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2A. EPASS System: Login and PI Selection 
2A-01 Log in to the EPASS System [http://epass.research.ucla.edu/Account/LogIn] using your UCLA 

Single Sign-On Credentials and Multi-Factor Authentication. 
  

 
 

2A-02 To create a NEW Proposal for submission, click on “New Proposal” from the navigation panel at 
the top of the screen: 
 
 

 
 

2A-03 This will open the “New Proposal” screen: 
 

 

http://epass.research.ucla.edu/Account/LogIn
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2A-04 Select the Principal Investigator (PI) 

 
 

 
 
Select PI using the dropdown. If more than one PI with the same name exists, confirm correct 
PI using their EIN/Home Department.   
 
If PI is not yet in the dropdown, then click on the link under the dropdown to view the options. 
 

 
 
This will provide the name of the administrators that may be able to confirm whether the 
individual may be added into the EPASS system.   
 
If this is a “New PI” not yet at UCLA, then you may manually enter their information by clicking 
the correct link to do so.  Scroll to the end of the screen to find the link to manually enter the 
PI. 
 
 

 
 
This will lead you to complete the information regarding the PI.  
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Enter all the information in the text fields.  Note that the PI may not have an EIN as they are 
not yet in UCPath.  At a minimum, the first name, last name and email address must be 
provided. 
 
Take note that the PI Signature will have to be collected outside of the EPASS system, though 
the proposal may still be submitted to OCGA.  The remaining required signatures may still be 
routed through the EPASS system. 
 
Be sure to note the PI start date in the Remarks section.   
 

 Confirm if this submission is a Preliminary Proposal/LOI/White Paper 
 

 
 
If this is not a full proposal submission, please select YES.  Note that the required EPASS fields 
for Preliminary Proposals are not as extensive as a full proposal submission.  
 
If this is not a preliminary proposal, select NO. 
 
For the steps following a “YES” response to this question, please see EPASS Guide 2B 
“Preliminary Proposal”. 
 

2A-05 Complete the remaining new proposal fields 
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1. Use the calendar to select the due date of the proposal. 
2. Enter the time the proposal is due (or use the dropdown).  Note that the time due must 

be in Pacific Standard Time. 
3. Select the name of the EPASS Preparer if different than the individual completing the 

EPASS.  Communications regarding the EPASS will be sent to this individual. 
2A-06 Once completed, click Start to begin filling out the EPASS Record.  
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2B.1 EPASS System: Preliminary Proposal/LOI/White Paper 
2B-01 For Preliminary Proposals/LOI/White Papers, please follow these instructions: 

 

 
  
 
 

2B-02 Enter the following fields: 
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1. Enter the PI 
2. Mark “YES” for Preliminary Proposal  
3. Enter the Due date and Time of the preliminary proposal 
4. Select the Deadline Type  

 
Click Start. 

2B-03 This will open the “New Proposal” screen, but you can note that it will not have all of the tabs 
required for standard proposals.  No checklist section will be required. 
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1. Confirm the PI 
2. Enter any Co-PI/Multiple PI, if applicable 
3. Enter Fellow 
4. Save and Next 

2B-04 Enter the Department Information 
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1. Enter “No” For award received by OCGA as this is a preliminary proposal and may lead 
to a full proposal invitation. 

2. Select the administering department and complete the appropriate account/cost 
center 

3. Using the dropdown, select the department administrator who would be the best 
contact for this preliminary proposal.  Their phone number and email should auto-
populate.  

4. If this proposal is being submitted under a campus center/ORU, please use the 
dropdown to select the correct unit. If the desired unit is not available, please select 
“Other” 

5. If “Other” is selected, the text area will be available to enter the name 
6. Save and Next 
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 Enter the Proposal Type Information 
 

 
 

1. Enter the Special Program Type. If none, please select “Not Applicable” 
2. Select Anticipated Award Type, if full proposal is funded 
3. Select “Preliminary Proposal” as the Proposal Type 
4. Select the type of work proposed  
5. If this is related to an existing record, please note what action type this may be  
6. If (5) is Yes, the current sponsor award number/fund number/PATS record number 
7. Save and Next 

 
2B-05 Enter the Sponsor Information 
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1. Enter the Sponsor Name. If not listed, please click on blue hyperlink to expand sponsor 
information section and manually enter 

2. Enter sponsor contact information (name, email, phone and URL) 
3. Enter Sponsor Due Date 
4. Enter Sponsor Due Time. Note this must be in Pacific Standard Time (PST) 
5. Select Deadline Type (Electronic, Receipt, Postmark) 
6. Confirm if there are sponsor guidelines (Yes/No).  
7. If yes is selected, you may enter the Name/Number OR additional fields will appear to 

allow you to upload a copy of the guidelines or enter the URL: 
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If this is a flow-through award, please enter the same for the prime sponsor section: 

 
 
 

1. Enter the PRIME Sponsor Name. If not listed, please click on blue hyperlink to expand 
sponsor information section and manually enter 

2. Enter Prime sponsor contact information (name, email, phone and URL) 
3. Enter PRIME ponsor Due Date 
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4. Enter Prime Sponsor Due Time. Note this must be in Pacific Standard Time (PST) 
5. Select Deadline Type (Electronic, Receipt, Postmark) 
6. Confirm if there are PRIME Sponsor guidelines (Yes/No).  
7. If yes is selected, you may enter the Name/Number OR additional fields will appear to 

allow you to upload a copy of the guidelines or enter the URL: 
 

 
 
Save and Next 

2B-06 Additional Forms Required 
 
For Preliminary Proposals, no full checklist is required to be completed. Only two questions 
are included in this section regarding industry sponsored research: 
 

 
 

1. Mark YES if this award should be under review by the UCLA Technology Development 
Group (Industry Sponsored, non-Clinical). Otherwise, select NO. 

