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GM 3.1 Copy Proposal, F Version for Funding 
 
Key points to remember:  

• The top of the Copy Proposal page displays the ID number of the proposal being copied and 
displays the Proposal ID of the new proposal as NEXT. When you are ready to make an 
award you will copy the submitted version (V1) proposal to a funded version (F1). You will 
insert the Proposal ID and update the version designation to F1. This will make a copy of the 
proposal and it will be ready for you to update with the information necessary to generate the 
award.   

• The All/No Projects button and the All/No Budgets button allow you to select all projects or 
budgets for copying or to de-select all projects or budgets. 

Copy Proposal 
 

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

 

2. Type in the appropriate search criteria (proposal number, employee ID, etc.) and click the 
search button. 

3. Click the ID number of the proposal you would like to copy. 
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4. If you are copying multiple projects, you should click the view all button             to see all the 
projects. 

5. The top of the page will display the ID number of the proposal being copied and display the 
Proposal ID To: of the new proposal as NEXT.  In the Proposal ID To: field enter the 
Proposal ID value. When you exit that field the Version ID To: field will be blank. Enter the 
value of F1 in the Version ID To: field to represent the funded version of this submission.  

5. The All/No Projects button                            allows you to select all the projects for copying 
or, by clicking again, de-select all projects.  If you want to copy only particular projects, you 
can check the Copy box                 for that project.   

6. Click the Primary check box for the project that will be the primary project. 

7. After you select a project, or multiple projects, for copying, you can choose to copy the 
budget(s) for each project.  You can click the All/No Budgets to select all of the budgets 
within a project for copying or, by clicking again, to de-select all of the budgets within a 
proposal.  You can also check the Copy box                  for a budget to select it for copying.  
When a budget is selected for copying, the Budget ID defaults in. In the current business 
process this portion of the copy functionality will not be relevant since the initial proposal 
entry will not include the budget header nor the budget line summary functionality. 
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8. Once the correct projects and budgets are selected for copying, click the Copy button. 

 

 

 

9. After you click the Copy button it will fade and is no longer active. 

 

GM 3.2 Update Proposal Information 
 
     1.  From the menu, select Grants > Proposals > Proposal > Find an Existing Value 
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2. Enter search criteria (such as business unit and proposal ID – F Version) and click Search  
button. 

Header Page 
 

 
 

3. Review award and make necessary changes to the following: 
 

a. From and To Date must match the award start and end date from the agency as these 
dates populate the budget header page. If it is necessary to change these dates 
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remember to change the To date first on the proposal and budget header page and 
then change the From date on the proposal and budget header page. 

 
b. Sponsor listed on the award must match sponsor listed on header page. If this value 

is incorrect, change to appropriate sponsor. 

Project Page 
 

4. If there are changes to the department managing the award these changes would be 
made on this page. 

5. Following are instructions to add additional projects on the F version of the proposal. 
6. Click the Project Tab on the F version of the proposal. 

 

 

7. Click the  sign located in the upper right of the project page. Notice a proposal 
project is added to the page and the proposal project ID field = NEXT_1. Enter the 
Short Title, Department, Institution ID and Subdivision values. The short title can be 
the same as the title of the proposal and primary project or it can be different.  

8. Click the plus sign and continue adding projects until the F version of the proposal 
contains the appropriate number of projects for the award to be processed correctly.  

9. Go to the Resources tab. Enter Co-PI for projects added to the proposal. Add other 
professional resources as necessary to have correct information for the generate 
process.  
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10. Go to the Location Tab and select a location for each project you added to the F 
version of this proposal. Click the Save button on the bottom of the page. The 
projects that have been added to the proposal will be assigned Proposal Project ID 
numbers.  

 

 

Resources Page 
 

11. The resources page stores the personnel resources for this award. If there were 
changes in the personnel make these changes in the Professionals section of this page. 
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Using the plus/minus functionality you can add additional personnel resources at this 
point or make other changes necessary for the award to have correct information. Be 
sure to update the professional resources for additional projects if you add projects to 
the F version of the proposal.  

