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Before You Begin

Coeus Award Access

Access Coeus Award requires completion of two actions: 1) assigned Award viewing (yellow) roles and 2) installing Coeus Premium (not
CoeusLite) on your computer.

Award roles you must be assigned

Coeus user accounts are created and maintained by the department, lab, or center (DLC). Necessary award roles, listed in the next section, may
be assigned by your Coeus User Maintainer.

Roles available for viewing Coeus Award records

To view Coeus Award records one must be assigned View Award (yellow role) and either of the associated roles — by their designated
departmental Coeus User Maintainer:

View Awards: open awards within a Unit;

View Award Documents: open attachments on awards for which user has permission to open;
View Subcontracts: open related Coeus Subcontract sub-module records.

Installing Coeus Premium on your computer

If you do not have this Coeus premium icon on your computer desktop, , from the ORIS User Guides website
http://jhuresearch.jhu.edu/COEUS/user_guides.htm, follow instructions in ‘Coeus Access Instructions’.

Logging In to Coeus Premium

To access Coeus premium, you may already have a desktop icon

Simply double-click the icon to launch the log in window.

Enter a User ID and Password to log onto Cogus

User Hame : |jhEdID | IT
™ Pazsword - |1—A—A—A—A—A—A—A—A—A—A—A-| | | Cancel

Coeus is JHED integrated, so once your Coeus user account has been created and the appropriate roles assigned, you will use your JHED
credentials to log in to the system. You will always need your Coeus ID and password when you log in to Coeus.

Enter your JHED ID and JHED password. Click OK.

Coeus Interface

Elements of the Coeus interface are called out in the illustration and described in the table that follows.
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IFiIe Detalls Maintain  Departmental  Admin Central Admin  Window IIEE 1

: 100100-001 5 Sequence No: Status erminete -]
Sponsor Award No: | yooora0710212 |

Element Description

1 Main Menu, changes depending on the screen that has focus.
Menu bar

2 Top Icon Row, always the same.
Top toolbar

3 Bottom Icon Row, changes depending on the screen that has focus.
Second toolbar

4 Same tabular format for all award records.
Award Tabs

5 Read field Read-only fields have a gray background.

Managing Screens

Top toolbar (2 above): has five icons that control how open screens are displayed and how to close Coeus.

Icon Function

Cascade Cascade all open screens; title bars are visible.

Tile Horizontal Arrange all open screens horizontally.

Tile Vertical Arrange all open screens vertically.

Layer Maximize all open screens and arrange them one on top of another.

Exit Exit Coeus.

Bottom toolbar (3 above): has one icon to close the Coeus record currently displayed.

Icon Function

Close Close the screen that has focus.
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Source of Data in Coeus Award

SAP, Resource, and ORA maintained data

Coeus Award was designed to enable research administrators to create award records in Coeus, then ‘push’ those records into the institution’s
accounting system. JHU has chosen not to use Coeus Award in this manner. Rather, JHU creates the accounting records in SAP R/3 (Grant
Management [GM] and Controlling [CO] modules), then ‘pulls’ the accounting information into Coeus Award records.

In addition to SAP GM and CO data, Coeus Award also contains Resource legacy data.

These outside data sources, SAP and Resource, comprise about fourteen thousand grants and twenty-six thousand sponsored program in
Coeus Award. Coeus Award pulls this diverse database into a standardized award record layout familiar to sponsored projects administrators and
staff.

Furthermore, the SAP data is ‘pulled’ into Coeus every fifteen minutes. These data updates contain all SAP award data either created or edited
by Sponsored Projects Shared Services since the previous download.

Since approximately sixty percent of Coeus Award fields are populated in this manner, controlled by SAP, the remaining Coeus Award fields are
available to be maintained by the five offices of Research Administration (collectively referred to as ‘ORA’).

Monitoring data accuracy

ORIS and Sponsored Projects Shared Services test award data daily, flag Award records containing errors, and correct those errors. The
‘flagging’ mechanism used in Coeus is to change the Status field on Coeus Award record from that imported from SAP to ‘Hold’. Coeus then
appends an error message to award record on the Comments Tab > Error Comments Type.

Over fourteen thousand awards are in the Coeus Award database, yet fewer than twenty records are found to have these errors on a daily basis.

Presently, these daily tests are applied to the SAP dollar fields and to Pre-award records. ORIS hopes to expand the tests to include date fields
in the future.

Users can help - users should report any possible errors to ORIS for further investigation. Send your concerns or questions about any data in
Coeus Award to coeus-help@exchange.johnshopkins.edu. Please place in Subject line of that email the word ‘Award’ or the specific grant
number of concern.

Institute Proposal number: linking SAP Grants to Coeus Awards

Each SAP Grant is linked to a Coeus Award record through a unique Coeus Institute Proposal (IP) number. This is the same IP nhumber
generated when a proposal (development) is submitted to the sponsor.

Displayed on the next page are the file locations of the identical IP number on both the SAP Grant Master Display and the Coeus Award record.
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In SAP, the Coeus IP number is contained on the GMGrant Display > Reference Tab:

Display Grant Master
i [ § Relationships |l Budget Overiew

Grant Bo641d [ ENOS-PROTEIN INTERAC
< Deletion Indicator OO Award 1]

General Data E Award Year Breakdown Reference k Respaons

Reference

External Reference ROKETET82A

CFDA Mumber 093 849

Letter of Credit DHHS DEPARTMEN
Grant Recipient Data

Internal Reference M4005902415

Coeus Institute Proposal

Coeus Institute Proposal 06031075

And, in Coeus the Coeus IP number is shown on the Award Parent record > Details > Funding Source:

Maintain  Departmental  Admin - Central Admin Window  Help
ALEIETID I E R =E Y
0

Dates | Contacts | Reports | Terms | Special Review | Investigator | Comments | Subcontracts | Attachments | Other

] Sequence No: '1—|
|

Cost Sharing

Indirect Cost

Payment Schedule

Science Code

Special Rate

Sponsor Funding Transferred

Status: |a ot
Approved Equipment Alus: a clive -

Approved Foreign Trips

NSF Code:

Funding Proposals

Effective Date:

15-Sep-2006

f Funding Proposals
Sponsor Award Number: R21DKO75782

Awsard Number: 506410-001 Sequence Number: 1

Proposal Type Start Date End Date Direct cost Indirect Cost Total Cost

Award Se._.ence Number: 1

Cancel

Hew 01-Jul-2006 30-Jun-2008

So, the same Institute Proposal (06031075) ‘funds’ both the SAP Grant AND Coeus Award (906410).

Background on institute Propose - Background

The Institute Proposal record is created from the Proposal Development record when the ORA grants officer presses the button to submit the

proposal to the sponsor.

The 8-digit IP number (ex. 1001xxxx) contains ‘internal logic’ in which the first four digits (ex. 1001) represent the fiscal year (ex. FY20'10") and
fiscal month (ex. ‘01’ or July) in which the proposal was submitted. The last four digits (ex. ‘xxxx’) are sequentially assigned by Coeus throughout

each fiscal year.