2.  Mark YES if this award should be under review by the UCLA Clinical Trials Contract & 
Strategic Relations (CTC&SR) (Industry Sponsored Clinical Trial). Otherwise, select No. 

3. Save and Next. 
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 Enter Funds Requested 
 
Note that this section is optional. If there is no budget required to be submitted, it will not 
cause any validation stops when submitting for signature. 
 
 

 
 
 
For this section please fill out the Direct and F&A costs if applicable.  If only a lump sum is 
noted in the preliminary proposal budget, then please enter it in the direct costs.  
 
Save and Next. 

2B-07 Remarks and Attachments 
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1. Enter any comments or remarks that may be helpful to the reviewer 
2. Enter the electronic system where the preliminary proposal may be reviewed.  Please 

be sure to mark the system and appropriate proposal identifier 
3. If no electronic system is required, please upload the preliminary proposal 
4. Upload any other documents that may be required 
5. Click Save and Next 

2B-08 Review Screen 
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1. Review any errors.  These errors must be corrected before the ability to send for the 
PI’s signature is enabled 

2. Warnings may be reviewed, but are not required to be fixed prior to sending for the 
PI’s signature. 

 
Hyperlinks are provided to take you directly to the section which requires correction/review. 
 
This page will also render a copy of the EPASS for review. When all errors are resolved, it will 
allow the routing of this record to the PI and also display a preview of all signers for this 
record.  Since this is a preliminary proposao, only the PI Signature is required: 
 

  
  
To send for routing to the PI, click on “Submit for Review”. 
 
A pop-up will appear. 
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Please confirm the submission of this record to the PI by clicking “Submit for Review”.   
 

2B-09 Submission Review Screen 
 
This will lead to the summary screen of the submission, including preliminary proposal 
information, documents, and routing information.  Note that in order to submit this to OCGA, 
the PI MUST sign.  At this point, the record is still editable, except for the proposal type.   
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From here, you can also send reminders for the PI to sign the EPASS or if needed, delete the 
record. 
 

2B-10 Once the record has been signed, this record must be submitted to OCGA.  If this is a record 
for TDG or CTC&SR, the EPASS may be downloaded and sent to the respective reviewing 
office via email.  At this point, edits may still be made to this record.  
 

 
 
If any edits are required, click “Edit EPASS”.  Changes may be made only before submission to 
OCGA.  Once submitted, editing is locked. 
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2B-11 Send to OCGA for review 
 

 
 
To submit this preliminary proposal record, click “Send to OCGA”.  This will trigger a 
notification to the OCGA Proposal Intake Team to review and assign this preliminary proposal 
to the appropriate contact.   
 
A pop-up will appear and will allow any additional notes to be provided to the Proposal Intake 
Team/Reviewer.  Note that these notes are not recorded in the submission record: 
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Once notes are added (not required), click “Send to OCGA”. 
 
The page will refresh to indicate that this record has been sent to OCGA PIT: 
 

 
 
Once PIT assigns this record, an email will be generated to confirm the assignment and the 
reviewer information. 
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2C. EPASS System: Principal Investigator 
2C-01 Once the PI, Due Date and Preparer Information are entered, the Principal Investigator page 

will populate with the PI Information auto-completed from the previous page.   
 

 
 
Instructions for this specific tab are provided in the PDF link at the top of the page. 
 

2C-02 Verify the PI name selected is correct. If necessary, update the PI name. 
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2C-03 If applicable in the proposal, complete the Co-PI/Multiple PI #1 and #2 
 

 
 

1. List other UCLA Principal Investigators as defined by UCLA Policy 900. 
2. If there are more than one Co-PI/Multiple PI for this proposal, click “Add Co-PI” to add 

their names.  
3. If there is no Co-PI that is needed to be added or if a previously added individual 

requires to be deleted, click “Delete Co-PI” 
 

2C-04 If Co-PI is not yet in UCPath, then click on the link under the dropdown.  
 

 
 
This will lead you to complete the information regarding the Co-PI.  
 

 
 
Enter all the information in the text fields.  Note that the Co-PI may not have a nine digit EIN as 
they are not yet in UCPath.  At a minimum, the first name, last name and email address must 
be provided. 
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The Co-PI Signature will have to be collected outside of the EPASS system, though the proposal 
may still be submitted to OCGA.  The remaining required signatures may still be routed through 
the EPASS system. 
 
Be sure to note the Co-PI start date in the Remarks section.   
 

2C-05 Complete the following step if this proposal is for an Individual Fellowship 
 
Select the name of the Fellow, if the department administrators have added their information 
into the EPASS system. 
 

 
 
If their information is not avaible, they may be manually entered. 
 

 
 

 
 

Enter the Fellow’s information: Name, nine digit EIN (if available), Email and Work Phone 
Number.  If there is a fellow, all of the fellow information fields are required to be completed.  
At a minimum, the first name, last name and email address must be provided. 
 
Note that the Fellow’s signature will need to be collected outside of the EPASS system if they 
are not in the system. 
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Note: The PI for this application should be the mentor/advisor.  
 

2C-06 Save and Next 
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2D. EPASS System: Departmental Information 
2D-01 Complete the department or Organized Research Unit (ORU) information. 

 

 
 

Instructions for this specific tab are provided in the PDF link at the top of the page. 

