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This power point, a step by step document, a quick reference document 
and a Q&A document are located on the OSPA website at 

htt // h k d / /f ht lhttp://www.research.uky.edu/ospa/forms.html
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Where to begin to create an e-IAF?

Open myUK portal – Enterprise Services tab – then the Workflow tab – eIAF will 
thcome up on the screen.
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LinkBlue ID - is required for each person, PI and Co-I(s). This informationLinkBlue ID is required for each person, PI and Co I(s).  This information 
triggers the workflow process for electronic routing.  How do I find 
someone’s LinkBlue ID?  Use Outlook’s address book – under Alias.
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Co-I(s) - as many as needed can be added to the form. If one needs to beCo I(s) as many as needed can be added to the form.  If one needs to be 
deleted from the list, use the delete option by the user name.  The 
LinkBlue ID is entered for each individual.
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Title of Project – this field needs to be completed before the form can be 
saved.   The save feature is at the bottom of the form.  Go to the top of the 
form to retrieve a saved or submitted form.
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S thi fi ld i t bl t i i t f d d li tSponsor – this field is a table containing our current funded sponsors list.  
If you have a new sponsor, choose Other and a separate field will appear –
Other Sponsoring Agency.  Enter the sponsor’s name here.
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Get PI – once an e-IAF is saved, the Get PI must be executed again 
before another action such as save or submit can be completed.
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Notification number – appears at the top of the form once you submit Print theNotification number appears at the top of the form once you submit.  Print the 
form to pdf for future reference.  You are now ready to go to Workflow.  The CGO is 
the only person who can change the form once it has been submitted.
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Email notification – example of a PI noticep
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Email notification – example of a Co-I, Chair/Director/ADR noticep ,
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Workflow where do you find it? Add attachments where do you go?Workflow – where do you find it?  Add attachments – where do you go?
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Where does the PI certify the form? How do I view the form?Where does the PI certify the form?  How do I view the form? 
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Manage Attachments: Brings up a separate window to browse for documentsManage Attachments:  Brings up a separate window to browse for documents
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Email notification example of a ‘Creator’ noticeEmail notification – example of a Creator  notice
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Data Verified Attachments Added:Data Verified, Attachments Added:
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Delegates:  To begin, go to Enterprise Services/Workflow/Workflow Items, and 
then go to the menu option to Manage Substitution Rules 
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Delegates:  then go to Other Users’ Substitution Rules and select the 
T k O b tt b id h li t dTake Over button beside each person listed.
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Delegates: final step to begin review as delegateDelegates:  final step to begin review as delegate
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Workflow Processing Flow:Workflow Processing Flow:

Notify College Grants Officer (CGO) of PI that  the e-IAF has been submitted

1. Submitter adds attachments (if not PI)
2. PI certifies
3. College Grants Officer of PI reviews (CGO for Alternate Dept if filled in, then CGO of primary 

organization unit)
4. Additional Investigators certify
5. Person at 1st level reviews and approves if appropriate.  This could be the Chair, Center 

Director, ADR, etc. depending on the approval flow for this particular work item.
6. If Additional Investigators are in a different college from PI, their CGO reviews
7. Person at 2nd level reviews and approves if appropriate.  This could be the Center Director, 

ADR, Dean, etc. depending on the approval flow for the particular work item.

Notify PI by email that all approvals are completed

Notify OSPA by email that all approvals are completed
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Additional Items:
Your first point of contact for any issue is the CGO.Your first point of contact for any issue is the CGO.

If the PI or Co-I fail to certify, a reminder email will be sent after 6 hours.

If the 1st or 2nd level approver fail to approve, they also receive a reminder 
email after 6 hours.  After 24 hours of no action, an email will be sent to the 
approver’s delegate for action.

T-code ZGM_SWI6 is used to view the e-IAF or follow the workflow in SAP.  
A t f d il l b d t h th b i ffi i th iAuto forward email can also be used to have the business officer in the review.

Available for campus wide use after July 1, 2011!

The Conflict of Interest (COI) form will be an annual process within the nextThe Conflict of Interest (COI) form will be an annual process within the next 
year.  Until then, follow your college recommendation for submission of the 
form. However, once an attachment is added, it may be viewed by each 
subsequent person in the workflow.

In the near future, the e-IAF will be required before the proposal will be 
submitted by OSPA to the sponsor.
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