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Preface

About the Proposal Development User Guide

The Proposal Development User Guide provides step-by-step instructions for creating a proposal in Coeus Premium
Version 4.5.1. This guide is divided into eight chapters and five appendixes, as described in the following table.

Chapter

Description

Before You Begin

How to obtain the proposal creator role and log in and an
overview of the proposal development process.

Creating the Proposal

The first steps of creating a proposal.

Creating the Budget

How to create a budget.

Uploading Narratives

How to handle the documents created outside of Coeus that
are required for proposal submission.

Linking Proposals in a Hierarchy

Instructions for creating an optional hierarchy of proposals.

Completing the Proposal

The final steps required before routing the proposal for
approval.

Submitting the Proposal for Approval

The process of routing the proposal for approval.

Other Coeus Functions

How to use such functions as Medusa and Notepad.

Appendix: Searching in Coeus Premium

Instructions for conducting a search.

Appendix: Cost Elements at UC

List of cost elements available for proposal development.

Appendix: Abbreviations

Abbreviations used in this guide.

Appendix: Tips

Tips for using Coeus Premium.

Appendix: Budget Summary Report Samples

A sample of each type of budget report Coeus creates.

Conventions Used in This Guide

These typographical conventions are used throughout this guide.

Item Convention

Example

User input Bold

Enter: *lastname*

Menu and item name

Bold, separated by “>”

Select Edit > Persons

Toolbar icon name

Italic, with a picture of the icon

Budget Persons icon

Screen, window, or tab name | Small caps

DEVELOPMENT PROPOSAL LIST screen

Field, checkbox, option icon, bold

or key name

Proposal No. field

Sponsored Research Services
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Before You Begin

Coeus Access and the Proposal Creator Role

To create proposals in Coeus, you need access to Coeus with the proposal creator role.

If You Do Not Have Coeus Access or You Have View-Only Access

Contact Sponsored Research Services (SRS) at coeus@uc.edu to gain access to Coeus or to upgrade from view-
only access to the proposal creator role. See http://www.uc.edu/coeus.html for current training opportunities and
access requirements.

You will use your UC central ID to log into Coeus (see Logding In to Coeus Premium).

If You Have Used Only CoeuslLite

Go to: https://coeus.uc.edu/coeus/CoeusWebStart.jsp

Click on “Launch Coeus Premium”

This should install files and then prompt for login screen. If installing Coeus for first time the application might
require following setup as well: - On the Security Warning screen select START - On the Desktop Integration
Process screen, select “YES” to install a shortcut to Coeus on your desktop.

If the above does not work try installing Java from below link and try the above again.
http://www.oracle.com/technetwork/java/javase/downloads/index.html

Contact coeus@uc.edu if there are any questions.

Logging In to Coeus Premium

Click the Coeus Premium icon on your desktop. The Coeus Premium page opens.

Click the Launch Coeus link for your operating system. A login window opens.

o User Name : |UC Central Log-in | I OK
) Password : I"‘""“""“*i ’ ‘ Cancel

Enter your username (UC Central ID — sometimes referred to as “6+2”) and password. Click OK.

You may be prompted to install the fast-launch option (a desktop icon). Click Yes to install the icon, or No to close
the window without installing.

Sponsored Research Services Page - 8 Document date: July 20, 2013
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Coeus Interface

Elements of the Coeus interface are called out in the illustration and described in the table that follows.

File Edit Acktion Mainkain  Departmental Admin  Central Admin Report Window  Help J.

KR 1 EH E FA R E AR EIEIEE

&

|| By |5

(5| EA

TEEEEEEIIE

E_dProposal Details - 00001293

Proposal | Organizatinnl hiziling Inf-:uI Investigatu:url ey Persu:-nl Special Reviewl SCience Cu:udel Otherl

Propozal No:

Start Date:
o b e

00001293 Status: Iln Progress

Lead Urit: |1 S0001: Certer for Cosus Training

Title: Howy many licks DOES i take to get to the center of a Toaotsie pop?

||:|1 -Jul-2010

e e ol e i e i o b b b o

Element

Description

©® Menu bar

The menus and their content change depending on the screen
that has focus.

® Top toolbar

The top row of icons is always the same.

©® Second toolbar

The second row of icons changes depending on the screen
that has focus.

® Read-only field

Read-only fields have a grey background

© Read/write field

A field that you can enter data in has a white background.
Some of these fields are required, while others are optional.
Required fields are indicated in this guide

Managing Screens

The top toolbar has four icons that control how open screens are displayed. In addition, the second toolbar has an
icon that closes the current screen, and the top toolbar has one that exits the application.

Icon

Function

Cascade

Cascade all open screens; title bars are visible.

Tile Horizontal

Arrange all open screens horizontally.

=] [ | @] S| ]| =

Tile Vertical Arrange all open screens vertically.

Layer Maximize all open screens and arranges them one on top of another.
Close Close the screen that has focus.

Exit Exit Coeus.

Sponsored Research Services
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Before You Begin

Overview of Proposal Development Using Coeus Premium

The proposal development process consists of the steps shown here. These steps are explained in detail in this
guide.

Start the proposal, fill in Details are entered in tabs of the Proposal
the details > Details screen

¢

Create and finalize the Several budget versions can be created
budget > One version must be designated “Final.”

¢

Upload narrative Create narrative modules and upload materials to
documents created | > them, including Bio-sketches and UC required
outside of Coeus documents — confirm current requirements with

your Authorized Official (AO)

¢

Certify the PI

Complete UC policy questionnaire

Complete the proposal | 5 Complete “Questions for grants.gov S2S questionnaire
and other questionnaires as required for your proposal
Validate the proposal

Create a PDF of the proposal

¢

Route the proposal Approvers are determined by the
to approvers —> investigators’ units — can be routed to key
persons’ units as well.

Sponsored Research Services Page - 10 Document date: April 11, 2016
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Creating the Proposal

Creating the Proposal

Overview of the Proposal Creation Process

In this section you create the framework for the proposal and fill in some details.

Decide whether to create a new

Start the proposal = o
proposal or copy an existing proposal.

- -

Y'ou can assign roles that enable people to

SEEITTIE LA make changes to any part ofthe proposal, to

warl»:rlggngglthe ” make changes only to a selected section, or to
prop view the proposal without making changes.
L
Add details in the You add information about the type of
Proposal Details ———= proposal, the investigators and key
screen tabs person and special reviews (protocols).

Proposal Details Screen

The PROPOSAL DETAILS screen consists of eight tabs, which contain information about the proposal. The tabs are
described in the section Adding Proposal Details, page 17.

Icons specific to proposal creation are on the second toolbar (see Coeus Interface, page 9). That toolbar is shown
here. Icons are shown when they are used in the instructions that follow.

D|Er|B=| Blom|e =] 2 s8] ) of

Starting the Proposal

You can start a proposal by creating a new one or copying an existing proposal. The method you choose depends
on your needs. The sections that follow provide instructions for these methods.

Note: In this chapter you will use the menu item Maintain > Proposal Development.... Please be aware that this
is a very different selection than Maintain > Institute Proposals. The Proposal Development module is for
creating and modifying proposals; Institute Proposal module maintains the list of Institute-approved
proposals (that is, proposals that have already been approved and submitted to a funding agency).
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Creating the Proposal

Creating a New Proposal

1. Click the Maintain Proposal Development icon @ or select Maintain > Proposal Development.... The
DEVELOPMENT PROPOSAL LIST screen opens, with the SELECT DEVELOPMENT PROPOSAL search window over it.

2. Click Cancel to close the SELECT DEVELOPMENT PROPOSAL search window.

Click the Add a New Proposal icon or select Edit > New Proposal.

If you can create proposals for only one unit, skip to the next step. If you are authorized to create proposals for
more than one department, the SELECT UNIT FOR NEw PROPOSAL window opens with a list of your units.

Select Unit for New Proposal E |

15

131000

Unit ... Unit Name oK |
0aonot  |Massachusetts Institute of Technalogy
093600 iti aniztic Studies Cancel |

Select the unit that will create this proposal and manage the project. Click OK.

Note: Since the unit number cannot be changed during the proposal process, it is important that you select the
correct one. If you selected the incorrect unit, close the newly generated proposal immediately and return to
step 3.

5. A new PROPOSAL DETAILS screen opens.

File Edit Action Maintain Departmental Admin  Central Admin  Report  Window  Help
R A AR A A B = =1 E

DA E S E R EEE =T

Proposal | Organizaﬁonl hdailing Infol Investigatorl Key Personl Special Reviewl Science Codel O‘therl

Proposal No: (00001297 Status: Iln Progress Proposal Hierarchy: 38 MNamative: 3 Budget: 3§
Lead Unit: [150001:Center for Coeus Training
Title:
Start Date: I End Date: I
Proposal Type: | ;I Award No: I &I
Activity Type: | ;I MSF Code: | LI
Anticipated Award Type: I j
Sponsor: I ﬂ
Prime Sponsor: I ﬂ
Sponsor Proposal No: | Driginal Proposal: &l
Program Title:
HMotice Of Opportunity: | ;I Subcontract [
Funding Opportunity Number: I CFDA Numher:l .
Agency Program Code: I Agency Div Code: I
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Creating the Proposal

6. Coeus assigns a number to this proposal in the Proposal No. field (circled). Make a note of this number so you
can easily return to this proposal.

7. Add the proposal details (see Adding Proposal Details, page 17).

8. Click the Save icon or select File > Save.

Creating a new proposal from a Grants.gov Opportunity Search

You can locate a posted opportunity with the Coeus Grants.gov search without an existing Coeus proposal record
started, and then generate a new proposal record that includes this Opportunity schema details. The Opportunity ID and
CFDA number will automatically be populated on the Proposal Details window.

1. Launch Proposal Development
2. Click Edit > Create Proposal for Grants.gov Opportunity
3. Input search criteria in Opportunity Search window.
¢ Enter only the opportunity and the search result will attempt to target just that single opportunity.
o Enter only the CFDA and the search result will return the list of opportunities maintained by the sponsor.
e Enter both CFDA and Opportunity number:
o If there is no correct match, the CFDA search is provided as a default.
o If the CFDA and Opportunity do match, the single opportunity is provided as the result.
4. In the resulting SELECT AN OPPORTUNITY window, click on an opportunity to select it, and then click OK to generate
a proposal development record.
5. If you have the Proposal Create role in multiple units, the SELECT UNIT FOR NEW PROPOSAL window will appear;
Select a unit, click OK.
6. A new proposal screen is presented with the Funding Opportunity and CFDA number (if both maintained in the
Grants.gov Schema).
o User must still maintain the required fields — including Federal Sponsor - and save the proposal and to
complete the link to Grants.gov.

Proposal Development> Edit>Create Proposal for Grants.gov Opportunity

Opportunity Search | x|

Enter CFDA number and/or opportunity 1d to Search for Opportunity

CFDA Wum: I . Opportunity 1d: I
Ok I Cancel |

Search result when a single Opportunity ID was used as criteria:

x
Proposzal Number: CFDA Number:

Sponsor: Funding Opportunity Humber: PAR-84-RO1L
BGelect one the programs which you wish o submit the Proposal Tamed] |

Opportunity Id Opportunity Title CFDA Number | Compe
G.g ATO7 and MIH Ext-UAT Test OPT-... ]

Kl | )

Schema URL:  http:ffat07apply. grants. gow apply fopportunitiesschernas) applicant foppPAR-AA-RO1-cFdad3. 359-cidADC
Instruction URL:http:) at07 apply. grants, oo/ applyfopportunitiesfinstructions/oppPAR-AA4-R01 -cfda93, 389-cidADOBE-FO

Sponsored Research Services Page - 13 Document date: April 11, 2016



Creating the Proposal

Result of selecting opportunity from search and selection of Unit: new proposal with Funding Opportunity &

CFDA maintained.