2D-02 Is this is a DRA submission?  
 

 
Select “Yes” or “No”. 
Take note of the DRA attachment/proposal identifier requirements in Guide 2J, Step 2J-03.  
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2D-03 Is this EPASS being created for an award that has already been received? 
 

 
 

Select “Yes” or “NoO”.   Please take note that if a proposal is required to be submitted, select 
NO. 
 
If you mark “Yes”,  the following will appear: 
 

 
 

1. Has this award been sent to the OCGA Office and was a PATS number created for this 
award?   

a. If “Yes”, enter the PATS number: 

 
Please contact OCGA Award Intake or your assigned OCGA Staff member to obtain this information if 
you are unable to locate it. 
b. If no PATS number exists, select “No”. 

 
2. Upload a copy of the award document to this section for OCGA review.  It will also 

appear in the Attachments tab.  
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Note that the Award Snapshot is not an award document.  This document should be a sponsor 
issued notice of award/agreement that requires review and negotiation by the OCGA 
Officer/Analyst. 
 

2D-04 Enter the Administering Department and FAU information 
 

 
 

1. Select the department/unit/ORU that will have primary responsibility for administering 
the award, from the dropdown. This may or may not be the PI's home department. 

2. Provide a Recharge ID to be used in the event OCGA needs to ship documents related 
to the proposed project.  

3. Provide an appropriate department account number (e.g., 44XXXX, 77XXXX, 78XXXX, 
40XXXX) to be assigned if an award is issued in response to this proposal. Only one 
number should be listed that corresponds to the primary activity of the project. 

4. List the applicable cost center if the administering department uses these designations; 
otherwise, enter “N/A”. 

5. If an additional Account Number/Cost Center applies to this project, click the “Add 
Account Number/Cost Center” button. 
 

 
 

2D-05 Complete the Departmental Contact information 
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1. Select the name of the department contact.  Populating the name from the dropdown 

may auto-populate the phone number and email of this contact.  If the information 
does not populate or requires correction, please do so. 

2. Provide contact phone number for the departmental administrator 
3. Provide contact email for the departmental administrator 
4. If your department/unit has a single Pre-Award e-mail address for all proposal related 

correspondence, enter it here. 
5. If your department/unit has a single Post-Award e-mail address for all award/Post-

Award related correspondence, enter it here. 
6. If the proposal is affiliated with or uses the resources of a campus center(s) and/or 

organized research unit(s), select the supporting center or ORU from the drop-down 
list.  Otherwise, select Not Applicable. 

7. If the center/ORU does not appear in the list, select “Other”, and identify the 
supporting center(s) or ORU in the text field. 
 

2D-06 Preparer 
If necessary, the Preparer of this EPASS record may be updated in this screen using the 
dropdown: 

 
2D-07 Save and Next. 
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2E. EPASS System: Proposal Information 
2E-01 Complete the Proposal Information. 

 

 
Instructions for this specific tab are provided in the PDF link at the top of the page. 

2E-02 Enter the proposal title as it appears on the proposal face page/cover sheet 
 

 
2E-03 Is this COVID-19 Subject Matter? 

 

 
 

If this proposal is for research on COVID-19, select “Yes” or “No”. 
 

2E-04 Enter the project dates as it appears in the proposal 
 



 
 

  October 2023 
 

 
Using either the calendar tool or manual entry: 
 

1. Enter the dates (month/day/year) of the proposed project period start based on 
sponsor guidelines or in consultation with the PI. 

2. Enter the dates (month/day/year) of the proposed project period end based on 
sponsor guidelines or in consultation with the PI. 

2E-05 Save and Next. 
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2F. EPASS System: Proposal/Award/Program Type 
2F-01 Please complete the proposal type demographics. 

 

 
 

Instructions for this specific tab are provided in the PDF link at the top of the page. 

2F-02 Select the Special Program Type  
 
Using the dropdown: 

 
 
The dropdown will provide the following options: 
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Select the type of special program type from the drop-down menu. 

2F-02 Select the Award Type  
 
Using the dropdown: 

 
 

The dropdown will provide the following options: 

 
 
Select the anticipated type of funding mechanism from the drop-down.  

2F-03 Select the Proposal Type 
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Using the dropdown: 

 
 
The dropdown will provide the following options: 

 
 
Select the anticipated type proposal type from the drop-down. 

2F-04 Please select the Program Type  
 
Using the dropdown: 

 
 

The dropdown will provide the following options: 
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Select the type of sponsored project activity from the drop-down menu.  

2F-05 Relate to an Existing Award or Master Agreement 
 
If this proposal relates to an existing an award, please use the dropdown to select the type of 
action.   This action should not be a new proposal. 
 

 
 
The dropdown will provide the following options: 

 
 
If applicable, select the appropriate Action Type from the drop-down menu.  If none apply or it 
does not apply to an existing award, select “Not Applicable”. 
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2F-06 If the proposal relates to an existing proposal/award, select the action type and then provide 
the current sponsor award or other ID.  
 
This field may be blank if not related to an existing award. 
 

 
2F-07 Save and Next. 
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2G. EPASS System: Sponsor Information 
2G-01 Complete the sponsor information. This section also has fields pertaining to the prime sponsor, 

if applicable. 

 

 
Instructions for this specific tab are provided in the PDF link at the top of the page. 
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2G-02 Indicate the name of the entity to which UCLA is submitting the proposal using the dropdown  
 

 
 
 
The dropdown has a smart search option to locate the sponsor name: 
 

 
 
If the sponsor is not listed, click on the link below the dropdown to enter the New Sponsor 
Information. 

