Steps in Entering Different Types of Projects/Agreements

Establishing a Specific Cooperative Agreement (SCA) and Grants
A. Enter ARIS


1.  Select Research/Agreements
2. Select Work; 416/417/Agreements
a. Select “add project”
b. Project number will end with “S” if SCA and “G” if a Grant 

c. Enter research documentation information for the project


B. Select Forms; Agreement Info (AIMS)
1. Enter agreement information – enter the remarks from Research Doc in the comments section of AIMS
2. Select “Forms”

3. Select “SOW/Budget”

a. Enter mutual agreement information

b. Enter budget breakdown
C.  Print for RL signature; after his/her approval signature in the system

D. Once approved at all levels, project will move to “Active” file; print official copy for unit files and one for ADODR

Establishing a Non-Funded Cooperative Agreement (NFCA)

A. Enter ARIS


1. Select Research/Agreements
2. Select  work - 416/417/Agreements
a. Select “add project” 

b. Project number will end with “N”

c. Enter research documentation information for the project


B. Select Forms; Agreement Info (AIMS)
1. Enter agreement information - enter the remarks from Research Doc in the comments section of AIMS
2. Select “Forms”

3. Select “SOW/Budget”  
4. Enter mutual agreement information

C. Print for RL signature; after his/her approval signature it in the system
D. Once approved at all levels, project will move to “Active” file; print official copy for unit files and one for ADODR

Modifying a SCA/Grants – adding funds
A.  Enter ARIS

1.  Select Research/Agreements
2. Select “Active”

a. Search for the project you want to modify

b. Put a check in the box beside the project

B. Select “Action”

1.  Select “Work Record Amendment”

2.  Answer yes to; “Do you want to make a work record?”
3.  Exit “active file”

C. Select “Work”

1. Search for the project you want to modify

2. Make the modifications to the record – enter comments in the remarks section
3. Make sure to change the ‘Type of Request” on the Agreements Info tab

D. Select Forms; “Agreement Info (AIMS)”

1. Copy remarks on the top of comments already there.  Do not remove the prior remarks.
2. Select “Forms”

3. Select “SOW/Budget”

a. Enter mutual agreement information

b. Enter budget breakdown 
E. Print for RL signature; after his/her approval signature it in the system

F. Once approved at all levels, project will move to “Active” file; print official copy for unit files and one for ADODR

Modifying a SCA/NFCA/Grants – changing the ADODR or the cooperators PI
A. Enter ARIS
1. Select  Research/Agreements
2. Select “Active”

a. Search for the project you want to modify

b. Put a check in the box beside the project

B. Select “Action”

1. Select “Work Record Amendment”

2. Answer yes to; “Do you want to make a work record?”
3. Exit “active file”

C. Select “Work”

1. Search for the project you want to modify

2. Change the ADODR/cooperators PI in research documentation – enter comments in the remarks section
3. Make sure to change the “Type of Request” on the Agreements Info tab

D. Select Forms; “Agreement Info (AIMS)”  

1. Copy remarks on the top of comments already there.  Do not remove the prior remarks.
2. Change the ADODR/cooperators PI in AIMS

E. Print for RL signature; after his/her approval signature it in the system

F. Once approved at all levels, project will move to “Active” file; print official copy for unit files and one for ADODR

Modifying a SCA/NFCA/Grants – termination date, modifying the objective or approach
A. Enter ARIS

1. Select Research Documentation

2. Select “Active”

a.  Search for the project you want to modify

b.  Put a check in the box beside the project

B. Select o to “Action”

1.  Select “Work Record Amendment”

2.  Answer yes to; “Do you want to make a work record?”
3. Exit “active file”

C. Select “Work”

1. Search for the project you want to modify

2. Change the termination date, modify objective or approach in research documentation – enter comments in the remarks section
3. Make sure to change the ‘Type of Request” on the Agreements Info tab

D. Select Forms;  “Agreement Info (AIMS)”  

E. Copy remarks on the top of comments already there.  Do not remove the prior remarks.
F. Print for RL signature; after his/her approval signature it in the system