Office of Research Information Systems
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Coeus ‘Award Hierarchy’

Award Record: Two- tier, Parent- Child structure

The root of a Coeus Award is the six-digit SAP Grant numbers — call the ‘parent’ record.
Shown below is the ‘Award Hierarchy’ for Grant 102525.

Coeus appends to the SAP grant number a three-digit record number, -001 through -00n.
The -001 record always represents the parent award record.
The -002 record always represents the Primary Sponsored Program.

All other -00n records are created by Coeus to correspond to each additional sponsored program.

Award Hierarchy for a

=% I 102525-001 ;
AR 102525002
R O 102525003
A3 [ 102525004
A2 [ 102525-005
-3 [ 102525-006 -

102 -0oy

[ [y

[ ¥,

Coeus Award data: SAP and Resource data

Most Coeus Award records are from SAP. However, SAP does not contain JHU awards that terminated before 1/1/2007,
SAP’s ‘go live’ date. Coeus Award also contains this historical data for the “Resource” database.

Coeus Awards have three Award prefixes:

Award No: i
DI SAP grants created in CUFS, active on 12/31/2006, and brought into SAP.

Awvard No: 1
01000 SAP grants created in SAP, after 12/31/2006.

Aweard No: | gopq10-001
“Resource” awards inactive on 12/31/2006, not in SAP, but brought into
Coeus and assigned a number by Coeus.
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Award Child records and Sponsored Programs

Shown below is the Award Hierarchy for SAP/Coeus Grant 102525.

The SAP Sponsored Program numbers are displayed to the right of the semicolon.

Presently the initial number ‘9’ is dropped because this Coeus field is seven, not eight, digits long.
This will be corrected in the next Coeus Release.

Award Hierarchy for award 102525-001

=% [ 102525-001 -

------ AT [ 102525-002 - 0032514
------ A3 [ 102525-003 : 0032515
------ A3 [ 102525-004 - 0032555
------ A3 [ 102525-005 : 60031 46
------ AT 0 102525-006 - 6003147

: BOO31 45

Award Status and Flag colors

The Award hierarchy displays the SAP status of the Grant and/or Sponsored Program. Flag colors indicate SAP status, with the exception of the
Blue “Hold” Flag/status.

-001 award record flag or box color represents the SAP GM grant Life Cycle Status.
-002 to -00n color represents the sponsored program (10) status.

Whether appearing as a flag or as a box, in Coeus the colors always signifies:

AR 01 102525-001

Green: ‘Active’ status of SAP GM Grant Life Cycle.

A3 B 100523-002

Yellow: ‘Pre-award’ status of SAP Sponsored Program (1O).

/R [ 100404-003

Red: ‘Terminated’ grant or ‘Closed’ sponsored program.

J l D 1 D4QBT'DD3 Blue: ‘Hold’ (*) is a Coeus error status applied to the grant

record (001) or Sponsored Program record (003, here).

(*) Coeus applies the ‘Hold’ status to records in which it finds a validation error as discussed in
previous section: ‘Monitoring data accuracy’. The Hold Status applied by Coeus does not alter the
SAP grant or sponsored program, but rather indicates a data error awaiting repair.

Caution: A ‘Hold’ Status will cause the award record to be excluded from any search for ‘Active’
award records.
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Search for Awards

Opening Coeus Award Module and Search Screen

Open the Award Search screen in one of three ways:

Select Maintain > Award:

Departmental  Admin  C

Institute Proposals
Proposal Development ...

Or

Select Maintain Awards icon in top tray:

File Edt Maintain Departmental Admin Central Admin Tools Window Help
Or, if you wish to execute a new search from and open award search screen:

8,

Select Search for Awards icon in bottom tray:

File Edit Maintain Departmental Admin Central Admin Tools Window Help

The following Award Search screen appears:

Award Search
Award Number | Inst. Proposal .. Investigator ... Sponsor Name | Unit Number Spnns‘
3

At Number Sponsor Award ... | Award Title DOSP Adminis._.  Unit Name Accounts

; L

y

ks

WANSN

Account Nu.... Sponsor Code = Award Status

These twelve columns are defined in Appendix A: Award Search.
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Search Techniques

By Award number (*):

Award Search

Award Number st. Proposal ___
102525-001
102525*
1025001

n To retrieve one record, the Parent award record.
(*) To retrieve all Coeus records associated this SAP Grant 102525.

C
(*) To retrieve all 001 Award records in which the first four digits of the SAP Grant are ‘1025’.

(*) Enter the wildcard symbol, *, before, after, or within a text string to indicate that other characters might be present.

By Institute Proposal number:

Award Search

Award Number  Inst. Proposal . nvestig
07050111
ovog*
*0o1 7w

ﬂ To retrieve all Coeus Award records, Parent and Child records, associate with IP 07080111.

To retrieve all Coeus Award records associated with all IPs submitted to the sponsors in Fiscal Year 2007, eighth month
(February).

To retrieve only the 001 Coeus Award Parent record, but for all IPs submitted in Fiscal Year 2007.

By [Principal] Investigator (Pl on Grant or Sponsored Program) (**):

Award Search
Award Number  Inst. P._.  Investigator . po
taylor, r*
0 *ztein®
G

To retrieve all award records on which “Taylor, R” is the last name, first initial.

ﬂ To retrieve only the 001 Coeus Award Parent record, but for all Pls with ‘stein’ in any portion of their Last name or First
name.

(**) Coeus Investigator name is formatted as: Last Name, First Name. Search screen is space sensitive, but not case sensitive.
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By [Lead] Unit number (Responsible Cost Center) (*):

Award Search

Award Humber  Inst._. | Inv._. Sp... Unit Humber Sponsor Awarc
*001 115+ I
*001 1207 J
*001 160253 K
001 165122* L
001 17036113 M

n Ex. To retrieve all 001 award records where Lead Unit is:
Entire Krieger School of Arts and Sciences.

Ex. To retrieve all 001 award records where Lead Unit is:
Entire Whiting School of Engineering.

E Ex. To retrieve all 001 award records where Lead Unit is:
Bloomberg School of Public Health, Department Epidemiology,
Sub-department Infections Disease.

n Ex. To retrieve all 001 award records where Lead Unit is:
School of Nursing, Center for Nursing Research.

n Ex. To retrieve all 001 award records where Lead Unit is:
School of Medicine, Department of Radiology,
Sub-department of Pediatric Radiology.

(*) Coeus Unit Hierarchy is nearly equivalent to SAP Responsible Cost Center. Unit Hierarchy consists of the first eight digits of
the 10-digit RCC and closely represents the RCC down to the sub-department.
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Understanding ‘Award List’, search results

‘Award List’

A search request returns an Award List which contains nineteen columns of detailed characteristics of each award and award record. This List
may be resorted or exported as described in following sections.

07 433-001

£ fward List
Awveard Number

Inst. Propozal No.
02020505

Principal Invesh... Lead Unit Hame

EMGIMNEERIMG RESEA,...

Sponzor Name

Taylor, RussellH FATL SCIEMCE FOUR...

307 433-002

02020505

Taylor, RussellH FATL SCIEMCE FOURM... |EMGINEERIMG RESEA...