 
 
Enter the sponsor name in the text field.  
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2G-03 Provide the Sponsor Contact Information, if known 

 
 

1-3. If known, enter the point of contact for the sponsor (name, e-mail address and 
phone number).* 
 
If this application requires a hard-copy submission, enter the mailing address in the 
Remarks section. 
 
Note: All applications that are shipped via private carrier require a phone number and 
street address. 
 
4.  Provide the URL for the Sponsor Website 
 

* It is highly recommended to enter a contact for Subgrant or Subcontract proposals. 
 

2G-04 Complete the Proposal Submission Information 
 
This information should be pre-filled from previous screens.  Please edit as necessary. 
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1. Indicate the date the application is due to the sponsor. For subawards, the sponsor is 
defined as the entity to which UCLA is submitting the proposal.  If no deadline or  
“ASAP” is indicated, a standard deadline of five (5) business days from the date of 
receipt will be used. 

2. Indicate the time the application is due to the sponsor (Pacific Time only). 
3. Select the applicable deadline type from the drop-down menu.  If sponsor requires 

both electronic and hard-copy submission, provide the additional information in 
Remarks. 

 

2G-05 Enter the Sponsor Guideline Information. 
 
For sponsor guidelines, indicate Yes/No.   

 
 
If yes is selected, the guidelines must be provided by one of the following methods: 

 
1. Upload as an attachment directly in the Sponsor Information Screen.  A description of 

the file may be entered, if necessary. 
2. Enter the name/number of the funding opportunity in the text box or type “URL” if the 

guidelines are available on a website.  The full URL may be provided in the Remarks 
section.   

 
If “No”, provide an explanation in the Remarks section. 
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2G-06 UCLA as the Subrecipient (Prime Sponsor Information) 
 
If applicable, where UCLA is submitting a Subgrant or Subcontract proposal, the prime sponsor 
information must be provided. When UCLA is the subrecipient, the same information is 
required for the Prime Sponsor, as for the Sponsor (see Sponsor Information, above).  
 

 
 
Enter the prime sponsor information.  

2G-07 Save and Next. 
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2H. EPASS System: Proposal Checklist 
2H-01 Complete the proposal checklist information. Check “Yes/No” for each question.  For the on/off 

campus space address fields, be sure to include the complete address/room numbers. This 
section must be completely filled out. 
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2H-02 

 

 
 
Check “Yes”/”No” for each question. Responses are required for all sections.   
 
Instructions for this specific tab are provided in the PDF link at the top of the page. 

2H-03 PI Exception 
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Check “Yes” to indicate if the PI meets the eligibility criteria to serve as PI.  If the PI is not 
eligible to serve, select “No”.   
 
If “Yes” is checked, the document may uploaded in this tab itself: 

 
 

2H-04 On/Off Campus Space 
 

 
 
Indicate whether the proposed project will be conducted on campus, off campus, or both on 
and off campus.   
 
For on campus space, if the building is not listed enter the name of the building in the space 
provided. The room number should also be provided.  For off campus space, the address should 
be entered in the space provided. 
  
Note: At least one response must be marked as “Yes”. Both responses may not be “No”. 
 

2H-05 Outgoing Agreements 
 

 
 
If “Yes”, the documents referenced in this section should be attached as a part of the complete 
proposal package for final submission. A new tab will appear at the top to provide the 
information and documents for the subrecipient institutions. 
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2H-06 Activities outside of the US or International Collaborators 
 

 
If “yes” is selected, you will be prompted to add the names of the countries where these 
activities will be taking place. 
 

 
 
Click “Add Country”. This will open a dropdown to select and add a country. 

 

 
 
Once a country has been selected, you may click on “Add Country” to add additional locations. 
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2H-07 Cost Sharing 

 

 
 
If cost sharing is marked “Yes”, provide the amount(s) and be sure to take note of the 
requirement by EFM. 
 
Cost Sharing: Project costs not borne by the sponsors, but supported by contributions from the 
University and/or third parties.  Select the type of cost sharing that may applies.  The value 
entered must be greater than $0. 
 
For more information on types of cost sharing/matching, refer to the UC Contract and Grant Manual (5-300). 
 

2H-08 Unfunded Effort 
 

 
 
If Unfunded Effort is proposed, select “Yes”. 
 
In accordance with UC Policy unfunded effort must be reported in ERS. This does not apply to 
salary cap differential. 
 

2H-09 Anticipated Program Income 
 

https://www.ucop.edu/research-policy-analysis-coordination/resources-tools/contract-and-grant-manual/chapter5/chapter-5-300.html
https://www.ucop.edu/research-policy-analysis-coordination/resources-tools/contract-and-grant-manual/chapter5/chapter-5-300.html
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If “Yes”, specify the type of source of the program income and estimated amount.  
 

2H-10 Human Subjects 
 

 
 
If “Yes”, enter IRB protocol number or “Pending”. 
 
If the proposed use of human subjects is to be defined after award as part of the proposed 
scope of work, describe this clearly in the scope of work and in the proposal narrative section   
describing use of human subjects, and check the box labeled “Delayed Onset.” 
 

2H-11 NIH Funded Clinical Trial 
 

 
 
If “Yes”, investigators and staff involved in the conduct, oversight, or management of clinical 
trials should be trained in Good Clinical Practice.  
 
