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Electronic Prior Approval Request System
User Instructions

Access the Online PAR Application from this page:
http://www.ncsu.edu/cng/par

The newly created Online PAR Application streamlines prior approval requests from the
department/PI to the College Research Office, then on to C&G and Sponsored Programs.
The online PAR system also provides accountability for all who manage and process
PARs. Atany time during the life of a PAR a user is able to view the PAR’s status,
current location and all actions taken thus far.

1. What project actions require a Prior Approval Request?
Rebudgets

No-Cost Extension Requests

Pre-award Costs

Subaward Requests/Modifications

Equipment Acquisitions

Travel Requests — Foreign and Domestic

Change in scope/objective of project

Change in Principal Investigator

Other

CoNooUA~AWNE

2. Who initiates a PAR?

A PAR can be initiated at either the Principal Investigator (PI) or department Bookkeeper
(BK) level. All PARs follow a workflow similar to the one shown below:

DH or designee must
approve PAR prior to it
being routed to the CO
level.

GB evaluates the PAR and
processes accordingly. The
name and telephone ext. of
the C&G fiscal manager
assigned to your PAR is
located at the top of the PAR

che ‘Active’ status.

Bookkeeper (BK)

l

Principal Investigator
(P

l

Bookkeeper (BK)

l

Department Head (DH)

l

College Research Office
(CO)

l

Contracts & Grants
(CG)

l

SPARCS (SP)
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PARs can be initiated at the BK or
Pl role. All PARs pass through the
BK role after the Pl approves so
that the BK is aware of any
changes/comments made by the PI.

The CO level reviews all PARs and
can make changes, add documents,
modify the justification or reject as
the CO sees necessary. ALSO, in
cases of an emergency the CO level
can initiate a PAR and bypass the
BK, Pl and DH levels. This should
only be done when necessary and
requires documentation of a phone
call or email from the PI requesting

the PAR be processed! /

If necessary the PAR is forwarded to\
SPARCS by the C&G fiscal manager.

At the SP level the PAR is assigned to a
particular person in the SPARCS
organization. The name and telephone
ext. of the person assigned to your PAR

is located at the top of the PAR when
viewed in the ‘Active’ status. /



http://www.ncsu.edu/cng/par
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3. What is my current user setup?

After logging onto the online PAR system you are taken to the ‘Main Menu’. On the
Main Menu screen you will see the roles and OUCs to which you have access to create
and view online PARs. If you find that your access is incomplete or needs to be modified
please contact your College Research Office.
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4. How do I create a PAR?
Choose the selection ‘Create Request’ from the main menu. You will be taken to a

screen that allows you to search for the project using the Project Number, OUC/Dept
number, RADAR number (using the format 06 XXXX), or Agency Name. If you have
the project number the simplest choice is to enter the project number (5XXXXX)
and click ‘Search’. Click on the underlined project number to be directed to the Create
Request screen for that particular project.
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Complete the online Prior Approval Request form using the following steps as
guidance:

Step1-

Confirm that the project appearing on the Complete Request screen is indeed the project
for which you wish to create a PAR. Verify that the Project Number, Agency, Title,
OUC, and RADAR numbers are correct. Here you will also see the name, telephone
number and email address of the Fiscal Manager assigned to your project/PAR in C&G.

Step 2 —

Enter the PI email address and select “Yes’ or ‘No’ for the PI to receive emails at each
approval level. Only if the Pl wishes to be notified at each approval level (even when no
action is required from the PI) click ‘Yes’. This has been leading to confusion because
Pls receive an email and are unsure of what they should do. So, unless the PI specifically
wants to see the PAR at each approval level it is best to not select the “Yes’ option.
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Prior Approval Request

Project Infarmation

PROJECT : 523305 QUC : 113708 RADAA = QL0675
AGENCY i REW MEXICD STATE UMDY,
TITLE = Advawtad Eaftensaon Food Salely Intemel Aggregation System

FISCAL BUAHAGER
HAME : Richa deon Tonys PHOME ; E-E00E
EMAIL : 1onya_richardsongnia edl
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Step 3 -

Select the appropriate prior approval actions to be requested. You can select as few as
one, as many as all, and anything in between. Below are some guidelines to assist you in
completing your online request:

* Actions Requested

Apgroval is reguested for the followlng actiongs):

I Dameslic Traval I™ Mop-Cosl Extension :l
I Foreign Traval I Pre-award Costs

™ Equigmem Acquistan [ Subdwan FequesiMedhcstan

I” Rahudget [ Change in Ph%ey Personnel

™ Cthes

11 ks r@quas raguires rebudyating, indicate the budgat categories and amaunts
that will e atfecied:

ACCOUNT M CRTEGDARY | ACTIOH
IEID!IJ-F'\le.DrreIL'nmp-nns.nllzn BUOGET - Addd Calegony |

v" Rebudgets: Provide a thorough and technical in nature justification. Don’t
forget to enter in the specific account codes and amounts you wish to rebudget.
The amounts entered must equal zero to continue.

v" No-Cost Extension Requests: The date to which to extend the project to must be
entered next to the selection box. Click on the calendar icon for assistance with
the correct format.

v Subaward Request/Modification: For all new subaward requests and
modification requests you must complete the online ‘Detail for Subaward Action
Request Form’ which can be found midway through the online PAR form. Click
on the link to go directly to the form in a Word document. Once you complete the
form online you must then save as a Word document and upload via the ‘Add

Documents’ Aatbeoren | function in the PAR system. If you would rather
complete the form offline you may print out the form, complete offline and then
scan in as a pdf document.

v" Change in PI/Key Personnel: In addition to the justification, the CV/resume for
a new Pl or Key Personnel should be included in the prior approval request.

Acdd O ocunnant

Upload this information using the ‘Add Document’ function found

on the PAR form.

Step 4 -

A thorough, technical justification is required on all PARs. If you have a justification in
a Word, Excel or Adobe document and wish to upload instead of retyping simply note in
the justification field that a complete justification can be found in uploaded documents.
Click the “Add Document” button to add a Word, Excel or pdf file to the online request.
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Step5-

Add ‘Comments’ to be viewed by all future approvers. I really can’t stress enough the
value of adding comments. It is a way to communicate with future approvers, ask the Pl
or College Research Office to add a needed document, or to give special instructions to
C&G or SPARCS. The ‘Comments’ field is unlimited and should be used to mitigate
uncertainties surrounding the PAR, provide direction to future approvers, etc.

" Explanation § Justification
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Step 6 —

Choose your action, SAVE, APPROVE or DISCARD.
Save — The status of your PAR will change to ‘New’. The PAR can be modified
and reviewed prior to routing for approval.
Approve — The status of your PAR will change to ‘Active’. The PAR will begin
the routing process.
Discard — The PAR will be deleted and no record will be retained.

College Cortification:

Thiz iz to cedify that this request is consistent with the scope and objectives of the project; complies with the grand Lerms and
conditions; and mpresenls efiective ublization of resowces. All neividoal cosls invobed have been determined by the appmopriale
coliage personnel 1o ke alveable in accordance with OIS Circular 4021, or olher guidelnes petinent 1o this project.

University Cenification:
Thiz request is approved based on the informalion pravided by the callege

Swe | | Appows | | Discord
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5. How do I search and view the current status of an online PAR?
At the main menu select ‘Search Requests’. You will also see the number of PARS that

are ‘Pending’ and waiting on action from you specifically. Once you select ‘Search
Requests’ you will be taken to a search screen.
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It is helpful to know the meaning of the available PAR statuses. The following are brief
explanations of the meaning of each PAR status:

REQUEST STATUS - [FEMDIMG

=

ALTIVE

Pending — This requires attention from you in order to proceed through the
approval workflow. You can add comments, approve or reject the PAR. You
may also upload additional documents if necessary.

Active — An active PAR is routed but not yet completed. It is in the ‘Pending’
status at some other level.

New — A PAR that is ‘New’ has been created and ‘Saved’ but not routed. A
‘New’ PAR is still at the initiator’s level and must be routed before any action can
be taken.

Cancelled — A PAR can be cancelled only by the initiator! If the PAR
progresses past the initiator and it is realized that is should be cancelled it needs to
be rejected back to the initiator’s level and then cancelled.

Completed — A PAR that has been through all the approval levels and is not
awaiting any additional actions is set to the ‘Completed’ status.

All — This encompasses all of the previously described statuses.
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Any other search category can be filled in completely to narrow or partially to widen the
search results. For example, if you knew your project number began with a 525XXX you
could simply enter 525 with the status ‘All’ and click ‘Search’. If you receive more than
50 results the program will let you know and will show only the first 50 selections.
However, you can choose ‘Report’ instead of ‘Search’ and receive all results in an Excel
spreadsheet.

