uali Coeus

Training Document 1: Quick Proposal Creation using Kuali Coeus -

Single PI Research Proposal

This document illustrates how to create a single PI research proposal in response to a
federal funding opportunity (PA-11-260). For this example, you will be creating a new

NIH research proposal titled: Health, Science and Technology.

Funding will be

requested for a two-year period. You will be the PI (named upr.pi on this training
document). The requested budget includes: A) Personnel: PI buys 3 credits of release
time (22% Time and Effort) during the 9-month academic period, and salary for 1
summer month; technician on a 12-month salary of $24K; B) Non-personnel: $35K for
equipment in year 1, travel for a conference in both years ($2,500 per year), and $20K

for materials and supplies per year.

| Ex. 1: Federal Funding Opportunity —Single PI Research Proposal \

M NIH proposal, new, for research

i PI: YOU

M In response to Funding opportunity ID: PA-B2-UF1
M Project Title: Health, Science and Technology
M Project Start Date: August 15, 2014; Project End Date: August 14, 2016 (2 years)

Personnel:

Non-Personnel:

M 2 vyears: August 15, 2014 -
August 14, 2016

M PI has a 9 month ACADEMIC
appointment

M PI salary: 22% academic year (3
cr.); 1 month summer (100%)

M Technician (7o be named). 2
years @ $24,000/yr.

]

NE X

Equipment: B/oRAD HPLC
Chromatograph with DAD - $35,000

Travel: 1 annual domestic travel - $2,500

Participant Support: None
Other Direct:

e Materials and Supplies: $20,000
(for general laboratory reagents and

supplies)

M Log in to the Kwali Coeus home page using your upr.edu

username and password. For proposal submission through KC (the
LIVE instance), access: http://kuali.uprm.edu. For training purposes, 2

a KC instance is available at:

http://kualitraining.uprm.edu. Information you input on this training

site is NOT permanently stored.

Login to your ColegiolD account

Figure 1


http://kuali.uprm.edu/
http://kualitraining.uprm.edu/

M The Researcher tab (Figure 2) will be displayed upon logging in.
For this example, the proposal initiator (UPR PI) is a professor of Electrical Engineering.
The KC system will recognize his email upon login, and in most cases will identify the Lead

Unit he belongs to.
B R

Central Admm  Maintenance

Figure 2

. .ua u r, ﬂuulx
pe X

. A.u)\LluL\/’JlL Cowndakh

M Select Create Proposal.
Note: There is a |Required Fields for Saving Documenli tab. There are 7 fields
marked with an asterisk (*) to indicate that they are REQUIRED. These are:

1. Proposal Type: Select from the menu (In this example: New, since it is a new project,
not a continuation, renewal, resubmission, or task order/contract)

2. Activity Type: Select from menu. In this case select: Research
3. Project Title: Enter project title: Health, Science and Technology

4. Sponsor Code: You may enter it manually or use the search function to look up NIH
M To find the sponsor code, you must click on the Lookup symbol, the

magnifying glass @’ to the right of the blank Sponsor Code field. The
Sponsor Lookup Screen will appear:

DUM And Bradelrest Number:
OURS Plus Fosr Number:

CAGE Mumber:
Pastal Code:

Coumtry Code:  sabect -
Audit Report Set For Fy:
Owned By Unit NI
Address Book (& Sy

D i war e

Figure 3 2|Page



- To Search for a code, enter the Sponsor Name or Acronym (eg. NIH, NSF) in the
corresponding field, then click on the button below. Items retrieved will
appear at the bottom of the screen.

o You may also use wildcards to broaden your search by writing a word
between asterisks. For example, enter *Health* in the Sponsor Name and
click on the button. Several results containing the word will appear,
such as HHS-National Institutes of Health.

