BOSTON
UNIVERSITY

Kuali Research User Guide: Transmit Award to SAP and send PI/DA Award Notification

Version 5.0: November 2016

Purpose: To transmit a transaction to SAP and send PI/DA the Award Notification and supplemental
documentation.

Trigger / Timing / Frequency: This is the last step of processing an award set up or modification.

Prerequisites: Each of the award documents in the hierarchy must be in their final state and any new
budget versions must be completed, saved and in an "In Progress" status in Kuali Research. The Set-Up
Team performs QA review prior to transmitting awards to SAP.

User Group Role: Awards

Menu Path: Central Admin > Post Award > Awards

CENTRAL ADMIN SYSTEM ADMIN PORTAL

Pre-Award Post-Award

© Proposal Development = Q. © Award 4+ Q *—
© Proposal Log + Q © Award Report Tracking

© Institutional Proposal 4+ Q © Subaward 4+ Q

© Negotiations 4+ Q

© All My Negotiations
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Tips and Tricks: When processing a modification on a multi-child award, it will be very helpful to note
which child awards were created or edited by the child award’s Award ID number.

Results and Next Steps: A new award or award modification has been processed in Kuali Research and
the information has been sent to SAP and PI/DA.

Process:

Once all of the award documents in the hierarchy are in their final state and all new budget versions are
created and in "In Progress" status in KCRM for a particular award or modification, the award data will
be reviewed for quality, the budget(s) will be submitted and in a "To Be Posted" status, the award will
be transmitted to SAP, and the Pl and DA will be notified.
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A. QA s performed according to standard procedure and budget(s) are posted. Award (parent and
child/ren) is then ready for transmission to SAP.

B. Search for and open Parent Award

Search for and open Parent Award for which an award or modification has been processed. Click on the
1) Central Admin tab and then search for an award by clicking the 2) magnifying glass next to Awards.

'}

)g RESEARCHER ~ UNIT  CENTRALADMIN  SYSTEM ADMIN PORTAL GETHELP
Pre-Award Post-Award Pre-Submission Compliance Post-Submission Compliance

\X/elcome, © Proposal Development + @ © Award # Q 2 © IRB Commities + Q
© Proposal Log 4 Q © Award Report Tracking © |ACUC Committee # Q

Search Tasks = 3 © Discl
© Institutional Proposal + & © Subaward 4+ Q ° E'VS;:SD“:IDWES © Profocol Submissions Jck Links
OlEEEms & © on Proct Event Discosures. 9 ACUC Submisions arch for a Sponsor

et ol vou e 6 0% © Ay Negotiations i m— © IR Scheduies b Adaress Book

© IACUC Schedules

© Annual Event Disclosures =arch for an Organization
© Undisclosed Events ew 828 Opportunities

ew Pessimistic Lock (Locked Records)
© Animals + Q

© Human Participants 4+ @

Quicklinks Workflow Business Rules

© Pessimistic Lock © People Flow © Agenda

© Grants.gov Opportunity Lookup @ Preferences © Context

© Address Book © Routing Report © Atribute Definition
© sponsor Lookup © Rules © Tem

© Keyword Lookup © Rule QuickLinks © Term Specification
© current & Pending Support © category

© Perform Person Mass Change

© |SRISSR Reporting

© Award Subcontracting Goals and
Expendiures

© subcontracting Expenditures Data
Generation

On the 1) Award Look up Screen, enter one or more 2) criteria for the award to narrow your search
results. Click 3) Search.
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Award Lookupe 1

Award ID: ||

Sponsor Award ID:

Account ID:
Award Status: | select v a@
Sponsor ID: @
2 AwardTitle:
Investigator: &N
Lead Unit ID: @
Lead Unit: @
®
Final

Document Status: g;yaq

Both

3 clear

Scroll down on the same page to view the results of your search. Review the returned awards and look
for the appropriate award. Identify the 1) Parent Award (Award ID always contains a suffix of -00001)

and click on 2) Open.

C. Open Transmit to SAP panel

Click on the Award Actions tab and open 1) Transmit to SAP Panel by clicking the Show/Hide button.

