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Updating the Principal Investigator 

During proposal creation the PI defaults to the record creator’s name. The PI should be updated during 
this step by clicking Change in Step 0. If this is not updated to the correct PI before the proposal is 
created, the below are the steps to take in order to update the PI. 

 

 
 
Proposal Development 

 
1) From the Personnel tab, you will need to add the new PI with a role of “Co-PD/PI” as a 

placeholder.  Click Save to add.  In this example, we are adding Gina Billiot as the new PI. 

 
 

2) Check the toggle next to the correct PI/s name under the PI column.  
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3) You will receive the below confirmation message. Click Save.   

 
 

4) The previous PI will no longer have a role under their name. You will either need to update to a 
new role as appropriate or remove the person using the blue remove arrow. 

 
 
• Step 4a – To Remove, click on blue arrow next to individual’s name in the Remove column.  

See screen shot above.  Removing the personnel will open the below confirmation message. 
Make sure a check mark is in each year of the budget and click Remove.   
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• Step 4b – To update the role of the individual, click on their name on the Personnel tab. 

 
 

• Under the Role dropdown, select the correct role for the individual.  Click Save and then 
Close. 

 
 

5) After correcting the personnel tab, you will need to update the Setup Questions tab to reflect 
the correct PI Department and Associated Departments. Both can be viewed by Department 
Admins and OSP staff by clicking “Show” at the top Right.  Make sure Completed tab is 
unchecked so you can edit. 

 
  



Updating the Principal Investigator  Page 4 of 5 
 

6) The Associated Departments and PI Departments are under the General Proposal Properties 
section once you click Show.  The PI department should have updated with the new PI’s 
department.  If not, select Add next to PI Departments and add the appropriate department.   

 
 

7) Make sure all investigator departments are included under Associated Departments.  Click Add 
next to Associated Departments.  

 
 

8) Type in the name of the missing departments, select from options and click Select.  Repeat as 
necessary. 
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9) Once all Associated Departments have been added, select the toggle next to the PI’s primary 
department.   If you need to remove a department, click Remove next to name. 

 
 

10) Click Save in top left and then check “Complete” in top right.  