Spemsor Cede |
ey T
Spoasor Type Cede | IDEY=]
DU And Bradstreet Mumber | )
T DUNS s Fowe Merndar |
CAGE Mambar: |
 Poutal Cedes |
i '!dei 3
Coeniry Cede | s@oct =]
_Audtt Repect Semt For Fy: [
o-ulwu-g'.‘ v
Address Beak 3¢ | v

e R R

18 devvs sefrarved, dacveveny of Rovw,

Retern Spanspr Atreaym Epanser QUK And Bradatras) RODAL LAGE st Ceundre
Valve | Codg. | i Baws S v S LT T (— T | Nusber | Memdsc UV Lods
s ealyg Q0240 15 - hetwona! Irettetes OF Heath N Ledergd | | | ! |
Mrsabs (D203 |[Depatment Cf ewts And Heren Sevices s redece
s gy 001 DCO - Unbzrrrad Servicas Unreeraty Of The Hewts Townces  USURS Pelered
s akha  QRA2 \DCL - Mre Safery Ard Hastt Admeatraton M2A HOHTE
s ake S211 DL - Ocxapationa) Safery Ard teatt Admasatraton 02 Taaared
s ake | SR133 |15 - Agency Pzr Heathzars Rasearth Ard Guaity ARy redecsd
[T 1T ‘m},}; (105 - treakh Rescerces And Services Admiratraticon TASA [OHT )

oo ale SR (9 - 1azian Heakh Senice s 'Endec |
Figure 4

When you find the correct sponsor, click on the Return Value button to its left.
You will be returned to the previous screen. The selected Sponsor Code will
appear in it.

uali Coeus Provide Feedback
b :
Loyeporrico [l Unit  Central Admin  Maintenance  Systenr Admin

_| action kst || 1)doc search | Logged in User: mvera Tmpersonating User: upr.pi

Proposal Development Document & | Initiator:  upto Created: 02:53 FM 01/03/2014

Sponsor Name: =HS - Naticoal [nsttutes Of Haealth P

Proposal | S2§ | Key Personnel | Special Review || Custom Data | Abstracts and Attachments | Questions | Budget Versions | Permissions | Proposal Summary
Proposal Actions  Medusa
expand = || coliapse o8
* required field
7l
| Required Fields for Saving Documant - hide \

[
[l Reauired Finlds for Saving Document 1 7]

1014 LSS}
Proposal Number: * Sponsor Code: 200342
HHS - Natanal Institutes Of Health

* Proposal Type: ?_c_n' - * Project Start Date: it
* Lead Unit: RU-51081 - DEPARTMENT OF ELECTRICAL AND COMPUTER ENGINEERING * Project End Date: i
* Activity Type: | Research 3

* Project Tithe:

Figure 5
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5. Enter the Project Start Date and the Project End Date. The format is MM/DD/YYYY.

You may click on the calendar icon next to each field and select the date. To change the
month, click on the “"<” and “>" icons. To change the year, click on the “"<<” and “>>"
icons. Once you have the correct month and year, click on the date to finish. For this
example, select the following:

M Project Start Date: August 15, 2014

M Project End Date: August 14, 2016

* Project Tithe:

Institutional Fields Conditionally Required

6.

Award 1D: N
Original Institutional Proposal tD: | S

Figure 6

In the Sponsor and Program Information tab (Figure 6), enter the following
information:
M Sponsor Deadline Date: November 15, 2013
M Sponsor Deadline Time: 5:00 pm
M Notice of Opportunity: e.g. Federal (from menu)
* You should insert here the funding opportunity ID, e.g. PA-11-260

In the Keywords tab (Figure oo Mot oS e
6):

This tab is used to insert

keywords relevant to the

proposed research. Many oo ki on

agencies require this. A list of "
predetermined keywords is T L
available in KC. You may o i
select as many keywords as =
you desire. For example: Enter
in the description field the

word health (between e
asterisks): *health*, and click ot famietd
Search. This will bring up a i ronth s
list of results. Select those ‘
that apply, and then click on o