Award | Contacts | Commitments | Budget Versions = Payment, Reports & Terms | Special Review | Custom Data | Comments, Notes & Attachments

Award Actions

History | Medusa

An Award Hierarchy subpanel is displayed. The information found for each node in this Hierarchy view
is: the Award ID, PI Name, ad Project Title, and the Last Transmitted Date. The screenshot below

represents a 2) Parent Award with two 3) Child Awards.

Transmit to SAP 1 ~ hide

Award Hierarchy

Please Select the Awards to Transmit:
[¥1204932-00001 : CATHERINE E COSTELLO : ECD, ECD/CID, SID Analysis of Gl ides/Glycoprotein:
[]204332-00002 : CATHERINE E COSTELLO : ECD, ECD/CID, SID Analysis of Gl
[]204932-00003 : CATHERINE E COSTELLO : ECD, ECD/CID, SID Analysis of Gl

- Last T
ins - TEST - Last T
ins - TEST - Last T

Date: Never

Date: Never 2
3

Date: Never

Validate for Transmission

Select appropriate hierarchy nodes
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Select appropriate hierarchy nodes for which information needs to be generated. A Parent Award is
always selected (checkbox is grayed out) because the Parent contains master data. All modifications of
an award require a change to master data, hence update information will need to be generated for the
parent. A child node must be selected if data maintained in both Kuali Research and SAP is updated on
the award document (for example, Award Status, Dates, Budget, Expenditure Restrictions, Sponsor
Award Number, etc.). See Appendix I.

D. Examples of hierarchy node selections

The following are few scenarios and Transmit to SAP panel views to help you understand the selection of
hierarchy nodes for different circumstances.

1. New Award with two children in the hierarchy — On new awards for which a new Parent was
created, both children in the hierarchy are selected.

Transmit to SAP ~ hide

Award Hierarchy

Please Select the Awards to Transmit:
[1204932-00001 : CATHERINE E COSTELLO : ECD, ECD/CID, SID Analysis of Glycans/Glycioeotides/Glycoproteins - Last T Date: Never
‘ [¥204932-00002 : CATHERINE E COSTELLO : ECD, ECD/CID, SID Analysis of Glycans/Glycioeotides/Glycoproteins - TEST - Last Transmission Date: Never

/ {¥204932-00003 : CATHERINE E COSTELLQ : ECD, ECD/CID, SID Analysis of )/ / proteins - TEST - Last T Date: Never

Valldate for Transmission

2. Supplement Award with segregated funds — On supplement awards which require a new child
award to segregate funds, only the new child should be selected.

Transmit to SAP ~ hide

Award Hierarchy

Please Select the Awards to Transmit:
[204932-00001 : CATHERINE E COSTELLO : ECD, ECD/CID, SID Analysis of Glycan: lycioeotides/Glycoproteins - Last Ti Date: Never
QD‘@EZ'CODDZ CATHERINE E COSTELLO : ECD, ECD/CID, SID Analysis of Glycans/Glycioeotides/Glycoproteins - TEST - Last Transmission Date: Never
[#204932-00003 : CATHERINE E COSTELLO : ECD, ECD/CID, SID Analysis of Glycans/Glycioeotides/Glycoproteins - TEST - Last Transmission Date: Never

/ Validate for Transmission
’i If nothing on an existing child is updated, that child does not need to be selected.
/S All Award Status changes on a parent or child award need to be sent to SAP.
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E. Validate award for transmission

Once the appropriate nodes have been selected, click on 1) Validate for Transmission.

Transmit to SAP

Award Hierarchy

Flease Select the Awards to Transmit:
[£1204932-00001 : CATHERINE E COSTELLO : ECD, ECD/CID, SID Analysis of Gl proteins - Last T Date: Never
[¥204932-00002 : CATHERINE E COSTELLO : ECD, ECD/CID, SID Analysis of lycoproteins - TEST - Last T Date: Never
{¥R04932-00003 : CATHERINE E COSTELL® : ECD, ECD/CID, SID Analysis of ins - TEST - Last T Date: Never

1 Validate for Transmission

Validations have been inserted in the system to make sure the information required send to SAP has
been completed appropriately in KCRM. In the example below, a federal account was being used with a
non federal sponsor. If more than one validation error exists, the system will list all the errors at once.

