How To Add/Delete Unit(s) for PI/Co-PI

e Select Key Personnel, then Personnel to expand the Key Personnel section.
e Select the Pl that you would like to add/delete the unit affiliation.
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e To delete a unit, under the ACTIONS header, click on “Delete”, this will remove this affiliation.
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e To add a unit, select “Lookup/Add Multiples Lines”.
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* You have deleted an item from Unit Details

Lookup/Add Multiple Lines Q

e Inthe UNIT NUMBER field, enter the Unit number (DXXXXX) that you would like to add. In this
example, D01342 represents Material Sci:Engr Pgm Dept, the department that this proposal will
be routed through.

Lookup
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Parent Unit Number: Q
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e Select “Search”.

Lookup

Unit Lookup

Unit Number: DO1342 ]
Parent Unit Number: Q
Organization Id: Q
Unit Name:

Campus Code:

Active: ®Yes OnNo OBoth

Close Clear Values

e Check the box and then select “return selected”.

Unit Lookup

* One item retrieved.
* You have entered the primary key for this table (Unit Number) in the search criteria. Since these fields can be used to uniguely identify a
row in this table, the other search criteria entered will be ignored.
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8. This completes this action.
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