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Institutional Hierarchy

At the heart of the Coeus® routing and approval modules is the Institutional Hierarchy.  As rules are processed and maps assigned, they are applied from the lowest level in the hierarchy to the highest.  For example, if a proposal is created in the Chemistry department, Chemistry's business rules will be applied first, followed by the Dean of Science, followed by the Provost, and finally all centrally maintained institutional rules will be applied.  In this manner, the Chemistry department will not need to maintain institutional rules since those will be maintained centrally by the Office of Sponsored Programs.  Consequently, it is not possible for an individual to cause the system to by-pass an established business rule.  If the Dean of Science wants to approve all proposals with cost sharing, then the individual department and/or PI is unable to by-pass a rule established at a higher level within the hierarchy.  It should be noted here, however, that a business rule may mean that an approval is not needed at some point within the organizational structure.

Maps


At each level in the hierarchy, authorized individuals can create a map.  A map may be used to secure the required approvals a proposal will obtain when a specific business rule is applied.  Also, maps are used during the notification process where a particular unit or individual requires notification of a processed proposal but may not necessarily be in the approval chain. 

More often, maps are created to obtain the necessary approvals for a processed proposal.  Each required approval or stop in the map can have one or many alternate approvers.  Individual units are encouraged to create an alternate approver, linked with an "or" condition, for each stop within an approval map, thus ensuring that multiple people are notified that a proposal needs attention.  Along with an "or" condition within the map, Coeus™ allows for "and" approvals which enables approvals to be obtained in parallel.  Finally, sequential approvals can be created within each map.  Sequential approvals allow for value added signatures within a unit to be obtained in a specified order.  For example, the chair of the Chemistry department may not want to sign a proposal until the Fiscal Officer has already approved the budget.  By combining the above conditions, it is possible to construct a complex map:  Get Billy or Sally's approval; at the same time, get Johnny's approval; once you've obtained these two approvals, forward the proposal to the Chair of the department for final departmental approval.

Approval maps are either "direct" or "indirect".  Indirect maps are automatically applied based on a specific business rule.  That is, the user was able to construct a business rules with the available columns, yes/no questions, and/or functions.  Direct maps, however, are manually selected prior to initiating the approval cycle.  Direct maps are used when a business rule cannot be constructed from the available items.  Perhaps, for example, the department owns a large, expensive piece of equipment.  The investigator proposes using 100 hours of equipment time.  You may need to have the equipment's owner approve the proposal to verify that there is, in fact, 100 hours of machine time available.

Maps are also used to ensure other interested parties are notified of a processed proposal.  Many times these maps are global in nature and are maintained at the top level within the hierarchy.  For example, animal care and human use committees must be notified that a proposal has been processed; however the committee’s approval is not required at the time the proposal is submitted to the federal agency.  Other examples may include notification to foundation relations when the investigator is considering submitting a proposal to a foundation, or, a technology licensing office needs to start an intellectual property background check on an investigator if the potential sponsor is a for-profit company or perhaps a foreign entity.  Maps of this nature are combined with Notification rules to ensure appropriate individuals and units are in the necessary notification loop.

A user assigned to an appropriate role can create and modify unit maps.  Individuals are assigned to the various stops of a map.  Units may create as many maps as required to satisfy the business requirements.  Most stops are added automatically to satisfy each unit’s business rules.  These maps are referred to as direct maps.  Indirect maps can be created and individually selected at the proposal level in the event a direct map cannot be created with the unit’s current business rules.

Business Rules

Business rules are the edits that Coeus™ is able to apply.  There are three types of rules that can be created:  routing, notification, and validation.  Generally, once a routing or notification business rule is created, a map is assigned to the rule.  On the other hand ,validation rules are used to assist in the review of the proposal without requiring additional approvers.  For example, all proposals will be sent to the Office of Sponsored Programs.  The contract and grant administrator is not required to look at every screen to get a quick review of the proposal.  Instead, the administrator is able to "validate" the proposal.  A response window appears indicating any validation rules that failed.  So, for example, cost sharing and under-recovery of facilities and administrative costs raise a red flag for some individuals.  By creating a validation rule, the system will flag these proposals and draw attention to these more sensitive items.