Transmit to SAP

© Errors found in this Section:
204932-00001 - Federal account used with a non federal sponsor
204532-00002 - Child award does not have a budget but one is required
204932-00002 - Federal account used with a non federal sponsor

Award Hierarchy

Please Select the Awards to Transmit:

Last Transmission Date: Never

[#1204932-00001 : CATHERINE E COSTELLO : ECD, ECD/CID, SID Analysis of Glycans/Glycioeotides/Glycoprotei
[#204932-00002 : CATHERINE E COSTELLO : ECD, ECD/CID, SID Analysis of i lycoproteins - TEST - Last T jon Date: Never
DiﬂdQﬁI'GODDZ : CATHERINE E COSTELLO : ECD, ECD/CID, SID Analysis of Gl I P ins - TEST - Last T Date: Never

Correct validation errors.

You will need to open the award document for editing and select a non federal account type. Make
sure to enter “Correction” as the Transaction type and to finalize the award document when complete.
Return to this panel and attempt to validate again. If all validations passed, the system will list all the 1)

Award Ready for Transmission and provide a 2) Transmit to SAP button.

Award Hierarchy

Please Select the Awards to Transmit:
[#1101010-00001 : PAUL R SKOLNIK : A Phase 1B, Randomized, Multicenter, Parallel Group Study to Evaluate the Short-Term Safety, Pharmacokinetics and Antiviral Activity of Four Blinded Dosing Regimens of GW640385/Ritonavir Therapy - Last Transmission Date:

2011-06-24 - VALIDATED FOR TRANSMISSION
[#1101010-00002 : PAUL R SKOLNIK : A Phase 118, Randomized, Multicenter, Parallel Group Study to Evaluate the Shert-Term Safety, Pharmacokinetics and Antiviral Activity of Four Blinded Dosing Regimens of GWE40385/Ritonavir Therapy - 45838 - Last

Transmission Date: 2011-06-24 - VALIDATED FOR TRANSMISSION

Validate for Transmission

Awards ready for transmission:

Award Transmission Details: 101010-00001 : PAUL R SKOLNIK : A Phase 118, Randomized, Multicenter, Parallel Group Study to Evaluate the Short-Term Safety, Pharmacokinetics and Antiviral Activity of Four Blinded Dosing Regimens of GW640385/Ritonavir Therapy
Award Transmission Details: 101010-00002 : PAUL R SKOLNIK : A Phase 118, Randomized, Multicenter, Parallel Group Study to Evaluate the Short-Term Safety, Pharmacokinetics and Antiviral Activity of Four Blinded Dosing Regimens of GW640385/Ritonavir Therapy

o | sl | wram )

Once validation errors have been passed, click on 2) Transmit to SAP.
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In addition, if Cost Sharing has been entered in the Commitments Tab of the Parent Award, a Sponsored
Program will be created in SAP.

F. Print Award Notification Sheet

Click on the 1) Central Admin tab and then search for an award by clicking the 2) magnifying glass next
to Awards.

k RESEARCHER ~ UNIT  CENTRALADMIN  SYSTEM ADMIN PORTAL GET HELP
Pre-Award Post-Award Pre-Submission Compliance Post-Submission Compliance
Welcome, © Fogens Devcipmert 48 O pvard 48 2 © 3 Conmitee + @
Search Tasks © Proposal Log 4+ Q © Award Report Tracking © Discosure © 1ACUC Committee + Q Lick Links
© Institutional Proposal + Q © Subaward + Q O — © Protocol Submissions
O @ © et o KO S sare fora Spersor
What would you like to do? v Neoentens © Submitted Disclosures & IACU;S "“::‘ ew Address Book
; © Annual Event Disclosures cheduies 2arch for an Organization
© Unaisclosed Events ew S2§ Opportunities
ew Pessimistic Lock (Locked Records)

© Animals + Q

© Human Participants 4+ Q

Quicklinks ‘Workflow Business Rules

© Pessimistic Lock © People Flow © Agenda

© Grants.gov Opportunity Lookup  © Preferences © Context

© Address Book © Routing Report © Atribute Definition
© sponsor Lookup © Rules © Term

© Keyword Lockup © Rule QuickLinks © Term Specification
© Current & Pending Support © Category