 
 

Certification Page 
 

12. This page will track the certifications necessary to process for appropriate 
institutional compliance issues. The Certification Code indicates the compliance 
issue being addressed. The Certification Date indicates the date the appropriate 
compliance issue was approved. The Indicator indicates that the compliance issue 
chosen in the Certification Code field is a part of this research work. The Approval 
Date indicates the date the compliance expires. These dates will be used to produce 
queries so the appropriate certification compliance issues can be tracked 
appropriately. These fields are the only fields required to appropriately complete this 
information. 

 

 
 
 

13. Save the version F1 of the proposal. You have completed the updating of the proposal 
file with the award information necessary for this part of the award process.  

 
 
GM 3.3 Create Proposal Budget Header 
 
Once you have completed the update process for the basic administrative information for the 
submission you must create the proposal budget header and the proposal budget line 
summary. These two tables record the activity ID, the budget periods and the F&A rate and 
base on the budget header and the budget lines for the awarded budget on the budget line 
summary. In order to establish a budget line summary for the funded proposal you must first 
complete the budget header information. 
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1. From the menu, select Grants > Proposals > Budget Header 

 
 

2. The Business Unit, Proposal ID and Version ID will be carried forward from the 
Proposal Header. 

3. Click on Search. 

Budget Header Page 
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4. Add Budget ID.   
The Budget ID will always equal the Activity ID.  For NDUS the Budget ID = 1. 

5. Enter the Description is desired. The description is not a required field and it will default 
to a configured value if left blank. The current business practice is to leave the budget id 
description field blank. 

 
6. Enter Target Sponsor Budget value of 1.00 
 

At NDUS a Target Sponsor Budget of 1.00 is all that will be entered at this time. This amount serves 
as a placeholder for the total budget which will be calculated on the budget line summary pages.    

7. Check the Include in Proposal checkbox. It should be checked (this value should default 
in appropriately).    

Selecting Include in Proposal allows you to add together multiple budget headers for each project in 
a proposal. For example, you could have separate budgets for on-campus and off-campus activities. 
The budget printed on the proposal form is the sum of all amounts for budget IDs marked as 
Include in Proposal.  

8. The From and To dates default from the Proposal Header. 
 
9. Click on the Facility and Admin Set Up button. . 

 

 

This page enables you to establish the basis for the FA calculation for the budget for this project. Each 
project should be assigned one F&A Rate Type. If you have an award with multiple F&A Rate 
Types you should establish multiple projects, one for each F&A Rate Type 
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10. Select the correct Rate Type.  The NDUS Rate Types will be established for each 
institution based on their individual requirements.  

11. The Institution FA Base and Institution Rates default from the Institution – Facilities 
Admin Rates configuration page. NDUS FA Bases will be established for each institution 
based on their Federal Rate Agreements. 

 
Note:  If the budget rate is something other than the institution rate select the correct FA 

Base value using the magnifying glass to look up the appropriate values available, delete 
defaulted effective date and F&A rate by clicking the minus button on the right side of 
the Budget Rates window for budget and add effective date and F&A rate appropriate 
to your budget.      

 
12. Click on OK 

Budget Periods Page 
 
13. Select the Periods tab when you are returned to the Budget Header page. 

 

14. Budget Begin and End Dates will default from the Proposal Header. 

15. Enter the Target Sponsor Budget. Again, 1.00 should be entered as a placeholder for the 
budget that will be entered later in the document.  This value must equal the value on the 
Header page. 

16. Click on the  in the Budget Period Info to add a new row if this is a multi-year Grant. 

17. Budget Begin and End Dates will default from the Proposal Header. 

NOTE: The system assumes each budget period is exactly 12 months. If you have a 
non-standard budget period you must delete the dates the system prepopulated 
and enter the appropriate begin and end dates for each period. Remember, you 
cannot exceed either the begin or the end date from the proposal header dates.  
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18. If you have multiple budget periods the Target Sponsor Budget for each new period will 
be blank. Do not enter a value.  