Business rules can be made up of multiple conditions.  Each condition is applied in order with and implied "else if" connecting the subsequent condition.  A final "else" condition can be added to the rule as a fall-through condition by not entering a specific rule, but rather, simply selecting a map.  

Each condition can be made up of multiple expressions.  Subsequent expressions are linked by the logical operators:  “and” or, “or”.  The expressions may be grouped with parenthesis to change the order of precedence.   Combining expressions allows the user to create a rule like:  If the total cost of the proposal is greater than $1,000,000 or amount budgeted for equipment exceeds $100,000 then apply this map.

Coeus™ currently allows the user to combine the following data to create business rule expressions:


Amounts:


Total Cost - create a rule based on the total cost of the proposal.  Includes both direct costs and indirect costs.  A simple rule might be:  I want to see every proposal where the total cost of this project exceeds $1,000,000.


Total Direct Cost - create a rule based on the total direct cost.  A simple rule might be:  I want to see every proposal where the total direct cost on the project exceed $100,00.


Total Indirect Cost - create a rule based on the amount of indirect cost anticipated on the award.  A simple rule might be:  I want to approve every proposal where the total amount of indirect cost generated will exceed $100,000.


Cost Shared Amount - create a rule based on the amount of cost sharing.  A simple rule might be:  The Dean needs to approve all proposals where the cost shared amount is not zero.


Under Recovery of Indirect Cost - create a rule because the account will contain an under recovery of indirect cost.  A simple rule might be:  The Director of the research office must sign all proposals with an under recovery of indirect cost.


Functions:


Cost Element - create a business rule based on a line item with the proposed budget.  A simple rule might be:  If there are any meetings or conference expenses in the budget then apply this map.


Deadline Date - create a business rule based on a deadline date.  A simple rule might be:  If the deadline date is October 1 then apply this map.


Lead Unit - create a business rule based on the primary unit listed in the proposal.  Most proposals will have ultimate financial responsibility in a single department.  A simple rule might be:  If the lead unit is the Center for Space Research then apply this map.


MTDC Deviation - create a business rule if the proposal budget does not use the MTDC base.  A simple rule might be:  If the proposal doesn't use MTDC as the method for calculating the overhead (i.e., might use TDC or a S&W base) then apply this map.


Non-Faculty PI - create a business rule if the principal investigator doesn’t carry a faculty appointment.  Many times a Senior Research Scientist may be allowed to submit proposals.  A simple rule might be:  If the investigator is not a faculty member then apply this map.


Non-Employee PI - create a business rule if the principal investigator is not an employee.  Many times an affiliate faculty member may process a proposal through the institution.  This may be especially true where the faculty draws 100% salary from a hospital but teaches a few courses at a university.  A simple rule might be:  If the investigator is not an employee then apply this map.


PI is a Specified Person - create a business rule if the principal investigator is a specified person.  A Dean may want to approve all proposals for new faculty for one year.  A Dean may not want to approve any proposal for a Nobel prize winner.  A simple rule might be:  I want to approve every proposal from Dr. Smith and Jones (my new junior faculty), but I don't want to approve any proposal from Nobel Prize winner Brown. 


Proposal Type - create a business rule based on the type of application being submitted.  This is especially important for non-competing application to NIH or where you may simply be requesting an REU supplement.  A simple rule might be:  The dean only sees new applications and doesn't want to see any non-competing applications.


Rolodex Person in Proposal - create a business rule based on an external contact.  A simple rule might be:  I want to see every proposal where the program officer at NIH is Dr. Smith.


Special Review Type - create a business rule based on special reviews.  These include things like Animal Care, Human Subjects, Recombinant DNA, etc…  A simple rule might be:  Route all proposals with Space Renovation to the Physical Plant.