return selected|. s
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Logged in User: rve—s  Empersonafing Dsers spr.oe
Doc Nee: <223 [ —
Esitistor: ooro Cresteds (235 7 I1/03/2012
Spomscr Name: —~S - Nalcrs' Imsiiles OF m=ain PL
Loomes | | cotagen 8
regured Nt
Reguirest Fisldy for Ssung Documest =
Requires Fetds 33c Sewning Document i
e ! Narsd - s Code 2003 s3a
= =S - NaTomal Tetiites OF Smatt
* Propessi Types = = * Project Stack Defie o3 1D 20:i -
* Lesd Umd: 3051051 - DESASTMENT OF SECTRICA A0 COMPUTER SUENVERING * Project End Dsfe C5oiioois ©
* Activity Types | mesec =l
Se= Soeec= =md Te—eooay
* Project Title:
Instiztians Feids Comditamaty Seguires o
Rocard ED: S
Origimsé Institutionsl Propossl BD; 3
| Sgansor & Progre= Informamion =
Spomso: & Program Informatioe B
Sposser Desdine Dates 215,201 4 Spensor Desdline Time: |
Spoessr Desdiine Types |Secscx Tl Netice of Opportumity: | Face-y Scictxor ]
Spoeaser Name: = - Nalorsl InsiRules Of Seain CFDA Nemder: |
Prime Speaser ID: || < Opportusity I: Si-ii-150
MNSF Science Code: [z=ec =] Spoosor Proposal ID: |
Sgonsor Div Codes | Dots this pragoss ioclude subsmars(s)%:
Anbopsted Amare Types (== =1 Spoasor Program Code: |
Opportusity Titte:
P
Orgamzstion/Locstion =
Defivery Inis —
Kepmords e
Mmpmacds B
Description Actons
Asd: e
L= Scercez @ meaiy ¥ B
Srymcel meais N :
i =
&~

Figure 8

At this point, the screen should look like the image presented in Figure 8.

M Click the button at the bottom of the screen. This will save the document. Notice the
system generates a document number (Doc Nbr), which is the document ID used by the
system to identify your proposal. You should save this number for reference.

System to System: S2S Tab

The S2S tab is used for proposals which can be submitted electronically to the funding agency
via system to system, such as Grants.gov or Research.gov. Note: Not all proposals can be
submitted S2S via Kuali Coeus. Contact the ORE office for assistance regarding this function.

If the proposal CAN be submitted electronically, the program announcement is known and the

forms are available for S2S submission, you may follow this procedure to utilize the S2S
function. In the NIH grant example with funding opportunity ID PA-11-260, do the following:

5|Page




e Select the tab. The panel shown in Figure 9 will allow you to select the S2S provider
(e.g. Grants.gov or Research.gov) and funding opportunity. The system will search for the
forms that apply to the opportunity in order to create the proposal package using KC.

Frupesal Servmnry  Propesel Attns  Madiee

Tropasal 525 Ney Persitsml  Spesssl Seview  Cusbuim Dete el L

(IITI3 Meimanion utune

o I

Figure 9

Click on S2S Lookup (Figure 9) to access the Opportunity Lookup panel. Select the S2S

provider: [Grants.GoV,, input the Opportunity ID:] PA-11-260, and press [search. The
system will look for the package information, and allow you to select the proper package

(Figure 10).

B

Spenrtaeny I Fo N

IOA st

— e —
Tt Pt S € -
Storebobe (D) Nevter  Chmmilets Caeucttem M Intraye Seg Sexymiex  famecdetcy B mmeaety inty Adree¥8
* = e AN U E e AIEISINS L I w0 YR P Rt ey b L LGN SN Lo e T e Sawt A T WD S S It e S

2092 AT INS oyl R A e e i RO a e aOe Seew? St et Rerwt 410 W BTN PP v R e ety e W T
Lt mew L Eamara

Figure 10

For this example, select ADOBE-FORMS —B2, by pressing the return value corresponding to that
option.

Figure 11
Press before the tab to examine the information pertaining to the package
selected. If it is not the appropriate one, use the fremove opportunity| button to eliminate the
package and select another. From the Forms }tab, one can select forms to print, see which are
mandatory to include, etc.
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Figure 12
| Key Personnel tab:

M The Key Personnel tab (Figure 13) is used to insert PI, CoPI’s, and other key personnel for
the proposal.
For this example, the account UPR.PI is the Principal Investigator.

M Enter tab, to /Add Key Person. Use the Employee Search lookup to
select the , assign a , and then click the button. The ~ yellow

asterisk identifies a required action (in this case, to click the add person button).