If the Sponsor or Prime sponsor is selected as NIH or a any of the NIH Institues, the question for 
Human Subjects is marked as “Yes”, and the “NIH Funded Clinical Trial” question also marked 
as “Yes”, then an additional section will appear at the bottom of this page (“NIH-Funded Project 
Personnel”).  This section is intended to list those individuals that are required to be trained in 
Good Clinical Practices per the NIH requirements.   
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The PI’s information will be auto-filled. Enter the date the PI completed the GCP training.  This 
field is not required at the time of proposal submission; however, may be required at JIT or 
when an award is accepted.  
 

 
If there are no other individuals that are required to have completed the training, check the 
box. 
 



 
 

  October 2023 
 

 
If there are additional individuals that must be listed as having required to take the GCP 
Training, enter their names in the section provided. To add additional names, click “+Add NIH 
Personnel”.   
 
Training is available through CITI Program, but may be accomplished through other sources 
(see NIH notice, NOT-OD-16-148).   
  

2H-12 Coverage Analysis 
 

 
2H-13 Animal Subjects 

 

 
 
If “Yes”, enter ARC approval number or “Pending”. 
 
If the proposed use of animal subjects is to be defined after award as part of the proposed 
scope of work, describe this clearly in the scope of work and in the proposal narrative section 
describing use of animal subjects, and check the box labeled “Delayed Onset.” 
 

2H-14 Radiation Safety 
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If “Yes”, enter Approval Number approval number or “Pending”. 
 

2H-15 Human Embryonic Stell Cell Research 
 

 
 

2H-16 Non-UCLA Materials/Equipment 
 

 
 
If “Yes”, describe the type and source of the non-UCLA materials/equipment. 

2H-17 Institutional Biosafety Committee 
 

 
 

2H-18 UC Intellectual Property 
 

 
 
If checked “Yes”, indicate the IP disclosure case number.  

2H-19 Export Control 
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For all responses marked “Yes”, provide the items and/or country name(s) in the space 
provided.   
 

2H-20 Save and Next. 
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2I.  EPASS System: Subawards 
2I-01 For OUTGOING Subaward Institutions under the proposal submission, the following fields 

must be completed: 
 

 
  
 
 

2I-02  

 
 
Using the dropdown, select the Subrecipient Institution Name: 
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1. Select name of Subrecipient institution 
2. Select the name of the Subrecipient PI 
3. If the institution name does not exist, click on the hyperlink to manually add the 

information (Below) 
4. If the PI name does not exist, click on the hyperlink to manually add the information 

(Below) 
5. Subrecipient Central Administrative Contact (Email) 

 
If Subrecipient is not in the list, complete the following:  
 

 
 

 
1. Enter the Legal Name of the Subrecipient Institution 
2. Enter the PI Name at the Subrecipient Institution 
3. Enter the Subrecipient Unique Entity Identifier (UEI) 
4. Enter the Subrecipient PI’s email address 
5. Confirm whether this institution is a for-profit entity. 

 
If the Subrecipient PI needs to be manually entered, click on the blue hyperlink and enter the 
following: 
 

 
1. Subrecipient PI Name 
2. Subrecipient PI email address 

 
2I-03 Outgoing Subaward Attachments 

 
Click on the  plus sign to add documents for this subaward institution: 
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1. Letter of Intent (LOI) _ Required for FDP Expanded Clearinghouse Members 
2. Scope of Work 
3. Budget 
4. Current IDC Rate Agreement 

 
The documents added will display under the attachments and maybe marked for deletion if 
needed: 
 

 
  

2I-04 Compliance Questions for Subrecipient 
 
Please mark the following as “Yes” or “No” for the work done at the subrecipient institution:  
 

 
Click SAVE to save this  information and update the tab name. 
 

2I-05 Adding additional Subaward Institutions. 
 
To add additional subaward sites, click on the following button: 
 

 
 
This will add an additional Subrecipient Tab 
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The same information must be completed for each subrecipient institution added to this 
proposal. 
 
 

2I-06 Once ALL subrecipients have been added, click on Save and Next. 
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2J. EPASS System: Additional Forms Required 
2J-01 Additional forms and information for the submission of the proposal may be required. If 

applicable, the forms are required to be submitted prior to the submission of the proposal. 
 

 
 

Instructions for this specific tab are provided in the PDF link at the top of the page. 
2J-02 COI (Conflict of Interest)  

 
The requirements for disclosure and forms can be found at the following hyperlink. 
https://rpc.research.ucla.edu/  
 
The following three questions will assist in determining which disclosure forms may be required 
for this submission.  For subawards, you may need to provide multiple types of COI forms. 
 

2J-03 COI for PHS or Agency with adopted PHS regulations (Sponsor or Prime Sponsor) or 
Department of Energy 
 

 
 
If the response is “Yes”, an additional section will appear.  The PI’s name will auto populate.   
The disclosure date will need to be entered. 

https://rpc.research.ucla.edu/
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1. To look up an individual’s eDGE disclosure information, the click on this link. It will 
redirect to the PHS/DOE FCOI Lookup tool 

2. Enter the eDGE disclosure date here 
3. If no other personnel is required to be listed, check the box “No Other Project 

Personnel...” 
4. To add personnel, enter the first name, middle initial, last name and email of the 

individual that is responsible for the design, conduct or reporting.  The disclosure date 
field should be populated with the date the eDGE disclosure was submitted/updated. 
 
To add additional personnel, click the “Add Personnel” and complete the same 
information as step 2. 

  
Note: It is required that either the checkbox is marked or additional names are added.  In 
addition, the disclosure dates are not required for submission to OCGA, but are required for 
proposal submission to the sponsor. 