FOEABO O R e WSO s e s

}ad Uit Hame Sponsor Award Number Title Status 05P Admimstrator
ﬂNEERING RESEAL... [EECA73M745 EMGIMEERIMNG RESEL... |Active Futherford, Eugene R
1E\IEEHING RESEAL... [EECA731745 EMGIMEERING RESEAL... |Active Futherford, Eugene R
R E QRN RNt ot s A GINEERING BRSE A it ontsteat . Dt erciiet o

f}dministlalul

“d, Eugene R

26036123

Obligated Amount

Anticipated Total Am...  Obligated Dist. Amount
26036123 0 ]

Anticipated Dist. Amo. ..

:jd, Eugene R

4453618

] 0 l

e

N *qw‘ﬂ‘-m*‘*&qﬂ“#“m‘.wl*\% *Trq"“"' m,‘*"“\ ,

;gl Dist. Amo...  Award Eff. Date = Obligation Expiration Date = Final Expiration Date | Account Number Lead Unit = Sponsor Code
' 200109101

5,
7

] 200905531 200905031 12079500 300553 ﬁ
‘L 200109101 200905531 2009002031 0005140 12079500 300553

qu‘-mw“‘“‘

These nineteen columns are defined in Appendix B: Award List.

Resize columns in Award List

Widen or narrow the columns by sliding the vertical column separator with your cursor:

[feveard-blee Olnstitute B

Avoard 1y

ute

Office of Research Information Systems
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Sort an Award List

Default order

Ed fward List

Inst. Propos

00251 5-001 04010160
Joo2s15-002 04010160
Joo2s28-001 04020451
Joozs2s-002 04020451
Joo2s28-001 panaoent 4

fovzsza002 ¥ 04030601 J
V025314001, .o APIRERGS..

The default order of the Award List is ascending order by Award Number.

A Simple resort of Award List

Click once on a column heading to cause the entire Award List to resort based on that column data.
Below the Institute Proposal No. column will resort to ascending order.

Ed Award List
Award Number Inst. Proposal No. & Pr
Q0E929-006 Q0010090
A0Ea29-055 Q001 a09a0 /
Q06929-065 0004 0090 /
071 36-001 00040900 /
Q07196-002 ooo40300
Q07196-003 ooo40900
9071 96-004 DOO40300 . o .
- --—-d-"x-.-tf-’""' gt

Click again and the column will resort to descending order.

A third click returns the column, and Award List, to original sort order — by Award Number.

Complex resort of List

Sort Awards Icon will open drag and Drop Resort Box:

File Edt Maintain Departmental Admin Central Admin Tools Window Help

Sort X
Columns Available for Sorting Sort Columns Azcending
Status LA CSP Administrator

Obligated Amount fuward EFF, Dake
Anticipated Total Amaount
Cbligated Dist, Amount

Ankicipated [ Arnount /
Eosmeomimons>
Final Expirafion Date
Account Mumber b

[ ok ][ cancel
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View Coeus Award Records

Open a record

Create an Award List

Highlight a row (an award record) on that List

Ed Award List

Award Number Inst. Proposal Ho. & Princip
90E6929-006 00040090 Winlfe, hat

Select Display Award icon L on

File Edit Maintain Departmental Admin  Central Admin Tools  wWindow  Help

Or

Double click that highlighted row

E_d Award List

Award Number Inst. Proposal No_ & Princip
Q0E923-00E 0o ao90 Wiolfe, Mat
Gravitt, P

Kirk, Gregd

Aumar 0 | ONET TS I Sequence Mo | 4 Status: I.m

. #r.hmw"‘“*“*'“"#%m“r f"‘“"“_"“

W

Award Tabs and Fields are defined in separate Guide: Definitions: Award Tabs &
Data Fields.
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Essential Award Fields

Each Award field is defined in Definitions: Award Tabs and Data Fields.

However, the following Tab > Fields are critical to reading an award record. Each is linked to the pertinent subsection of the Appendix.

Award Detail Tab

Sponsor Award No: | panasoass

Account: | noznars
Modification No:

Begin Date: | 352202000

Award No: | gn5a20.065 Sequence No: | 4

Activity Type: orpanized Research

Awveard Type: 2ot

Account Type: b‘ther

]

Sub Plan: [nknown
Pre-Award
Authorized Amount: $.00

Last Update: 19 Fep-2000 10:45 A

Effective Date:

Execution D ate:

Sponsor: | 302302 B MATL INST OF ALLERGY SND INFECTIOUS

CFDA Ho: | g3 256

Diafs No:

Procurement Priority Code:

Effective Date:

Update User:

Tite: [JoHNS HOPKINS CENTER FOR AIDS RESEARCH: CFAR Alloc - Kirk (BSPH)

28-5ep-2000

INTRFACE

Investigator Tab

.4 Display Award : 90742 9-001: Sequence : 1

Award Detail OtFer Header Money and End Dates
Reparts Terms Special Revie Inwvestigator Comments Subcontracts
Person Name Pl Muli Pl Faculty Effo
& rﬁa;lor, Russell H ] ’_ 5
[akts, Leigh R [ o [
F\rmand, Mehran O [F l_
F\talar, Ergin (| [F l_
FhirikjianJ Gregory S Il O ’_
Fowan, Moah 1 1 O ’_
PavatzikosJ Christos 1 O l_
Ftienne Cummings, Ralph 1 O l_
Fichtinger, Gabor [l O ’_
- = j — - —™
< ¥
Lead Number Name
=& |12U?9800 FNGINEERING RESEAR.CH CENTER
O  [re014800 [cOMPUTER SCIENCE

Money and End Date Tab, main screen

Award Detail Othet Header Woney and End Dates Contacts
Award Transaction Type :: Notice Date:
Comments :
otal Amounts Dates
DObligated Anticipated Oblg. eff Oblg. exp Final exp
O [1]907439-001 $26,036,123.00 $26,036,123.00 M -Sep-2001 1 -hary-2009 1 -hery-2009
@ [2]907432-002% 0008140 $4,453,618.00 $.00 01-Sep-2001 1 -May-2003 1 -Mary-2003
~-@ [2]907433-00F : 0008141 $219,003.00 $.00 01-Sep-2001 1-Aug-2003 1 -Aug-2008
~~@ [ 2]907439-004 : 0008142 $50,185.00 $.00 M -Sep-2002 1-Aug-2005 1 -Aug-2005
-0 [2]907439-009 : 0008143 $26,910.00 $.00 01-Sep-2001 1 -Aug-2003 1 -Aug-2008
~@ [2]907439-00d : 0005144 $77,000.00 $.00 01-Sep-2001 1-Aug-2003 1 -Aug-2008
@ [2]907433-007%0005145, §1,546,958.00 $.00 01-Sep-2001 1 -Aug-2003 1 -Aug-2008
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Subcontract Tab

isplay Award : %06400-001: Sequence : 1

| Award Detail | Other Header | Money and End Dates | Contacts | Reports | Terms | Special Review | Investigator | Comments | Subcontracts | attachments|