E.dProposal Details - 00000342

Proposal | Organizaﬁonl hailing Infol Investigatorl Key Personl Special Reviewl Science Codel O‘therl

Proposzal No: IDDDDDS42

Status: Iln Progress

Proposal Hierarchy: 38 Namative: 3 Budget: 3§

Lead Unit: |A1 2Fa unit

Title: rremium - creste proposal from opportunity search - more Successful.|

Start D ate: I

Propozal Type: |

Activity Type: |

Anticipated Award Type: |

Sponsor: I

Prime Sponsor: I
|

Sponsor Proposal No:

End Date: I

Award Mo: I &I

NSF Code: | =]
Original Proposal: &I

Program Title:

[TPTIEY T2, TRpar |

[ L TS

rﬁding Opportunity Number: IPAR.AA.Rm

Agency Frog Loder|

CFDA Number:(33.389

gency |

Result after maintain required fields and save: Grants.gov logo identifies completed link transaction.

EdProposal Details - 00000342

Propozal I Crganization I Mailing Info | Investigator I Key Personl Special Review: I Science Code | Cther |

Proposal Mo: |00000342

Status: Iln Progress

)

I Hi - BN ive: 3 Budget: 3

Lead Unit: |A1 23:a unit

Title: rremium - create proposal from opportunity search - more successful.

Start Date: |o1 _Sep-2009

Proposal Type: i\lew

Activity Type: brganized Rezearch

Anticipated Award Type: IGrant

Sponsor: |00034D

Prime Sponsor: I

F PR , S Y |

End Date: |31 ~&ug-2012

Award No: I &I

NSF Code: | -]

Program Title: |s.g ATO7 and MH Ext-UAT Test OPT-0UT FO& (RO

Motice OF Dpportunity: |

=]

ding O ity Mumb :IPAR-AA-Rm

A

| =
T GRANTS.GOWV®

Agency Program Code: I

Subcontract [

CFDA Numhel:|93.389

Agency Div Code: I

ILas‘t Update: 26-Aug-2009 12:22:52 PM :Hanlon, Rosemary

]

& A Federal Sponsor must be input in the Sponsor field to complete the Grants.gov Opportunity link. Only
Federal sponsors are eligible for Grants.gov submission. Also: some grants.gov opportunities are only listed by the
sponsor by the Funding Opportunity Number — this is very common with NIH. In these situations, the link to the
Grants.gov opportunity is not completed upon saving the proposal. The proposal record will save, but the user must
navigate to Grants.gov screen to complete the opportunity link to the proposal. Users should always navigate to the
Grants.gov window during proposal preparation to review and select forms, therefore this is not a blocking issue for

this functionality.
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Copying an Existing Proposal

1.

10.

Click the Maintain Proposal Development icon @ or select Maintain > Proposal Development.... The
DEVELOPMENT PROPOSAL LIST screen opens, with the SELECT DEVELOPMENT PROPOSAL search window over it.

Enter search criteria, such as proposal number, PI, or unit; in the appropriate column of the SELECT
DEVELOPMENT PROPOSAL window (see Appendix: Searching in Coeus Premium, page 131).

Click Find. A list of proposals matching your search criteria displays in the DEVELOPMENT PROPOSAL LIST screen.
Select the proposal to copy by single-clicking anywhere in its row.

Click the Copy Proposal icon or select Edit > Copy Proposal.... The SELECT CopY OPTIONS window
opens.

Select Copy Options Lé]

Proposal Number - ggpo2326
Spenser - (00200 : DOE - Chicago

/| Budget

All versions " Cancel |

Final version only

Namative

Questionnaire

This proposal copy will include a linked Grants.Gov opportunity.
Use the 'Delete Opportunity’ option in the Grants.gov screen/window of
the copied proposal to remove an invalid/expired opportunity.

Make these selections:

a. Select the Budget checkbox to copy the original proposal's budget (if appropriate). Since it is possible that the
original proposal does not have a version designated Final, it is recommended that you select All versions.

b. Select the Narrative checkbox if you want to copy the narratives from the original proposal.

c. Select Questionnaire checkbox if you want to copy the answered questionnaire from the original proposal (if
this is gray, it means there is no answered questionnaire to copy).

d. Grants.gov opportunity link is copied if the original proposal contained one. The user may need to update the
opportunity

Click OK.

If you can create proposals for only one unit, go to step 9. If you are authorized to create proposals for more
than one department, the SELECT UNIT FOR NEwW PROPOSAL window opens with a list of your units (see page 12).
Select the unit that will process this proposal and click OK.

A line for the copied proposal displays in the DEVELOPMENT PROPOSAL LIST. Except for the proposal number,
which is unique, details of the copied proposal are the same as the original proposal.

Single-click to select the line in the Development Proposal List for the new proposal. Click the Modify Selected
Proposal icon or select Edit > Modify Proposal....

Note: Do not double-click the highlighted proposal line or select Edit > Display Proposal.... This will open the

proposal in view-only mode — the fields will have grey backgrounds, meaning data cannot be modified. To
open in modify mode, close the proposal, select the proposal with a single click and either click the Modify
Selected Proposal icon or select Edit > Modify Proposal.

11.

Make any necessary changes to the proposal:

a. Adjust the start and end dates.
b. Link to the Grants.gov opportunity and forms (see Linking the Proposal to a Grants.gov Opportunity, page 43)

c. Verify that any copied narrative types are still appropriate (see A Note About Copied Grants.gov Proposals &
Narratives. page 96)

. Adjust the budget period boundaries to reflect the new dates (see Adjusting the Period Boundaries, page 51).
. Review the rate tables, syncing the rates if necessary (see Verifying the Proposal Rates, page 53).

o

@
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Creating the Proposal

12. Investigator Certifications do not copy with the proposal. If you are making a copy of a proposal because there
were changes or corrections to be made, such as an NIH change/corrected submission, AND the PI certified the
original proposal, then you will need to use the proxy certification. UC policy allows proxy certification only
when the PI certification was obtained on a previous version of the same proposal.

| Prupnsall Organization | Mailinglnfu| Investigator | Key Person | Special Review | Science Cudel 0ther|

Academic Summer Calendar

il Add
Soow Efft % | Youe Eifet % Yore Eifens 3| Cotity | | (il
=3 iCarole H Donnellon i .00 .00 00 00 ® Delete
Ketaki Ashutosh Mhaisekar .00 .00 .00 .00 V
Find Rolodex
Find Person
(C oty )

Person Name Pl Multi PI Faculty Hfort %

You will be directed to a new form to complete so you can route the copied proposal. You will need to explain
why you are proxy certifying the proposal and indicate the proposal number with the original PI certification.

Hint: It is a good idea to have two instances of Coeus open so you can see how the Pl answered the questions
originally.

13. Click the Save icon or select File > Save.

Assigning Proposal Roles

You can grant users view or update access to your proposal, but you cannot grant anyone approver access from
this screen. In addition you can add others to help you prepare the proposal.

Any roles you assign to a user apply only to the current proposal. If you copy a proposal, access rights do not carry
over. Access rights apply only to the specific proposal number in which they are granted.

Proposal roles are defined in the following table.

Role Definition

Aggregator Make changes to any part of the proposal, answer yes/no questions, certify investigators,
and submit for approval.

Approver Approve the proposal. You cannot add or delete users from this role, but you can see which
users have been designated as approvers after the proposal is routed for approval. The list
of approvers is set up in advance and maintained by SRS. NOTE: College level approvers
(AQ’s) can add approvers.

Budget creator | Make changes to the budget only.

Narrative writer | Make changes to the narratives only.

Viewer View any part of the proposal. A viewer cannot make any changes.

Adding a User to a Role

1. From the PROPOSAL DETAILS screen click the Proposal Roles Maintenance icon or select Edit > Proposal
Roles. The PROPOSAL ROLES window opens.
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Proposal Roles @
Propozal Number:oooo24e2
Sponsor:000340 : MIH
Users
User ID User Name Unit Number Unit Name Arccess Propozal Perzon Institutional Salaries T
el Shavell, Eleanor o000 ConzoHium Histarchy igg:sgjor P —
it ks Barricgar, Wienddy 401 000 Massachusetts Institute of Technology Bucget Creator Cancel
rhianlon Hanlon, Rosematy o000 ConzoHium Histarchy Maify Proposal Retes N
userl] Tester0l 150001 Center for Cosus Training Narrative viriter Users
userl2 Tester02 150001 Center for Cosus Training \iewer ———
™ |user0d Tester0s 1:50001 Certer for Coeus Training . Rights
™  |user0d TesterOd 150001 Center for Coeus Training
ﬁ userls Tester0S 150001 Center for Coeus Training
‘*‘ uzerlG TesterO6 150001 Certer for Coeus Training
‘*‘ userl? Testerdy A123 & Test Unit
"ﬁ“ userld Tester0S 1:30001 Center for Coeus Training
Lzerld Tester09 150001 Center for Coeus Training
uzer 0 Tester1O 150001 Center for Coeus Training
uzer] 1 Testeri1 150001 Center for Coeus Training
Lser 2 Tester 2 150001 Center for Cosus Training
Lzer 4 tester 4 150001 Center for Cosus Training
user S tester1s 150001 Center for Cosus Training
user 6 tester1B 150001 Center for Cosus Training
user T tester! 7 00000 Conzortium Hierarchy
™ |userld tester1d 150001 Center for Coeus Training
™ |user20 tester20 150001 Center for Coeus Training

The Users pane, on the left, displays all authorized Coeus users in your unit. The Roles pane, on the right, lists the
roles you can assign to users. The roles are expandable: Click a plus button I to see all users who have been

assigned to that role, or click a minus button =l to collapse that role.

2. Select a user in the Users pane by clicking to highlight the row. Drag and drop the nhame onto the role in the
Roles pane. The user’s name displays under the assigned role. You can add any number of users to a role.

3. To add someone from outside your unit, do the following:

a.

b.
c.
d.

4. Click OK to save changes or click Cancel to exit without saving.

Click Users. The USER SEARCH window opens.
Enter your search criteria and click Find. The results of the search display in the USER SEARCH RESULT tab.
Highlight the name you want to add and click OK. The name is added to the Users pane.

Select the user, and drag and drop the name as in step 2 above. The user’s name displays under the
assigned role.

Note:

UC does not maintain salaries in Coeus; therefor we do not use the “Access Proposal Person Institutional
Salaries” role.

Removing a User from a Role

1.

Click the Proposal Roles Maintenance icon or select Edit > Proposal Roles.
The PROPOSAL ROLES window opens.

If necessary, click the plus button I to expand the list of users under the role from which you want to
remove a user.

Click to highlight the user's name under the role.
Drag the user's name to the trash can icon in the lower right of the screen (see page 17). The name no

longer displays under the role.
Click OK to save changes or click Cancel to exit without saving.
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Adding Proposal Details

Note: Before you start filling in details, be sure to read the sponsor announcement for specific requirements.

Add details by populating fields in the PROPOSAL DETAILS screen. This screen consists of several tabs, which are
described here.

Proposal Tab

The PROPOSAL tab contains basic information about the proposal.

