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WISPER:  WISconsin Proposal Electronic Routing 
 
In order to obtain external funding for their research programs, investigators must submit proposals to 
sponsors and the Sponsored Programs Offices must negotiate and facilitate these awards and related 
agreements for functions such as Material Transfer and Confidential Disclosure.  WISPER facilitates 
the process by routing applications and agreements related to extramural funding through the 
necessary approval channels through campus to RSP.  WISPER also captures the data necessary to 
record information sufficient for internal tracking and reporting purposes and facilitates the generation of 
Awards. 
 
WISPER pages will assist in the following: Track the approval, routing, and submission status of 
proposals to sponsors; gather and organize proposal data; and facilitate the administration of 
proposals, negotiations, awards, and reports.  WISPER will allow for the capture of a significant portion 
of the data requirements for tracking submissions, negotiations, and the setup up of awards and 
projects.   
 
 
WISPER User Roles 
 

WISPER Roles  Description 

Owner  The user who currently has responsibility for WISPER record.  There can 
only be one owner per WISPER record at any single point in time. 

Participant Any user who has had responsibility for (has owned at any point on the 
routing chain or is the campus contact) or action on a WISPER record.  

Administering 
Division 

The Administering Division is the parent Division of the Administering 
Department based on the proposed tree structure of UW Department IDs.   

Contact PI The single PI (Principal Investigator) for the WISPER record.  

Approver Any user/role asked to Approve some aspect of the WISPER proposal. 

RSP staff All Research Sponsored Programs (RSP) employees.  

RSP 
Management 

Select RSP users who will have additional access to worklists and reporting 
in WISPER.  

 
Login 
 
Login is accessible from http://www.rsp.wisc.edu/WISPER and uses your netID.  Key information 
regarding the status of the system, tips or suggestions for frequently encountered problems and help 
references are also available on this page. 
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User Preferences 
 
You can enter a delegate for yourself to receive notifications and access to records as if they are you.  
This facilitates back up and out of office support.  Your delegate cannot sign for you if you are the PI or 
Division on a record.  If you must turn emails off, it can be accomplished here.  We strongly recommend 
leaving all emails on. 
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MY WISPER Worklist  
 
The MY WISPER page will be the starting location for all users and will display five sets of data:   

(1) Records in Status 1 for which that user is the current OWNER (“In Box”) 
(2) Records where the current user has been requested to provide an approval (“Approvals I 

Need to Complete”) 
(3) Records for which the user is a PI (“Records for which I am PI”) 
(4) Records in status 4.5 on which that user is the current (“4.5 SPO Negotiation”) 
(5) Records in status 5.0 on which that user is the current (“5.0 SPO Setup”) 
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Create 
 
To create a record, a user will be required to enter the following data elements:  PI, Sponsor, Short Title 
& Administering Department (and related Business Unit which will default). 
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General 
This is the page where the general demographic information is located.  

 
 
Note that in this section of the General page, adding a user as the campus contact allows this person to 
access the record.  Please enter an accurate Submission Deadline and detailed submission 
instructions.  The Sponsor Program number is very helpful to all participants as they review the record. 
 

 
 
 
Before the PI may sign, all Compliance questions must be answered. 
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Please enter all Key Personnel and fellows in this section. 
 

 
 
Please break out the direct and F&A costs and provide the F&A rate.  We also ask you whether or not 
there is any cost sharing on the application and for a brief explanation. 

 
 
We will now ask for keywords to assist in tracking research in major scientific areas.  This is not a 
required field. 
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Comments 
 
A section to enter any information that can’t be captured in existing fields is available.   

 
 
At the bottom of the page, please note that the history of routing and any notes included on those 
routing are captured for your review. 
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Attachments 
 
ATTACHMENTS are appended via this page.  Any PARTICIPANT will be able to add or remove 
attachments.  APPROVERS can only add but not delete attachments.  Security will allow only 
PARTICIPANTS, APPROVERS, the PI, the DIVISION, and RSP to see the attachments regardless of 
status of the record.  These files should include the RFP, the application, budget worksheets, RARC 
approvals, draft agreements, award letters, and other information necessary for proper review and 
submission of the record. 
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Approvals 
 
The Approval function allows users with a need to review a specific element of the record to be added 
to the document without transferring ownership of the record.  Therefore, a user can be requested to 
look at and respond to a question without it needing to leave your inbox.  When an approval is 
requested, an email notification is sent to the approver and the record will appear on that user’s MY 
WISPER Worklist.  This is the process for Chair Approval, Approval of Unique Terms on the Award, 
and approval of the use of another Department or Division’s Resource, Submission of Revised budgets, 
and Requesting Advance Project IDs. 
 
The responses available to the approver are:  1) APPROVE, 2) DENY, or 3) SUBMIT COMMENT 
ONLY.   The system captures the action performed on the Approvals and History pages.  A response of 
SUBMIT COMMENTS ONLY will leave the item on the approver’s worklist and will store the comments.  
Additional comments can be added or any participant can return to perform responses 1, 2, or 3.   
 
Approval Page 

 
Approval Record Details 
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PI Signatures Page 
 
Principal Investigator(s) will be required to verify the information provided, attest to the scientific 
integrity and ensure their compliance with the award or agreement terms and conditions via an 
electronic signature.  There are two required signatures per record.  The first is prior to the routing of 
the document to RSP.  This signature may take place after initial data entry and requires the least 
validation.   
 