Approved Subcontracts for this Award

; Subcontractor Name Amount

| Subcontractor Name

|FOSTON UNTY RE002543 435,338, 00 Ackive

|ICENTER FOR PUBLIC INTEGRITY 6003340 $B800,206.00 [Active =
|[FENTRAL UNIY OF FINANCE AND ECONOML RE00316Z $75,000,00 [Ackive
ICHIMA MATL CENTER FOR 6001969 $340,800.00 [Active b

Attachments Tab

£.4 Award Mew Entry : 102525-001: Sequence : 2

award Detail | Other Header | Money and End Dates | Contacts | Reports || Terms | Special Review || Investigator | Comments | Subcontracts | Atkachments |

Attachments

Type Description Last Updated Updated By
| Motice of Award [Thiz MO supercedes initial one dated Jan. 1, 2007, 2009-02-23 05:59:47 .0 Coeus Super User

Wavard Modification CE. 2009-02-23 09:00:35.0 Coeus Super User

Reports Tab

E.4 Award New Entry : 103505-001: Sequence : 2

#ward Detail | Other Header | Money and End Dates | Contacts | Reports | Terms | Special Review | Investigator | Comments | Subcontracts | Attachments

Class: Detail:

BaFisesl (1) Frequency |Frequency Base Osp Distribution Due Date
By intelectual Property (3 ) 14 months prior to expiratio... |Expiration date of obligation |Letter Only 28-Feb-2009

DiFracurement (5 ) No Recipients
Diproperty (2

[ TechnicalManagement ¢ 4 )

Type:

Report Class is evolving as ORAs develop business practices using Coeus.

Report Tracking

Reports entered into award records may be summarized both within an award and across all awards. This functionality is described in this
Guide in the following section: Other Coeus Functions, Report Tracking.
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Export Award List to Excel

The Award List may be exported in several file formats: csv, txt, htm, and xIs. Described here are the steps necessary to save as an Excel file
(xIs) and, then to reformat that Excel spreadsheet.

Generate an Award List:

Award Number

101111-001

Inst. Propos...

07124765

Principal Investi... Sponsor

BoLirg

Initiate Save As command:

Select the icon E from bottom tray

101114 -002 07124765 Bourgeais, Louis

101112-001 07104199 TEA-, Facutty 1 APPLIED PHY %
101112-002 071041399 Graciss, David APPLIED PHY
101113-001 03010036 Pozner, Gary H C TOCHROMA
101113 Dg...u- 'm‘w&. A Posgir Gary H jETOCt!ROM

File  Edit

Departmental  Admin Central Admin - Tools  Window  Help

Select a File Type:

Files of type: |><LS

Open the saved file:

If saved as Type ‘xIs’, open file:

Office of Research Information Systems

Page - 17

Document date August 1, 2011




Remove Excel default formats:

Select All Cells in spreadsheet:

EXY- AN
Insert Page Layout Formulas
Al - fe | Award Nu
A B

fAward Number

A00097-001

w

000097-002

Sponsor Award Numl|Led
r r

Click cursor here.
Activate entire
spreadsheet.

123456789 430
r r

Click Right Mouse Button to see this menu and

Select ‘Format Cells...."

Remove “Wrap text”:

File reverts to unwrapped text:

f= | S =
Arial 110 A" A7 oo
A A8 o s 1 ford
B I —
var
4 b | Cut o. P
=3 Copy
[ Paste
Paste Special...
Insert
Delete
Clear Cantents
4 = T3
Filter 3
Sart 3
] T4
H [
R
== Pick From Drop-down List... —
Format Cells
Number | i Alignment { | Font Bo
Text alignment
Horizontal:
General v
Vertical: a
Bottgm
[ Merge cells
Right-to-eft
Text direction:
Context w
| ;3\ =9~ BA&ET - saved Awal
=
Home Insert Page Layout Formulas Data
Al - I | Award Number
A B (B
1 |Award Number Inst. Proposal Mo. Principal Invest)
2 |907755-001 8030620 Taylor. Russell H
3 |907442-001 5062198 Taylor. Russell H
4 |907440-001 02123585 Taylor. Russell H
007420 003 Faononco S iE i
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Convert Dollar columns from text to number format:

J K
Obligated Amount Anticipated Total Amount
4» [7033799 7033799
350000 '350000 /@
150000 "150000
Highlight, select, columns:
Infarmation -
Anticipated T|
7033799
350000
50000
Open Excel Information Box:
=)
Obligated Amount Antici
- (7033799 70337
= "35000
/-\‘m 15000
( LConvert to Mumber )
\ﬂ?rp-on-t-hﬁ-eﬁe-r——'/
Ignore Error
Error Checking Options...
Select ‘Convert to number’:
=
Format the numbers:
J K
Obligated Amount Anticipated Total Amount
7.033.795.00 7.033.795.00
350.000.00 350.000.00
150.000.00 150.000.00
Result: = =
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Other Coeus Functions

Medusa

Medusa links records pertaining to an award to all other related Coeus records in other modules. From those links within Medusa, you can open
any of the related Coeus records. The display feature of this powerful tool is dependent upon the user's Coeus permissions.

Medusa is helpful for locating associated records, especially when you know only one piece of information. For example, if you have a portion of
the Purchase Order number you can open the Coeus Subcontract record, open Medusa, and from there access the award record, institute
proposal records, and the proposal development records.

In Medusa you can view summary data, or navigate to other related records.

Opening Medusa from Award List

Click the Maintain Award icon or select Maintain > Awards. Inthe AWARD SEARCH window enter search criteria for the award.

Click to highlight the award record and click the Medusa icon or select Edit > Medusa. The MEDUSA screen opens.

SIEEIREE

M Medusa - Award, Institute Proposal and Development Proposal Links

Wiew
Spon Award No: £2100080002300 Award No: 104321001

Activity Type: Cther Sponzared Activity Account No:
Auwvard Type: Cooperative Agreemert

(%) Proposal --> Award
() Award —-> Proposal

=-EH nao31129 Account Type: Award
T (0002405 Title: mMAISHA ACCTanzania-Mothers & Infants, Safe Healtthy Alive

m SE004242 Sponsor: 303786:US AGENCY FOR INTL DEYELOPMENT INFO

% 96004243 Awveard EFf Date: 24-Sep-2008 Obligation Eff Date: 24-Sep-2005
% 1042210030230 Final Expiry Date: 23-Sep-2013 Obligation Exp Date: 23-5ep-2009
- & 104321-003 Anticipated Amount: $40,000,000.00 Obligated Amount: $4,550,000,00
<% 104321-004
- 104321-005 Appryd Equipment Payment Schedule Indirect Cost

- & 104321-008

[t Apprvd SubContract Transfer Sponsor Status: Lotive
Apprvd Foreign Trip Cost Sharing
Investigators Units
~@  Lacoste, Maryiane M 23511000 : FEDERAL/MCH

23511100 @ FEDERALMCHACCESS

Select an item in the Medusa Hierarchy tree on the left of the screen to view summary information about it in the right pane. The icons on the left
are:

— Institute Proposal Module
§' — Development Proposal Module
% — Award Module
m — Subcontract sub module
You can use the options in the View section (upper left of the screen) to change the orientation of the starting point. When you select the

Proposal > Award option button, the starting point is the Institute Proposal; choose Award > Proposal to change the starting point to the
Award.
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Navigating in Medusa

These icons are in the second toolbar in the Medusa screen.

