
 

 

Managing Personnel 

 

Proposals 

1. From the proposal workspace navigate to the Personnel SmartForm by selecting Edit 
Funding Proposal. Edit access is available when the proposal is in the Draft state or when 
changes have been requested. 

 
 

2. Add project personnel by selecting + Add. 

 
 
 
 
 
 
 
 
 



3. Complete the required fields. Provide a name and select a project role. Indicate if the 
individual is senior/key, other significant contributor, or other personnel. 
 

 

 

New Awards 

1. From the award workspace navigate to the Personnel SmartForm by selecting Edit 
Award. Edit access is available when the award is in the Draft state or when changes 
have been requested. 

 
 

2. Review the personnel that have mapped from the funding proposal to the award. Select 
the Edit icon to update the role and Senior/Key tags. Select + Add to insert new 
personnel. Select X to remove personnel. 

 

 



Requesting Award Personnel Modifications (Department) 

1. From the award workspace select the Request Award Modification activity. 

 
 

2. Select the Personnel Change modification type. 

 
 

3. Note the change in the comment box. 

 
 

Creating Award Personnel Modifications (OSP and Department) 

1. From the award workspace OSP will select the Create Award Modification activity. 
 

 
 
 
 
 



2. Select the Demographic Changes Only modification type. 
 

 
 

3. Select Personnel Change. 
 

 
 

4. OSP will notify the department that the modification has been created. The department 
will make updates on the Personnel Changes SmartForm. Select + Add to enter 
personnel. Select X to remove personnel. Department will use the Send Email activity to 
notify OSP after the changes have been made. 
 

 

 