© Perform Person Mass Change

© |SR/SSR Reporting

© Award Subcontracting Goals and
Expendiures

© subcontracting Expencitures Data
Generation

On the 1) Award Look up Screen, enter one or more 2) criteria for the award to narrow your search
results. Click 3) Search.
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1
Award Lookupe

Award ID: ||
Sponsor Award ID:

Account ID:

Award Status: | select M @@
Sponsor ID: @
2 Award Title:
Investigator: ¥
Lead Unit ID: y@
Lead Unit: @

®
Final

e
Document Status! g5y ey

(e}
Both

Scroll down on the same page to view the results of your search. Review the returned awards and look
for the appropriate award. Identify the 1) Parent Award (Award ID always contains a suffix of -00001)
and click on 2) Open.

7 items retrieved, displaying all items.

) s Award |Lead Unit ) Award )
Actions Award ID pensor Awar eadni Lead Unit Account ID war Award Title
D ID Status

open copy medusa View | 200418- | 1ROTGM123456- |, ) 100000 |18 T KUALI COEUS Cancelled  |Test Record

Invoices 0000 01

open copy medusa View |200420- | 1ROTGM123456- |, o\ 1 0c0000 |158T KUALI COEUS Cancelled |Test Record

Invoices 00001 |01

open copy medusa View |200420- - 1ROTGM123436- |, o\ 150000 |isa.T KUALI COEUS Cancelled  |Test Record

Invoices 00002 |07

open copy medusa View 200421 | 1ROTGM123456- |, 1 100000 |15T KUALI COEUS Pre-Close  |TestRecord

Invoices 00001 |01

open copy medusa View  |200421- 1 1ROTGM123456- |, o\ 1000000 |ise T KUALI COEUS 9500302573 “PP"®V®Y | 1est Record

Invoices 00004 01 Award

2 ) MR TEST

S saoen ST et
1 10/25/2016

Click on the Award Actions tab and open 1) the Print Panel by clicking the Show/Hide button.

Award | Contacts Commitments  Budget Versions | Payment, Reports & Terms | Special Review  Custom Data | Comments, Notes & Attachments ] Award Actions JHistory Medusa
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Print 1 ~ hide

Print

Time & Money Doc # Transaction Type Date Comments

458353 New 2016-10-27 17:02:59.0 timeandmoney document 3

Award Notice 458354 New 2016-10-27 17:12:14.0 timeandmoney document print

N
Oooogd

458422 New 2016-10-28 11:36:22.0 timeandmoney document

The five most recent Time & Money document numbers display in the Print panel. Next to each Time &
Money Document number is a checkbox. You may select all 2) checkboxes to reflect all time and money
transactions that have been applied to the award, or you can select a specific Time and Money
Document before clicking the 3) Print Button to print the Award Notification Sheet. On the File
Download pop-up box, click Open to view the Award Notification Sheet PDF document.

BOSTON

UNIVERSITY Sponsored Programs Award Notification

Date: 11/01/2016 Transaction Type: New SAP Grant Number:
Funds Center: 1510620000-I1S&T PROJECT . .
MANAGEMENT Investigator(s):

JENNIFER L KING (Principal Investigator)

Title: MR TEST PROPOSAL 10/25/2016

Sponsor: NIH/National Institutes of Health Prime Sponsor: Sponsor Award ID:
. OSP Admin: PAFO Admin:
Dept. Admin: POLORES M 617-353-4378 MICHAEL H TRIEU617-358-5265
MARKEY
This Action: 1
- Legacy Source Change to Change to
Internal Order # Description Number Pl(s) F&A Rate Obligated Dir. | Obligated F&A Total Change
Total Obligated Change Amount: 0.00 0.00 0.00:
Cumulative Obligated Amount for Grant as of this action:
Obligation Start/End: Obligated Direct Obligated F&A Obligated Total
10/27/2016-10/25/2017 100,000.00 36,000.00 136,000.00
Anticipated Amount for Grant as of this action: 3
Project Start/End: Anticipated Direct Anticipated F&A Anticipated Total
10/27/2016-10/27/2019 300,000.00 108,000.00 408,000.00

Information in the 1) This Action section, as well as the 2) Cumulative Obligated Amount and the 3)
Anticipated Amount for the grant will be updated based on the Time & Money documents that we
selected earlier using the checkboxes.
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Perform a review of the Award Notification sheet and save to a specified folder to the BUSP share drive.
Refer to Appendix Il for an example notification sheet.

