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Introduction 

The purpose of the Subrecipient Commitment Portal website (SCP)  is to provide an easier and 

faster online tool for organizations to submit proposal and pre-award documents, such as the 

Subrecipient Commitment Form (SCF), to Research & Innovation (R&I) at UTEP via the user-

friendly interface. The website also allows organizations to attach and submit additional 

documents and forms/templates being requested by R&I specialists to be compliant with all 

reporting requirements when 

submitting a proposal to UTEP as a subrecipient (i.e. subcontractors, subawardees, etc.) 

Using the SCP Website 

This tutorial provides potential subrecipients a step-by-step explanation of how to navigate 

through the system, from creating their accounts to how to access the different online forms 

and attach additional documents before submission. The Subrecipient Commitment Portal can 

be accessed in the following link https://orspapps4.utep.edu/scp/. Only authorized individuals 

are allowed to use this system and more details about the registration process will be explained 

at a later subsection.  

Once logged-in, Subrecipients are able to view their Home Page, Registration Page, Login 

Page (which includes a Reset Password option), and the Subrecipient Commitment Forms 

assigned to them.  

Getting Started 

The process starts when an R&I specialist request a Subrecipient Commitment Form (or 

International Subrecipient Commitment Form for international organizations) from the 

subrecipient. Figure 1 shows a sample email subrecipients receive when a request is made. 

https://orspapps4.utep.edu/scp/
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Figure 1. Sample Email 

The email is composed of four main sections: 

• (1) Purpose: States the intent of the email as well as informing who will be handling the 

subcontract at R&I.

• Items being requested: This is a list of items (documents and form templates) being 

requested from the subrecipient. This list can be divided further into three types of 

documents.
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o (2) The first item on the list is a URL to the Subrecipient Commitment Form

(SCF) or to the International Subrecipient Commitment Form that needs to be 

completed and submitted. More details about this process will be explained at a 

later section.

o (3) The next items (underlined and in blue color) on the list are URLs to 

predetermined templates that need to be completed. Subrecipients are able to 

click on the name of the template to open, download and complete these 

templates to then be submitted along the SCF. More details about this process 

will be explained at a later section.

o (4) The last type of items (shown in plain text) are additional documents that need 

to be uploaded for which there are no predetermined templates to be filled out. 

Subrecipients need to create these documents and submit them along the SCF. 

More details about this process will be explained at a later section.

• (5) Due date: This section indicates the date the subrecipient should submit all 

required items by.

• (6) Additional Comments Section: Here, the R&I specialist contacting the 

subrecipient will include any additional comments in regard to the process.

Accessing the SCP Website 

The first step before being able to access the website is to create an account.  

Once the subrecipient receives the email shown in figure 1 and click on the first URL 

(Subrecipient Commitment Form) they are taken to the Login Page of the SCP website as 

shown in Figure 2. Here they have the option to login (if they have previously created an 

account successfully), reset their password or register for an account in the website.  

As previously mentioned, only authorized individuals from the subrecipient organization have 

access to this website. Initially, individuals who have received the email mentioned in 

https://orspapps4.utep.edu/scp_dev/login.php
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the previous section are allowed to create an account in the SCP. Once they have created 

their accounts and they are able to access their forms, they are given the option to share 

the form up to two times with other authorized individuals from their organization. A more 

detailed explanation of this process is available in the Share Form section of this document. 

Figure 2. SCP Login Page 

Registration Process 

When the subrecipient clicks on the “register here” title, they are taken to the Subrecipient 

Registration Page shown in figure 3.  

https://orspapps4.utep.edu/scp_dev/register.php
https://orspapps4.utep.edu/scp_dev/register.php
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Figure 3. Subrecipient Registration Page – Step One 

Registration is a three-step process: 

• Step One: The subrecipient must confirm that they are authorized to create an account in 

the website by entering their email address. Please note that it is extremely important 

that the subrecipient enters the same email address where they got the request from the 

R&I specialist to complete the forms. Failing to do so will result in the subrecipient not 

being able to create an account and not being able to access the requested forms and 

templates.

If they subrecipient enters an email address that is not in the SCP website, the error 

message box shown in figure 4 will appear on their screen when they click on the

“Next” button.
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Figure 4. Subrecipient Registration page – Invalid email error 

If the subrecipient enters a valid email address, they will be taken to step two of the 

registration process, shown in figure 6.  

The subrecipient will also receive an email containing a One-Time code, which will be 

needed to continue with the registration process. This email will come from 

subcontracts@utep.edu. A sample can be seen in figure 5.  

mailto:subcontracts@utep.edu
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Figure 5. Sample One-Time Registration Code email 
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Figure 6. Subrecipient Registration page – Step Two 

In step two, subrecipients are required to enter the one-time code they received. If an 

invalid code is received, the error message box shown in figure 7 will appear on the screen. 