Sponsor Type - create a business rule based on the type of sponsor.  These include: Federal, State, Local Government, Private Profit, Private Non-Profit, Foundations, and Foreign Entities.  A simple rule might be:  Route all proposals to Foundations to the Office of Foundation Relations for clearance.  


Yes/No Questions


Simply asking a yes or no type of question can satisfy many business rules.  Coeus™ includes an easy to use maintenance screen for adding new questions.  After a new question is added, it may be used within a business rule.  Yes/No questions are also used for institutional and individual investigator representations and certifications.  Currently the following questions are included: 



Historical Sites Are Affected



Project Involves International Co-operative Activities



Application is Certified



Project is in Violation of an Environmental Compliance Regulation



Project is a Group Proposal



Hazardous Materials are Used or Produced



Human Anatomical Substances are Used



Genetically Engineered Organisms are Used or Produced


Proprietary or Privileged Information will be Contained in the Application



Lobbying Activities have been Conducted Regarding this Proposal



Financial Conflict of Interest



Person is Debarred or Suspended


Meta Rules:


Finally, there are rules for the rules.  These are known as Meta Rules.  The Meta Rules instruct the system how to apply the business rules and in what order those rules should be applied.  Meta Rules can also have branches by processing "If True" or "If False" conditions.  This is required since you may have two business rules that conflict with one another.  The Meta Rule states that this business rule is processed if the previous rule evaluated as True or False or Next.  The Next condition is used when it doesn't matter if the previous condition was true or false, the business rule should be applied in all cases.

Roles

A Role is a group of privileges identified by a unique name. To access a particular module of the Coeus™ system, a user will need the appropriate privilege via an assigned role. Privileges are the access rights to individual modules and functions of the system.  Individual privileges are transparent to the user.  Instead, Roles are used to create logical groups of privileges based on responsibilities and access control strategies. Once a Role is defined, one or many users may be assigned to it.  All users assigned to a Role will inherit all the privileges of the Role.  A user can be assigned to more than one Role, and unlike privileges which are maintained within the application, Roles are dynamic entities and their effect immediate.

Coeus™ roles are defined at different levels within the hierarchy.  The lowest level is the proposal level.  These are the roles with the associated privileges that a user needs to work on a proposal and are granted at the proposal level.  Create/Modify a Proposal Narrative, Create/Modify a Proposal Budget, Submit the Proposal for Approval, Certify, etc. are some examples of proposal level privileges that are combined to form proposal level roles.  The highest level of privileges is an Institute level privilege.  Add/Modify/Delete a Unit from the Hierarchy is an example of an institute level privilege.

A user having a role at any unit in the hierarchy can exercise his/her privilege only on that unit.  Optionally, the descend flag may be set on a particular role assigned to a user which allows the user to perform the action to subordinate units within the hierarchy.  For example, a user assigned the Business Rules Maintainer role at a department level maintains the business rules affecting that department only.  While a user with Business Rules Maintainer role at a college level can maintain business rules affecting all the departments within the college, assuming the descend flag is set for that role.  Any Coeus™ privileges, which have a system wide impact, are granted at the Institute level.  A Business Rules Maintainer role assigned at the Institute level, for example, allows that user to add, modify, or change a business rule affecting the whole community.

Coeus™ depends on the Roles mechanism to grant privileges to users.  For example, in order to grant a privilege to a user at a particular level, a Role will have to be created with the appropriate privileges and the user then assigned to the Role.  Although a user assigned to a Role gets the entire Role’s inherited privileges, a user cannot be granted a privilege not belonging to an existing Role to which the user is assigned.  Coeus™ has three levels of roles:  institute level (red), proposal level (blue) and unit level roles (yellow).