Froject Information

SETATUS : Sponsored Pragramis-SPARCS - Pendrg

REQUEST : 5250031 U : 111 RADAR = 051634
AGENCY : OHID STATE LNM.
TITLE : Deesigpmnt of indicator Srrays Tor Cold Spol Det alioe and Tns paralure E

SPARCE APPROVER
RAME § Lagsiter Rodriguez T, PHOKE = 9185133042
EMAIL 3 o _lassitengiinesu edu

FRSCAL MARAGER
NAME ; Sogues Loni £ PHOME ; 37265
EBURIL : Inni_bogussgDnacsin sdu

PRINCIFAL BIVESTIGATOR

MAME § Simuniec Josi
EMAIL : josig_simuniscfPnizu adu

The STATUS at the top of the screen shows the current location of the PAR. See that the
above referenced PAR is currently Pending in Sponsored Programs. You can also view
the person to whom the PAR is assigned in Sponsored Programs. The SPARCS
Approver is located above the Fiscal Manager information and includes the SPARCS
Approver’s name, email and telephone number.

There is one other way to view the status of an online PAR. Scroll to the bottom of the
Display Request form until you get to the red light/green light information area. You can
see below that this particular PAR has been rejected by Contracts and Grants. This is
evident by the red light. If you scroll down a little more you will see the reason(s) for the
fiscal manager to reject the PAR. In the Approval History the fiscal manager notes that
the ‘Dept/College needs to complete and attach the Subaward Action Request Form and any other
supporting documentation.” \When the College receives the PAR back from Contracts and
Grants they have the option to add the requested document or to continue to reject back to
the Pl and/or Bookkeeper for document completion.

Approval Stetus

@ Contracts and Grants - Repsched
=
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6. How do I approve/reject an online PAR?

When a PAR shows as ‘Pending’ at your level then an action is required of you. Review
the PAR information and then select ‘Approve’ or ‘Reject’ as appropriate. It is always
helpful to add any comments that would assist the next approver but not required when
you are ‘Approving’ the PAR to the next level.

If you find that you must reject a PAR it is a requirement that comments be added in the
Processing Comments area. You should enter specific reasons why the PAR is not
being approved so that a correction can be made and the PAR resubmitted for approval.

If the PAR should be CANCELLED please enter an explanation and instructions to
reject back to the initiator so that the PAR can be CANCELLED from the system. The
person who initiated the PAR will have an option to CANCEL along with the Approve
and Reject options. It is important that the initiator selects the CANCEL function
instead of reject. The status of the PAR will change in the system to Cancelled.

Add Dooumant
Processing Comments
‘ =
=l

Ciplleije Cartilicatinn:
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7. Some commons questions/problems and answers:

Q: lam unable to create a PAR for a project for which I should have access. Why?
A: If you are unable to create a PAR for a specific project number check to be sure
the project is in the “Active” status in Financials. Also, check your User Setup to
ensure you have access to the OUC assigned to the project.

Q: The faculty in our area is unable to enter a PAR for the project even though he is
listed as a Pl in RADAR and PINS. What is he doing wrong?

A: The Pl is not linked to the project in the appropriate table. The PI association in
PARS is gathered from the same table that feeds the Faculty Accounting Reports.
You can call the PAR Helpline at 515-8006 and we will correct the table.
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Q: My Plis unable to sign on to the system. What is he doing wrong?
A: The Pl more than likely needs to complete an automated security access form and
submit this form to ETSS on campus.

Q: How can I print out a copy of my online request?
A: Select ‘File’, ‘Print’ from the internet toolbar. This will print your request, along
with the justification and comments, in its entirety.

Q: lentered a PAR and saved it. Now | am unable to locate my saved PAR. What
should | do?

A: The status of your PAR is now “New”. When you are searching for a PAR
change the status to “New” and enter the project ID in the appropriate field.

Q: I have an extremely long justification already typed elsewhere and I do not wish
to retype into the PAR system. What can | do?

A: For the PAR form justification enter in — “See justification in attached
documents”. You can upload your Word or pdf file instead of retyping.

Q: When I use the browser ‘back’ button my page disappears. What am I doing
wrong?
A: The ‘back’ button does not function properly in this system. Navigate through the

PAR system using the ‘Main Menu’ selections, or the e | \ithin the PAR
form.

Q: The Pl and Department Head associated with my project are out of the office.
The Pl emailed me and asked that | complete a PAR ASAP! What do | do?

A: Your College Research Office can enter a PAR that will route directly to C&G.
This is only to be used in extreme cases. In this particular instance | would
recommend you forward the email to the College Research Office and explain your
situation. If the College Research Office deems it necessary they can enter the PAR,
and upload the PI’s email requesting the PAR, and submit directly to C&G.

Q: I need to add an OUC to my access. Who do | call?
A: Your College Research Office.

Q: I have a PAR user question. Do I call the ETSS Help Desk?
A: Not exactly! We have a PAR User Hotline set up and this is the number you
should call — 513-7954.

Q: I have an idea that | would like to see in the next version on the online PAR

system. Who do | tell?
A: Please call the PAR Help Desk and give us your suggestions.
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