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How to edit a research team
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Overview:

This job aid focuses on creating and completing a GMAS Edit research team request when updates to the
segment research team are required.

How to create an edit research team request

The Edit research team request may be initiated when a Department Administrator proactively identifies the
need to make changes to the segment research team. As with any request, the Department Administrator will
go to the segment homepage and select “Create request” then select “Research team” from the list of request

types.
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e The edit research team request can also be created from the segment research team screen by selecting

“Create a request to edit research team”

Segment 1

Action memos Dates and dollars

Select a request type

® No

Is this a retroactive request? QO Yes

Request type (select one)

Rese O continuation
O supplement
O competing renewal

Cost sharing

International collaboration and activities
() Researchteam
O Changes to existing segment

O Internal requests

Cancel Create requesj k

o

€ Documents  (3) History @@ Comments (0) ~ Sp Related links
Create request Q

AY

Log notice

Make revision

Segment closeout (7]

Apply OTD label

Apply COVID-12 label

Segment research team

Name Robe Faculty ¢ Key
Prnco InvestSoator Yes Yes
Analyst No Yes
Analyst NO Yes

Q Felated bk L Create request 10 edit research team R
fnv < Sponser approval = Committed effort O Peoplesolt costing ©
Yes Ne 900 person months effective on Oct 1, 2021
e * | Derson my effectve on Oct 12
Yes ves 1.00 person months effective on Oct 12

Required actions:

Upon selecting the Edit research team request type, the request homepage is displayed, and the “Actions
required” will appear at the top of the screen. All required actions must be completed to enable the action

button.
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01-Architecture and function of stria... > Edit research team

Edit research team @ Comments (0) Lock and route for signatures @ &~
Request ID #6432075

Under development Under review Authorized Submitted

Central reviewer

Unassigned

Actions required

A Justification is missing Edit

Sponsor approval question has not been answered i
A sp PP q Zilii - Open all Close all

Central reviewer comments 0 comments Add comment

1. Justification is Missing — Select Edit, and a pop-up text box is displayed. Provide details about why the
research team requires updates (ex: editing, adding, or deleting research members).

2. Select “Edit” and a modal will open that will allow you the ability to answer which research members require
sponsor approval to change committed effort.

Edit sponsor approval

Is sponsor approval required to change effort?

wName Role Faculty Key Inv Committed effort
Research Assistant Yes o0 Yes 7.00 person months effective on Oct 4, 2021

12 00 person months effective on

months sctive on Ju
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Sponsor approval modal
1. The sponsor approval modal displays information of all research team members on the research
team.
2. Select “Yes” or “No” in response to whether a research team member requires sponsor approval
to change committed effort.
3. Select “Cance
4. Select “Done” to close and save any changes made in the modal.

|II

to close and delete any changes made in the modal.

Back to top

Research team panel

The following instructions describe steps for making updates to the research team.
Note: Changes made on the request will not update the segment research team until the request has been
awarded.

Research team 8 team members 0 updated 0 removed 0 added Add
Mame Role Faculty Key Inv Spon approval Committed effort
Post-Doctoral Fellow Mo Mo Mo Mo 120 person months effective on Oct 1, 2020 Edit
Investigator Wes Mo Mo Mo 1.80 person months effective on Sep 1, 20019 Edit
Principal Investigator Wes Yes Wes Yes 240 person months effective on Sep 1, 2018 Edit

Investigalo: Yes Mo Yes MNo s0n months effective on Sep 1, 2008 Edit
Post-Doctoral Fellow Mo Mo Mo Mo 600 person months effective on Sep 1, 2018 Edit
Investigalor Yes Mo Mo Mo 1.20 person months effective on Sep 1, 2018 Edit
Post-Docioral Fellow e Mo No Mo 12.00 person months effective on Apr 1, 2019 Edit -
Post-Doctoral Fellow Mo Mo Mo Mo &.00 person months effective on Jan 1, 2021 Edit

1. The research panel will display a list of team members defaulted in from the Initial or Competing
Renewal Proposal.
2. The counts in the panel heading will display the:
e Total — displays the total number of members on the research team.
e Updated — displays the number of members that have been edited.
e Added — displays the number of research members that been added to the research team.
e Removed — displays the number of research members that have been removed from the
research team.

Back to top
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Edit research team members
3. To make edits to the existing research team member select “Edit”. Selecting “Edit” will open-up a modal
with information related to that particular research team member.

Edit research team member

No
Facully

S~

Key personne]

O ves (2 Mo
O Yes G:I' Mo

Investigator

O ves (& No

Sponsor approval required to change effort?

Committed effort 600  person months effectiveon  D9/01/2018 Add effort

@® ves O Mo

Does this person's involvernent with the project end prior to project end
- date?