Four proposal level roles are pre-defined by the system: Aggregator, Budget Creator, Narrative Writer, and Viewer.  The Aggregator Role, which carries all proposal level privileges, is granted by the system when a new proposal is created.  This role cannot be deleted or modified and all proposals must have at least one user assigned to the Aggregator Role.  However an aggregator can give away the Aggregator Role to another user and more than one user may assigned to the Aggregator Role.

Units have the option to assign users to default proposal roles at the unit level. Then all proposals created in the unit will inherit all proposal level roles and users assigned to these roles.  If required, the Aggregator can modify the default assignments for individual proposals thereby granting additional access or restricting access as appropriate.  These default assignments can be changed at the proposal level.  If a user changes the unit’s default users assigned to proposal level roles, the change will not be reflected in the existing proposals but rather on all subsequently created new proposals.

Users  

Units are responsible for establishing users and granting required access to those users.  User maintenance is available for users who play a unit’s System Administrator role.  The user maintenance tool is fully integrated with the Hierarchy and Roles maintenance components and can be executed from the hierarchy.  

A user has one unique user ID but can be assigned to multiple units and may carry different roles within each unit.  In the event a user is assigned roles in more than one unit, a dialogue box is presented at the time the user logs into the system to correctly position the user within the hierarchy.  

Narrative

Proposal roles, which grant access to text or scientific portion of the proposal, are Aggregator, Narrative Writer, Viewer, Approver, and Budget Creator.

The Narrative Writer and Aggregator roles contain the ‘modify narrative’ privilege thereby allowing the user to create and modify the proposal narrative while the roles of Viewer, Approver and Budget Creator allow for read-only access.  When the narrative is accessed, a narrative cover sheet is displayed allowing the user to choose the individual components of the narrative.  These components are referred to as “chapters.”

The chapters contain different auxiliary information and access control.  It is the Narrative Writer or Aggregator’s responsibility to identify the multiple chapters and to limit access as appropriate to individual chapters.  The concept of chapters allows for the construction of the complete scope of work from separate files.  By restricting access, an investigator, for example, can allow access to certain portions of the narrative to graduate students while restricting the graduate student from access to the investigator’s writing.  

The body of the Narrative or its parts can be attached from a file(s) or can be created through the Coeus™ system.  The editor is Microsoft Word.  If a chapter is created through the Coeus™ system, the Microsoft Word document is stored in the database automatically.  It is the Aggregator or the Narrative Writer’s responsibility to save the file to the database.  The final product of the narrative must be stored as a single file within the database and must be in Adobe’s Portable Document Format.  Each chapter can be stored as a Microsoft Word file and/or an Adobe Portable Document Format.

Notification 

The Notification component allows users to communicate within a proposal.  A user is able to send a message to another player(s) or to a role(s) the native Coeus™ in-box or e-mail.  Notifications are automatically generated during the approval process as each previous approval is obtained. 

In Box

The Coeus™ client application contains an In Box where various messages are transmitted to the interested party.  There are three kinds of messages produced and sent to the In Box:  “Notification”, “For Approval”, and “Rejected”.  Proposal summary information can be accessed through the inbox.  

Proposals arriving in the In Box requiring approval are color-coded.  Ten days before the deadline, the highlight will be green, five days - yellow, three days before the deadline  - red.  Those proposals with no deadline date are not color-coded.  Additionally, bold and italics are used to represent those actions where the user may be listed as the primary or alternate approver.  

Once a notification has been acted upon, the user may optionally move the notification into the resolved tab of the inbox.  

Budget

Users that have an Aggregator or Budget Creator role may create and modify the proposal budget.  The user is able to create multiple versions of the budget thus allowing for what-if scenarios.  Once a version of the budget is created, it can be copied to another version for subsequent modification. When an existing version of the budget is copied, the user may copy all periods of the budget or only period one. The final flag on the budget cover sheet is used to indicate the version of the budget that should be sent to the sponsor.