2J-04 COI For Federal Non-PHS Agencies 
 

 
 
If “Yes” is selected, a copy of the 740 form (and if needed the Supplement form) is required to 
be provided to OCGA prior to submission of the proposal.  This section will expand and you can 
upload this form in this tab: 
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2J-05 COI for Non-Government Sponsor/Prime Sponsor 

 

 
 
The 700-U, 700-U Addendum, 700-U Supplement (as applicable), may be required for proposal 
submission, unless the sponsor is exempt.   
 
If determined that the form is required, then OCGA will no longer requires the original signed 
form, and now requires the form to be completed with a DocuSign Signature.   
 
If “Yes” is selected, the prompt to upload the form will upload: 

 
 
Note that the Certificate of Completion from Docusign is required to accept this document. 
 
 
 

2J-06 Industry Sponsored Research (TDG) or Industry Sponsored Clinical Trial 
  

 
 
 
NOTE: If either of these questions apply, then this submission will not be routed to OCGA for 
review.  The ability to route electronically will be disabled. The proposals should be routed via 
email to the following: 
  

1. If yes, this proposal should be routed to the UCLA Technology Development Group 
(TDG) 
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2. If yes, this proposal should be routed to the UCLA Clinical Trials Contract & Strategic 
Relations Office. 

 
2J-07 Save and next. 
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2K. EPASS System: Funds Requested 
2K-01 This section will be used to capture the requested funding information. Please ensure the data 

in the fields below match the proposal application. 
 
Enter whole dollars only.  The system will automatically format the data in the field and will not 
include decimals to indicate cents.  Decimals are allowed for F&A Rates. 
 

 
 
Instructions for this specific tab are provided in the PDF link at the top of the page. 

2K-02 Funds requested for the 1st Budget Period 
 
The following fields should be completed based on the requested budget (1st budget period 
only). 
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1. Indicate the direct costs for the 1st budget period 
2. Indicate the amount of direct costs that are not subject to/assessed F&A 
3. Indicate the F&A amount requested 
4. This field will auto-calculate the requested amount for the 1st budget period 

 
If no funds are requested, enter $0 as the value for the above fields. 

2K-03 Funds requested for the Project Period 
 
The following fields should be completed based on the cumulative requested budget.  Note 
that the system will provide an error if the project period costs are greater than the first 
requested budget period. 

 
1. Indicate the direct costs for the entire project period 
2. Indicate the amount of direct costs that are not subject to/assessed F&A for the entire 

project period 
3. Indicate the F&A amount requested for the entire project period 
4. This field will auto-calculate the requested amount for the full project period 

 
If no funds are requested, entering $0 as the value for the 1st budget period is sufficient. 
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2K-04 F&A (Facilities & Administrative costs) 
 
The following fields should be completed based on the approved F&A rate applied to this 
proposal. 

 
 

2K-05 Enter the F&A rate that is to be applied to this proposal 
 

 
 
Enter the percentage rate that applies to this proposal.  If there is more than one rate applied 
to this award, please explain in the Remarks.  
 
If no funds are requested or if no F&A costs are requested, enter 0. 

2K-06 Select the appropriate F&A Base Type 
  

 
 
The dropdown will provide the following options: 
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Select one option.  If Other is selected, specify the rate information in the text box.  
 

 
 
If no F&A is requested use 0% and enter TDC as the default base type. 
 
MTDC should only be used when the exclusions in the sponsor policy are the same as the 
exclusions in UCLA’s Federally Negotiated F&A Rate Agreement. 
 

2K-07 Save and Next. 
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2L. EPASS System: Remarks/Attachments 
2L-01 This section will be used to: 

• Review all the fields that may require addressing in the Remarks section. 
• Indicate the electronic proposal system required for submission, if applicable. 
• Upload any attachments (both required and optional) related to the proposal. 

 

 
Instructions for this specific tab are provided in the PDF link at the top of the page. 

2L-02 Remarks (optional) 
 
If any previous tabs required additional information to be added to the Remarks, the list will be 
provided as to which fields require addressing. 
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2L-03 Proposal Electronic System Identification 
 
If a Proposal Electronic System will be used for the submission of the proposal, no minimum 
documents are required to be uploaded in the EPASS system for submission to OCGA.  This field 
has a link with instructions as to how to name the Proposal Identifier for the various electronic 
systems. 
 

 
 

These documents must be available for review in the stated electronic system and OCGA must 
be granted for review.  If access has not been granted or the required documents are not 
available for review, the EPASS record will be returned to the preparer prior to assignment. 
 
To view the list of Electronic Systems, use the dropdown . 
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Once an electronic system has been selected, the electronic system proposal identifier must be 
entered in the provided text field. 

  
 
If the system is not listed in the dropdown, select Other. 

 
 
Specify the name of the system and also include the proposal identifier in the associated 
system. 
 

2L-04 Attachments, Minimum Documents Required and Routing to OCGA   
 
In order for a proposal to be routed to OCGA through the EPASS system, the 
documents/proposal materials must meet one of the following requirements.   If requirements 
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are not met, the EPASS system will not allow the proposal to be routed for PI Signature and 
subsequently for OCGA review. 
 

Scenario 1:  
Standard Proposal for 
Submission Through 
OCGA 

All minimum documents required for the review and submission to 
OCGA.  These must include, but are not limited to, the Draft 
Statement of Work, Final Budget, and Final Budget Justification.   
 
These items must be uploaded and attached in the EPASS System as 
a single PDF document under “Proposal”. 
 