File Edit Action Maintain Departmental Admin  Central Admin  Report  window  Help
R = AR A R EN =1 E Y

C R N A S T R B = AT T =] e

Propossl | Organizationl Mailing Infol Investigatorl key Personl Special Reviewl SCience Codel Otherl

Proposzal No: IDUDm 297 Status: Iln Progress Proposal Hierarchy: 38 Namative: 3 Budget: 3§
Lead Unit: |1 50001: Center for Coeus Training
Title:
Start Date: I End Date: I
Proposal Type: | LI Award Mo: I &l
Activity Type: | LI N5F Code: | LI
Anticipated Awvoard Type: I ;I
Sponsor: I &l
Prime Sponsor: I &l
Sponsor Proposal No: I Original Proposal: &l
Program Title:
Motice OF Opportunity: | LI Subcontract [
Funding Opportunity Humber: I CFDA Numher:l .
Agency Program Code: I Agency Div Code: I
Proposal No. — Coeus assigns a number when the proposal is created.
Status— Set by user actions. The possible statuses are:
Status Description
In Progress Proposal is being worked on; it has not been submitted for approval.
Approval in Progress Submitted for approval.
Rejected Rejected by an approver.
Approved Accepted by all UC approvers.
Submitted Submitted to sponsor.
Post Submission Approval One or more approvers need to approve after submission.
Post Submission Rejection | One or more approvers rejected after submission.

Proposal Hierarchy — An icon that shows the proposal's status in a hierarchy. See Linking Proposals in a Hierarchy,
page 97, for more information. Please contact SRS before creating a hierarchy — coeus@uc.edu

Narrative — An icon that shows the status of the narratives. See Checking the Status of the Narrative and Budget, page
107, for more information.

Budget — An icon that shows the status of the budget. See Checking the Status of the Narrative and Budget, page 107, for
more information.

Lead Unit — This is a read-only field entered by Coeus using the proposal creator’'s home unit or the unit selected in
the SELECT UNIT FOR NEW PROPOSAL window (see Creating a New Proposal, page 12). Verify that it is the correct unit for
the PI and this proposal. If this is not the PI's unit, then follow the Copy instructions in the note in step 4 on page 12.
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Title — Required. If you have copied another proposal, you might need to replace the title. For electronic submission,
the title can contain no special characters (see What “No Special Characters” Means, page 142). See the sponsor’s
announcement or guidelines for requirements.

Start Date — Required. Enter the date the project is expected to start in mm/dd/yy format. (The format will change to
dd-mm-yyyy when you leave the field.) Refer to the sponsor’s announcement or guidelines for acceptable dates.

End Date — Required. Enter the date the project is expected to end in mm/dd/yy format. (The format will change to
dd-mm-yyyy when you leave the field.) Refer to the sponsor's announcement or guidelines for acceptable dates.

Proposal Type — Required. Select the appropriate entry from the drop-down list or enter the first characters until the
type appears. This information might be specified in the sponsor's announcement or guidelines. The Proposal Types

are:
Proposal Type Description
Continuation Non-Competing continuation of an existing award (NIH Type 5)
New New application
Renewal Competing continuation of an existing award
Resubmission Amended or updated application
Revision Supplement or revised proposal for an existing award
Task Order Project funded under a master agreement

Award No. — May be left blank — If the Proposal Type is Continuation, Renewal, or Revision enter the prior award
number. Leave this field blank for New, Resubmission, or Task Order. Award Number is a Coeus-generated

number; to find it click the Search icon next to the field and search by an Account number or other detail, or
contact SRS.

Activity Type— Required. Select the appropriate entry from the drop-down list or enter the first characters until the
name appears.

Refer to the announcement and UC policy to determine the Activity Type. The entry in this field determines overhead
rates, so selecting the correct value is important.

Activity Type

Research

Instruction

Other or Public Service

Student Services

Clinical Trial

Anticipated Award Type — May be left blank - Select the type from the drop-down list, if known.
NSF Code — Not currently used at UC.

Sponsor — Required. The sponsor is the organization providing funds. If your proposal will be a subcontract to
another organization’s submission, enter the submitting organization as the Sponsor.

Click the Search icon to find the sponsor. Please contact coeus.uc.edu if your sponsor is not in Coeus.

Prime Sponsor — May be left blank - If your proposal will be a subcontract to another organization’s submission,
then enter the agency providing funds to that organization. If your proposal is not a subcontract, then leave this
field blank.

Click the Search icon to find the sponsor. Please contact coeus.uc.edu if your prime sponsor is nhot in Coeus.

Sponsor Proposal No — May be left blank — Enter, if known, when the Proposal Type is Renewal, Resubmission,
Revision, or Continuation.

Original Proposal — Used for a “Change/corrected” application to NIH. Enter the original Institute Proposal number of the first
S2S submission to NIH for this proposal.

Program Title — May be left blank — Enter a program title provided by the sponsor. If this proposal will be submitted
via Grants.gov, this field will be overwritten when you associate the proposal with a Grants.gov opportunity (see
Linking the Proposal to a Grants.gov Opportunity, page 43).
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Notice of Opportunity — Required. Select an entry from the drop-down list to identify how this funding opportunity
was announced.

Notice of Opportunity Description

Federal Solicitation Has a federal sponsor or prime sponsor
Unsolicited Open announcement or no announcement
Verbal Request for Proposal Communication from sponsor

SBIR Solicitation Small Business Innovation Research
STTR Solicitation Small Business Technology Transfer
Non-Federal Solicitation Foundation, industrial, or any non-federal
UC Internal Institutional program, not external sponsor

Funding Opportunity Number — May be left blank — For Grants.gov submissions: this will be populated
automatically if CFDA is used to search and link. Otherwise, insert the number to perform the Grants.gov search.
Either this field or CFDA No. is required if submitting via Grants.gov. If using CFDA search, do not over-write data;
use only the numbers returned by Grants.gov. See Using Grants.gov, page 43. For other submissions, enter data
manually, if known.

CFDA No. — May be left blank — Catalog of Federal Domestic Assistance number assigned by sponsor for funding

opportunity. For Grants.gov submissions, enter the CFDA number to support the Grants.gov search. For other
submissions: enter the data manually, if known

Note: Some NIH opportunities do not assign CFDA numbers until after award. Use the Funding Opportunity
search for those applications and leave the CFDA field blank unless it is populated automatically by the
selected Grants.gov opportunity. See Using Grants.gov, page 43.

Agency Program Code — May be left blank — Enter this number if it is required for the opportunity. Locate the code in
the announcement of opportunity at Grants.gov or the sponsor's web site. This code is currently required only for
NSF submissions, but it may be used by other agencies in the future. See
https://www.fastlane.nsf.gov/pgmannounce.jsp.

Agency Div Code — May be left blank — Enter this number if it is required for the opportunity. Locate the code in the
announcement of opportunity at Grants.gov or the sponsor's web site. This code is currently required only for NSF
submissions, but it may be used by other agencies in the future. See https://www.fastlane.nsf.gov/pgmannounce.jsp.
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Organization Tab

The ORGANIZATION tab contains the contacts for UC and performing sites involved in the project. The Organization
and Performing Organization fields default to UC data.

Ed Proposal Details - 00003945

Proposal | Organization | mailing Info | Investivstor | Key Person || Special Review | Science Code | Cther

Organization/Location

Type Location
Propasal Organization University of Cincinnati
~g» Performing Organization University of Cincinnati
Other Organization Cincinnati Children's Hospital Medical Center
Performance Sike Ohio River Banks
Address/Contact

Uriversity Hall, Ste 530,51 Goodman Dr Cincinnsti OH 45221

Congressional District

Add District
Kame

NN ™ ™ ™ e

Organization/Location:

Proposal Organization is the legal entity for the proposal — The University of Cincinnati.

Performing Organization is the organization performing the main portion of the project. There is only one, and for UC,
this will be the same as the Proposal Organization (UC).

Other Organization is used for participants in the project, often recipients of a subaward. This selection uses the
Organization table, which supports populating the DUNS number on certain sponsor forms.

Performance Site/ Location a site where work is being done that is not an organization (e.g. a volcano, a field camp
location, or other significant off campus location that should be recognized in the proposal). This selection uses the
Rolodex table which does not support DUNS numbers.

Address/Contact: The UC proposal signing authority
Congressional District: The 2 character State, hyphen, 3 character District format. (OH-001).

Add any additional Other Organizations or Performance Sites (aka Locations) on this tab, which could include
subawards or off-campus locations.
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Adding an Other Organization

Proposal | Qrganizetion | Mailing Info || Investigator | Key Person | Special Reviewr | Scisnce Code | Cther

OrganizationfLocation

C a1
Type Location
Proposal Organization University of Cincinnati

Performing Qrganization Universicy of Cincinnati

- I - |

1. Click the Add button located in the upper right of the screen. A new Organization/Location field will be
created beneath the default Organization data.

2. Select the Type from the drop-down list: select Other Organization.

DOrganizationfLocation
Type Location

Proposal Organization University of Cincinnati

Performing Crganization University of Cincinnati

~

[Cther Organization
Performance Site

Select Find to search maintained Organizations. Please contact coeus.uc.edu if your organization is not in
Coeus.

Select a result from the search result window and click OK. The Location, Address/Contact, and
Congressional District fields will be populated from the Organization record.

Proposal| Organization | Mailing Infnl In'.restigatnrl Key Person | Special F{eviewl Science Cndel 0ther|
Organizations/Location

Type Location
Proposal Organization University of Cincinnati

Performing Crganization University of Cincinnati

HEH
&

~gn Other Organization Cincinnati Children's Hospital Medical Center

Address/Contact

Cincinnati Children’s Hospital Medical Center
3333 Burnet Avenue

ML 7030

Cincinnati

Ohio 45229-3039, USA

Find Address

Delete Address

Congressional District

Name:
3 OH-001|
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Adding a Performance Site

1. Click the Add button (located in the upper right of the screen). A new Organization/Location field will be created
beneath the default Organization data.

Proposal  Organizetion | Msiling Info || Investigstor - ey Person | Special Review | Science Code || Other

Organization/Locabion _“
Type Location
Proposal Organization University of Cincinnati
Performing Organization Univeersity of Cincinnati
Dither Organization Cincinnati Children's Hospital Medical Center
~g Performance Site -

[otner Organization
Performance Site

2. Select the Type from the drop-down list: select Performance Site.

3. Type a contact or organization name in the blank Location Field.
Address/Contact

Find Address |

1

Address/Contact

Find Address
Great American Ballpark
100 Joe Nuxhall Way Delete Address
Cincinnati

= OH 45202, USA

4. Click the Find Address to open the ROLODEX SEARCH window and search for the address (see Searching the Rolodex,
page 136).

Note: If you cannot find the performance site in the Rolodex, see Adding a Name to the Rolodex, page
120. After entry in the Rolodex, search again to add it to the Organization list.

Select the address from the search result window and click OK. The address will display in the Address/Contact pane.
Use the Delete Address button to remove the address and find another.

Adding a Congressional District

Select the Add District button in the Congressional District pane to create an entry field. Enter the code in the

prescribed format: 2-character State, hyphen, 3-character District format. (ex: OH-001) Use the Delete District
button to remove the entry.

Congressional District

Add District |
MName

g US-alL Delete District |

Sponsored Research Services Page - 23 Document date: April 11, 2016



Creating the Proposal

Note Regarding Congressional Districts:
If all districts in a state are affected, enter “all” for the district number (ex. OH-all).
If nationwide (all districts in all states), enter US-all.
If the proram/project is outside the U.S., enter 00-000
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Removing an Other Organization or Performance Site

To remove an entered Organization or Performance Site, with the entry line selected, use the Delete button. This
will also delete this entry’s Address and Congressional District.

