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GM 2.1 Create Proposal with Express Budget

1. From the menu, select Grants > Proposals > Proposal > Add a New Value

Proposal

/ Find an Existing Yalue § Add a New Value

Business Unit:|UNDO1 | (G

ProposallD: |MEXT ﬂ
VersionID: w1 QY
Add

Find an Existing Yalue | Add & Mew Value

2. The Business Unit field will be the one established for your institution, “NDSUL,
UNDO1, etc.”
The Proposal ID field defaults to the value NEXT. DO NOT CHANGE THIS VALUE.
The auto number system will populate this value when the proposal is saved correctly.
The Version ID field defaults to V1. This value is correct. Do not adjust.

3. Click on the ADD button

Header Page

The Proposal Header Page establishes proposal-specific details. The page shown below will
appear after you click the ADD button.

[ Header ' Frojects | Resources | Location | Repods ) Documents | Cedification | Companent ' [v)
Proposal: MEXT Version: 1 Title: Unit:  LMDO1
Due Date: |11/30:2004 | B pate Type: h Time: Time Zone: N
PL gName:
Short Title: Long Title
Sponsor: g Budoet Express
“Type: Me v B Purpose: QJ ‘Status: | Draft o4
From: 111302004 | Bl 1. El  currency: V50| @ [T NH Modular Grant

FA Cost Requested

Contract: Submit Status: Mot Submitted [ Foreign Application/Component
Additional Information Find | View Al First [ 1051 [P] Last
‘Type: 5 Comments: ll;l
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4. The Due Date will default to the current system date. If the submission has an agency
defined due date, enter this date in the Due Date field.

5. Click on the magnifying glass next to PI. Select the desired PI. The Pl name will
populate the Name field when you save the proposal.

6. Enter the Short Title. This field is limited to 56 characters. The first 30 characters will
default as the title of the Primary Project. If you have a title with more than 56 characters,

click the “208THE ink This will display a screen with a title field. This title field has
256 characters available. Complete this field with the long title. Click ok and you are
returned to the Proposal Header page. Enter the Short Title by entering 56 characters in
the field. Short Title is a required field to successfully save the proposal.

The project title defaults to the proposal title for all primary projects create with no short titles.
When you navigate to the Project page, both the short and long titles are already populated with
data. If you change the short title or the long title it must be changed in the title field on the header
tab and the project tab.

7. Click on the magnifying glass next to Sponsor. Select the desired sponsor. The Sponsor
ID will populate the Sponsor field and the name will display.

8. The Type will be New for all proposals that are new. Review your business procedures to
know how to designate proposals that are not new.

9. Select the desired purpose in the Purpose field. Below is a list of the purpose values
available for this field. Clicking on the magnifying glass by the Purpose field accesses
this selection page.

Purpose Description
EFSCE EPSCOR

INSTR Instruction

COTHER Other SponsorediPublic Service
PLTIN Flant Improvements

RES Research

SFA Student Financial Aid

STDMT  Student Services

TRNG Training

10. The Status field is always left Draft when you are first entering a proposal. Normally this
field will be updated as the proposal is processed through the system.

11. Select the To and From date fields for the proposal.

The system automatically creates the budget header with the same dates. If you need to change the
dates on the proposal header after you exit the date fields, update the budget header date range first,
so the dates remain synchronized. If you make a mistake, continue entering information, and then
change the budget header before returning to the proposal header to make the correction.
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14. The additional information type will be used to indicate flow through funding. Once

flow through has been selected an additional information icon will appear ) . Click on
this icon to indicate primary sponsor, the sponsor name will appear to the right.

Flow Through

Primary Sponsor: ﬂ Hame:
O | Cancel | F{efreshl

15. Click on the blue hyperlink called Budget Express. BUddelEpress

Budget Express

Direct - Personnel Cost:
Direct - Hon Personnel Cost:
Total FA Budget:

Total Budget:

Effort Percentage:

O | Cancell Refreshl

16. Enter budget direct costs and F&A costs. Once complete, click the OK. The total
budget will automatically calculate.

NDUS will not use the effort percentage on the budget express.

GM 2.0 Create Proposal Page 50f 11



CONVIEC North Dakota University Systems
Mﬁus N

Projects Page

17. Select the Projects tab

[ Header ¥ Projects  Resources | Location Y Reports )" Documents ) Ceification ) Component | [v)

Proposal: WSC0000001 Pl:  Dumb,PS

\ersion: W1 LL Test 211072004 Unit:  wWSCo1

Proposal Projects Find | Wiew All First 1af 1 Last
Proposal Project: [/f5C0000001 W Primary Project: Y/SC0000001 =]
Short Title: [LL Test 21 0/2004 Long Title
Department; |3220 Ql Computer Center
InstitutionD:  [WSCO1 Q WILLISTON
Dept Contact: | Q)
Dept Rep: [ Q) Dumb,PS

Subdivision: |241':' Ql Para Education

Department Cost Share

*Department: |339D QA Business ofice Total %:  100.00 =]

Cost Share %: I 100.00 Location:

Cost Share Comment Detail

The Proposal Project ID will default as Next_1.

18. Select Primary. This identifies the primary project in the proposal.

19. The Short Title will automatically be populated with the short title from the header page.
20. Enter the Department.

The Department Cost Share Department is populated automatically when this department is entered.
The Cost Share Department is really the F&A Offset department and will be different than the
project department. A DR has been created to auto-populate the Cost Share Department with a
fixed value.