19. Click on the Save button. 

 

GM 3.4 Create Proposal Budget Line Summary Data 
 

1. From the menu, select Grants > Proposals > Budget Line Summary 

 

2. The Business Unit, Proposal ID, Version and Proposal Project ID will carry 
forward from the Budget Header. 
 

3. If there are multiple periods for the budget you need to build they will display below. 
Select Budget Period 1. 
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4. Enter the desired Budget Categories and Total Direct amount. 

5. If the budget category has a Cost Share amount, click on the Cost Share button on 
that row.  . 

 

Note:  Total Direct from Budget Line Summary per line should include the amount 
requested from the sponsor as well as any amounts to be cost shared.  Sponsor Direct line is 
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the amount per category requested from sponsor and the cost share direct is the amount per 
category designated as cost share. 
 

6. Enter amount to be cost shared into the cost share direct box, sponsor direct and cost share 
percent will automatically be calculated. (DO NOT POPULATE THE COST SHARE 
PERCENT FIELD.)  

 
7. Enter Department and c/s pct under Institution Cost Sharing Distribution.  If there are 

multiple departments contributing to department cost share, click on the  button.   
Total c/s Direct must add to 100%.  If there is Third Party cost share enter cost share 
information under Third Party section. The Distribution Totals on the bottom of this 
page must be 100.00 percent before clicking the OK button can successfully save this 
page. 

 

8. Review the FA setup by clicking on the FA button. . 
 

 

9. Click OK. 

10. Click on the Details button   for any of the categories to go to the details page. The 
information stored on the details page for each budget category is informational. It does 
not drive any functionality in the system.  
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11. Enter the necessary data then click OK. For you to be able to enter personnel using the 
personnel detail page you must have entered these individuals on the proposal resources 
page under the professional section. 

12. Click on the Save button. 
 
A warning message will pop up. Ignore this message. This occurs due to the fact that the Target 
Sponsor Budget and the Budget Line Summary do not match. If you recall from earlier, the Target 
Sponsor Budget was set to 1.00 as a placeholder for the budget. It is not necessary to go back and 
correct the budget in the Target Sponsor Budget fields. Click the OK button and save the budget line 
summary page one more time. 

 

 

GM 3.5 Submit Proposal  
 

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

Submission Page 
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2. The Submit Status should be changed to Submitted. 

3. Click on the Official tab. 

Official Page 
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4. Proposal Status should be changed to Approved. This means the F1 version of the 
proposal has been submitted and is approved for awarding. 

5. Click on the Save button. 

GM 3.6 Generate Award 
 

1. From the menu, select Grants > Proposals > Generate Award 
 

 
 

2. Enter search criteria (such as business unit and proposal ID) and click Search button. 

 



  North Dakota University Systems   

GM 3.0 Generate Award  Page 19 of 20 

 
 

To set up an award, you must send information into the award profile. The award generation 
process brings over specified information from the proposal to tables in PeopleSoft Contracts and 
PeopleSoft Projects. This award generation process maps proposal-related fields to fields in 
PeopleSoft Contracts and PeopleSoft Projects.  The proposal number will default as the award 
number – do not change. 

3. Select the first Select All or None button.   
 

This button adds all proposal projects associated with a proposal to the generate process.  You 
cannot run the Award Generation process until the status on the proposal is Submitted.  And you 
can only generate the award one time. For this reason it is very important to correctly complete the 
information required here.  
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4. Select Include In Award on the Budget line.  

5. Note when the Select All or None button under the Pre-Award Spending check box was 
checked the Project ID field was populated with the Proposal Project ID. Note also the 
Budget Activity field had not yet been populated. By checking the Include In Award check 
box you will be selecting the budget for the selected project for award generation and the 
Activity field will be populated appropriately. It is very important to be sure to select all 
budgets for all projects you with to award. If the proposal includes multiple projects click the 

 button on the Proposal Mapping header so you can see all the projects and their 
related budgets. This is the only method that will assure you select all appropriate budgets for 
the award process. 

6. Click on MOVE.  

This initiates the award administration process, which inserts information from the proposal 
pages to the award pages. There has to be at least one proposal project within the proposal 
you are moving or you will get an error message. You cannot run the process more than once. 