The budget can be created at varying degrees of detail.  So, for example, a sponsor that only needs aggregate totals by year (like NIH modular awards), the user needs only to complete the summary tab.  If a more detailed budget is required, the user can assemble a category budget by completing the Period 1 tab then generating all future years.  If a detail personnel budget is required, the user can indicate percentages of effort and pay for all persons supported by the project.  In all cases, detailed information will roll up to the higher level.  Completing the Period 1 tab and generating all future years will automatically populate the Summary tab.

When a detailed budget will be created, the user generally will indicate all persons that potentially will be paid with the Budget Person.  Then use Period 1 tab to add the cost element for the class of persons (faculty, research staff, project support, etc.) that will be supported from agency funds or will contribute significant effort (cost sharing) to the project.  After adding the cost element, the personnel budget for the line item cost element is created.


Summary Tab


Once a new version of the budget is created, the user is presented with a summary tab for the budget.  By default, the Summary tab will calculate the number of periods for the budget in twelve-month increments starting from the proposed start date obtained from the main proposal sheet.  If required, these periods should be adjusted prior to initiating any further level of detail in the budget.  Also from the summary tab, the user may change any rates that will be used in the final calculation of the budget.  These rates include overhead, inflation, employee benefits, vacation, and lab allocation.  As mentioned above, the user can enter amounts directly on the Summary tab and provide no further budget detail.


Periods


More often, a detailed budget will be constructed even if the sponsor only requests yearly totals with no further level of detail.  Budgets are constructed using the same cost elements (sometimes referred to as object codes or subcodes) which reside within a financial system. The amount can be directly entered on the line item or the user may open a window to edit additional information about the selected line item.  From the detail window of the line item, the user may enter proposed cost sharing, turn off inflation for subsequent periods, change the category the cost element mapping, and remove the application of overhead, benefit, and allocation rates from the individual cost element.  For each cost element added to the budget, the user may indicate a further description of the cost element and optionally open a justification window for the proposed cost.


Budget Persons


For any line item cost element that is mapped to a Personnel category, further detail can be entered for each person supported by or contributing significant effort to the project.  The Budget Person window is used to indicate the name, job code, appointment type, effective date of the salary, and the calculation base for each individual.


Personnel Details


Once potential project contributors have been added via the Budget Persons window, they may be added to the Personnel Details window.  For each person listed, the user enters the start date, end date, percentage of effort, and percentage charged to the project.  An optional detail window allows for additional descriptive information regarding the person and to indicate any offered cost sharing for each person listed.


Budget Manipulation


After all personnel and other costs have been entered into the Period 1 tab, there are several tools to assist in refining the budget.  Generally, the next step is to generate all periods of the budget.  After selecting the Generate all Periods option, a series of tabs will appear, one for each period listed on the Summary tab.  Also, all periods on the Summary tab will now be populated with summary information from each period’s tab.  


The budget amounts on each period are calculated from rate tables maintained at the top level of the hierarchy.  You can override any default value by changing the rates used in the calculation on a per-proposal basis.  After changing any one rate, a reminder message is presented since the entire budget will need to be recalculated by selecting the Calculate all Periods option.


After the periods are generated and the correct rates have been verified, further budget manipulation can be accomplished in a number of ways.  Simply add or delete any cost element from individual periods.  Override the calculated amounts by simply typing over the amount the system automatically generated.  This is especially useful since the default inflation rate is used for future years of the budget; and, there may be an anticipated expense in a future year that will cause an unusually high cost for a particular year.


After all periods have been generated and it is necessary to adjust a particular cost element for a single period, an option exists to instruct the system to apply that cost to all future years of the budget.  Once all periods have been generated, the system will not automatically adjust the future years since the change may be the result of an anticipated expense occurring only once.  Using the Apply to Later Periods option, the future years will be adjusted to the new amount applying the correct inflation factors.  Postage expenses are a simple example of when this option may or may not need to be executed.  If, for example, the project anticipated mailing several hundred surveys in the third year, increasing the budget for postage expenses would occur for year three only and it would be undesirable to have the third year’s escalated expenses to be used in future years.  On the other hand, if the survey will be sent in year three and follow-up surveys will be conducted in future years, then the escalated expense should be moved to future years with the Apply to Later Periods option.