11 uali Coeus

AN B8 UPRM [ nezenrcner
| action list [Q}mm]

. : g: idoor Id

Proposal | §2S [ Key Personnel) Specisl Review  Custom Dsts | Abstracts and | Permissi  Prop y P

= Document was successfully saved: \

¢ Unsaved changes will be lost.

o

Add Key Person
I
=Person; [EPioyes Search (3 =Propossl Role: ||E[:ﬂ
Nogeemploy=e S=arch & § |
| cmoor | 35 [ @3d petson | |
F' PI/Contact is & required Proposal Role prior to submission, Only one P1/Contact |s dlcwed For smgle PI submu lons plme designate the lmd investigstor as PI/Con
Igure one PI/Contact. Add lead i g g and check the Multiple PI box. Add other

Select Person, use the Employee search (lookup) and select Principal Investigator
(from menu) as the role.

Example: Insert *PI* in the Last Name field box, and select “return value” for the
professor named: UPR PI. (Figure 14)
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Figure 14

M Click (to insert selected person and role)
* A new sub-tab with the PI name will appear (Figure 15). If you click , it should
contain information relevant to the PI, imported from the UPRM Human Resources

database.
N N
k_umn) ot ( =
i
| ueRpPr - - )
I RZ-3108T - SSMRTHENT OF ESCTR008 B0 COMPUTER. DNEAESING
1 Una Totat:
| Toksls
Irvestigetor Tatsd:
Figure 15

= Five new tabs will appear: |Person Detaild, Extended Details, Degrees|, Unit Details,
and the REQUIRED |Proposal Person Certification|. (Figure 16)

= Note: Each key person participating in the proposal MUST complete his/her Proposal
Person Certification.
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M To fill out the “Proposal Person Certification”, select in that tab. Answer the

required questions, and click the button. The Proposal Person Certification tab
should indicate that it is now complete (figure 16).

[ V] uprer FCartad onml |\

UPRPI
| XT3 Person Details
[T Edended Details

[X) Degrees
N

St —
LI Proposal Peraen Certification (Complete)

Can you certify thet the information submitted within this application is true, complete and accurate to the best of your knowledge? That any false, Sictitious, or fraudulent statements or claims may subject you, &3 the P1/Co-PT/Co-Tt0  mee itrmusen.
crimingl, civil or administrative penaities? That you agree to accept responsibility for the scientific conduct of the project and te pravide the required progress reports if an sward (s made # 8 result of this spplication,

(8151081 - DEPIATHENT CF ELECTAICAL AXD COMPLTER, EVGNEERING
Unit Tota:

il

I‘
i

e B

Figure 16

M Press Save.

M Special Review tab (Figure 17):

This tab serves to identify Special Review requirements, such as Human Subjects, Animal

Usage, Biohazard Materials, among others required for compliance purposes, if the proposal
is granted.
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Figure 17

Note: If the proposal doesn't have any of these requirements, leave them blank. If it does,
simply select the Type of Special Review required, and in the Approval Status field select
Pending. As the UPRM is not managing these approvals electronically at the moment, please
contact the ORE office for further guidance on complying with these requirements if they
apply to your proposal.

M Custom Data tab:

M This tab is currently used only for proposals with Curricular Impact. In the Pro?'ect

Details tab, press . The following required question appears: Has curricular
impact? Select Yes or No. If yes is selected, the system will route the proposal to the

Deanship of Academic Affairs for approval.
i

M Press [save.

n = R
Proposal Devetopment Docement . Ietient g g Crented 1258 P o
Spoasar Neree: >5 - Neramel [zt OF reet L e

Frogoasd 525 Ny Permered s-nnh-ha—nhn— Gutow  fodost Voserw  Pommssww  Propesd Sowmay  Foposd Adore Mtae

...............

Pl Grewn Mawme Srojet Detens

- o | -

Figure 18

M Abstracts and Attachments tab (Figure 19):
This section has several tabs, of which |Proposal Attachments| |Personal Attachments
and [Internal Attachments] are the most important.

..... Doc et 4 Wetaw [(r Fregree

Propasal Develsprwst Document Intioterr gz p Crwsled | 12:55 99 0LC1014

SOOUCOr MR G e et rdus OF et MW s
Progmed | 525 Mey Porweeel  Specisl Seview rmﬁ-—MMu-- Pudom Versems  Farretssiens  Fropassl Sommmary  Sropuse Actises  Hedwee
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The |Proposal Attachments tab is used to upload all the files pertaining to the project
summary, narrative, research plan, budget justification, facilities, and other attachments
required by the funding agency, as needed for the given proposal. Not all are required,
and agencies may have different names for the different parts of the proposal. Please
follow the specific program announcement guidelines.