Icon Name Function
Display Open the selected item in the right pane.
Notepad Open Notepad for the selected proposal.
Maintain Negotiations Open the Negotiations module.
Display Award Hierarchy Open a different screen view of the Award.
Display Summary Display a summary of the selected item.
Expand Medusa Tree Display all linked records (if there are any) in the tree on
the left of the screen.
Collapse Medusa Tree Collapse the display in the tree on the left of the screen.
Close Close the Medusa screen.

Report Tracking
{return{

Reports entered into award records may be summarized both within an award and across all awards. The Report Tab is described in an
Appendix Award Tabs and Fields.

Searching within an opened Award

To generate a summary of Reports within an award:

=

Select the icon from bottom tray

File Details Maintain  Departmental  Admin  Central Admin  Window  Help

generates the following view of reporting requirements recorded in the award record:
E.4 Reporting Requirements for Award - 000097-001 Modify

Fizcal | Property | Intellectual Property | TechnicaliManagement Procurament‘ Proposal DUE|

Rep Type Frequency Frequency Base Base Date Distribution

Report

Status Due Date  Overdue #  Activity Date  Comments Person Last Update

30-Jun-2009 a 11-Dec-2008 03:59 AM Coeus Super U. ..
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Tracking Reports across all awards

To generate a similar report, but across all award records, activate the Report Tracking function as follows:

Departrental  Admin Central Admin - Window  He

Aiwards |%|&|22|£§|E

Institute Proposals

Proposal Development ...

Committee. ..

Protocol

Schedules..,
Correspondence. ..
Protocol Submissions

Proposal Log...

Rolodex...

Sponsar...
Sponsor Hierarchey. ..

Subcontract...

Subcontracting Reports

This command will open an award search screen, as follows:

File View Maintain Departmental Admin  Central Admin  Window  Help

R AR I I L =EY

E.4 Reporting Requirements

Principal Investigator Report Class

Report Type Frequency Frequency Base

Reporting Query

Award Number Investigator Due Date Report Class Report Type
-
Fizcal [ Clear ]
ntellectual Property
rocurement
Froperty Cancel
TechnicalManagement
5
b
< | >

Executing the Reporting Query will generate this report:

E.4 Reporting Requirements
[

101005-001

Principal Investigator Sponsor Name Sponzor Award Number Title
MERCK AND CO I12-00

Daobs, Adrian 3 A Multicenter, Randomized, Double-Blind, Paral...

102005-001 Smith, Katherine P CEMTERS FOR DISEASE COMT,.. KO1DPO01129 Roles of the News Media in knowledge Dissemi,..
103005-001 Zaiman, At ACTELION PHARMACEUTICAL ... |90033398 Abrogation of TGF beta signaling in the wascul...
103391-001 Tharnton, Katherine ARIAD Pharmaceuticals, Inc. 003305 A Pivotal Trial ko Determine Efficacy and Safet. ..
S

Example only

Report Type Frequency Base Date Due Date Copy OSP Activity ___ Comments Person N
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Coeus Communication tools: Notepad, Notifications, and Email

Notepad

Notepad is used for communication among users who have roles in a proposal. Messages are stored with the proposal, and they can be
transmitted via email.

Creating a Notepad Item
From the PRoPOSAL DETAILS screen click the Notepad icon or select Edit > Notepad....
In the Notepad window click the Add New Row icon or select Edit > Add. A blank text box opens.

Enter your message in the text box. When you are finished, click the Save icon or select File > Save.

The background of the text box becomes grey and your name is added to the header above the text box.

E.dMotepad

View
(2) Proposal --» Award
() Award --» Proposal

By: =chilzicher, Timothey M On: 13-Dec-2005 04:01:52 P Restricted View: [ ]

L

Sending Notification, from Notepad

From the NOTEPAD window, select Edit > Notify... or click the Send Proposal Notification icon .
A window opens with your latest message in the text box at the bottom.

Proposal Number: 00001546
Sponsor Number: 300865 : MATL INST OF HEALTH

Sendto Players
DSTEIM Donald M Steimwachs = Aggregator
# RHENIC! Richelle Lewis
'A‘ TSCHLEN Timothy N Schlgicher

=] Plarrative Wirter
Lo TE

Remove

Message:

Dr. Steirwachs - Please review the Research Plan narrative. lincoporated your final edits, but | nesd
yiou to verify |used the correct fioures.

Click and drag names of the people you want to receive the message from the Players pane to the Send to pane.

“Players” are Coeus Users that currently hold a role. You may wish to cancel this Notification and add users to your proposal, then
return to this window. To remove a name from the Send to list, highlight the name and click Remove. Click OK. The window
closes, and email is sent. Or, click Cancel, the window closes and the email is not sent.
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Appendix A: Award Search Screen

{return}

Searching for an Award Award Search

Search criterion:

Award Humber

Coeus Award Record number.

Ex. 101887-001, where:

101887’ = SAP grant number,

-001 = award record,

-002 = primary sponsored program record, and
-003+n = all other sponsored program records.

[Institute Proposal Number |

Coeus Proposal Submission number, linking Coeus records.

Ex. ‘07101234, where:

07 = FY 2007, year submitted (created),
10 = April, 10" month of FY,

1234 = 1,234" IP created in FY 2007.

Investigator Name |

Investigator of record on Grant & Sponsored Programs:
Ex. ‘Brody, William R’

Sponsor Name

Award sponsor:
Ex. ‘NATL INST OF HEALTH’

Tt Humber

Investigator's Home Unit
Ex. ‘16020300’

Award Title

Record ending in -001’ is GM Grant title.

All other record titles are both GM Grant title and Sponsored Program title.

[Sponsor Award Humber|

Award number as it appears in sponsors Notice of Award.

[OSP Administrator| JHU ORA sponsored projects officer assigned to the organization shown as Fund
Center on the Sponsored Program.

Unit Hame JHU organization name for SAP Fund Center on sponsored program.

Account Number SAP sponsored program number...without the left most ‘9'.

Sponsor Code Award Sponsor SAP ‘customer’ account number.

Award Status Award records:

-001 = GM Grant lifecycle status and SAP Billing rule of ‘Pre-Award’, and >-001 = GM

Program ‘Status’ on Additional Data tab.
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Appendix B: Award List (search results screen)

{return}

Award List (lft to right) Z A

Search results:

[Award Humber Coeus Award Record number.

Ex. 101887-001, where:

101887 = SAP grant number,

-001 = award record,

-002 = primary sponsored program record, and
-003+n = all other sponsored program records.
|Institute Proposal Numhe[l Coeus Proposal Submission number, linking Coeus records.
Ex. 07101234, where:

07 = FY 2007, year submitted, created,

10 = April, 10" month of FY,

1234 = 1,234" IP created in FY 2007.
[Principal Investigator | PI, where:

-001 = PI on Award, grant,

-002 = PI on sponsored program.

Sponsor Hame Award sponsor.

