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Zoom Controls 



You can use the Zoom Chat Box
• Type in the message
• Send it to Everyone 
• Send it to someone Privately
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Zoom Group Chat



Answer the following questions:

1. What is your name?

2. What department do you work in?
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Introductions



Silence Phones
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Workshop Etiquette

Ask For Help

Ask Questions



After this session you will be able to…
• Demonstrate the new terminology and 

navigation of IBISResearch
• Review how to find, review, and approve a 

funding proposal and funded agreement 
• Demonstrate how to request clarification 

from the PI/Study Staff and submit the 
proposal to ORA for final review and 
submission to the sponsor
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Learning Objectives
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Proposal Workflow 



New Terminology
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New Terminology

• Ancillary Review
• Funding Award
• Funding Proposal
• Guest List
• SmartForm
• Specialist
• SPO
• State
• Study Staff
• Tags
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Workspace

Workspace: Refers to the page from where you can 
navigate and initiate activities.
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Activities

Activities: Refers to the tasks listed on the left side of the 
screen on the workspace. They are based on security roles.
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Activities



Actions

Actions: Refer to the blue buttons found on the left and 
listed above activities on the workspace. They are based on 
security roles.
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Actions



State

State: Refers to the status of the record in the workflow. It 
gives you a clue about what to do next.
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State



Understanding ID Numbers



Each record contains a unique ID that can be used to identify 
the type of record. 
For example:
• Funding Proposals begin with “FP”
• New Awards begin with “IBIS” 
• Awards which migrated from Workday begin with “AWD”
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Unique ID 



Navigating the System
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• The IBISResearch system can be accessed from the ORA 
website www.ora.Miami.edu

• Click on the IBISResearch link 
• Sign in using your University of Miami Credentials
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Signing In

http://www.ora.miami.edu/


Create Agreement

19

Creating Agreements and Funding Proposals

Create Funding 
Proposal

The University of 
Miami does not use 

the Complex 
Projects page



• My Inbox (to-do list – items that require action from you)
o Proposals
o Awards
o Agreements
o Budgets

• My Reviews Tab
• Recently Viewed
• Navigate between Agreements and Grants from top 

navigation bar
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Dashboard



Grants Project Listing Page
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The Grants Project Listing Page Shows you all the records you have 
permission to see.
Users have permission to see records (Proposals, awards, and 
agreements) they are associated with as the following:
• PI
• Project Personnel
• Administrative Personnel
• Guest List editor/viewer
• Ancillary Reviewer
• Specialist in central office
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Grants Project Listing Page



The sub-navigator bar organizes the page into the different project 
types 
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Grants Project Listing Page



• The Funding Proposal and Awards pages contain all proposals and 
awards you have permission to see

• The tabs represent different states throughout the workflow
• The first tab contains a list of all records, regardless of the state
Examples: Draft, Internal Review, Specialist Review, Awarded, 
Completed
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Grants Project Listing Page



How To Search For Records
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1. Use the Filter by field to 
search for a record by 
various information, such as: 
o ID
o Name
o State

2. Search for key words – 
Use the wild card feature by 
entering a “%” sign before 
and after the keyword

26

How to Search for Records



Workspace
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• From the Inbox, or Grants Project Listing pages, click on 
the name of a record to access the project’s Workspace

• The Workspace contains 
o Key information, such as State, Title, and ID
o Various buttons and links to perform Activities
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Workspace



• The information displayed on this page is dependent upon the state 
of the record and the user role

• The tabs displayed on the workspace are specific to the record type 
(e.g. Proposal, Award, etc.) and contain additional details about the 
record, including history, reviewers, and attachments
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Workspace



SmartForm
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• The SmartForm is a series 
of pages you complete with 
information about the 
record.

• Proposals, Budgets, 
Awards, Subawards, Award 
Modification Requests, and 
Award Modifications have 
unique SmartForms
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SmartForm



Understanding the Workflow
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Proposal Workflow 
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Department Review



• Many activities and state transitions within the workflows 
trigger email notification
o Proposals, awards, award modifications, and subawards 

• Email notifications will only be sent to University of Miami 
email addresses
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Understanding Email Notifications



Trigger Sent To

Manage Ancillary Review activity Assigned Ancillary reviewers

Send Email activity Recipients selected in the activity

State transition from “Department Review” to “Department Review: 
Response Pending from PI”

PI, Administrative Contact

State transition from “Final SPO Review” to “Pending Sponsor 
Review” (with or without a SF424 submission)

PI

State transition to “JIT Response Required” PI, Administrative Contact

State transition from “Draft” to “Department Review” Department Reviewers

State transition to “Not Submitted” PI

State transition from “Specialist Review” to “Specialist Review: 
Pending changes from PI”

PI, Administrative Contact

State transition from Department Review: Response Pending from PI” 
to Department Review”

Departmental Reviewers

Award Letter Received activity Assigned Specialist, proposal editors, 
proposal readers

Notify SPO of Grant Status activity Assigned Specialist 36

Proposal Email Notifications



Reviewing 
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Notification Email  
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My Inbox
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My Reviews Tab
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Review Funding Proposal

Not Editable



42

Review Funding Proposal
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Review Each Section

Click on the check box 
to show that you have 
reviewed the section
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Creating a Note

To create a note click 
on the note icon next to 
the related section.
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Note with Response Required

If you click on Response Required, a response will 
be required before the proposal can move forward.
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Highlighted Note

Once a note is created, it becomes highlighted



47

Track the Review

• Once section has been 
checked for review the 
screen changes to green

• The checkmark on the 
left also turns green
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Departmental Approval
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Approve Changes State – Specialist Review



Reviewing Funded Agreement
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Agreement Workflow
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Review CTA 
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Permission

• It means you were not added as an Agreement Collaborator 
on the CTA. 

• Contact the PI or individual assisting with the Proposal.  
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Contact
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Approve Funding Proposal & Send an Email

Step 1 Step 2

Send an Email to the 
Agreement Creator/PI
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Help Desk 

• Phone: 305-284-9733
• Email: ORA-SI@miami.edu 
 

mailto:ORA-SI@miami.edu
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Sign up for Training



58

Questions and Answers
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