End date

a. Displays the research member’s name in the edit modal, this field is disabled unless the
research member is TBD.
e Note that TBD members on a research team can be changed to a person by
unchecking the “Team member is TBD” checkbox.
e The TBD option will only display for TBD research members who were set
as TBD prior to 5/19/2023
e |f a TBD member is changed to a person and that change is saved, the
option to set the member as TBD will no longer display.
b. Displays the current role associated to the research team member.
e  When editing this field, a drop down will appear with a list of all roles that are
research team roles, except for Pl and Mentor.
e |If editing the Pl or Mentor, this field displays as text only.
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o If"Other" is selected, an additional text box appears to enter the name of the role.
c. Displays whether the research member is a faculty member. This is a pre-determined field
and is not editable.

e Faculty is defined as individuals that are active Harvard employees with an employment

classification of ‘Faculty’, ‘Junior faculty’, or ‘Other’.
d. Displays the response whether the research member is considered key personnel

e The response is editable and can be changed to “Yes” or “No”.

e This field is set to "Yes" and disabled for the PI.

e. Displays the response of whether this research member is considered an investigator.

e The response is editable and can be changed to “Yes” or “No”.

e This field cannot be edited and will always be answered as “Yes” for the PI.

e Note: Changing a prepopulated research team member’s investigator flag will have
an impact to OAIR approvals (switching to “Yes” may generate OAIR approvals,
switching to “No” may withdraw existing OAIR approvals).

f. Displays the response which identifies whether an individual requires sponsor approval to
change their committed effort.

e The response is editable and can be changed to “Yes” or “No”.

g. Displays the committed effort associated to the research member.

e The committed effort is editable.

e Selecting the date picker allows you to add the effective date of the commitment.

e Selecting “Add effort” will generate a new row where you can add additional
committed effort.

h. Displays the response of whether this research member’s involvement ends prior to the

project’s end date.
e The response is editable and can be changed to “Yes” or “No”
e Selecting “Yes” opens-up a date picker to assign the date that this member’s
involvement ends.
e Selecting “No” assumes the research member will be involved until the project’s end
date.
e This field defaults to “No” and is disabled for the PI.
Select “Cancel” to close and delete any changes made in the modal.
Select “Done” to close and save any changes made in the modal.
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Any changes to an existing research team member will now move that member to the “Updated” section within

the panel.
Updated
Post-Doctoral Fellow No Yes Ye B 6.00 person months effective on Oct 71,2018 Edit
Post-Doctoral Fellow No Ve Yes Ye 12.00 person months effective on Jul 1, 2017 Edit
Updated
Post-Doctoral Fellow No Yes Yes Ye 6.00 person months effective on Oct 1, 2018 Edit
Prior value
Key person No
Investigator No
Sponsor approval No
Committed effort 6.00 person months effective Oct 1, 2018
Post-Doctoral Fellow No 2.00 person months effective on Jul 1, 2017 Edit

a. The updated section will display the new changes made to the research team members in red text.
Selecting this drop down will expand the row of an edited research member and display the prior value
section. The prior value section will provide the original responses or values of the fields that were
edited (highlighted in red) to compare/view what was updated

Back to top
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Add research team members
4. To add a new member to the research team select “Add”. Selecting “Add” will open-up a modal which
contains no data.

Add research team member x
= Other -
N
Faculty
e Mo
Key personnel O o
Yesg M
Investigator o O e
Yis M
Sponsor approval required to change effort? O ves O no
Cemmitted effort person months effective on 10/07/2021 Add effort
Ves ”
Does this person's involwement with the project end prior to project end © ves QO No
- date?
End date

Displays a person look-up to add a new research member.

e The person look-up can be used to identify the new research team member.

e Aresearch team member cannot be added to the research team multiple times/in

multiple roles.

Displays a drop down that lists all of the roles that are research team roles, except for Pl and
Mentor.

e If "Other" is selected, an additional text box appears to enter the name of the role.
Displays whether the research member is a faculty member. This is a pre-determined field
and is not editable.

e Faculty is defined as individuals that are active Harvard employees with an employment
classification of ‘Faculty’, ‘Junior faculty’, or ‘Other’.
Displays the question asking whether the research member is considered key personnel.

e The response is editable and can be “Yes” or “No”.
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i
j

Displays the question asking whether this research member is considered an investigator
e The response is editable and can be “Yes” or “No”.
e Note: Adding a new segment research team member and marking their investigator
flag as “Yes” will generate OAIR approvals.
Displays the question which identifies whether an individual requires sponsor approval to
change their effort.
e The response is editable and can be “Yes” or “No”.
Displays the committed effort field, the committed effort entered here will be associated
to the research member.
e The committed effort field is editable.
e Selecting the date picker allows you to add the effective date of the commitment.
e Selecting "Add effort” will generate a new row where additional committed effort
can be added.
Displays the question of whether this research member’s involvement ends prior to the
project’s end date.
e The response is editable and can be “Yes” or “No”.
e Selecting “Yes” opens-up a date picker to assign the date that this member’s
involvement ends.
e Selecting “No” assumes the research member will be involved until the project’s end
date.
Select “Cancel” to close and delete any changes made in the modal.
Select “Done” to close and save any changes made in the modal.