The |Personnel Attachments| tab is used to upload personnel-specific documents such
as bio-sketches (curriculum vitae or equivalent), current and pending support,
statements of commitment, and any other key personnel documents. There may be
several attachments of each type depending on the number of key participants in the
proposal.

The [Internal Attachments) tab is used to insert documents to keep as part of the
institutional proposal information, but will NOT be submitted to the agency. It is
advisable to insert here the following documents which are critical for future audits, and
considerations if the proposal is funded: Agency guidelines (as per submission date);
FCOI documents (Financial Conflict of Interest Disclosures, one per each PI/CoPI or
relevant personnel); any other internal attachment, agreements or documents
of relevance (e.g. UPR/UPRM letters committing funds, space, equipment, or time;
additional letters of support; IRB, IACUC or any other documents pending approval or in
process, useful for future reference.)

Proposal Attachments: |
= To insert the required proposal attachments, select Proposal Attachments and
press [Show.. An |Add Proposal Attachments| tab will appear:

Baw Mo WA |8 o
Treliatuon " Created
D i R P P "

Proposal Development Dooument

SIS Nay Persoimenl 4 Specie) Seveew  Cuwbont Debe

Propasal

T AN Type o -
et |
SEORIR ny1res e \
Wisaded By, | TEETE0

Bestod Fasestangy e

Altracts end Aarberests  Questiens  Budget Vermons  Permeaiers  Prepassl Serervary  Propasal Actisns | Pedien

* rbe Mamer | B N G semcte
Cortact Mame: N
Fonad Addeess:

hieve Warsle

Descrgtian

Figure 20

= Select [*Attachment Type| from the dropdown box, then upload the file using *File
Name: Browse..| Upload the corresponding file. Indicate the Status of the
document (Options: Complete, Incomplete). Complete means it is the final version,
Incomplete can be used when a draft version is inserted (this option is useful during
the proposal development stage of the grant writing process). You may add
comments if the file is a draft, for future reference.
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EXAMPLE:
= The following figure illustrates the insertion of the Project Summary from a file titled

ProjectSummary.pdf, as the final (complete) version.

Provensl Develapmant Oat wrent “ ::‘::

Srsanas Masme

L e L L L I e s e

%
]

et Ty

Hi

ety
L

Figure 21

e Press *. Upon this action, a new tab named Project Summary-Complete |is
created which contains the file of interest. A series of options appear at the
bottom of the tab for additional actions, if needed: you may select (to see
the file); to replace the file for a new one), Belete (to delete the file), or
modify the rights of others to view or edit the file through yview/edit rights.

Figure 22

Notes:

1. Remember that filenames should NOT include special characters or spaces. (e.g.
NarrativeNIH; ProposalSummary, BiosketchPI)

2. Proposal CANNOT be submitted for routing unless all attachments required are
marked as COMPLETE.

3. The Biosketch (or equivalent document) for the PI (and other Key Personnel, if
applicable) is inserted in the Personnel Attachment tab.

4. The Personnel Attachment tab will have a number in parenthesis, e.g. (1),
indicating the number of attachments inserted. Make sure you add all the files
needed for submission.
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Personnel Attachments: (Figure 23)

To insert the required personnel attachments, select |Personnel Attachments and
press Showl. An |Add Proposal Attachments| tab will appear.

Select from the [*Person | menu the key person name to which the attachment
belongs, (e.g. the name of the PI) then select the [*Attachment Type| from the menu
e.g. Biosketch) and upload the file using the [*File Name: Browse...| menu options.
Press “add. The |Personnel Attachments| tab will show a number (1) indicating it has
added an attachment.

additional attachments and to iew], [delete, and the file inserted.

Press to complete the actions.

The Actions column will now have the option to

Bt S s

B

[Eroasl S35 Ney Pervccesl  Speciel Brvew  Costem Dute

L e L TS -

Adutracts aad Mtachrests L R www  Ovagatel lersaany  Frazesel Actize  Medues

Paetes lawatary

Figure 23

\ Questions tab

There are presently two REQUIRED questionnaires available within the Questions tab. These
are: |Grants.gov S2S Questionnairel and lUPRM Commitment of Institutional Resources|.