The minimum document requirements may be found at the following 
link: 
 
https://ocga.research.ucla.edu/wp-content/uploads/minimum-
proposal-requirements.pdf 
  
The documents uploaded may not be blank.  If the requirements are 
not met, the EPASS record will be returned to the preparer by OCGA 
prior to assignment. 

Scenario 2:  
Proposal Uploaded in 
Proposal Electronic 
System 

The Proposal Electronic System must be selected and the Proposal 
Identifier completed in order to be assigned for review.  Documents 
are not required to be uploaded into the EPASS system.  If the system 
or identifier is not included, the EPASS system will not allow the 
proposal to be routed for PI Signature. 
  
In addition, OCGA must be granted access to the relevant proposal.  
The minimum documents (Statement of Work, Final Budget, Final 
Budget Justification, etc.) are to be available for review in the 
identified system.   
 
If the requirements are not met, the EPASS record will be returned to 
the Preparer. 

Scenario 3:  
No Funds Requested 
in Proposal ($0) 

At a minimum, the Draft Statement of Work must be uploaded.  No 
budget or budget justification will be required.   If the Draft Scope of 
Work has not been uploaded, the EPASS system will not allow the 
proposal to be routed for PI signature.  
 
This item must be uploaded and attached in the EPASS System as a 
PDF document under “Proposal”. 
 
The documents uploaded may not be blank.  If the requirements are 
not met, the EPASS record will be returned to the preparer. 

https://ocga.research.ucla.edu/wp-content/uploads/minimum-proposal-requirements.pdf
https://ocga.research.ucla.edu/wp-content/uploads/minimum-proposal-requirements.pdf
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Scenario 4:  
DRA Submission 

The Proposal Electronic System must be selected and the Proposal 
Identifier completed.  If the system or identifier is not included, the 
EPASS system will not allow the proposal to be routed for PI 
Signature. 
 
Prior to submitting to OCGA, you will be prompted to confirm 
whether the proposal was submitted. 
 
If the submission was not through an electronic system, then the 
complete proposal must be attached as per normal process (See: 
Scenario 1). 

 

2L-05 Uploading Proposal Attachments 
 
For proposals that are not for submission through a proposal electronic system, documents 
must be attached in the EPASS system in order to be routed to OCGA for review and 
assignment. Take note of the accepted file types and size limitations of the attachments.  
Please also take the time to review the “Minimum Proposal Requirements” attachments 
embedded in this page. 
 
 
 
For submissions through electronic proposal systems, see Step 2L-03 for instructions.  
 

2L-06 Uploading Minimum Required Proposal Documents 
 
For proposals packages that need to be uploaded, combine all of the minimum required 
documents (Statement of Work, Final Budget and Final Budget Justification) as a single pdf 
and upload under the Attachments section: 
 

 
 

Click “Attach Proposal” to add the proposal document to this EPASS record. 
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Note the instructions in red on the proposal attachment requirements. 
 

1. Click Browse.  Locate the PDF if the proposal attachment. 
2. Add a Description of the File  
3. Click ‘Save’ to upload and save the attachment to the record 

 

2L-07 Uploading Outgoing Subaward  documents 
 
Attach the required outgoing subaward documents.   Click on the blue “Attach Outgoing 
Subaward Document link. 
 

 
 
This will lead you back to the Subawards tab to upload the documents under each subrecipient 
added.  

2L-08 Uploading Additional documents 
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To attach other documents that may be required for the proposal submission, click on Attach 
File: 

 
 
This will open a section that will allow you to select a document type to upload and provides 
the descrption of the various documents that can be provided. 

 
 
Click on the dropdown button to view the types of documents that may be uploaded: 
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Select the appropriate attachment type and follow these instructions: 
 

 
 

1. Select Attachment Type from the drop down 
2. Click Browse. Locate Attachment and attach the file 
3. Add a Description 
4. Click ‘Save’ to upload and save the attachment to the record 

 
If additional documents are required to be uploaded, select the blue “Attach File” button and 
repeat the attachment process. 
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2L-09 Deleting Attachments 
 
To delete an attachment from the EPASS record, locate the attachment list.  Check box next to 
file that is to be deleted under “Mark for Deletion: 
 

 
 
Click Save at the bottom of the screen.  When the page refreshes, the attachment will have 
been removed. 

2L-10 Once the documents have been uploaded or the proposal system/identifier have been entered, 
click Save and Next. 
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2M. EPASS System: Final EPASS Review and Submission 
2M-01 This section will be used to review the responses in the EPASS system to ensure all questions 

have been addressed and all required attachments have been included.  It will also display a 
preview of the EPASS form generated given the responses. 
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 Errors (Fix before submitting) 
 
This section in red details any error or missing information in the EPASS responses.  

 
  
The specific sections are hyperlinked in the review field and will take you directly to the 
section that requires correction. Until all of these issues are resolved, the EPASS and Proposal 
may not be submitted to OCGA. 

2M-02 Warnings 
 
This section in yellow details any information that may be missing from the EPASS responses, 
but are not required to be completed or not applicable for submission. 

 
 
The sections are also hyperlinked for ease of navigation. 

2M-03 EPASS Preview 
 
Once the errors or warnings have been addressed, the EPASS that will be generated may be 
reviewed for any other errors.   If all have been addressed and the proposal is ready for 
submission for PI Signature. 
 

 
 
A copy of this EPASS rendering may be downloaded, if needed.  Note that this not a signed 
version. 
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2M-04 Submit for Review to the PI 
 
Once the proposal is ready for submission (error free) to the PI for signature, a button for 
submission will appear after the EPASS preview.  
 