21. Enter the Institution ID. (Your Business Unit).
22. The Dept Contact and Dept Rep are optional.

23. Enter the Subdivision. This value will always be the same as the Department ID.
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Resources Page

24. Select the Resources tab.

[ Header Y Projects ) Resources Y Location ' Reports Y Documents | Cedification ¥ Campaonent ' [W)

Proposal: WS CO000001 Pl Dumb,F3
Yersion: W LL Test 211002004 Unit:  WSCO01

Proposal Project ind | Wiew All First

Project:  ‘W3C0000001 LL Test 211 0/2004

Res Nbr 1 *Type: II ﬂ Comments:

C First 1otz O Last
SegqMbr D Hame Role Edit Details
10 0050307 Q| |FarboMegan Grace ther B 4] =]

25. In the Professionals section add all of the individuals that will be working on the grant
when it is awarded whether they are paid or cost shared.

26. Click on the Edit Details button to add additional information for each employee if
needed.

Proposal Professional Details

ID: 0050307 FarboMegan Grace
Joh Code: s40001
Project Role: | I Eligible PI

™ First Time PI

*Role: [other =l I PI Eligibility Yaiver

o " New Personnel
QOrganization: |
Address | Experience | Honarifward | Fending Support |
Education | AdvisorAdvisee | Collaboration | Qngoing Support |
Job | MembershipIAssuciatinnl Fublication | Completed Buppnrtl
Additional Information ind | “iew & First 1 of 1 Last
Comments j ;l +| —|

ok || camel |  Refresh |
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Location Page
27. Click on the Locations tab.

[ Header ' Projects | Resources | Location Y Reports | Documents | Cerification | Component | [b)
Proposal: WYSC0000001 PL:  Cumh,PS

Yersion: W1 LL Test 211002004 Unit:  '‘W3SCi

Proposal Projects

Project: WS o000 LL Test 21072004

Proposal Project Locations A
*Location: IEIOF QJ pescription: |Business Office, Main I Foreign =]
Country: [usa [ ynited states Phone: |
Address 1:  |1410 University Ave Ext |
Address 2: I Fax: I
Address 3: I
City: fimilliston
County: [williams Postal: [se802
State: D Qlnorth Dakota

28. At this time the Location will be the building where the work is to take place.
29. Click on the Save button.

Documents Page

30. Click on the Documents tab.

[ Header ' Projects ) Resources Y Lacation ' Reports | Documents ' Certification )" Companent ' [»)

Proposal: WWSCO000001 Pl Dumb,PS
Versiom: W LL Test 21102004 Unit: WSO

Proposal Projects

Project:  \W3C0000001 LL Test 21002004

Document Attachments
Requests Attached File

Custarnize | Find First 1af 1
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Additional documentation can be added on this page. Ex: Technical specs for the proposal can be

attached. Currently we are experiencing problems while attempting to add documents. We hope to
have this issue resolved by Go Live.

Certification Page

31. Click on the Certifications tab.

/ Header | Projects ) Resources j Location | Repots | Documents | Certification ' Component | [¥)
Proposal: WSC0000oo1 P Cumh,PS

Version: i LL Test 211052004 Unit: WS C01

Proposal Projects

i / First 1cf1 Last
Project:  \WSC0000001 LL Test 21 0i2004
Customize [Find | B First [0 1.0t as
| Certification Info ' ReviewamdStatus |
Do cction CELMCAON  ndicator  Certified By ApprovalDate A3Stience - Bxetbtion
fsce Q| |oz1ozo0s G [ves =] |oosoosa Q| Jozitorzo04 [ | | +l -1

Award specific certification codes can be added on this page. Ex: IRB, IACUC. NDUS will create
the standard certifications for GO Live. If an institution later identifies additional certifications

they will be responsible for populating their own certification codes table. Setup Financials Supply
Chain>Product Related>Grants>Certification

Key Words Page
32. Click on the Key Words tab.

4]/ Reports ' Documents Y Certification Y Component Y Gender and Minority Study ) Trainee | KeyWords '
Proposal: WSC0000001 Pl:  Cumh PS5
Version: 41 LL Test 2r10/2004 Unit: WS Cod

‘Key Wor-:l“ ﬂ ﬂ ll;l
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Key words may be used to track proposals by subject category (for example cell biology; electrical

engineering; history of science) and to link multiple science codes to a project (as required by
Transaction Set 194).

Key words are not going to be established by NDUS for Go Live. If an institution later
determines this information useful, they will be responsible for populating and
maintaining their own keyword table. Setup Financials Supply Chain > Product Related >
Grants > Proposal Keyword

GM 2.2 Submit Proposal

1. From the menu, select Grants > Proposals > Submit Proposal

/ Submission {__ Official

Proposal: WSCoooooo Pl Dumb PS5
Version: W1 LL Test 2102004 Unit: WS Co1
Proposal Valid From: Proposal Valid To:

Transmission Code:

Sponsor Proposal ID:

Submit Status: Submitted Recened:
Sponsor: Dept of Health
Location:

Mailing Instructions:

Q_Retum to Search:l E|Notif'y J

Submmission | Official

2. The Submit Status should always be Submitted.

3. Click on the Official tab.
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[ Bubmissian Official

Proposal: WSC00ooo0o1 P Dumb P35
Version: 1 LL Test 21052004 Unit:  ww3Co

Proposal Status: Auwrarded

Proposal Submission Official

Sequence: 1 Event Date: 02/10/2004

Submit for Approval [#

Admin Official: Approved [
Financial Official: Approved [
Signing Official: Approved ¥

5] 1 Return to Search:I [ETHatity :I

Submission | Official

4. Proposal Status will be updated to “Approved” meaning that the preaward office has
approved the submission of this proposal to the agency.

5. Click on the Save button.
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