M In the Grants.gov S2S Questionnaire (Incomplete) tab (Figure 24), press show to
see the required questions. Answer the questions and press the @[ button. The
questionnaire tab should now appear as Complete.

o Note: The question pertaining to state executive order 12372 relates to specific
proposals which may require additional review by state authorities. The Program
announcement should indicate if the proposal is affected by that executive order.
For our example, select “Program not covered by EO 12372" form the menu (see
last question).
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Figure 24

The tab should indicate the Grants.gov S2S Questionnaire is complete (Figure 25), and the
“Document was successfully saved.”

| Proposal || 525 | Key Personnel || Special Review | Custom Data || Abstracts and Attachments || Questions | Bud

= Document was successfully saved.

Grants.gov 525 Questionnaire (Complete) — ‘;
[ hide TS GGTS
Does this application reflect a change in principal investigator/program director from that indicated on a previou
17w, -1

Figure 25

UPRM Commitment of Institutional Resources tab:

This tab contains questions that must be answered to assist UPRM Officials as they evaluate
the commitment of institutional resources (Funds; Personnel; Space; Equipment)

If the answer is Yes, a brief explanation is required. Be specific and brief. This information
is critical for the proper routing and internal approval of the proposal by the required
directors and deans. You may click on *More Information...” for a description of what each

question asks. You can also |Print] the Questionnaire.
m -
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| Budget Versions

The |Budget Versions| tab within the Proposal Development Document is used to create the
budget using a Budget Document module. The Budget Document module allows you to
create multiple versions of the budget for different proposal scenarios, and then select the one
which bests suits the proposal to become the final budget version that will be inserted in the
Proposal Document for submission. The Budget Versions feature allows you to estimate salary
costs, including fringe benefits, according to UPR regulations, and the corresponding F&A
(indirect) costs allowed. This assists the PI in planning the use of resources within the project’s
time frame.

o Select the Budget Versions tab.

e |Add]a budget Name: | For this example, type the budget name: Budget 1.

Bodel Yoovtmn (M08 000 0000 " .

* Verwand Pt Gt L) I Ryt Wil oy Mlbes
M bt | [ -

Figure 27

e Select * fadd Jin the Actions section.
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Figure 28

e Select , to open Budget 1. This action will open a new Budget Document module,
with a new set of tabs, all of them related to budget. Notice at the top of the screen the
words Budget Document. If you want to return to the Proposal Document module, click the

blue tab that says (Figure 29)

ekl Biie: s
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Figure 29
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The budget tabs are: Budget Versions, |Parameters, Rates, [Summary, |[Personnel, [Non
Personnel, |Distribution and Income|, Modular Budget], Budget Actions|. (Figure 29)
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Figure 30

Description of Budget Document tabs:
e Parameters tab: Upon opening a new budget version, the system opens automatically in
the Parameters tab. It will be primarily used to define: Type of F&A rates that apply
(default is Modified Total Direct Costs (MTDC) — predefined in the Rates tab); If the
proposal requires the submission of Cost Sharing (you must check or uncheck the option);
and to generate all budget periods copying Year 1 budget to other budget periods. If done
properly, this simplifies entering the budget for Year 2 and on.

Rates tab: Contains the actual rates (MTDC Off Campus, On Campus) and
the [Fringe Benefits| to be used in the budget calculations (health insurance, unemployment,
medicare, retirement, etc).

Summary tab: It provides a summary view of all personnel costs (salary, fringe); non-
personnel costs; total direct costs, total F&A costs per period; and the overall Total Costs for
the project.

Personnel tab: Allows the insertion of project personnel for all periods. One can then
select who participates per year in the project, and the corresponding costs based on their
appointment type and base salary.

Non-Personnel tab: Allows the insertion of other non-personnel related expenses
classified within four basic categories: equipment, travel, participant support, and other
direct costs.

Distribution & Income tab: Allows the insertion of information related to Cost Sharing,
Unrecovered F&A, and other Project Income, if applicable.

Modular Budget tab: Only used in projects which require modular type budgets (eg. some
NIH programs).
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o Budget Actions tab: This tab contains access to |Print Forms, Budget Justification|
Proposal Hierarchy|, Subaward Budget, and Data Validation. The Data Validation tab is
particularly used to check if the proposal is complete prior to routing and S2S submission.

