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Importing an agreement from Contraxx to MyRA 

 

Outgoing subawards and their amendments are requested and routed to the Office of 

Sponsored Programs Subaward Team via MyRA. For an agreement that was created in Contraxx 

an import needs to take place to request an amendment in MyRA. 

The importing of subawards from Contraxx to MyRA should only take place when preparing to 

request an amendment.  

 

1. To start the process, log into MyRA with your University of Pittsburgh computing 

credentials. If you do not have a MyRA profile complete the self-registration. You will be 

notified once your account is established. Begin by selecting Create Agreement. 

 
 

 

2. Complete the Basic Information SmartForm. Select Outgoing Subaward as the 

Agreement Type and indicate that a conversion form Contraxx is necessary. 

 

 
 

 

https://myra.pitt.edu/
https://electronicresearch.pitt.edu/wp-content/uploads/Registering-for-MyRA-Access2.pdf
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3. Complete the Contraxx Subaward Conversion SmartForm.  

a. Search for the subaward to be converted. 

 

 
 

b. You will want to convert the most recent iteration. For example, a subaward with 

four amendments, you will want to convert only amendment number four. Filter 

by the Contract Number, MyFunding ID, Subrecipient Name, Pitt PI, Amendment 

Number, Department, and School or use the Advanced search option to use 

these in combination. Note: When searching by PI Name, if you are searching by 

last name only include the MyRA wildcard % at the beginning of your query. Your 

results are predicated on the employer in your MyRA profile and the department 

of the agreement. If you do not see the result you are looking for reach out to 

the help desk at myrahelp@pitt.edu. 

 

 

c. Select the most recent iteration for conversion, complete the remainder of the 

SmartForm and Save. The SmartForm will refresh. Documents and data that were 

NOT converted and populated will be displayed to assist with the completion of 

the remaining SmartForms. 

 

 
 

d. Use the navigation tab to review, update, and complete the SmartForms. The 

Validate activity can guide you through the information that is missing. 
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e. Once complete, on the Additional Information SmartForm, click Finish and 

Submit. 

 

 