Proposal| Organization | Mailing Infnl In'.restigatnrl Key Person I Special Review | Science Cl:H:Iel Dther|

Organization/Location

Type
Proposal Organization
Performing Organization
~gw Other Organization

Performance Site

Location
University of Cindnnati
University of Cindnnati
Cincinnati Children's Hospital Medical Center

Great American Ballpark

EEH
3

Address/Contact

Find Address
Cincinnati Children's Hospital Medical Center

3333 Burnet Avenue
ML 7030

Cincinnati

Ohio 45229-3039, USA

Delete Address

Congressional District
Mame
& 0H-001|

Delete District
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Mailing Info Tab

The MAILING INFO tab specifies the date by which the sponsor must receive the proposal and includes information
about how the proposal will be transmitted to the sponsor.

E.«Proposal Details - 00000233

'3'| Investigatu:url Key F'ersu:unl Special Reviewl Science Cu:udel Otherl

rDeadline rMail By rType
Date: I = Regular
" OSP
Type:  Postmark " Ezpress Courier

" Department

" Receipt " Electronic

Mail Account: | Mo 0Of Copies: I

Camer Code: I Carner Code Type:

Mailing Address: I ﬂ %l

Mail Descnphion: I

Add the submission date and details by filling in these fields.

Date — Enter the due date. The format is mm/dd/yyyy. In addition to entering the date, select the appropriate option
button, indicating if this is the date by which the proposal must be postmarked or received by the sponsor.

Mail By — Select either the OSP (Office of Sponsored Programs —known as SRS at UC) or Department option
button to indicate which department will submit the proposal. This field can be left blank.

Type — Select the option button for the carrier that will deliver the proposal: Regular (U.S. mail), Express Courier,
or Electronic. This field can be left blank..

No. of Copies — Enter the number of copies to submit. This field can be left blank.
Mail Description — This field can be used for comments. This field can be left blank.

Mail Account, Carrier Code, and Carrier Code Type — This field can be used to communicate internal billing accounts.

Adding a Mailing Address

Note: The physical mailing address in the MAILING INFO tab provides an address for communication with the
sponsor, especially for paper submittals. May be left blank

Open the MAILING INFO tab of the PROPOSAL DETAILS screen.

Click the Search icon next to the Mailing Address field. The ROLODEX SEARCH window opens.

Enter search criteria. (See Searching the Rolodex, page 136, for more information.)

Click Find to display search results.

Highlight the desired line and click OK. The name and address information display in the MAILING INFO tab.
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Removing a Mailing Address

Open the MAILING INFO tab of the PROPOSAL DETAILS screen.

Click the Remove icon next to the Mailing Address field. A verification message opens.

E_dProposal Details - 00000233
Proposal I Organization  Malling Info | Investigatar I ey Persan I Special Review I Science Code I Cther I

Grants Management Branch El

5635 Fizhers Lane
Suite 1300

Rockville \?r)
MD - 20852

LA,

Mail Descnption: I

Are wou sure you want to remove mailing address entry?
Dingle, Linda

rDeadline rMail By rType
Date: I " Regular
i~ O5P
Type:  Postmark {" Express Courier
" Receipt Sl L {" Electronic
Mail Account: I No OF Copies: I_
Cammner Code: I Carrier Code Type:
Mailing Address: |Dingle, Linds El%l
MIH-MEI

Yes | No |

Click Yes to remove the mailing address or No to stop the operation.
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Investigator Tab

Identify the Principal Investigator (PI), Multiple Investigators, and Co-Investigators in the INVESTIGATOR tab. Enter
estimated effort over the entire project period and designate the lead unit for the PI. Investigators from other
institutions should be listed in the KEY PERSON tab.

E_dProposal Details - 00003781

Proposall Organizationl Mailing Infa ~ Investigator | ey Personl Special Reviewl Science Codel O‘therl

Summer
Year Effort %

Academic
Year Effort %

Person Name Pl Multi Pl | Faculty Effort

Calendar | Add

YVear Effort %
Delete |
Find Rolodex |
Find Person |
Cerkify |
Lredit Split |

Lead Unit |  Unit Number | Unit Name | Add Unit |
Delete Umt |
Eind | Uit |

Listing Investigators
1. Open the INVESTIGATOR tab of the PROPOSAL DETAILS screen.
2. Click Find Person. The PERSON SEARCH window opens.

3. Enter the person’s name in the Last Name field.

Note: You can search for more than one person at a time. See Appendix: Searching in Coeus Premium, page
131, for more information.

4. Click Find. The PERSON SEARCH RESULT tab section of the PERSON SEARCH window displays the search
result.

5. Click to select the row that has the investigator's name. Click OK or press Enter. The PERSON SEARCH
window closes, and focus returns to the INVESTIGATOR tab.

6. Enter the estimated project effort for the investigator.

7. The PI checkbox is checked by default for the first person searched and entered. Make sure this box is
checked for the PI. (Only one PI box can be checked; see note.) All others listed on this tab without PI
checked or Multi-P1 checked will be maintained as Co-Investigators.

8. The Faculty checkbox is selected or not based on feeds from HR. You do not need to change this.
9. Select Multi-PI, if appropriate, for all Investigators that will be Multiple PI's. (See Note)

10. Repeat steps 2 through 9 to add other investigators to this list.

Note: Use the Multi Pl checkbox to designate Investigators as Multiple PI (including the Principal Investigator).
The Principal Investigator selected will be recognized as the Contact Pl by NIH. At this time, NIH is the

primary sponsor utilizing Multi PI; please review your NIH opportunity for more eligibility and submission
requirements.
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Indicating the Lead Unit

The lead unit is indicated only for the PI. This is the unit in which the proposal is created and the project will be
managed. See the description of the Lead Unit field, page 18 and the SELECT UNIT FOR NEW PROPOSAL window, page

12, for more information.

1. Inthe INVESTIGATOR tab of the PROPOSAL DETAILS screen, click to select the PI's name. The PI's unit number and

name display at the bottom of the screen.

& Proposal Details - 00011553
| Pmpnsa\l Organization | Mailing Info| Investigator | Key Person | Special Review | Science Cndel 0ther|
Person Name Pl Multi PI  Faculty Hfort % Year Hifort % Year Hfort % Year Hfort % Certify
=3 Ketaki Ashutosh Mhaisekar = [ soo 00 00 00 ® Delete
Find Rolodex
Certify
Credit Split
s
Lead Unit | Unit Number Unil Name
~ o0oo001 University of Cincinnati

2. Select the Lead Unit checkbox (circled above). If the PI's unit is the same as the unit for the proposal, continue
on to the next section. If the units are not the same, a prompt message similar to this displays.

3. Click Yes to change the PI's unit. If you click No, you will be
unable to save the proposal unless you select another PI in
your proposal unit.

4. Save the proposal.

9 The lead unit for this proposal is
\__../ 000001 : University of Cincinnati'.
Do ywou weant to et unit '50000254" to '000001 "7

[YESHND]
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Pl Certification

All PI's must answer certification questions before a proposal can be routed for approval.

1. Note the red “X” in the Certify Column on the INVESTIGATOR tab for the PI. This will change to a green “”
once the PI certifies the proposal. Co-investigators will have a green “\” once the proposal is saved as they
are not required to certify. The column changes to blank for Key Persons upon save.

2. Inthe INVESTIGATOR tab of the PROPOSAL DETAILS screen, select action, then Send Notification. The PI will

receive an email with a link to their certification questions for the current proposal.

answer the certification questions.

# Coeus - Carole H Donnellen - Coeus T

This link must be used to

File Edit Maintain Departmental Admin Central Admin Report Window Help
AL REEREE]

i % | 2| % 88| S| o

stigator | Key Person | Special Review | Science Code | other|

| 7|
&%

Approval/Rejection...

Submit for Approval...
& Propo Submit to Sponsaor
‘@ Grants.Gov
Validation checks
Show Reuting
I
K Add Viewer

Print Certifications...
Send Motification

Select Approval Map...

COI Disclosure Status...

Pl

O

Multi PI Faculty Hfort %

]
]

o
]

.00
.00

Summer Calendar
Year Effort % Year Hfort % Year Efort

.00 0o

.00 .00

3. A pop-up will appear with a list of all the Investigators and Key Persons on the proposal. Select the Pl only.
4. If the Pl cannot find the email with the link, then repeat step 1. You do not need SRS to resend the email.
5. Only the Pl needs to certify the proposal.
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Credit Split

In the INVESTIGATOR tab of the PROPOSAL DETAILS screen, click the Credit Split button.

Proposal | Organization | Msailing Inf0| Investigator |Key Person | Special Reviews | Science Code | Other

Person Name Pl Multi Pl Faculty  Effort &
=3 Christine C. Jones O 0 oo
Steven 5. Manning O O 0 m

Academic
Year Effort

oo
oo

Ye
jula)
oo

Calendar
Year Effort

oo
oo

\

Delete
Find Rolodex
Find Person

Certify

Credit Split

The INVESTIGATOR CREDIT SPLIT window will open.

Propozal | Organization || Mailing Info | Investigstor | Key Person || Special Review | Science Code | Other

Person Name Pl Multi PI  Faculty Effort %
~3  Christing C. Jones O O 0o
Steven S. Manning O O O oo

Academic
Year Effort

oo
i}

Summer
Year Effort

oo
oo

Calendar
Year Effort

vestipato redit Split

Recognition

Steven 5. Manning

EO000281 - RES SRS Grants
Unit Total

Christine C. Jones [Pl]
000001 - Uriversty of Cincinnsti
Unit Total

Investigator Total

&l

]
Find Rolodex
Find Person
[ oK ] Certify
Cancel
Credit 5plit
ﬁ

|

NOTES: Each investigator's department needs to receive 100% credit and the Investigator Total must equal 100. If a
person has more than one unit, then please delete the unit you are not using for this proposal before assigning credit.

Check with your department BA for your college’s business rules regarding credit split. Please note that an investigator

needs to receive at least 1% credit to appear in the university’s proposal and award reports.

You no longer need to give a person credit in order for a fiscal account to be opened. Please see the UC specific
guestionnaire regarding fiscal accounts. See Answering Questionnaires page 104.
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Key Person Tab

The KEY PERSON tab lists key individuals on the project. These are named contributors who have significant roles,
but are not investigators on the project. Investigators from other institutions should be listed in the KEY PERSON tab.

E_dProposal Details - 00003781

Proposall Organizationl htilirngy Infol Investigatar ‘Hey Person I Special Reviewl Science Codel O‘therl

Hame I Role I % Effort I Facull_l,ll Add

Delete |

Find Person |
Find Rolodex |

Listing Key Persons within UC

1. Open the KEY PERSONS tab of the PROPOSAL DETAILS screen.
2. Click Find Person. The PERSON SEARCH window opens.

3. Enter a search term in the Full Name field. (The most useful term is all or part of the person's last name
between wildcards: *lastname*.)

Note: See Appendix: Searching in Coeus Premium, page 131, for more tips and information.

4. Click Find. The PERSON SEARCH RESULT tab displays the search result.

5. Click to select the row that has the person's name. Click OK. The PERSON SEARCH window closes, and
focus returns to the KEy PERSON tab.

6. Enter the project role this person will assume in the Role field.

7. Enter the estimated full project effort.

8. The Faculty checkbox is selected or not based on feeds from HR. You do not need to change this.

9. Repeat steps 2 through 7 to add others to this list.

Listing Key Persons from Outside of UC

1. Open the KEY PERSONS tab of the PROPOSAL DETAILS screen.

2. Click Find Rolodex. The ROLODEX SEARCH window opens.

3. Enter search criteria (see Searching the Rolodex, page 136).

4. Click Find. The ROLODEX SEARCH RESULT tab displays the search result.

5. Click to select the row that has the person's name. Click OK. The ROLODEX SEARCH window closes, and

focus returns to the KEY PERSON tab.
6. Enter the project role this person will assume in the Role field.
7. Enter the estimated full project effort.
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Note: If you cannot find the contact in the Rolodex, see Adding a Name to the Rolodex, page 120. After
entry in the Rolodex, search again to add it to the Key Persons list.

