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Revised June 15, 2017 

 
OVERVIEW 
The Electronic EPASS (Extramural Proposal Approval & Submission Summary) is an online system 
designed to facilitate EPASS creation and electronic routing of it for internal departmental approval.  
 
ACCESS 
New Fund Managers/MSOs/PIs will need to be added to the EPASS system in order to create/ 
approve EPASSes.  To request access to the system, email DOM DRA (domdra@mednet.ucla.edu): 

• Full Name 

• Email Address 

• University ID # 

• Division Name & Department Code   
Setup can take 1-3 days. 
 
***NOTE: EPASS will automatically logout users after ~ 5 minutes of inactivity. Remember to SAVE! 
 
TO CREATE NEW EPASS: 
1. Login with UCLA Logon ID http://epass.research.ucla.edu/Account/LogIn  

 

             
 

2. Click “New Proposal” 
 

 

 

Fund Manager will default to the User but can be 
edited via drop down option. 
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3. Search and Select PI  
 

 
 

a. List is pulled from EDB. If a PI does not show up in the list, i.e. PI still in process of 
transferring to UCLA, use the “Click here if PI is not on the list” option and manually 
complete.  **Please note*** 
 

 
 

4. Enter Sponsor Due Date. 
 

 

 
 

5. Click “Start” and complete all data fields within each tab, as per the general EPASS 
instructions.  See screen shots of each tab below. 

 
 

NOTE:  For subawards enter sub’s due date, not 
the Prime Sponsor’s due date. 

http://ora.research.ucla.edu/OCGA/Documents/OCGA-Forms/EPASS-instructions.pdf
http://ora.research.ucla.edu/OCGA/Documents/OCGA-Forms/EPASS-instructions.pdf
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NOTE:  Enter Funding Opportunity Announcement 
(FOA) here 
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NOTE:  Can only list one rate. If more than one rate 
is necessary, enter in Remarks section with details. 
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SYSTEM REVIEW FOR ERRORS 
Click on the “Review” tab when all other tabs are complete.  The system will complete an automatic 
error check and display errors.  Errors must be rectified prior to routing for approvals.  Please keep in 
mind the system does not catch all errors so review your EPASSes carefully. 
 
REMINDER TO SAVE 
When making edits to the tabs, remember to click “Save” or “Save and next” before navigating to 
another tab otherwise changes will not be saved! 
 
DOM APPROVAL ROUTING PROCESS 
EPASSes are automatically set up to electronically route from PIs      Co-PIs (if applicable)      
Division Chief       DRA (Raellen or Cathy).  You can print the EPASS at any time to obtain hard copy 
signatures, but electronic signatures must be consecutive in order to route electronically.  Once all 
approvals have been obtained, the Preparer will receive an email that the EPASS is finalized.  
EPASS approvals should be obtained PRIOR to proposal submission. 
 
See Exhibit A: Sample Approval Request Email.  Exhibit B:  Sample Final EPASS Email. 

NOTE:  Upload final proposal submission, 
guidelines, other internal documents, etc. here. 

NOTE:  Enter PATS # here 
whenever available, even after 

EPASS approval. 
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NOTE:  Once all departmental 
approvals are obtained, the HARD 
COPY of the EPASS must still be 

EMAILED to the appropriate Central 
Office (OCGA, TDG, CTAO) for 

processing.  It does NOT 
automatically get forwarded 

electronically to them! 
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6. Click “Proposals” to review EPASSes in various statuses.  Actions that can be taken: 
a. Edit – make changes to the EPASS at any time 
b. Copy – make an exact copy of an EPASS minus obtained approvals 
c. Delete – permanently delete EPASSes in Pending status only.  There is no way to 

retrieve deleted EPASSes so use with caution.  Cannot delete EPASSes in statuses 
other than Pending status! 

 

 
 

7. For those with Approver roles – PI, Division Chief, DRA – click “Signatures” to view pending 
and completed EPASSes. 
 

 
 
 

  