Figure 7. Invalid code error message 
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If the subrecipient enters the valid code, they will be taken to step three of the process. In 

this step, the subrecipient has already validated their email address, so they now have to 

enter their full name and set up a password. See figure 8.  

Figure 8. Registration Process - Step Three 

Subrecipients must ensure their password complies with the specified rules and both 

passwords match. As shown throughout figures 1, 4, 6, 7 and 8, it is very important that the 

subrecipient DOES NOT refresh the page while completing the registration process. Doing 

so will cause the process to be restarted and subrecipients will be taken back to step one, 

where they will have to verify their email address again.  

Once all fields are completed and the “Finish Registration” button is clicked, subrecipients 

will be taken back to the login page and the following message will appear on the screen. 
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Figure 9. Successful registration message 

If the subrecipient sees this screen, it means the registration process was successful and 

they can now login into the system.  

Login 

To login into the system, subrecipients must enter their email address and the password 

they used to register for an account in the SCP Login Page (please refer to figure 2) . 

Reset Password Process 

If subrecipients need to reset their SCP account password, they can do so by clicking on the 

“Forgot Password?” title under the login box shown in figure 2.  

Resetting the password is a three-step process similar to the registration process and 

subrecipients will be required to verify their email by using a one-time code as well.  

The first step of the process can be seen in figure 10. 

https://orspapps4.utep.edu/scp_dev/login.php
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Figure 10. Reset Password – Step One 

The first step of the resetting the password is providing the email used to login. If the 

subrecipient provides an invalid email, the following message will be displayed. 
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Figure 11. Reset Password - Invalid Email 

If the subrecipient enters a valid email address they will be taken to step two of the 

process. They will also receive an email with an eight-digit one-time code that will need to 

be entered to verify their email. Below is a sample of the email.  
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Figure 12. Sample email with reset code 

Once subrecipients receive this email, they will need to enter the code in step two of the 

process, shown below.  
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Figure 13. Reset Password - Step Two 

If the subrecipient enters an incorrect code, the following message will be displayed. 

Figure 14. Invalid code message 
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If they subrecipient enters the valid code their received in the email, they will be taken to 

step three, as shown in figure 15. In this step, subrecipients will be asked to enter a new 

password and to confirm it. The new password must meet the same rules and criteria as 

shown in figure 15, which is the same initial criteria when setting up a password for the first 

time.  

Figure 15. Password Reset 

If all criteria are met and both passwords match, the following message will be displayed in 

the screen: 
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Figure 16. Password reset success 

Home Page 

Once the subrecipient has created their account and are able to login to the system, they 

will be taken to their home page. See figure 17.  

Figure 17. Subrecipient Home Page 
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Here, subrecipients are able to see all the forms that have been requested from them. 

Information about each form is displayed in a tabular form, with each row being a different 

form received. The table contains the following information about the forms:  

● Form ID: A unique form ID to identify each form internally.

● Project title:  Title of the project for which the form is being submitted.

● UTEP Contact: The UTEP Research Administrator that is assigned to the proposal.

● Form: This column contains the form name and link for each form for each project.

○ A Red link indicates the subrecipient has submitted the form.

○ A Green indicates that that the subrecipient has completed and submitted

the form for review.

● Due Date: The due date that the form and all documents requested must be

submitted by.

● Status: The current status of the form, which include three options:

○ NOT STARTED: The subrecipient has not started/saved the form yet.

○ SAVED: The subrecipient has saved the form at least once and the last saved

date can be seen to the right.

○ SUBMITTED: The subrecipient has completed the form in its entirety and has

also submitted it. Submission date can be seen to the right.

○ REOPENED: The subrecipient has completed the form, but the UTEP

specialist has found a mistake or missing documents. The form is being

reopened so subrecipient is able to correct the issues. Subrecipients will get

an email notification indicating the required actions when a form has been

reopened.

Forms 

Subrecipients are able to navigate through all the forms that are displayed on their 

homepage.  
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There are two versions of the form available. Subrecipient Commitment Form for 

organizations within the United States and the International Commitment Form for 

international organizations.  

International Subrecipient Commitment Form 

As explained above, this form is for international organizations. The form is comprised of 

the following sections:  

• Purpose: Describes the purpose of the form as shown in figure 18.

Figure 18. Form explanation and purpose 

• UTEP Information (Prime Recipient): Proposal information previously completed by 

the R&I specialist assigned to the proposal. See figure 19. This information cannot be 

modified by subrecipients.
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Figure 19. UTEP proposal information 

• Required Subrecipient Information: Entity information required for the proposal.

See figure 20.

Figure 20. Required Subrecipient Information 
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• Budget and Financial Information: Total funds requested and cost share

contribution (if applicable).

Figure 21. Subrecipient budget and financial information 

• Subrecipient Required Documents: In this section, subrecipients are able to

submit the additional documents and templates requested in the email. Note that

each document must be submitted in the corresponding file box.

Figure 22. Subrecipient Required Documents 
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Optionally, subrecipients have the option to attach any additional documents they would 

like at the end of this section, as shown below. 

