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Introduction ORSP: 

Office of Research and Sponsored Projects 

Student Notice of Awards Tutorial 

Help Tutorial for Approve, Override, Reject and Recall Awards. 
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Accessing Student Notice of Awards – Step 1: 

To access the Student Notice of Awards application, go to https://my.utep.edu and click on Sign 

In to log on. 
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Accessing Student Notice of Awards – Step 2: 

Please log into MyUTEP with your UTEP email username and password. 
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Accessing Student Notice of Awards – Step 3: 

Once you have logged into the MyUTEP portal. Go to the Applications module and click on the 

Student Notice of Awards icon. Once the page opens, your Dashboard will be displayed. 

 

Slide 5: 

Pending Awards Email: 

An example of the email that you will receive informing you that there are pending Student 

Award Notices is displayed. You will need to click on the link that is displayed in the email to be 

taken to the pending awards dashboard. 

Or, you can also log into https://my.utep.edu, go to your Dashboard page and click on the 

Student Notice of Awards button located in the Applications module. 

 

 

 

 

 

https://my.utep.edu/
https://my.utep.edu/
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ORSP Important Information: 

If the project or cost center code is a 22, 10 or 30, the Principle Investigator is required to 

answer the Is this research? and the Is US Citizenship required? questions. 

ORSP can approve or reject awards. Once the award is submitted as approved, the creator will 

receive an email with the award status. The approving department will receive a notification 

asking them to review the award. 

ORSP can also enter comments. 

ORSP is also able to recall the award if it was rejected. They will be able to change the status to 

approved and add comments. Once submitted for approval, an email notification will be sent to 

the creator and approving department. Answering this question is based on NACUBO coding. 
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ORSP Pending Dashboard: 

Once you have logged into the application, the Student Notice of Awards Dashboard will 

appear. The Pending ORSP awards, will display under the Approval Step tab and listed as 

Pending ORSP. 
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Approving an Award Screen - 1: 

Once you are at the screen of the award to be approved, you will need to either Approve or 

Reject the award. Check with the assigned Student Notice of Awards Approver for ORSP for 

other items required to be verified prior to approving. 
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Submit an Approved Award: 

Once you have Approved the award, you will need to click on the Submit button located at the 

bottom left of the form in the Actions section, to complete the award submission. If you do not 

wish to submit, the additional Actions available are: Close, Save, Print or Close Without 

Submitting, which are also located at the bottom of the form. 
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Submit Confirmation of Approved Award: 

Once you have submitted the award, you will need to finalize the submission by clicking on the 

Confirm button. The Confirm button will be located at the bottom left of the form. If you do not 

wish to Confirm, the additional Actions available are: Go Back, Close, Print or Close Without 

Submitting, which are also located at the bottom of the form. 
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Confirmation of Approved Award: 

After the confirmation has been submitted, you will be forwarded to a Success screen that will 

display that your awards have been successfully submitted. On this screen, you have the 

options to either go to your award dashboard by clicking on the Dashboard link, Help/SNOA 

Online Training link or clicking on Log Out. 
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Submit a Rejected Award: 

Once you have rejected the award, you will need to click on the Submit button located on the 

bottom left of the form, to complete the award submission. If you do not wish to submit, the 

additional Actions available are: Close, Save, Print or Close Without Submitting, which are 

also located at the bottom of the form. 
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Submit Confirmation of Rejected Award: 

Once you have submitted the award, you will need to finalize the submission by clicking on the 

Confirm button. The Confirm button will be located at the bottom left of the form. If you do not 

wish to Confirm, the additional Actions available are: Go Back, Close, Print or Close Without 

Submitting, which are also located at the bottom of the form. 
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Confirmation of Rejected Award: 

After the confirmation has been submitted, you will be forwarded to a Success screen that will 

display that your awards have been successfully submitted. On this screen, you have the 

options to either go to your award dashboard by clicking on the Dashboard link, Help/SNOA 

Online Training link or clicking on Log Out. 
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Thank you Message: 

Thank you for viewing the Student Notice of Awards ORSP Tutorial. 

 

 

 

 

 

 

 

 

 