G. Send distribution email to PI, DA, OSP RA, PAFO RA and other parties according to standard process

and attachAward Notification Sheet, Notice of Award, Budget, and any other pertinent
documentation.
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H. Appendix

l. Data sent to SAP

The following data is sent to SAP at the Parent Level, and will become the Grant Master Data:

SAP GRANT Data Element

Corresponding Value in Kuali Research Parent Award (Tab>Panel>Subpanel>Field)

Grant/Award Number

Created by the Interface — SAP Grant Number

CFDA Number

Award > Details and Dates > Sponsor>CFDA Number

Title

Award > Details and Dates >Institution>Title

Principal Investigator

Contacts>Key Personnel & Credit Split > Key Personnel > PI(s)

Grant Type

Award > Details and Dates >Institution>Account Type

Sponsor

Award > Details and Dates > Sponsor>Sponsor ID

Authorization Group

Award > Details and Dates >Institution>Lead Unit

Grant Value

Award > Details and Dates >Time and Money>Obligated Amount

Valid from date

Award > Details and Dates >Time and Money>Obligation Start Date

Valid to date Award > Details and Dates >Time and Money>Obligation End Date
Billing Rule Payment, Reports & Terms>Payment & Invoices>Payment Basis
Letter of Credit Payment, Reports & Terms>Payment & Invoices>Payment Method

Advance Payment

Payment, Reports & Terms>Payment & Invoices>Payment Type

Invoice Frequency

Payment, Reports & Terms>Payment & Invoices>Frequency

Invoice Form

Payment, Reports & Terms>Payment & Invoices> Payment Type

Responsible Fund Center

Award > Details and Dates >Institution>Lead Unit (plus any other units listed)

Percentage

Contacts>Key Personnel & Credit Split >Combined Credit Split>F&A Recovery Affiliation

Interest Earned Account Number

Payment, Reports & Terms>Payment & Invoices>Additional Financial Information> Interest Earned
Account Number

Interest Earned

Payment, Reports & Terms>Payment & Invoices>Additional Financial Information> Interest Earned

Major Project

Award > Details and Dates > Project>Major Project

AVC Tolerance

Payment, Reports & Terms>Payment & Invoices>Additional Financial Information> AVC Tolerance

NSF Code

Award > Details and Dates > Sponsor>NSF Code

A133 Cluster

Payment, Reports & Terms>Payment & Invoices>Additional Financial Information> A133 Cluster

Property Owner Title

Payment, Reports & Terms>Property Terms

Project Begin Date

Award > Details and Dates >Time and Money>Project Start Date

Project End Date

Award > Details and Dates >Time and Money>Project End Date

Prime Sponsor

Award > Details and Dates > Sponsor>Prime Sponsor 1D

Grant Status

Award > Details and Dates >Institution>Award Status

Billing Partner

Contacts>Sponsor Contacts

Person Id — Role

Contacts>Unit Contacts; Central Admin Contacts

Kuali 1609
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The following data is sent to SAP at the Child Level and will become the Sponsored Program data:

SPONSORED PROGRAM

Corresponding Value in Kuali Research Child Award (Tab>Panel>Subpanel>Field)

Sponsored Program Number

Created by the Interface and written back to: Award > Details and Dates >Institution>Account
Number

Valid From Date

Award > Details and Dates >Time and Money>Obligation Start Date

Valid To Date

Award > Details and Dates >Time and Money>Obligation End Date

Company Code

TRBU (default value)

Business Area

Award > Details and Dates >Institution>Lead Unit

Functional Area

Award > Details and Dates >Institution>Activity Type

Fund Center

Award > Details and Dates >Institution>Lead Unit

Child Type

Award > Details and Dates >Institution>Child Type

Reference Number

Award > Details and Dates >Institution>KCRM Award ID

Sponsor Award Number

Award > Details and Dates > Sponsor>Sponsor Award ID

Document Number

Payment, Reports & Terms>Payment & Invoices>Document Funding ID

Off Campus Award Budget >Parameters>0n/Off Campus
Overhead Key Award Budget>Rate>Applied Rate
SAP Base Award Budget >Parameters>F&A Rate Type
Budget TDC Award Budget> Parameters>Total Direct Costs
Budget F&A Award Budget> Parameters>Total F&A Costs
Payment, Reports & Terms>Payment & Invoices>Additional Financial Information> Fringe Not
Fringe Code Allowed

