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Welcome to the new PI Portal Training Guide.  
This guide will take you page by page though the new PI Portal, 
explaining new features along the way.

New features in the PI Portal include:
• The “Home Page” which presents a simplified and summarized view of 

information relevant to you and your role within the university.
• The “Search” feature which allows you to search by project number, title, 

department or investigator. You can also use keywords to narrow your search.
• The “Project Details View” which allows you to see project details including a 

financial overview, demographics, expenditures, commitments and award 
documents.

• The “Line Item Rollup” which enables you to create a report consisting of budget 
and expense information rolled up from selected projects.
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Header

Clicking on the Office of 
Research PI Portal logo will 
take you back to your PI 
Portal Home Page.

The Search PI Portal box 
allows you to search by 
project number, title, 
department, investigator, and 
keywords.

The Header is static and appears on all pages of the PI Portal.
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Default Page for PI:

This page lists your Research.  The default selection is Projects.  You can also 
view Awards, Proposals, and Protocols by clicking the appropriate tab.
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Default Page for PI:  Granting access

Click the Show My Administrators 
button to view those who have 
access to your PI Portal view.

Click the Add New Administrator 
button to grant individuals access  
to your PI Portal information.

Note:  To give an individual access to 
specified project(s), click on the 
Project name and go to the 
Demographics page. 
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Default Page for College/Dept Admins:

This page lists your Colleges.  Click the college name to view departments.
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Department list:

This page lists your departments within the college. Click on column 
headings to change the sort order.
Click on the department name to view Investigators.
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Department View - Investigator List

After selecting the Department, you will see a list of investigators within the department as well as 
the number of projects, awards, and proposals for each PI.  
Click on column headings to change the sort order.
Click on the College name to return to the Department List.
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Department View - Project List

Click on the Projects tab to view a list of all projects under a department as well as a roll up of the 
Total Budget, Total Expended, Total Committed, and Total Balance of all the projects.
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Department View - Project List Filter tab

Click on the filter tab to view ended and/or closed Projects. 
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Department View - Project List Details tab

Click on the Details tab to see additional information for all projects listed or checked. 
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Department View - Project List Details tab

Scroll right for more information.  Click on any column title to change sort order.
Click the Export button to export selected data.  Click the X to return to snapshot view. 
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Department View - Award List

Click on the Awards tab to view a list of all awards under a department as well as a roll up of the 
Total Awarded amount of all the awards.
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Department View – Award List Filter tab

Click on the filter tab to view archived Awards. 
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Department View - Award List Details tab

Click on the Details tab to see additional information for all awards listed or checked. 
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Department View - Award List Details tab

Scroll right for more information.  Click on any column title to change sort order.
Click the Export button to export selected data. Click the X to return to snapshot view. 
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Department View - Proposal List

Click the Proposals tab to view a list of all proposals under a department as well as a roll up of 
the Total Proposed amount of all the proposals.
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Department View – Proposal List Filter tab

Click on the filter tab to view funded and/or unfunded proposals. 
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Department View - Proposal List Details tab

Click on the Details tab to see additional information for all proposals listed or checked. 
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Department View - Proposal List Details tab

Scroll right for more information.  Click on any column title to change sort order.
Click the Export button to export selected data. Click the X to return to snapshot view. 
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Investigator View

Click an Investigator’s name to view that PI’s projects, awards, proposals, and protocols.
The email link opens a new email message addressed to the PI.
Study Team Lookup, eCert, and eScan link to the respective application. 
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Investigator View – Filter tab

Click on the filter tab to view ended and/or archived Projects. 
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Investigator View- Report Tab

To see the Line Item Rollup for multiple projects, select the projects then click the Reports tab 
then “Line Item Rollup.”
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Investigator View – Details tab

Click on the Details tab to see additional information for all projects listed or checked. 
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Investigator View Details Tab

Scroll right for more information.  Click on any column title to change sort order.
Click the Details tab to return to snapshot view. 
Click the Export button to export selected data. Click the X to return to snapshot view. 
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Investigator View – changing to Awards or Proposals 

Use the tabs at the top to switch to Awards, Proposals, or Protocols. 
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Project Details View

Information on the top of the Project Details page will continue to display on all pages under the 
Project Details view.

• Project Title
• Sponsor Balance
• Project Number
• Tabs for additional project information

Information at the bottom of the Project Details page shows when the data was last loaded.  It will 
display on all pages under the Project Details view.
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Project Details At a Glance

Information on the left side of the Project Details page will 
continue to display on all pages under the Project Details 
view.

• Items in blue are links.

• The Award ID number will redirect to the Award Details 
page.

• The PI’s name will send an email to the PI. 

• The SPO’s name will send an email to the Sponsored 
Program Officer.
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Project Details Overview Tab

The Overview tab is the default tab and displays the Project Financial Summary.  
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Project Details Overview Tab

Click on the “as of month” drop down arrow to select a different month to view.
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Project Details Overview Tab

Scroll down to see Project Specific code information regarding the project.
A date stamp is displayed stating when data was last updated.  
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Project  Demographics Tab

The Demographics Tab lists all Investigators and all Departments on the project
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Project  Transactions Tab

The Transactions Tab lists all expenditures and commitments on the project not including payroll 
costs.  The Invoice is attached and is selectable when in blue font.
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Project  Transactions tab - options

Expenditures will show the current transactions.  Use the date range feature to change the start 
and end dates.  Click Load Custom Range to update

Information displayed can also be exported by clicking the Export buttons.  
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Project  Transactions tab - options

Click the Category drop down arrow to filter expenditure types.  
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Click the Budget drop down arrow to view Sponsor Cost, Cost Share, and Third Party Cost.
Information displayed can also be exported by clicking the Export buttons. 