Another technique is to synchronize a cost element to the total cost limit of the period.  This allows for detailed fine-tuning of the budget and is probably the final step in budget preparation.  It is not possible to synchronize a cost element that has personnel detail to support the budgeted amounts.  A personnel category can be used if no personnel detail exists.  Suppose you have finished your three-year budget and the system calculated the following amounts:



Year
Total Amount Requested



1
$99,412.54



2
$105,101.11



3
$109,499.69


But the investigator would prefer to request the following amounts:



Year
Total Amount Requested



1
$100,000.00



2
$105,000.00



3
$110,000.00


Simply enter the desired amount into the Cost Limit field for the period, select a cost element within the period, and then execute the Synchronize to Period Cost Limit option.  The system will calculate the correct direct cost amount so that once overhead and lab allocations are applied, the budget will calculate to the desired amount.


Inflation

Cost Elements

Rates

Mapping Rates

Institutional Rates

Bibliography

Person Details

Organization

Yes/No Questions

Frequently Used Functions

Terms

Terms are agency/institute specific rules that are applied to awards. Coeus currently identifies terms in the following areas: Equipment Approval, Inventions, Other Approval/Notification Requirements, Property, Publication, Referenced Documents, Rights in Data, Subcontract Approval, and Travel.  Terms may be updated/changed for your specific needs through the Codes Table under the ADMIN header in Coeus.

Reports

A report is defined as specific requirements by the sponsor to let the Institute know when certain information is required during or at the end of a project.  Some examples of reports are financial, intellectual property, final, progress/status, and foreign travel.  In this section of Coeus we record the type of report, when the report is due, what format the report should be, i.e. letter/report or both, how many copies of the report need to be sent and to which agency contact person that it should be sent to.  You may have more than one specific type of report in each category and Coeus allows you to record all reports due to the agency in one area.

Rolodex

The rolodex is essentially the address book of Coeus(.  Rolodex entries allow users to store names and addresses of agency and other contacts.

Sponsor Codes

Sponsor codes are an identification mechanism to keep track of agencies.  A sponsor code tells the user which agency the proposal is being submitted to or which agency has provided funding for a project.  The sponsor code identification may vary at each institute, but this is a way to identify and track awards and proposals in the system.

 Award

An award is a document sent from an agency to fund a specific project.

Award Type

Award Types are defined by the agency, which tells the Institute what the award is.  Examples of award types are Grants, Contracts, Cooperative Agreements, and Fellowships.

Account Type

Account Types let the user or DLC know whether the award is for fabricated equipment, off-campus, SBIR, STTR as a few examples.  

Activity Type

Activity Types define the specific area that the award is in such as a fellowship award, Instruction and Department Research, Public Research, Student Services or Organized Research.

Investigator

An investigator is the Principal Investigator who is primarily responsible for the proposal or award.  Some awards will also have co-investigators.  The investigator flag also is used as an institutional contact for the agency.  

Unit Codes

A unit code is the identifier of the specific Department, Lab or Center which is responsible for the proposal or award.  You may have a Principal Investigator that has projects in more than one DLC, with the Unit Code you can assign each award/proposal to reflect where each project is taking place.

Payment Schedules

The payment schedule allows you to record payments that are due at specific times.  (i.e. quarterly, semi-annually, annually etc).  The date and amount of payment is recorded in Coeus and this allows the user to quickly identify any agency specific payment due at a specific time.

� EMBED Word.Picture.8  ���








P:\Masters\COEUS\docs for user group meeting\Coeus 3.0 Business Case.doc                                      Page 1 of 14

[image: image2.png]


_996064951.doc
[image: image1.png]TS INSTITUTE OF TECHNOLOGY

MASSACHU

SET

JALL RIGHTS RIESERVED