Figure 23. Additional documents section 

• Subrecipient Approval: This section asks the person filling out the form if they are

authorized to sign the form. This form can only be signed by authorized officials.

This question is required for the subrecipient to be able to submit the form.

Figure 24. Subrecipient Approval 

If the subrecipient selects “Yes”, the signature fields will be shown for the 

subrecipient to complete, as shown in figure 25. The submit button will be enabled 

to allow the subrecipient to submit the form once every required field is completed. 
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Figure 25. Signature Section 

If the subrecipient selects “No”, the fields shown in figure 26 will be displayed. Here 

the subrecipient will be able to share the form with the person who is authorized to 

sign it. To avoid losing any information previously filled out, the subrecipient is 

required to save the form once before being able to share the form. The submit 

button will stay disabled, however the subrecipient will be able to save the form and 

all changes made to that point and the authorized official will receive instructions of 

how to complete the form.  
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Figure 26. Share Form Option 

The person who the form has been shared with will receive the following email: 

Figure 27. Share Form Email 
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Subrecipient Commitment Form 

The Subrecipient Commitment Form (figure 28) contains the same sections as the 

International Subrecipient Commitment Form as well as three additional sections which 

include questions about audit status certifications, policies, and assurances.  

Figure 28. Subrecipient Commitment Form 

The sections in the Subrecipient Commitment Form are: 

• Purpose: See figure 28.

• UTEP Information (Prime Recipient): See figure 19.

• Required Subrecipient Information: See figure 20.

• Budget and Financial Information: See figure 21.

Sections in the Subrecipient Commitment Form exclusively: 

• Certifications and Assurances: This section asks questions such as audit status,

financial management and procurement systems as well as internal changes in the

organization. Please note that selecting yes or no in some questions of this form

may require additional fields to be displayed and required or may also require

additional documents.
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Please refer to figure 29. 

Figure 29. Certifications and Assurances Section 

• Policies: This section asks questions about policies such as discrimination, travel,

conflict of interest, debarment, among others. Please see figure 30.
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Figure 30. Policies Section 

• Assurances: This section asks questions about human and animal subjects as well

as recombinant DNA and radioactive materials.

Please note that selecting yes or no in some questions of this form may require to

fill out additional fields or may also require additional documents.

Figure 31. Assurances Section 
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• Subrecipient Required Documents: See figures 22-23.

• Subrecipient Approval: See figures 24-27. The Subrecipient Form Share

functionality is also available for the Subrecipient Commitment Form.

Attaching Documents, Forms and Templates 

Subrecipients must attach all documents, forms and templates requested from them in the 

Subrecipient Required Documents section of the Subrecipient Commitment Form and the 

International Commitment Form (please refer to figure 22). As previously mentioned, these 

required documents can sometimes be predetermined templates, which are attached to 

the email the subrecipient receives. For example, in the sample email shown in figure 32, 

the NIH RR Budget.pdf, NSF Biosketch 2020b.pdf and the Supplier Information documents 

are predetermined templates that the subrecipient must submit along with the main form.  
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Figure 32. Sample Email 

Once the subrecipient clicks on the desired document, a browser tab will open with the 

document being displayed as shown in figure 33.  
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Figure 33. Sample template 

Once the document has been opened, the subrecipient must download it, complete it and 

attach it to the Subrecipient Required Documents in the Subrecipient Commitment Form or 

International Commitment Form as shown in figure 34. 

Figure 34. Attaching documents to form 
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Subrecipients are able to attach and remove files as many times as they want before 

submitting the form by clicking on the delete button to the right of the file name.  

Saving/Submitting the Form 

Subrecipients have the option to save the form and edit it as many times as they want 

before submitting by clicking the “Save” at the bottom of the page. When they click this 

button, the message in figure 35 will appear on the screen to confirm saving or continue 

working on the form.  

Figure 35. Save Form prompt 

Alternatively, if the subrecipient is ready to submit, if all required documents have been 

attached and all required fields have been completed, they can do so by clicking the 

“Submit” button. When the button is clicked, the message shown in figure 36 will be 

displayed on the screen to confirm submission or to cancel and allow subrecipient to 

review their answers.  

Figure 36. Confirm Form Submission prompt 
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If the subrecipient clicks the “Yes” button, the form will be submitted and the message in 

figure 37 will appear on the screen. After submitting a form, subrecipients will no longer be 

able to edit the form, however they will still have access to view their answers through the 

main page, by clicking on the form link again.  

Figure 37. Submission Confirmation message 

If the subrecipient wishes to cancel all changes and go back to the home page, they can do 

so by clicking the “Cancel” button.  

Please refer to figure 38 to view the location of the buttons mentioned above. 

Figure 38. Buttons bar 

Submission Confirmation Email 

Once the subrecipient has submitted the form, they will receive the following confirmation 

email. This email will be sent to all email addresses associated with the form ID number.  
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Figure 39. Sample submission confirmation email 