Adding a Key Person Unit

You can now add units to support approval routing.
1. Inthe KEY PERSON tab, select the person.

2. If you know the unit number, enter it as follows:

a. Click Add Unit. An empty field opens.
b. Enter the unit number in the Number field. Press the Enter key. The Name field is filled in.
3. If you do not know the unit number, search for it as follows:

a. Click Find Unit. A search window opens.

b. Enter search criteria (see Appendix: Searching in Coeus Premium, page 131), using a wildcard if
applicable. Click Find. The results list displays.

4. Select the appropriate entry from the results list. Click OK. A new line with the unit number and name is added.

Repeat the steps to list another unit for the selected key person.
6. The number and name display at the bottom of the screen as they do in the INVESTIGATOR tab.

Note: If you would like to assign credit to a UC person on the Key Person tab, then please indicate this
on the UC Policy Questions in the Questionnaire section; see Answering Questionnaires, page
104. Be sure to double check the approval map to be sure the new map is there.

Delete a Key Person Unit
Click on the Name of a Key Person to select:

a. Click on the unit to be deleted
b. Click Delete Unit.
c. Click ‘Yes’ to the prompt to confirm that you wish to delete the unit.
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Uploading a Personnel Attachment

Personnel attachments may be required for everyone listed in the INVESTIGATOR and KEY PERSON tabs. Refer to the
sponsor's requirements for the format, content, and length of the documents to upload.

1. Click the Proposal Persons icon or select Edit > Proposal Personnel.... The PROPOSAL PERSONNEL
window opens, displaying a list of all names entered in the INVESTIGATOR and KEY PERSON tabs.

Blo|=|w o|e| = B0

EPrnpusal Personnel

Proposal Mumber: 00000421 Sponsor: 000340 ; mIH

Full Hame Title

EBusiness Inteligence Liaizon

Hanlon, Rosemary

Seuss, Doctor Cther Significant Contribautor

Description Document Type

Last Updated by : I

Last Document Uploaded by : I

File Name: |

2. If the Investigator or Key Persons have maintained biographic documents in Coeus, you will have the option
to synchronize those files to your proposal. For instructions on maintaining bio information documents, see
Maintaining Person Documents (see Maintain Department Personnel, page 126).

] Bio information exists for Hanlon, Rozemary. Do you want to Syncronize the info

Click “Yes” to download the maintained files. These files can be deleted if they are not current or
relevant. Only one record of each document type is allowed. If duplicate document types are
synchronized, duplicates will need to be deleted in order to save and close this screen.

b. Click “No” to close the window without adding the synchronized files for this person.
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3. Click on the Attachment icon beside each entry to preview the file and determine if it should be retained,
modified & re-uploaded, or deleted entirely (see Deleting Personnel Attachments, page 36).

Description I Document Type |
~g |testing_bia_hanlnn-4page Biosketch
Etes:ting-bio-wurd-furmat-4-page . Biozketch
- Duplicate document types were |
|hanlon-test-currerﬂ-pending syrn[:runized to the prupusal _ unw one Current and Pending
%’IhanlDn-wurd-c&p_fu:urtesting of each type is allowed in the Current and Pending

Proposal Personnel record per persun.J

Click on the icon to open the document in a
separate browser window. 1
T [HEnIon, RoSemary 8t U -Aug-200e 04:55: 45 P

Last Document Uploaded by - |

4. Upload personnel attachments.
a. Click a name in the list to select it.
b. Click the Add Module icon or select Edit > Add Module. A blank module line, with a blinking
cursor, is inserted at the bottom of the screen for the selected name.

c. Enter a description in the Description field. This will be the file name for the uploaded document, so
do not use any special characters (See What “No Special Characters” Means, page 142).

d. Make a selection in the Document Type drop-down list. The options are

Document Type Description

Biosketch See sponsor instructions
Current and Pending See sponsor instructions
Budget Details Sponsor specific
Statement of Commitment Sponsor specific

Other Sponsor specific

e. Click the Upload Attachment icon @ or select Edit > Upload Attachment. A file browser
window opens.

Note: While any file type can be uploaded, PDF is required for certain Grants.gov forms. Check the sponsor
instructions for requisite file formats. SRS recommends using PDF when possible.

f. Select the file and click Open. The file browser window closes, and the icon for the uploaded file
type displays on the module line.

Description | Document Type I

g Hanl0n-2page_bia_0|:taber2009 Eiosketch

Last Updated by : ITesterEl? at 06-Oct-2009 11:08: 18 Ahd

Last Document Uploaded by : ITesterEl? at 06-Oct-2009 11:08:15 Ak

File Name: |anion_BIOSKETCH pof
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g. Repeat steps a through f to upload any required personnel attachments for each person listed in
the PROPOSAL PERSONNEL window.

h. In the lower portion of the screen, for the Person and Document Type line selected
1. Last Updated by describes when the document type was last altered
2. Last Document Uploaded by is the timestamp of the upload
3. File Name the name of the file uploaded

5. The order in which names appear in this window is the order in which they will be published on forms.
To change the order:

a. Click a name to select it.

b. Click the Move Up or Move Down icon to change the name's position in the list.

Deleting a Personnel Attachment

1. Click the Proposal Persons icon or select Edit > Proposal Personnel.... The PROPOSAL PERSONNEL
window opens, displaying a list of all names entered in the INVESTIGATOR and KEY PERSON tabs.

2. Select the name of the person whose personnel attachment you will delete. All uploaded attachments for
this person display at the bottom of the window.

3. Click to select the attachment to delete.

4. Click the Delete Module icon @ or select Edit > Delete Module. This confirmation message displays.

&Itueus

P
</

Are wou sure you want to delete this biography?

[ o

5. Click Yes to delete the attachment or No to stop the operation.

Edit Proposal Person Details

1. Click the Proposal Persons icon or select Edit > Proposal Personnel.... The PROPOSAL PERSONNEL
window opens, displaying a list of all names entered in the INVESTIGATOR and KEY PERSON tabs.

2. Select the name of the person whose name or other contact data requires revisions. For example: Rolodex
persons may require edits.

3. Select Edit > Person Details. The PERSON DETAILS window opens. Make the necessary edits in the fields
with white backgrounds. Click on the tabs (Organization, Personal, Contact Info, Misc., Other) to review all
the person data maintained in Coeus. Note: Entries in Person Details will update this proposal only — not
maintained institutional data or data in Coeus Person table.
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Person Details E3

Organization | personal | Cartact info | Misc | cther |

1] 4

Last Name: ISeuss First Name: |Du|:tur —I
Middle: __Cancel |

Full Hame:

Prior Name: | Enter or revise Primary Title to edit Project

: Role in Grants.gov Forms for Key Personnel.
Email Address: |1 fish2ishi@redfishbluefizh com g y
Office Location: I Sec. OF
Office Phone: |555_1 25456

Primary Title: |oiper significant Contributor
Directory Title: I h

The salary anniversary date is
Directory Dy generally not required. Please check

|
Unit Name: | % with SRS before using this field.
Salary Anmversary Date: I =

Home Unit:

4. Click on the CONTACT INFO tab to maintain the Agency Credentials. For system-to-system submissions (s2s)
utilizing the RR Senior/Key Person Profile form, this field populates the “Credential; e.g. agency login” field,
such as the eRA Commons user name.

5. Click on the OTHER tab to maintain citizenship information. This is generally not required.

E.d Proposal Personnel

Proposal Rumber: 00003345  Spongor: HO0003 ; Mational Institutes of Health

Full Hame Title

Steven 5. Manning

Organization | Personal | Cortact Info Mistl Ciker '-
"""--"' P DK

Citizenship |nh:|:| |

Descriptiol
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Edit Proposal Person Details

1. Click the Proposal Persons icon or select Edit > Proposal Personnel.... The PROPOSAL PERSONNEL
window opens, displaying a list of all names entered in the INVESTIGATOR and KEY PERSON tabs.

2. Select the name of the person whose name or other contact data requires revisions. For example: Rolodex
persons may require edits.

3. Select Edit > Person Details. The PERSON DETAILS window opens. Make the necessary edits in the fields
with white backgrounds.

e Click on the tabs (Organization, Personal, Contact Info, Misc., Other) to review all the person data
maintained in Coeus. Note: Entries in Person Details will update this proposal only — not the
maintained institutional data or data in Coeus Person table.

e Division field has been added to the Organization tab this field can be modified to support
Grants.gov forms RR Key Person Expanded (all entries); SF 424(R&R) (PI); SF 424 (PI)

i. - For Rolodex person (non-employee), Division field default as "Unknown". Users can edit at
the proposal level if the field is maintained to the Proposal Person Editable Columns code
table.

ii. - For non-Rolodex person (employee), this field will use the person's home unit as listed in
the HR system.

e Salary Anniversary Date: this field supports the alternate salary inflation method where individual
salary anniversaries are used instead of the date associated with the salary category. This field is
generally not used. Please contact SRS before entering data here.

e

Person Details @
Oryanizetion | Personal | Gontact Info | Misc | Gther

| 1] 4

| Cancel

Last Name: o - First Name: |Doctor

Middle:

Enter or revise Primary Title to edit Project

Full Name: =g oo poctor Role in Grants.gov Forms for Key Personnel.

Prior Hame:

Email Address: | il ot

Office Location:

Enter or revise Division field to edit the

Office Phone: L S
553-123-4387 Division Field in Grants.gov Forms.

Primary Title: | otper significart Cortributor

Directory Title:
Home Unit:
Urit Name:

Division | natih te of Rhyming Literature

Salary Anniversary Date:

4. Click on the CONTACT INFO tab to maintain the Agency Credentials field (renamed from eRA Commons User
Name). For system-to-system submissions (s2s) utilizing the RR Senior/Key Person Profile form, this field
populates the “Credential; e.g. agency login” field. Enter the sponsor-specific user ID appropriate to your
submission e.g. NIH eRA Commons ID, NSF Fastlane ID, etc.
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erson Detaills

Organization | F‘ers-:unal| Contact Info | Misc | 0ther|

Address 1: |vhest Street
Address 2-
Address 3:

City: Here-There County: Everywhere

Statef Province Name: belaware Postal Code: 000000

KKl

Country: an'rted States Fax:

Pager: Mobile: |555-123-458

:
2
g
2
2
X
g
2
3
2

fAgency Credenhials:

Person Details

|| Organization I' erzonal | Cortact Info I Mlsc{ Crther )

)

Citizenship Info: |

'\

5. Click on the OTHER tab to maintain Citizenship. This supports information required for completing certain
forms, but is generally not used.

6. Click OK to save and close the Person Details window.
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Edit Proposal Person Degree Info

1. Click the Proposal Persons icon or select Edit > Proposal Personnel. The PROPOSAL PERSONNEL
window opens, displaying a list of all names entered in the INVESTIGATOR and KEY PERSON tabs. Degree

information is not typically required.

2. Select the name of the person whose degree data requires revisions or entries. For example: Rolodex

persons will have no degree data.

3. Select Edit > Degree Info. The DEGREE INFO FOR (PERSON SELECTED) window opens.

a. Click Add to enter a new Degree

i. Inthe PERSON DEGREE DETAIL window, complete the entries and then click OK to save or Cancel to

close without saving. (See screen shot for entry fields)
Click Modify to revise an existing Degree entry
Click Delete to remove an existing Degree Entry

Click OK to save the changes or close the window

® 2 0o o

Click Cancel to close the window without saving changes

Degree Details for Hanlon, Rosemary

Proposal Number: 00002100
Educational degree info for Hanlon, Rosemary

Degree Type I Graduation D ate | Degree | School I
1%
Bachelar of Education 01 -Jan-1956 B.A. Whatsa Matta U.
Legum Magister (Master of Lawes) 01 -Jan-2006 Ph.D Coeus University Cancel
Eachelar of Science 01 -Jan-2005 ll.l1':.-' University
Add
Modify
......... TR
\
E_dPerson Degree Detail x|
Degree Type: b.:u:mr of Fine Arts - I Year Graduated: |1 950 114 |

Degree: IF‘h.D.