Any research team members that were added in this request will now appear in the “Added” section within the

panel.

idded

31 rronths ellactive on Oct 4. 2021 Ediit

Back to top

Deleting research team members

5. To delete a research team member, select the trashcan icon. Selecting the trashcan icon will open a
warning message confirming that the removal is appropriate.
e Note: Deleting will remove the research member from this project completely and may also remove

approvals associated to this member.
e Deleting research team members who prepopulated from the original proposal research team will
not remove the research team record or related person approvals from the originating proposal, but
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will remove them from the segment research team once the Edit research team is
finalized/awarded.

A

Warning: Deleting a member will remove them from this project completely and
may also remoave approvals associated to this member. If you are attempting to
end date a member please select the edit button. Are you sure you want to delete

from the research team?

Cancel “

a. Select “Cancel” to close warning message and keep research member on the team.
b. Select “Yes” to close and permanently remove the research member from the team.

Any research team members that were deleted in this request will now appear in the “Removed” section within
the panel.

Remowved

Laly Assistant Mo Mo Yes 1.00 person months effective on Jul 1, 2021

Statistician No Yes ‘Yes 1.00 person months effective on Jul 1, 2021

Back to top

Additional people with payroll costing

Additional people with payroll costing for this segment

Name ¢ Faculty Costing
No 25.00%
No 100.00% Add research team member
No 37.00%

Add research team member

10
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Individuals listed in the ‘Additional people with payroll costing for this segment’ section of the segment research
team screen can also be added to the segment research team by clicking the button next to the individual. Their
correct person profile will default in the name field of the pop-up. For instruction on how to add research
members please go to the Research team panel section.

Back to top
Edit research team document repository
For detailed instructions around the document repository please access the job aid below.
https://gmas.racs.research.harvard.edu/document-repositories

Back to top

Finalizing changes

If the edits made on a Edit research team request were not made to a faculty member or to a member that
requires sponsor approval to change effort, the main action will be “Finalize changes” instead of “Lock and route
for signatures” (see “Lock and route for signature” section below) . The “Finalize changes” button should be

selected by the individual who is completing the request (mainly department administrators).

e Selecting “Finalize changes” will update the segment research team to reflect all the changes made
in the Edit research team request and will change the request status to “Awarded”

Edit research team ® Comments (0) &
K

Request ID #6432244

Under development Under review Authorized Submitted

Central reviewer

Unassigned

Back to top
Lock and route for signature

If changes were made to research team members that are faculty and/or those that require sponsor approval to
change effort, the action button available will be “Lock and route for signatures” instead of “Finalize changes”
because the request requires central review.

Once the request has been locked and routed, the central office representative will roll the request back for
changes if needed, award the request internally if the changes made do not require sponsor approval, or submit
the request to the sponsor if they need to approve the changes.

11
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Back to top

Signature on edit research team request

e When the request is Locked & Routed, the Edit research team request status will switch to “Under
Review”.
e Once all signatures have been obtained on the request, the request status updates to “Authorized”.
e Please note:
o Before signing ensure that all request components and uploaded documents are accurate.
Signing indicates that you approve of the data that has been entered and/or that relevant
documents are ready for submission to the sponsor.

o If an Edit research team request is retracted in order to make edits, any signatures captured
will be erased without notification. All required signatures will need to be re-recorded once
corrected.

Back to top

Awarding the request/Submitting the request to sponsor

After the request has been locked and routed for signatures and all required signatures have been collected, the
Edit research team request status will be “Authorized”. If the edits made on the Edit research team request do
not require sponsor approval, the central administrator can award this request by selecting “Award request” in
the action button menu.

Edit research team & Comments (0)
Request ID #6432244

Under development Undir seview m »® Sulhmil 10 BRONSO
Canteal reverwer A B rénigion

Unassigned

Do you want to award this request? Relract his propasa
Apply COVID-19 label
Cangil
Central reviewer comments m‘! Add commen
Signatures Edit
Central Administrabor Hard copy sigred on Oct 7, 2021

L
Logged on Dot 7, 2021 by o8

e Confirm all signatures are logged or signed.
e Select the action button and select “Award request”
e Selecting “Yes” on confirmation pop-up will:

12
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Award the request.
Update the segment research team to reflect all the changes made in the Edit research team
request.

o Send out a notification to the department administrator that the request has been awarded.

If the edits made on the Edit research team request require sponsor approval, the central administrator can
submit the request by selecting “Submit to sponsor” in the action button menu. Additional requests to edit the
research team cannot be made until the Edit research team request then moves to an awarded status.

Back to top

Continuation/Supplement requests

To make changes to a research team on a continuation or supplement navigate to the “Research team” panel on
the request’s home. This panel functions the same way as it does for the Edit/Confirm research team requests.
For instruction on how to make edit/add/delete research members please go to the Research team panel

section.

e Please note that changes made to the research team via a Continuation/Supplement will not be
applied to the segment research team until the request has been awarded.

Back to top
Segment revision

If the edits made on the research team require approval from the sponsor to update the segment research
team, once approval is received the notice will need to be logged against the request and a revision will need to
be committed. Once the revision has been committed and the request has been awarded, the segment research
team will be updated to reflect the edits made on the request’s research team.

Back to top
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