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PI CHANGE 
 
 
Business Purpose: To change the PI in the contract and the primary projects: 
 
1) Change the PI in your contract 
Navigation:  
Grants>Awards>Award Profile 
Enter Business Unit and Contract number 
Click Search  
 

 
 
Change your PI by clicking on the lookup next to the Award PI 
Under the Comments Box 
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Select PI Change from the scroll down menu next Type 
Click on the Lookup Glass next to the scroll down menu 
 

 
 
Select the PI Change checkbox 
Enter your Previous PI in the Previous PI Box 
Click OK, It will take you back to your award profile page 
Click Save 
 
2) Change the PI in your Project 
Navigation  
Grants>Awards>Project 
Enter your Business Unit and your Project number 
Click Search 
Click on the Manager Tab 
You will see the previous PI. 
Click on Correct History in the bottom right of the page 
Click on the + sign to add your new PI. 
Click View All 
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Enter the Effective Date of your New PI, For instance if your new PI is going to replace 
the previous PI on the 12/28/2004, enter this date as your Effective Date. 
Note: When you Click on the + sign and add a new sequence. This sequence get auto 
populated with today’s date as the effective date and the previous PI, you will have 
to change your effective date if you do not want it to be today’s date and you have to 
change your PI to the new PI. Also note that after you click view all, the sequence 
that you added and to which you want to make changes to is going to be in the top of 
the page. 
Click on the lookup next your Project Manager and enter your new PI. 
Click on Project Role lookup and enter your PI role.  
Click Save  
 
Please note that your contract and your primary project will always have the same PI.  
So if you want to change a PI for your primary project you will have to follow step 1 and 
2, however if you need to change the PI on a non primary project you only have to do 
step 2.  
 
 
 
 
 
 
 