Any user may send an email request to the Principal Investigator via the Send PI Signature Request 
function on the General Page.  This button (located in the header) opens the attached page which 
allows the user to see whether or not the PI has signed each of the required signatures as well as 
trigger the email to notify the PI that the record is ready to sign. 
 

 
 
 
Access to the Signature page is limited to the PI only.  Others may read only on the History or Send PI 
Email page whether or not a signature has been performed along with the time and date if performed.  
 
In order for the PI to be able to sign the ROUTING signature: 

1. the record must be saved  
2. the compliance responses must be answered 
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Below the first signature will be the Principal Investigator Signature for Award.  The PI has the option at 
that time to sign the language indicating that they are aware of and agree to the award terms and 
conditions.  In order for the PI to be able to sign the AWARD signature the Routing signature must be in 
place.
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If at any point in the process, the Division or RSP would like additional assurance regarding particular 
terms or with any portion of the PI’s ability to perform the terms, an APPROVAL should be added. 
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Route 
The routing function is available via the footer on every WISPER page.  Routing a document in 
WISPER allows the user to transfer ownership to another person.  You may also enter comments for 
these individuals to view on the Comments page and receive in the email notification of the transfer of 
ownership.  There are two options available for assigning a WISPER document: 

1) Route the record to a specific person: the user will launch to a lookup screen to find the 
appropriate next recipient.  That next recipient will receive an email informing them that a 
record is waiting for their action. 

2) Route the document to the administering division.  

 

2 

1 
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Terms & Conditions 
 
When a Sponsor is indicated on the record, the terms and conditions most frequently used on that 
Sponsor will show in the Terms & Conditions tab.  RSP users will update these terms with any specific 
or unusual items that Sponsor has included in the award.  Any user may view the terms applicable to 
the record at any time. 
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History 
 
The History Page will serve as a repository for any changes to the record.   
 
 

 
The following events will be tracked as part of the Record History: 
 

1. Change in the value of the following fields: PI, Sponsor, Document Type 
2. PI Signature 
3. Division Signature 
4. Change in ownership/new recipient 
5. Change in WISPER Status 
6. Change in Funding Status 
7. Request of an approval 
8. Comments, Approval or Denial of an Approval 
9. Write back of Award/Project ID 
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Project Details 
 
When a record is ready to be awarded, the record requires details about the funding to be set up.  The 
user can indicate the number of projects needed by pressing the add project button on the Projects 
Tab. 

 
 
For each project, the user will be asked to provide a number of demographic and financial details.  RSP 
will be available to facilitate this process and may likely initiate this page when they are made aware 
that funding has arrived.  Please feel free to use them as resources in this process.  New information 
includes: Project Type (research, equipment grant, travel grant, scholarships), Fund Code, and F&A 
base and rate information. 
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Users will be asked to provide the same combo edit details.  As many departments as necessary can 
be added.  In addition, NODES are now available.  Nodes are one step higher than UDDS or 
Department ID’s and can allow spending for an entire department subset (see 5397 below). 

 
 
 
Budget broken down by project is required. 
 

 
 
Commitments are now required.  This information provides the amount of effort that the Key Personnel 
have committed to the project.  This information will be available to assist in Effort Reporting. 
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The cost sharing section provides details for all personnel who commit time but do not request salary 
on the award whether or not it is mandatory or voluntarily committed.  This information will be used to 
both report to sponsors and to assist in Effort Reporting. 
 

 
 
The validations buttons on the project general tab run a series of inquiries on the record to make certain 
that the record is ready to move to the next step.  The types of items that are validated are:  missing 
signatures, missing data: PI, Begin Date, FA Rate, Submission Method, or other details depending on 
whether it is a submission or an award request.  When it is an award set up request, items such as the 
cost sharing details and the minimum commitment requirements are also validated.  
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Search  
 
The Search page will allow the User to look up an existing Record based on the search criteria below.   
 

 
 
 
When you select a result from the list, please note that it will launch in a separate window.  If you do not 
see the record when you select it, please ensure your pop up blockers are off. 
 
The last field on the search results will be a button to allow the user to copy that record, easily allowing 
the user to reuse most of the information from the record for an additional routing to RSP. 
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Division Action 
 
Division Administrators will be required to facilitate the review and forwarding of the record to RSP. 
Only an individual identified with the Division Role can access this page. The Division must sign 
indicating two assurances:  (1) the content and support of the project before forwarding to RSP for 
submission to the Sponsor for consideration and (2) to approve the terms and conditions and the 
project details on the award or agreement.  After completion of the WISPER record, including 
signatures by the Administering Division and PI, the Administering Division can submit the proposal to 
RSP.   Only the Administering Division will have access to this page and, therefore, the 3 SUBMIT 
buttons.  Any hard copy paperwork is sent manually to RSP (with flag indicator on submission 
instructions that paper is forthcoming). 
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SPO Action 
 
The SPO Action page is used by RSP to track their actions in the submission of the record to the 
Sponsor or in negotiations with the Sponsor.  You may use this page to track the RSP owner as well as 
the status of the record. 
 
 

 