[Lead Unit Number| Award records:
-001 = same as Primary sponsored program, -002,

-002+n = Fund Center number SAP sponsored program.
|ﬂwa[d Title Award records:

-001 = title from GM Grant.

-002+n = GM Grant title + GM Sponsored Program title.

|5 ponzor Aviard Mumhg[l Number as it appears on the Notice of Award.

[O5P Administrator| JHU sponsored projects officer assigned to the Lead Unit.

[Lead Unit Name | JHU organization name for SAP Fund Center on sponsored program.
|ﬂ-::-::uunt Mumber SAP sponsored program number...without the left most ‘9'.

|5pnnsnr Code SAP customer account number.
|5tatus Award records:

-001 = GM Grant lifecycle status and SAP Billing rule of ‘Pre-Award’, and
-002+n = GM Program Additional Data Status.
|I]h|igated Amnunt| Total amount awarded by sponsor since inception of award.

[Anticipated Total Amount] | Amount sponsor estimated may be awarded over life of award, as stated in Notice of Award.

[Award EFf. Date Project Start Date, beginning of award.

|Dhligatiun Expiration Date| End of currently funded period.
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	Before You Begin
	Coeus Award Access
	Award roles you must be assigned
	Roles available for viewing Coeus Award records
	Installing Coeus Premium on your computer
	Logging In to Coeus Premium

	Coeus Interface
	Managing Screens

	Source of Data in Coeus Award
	SAP, Resource, and ORA maintained data
	Monitoring data accuracy
	Institute Proposal number: linking SAP Grants to Coeus Awards

	Coeus ‘Award Hierarchy’
	Award Record: Two-tier, Parent-Child structure
	Coeus Award data:  SAP and Resource data
	Award Child records and Sponsored Programs
	Award Status and Flag colors


	Access Coeus Award requires completion of two actions: 1) assigned Award viewing (yellow) roles and 2) installing Coeus Premium (not CoeusLite) on your computer.
	Coeus user accounts are created and maintained by the department, lab, or center (DLC).  Necessary award roles, listed in the next section, may be assigned by your Coeus User Maintainer.
	To view Coeus Award records one must be assigned View Award (yellow role) and either of the associated roles – by their designated departmental Coeus User Maintainer:
	View Awards: open awards within a Unit;
	View Award Documents: open attachments on awards for which user has permission to open;
	View Subcontracts: open related Coeus Subcontract sub-module records.
	If you do not have this Coeus premium icon on your computer desktop, /, from the ORIS User Guides website  http://jhuresearch.jhu.edu/COEUS/user_guides.htm, follow instructions in ‘Coeus Access Instructions’. 
	To access Coeus premium, you may already have a desktop icon/.  
	Simply double-click the icon to launch the log in window.
	/
	Coeus is JHED integrated, so once your Coeus user account has been created and the appropriate roles assigned, you will use your JHED credentials to log in to the system.  You will always need your Coeus ID and password when you log in to Coeus.
	Enter your JHED ID and JHED password. Click OK.
	Elements of the Coeus interface are called out in the illustration and described in the table that follows.
	/
	Description
	Element
	Main Menu, changes depending on the screen that has focus.
	1  Menu bar
	Top Icon Row, always the same.
	2  Top toolbar
	Bottom Icon Row, changes depending on the screen that has focus.
	3  Second toolbar
	Same tabular format for all award records.
	4  Award Tabs
	Read-only fields have a gray background.
	5 Read field
	Top toolbar (2 above):  has five icons that control how open screens are displayed and how to close Coeus.
	Function
	Icon
	Cascade all open screens; title bars are visible.
	Cascade
	/
	Arrange all open screens horizontally.
	Tile Horizontal
	/
	Arrange all open screens vertically.
	Tile Vertical
	/
	Maximize all open screens and arrange them one on top of another.
	Layer
	/
	Exit Coeus.
	Exit
	/
	Bottom toolbar (3 above):  has one icon to close the Coeus record currently displayed.
	Function
	Icon
	Close the screen that has focus.
	Close
	/
	Coeus Award was designed to enable research administrators to create award records in Coeus, then ‘push’ those records into the institution’s accounting system.  JHU has chosen not to use Coeus Award in this manner.  Rather, JHU creates the accounting records in SAP R/3 (Grant Management [GM] and Controlling [CO] modules), then ‘pulls’ the accounting information into Coeus Award records.
	In addition to SAP GM and CO data, Coeus Award also contains Resource legacy data.
	These outside data sources, SAP and Resource, comprise about fourteen thousand grants and twenty-six thousand sponsored program in Coeus Award. Coeus Award pulls this diverse database into a standardized award record layout familiar to sponsored projects administrators and staff.
	Furthermore, the SAP data is ‘pulled’ into Coeus every fifteen minutes.  These data updates contain all SAP award data either created or edited by Sponsored Projects Shared Services since the previous download.
	Since approximately sixty percent of Coeus Award fields are populated in this manner, controlled by SAP, the remaining Coeus Award fields are available to be maintained by the five offices of Research Administration (collectively referred to as ‘ORA’).
	ORIS and Sponsored Projects Shared Services test award data daily, flag Award records containing errors, and correct those errors.  The ‘flagging’ mechanism used in Coeus is to change the Status field on Coeus Award record from that imported from SAP to ‘Hold’.  Coeus then appends an error message to award record on the Comments Tab > Error Comments Type.  
	Over fourteen thousand awards are in the Coeus Award database, yet fewer than twenty records are found to have these errors on a daily basis.
	Presently, these daily tests are applied to the SAP dollar fields and to Pre-award records.  ORIS hopes to expand the tests to include date fields in the future.
	Users can help - users should report any possible errors to ORIS for further investigation.  Send your concerns or questions about any data in Coeus Award to coeus-help@exchange.johnshopkins.edu.  Please place in Subject line of that email the word ‘Award’ or the specific grant number of concern.
	Each SAP Grant is linked to a Coeus Award record through a unique Coeus Institute Proposal (IP) number.  This is the same IP number generated when a proposal (development) is submitted to the sponsor.  
	Displayed on the next page are the file locations of the identical IP number on both the SAP Grant Master Display and the Coeus Award record.
	In SAP, the Coeus IP number is contained on the GMGrant Display > Reference Tab:
	/
	And, in Coeus the Coeus IP number is shown on the Award Parent record > Details > Funding Source:
	/
	So, the same Institute Proposal (06031075) ‘funds’ both the SAP Grant AND Coeus Award (906410).
	Background on institute Propose - Background
	The Institute Proposal record is created from the Proposal Development record when the ORA grants officer presses the button to submit the proposal to the sponsor.
	The 8-digit IP number (ex. 1001xxxx) contains ‘internal logic’ in which the first four digits (ex. 1001) represent the fiscal year (ex. FY20’10’) and fiscal month (ex. ‘01’ or July) in which the proposal was submitted.  The last four digits (ex. ‘xxxx’) are sequentially assigned by Coeus throughout each fiscal year.
	The root of a Coeus Award is the six-digit SAP Grant numbers – call the ‘parent’ record.
	Shown below is the ‘Award Hierarchy’ for Grant 102525.
	Coeus appends to the SAP grant number a three-digit record number, -001 through -00n.
	The -001 record always represents the parent award record.
	The -002 record always represents the Primary Sponsored Program.
	All other -00n records are created by Coeus to correspond to each additional sponsored program.
	/ 
	Most Coeus Award records are from SAP.  However, SAP does not contain JHU awards that terminated before 1/1/2007, SAP’s ‘go live’ date.  Coeus Award also contains this historical data for the “Resource” database.
	Coeus Awards have three Award prefixes:
	/  SAP grants created in CUFS, active on 12/31/2006, and brought into SAP.
	/    SAP grants created in SAP, after 12/31/2006.
	/   “Resource” awards inactive on 12/31/2006, not in SAP, but brought into Coeus and assigned a number by Coeus.
	Shown below is the Award Hierarchy for SAP/Coeus Grant 102525.
	The SAP Sponsored Program numbers are displayed to the right of the semicolon.
	Presently the initial number ‘9’ is dropped because this Coeus field is seven, not eight, digits long.
	This will be corrected in the next Coeus Release.
	/
	The Award hierarchy displays the SAP status of the Grant and/or Sponsored Program.  Flag colors indicate SAP status, with the exception of the Blue “Hold” Flag/status.
	-001 award record flag or box color represents the SAP GM grant Life Cycle Status.
	-002 to -00n color represents the sponsored program (IO) status.
	 Whether appearing as a flag or as a box, in Coeus the colors always signifies:
	/ Green: ‘Active’ status of SAP GM Grant Life Cycle.
	/ Yellow: ‘Pre-award’ status of SAP Sponsored Program (IO).
	/ Red: ‘Terminated’ grant or ‘Closed’ sponsored program.
	/ Blue: ‘Hold’ (*) is a Coeus error status applied to the grant         record (001) or Sponsored Program record (003, here).
	(*) Coeus applies the ‘Hold’ status to records in which it finds a validation error as discussed in previous section: ‘Monitoring data accuracy’.  The Hold Status applied by Coeus does not alter the SAP grant or sponsored program, but rather indicates a data error awaiting repair.
	Caution: A ‘Hold’ Status will cause the award record to be excluded from any search for ‘Active’ award records.
	Search for Awards
	Opening Coeus Award Module and Search Screen
	Open the Award Search screen in one of three ways:
	The following Award Search screen appears:
	These twelve columns are defined in Appendix A: Award Search.