G. Once approved at all levels, project will move to “Active” file; print official copy for unit files and one for ADODR

Modifying a SCA/NFCA/Grants – renumbering the project number, adding or deleting an investigator, correct the spelling of a word in the title
A. Enter ARIS
1. Select Research/Agreements
2. Select “Active”
a. Search for the project you want to modify
b. Put a check in the box beside the project
B. Select “Action”
1. Select “Work Record Correction”
2. Answer yes to; “Do you want to make a work record?”
3. Exit “active file”
C. Select “Work” 

1.  Search for the project you want to modify 

2.  Make the modifications to the record – enter comments in the remarks section
3. Make sure to change the ‘Type of Request” on the Agreements Info tab

D. Select Forms; “Agreement Info (AIMS)” 
E. Copy remarks on the top of comments already there.  Do not remove the prior remarks.
F. Print for RL signature; after his/her approval signature it in the system
G. Once approved at all levels, project will move to “Active” file; print official copy for unit files and one for ADODR

Establishing an Incoming Agreement (Reimbursable and Trust)
A. Enter ARIS


1 Select Research/Agreements
2 Select Work – Incoming Agreements 

      a.  Select “add project” 

 b.  Enter information for the project – enter comments in the remarks section
B. Print for RL signature; after his/her approval signature it in the system

C. Once approved at all levels, project will move to “Active” file; print official copy for unit files and one for ADODR

D. Once scientist notifies you that it will be funded
1. Make a “Work Record Amendment”

2. Attach AIMS if ≤ $25,000

3. Attach 416/417 and AIMS if ≥ $25,000

Establishing an Incoming Agreement (CRADA, Interagency, Service Only)                                                                                                                                                                  
A.  Enter ARIS


1.  Select Research/Agreements
2.  Select Work - Incoming Agreements
a. Select “add project” 

b. Enter information for the project – enter comments in the remarks section
B. Print for RL signature; after his/her approval signature it in the system

C. Once approved at all levels, project will move to “Active” file; print official copy for unit files and one for ADODR

D. No AIMS required
Modifying an Incoming Agreement (≤ $25,000; receiving additional funds)

A. Enter ARIS

1.  Select Research/Agreements
2.  Select “Active” – Incoming Agreements
a.  Search for the project you want to modify

b.  Put a check in the box beside the project

c.  Select “Action” 
d.  Select “Work Record Amendment”

e.  Answer yes to; “Do you want to make a work record?”
 
      f.  Exit “Active” file

     B.  Select “Work” – Incoming Agreements
           1.  Search for the project you want to modify

           2.  Make the modification to the record – enter comments in the remarks section
     C.  Select Forms - “AIMS”  
           1.  Copy remarks on the top of comments already there. Do  

                not remove the prior remarks.  
           2.  Enter the amount to be received under the “accounting tab” information
D.  Print for RL signature; after his/her approval signature it in the system

E.  Once approved at all levels, project will move to “Active” file; print official copy for             
      unit files and one for ADODR 
Modifying an Incoming Agreement (≤ $25,000; termination date; modifying objective or approach)
A. Enter ARIS

1.  Select Research/Agreements
2.  Select “Active” – Incoming Agreements

                a.  Search for the project you want to modify

     b.  Put a check in the box beside the project

     c.  Select “Action” 
     d.  Select “Work Record Amendment”

     e.  Answer yes to; “Do you want to make a work record?”
                f.  Exit “Active” file

      B. Select “Work” – Incoming Agreements

           1.  Search for the project you want to modify

           2.  Make the modification to the record – enter comment in the remarks section
      C. Select Forms; - “Agreement Info (AIMS)” - Copy remarks on the top of comments       
           already there. Do not remove the prior remarks.
D.  Print for RL signature; after his/her approval signature it in the system

E. Once approved at all levels, project will move to “Active” file; print official copy for unit files and one for ADODR

Modifying an Incoming Agreement (≤ $25,000; modifying inhouse project number; spelling error)

