
Subagreement Checklist System 

Training 



LOGGING IN 

• Go to the Office of Research Administration page on the 
MyJHSPH portal at my.jhsph.edu and click on Subagreements 
in the navigation pane on the left side of the page.  

 

 



Welcome 



Search 



Search Results 



Highlighted Search Result 



Checklist in Search Results 



Progress Tracking 



Emails 

1. ORA Subwriter Assigned 
2. Checklist has been sent to Subrecipient 
3. Partially executed subagreement received 
4. Subagreement has been fully executed and will be work 

flowed for processing 
5. Checklist has been returned for editing 
6. Subagreement on hold 
7. Subagreement off hold 
8. Your subaward IO request has been sent  
9. 96 # has been entered  
10. Fully executed Subagreement has been sent to the 

Subrecipient 



Basic Information (New Sub) 



Required Fields 



Basic Information - Saved 



Finance 



JHSPH Details 



Subrecipient Details 



Banking Information 



Subagreement Details 



Compliance 



Attachments 



Verify & Submit 



Required Fields 



Checklist Returned for Edit 



Search Modifications 



Modifications Already in Process 



Modification 



Status History 



View Subagreement –  
Full Checklist 

 



Questions? 

• ORA – Debra Brodlie, dbrodli1@jhu.edu 

• Finance – Kate Calvin, kcalvin1@jhu.edu  

• Information Technology – please complete an 
IT help call 

mailto:dbrodli1@jhu.edu
mailto:kcalvin1@jhu.edu


Thank you! 


