AFFILIATIONS SCREEN
May 29, 2012
1. Affiliations tab is where the database indicates the relationship or role a contact has with a request or organization.  Many contacts are involved or connected to more than one organization, and certainly more than one request record.  The affiliations screen is where you will select the particular address to be used for correspondence relating to the request, which might be different than you want to use for another request by the same person.  [Bradley Fellow Professors are a good example of this, as is Board Members of an organization preferring to receive mail at their place of business instead.]  
2. Searches are not initiated in Affiliations.  Let’s begin by opening a pending request and moving to the Affiliations tab within the request record [Exhibit A]. 
3. The system automatically lists the primary contact in affiliations.  However, during the course of review, the primary contact could change, but you would still want to know who originally submitted the request.  The system will indicate the new primary contact, but, when that change is made, the name of the previous primary contact should be added here in affiliations using the “role” of “original contact.”  In many cases, more than one person signs the grant request, so each name needs to be added as an affiliation with a “role” of “additional contact.”  Other contacts having a relationship with the request could be the Bradley Fellowship professor, the principle investigator of a project, someone from the Office of Sponsored Research at a University, or a variety of other roles.
4. To add an affiliation to the request [Exhibit B], click on “new affiliation.”  Select the binoculars in the contact square and search for the contact you want to connect to the record.  Select the name from the list that resulted from the search.  Tab down to “role” and select accordingly from the pull-down menu.  Tab to the “address” section just to the right on that bottom section of the screen.  From the “address” pull-down menu, you are given the choice to select one of the contact’s three addresses.  Choose the address you want the system to use when merging correspondence for this request.  Other information on the screen can be completed if needed.
5. Back at the Affiliations tab in the request record, you will see two other buttons:  Edit Affiliation and Edit Contact.  If you click on Edit Affiliation [Exhibit C], the affiliation record will open and you can select a different one of the contact’s address or change their role in connection with the request.
6. Edit Contact [Exhibit D] is the button to choose if you need to make changes to the fields contained in the contact’s record (such as change of address, phone, email, or adding a new address for this particular request).  It takes you directly to the contact’s contact record, so be aware that the changes you make here will remain in the contact’s record going forward.  [See Contacts for detailed information on the contents of the Contact record.] 

7. If an existing contact has moved to a different organization, you can change the primary organization of the contact here or by searching for the name in the contact’s tab (it’s actually the same place, you just arrived at it differently).  Select “Action” at the top of the screen and choose “clear primary contact.”  Then search for the organization and select it from the search results.  Answer questions accordingly, i.e. “Should address be same as new organization?”  (Most of the time it is.)

8. When you have a list of requests displayed on the Request tab screen, you can select them all, focus and move to the Affiliations tab [Exhibit E].  Here the names are sorted by role, so it will be easy to select all of a certain role and generate correspondence for those individuals.  An example would be selecting the Role of “Professor” in order to merge envelopes to send the Professor’s a copy of the award letter.
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