A. Enter ARIS

1.  Select  Research/Agreements
2.  Select “Active” – Incoming Agreements

     a.  Search for the project you want to modify

     b.  Put a check in the box beside the project

     c.  Select “Action” 
     d.  Select “Work Record Correction”

     e.  Answer yes to; “Do you want to make a work record?”
                f.  Exit “Active” file

      B.  Select “Work” – Incoming Agreements

           1.  Search for the project you want to modify

           2.  Make the modification to the record – enter comments I the remarks section
      C. Select Forms; “Agreements (AIMS)”  - Copy remarks on the top of comments 
           already there. Do not remove the prior remarks.
D.  Print for RL signature; after his/her approval signature it in the system

E. Once approved at all levels, project will move to “Active” file; print official copy for unit files and one for ADODR

Modifying an Incoming Agreement (≤ $25,000; Mark Unfunded or Terminated)
A. Enter ARIS

1.  Select Research/Agreements 
2.  Select “Active” – Incoming Agreements

     a.  Search for the project you want to modify

     b.  Put a check in the box beside the project

     c.  Select “Action” 
     d.  Select “Work Record Correction”

     e.  Answer yes to; “Do you want to make a work record?”
                f.  Exit “Active” file

      B. Select “Work” – Incoming Agreements

           1.  Search for the project you want to modify

           2.  Change status to “Unfunded (never funded) or Terminated (funded)”

           3.  State in the remarks what you are doing to the record

      C. Select Forms - “Agreements (AIMS)” - Copy remarks on the top of comments 

           already there. Do not remove the prior remarks.
D. Print for RL signature; after his/her approval signature it in the system

      E. Once approved at all levels, project will move to “Active” file; print official copy   
           for unit files and one for ADODR

Modifying an Incoming Agreement (> $25,000; receiving additional funds; termination date; modifying objective or approach)

A. Enter ARIS

1.  Select Research/Agreements
2.  Select “Active” – 416/417

     a.  Search for the project you want to modify

     b.  Put a check in the box beside the project

     c.  Select “Action” 
     d.  Select “Work Record Amendment”

     e.  Answer yes to; “Do you want to make a work record?”
                f.  Exit “Active” file

      B. Select “Work” – 416/417

           1.  Search for the project you want to modify

           2.  Enter your remarks as to what you are doing to the record and modify the   
                record

      C. Select Forms – Incoming Agreements

           1.  Enter the remarks from the 416 in the remark section on the top of the list. Do  

                not remove the prior remarks.  

           2.  Make the modification to the record

      D. Select Forms - “Agreement Info (AIMS)”  

           1.  Copy remarks on the top of comments already there. Do  

                not remove the prior remarks.  

           2.  Enter the amount to be received under the “accounting tab” information

F. E.  Print for RL signature; after his/her approval signature it in the system

G. Once approved at all levels, project will move to “Active” file; print official copy for unit files and one for ADODR

Modifying an Incoming Agreement (> $25,000; renumbering)
A.  Enter ARIS

1.  Select Research/Agreements
2.  Select “Active” – 416/417

     a.  Search for the project you want to modify

     b.  Put a check in the box beside the project

     c.  Select “Action” 
     d.  Select “Work Record Correction”

     e.  Answer yes to; “Do you want to make a work record?”
                f.  Exit “Active” file

      B. Select “Work” – 416/417

           1.  Search for the project you want to modify

           2.  Enter your remarks as to what you are doing to the record and modify the  

                record

      C. Select Forms – Incoming Agreements

           1.  Enter the remarks from the 416 in the remark section on the top of the list. Do  

                not remove the prior remarks.  

           2.  Change the inhouse number to agree with new project

      D. Select Forms - “Agreement Info (AIMS)” - Copy remarks on the top of comments 

           already there. Do not remove the prior remarks.  

E.  Print for RL signature; after his/her approval signature it in the system

F.  Once approved at all levels, project will move to “Active” file; print official copy for             
      unit files and one for ADODR