 
In addition, the department’s signature routing (“Signers Preview”) will also be displayed.  
These are the signatures that will be required in order for the EPASS to be considered “Fully 
Signed”. 
 
See Guide 2M for the EPASS Routing and Approvals Guide. 

2M-05 Review Proposal 
 
Once the proposal has been submitted to the PI, the review proposal screen will pop-up. 
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This screen will summarize the basic information regarding this submission, note all of the 
attachments or proposal electronic system identifier and also confirm the routing for a fully 
signed EPASS.   
 
A button to edit fields of the EPASS is also available if changes are necessary, as well as a 
button to resend a reminder to the PI in case the signature is not obtained. 
 

2M-06 

 

Sending the Completed EPASS to OCGA (Non-DRA Submissions) 
 
Once the PI has reviewed and approved the EPASS and proposal documents, it will be routed 
back to the preparer for submission to OCGA and to the remaining individuals that are 
required for signature, simultaneously.   For submission to OCGA, only the PI’s signature is 
required; however, for full submission to the sponsor the EPASS is required to be fully signed.   
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Here, there are two options.  (1) Send to OCGA or (2) Edit the EPASS.  
 

 
 

To send to OCGA, click on the “Send to OCGA” Button.  To edit the EPASS, click “Edit EPASS” 
and it will redirect to the EPASS details. 
 

2M-07 Sending the Completed EPASS to OCGA for DRA Submissions 
 
For DRA Submissions, the review screen will request a confirmation as to whether the 
proposal has been submitted or not. 
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A lack of response or a response indicating that the proposal has not been submitted will 
disable the ability to send the proposal to OCGA.   
 

 
 
One confirmation has been received, you may click “Yes” and then the “Send to OCGA” to 
submit to the Proposal Intake Team for PATS record assignment. 

2M-08 The proposal has now been routed to the OCGA Proposal Intake Team for Review. 
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2M-09 If there are no errors or changes required in the EPASS record, the OCGA Proposal Intake 
Team will approve and assign the proposal for review to an OCGA Staff member via PATS.  The 
record will also be submitted to PATS, where the record will be auto-generated and filled.  
 
Note: If the proposal or EPASS requires any changes, please review the steps in Guide 2L 
(“EPASS Returned to Preparer”) 
 
Once the PATS Institution number has been generated, the EPASS System record will update 
to reflect the newly created PATS Number. 
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2M-10 In addition to the updated EPASS record, an automated email will be generated confirming the 
OCGA assignment and the newly created PATS number.   
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For DRA Submitted awards, the notification will indicate the receipt and recording of the 
proposal.  No deadline information will be included. Sample email is below: 
 

 
2M-11 The proposal is now in review by OCGA 

 
For questions regarding the proposal review, you may contact the OCGA staff member as 
noted on the email notification. 
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2N. EPASS System: EPASS Records Returned to Preparer from OCGA 
2N-01 This section will detail the steps in which OCGA has returned an EPASS for corrections and what 

actions may be taken to review/correct and resubmit.   
 

 
 

2N-02 Reviewing returned EPASS Records 
 
There are two ways to review and locate returned EPASS records. 
 

1. In the Preparer Dashboard, click on the “Requires Preparer Review” tab. This will lead 
you to the list of proposals that have been returned to the Preparer: 

 

 
 

2. A notification will be issued to the preparer via email notifying of a record requiring 
changes/additional review.  
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1. The email will include: 
a. The Comments provided by the OCGA Proposal Intake Team/Reason for Return 
b. The EPASS ID 
c. A link embedded that will take you back to the proposal record. 

 

2N-03 Once the record has been located, click, open the returned record: 
 

 
 
 

 
 
 
This will lead you back to the Review Proposal Screen:  
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2N-04 Reviewing and Replying to Notes 
 
In order to review the notes that OCGA’s Proposal Intake Team has included with the returned 
record, click on the “Notes” Tab: 
 

 
2N-05 Click on the subject line of the most recent note to view the content: 
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The note is also included in the email notification when the record is returned to the Preparer. 
 
To open a pop with ALL notes that have been sent to the preparer, click on the “View All 
Notes” button. This will open a pop-up: 
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This window may remain open while making any edits to the record. 
 

2N-06 If any action is required within the EPASS system, edit the EPASS information as necessary. 
 
In order to edit the EPASS, click the “Edit EPASS” button in the review screen.  This will open up 
the record in “Edit” mode: 
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Once the change/corrections are complete, hit save and return to the “Preparer Dashboard” 
screen of the EPASS record.  Navigate back to the “Review” screen to respond to OCGA and 
resubmit the proposal. 
 

 
 
 
 

 
 

2N-07 Navigate back to the note. A response may be submitted in the text field provided: 
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2N-08 If additional recipients are to be included on the response, click on “Add Recipient” and add 
from the provided pick-list. 
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2N-09 After a response has been entered, click “Send” to submit the note to the OCGA Proposal 
Intake Team.  
 

 
 

2N-10 Once all requested changes/corrections have been made, the proposal must be resubmitted to 
OCGA for review.  
 
To resubmit, click the “Send to OCGA” button. 
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2N-11 The OCGA Proposal Intake Team will review the changes/corrections.  When they determine it 
meets the criteria for assignment, they will approve and assign the proposal for review. 
 
An email will generate confirming OCGA assignment and the newly created PATS number.   
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The newly generated PATS number will also display in the EPASS system. 
 

 
 

2N-12 The proposal is now in review by OCGA 
 
For questions regarding the proposal review, you may contact the OCGA staff member as noted 
on the email notification. 
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