	Search Techniques
	By Award number (*):
	By Institute Proposal number:
	By [Principal] Investigator (PI on Grant or Sponsored Program) (**):
	By [Lead] Unit number (Responsible Cost Center) (*):


	Select Maintain > Award:
	/,
	Or 
	Select Maintain Awards icon / in top tray:
	/,
	Or, if you wish to execute a new search from and open award search screen: 
	Select Search for Awards icon / in bottom tray:
	/
	/
	/
	/
	/
	/ To retrieve one record, the Parent award record.
	/ (*) To retrieve all Coeus records associated this SAP Grant 102525.
	/ (*) To retrieve all 001 Award records in which the first four digits of the SAP Grant are ‘1025’.
	(*) Enter the wildcard symbol, *, before, after, or within a text string to indicate that other characters might be present.
	/
	/ To retrieve all Coeus Award records, Parent and Child records, associate with IP 07080111.
	/ To retrieve all Coeus Award records associated with all IPs submitted to the sponsors in Fiscal Year 2007, eighth month (February).
	/ To retrieve only the 001 Coeus Award Parent record, but for all IPs submitted in Fiscal Year 2007.
	/
	/ To retrieve all award records on which “Taylor, R” is the last name, first initial. 
	/ To retrieve only the 001 Coeus Award Parent record, but for all PIs with ‘stein’ in any portion of their Last name or First name.
	(**) Coeus Investigator name is formatted as: Last Name, First Name.  Search screen is space sensitive, but not case sensitive.
	/
	/ Ex. To retrieve all 001 award records where Lead Unit is:
	Entire Krieger School of Arts and Sciences.
	/ Ex. To retrieve all 001 award records where Lead Unit is:
	Entire Whiting School of Engineering.
	/ Ex. To retrieve all 001 award records where Lead Unit is:
	Bloomberg School of Public Health, Department Epidemiology,
	Sub-department Infections Disease.
	/ Ex. To retrieve all 001 award records where Lead Unit is:
	School of Nursing, Center for Nursing Research.
	/ Ex. To retrieve all 001 award records where Lead Unit is:
	School of Medicine, Department of Radiology,
	Sub-department of Pediatric Radiology.
	(*) Coeus Unit Hierarchy is nearly equivalent to SAP Responsible Cost Center.  Unit Hierarchy consists of the first eight digits of the 10-digit RCC and closely represents the RCC down to the sub-department.
	Understanding ‘Award List’, search results
	‘Award List’
	These nineteen columns are defined in Appendix B: Award List.

	Resize columns in Award List
	Sort an Award List
	Default order
	A Simple resort of Award List
	Complex resort of List


	A search request returns an Award List which contains nineteen columns of detailed characteristics of each award and award record.   This List may be resorted or exported as described in following sections.
	/
	/
	/
	/
	Widen or narrow the columns by sliding the vertical column separator with your cursor:
	/
	/
	/
	The default order of the Award List is ascending order by Award Number.
	Click once on a column heading to cause the entire Award List to resort based on that column data.
	Below the Institute Proposal No. column will resort to ascending order.
	/
	Click again and the column will resort to descending order.
	A third click returns the column, and Award List, to original sort order – by Award Number.
	Sort Awards Icon will open drag and Drop Resort Box:
	/
	/ 
	View Coeus Award Records
	Open a record
	Create an Award List
	/
	Award Tabs and Fields are defined in separate Guide: Definitions: Award Tabs & Data Fields.

	Essential Award Fields
	Award Detail Tab
	Investigator Tab
	Money and End Date Tab, main screen
	Subcontract Tab
	Attachments Tab
	Reports Tab
	/
	Report Tracking



	Highlight a row (an award record) on that List
	/
	Select Display Award icon /on
	/
	Or 
	Double click that highlighted row
	All Coeus Award Records have an identical Tab>Field layout
	/
	Each Award field is defined in Definitions: Award Tabs and Data Fields.
	However, the following Tab > Fields are critical to reading an award record.  Each is linked to the pertinent subsection of the Appendix.
	/
	/
	/
	/
	/
	/
	Report Class is evolving as ORAs develop business practices using Coeus.
	Reports entered into award records may be summarized both within an award and across all awards.  This functionality is described in this Guide in the following section: Other Coeus Functions, Report Tracking.
	Export Award List to Excel
	Generate an Award List:
	Initiate Save As command:
	Select a File Type:
	Open the saved file:
	Remove Excel default formats:
	Convert Dollar columns from text to number format:

	The Award List may be exported in several file formats: csv, txt, htm, and xls.  Described here are the steps necessary to save as an Excel file (xls) and, then to reformat that Excel spreadsheet.
	/
	Select the icon / from bottom tray
	/
	/
	If saved as Type ‘xls’, open file: /
	Select All Cells in spreadsheet: /
	Select ‘Format Cells….’:  /
	Remove “Wrap text”:  /
	File reverts to unwrapped text: /
	Other Coeus Functions
	Medusa
	Opening Medusa from Award List
	Navigating in Medusa

	Report Tracking
	Searching within an opened Award
	Tracking Reports across all awards
	/
	Notepad
	Creating a Notepad Item
	Sending Notification, from Notepad



	Medusa links records pertaining to an award to all other related Coeus records in other modules. From those links within Medusa, you can open any of the related Coeus records.  The display feature of this powerful tool is dependent upon the user’s Coeus permissions.  
	Medusa is helpful for locating associated records, especially when you know only one piece of information. For example, if you have a portion of the Purchase Order number you can open the Coeus Subcontract record, open Medusa, and from there access the award record, institute proposal records, and the proposal development records.
	In Medusa you can view summary data, or navigate to other related records.
	Click the Maintain Award icon / or select Maintain > Awards.  In the Award Search window enter search criteria for the award.
	Click to highlight the award record and click the Medusa icon / or select Edit > Medusa. The Medusa screen opens.
	/
	/
	Select an item in the Medusa Hierarchy tree on the left of the screen to view summary information about it in the right pane. The icons on the left are: 
	/ — Institute Proposal Module
	/ — Development Proposal Module
	 /  — Award Module
	/ — Subcontract sub module
	You can use the options in the View section (upper left of the screen) to change the orientation of the starting point. When you select the Proposal > Award option button, the starting point is the Institute Proposal; choose Award > Proposal to change the starting point to the Award.
	These icons are in the second toolbar in the Medusa screen.
	Function
	Name
	Icon
	Open the selected item in the right pane.
	Display
	/
	Open Notepad for the selected proposal.
	Notepad
	/
	Open the Negotiations module.
	Maintain Negotiations
	/
	Open a different screen view of the Award.
	Display Award Hierarchy
	/
	Display a summary of the selected item.
	Display Summary
	/
	Display all linked records (if there are any) in the tree on the left of the screen.
	Expand Medusa Tree
	/
	Collapse the display in the tree on the left of the screen.
	Collapse Medusa Tree
	/
	Close the Medusa screen.
	Close
	/
	{return}
	Reports entered into award records may be summarized both within an award and across all awards.  The Report Tab is described in an Appendix Award Tabs and Fields.
	 To generate a summary of Reports within an award:
	Select the icon / from bottom tray
	/
	This generates the following view of reporting requirements recorded in the award record:
	/
	To generate a similar report, but across all award records, activate the Report Tracking function as follows:
	This command will open an award search screen, as follows:
	/
	Executing the Reporting Query will generate this report:
	 /
	Coeus Communication tools: Notepad, Notifications, and Email  
	Notepad is used for communication among users who have roles in a proposal. Messages are stored with the proposal, and they can be transmitted via email.
	From the Proposal Details screen click the Notepad icon / or select Edit > Notepad….
	In the Notepad window click the Add New Row icon / or select Edit > Add. A blank text box opens.
	Enter your message in the text box. When you are finished, click the Save icon / or select File > Save.
	The background of the text box becomes grey and your name is added to the header above the text box.
	/
	From the Notepad window, select Edit > Notify… or click the Send Proposal Notification icon /.
	A window opens with your latest message in the text box at the bottom.
	/
	Click and drag names of the people you want to receive the message from the Players pane to the Send to pane. 
	“Players” are Coeus Users that currently hold a role. You may wish to cancel this Notification and add users to your proposal, then return to this window.  To remove a name from the Send to list, highlight the name and click Remove.  Click OK. The window closes, and email is sent.  Or, click Cancel, the window closes and the email is not sent.
	Appendix A: Award Search Screen
	Searching for an Award/

	Search criterion:
	Coeus Award Record number.                                                                                                 Ex. 101887-001, where:                                                                                                                ‘101887’ = SAP grant number,
	/
	-001 = award record,
	-002 = primary sponsored program record, and
	-003+n = all other sponsored program records.
	Coeus Proposal Submission number, linking Coeus records.                                                       Ex. ‘07101234’, where:                                                                                                                      07 = FY 2007, year submitted (created),                                                                                       10 = April, 10th month of FY,
	/
	1234 = 1,234th IP created in FY 2007.
	Investigator of record on Grant & Sponsored Programs:                                                                                              
	/
	Ex. ‘Brody, William R’ 
	Award sponsor:
	/
	Ex. ‘NATL INST OF HEALTH’
	Investigator’s Home Unit
	/
	Ex. ‘16020300’
	Record ending in ‘-001’ is GM Grant title.                                                                                      All other record titles are both GM Grant title and Sponsored Program title.
	/
	Award number as it appears in sponsors Notice of Award.
	/
	JHU ORA sponsored projects officer assigned to the organization shown as Fund Center on the Sponsored Program.
	/
	JHU organization name for SAP Fund Center on sponsored program.
	/
	SAP sponsored program number…without the left most ‘9’.
	/
	Award Sponsor SAP ‘customer’ account number.
	/
	Award records:                                                                                                                          -001 = GM Grant lifecycle status and SAP Billing rule of ‘Pre-Award’, and >-001 = GM Program ‘Status’ on Additional Data tab.
	/
	{return}
	Appendix B: Award List (search results screen)
	Award List (left to right)/

	Search results:
	Coeus Award Record number.                                                                                                                     Ex. 101887-001, where:                                                                                                                              101887 = SAP grant number,
	/
	-001 = award record,
	-002 = primary sponsored program record, and
	-003+n = all other sponsored program records.
	Coeus Proposal Submission number, linking Coeus records.                                                                              Ex. 07101234, where:                                                                                                                                 07 = FY 2007, year submitted, created,                                                                                                                   10 = April, 10th month of FY,                                                                                                                         1234 = 1,234th IP created in FY 2007.
	/
	PI, where:                                                                                                                                                               -001 = PI on Award, grant,                                                                                                                                 -002 = PI on sponsored program.
	 /
	Award sponsor.
	/
	Award records:                                                                                                                                                -001 = same as Primary sponsored program, -002,                                                                                               -002+n = Fund Center number SAP sponsored program. 
	/
	Award records:                                                                                                                                                   -001 = title from GM Grant.                                                                                                                                           -002+n = GM Grant title + GM Sponsored Program title.
	/
	Number as it appears on the Notice of Award.
	/
	JHU sponsored projects officer assigned to the Lead Unit.
	/
	JHU organization name for SAP Fund Center on sponsored program.
	/
	SAP sponsored program number…without the left most ‘9’.
	/
	SAP customer account number.
	/
	Award records:                                                                                                                                                 -001 = GM Grant lifecycle status and SAP Billing rule of ‘Pre-Award’, and                                                                                              -002+n = GM Program Additional Data Status.
	/
	Total amount awarded by sponsor since inception of award.
	/
	Amount sponsor estimated may be awarded over life of award, as stated in Notice of Award.
	/
	Project Start Date, beginning of award.
	/
	End of currently funded period.
	/
	{return}

