
COEUS & ROLODEX 
 
As of December 15, 2017, a change in COEUS was made related to SkyVU and the new HR 
feed.   VUMC employed faculty will no longer be in the people table in COEUS.  They have 
been moved to the Rolodex.     
  

• We have previously identified a few VUMC employed faculty who need to have a VU role since they 
are PIs on training grants.  We have kept the special VUMC persons on the VU side in the person table 
as active. They were not transferred to the Rolodex.  Remember, you only use the VUMC employed 
faculty from the people table if they are serving in a special role on a training grant.  If they are on a 
research grant as a collaborator, they would be added from the Rolodex. 

 

 
Additional Details 
 
Copied Proposals: 

Older proposals that are copied may include Person records that are no longer active. These records will appear 
Red within the Coeus system and must be replaced prior to routing. To resolve these situations, delete the red 
person record from the proposal or budget and replace it with an active Rolodex record using the Find Non-
Employee button. Non-VU personnel will continue to appear as Blue in the Coeus system. 

 
Multi-PI(s): 

NIH Proposals with Multi-PIs submitted electronically to Grants.gov are required to include a Commons ID for 
each of the Principal Investigators. In situations where one or more of the PIs is in the Coeus Rolodex (VUMC or 
otherwise), a Commons ID must be added to the Coeus proposal. This is accomplished by using the “Running 

Man” icon  in the Coeus proposal to access the Proposal Persons screen. On the Proposal Persons screen, 
double-click the appropriate Multi-PI and then enter their Commons ID in the Agency Credentials field on the 
Contact Info tab: 
 

 
 
Rolodex: 

The Coeus Rolodex captures names and contact information for people external to VU. This includes sponsor 
contacts and collaborators at other institutions. After December 15, 2017, this will include Vanderbilt University 
Medical Center personnel. Rolodex records are not linked to other VU systems and will not automatically update 
with new job titles, contact information, or department affiliations. Information from the Rolodex can be edited 
within individual proposals without the need to edit the original Rolodex record and without the need to create 
a new/copied Rolodex record. Simply use the “Running Man” icon in a specific Coeus proposal to edit 
information for proposal Investigators and Key Persons.  
 



The “Running Man” icon in Coeus can be used to edit Rolodex information on specific proposals. 
 
If the “Find Non-Employee” search does not locate the person needed for a proposal, a new Rolodex record can 
be created by Coeus users without submitting requests to SPA. 
 

To create a new Rolodex record, click the Rolodex icon or use menu Maintain > Rolodex.  First, search to 
make sure the person doesn’t already have a record. If the person is not in the Rolodex, use the Add icon or 
use menu Edit > Add. Then fill out the contact information and save. Return to your proposal and search using 
the Find Non-Employee button. 
 

 
 

 
Questions/Concerns: 
                If you have a question or concern about this new process, please contact your SPA Specialist. 
 