The Budget Document module divides the expenses among two options: Personnel (e.g.
salary of PI) and Non-Personnel (Equipment, Travel, Participant Support, and Other Direct costs
(such as Materials and Supplies). For this example, the proposed budget is distributed as
indicated in the following table.

\Example Proposal Budget:

M Budget Period: 2 years: August 15, 2014 — August 14, 2016

Personnel: Non-Personnel:
PI has a 9 month ACADEMIC appointment. | M Equipment: BioRAD HPLC Chromatograph with
Requests to the agency: DAD - $35,000

M PI salary: 22% academic year (3 cr.); 1
month summer (100%) Participant Support: None
M Technician (7o be named): 2 years @ Other Direct:
$24,000/yr. e Materials and Supplies: $20,000 (for
general laboratory reagents and supplies)

Travel: 1 annual domestic travel - $2,500

NEE™

e Go to the Personnel tab: The default Budget Period is always year 1 (In example:
08/15/2014-08/14/2015.)

o In the Project Personnel (All Periods) ftab, add the Project Personnel classified as:
Employees, Non-Employees or To be named (eg. technicians, graduate students, to be
hired if the project is awarded) using the search button.

M For the PI: enter the following information: Job Code (from menu), Appointment
Type, Base Salary, Christmas Bonus (if applicable, since it is considered salary for
nonpermanent employees). The PI name should appear, since this information was
entered earlier.

M For Appointment Type, select from menu: 9M DURATION (9-months); set
Christmas bonus entry to 0.00 for faculty appointments, since this is covered by
the institution in the case of faculty. The institutional base salary is available from
the UPRM Human Resources (HR) database (eg. $55,000). Note: Please inform the
R&D Center if a different salary from the one indicated by HR applies. This is
important for future Time & Effort Reports and compliance audits.

M Add “To be named” personnel:

e Using the To Be Named persons Lookup|, look for *technician*, press

search. Click [V| next to the option: Technician (T1), and press
selected|

e

Person Nomse: tecrvoe

lob Code: N
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Figure 31
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e Enter salary for a 12-month appointment ($24,000). In this case, charging the
Christmas Bonus is allowed since it is a required benefit which is considered as
part of the salary.
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Figure 32

M Click SAVE.
M Select Personnel Details (Period 1) Tab, press . In this tab you should enter

information related to personnel of Year 1..

e In the case of personnel, the time periods are defined as Academic (relates to
the 9-month academic period); Summer (relates to the 3-month summer
period); Calendar (refers to the 12 months total calendar period). Faculty at
UPRM either has a 9-month appointment or a 12-month appointment. Those
with 9-month appointments could receive additional compensation during the
summer for research or other scholarly activities.

e To enter information pertaining to the request of salary equivalent to 3 credits
for the PI during the 9-month academic appointment:
=  Go to |Add Details| tab. Select ¥Person| from menu: UPR.PI
= In [* Object Code namé, select: Faculty-Academic. Press [¥ add.

e A new tab appears: [Faculty-Academid tab, requesting the [*Start Date,
*End Date}, [%Effort], |% Charged), and |Period Type.
e For the academic period (9 months): enter the following dates:
Start Date: 08/15/2014

= [End Date:| 05/14/2015

= % Effort:| 22% (to be defined)

» % Charged:| 22%

» |Period Type: Select:

o In the Action panel, click |calculate. This will estimate the costs
corresponding to the Requested Salary and Calculated Fringe for the

Academic Period.

o Select .
e To enter information pertaining to the request of Summer salary for the PI:
= Go to |Add Detail)a tab. Select ¥Person| from menu: UPR.PI

= In [* Object Code namé, select from menu: Faculty-Summer. Press [¥ add|.
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e A new tab appears: [Faculty-Summer tab, requesting the ,
P*End Date), |%Effort}, (% Charged), and PPeriod Type.

e For the academic period (9 months): enter the following dates for 1-month
of summer salary (in this example using June 1-30, 2015):