If there is a question or concern regarding a transaction, click the Contact Us link to send 
an email to the OSP Finance department. 

Project  Transactions tab – contact us
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Project  Payroll tab

The Project Payroll tab lists all payroll costs.
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Project  Payroll tab - options

Use the date range feature to change the start and end dates.  Click Load Custom Range to 
update.
Click the Budget drop down arrow to view Sponsor Cost, Cost Share, and Third Party Cost.
Information displayed can also be exported by clicking the Export buttons. 
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Project  Payroll Tab - details

Click the plus sign next to a payroll transaction to display details on that item including any 
commitments.

You can also click the Expand All button                          to display detail on all transactions.

If there is a question or concern regarding a transaction, click the Contact Us link 
to send an email to the OSP Project Payroll department. 

Scroll to bottom of Commitments page to see when data was last updated.  
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Project  Documents Tab

The Documents Tab displays documents associated with the Project.
PA005 will redirect to the ePA005 application. 
Month End Financial links will redirect to the e-MEFS for the month selected.
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Investigator View - Awards

Selecting Awards under a PI’s name, displays all current awards for the PI/coPI selected.  
You can also view Awards which have been archived by clicking the Filter tab.
Click on the Details tab for additional information of all awards listed or checked. 
Click the Award title to display the detail of that award.
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Award Details View

Information on the top of the Award Details page will continue to display on all pages under 
the Award Details view.

• Award Title
• Award to Date Amount
• Award Number
• Tabs for additional award information

Information at the bottom of the Award Details page shows when the data was last loaded.  

Information is accurate as of 09/28/2017 
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Award Details At a Glance

Information on the left side of the Award Details 
page will continue to display on all pages under 
the Award Details view.

• Items in blue are links.

• The PI’s name will send an email to the PI. 

• The SPO’s name will send an email to the 
Sponsored Program Officer.



ORIS

PI Portal

Award Details - Overview

The Overview tab is the default tab and displays Amendment information.
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Award Details - Overview

Scroll down to see Terms, Attributes, and Other Information.
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Award Demographics

The Demographics Tab lists all Investigators and all Departments on the Award.
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Award Demographics 

Scroll down the page to view Sponsor contact information
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Award Projects Tab

The Projects Tab lists all projects on the Award as well as Protocol information.  
Click the Project Title to be redirected to the Project Detail pages.
Click the Protocol Title to be redirected to the Protocol Detail pages.



ORIS

PI Portal

Award Reports Tab

The Reports Tab lists reports on the Award.  
Click on column headings to change the sort order.
Information displayed can also be exported by clicking the Export button
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Award Financials Tab

Displays Funding information and lists Invoices. Clicking on an invoice number will show 
additional information on that item. 
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Award Documents Tab

The Documents Tab displays documents associated with the Award.
PA005 will redirect to the ePA005 form.
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Investigator View - Proposals

Selecting Proposals under a PI’s name, displays all current proposals for the PI/coPI selected.  
Click on Details for additional information of all proposals listed or checked. 
Click the Proposal Title to display the detail of that award.
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Proposal Details View

Information on the top of the Proposal Details page will continue to display on all pages under 
the Proposal Details view.

• Proposal Title
• Proposed Amount
• Proposal Number
• Tabs for additional proposal information

Information at the bottom of the Proposal Details page shows when the data was last loaded.  
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Proposal Details At a Glance

Information on the left side of the Proposal 
Details page will continue to display on all pages 
under the Proposal Details view.

• Items in blue are links.

• The PI’s name will send an email to the PI. 

• The SPO’s name will send an email to the 
Sponsored Program Officer.
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Proposal Demographics

The Demographics tab is the default tab and lists all Investigators and all Departments on the 
Proposal.  Items in blue are links to other information. 
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Proposal Documents

The Documents Tab displays documents associated with the Proposal.
PA005 will redirect to the ePA005 form.
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Investigator View - Protocols

Selecting Protocols under a PI’s name, displays all current protocols for the PI/coPI selected.  
Click the Protocol Title to display the detail of that award.
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Protocol Details View

Information on the top of the Protocol Details page will continue to display on all pages under 
the Protocol Details view.

• Protocol Title
• Protocol Number
• Tabs for additional protocol information

At the bottom of the page, a link to Buck-IRB is displayed.



ORIS

PI Portal

Protocol Details At a Glance

Information on the left side of the Protocol 
Details page will continue to display on all pages 
under the Protocol Details view.

• Items in blue are links.

• The PI’s name will send an email to the PI. 
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Protocol Demographics

The Demographics tab is the default tab and lists all Investigators on the Protocol.    
Items in blue are links to other information. 
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Protocol Awards

The Awards Tab displays awards associated with the Protocol.
Click on the Award title to be redirected to the Award Details pages.



If you need assistance a Help/Feedback button is located on the 
lower right hand side of every page in the PI Portal.  

For technical or access issues, you can contact the ORIS Help Desk directly.
• Website:  orhelp.osu.edu
• Email: orhelpdesk@osu.edu
• Phone: 614-688-8288

For specific questions regarding your project or award, contact your 
Sponsored Program Officer.
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How to reach us

mailto:orhelpdesk@osu.edu
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