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The JHURA Agreement Workflow System (JAWS) is the Johns Hopkins University Research Administration's (JHURA’s) centralized, on-line database for tracking and managing all agreements, including negotiation, workflow and document storage. 

This quick guide is appropriate for the following JAWS agreement types:

· Memorandum of Understanding (MOU): A formal agreement between two or more parties to establish a relationship/partnership with a broad intent to collaborate, but no project-specific details.
· Student Agreement (alternatively called Placement Agreement, Practicum, Inter-Entity Rotation Agreement, Mentor Support Agreement, Internship Agreement, Clinical Rotation Agreement, Educational Affiliation Agreement): Agreement between JHU and a facility or institution where a student will be working on an experiential learning engagement.

1. To use the JHURA Agreement Workflow System, go to the JHURA Systems site at https://jhurasystems.jhu.edu.  Anyone with a valid JHED ID can submit an intake form. 
2. Click New Record on the Search page.  The New Record window will be displayed.
3. When prompted to provide an Institute Proposal or Proposal Development number, select No. Click on Continue With No IPN.  
4. On the Intake Form, enter the following information in the provided fields. All other fields can be left blank. 
	Field
	Description

	New or Modification?
	Original agreement or amendment to the original agreement. 

	Related Record
	Most recent JAWS record that’s related to the current record (if applicable).

	Funded or Unfunded?
	Select Unfunded.

	Agreement Type
	The category of the award mechanism.

	Sponsor
	In these cases where a “sponsor” if not applicable, insert the name of the other party in the agreement. If the entity’s name is not in the system, select “Sponsor Pending” and note the entity name in the comments field.

	PI Name
	The first and last name of the responsible official, such as the faculty member overseeing the program or the Project Director (referred to in JAWS as “PI”).

	PI Unit
	The department/center/institute/school in which the PI has chosen to perform the project.

	Requestor’s Name
	These fields will automatically populate. If you need to change the Requestor of the record, for example, if a co-worker is out of the office, this can be done at any point during the life of the record by clicking on the gear icon in the upper right corner of the screen, clicking Change Requestor, and entering the new Requestor’s information.

	Requestor’s Email
	

	Additional Contacts
	Add the email addresses for the PI and others who should receive notifications of activity for the JAWS record.

	Organization Type
	The type of entity that describes the other party.

	International Activity?
	Any foreign involvement within the Agreement.

	Comments
	Add any relevant notes or comments such as purpose of the agreement and which JHURA staff should be assigned to review it, if known.

	Sponsor Contact
	The name and email address of the other party’s contact.

	JHU Contacts
	The email address(es) of the department contact(s) separated by semicolons. This will ensure that these persons are notified when there is action taken on the JAWS record.


5. On the Attachments tab, upload attachments by selecting the Document Type from the dropdown list and clicking on Browse…  The Choose File to Upload window will appear.  Find the file on your computer and double-click (or click and drag) on it to select it and close the window and return to the Attachments page.  Click on Upload to upload the document to JAWS and associate it with this record.
The following Document Types and attachments should be included:

· Agreement: A word document of the drafted agreement or completed template 

· Supporting Documentation: All relevant supporting documents and email communications that have taken place preceding JAWS submission
· Intake Form: An International Agreement Intake Form for all agreements with a foreign institution, government or other entity. 
· Related Agreement:  If this record is for a modification or renewal to a prior agreement that was not submitted through JAWS, upload the original agreement as a “Related Agreement” 
6. Click the Save and Submit to JHURA button to submit the form.
After the JAWS record is submitted, it will be assigned to a JHURA associate for review. JHURA aims to provide feedback to the requesting department within 10 business days of record submission. However, in many cases, JHURA must consult with other offices, such as the offices of General Counsel, Academic Affairs and Tax, which may extend this review period. The requesting department may look up the JAWS record at any time to view current record owner, status updates, and negotiation notes.
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