Start Date: 06/01/2015

» [End Date:| 06/30/2015

% Effort:| 100%

= % Charged:| 100%

» |Period Type:| Select:
o In the Action panel, click [calculate], to estimate the costs corresponding

to the Requested Salary and Calculated Fringe for the Summer period.
o Select .
e To enter information pertaining to the Technician for the Calendar period:
* Go to |Add Details| tab. Select ¥Person| from menu: Technician.
= In [* Object Code namé, select from the menu: Technician. Press [* add.
e A new tab appears: Technician tab, requesting the [*Start Date, [*End
Date|, [%Effort], [% Charged, and [Period Typel.
e For the calendar period (12-months): enter the project dates:
Start Date: 08/15/2014
» [End Date:| 08/14/2015
» % Effort: 100%
% Charged:| 100%
Period Type: Select:
o In the Action panel, click [calculate].

o Select [save.
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Non-Personnel tab:

e Go to Non Personnel Tab to enter information related to: Equipment, Travel,
Participant Support, and Other Direct costs, in the corresponding tabs.
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Figure 34

e Select the Equipment kab, and press W to Add equipment information:
o Select [* Object Code Name|, from menu: Equipment
o Add a Description: BioRAD HPLC Chromatograph with Diode Array Detector (Note: This
description will appear in the proposal documents, so be as exact and informative as
possible.)
o Add Quantity: 1
o Add Total Base Cost: $35000
o Pre to insert information into the budget document.
e Select the [Travel tab, and press W to Add Travel information:
o Select [* Object Code Name|, from menu: Travel - Domestic
o Add a Description: Awardees Annual Conference
o Add Quantity: 1
o Add Total Base Cost: $2500
o Press| add| to insert information into the budget document.
e Select the Other Direct tab, and press W to Add Other Direct Costs information:
o Select [* Object Code Name|, from menu: Materials and Supplies
o Add a Description: Laboratory Reagents and Supplies
o Add Quantity: 1 (to include total sum)
o Add Total Base Cost: $20000
o Press to insert information into budget document.
¢ Follow this same procedure to add all other expenses, as applicable.
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Figure 35

Now you can enter the following years using this same format, or Generate All periods using
Year 1 as template. To do the latter, go to the [Parameters tab:
e Verify that only information on Year 1 is filled out. Other years must be empty.
M Now click on |(Generate all periods. The system will use Year 1 as a template to
generate budgets for subsequent years, which can be edited as needed.
= Remember to unselect the Submit Cost Sharing unless cost sharing is
required.

To edit the Year 2 budgetin order to eliminate equipment:

e Go to [Non-Personnel tab:

o Select Budget Period [for Year 2 and click on [update viewl. (ex. 8-15-2005- 8-14-2016).
Notice the Budget Overview (Period 2) tab is shown.

e Select the [Equipment tab, and press [delete fto eliminate the equipment on Year 2.

e Press [save.
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Figure 36

Note: You can create more than one budget version. You will need to select which is
the FINAL budget version and mark it as COMPLETE prior to validation and routing.

e To select Budget 1 as the final budget version, go to the Budget Versions tab.

M Click on Final: [/

M Select Budget Status as Complete.

M Select |Save.

o Select the BELENRCN O o] button, to exit the budget module, and enter the
proposal development module prior to validation and routing.

Proposal Actions tab:

In the Proposal Development Document, select the Proposal Actions tab. There are six
subtabs: Data Validation, Proposal Hierarchy, Print, Copy to New Document, Route Log, and Ad
Hoc Recipients.
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Figure 37

M Select the Data Validation tab, press show.

M Select [turn on validation| to activate a validation check to determine if there are any errors
or incomplete information that could prevent routing, warnings that point to possible data
issues, or errors that could prevent electronic submission.

Validation errors will be easily accessible for correction using the [fix option, next to the error
notification.

M Select the tab, to print the pdfs of all documents generated for the proposal.
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M Select the [Copy to New Document tab, to make a copy of the proposal as a new document.
This is extremely useful when a previous proposal will be modified for resubmission.

M Select tab, to see the order of approvals for a given proposal. Please verify that
the correct department chairs and deans are listed. If there is a discrepancy, please contact
the R&D Center and the KC Help Desk to fix the problem.

Submit proposal for internal routing

When the proposal is complete and validates properly, you are ready to submit it for routing.
Press the button to initiate the process. Remember: The proposal MUST BE COMPLETE
prior to submitting to routing. Contact the ORE office prior to submitting a proposal for
electronic routing.
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