Cancel |

Field OF Study: IL'rterature

Speciahzation: IRh‘:-"mE

School
ville: Univer ity
Id Code: puns -] ID:
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Special Review Tab

The SPECIAL REVIEW tab identifies research that requires special review or approval (compliance), such as work with
human subjects, animals or recombinant DNA.

E_dProposal Details - 00003781

Proposal I Organization I Mailing Info I Investigatar I Key Person  Special Review | Science Code I Cther I

Special Reviews

Special Review I Approval I Protocol No. I Appl. Date I Appr. Date I

Add

Delete |

Find

i

Special Review Comments :

Adding Special Review Details
1. Open the SPECIAL REVIEW tab of the PROPOSAL DETAILS screen.
2. Click Add. A blank line is inserted in the Special Reviews section.
3. Insert details in these fields:

o Special Review — Select a category for the special review from the drop-down list. The categories are:

Special Review

American Recovery & Investment Act
Animal Usage

Biohazard Materials

Financial Conflict of Interest
Foundation Relations

General Counsel

Human Subjects

Intellectual Property Office
Radioactive Isotopes

Recombinant DNA

o Approval — Select the current status of the special review from the drop-down list. The status categories

are:
Approval Description
ARRA American Recovery & Investment Act
Approved Review complete
Exempt Review approved as exempt
Not yet applied Not appropriate for NIH proposals
Pending No status (no submittal or approval)

o Protocol — If you have a protocol number, enter it here.
o Appl. Date — If the application has been submitted for review, enter the date applied.
o Appr. Date — If approval has been granted, enter the approval date.
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o Special Review Comments — If the status in the Approval field (see above) is Exempt, this field must contain
only the exempt code. If there are multiple codes, separate them with commas (for example: E4, E6). If the
protocol is from another institution, such as CCHMC, enter the name of the granting institution.

Repeat steps 2 and 3 to add other special reviews. Click the Save icon or select File > Save.

Updating a Special Review Line

Open the SPECIAL REVIEW tab of the PROPOSAL DETAILS screen, and then click to select the line to update. Change
the details of any field. If you are updating comments, be sure to select the correct line before making the change.

Click the Save icon or select File > Save.

Delete a Special Review Line

Open the SPECIAL REVIEW tab of the PROPOSAL DETAILS screen and then click to select the line to update.
Click the Delete button - be sure to select the correct line before making the change.

Click the Save icon or select File > Save.

Science Code

Enter the Science Code for NSF proposals only.

Other Tab
Enter your NSPIRES User ID for NASA submissions only.

E.d Proposal Details - 00003945

Proposal | Crganization | Mailing Info | Investigator | Key Perzson | Special Review ScienceCoe| O‘ther|

-

‘ MSPIRES USER NAME: | /

Abstracts

UC is not using the Abstracts section at this time.
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Using Grants.gov

Grants.gov is a central source for information on thousands of grant programs provided by 26 federal agencies.

narratives. If you do not link your proposal first, you will not have the relevant narrative types available to

i' E You must link your proposal to a valid Grants.gov opportunity before you begin uploading your proposal
choose form in the Narrative module.

Linking the Proposal to a Grants.gov Opportunity
1. Find the opportunity's CFDA number.

Browse to the URL http://www.grants.gov.

Click the Find Grant Opportunities link. A list of sub-links opens.
Click the Basic Search sub-link.

Enter keywords in the Keyword Search field and click Search. A list of opportunities that meet your
search criteria displays.

20 oo

e. Click the link in the Opportunity Title column for the appropriate announcement. The CFDA number
is listed in this information.

2. Onthe PROPOSAL tab of the PROPOSAL DETAILS screen, insert the federal sponsor code in the Sponsor field.
If you do not know the sponsor code, do the following:
a. Click the Search icon next to the field. The SPONSOR SEARCH window opens.

b. Enter the Sponsor Name or Acronym in the appropriate column and click Find. The SPONSOR
SEARCH RESULT tab opens with a list of sponsors and their codes.

3. Enter either a Program No. or CFDA No. in the appropriate field of the PROPOSAL tab. Do not enter both.

Note: Click as far to the left as possible in the CFDA No. field, or tab into the field. Enter the five digits
of the number without the decimal point. (Coeus enters that for you.)

4. Select Action > Grants.gov. The SELECT AN OPPORTUNITY window opens.

Select an Opportunity
Proposal Number: 00001293 CFDA Mumber:
Sponsor: 000340 : MIH Funding Opportunity Number: PA-BE-RO1
Cancel |
Opportunity Id Opportunity Title CFDA Number | Compe

3, ATO7 and MIH Ext-LAT Test FOA (L,

Kl | |

Schema URL: http:/fat07apply. grants. goviapply/opportunitiesischemas) applicantioppP A-EE-RO1-cfda93. 838-cidaD OB
Instruction URL:http:/fat07apply. grants. goviapply/opportunitiesiinstructions/oppPA-BE-R01 -cfdad3. 838-cid ADOBE-FOR|

5. Select the opportunity from the list (the relevant Schema & Instruction URLs display for the selected
opportunity) and click OK. The GRANTS GOV SUBMISSION DETAILS window opens.

Note: Some sponsors (specifically NIH) do not use CFDA numbers to post each opportunity. If your search does
not locate an opportunity by the CFDA number, return to Proposal Details and delete the CFDA number,
insert the Program number only, and then search again.

Sponsored Research Services Page - 43 Document date: April 11, 2016


http://www.grants.gov/

Creating the Proposal

Grants Govy Submission Details

Proposal Number - 00001293
Sponsor : 000340 : NIH

Opportunity | Forms | Submissian Status |

Funding Opportunity Number: |PF\-BB-REII ;l Select Opportunity I
G.g ATO7 and MIH Ext-UAT Test FOA S40;R012#41; Delete O tunit |
Opportunity Title : SIS W UL
o Validate |
Submizsion Type: |F\|:u|:u|icatinn ;I
Submission End Point : IGrants.Gnv ;I Dbt |
Revision Type Hefresh |
{ Increase &ward {~ Increase Duration " Cther {Specify) Save |
" Decrease Award " Decrease Duration
Print |
CFDA Humber - I93.838 Competition Id : IP.DOBE—FORMS—B | o I
Opening Date : |I35—Oct—2009 12:00:00 AM Clozing D ate : IDS—Oct—ZDIZ 12:00:00 AM
Schema URL : http:/fak07apply.grants.gov/applyfopporbunitiesi schemas/applicant foppPa-BE-
RO1-cfda93 836-cidADOBE-FORMS-B xad e
Instruction URL - DEED:{iak07apply. grants. gow/apphyopporkunities/instructions foppPA-BB-FO1 - -
o | o

Belected 0 out of 4 Available Optional Forms

6. Inthe OPPORTUNITY tab, you can click the Instruction Page link at the bottom of the screen to display
instructions the sponsor may have provided for this opportunity. You may need to use the side scroll bar to
click on the URL.

7. Click on the FORMS tab to review which mandatory and optional s2s forms the sponsor has packaged for
this opportunity. For more information on s2s forms, see following section Review the Grants.gov Forms

8. If this is the correct opportunity, Click Save.

Click Close in the GRANTS GOV SuBMISSION DETAILS window. The window closes, and the Grants.gov logo
(circled below) displays near the bottom of the PROPOSAL DETAILS screen.

10. The SuBMISSION STATUS tab will not be populated until the proposal is electronically submitted to Grants.gov.

R e ST e e I e =T T e e e £ T T e e T e s T e e T T

Sponsor Proposal Mo: I Original Proposal: I Ql
Program Title: ’s.g ATO7 andl MIH Exd-UAT &1 Test FOM (ROT)

s

Notice Of Opportunity: Federal Solicitstion LI Subcontract [
Funding Opportunity Humber: IF‘A-A1 S10R . 4 CFDA Numher:l93.1 21
Agency Program Code: I =" GRANTS.GOVY Agency Div Code: I
A o ey s, ~w-"~4‘~—-tmf"\‘“-““ Y Srowsewe P ST T U VRS P N,

Grants.gov Submission End Point:
The Grants.gov Submission End Point can be selected on the Grants.gov window, OPPORTUNITY Tab.

e Submission End Point 07 must be used for all current submissions. This is the only valid Grants.gov server
address supporting s2s submissions at this time.

e Submission End Point 06 should no longer be used, as this server is no longer active at Grants.gov.
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Deleting the Grants.gov Opportunity

1.

o > w0 N

Review the Grants.gov Forms

sponsor, insert a federal sponsor code in the Sponsor field.

Click Delete Opportunity.

Enter either a Program No. or a CFDA No. Do not enter both.

Select Action > Grants.gov. The GRANTS.GoV window opens.

On the PROPOSAL tab of the PROPOSAL DETAILS screen, if it has been deleted or changed to a non-federal

Click Save. The GRANTS.GOV window closes, and these changes are made to the PROPOSAL DETAILS

screen: the Grants.gov logo is removed and the Program No., CFDA No., and Program Title fields are

cleared.

A proposal is eligible for electronic submission via Grants.gov if all mandatory forms are available. If a form is
mandatory but not available, the proposal is not eligible for Coeus s2s submission to Grants.gov.

1. From a proposal that is connected to Grants.gov (the Grants.gov logo is displayed near the bottom of the
PROPOSAL tab in the PROPOSAL DETAILS screen), select Action > Grants.gov. The GRANTS GOV SUBMISSION
DEeTAILS window opens. If the proposal is not connected to Grants.gov, connect it by following the
instructions in Linking the Proposal to a Grants.gov Opportunity, page 43, and then return to these
instructions.

2. Click the FoRrMS tab. A list of forms displays.

Check that all forms marked Mandatory are also tagged Available.
4. Click the box in the Include column (circled) to add this Optional form to your application.
Grants Goy Submission Details E3
Proposal Mumber : 00001233
Sﬁ 00340 : MIH
Opporkuni Forms I ubmission Skatus |
F Kame Mandatory | Include Select Dpportunity |
: v ailable Delete Opportunity |
PH5398 Cover Page Supplement Y1-4 2 W |awvailable Validate |
PH5398 Research Plan Y¥1-3 2 W |awvailable
, : Submit |
Performance Sike W1-3 2 W |awvailable
RR Key Person Expanded Y¥1-2 2 W |awvailable Refresh |
RF. Othet Prajects ¥1-2 I V¥ |Available T |
RR SF 424 y1-2 2 ¥  |available
PHS398 Modular Budget ¥1-1 Il [~ |available ] =
Print |
PHS Cower Letter V12 r I |avaiable I
T T e e ——— e — Blorsz |
RR Subfward Budget ¥1.2 Il [~ |available
Gelected 0 out of 4 Available Optional Forms
FF 39T LTver PagE SURRIEMEnt Y15« =T T T g o [t e
PH5395 Modular Budget v1-1 = b W |available
PHS398 Research Plan ¥1-3 W W |available
PHS Cover Letter YW1-2 = P W |available
POifamamoniie Y13 ami. gt o gl omsmcba [T, Jlibley

FAES
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Overview of the Budget Process

The process of creating a new budget includes the steps shown below. This chapter also includes information about

copying and modifying an existing budget and about creating a modular budget.

Create a New Budget

¢

Add first period details:
Personnel Line ltems

Non-personnel Line ltems

- .