Child Description

Award > Details and Dates >Institution>Child Description

KCRM Status Code

Award > Details and Dates >Institution>Award Status

Sponsor Code

Award > Details and Dates > Sponsor>Sponsor ID

Prime Sponsor Code

Award > Details and Dates > Sponsor>Prime Sponsor ID

Person Id — Role

Contacts> Key Personnel & Credit Split > Key Personnel > Co-Pls/Co-Is(s);Unit Contacts; Central
Admin Contacts

Terms

Payment, Reports & Terms>Terms

Kuali 1609
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Il. Example of Award Notification Sheet

BOSTON Sponsored Programs Award Notification

UNIVERSITY

Drate: 08012014 Transaction Type: Administrative Change SAP Grant Number: 50201482
Funds Center: 1452410000-A1C PROGRAM IN Investigator(s):
BICINFORMATICS IOANNIS PASCHALIDIS {Co-Investigator)

DANIEL SEGRE (Principal Investigator)
Title: Associating Growth Conditions with Cellular Composition in Gram-Negative Bacteria
Prime Sponsor: Department of

Sponsor: University of Texas at Austin Defense/AmyROECOM Acguisition Sponsor Award ID: UTA12-001015
Center/ARD
D“FL:':'“i“: OSP Admin: PAFO Admin:
- Laapg S1TIEE203 CLVMANZSUEDY DAVID BOWEN  517-353~4053 ECAVERMGEL DU PATSICIA GODND §17-353-2087  SGODNICPEL SDU
This Action:
- Legacy Source |- . Change to Change to

Internal Order # Descrption Number Plis) F&A Rate Otbigated Dir. Obligated F&A Total Change
8500302002 Primary Account 001400124425 |DAMIEL SEGRE| 8370 210,285.00 133,857.00 344 25200

Total Obligated Change Amount: 210,285.00 133,957.00 344 252.00

Cumulative Obligated Amount for Grant 50201482 as of this action:

Chbligation Start’End. Obligated Direct Obligated FEA Obfigated Total
DB/ME2012-11/3072013 210,295.00 133,857.00 344 25200

Anticipated Amount for Grant 50201462 as of this action:

Project StartEnd: Anticipated Direct Anficipated F&A Anticipated Total
DB/16/2012-08/15/2015 403 443.00 256,204.00 660,437.00

For more detaled mformation about youwr award, including a Fne-item budget for each Sponsored Pregramiintermnal Order. please wisit the Business
Warehouse (hitos:i buw.bu edu/).

Comments:

This action 3/8/2013: Amendment Mo. 1 adds §2332,128 and extends the period of performance through B/14/2013. The total funding level is now
5344252, " All gther terms and conditions remain unchanged.

Please see sponsor documentation for any applicable terms and conditions.

Reporting Requiremenits:

Report Class Type of Report Frequency
TechnicalManagement Final Report As required
Financial Final Report G0 days after expration
TechnicalManagement Progress Report (P1) Annual
Payment/inwoice Standard BU Invoice Monthiy

Please note: If you plan to engage a consultant on this project, please consult the BU Sourcing & Procurement guidance on engaging Senvice
Providers and Consultants (hifp:/fweaw. bu.edwsourcing’shoppers guide/service-providers-2) to begn the Research Related Consulting Agreement
{RRCA]) process.

Resaarch law and policy dictate that no activities considered "human subjects reseanch” can be conducted uniil full IRB approval is obtamed.

Activities that are considered part of human subjects research,” and are thus prohibited until IRE approval is obtained, indude any recruitment
activities, study interventions including data collection, data analysis. and any collection or analysis of biological specimens. Prohibited recruitment
activities inclede publishing recruitment materials, reviewing medical records to find potentially suitable subjects, contacting potential subjects, and
any other activities that are part of the screening or enrollment process.

Page: 1
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