<

Generate Remaining
Budget Periods with
Inflation

L
.

<

Subcontract Line ltems

|
[

\

Make any necessary
Adjustments

=

=

<

Distribute Cost Sharing
And finalize the budget

A 4

Print a
Summary Report

Enterinformation in Summary tabif required.
Verify rates
Adjust period boundaries

Create Budget Persons list
Select cost elements, add persons
Enter details

Select Cost Elements
Enter details

Inflation rate determines the amount that
costs increase

Select cost elements
Enter details
Upload subcontract budgets

Delete line items

Add line items
Modify costdetails
Adjust limits and sync

Additional Information:

Modify an Existing Budget

Create a Modular Budget
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Budget Screen
The budget screen (CREATE BUDGET FOR PROPOSAL or MODIFY BUDGET FOR PROPOSAL) consists of a SUMMARY tab,
TOTAL tab, and a tab for each budget period.

Icons specific to creating and modifying the budget are on the second toolbar (see Coeus Interface, page 9). That
toolbar is shown here. Icons are shown when they are used in the instructions that follow.

| b|®|<s|w| E|E| «|%|%z| Al

Opening a Budget

Whether you are creating a new budget, creating a new version, or modifying a budget, you have a choice of two
methods for opening a budget:

o Search for the proposal. Highlight it in the DEVELOPMENT PROPOSAL LIST screen and select Edit > Budget.

o If you have the proposal open, from the PROPOSAL DETAILS screen click the Proposal Budget icon or
select Edit > Budget....

If another user is working on the proposal, use Edit >Budget. This allows you to open the budget in Modify mode if

another user is not modifying the budget. If you are the only person working on this proposal, you can use either
method.

Typically when you open a budget the SELECT BUDGET window opens. In some special situations other windows
open first.

Special Situations When Opening a Budget

These windows might open before the SELECT BUDGET window.

Appointments Window
This occurs when someone listed on the INVESTIGATOR tab or the KEY PERSON tab has more than one appointment.

o Select the Primary Appointment or the one appropriate for the current proposal for all other employees.
Click OK.

o Delete the appointment you don’t need for this proposal.

Appointments |

Selected person Landers. Alice has multiple appointments. Please select a

relevant appointment OK |
Primary/5 econdary Start Date End Date Appointment Ty

Additional Appointment 01 -Jul-1993 31-Dec-2099 120 DURATICN

Prirmary Appointinerit 01 -Jul-1986 31-Dec-2999 Sk DURATION

Sync Budget Persons Window

o Accept the Coeus suggested code, or enter a Job Code and click OK.

Sync Budget Persons

Select Appointment Type and Jobcode for following persons

Name | Appointment Type Job Code | oK |
=euszz, Doctar FEG EMPLOYEE * |SLo1y |
f—-‘-—“—._ Close
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Select Budget Window

The SELECT BUDGET window contains the fields and buttons listed below.

Select Budget [ %]

Propozal Mumber: 00003590
Sponsor: 000500 : NSF

Budget Status: W Final Yersion: 2
Version  Start Date End Date Total Cost Final Cancel |

1 01 Jan 2009 31 Dec 2013 F751 BT 45 I

3 2 0 Jan 2009 31 Dec 2013 $533 876 .96 v

New |
3 01 Jan 2009 31 Dec 2013 141 583.76 u
Modify |

Dizplay |
Copy |

Direct Cost: | $328,528.58 Underrecovery: ,m
Indirect Cost: | $205,348.38 Residual Funds: |—$DD
Cost Sharing: | $.00 OH Rate Type: W

Comments:

Last Updated: | 11-May-2008 10:14:53 A Updated User: pondello, Larry

Proposal Number — Supplied by Coeus when the proposal is created.
Sponsor — Entered in the PROPOSAL tab of the PROPOSAL DETAILS screen.
Budget Status — Remains at Incomplete until you change it.

Final Version — The budget version you select to send to the sponsor.
Pointing hand icon ~@ — This icon points to the selected budget version.
Version — Budget versions are numbered sequentially by Coeus.

Start Date — Entered in the PROPOSAL tab of the PROPOSAL DETAILS screen. Can be changed on the
Summary Tab.

End Date — Entered in the PROPOSAL tab of the PROPOSAL DETAILS screen. Can be changed on the
Summary Tab.

Total Cost — Calculated by Coeus.

Final (checkbox) — The budget version you select to send to the sponsor.
OK — Save changes and close the SELECT BUDGET window.

Cancel — Close the SELECT BUDGET window without saving.

New — Create a new budget version.

Modify — Open the selected budget version in modify mode.

Display — Open the selected budget version in read-only mode.

Copy — Copy the selected budget version to create a hew version.

o O O O O O O ©O

0O O O O O O O O

Read-Only Fields

These read-only fields display information about the selected budget version:
o Direct Cost — Calculated by Coeus from data you enter in budget line items.
Underrecovery — Not used at UC.
Indirect Cost — Calculated by Coeus.
Residual Funds — Not used at UC.
Cost Sharing — Calculated by Coeus.
OH Rate Type — Select in the SUMMARY tab of the BUDGET screen.
Comments — Enter in the SUMMARY tab of the BUDGET screen.
Last Updated — Date and time of the last update to the budget.
Updated User — Name of the user who made the last update.

0O O O O O 0O O ©O

Sponsored Research Services Page - 48 Document date: April 11, 2016



Creating the Budget

Creating a New

Budget

1. Open the SELECT BUDGET window (see Opening a Budget, page 47).

Select Budget E3

Propozal Number: ooooq 295
Sponsor: 000340 : MIH

Budget Status: I(None) LI Final Version: 0K |
Version  Start Date End Date Total Cost Final
Cancel |
Miodify |
Display |
Copy |
Direct Cost: I $.00 Undemecovery: I £.00
Indirect Cost: I $.00 Reszidual Funds: I £.00
Cost Sharing: I $.00 OH Rate Type: I
Comments:
Last Updated: I Updated User:

2. Click New. The CREATE BUDGET FOR PROPOSAL screen opens.

| B|®|s|w| =]

BRER =TI

Etreate Budget for Proposal 00001298, Yersion 1
Summary | Period 1 | Total |

Yersion: |1— Final: [~ Start Date: W End D ate: W
Residual Funds: |—$DD Total Cost Limit: |—$DD OH Rate Type: MTDC -
Total Cost: |—$DD Total Direct Cost Limit: |—$DD Direct Cost: |—$DD
Indirect Cost: |—$DD Underrecovery: |—$DD Cost Sharing: |—$DD
Comments: Budget Status: Im
UR Rate Type: MTDC -
Dn/0ff Campus:
Modular Budget: [~
Submit Cost Sharing: [+
Proposal Hierarchy: 3¢
Period Start Date End Date No. of Months Total Cost Direct Cost Indirect Cost Cost Shanng Undenrecovery I
L 01-Jul-2010 FE0-Jun-2011 12.0 $.00 $.00 $.00 $.00 $.00
2 01 -Jul-2011 [E0-Jun-2012 12.0 $.00 $.00 $.00 $.00 $.00
301 -dul-201 2 [E0-Jun-2013 1z.0 $.00 $.00 $.00 $.00 $.00
4 01-Jul-2013 0-Jun-201 4 12.0 $.00 $.00 $.00 $.00 $.00
w— - ________E.UU $.00 $.00 $.00 $.00
.00 .00
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3. Enter information in tabs of this screen as explained in the following sections.

Entering Information in the Summary Tab

Etreate Budget for Proposal 00001298, Yersion 1

Summary | period 1 | Total |

Version: |1 Final: [ Start Date: W End Date: W
Residual Funds: |—$DD Total Cost Limit: |—$DD OH Rate Type: _
Total Cost: |—$IZID Total Direct Cost Limit: |—$DEI Direct Cost: |—$IZID
Indirect Cost: |—$DD Undenecovery: |—$DD Cost Sharing: |—$DD
Comments: Budget Status: lm

UR Rate Type:

On/0Fff Campus:

Modular Budget: [

@it Cost Sharing: [ )

Proposal Hierarchy: 3g
L -»-‘n_'r""“ o g A A b tnan B b s mam ._h_rn..‘._,\_‘-’_m‘#-_u_% e mmnanbiRi ot s

Users may need to enter information in the white, editable fields of the SUMMARY tab:

o Start Date and End Date: Coeus fills these fields with the start and end dates entered in the Details tab. Verify
these dates and modify them as appropriate. See Adjust Period Boundaries, page 51, for additional information.

o Residual Funds: Not used at UC at this time.

o Total Cost Limit: You can use this field as a reminder, but it is not necessary to fill it in. This is the maximum cost
(including indirect costs) to be covered by the award.

o Total Direct Cost Limit: You can use this field as a reminder, but it is not necessary to fill it in. This is the
maximum cost direct costs to be covered by the award.

o OH Rate Type: Coeus displays the maintained overhead (OH) Type for the Activity Type selected in the
ProPOsAL tab of the PROPOSAL DETAILS screen. In most cases, this rate type should be left at the displayed
setting unless there is a reason to make a change.

o Budget Status: Displays the status. See Finalizing the Budget, page 84, for more information.

o UR Rate Type: Not used at UC at this time.
o Modular Budget (checkbox) Select this checkbox to mark this budget as an NIH modular submission style.

o Submit Cost Sharing (checkbox) The default is checked to submit — to publish budgeted cost share expense on
the appropriate Grants.gov s2s forms.
= Uncheck the box to prohibit ALL the cost share expenses from appearing on the Grants.gov forms OR
= Keep the box checked to submit all or control the inclusion of c/s expense at each line item detail.
o On/Off Campus Use the On/Off campus selection to override the cost element overhead mapping.
= Select “Off” to have Coeus apply the maintained Off Campus Overhead rates to all the budgeted cost
elements, despite the cost element description of On Campus.

= Select “On” to have Coeus apply the maintained On Campus Overhead rates to all budgeted cost
elements, despite the cost element description of Off Campus.

= Select “Default” to have Coeus apply the maintained OH rate for that cost element. Default allow for the
inclusion of both On- and Off-campus rates in one budget.

Note: If you change any of the Rates (OH, or On/Off Default) a message displays asking you to
recalculate. Click Yes. This message also displays if you made a change to the Activity Type
in the PROPOSAL DETAILS screen.

o Comments: Notes in this field can be viewed only by Coeus users and reviewers. Use these comments to
distinguish between different versions of the budget. (For example, you might enter 2 Postdocs, 3 RAs in one
version and No Postdocs, 4 RAs in another.)
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Budget Summary Tab: Read-Only Fields

These fields in the upper portion of the SUMMARY tab display information about the selected budget version:

O O O O O O O

Version: The version of the budget.
Total Cost: Sum of costs in all periods, calculated by Coeus from data entered in the budget.
Direct Cost: Total of direct costs in all periods, calculated by Coeus from data entered in the budget.

Indirect Cost: Total of indirect costs in all periods, calculated by Coeus from data entered in the budget.
Underrecovery: Not used at UC.
Cost Sharing: Total of cost sharing in all periods, calculated by Coeus from data entered in the budget.

Proposal Hierarchy: An icon that shows the proposal's status in a hierarchy. See Linking Proposals in a
Hierarchy, page 97, for more information. Please contact SRS before using Proposal Hierarchy.

Budget Summary Tab: Optionally Editable Fields

If you create a detailed budget, the Summary budget fields will contain totals entered by Coeus, which are then
read-only: you cannot modify the contents of these fields.

If you create your proposal budget outside of Coeus then you must enter the Direct Indirect Cost as well as
Cost Sharing for each budget period in the Summary.

o Start Date: Budget period start date

o End Date: Budget period end date

o No. of Months: Number of months in budget period

o Total Cost: Budget period total costs to sponsor (direct + indirect)

o Direct Cost: Budget period direct cost total

o Indirect Cost: Budget period indirect cost total

o Cost Sharing: Budget period cost sharing total

o Underrecovery: Not used at UC at this time

Adjusting the Budget Period Boundaries

T i T e PSRy S

Period Start D ate End Date No. of Months Total Cost Direct Cost Indirect Cost Cost Sharing Underrecovery I

1 01-Ju-2010 B0-Jun-2011 12.0 $.00 $.00 $.00 $.00 $.00

2 01 - Jul-2011 B0-Jun-2012 12.0 $.00 £.00 £.00 £.00 f.00

301 -dul-2012 E0-dun-2013 12.0 $.00 $.00 £.00 £.00 $.00
|

The Coeus default creates 12-month budget periods, but you can adjust the number of periods and the number of
months in each period as needed to respond to sponsor requirements. See the section on non-default budget
periods for tips on those budgets.

1.
2.

Open the proposal in modify mode.

On the PROPOSAL tab of the PROPOSAL DETAILS screen revise the entries in the Start Date or End Date field
(or both) if needed.

Click the Save icon or select File > Save.
Open the budget and select the budget version to adjust. Click Modify.

On the budget SUMMARY tab change the entry in the Start Date or End Date field or both so that the dates
agree with those you entered in step 2 for PROPOSAL DETAILS.

Select Budget Periods > Adjust Period Boundaries. The DEFINE PERIODS window opens.

Sponsored Research Services

Page - 51

Document date: April 11, 2016

J

ol ‘?_L_._.. T e O W r_.ﬂu-..h.,__.‘-a._m, R e TV Ty g ..,._,.--..._......_J


mailto:%20%3ca%20href=%22mailto:coeus@uc.edu%22%3e

Creating the Budget

Define Periods

Budget Start Date: ID*I-Jan-EEIEIEI ok
Budget End Date: I31-Dec-2tl11 Cancel

Period

.

Start Date I End D ate I Default

i

gk 1 1-Diec-2009
=- Add
2 01 -Jan-2010 1-Dec-2010
Insert |
3 01 -Jan-2011 1-Dec-2011

Delete

7. Use the buttons for the following actions:
a. Add — Add a period at the end of the list.

b. Insert — Insert a period before the selected period. The selected period has the pointing finger
icon to the left and is highlighted in yellow. To select a period, click in the row.

c. Delete — Delete the selected period.

d. Default — Sync to the default 12-month periods defined by the Start Date and End Date on the
SUMMARY tab.

Approval/Rejection

Routing History

TIP "Default” is the most efficient way to quickly

i synchronize the budget periods to 12 month

Cost Sharing increments based on the updated Start and End dates
Indirect Cost input on the Budget Summary tab.

Payrnent Schedule

8. Click in the Start Date or End Date field and enter or revise the date in mm/dd/yyyy format.

9. Click OK to save changes or Cancel to take no action. Any changes are reflected in the grid at the bottom
of the SUMMARY tab.

10. A prompt appears to synchronize the proposal rates with the currently maintained rates.

&Itueus

Do you weant to Sync Proposal rates with the currrent Institute rates 7

a. Click Yes to have the current rates applied to the rates table and calculated.
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b. Click No if updated rates are not appropriate (this is rare); or if you intend to manually edit and
sync the rates at a later time.

Verifying the Proposal Rates

The proposal rates table should be synchronized with the Institute rates before any adjustments are made. (A newly
generated proposal rate table is most likely valid, but an older proposal record, or when the budget period
boundaries have been adjusted, may have old rates that require synchronizing.)

Syncing the Proposal Rates to the Institute Rates

Ya

1. Click the Maintain Rates for the Proposal icon . or select Edit > Rates.... The MODIFY RATES window

opens.

Modify Rates for Proposal 00000426, Yersion 1

114

Institute |
Fiscal On/0FH Activity Type Start Institute  Applicable
Year Campus Date Rate Rate
MTDC MTDZ
2010 Off Organized Research 01 Jul 2009 E.50 G.50
2010 on Organized Research 01 Jul 2009 E9.00 59.00
MTDC Eroad Sequencing F &8
2007 on Organized Research 01 Jul 2007 0o I 0o
TDC TOZ
2010 Off Organized Research 01 Jul 2009 oo ]
2010 on Organized Research 01 Jul 2009 0o 0o
SEY SEN
1950 Off Organized Research 01 Jul 1879 47 .00 47.00
1980 on Organized Research 01 Jul 1979 47 .00 47.00
Fund with Transaction Fee (FUMSM) Salaries LI

" Cancel
j Reset

Sync

e |

2. Click Sync. A verification message opens: “Do you want to Sync Proposal rates with the current Institute

rates?”

Click Yes. The message window closes and focus returns to the MODIFY RATES window.

4. Click OK. A verification message opens: “Saving will entail recalculation of the budget. Continue?”

Click Yes. The MobIFY RATES window closes and the budget is recalculated.

Adjusting the Proposal Rates

If you change a rate, change it for each relevant fiscal year, both on and off campus. You must have Proposal
Budget Rates rights to change the F&A rates.

1. Click the Maintain Rates for the Proposal icon or select Edit > Rates.... The MODIFY RATES window

opens (see above).

2. Change a rate by clicking in the appropriate Applicable Rate field and entering the new rate.

Click OK. A verification message opens: “Saving will entail recalculation of the budget. Continue?”

4. Click Yes. The MoDIFY RATES window closes and the budget is recalculated.

Returning to Default Rates

To return to the default rates, open the MoDIFY RATES window and click Reset.
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1. A verification message opens to confirm you want to x|
undo changes, whether you have made changes or not.

2. Click Yes. The message window closes and focus ) | Do you wart to unda changes and reset rates 7
returns to the Modify Rates window. " /

3. Click OK. A verification message opens: “Saving will
entail recalculation of the budget. Continue?” Yes

4. Click Yes. The MobDIFY RATES window closes and the
budget is recalculated.

Creating the Period 1 Budget

Budgets are defined by periods. Start by creating the budget for the first period, which you populate with line items
that will recur in every period. Coeus uses Period 1 as a basis to calculate amounts for future periods, but unique
expenses can be inserted in any budget period once they are generated.
To create the budget for Period 1, enter line items for personnel salary and non-personnel costs.
File Edit Wiew Action BudgetPetiods Items Maintain Departmental Admin Report  Window  Help .
B 7| o] 2| D] & |ve[ 5] %[z 32| &[0 @ | 4] 8] (2| m| 3| A
|B|®|s|w| B3 = %)% B o

Etreate Rudoet for Proposal 00000426, ¥Yersion 1

Start Date: |01-1u-2010 End Date: [30-Jun-2011 Cost Limit: |

$.00  No. of Months: I12.D

Total Cost: I $.00  Direct Cost: I $.00 Indirect Cost: I .00
Underrecoven: I $.00 Cost Sharing: I $.00  Direct Cost Limit: I $.00
Line CE Cost Element Description Description Onty Cost Start Date End Date
1 | 0.00 $.00|01-Jul-2010 530-Jun-2011 2o

Adding Personnel Line Items
Adding personnel to the budget is a two-step process:

1. Create the Budget Persons List (see Creating the Budget Persons List below), a list of people who might be
involved in the project, and

2. Create salary line items in the budget and add names from the Budget Persons list to the line items (see
Creating Personnel Line Items and Adding Names, page 57).

About the Budget Persons List

Several line items in the budget have to do with salaries for the faculty and staff who will be paid from the award
funds. Before these line items can be included in the budget, the people must be added to the proposal.

All project personnel are included in the BUDGET PERSONS LIST window. Coeus starts populating it for you by adding
the names you entered in the INVESTIGATORS and KEY PERSONS tabs of the PROPOSAL DETAILS screen. You can add
other personnel as necessary. In addition, some participants do not need to be named. You use the TBA
placeholders to include them in the budget.

Persons in this list are included in the budget only when you add them to line items. They do not become part of the
budget just by adding them to the Budget Persons list, so you can add anyone you think might be needed at some
point in the project.

There are three (3) methods of adding to the Budget Persons List:
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o

Find Person accesses the Coeus Person records. The person records are automatically maintained and
updated by a daily refresh from UC’s HR database. Additionally, SRS ERA can manually create person
records to support short-term requirements. Contact coeus@uc.edu to have a record added.

Find Rolodex accesses the Coeus Rolodex. This search method allows entering external people (non-
personnel) to the budget and to publish their names in proposal budget forms.

Add TBA accesses the list of frequently used “to be announced” personnel types.

Creating the Budget Persons List

1. From the PerIoD 1 tab Click the Budget Persons icon or select Edit > Persons.... The BUDGET PERSONS
window opens, with names from the INVESTIGATORS and KEY PERSONS tabs listed (see Investigator Tab, page

28, and Key Person Tab, page 32).

-

Budget Persons |i|
Proposal Number: 00011523 Version: 1
Name Job Code Appointment Type Calc Base Anniv Da OK
e SEct e ven 5. Manning| 004599 12M EMPLOYEE 2013-07-01 $.00 Cancel
Carole H Dannellon 011367 12M EMPLOYEE 2013-07-01 $.00 add

Find Rolodex

Add TBA

Delete

)
I
)
Find Person ‘
I
)
)
Calculate All Base Sal ‘

2. Add other named personnel to the list.

= Click Find Person. The PERSON SEARCH window opens.

= Enter search criteria. You can search for more than one person at a time by entering criteria in separate rows

(see Appendix: Searching in Coeus Premium, page 131).

» Click Find. The PERSON SEARCH RESULT tab opens, listing all results that meet your criteria.

Note:

case. See Searching for a Person at UC, page 135, for more information.

Results are listed alphabetically. All results in upper case are listed first, then those in mixed

= Click a name to select, or Ctrl+click (Macintosh use Command-+click) to select multiple names.

=  Click OK. The PERSON SEARCH window closes, and the focus returns to the BUDGET PERSONS window, which

now contains the names you added.

3. Add placeholders for any new hires or personnel who do not need to be named.

= Click Add TBA.

= The TBA PERSONS window opens listing the maintained To Be Announced placeholders.

=  From the list, select placeholders that reflect the positions needed.

=  Click OK. The TBA PERSONS window closes, and focus returns to the BUDGET PERSONS window.
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TBA Persons @

‘ TBAId Person Name Job Code ‘
‘2 Part-time Faculty

|3 Post Doc

‘4 Research Associate

5 Research Assistant

5 Graduate Assistart

!? Undergraduate Student

‘8 Co-op Student

|9 Administrative Assistant

\

In the BUDGET PERSON window, do the following for each budget person row in the list:

Budget Persons |i|1
Proposal Number: 00011523 Version: 1
Name Job Code Appointment Type Eff Date Calc Base Anniv Da OK
e SEct e ven 5. Manning| 004599 12M EMPLOYEE 2013-07-01 $.00 Cancel
Carole H Dannellon 011367 12M EMPLOYEE 2013-07-01 $.00 add

Find Person

Add TBA

Delete

|
|
|
l
Find Rolodex ]
)
l
l

4 m ] C Calculate All Base Sal

- .

Accept the suggested job code, or make an entry in the Job Code field. You can enter something meaningful
to you in the field, such as TBAL. The entry can be a single character.

Check the Appointment Type field to confirm the appointment is correct for this proposal. To change it, click in
the Appointment Type field to display the drop-down list. The types are:

Appointment Type Meaning Salary Calculation Base

TMP EMPLOYEE Temporary appointment 1 Month base salary

TWO SEMESTER FACULTY | 9 Month Faculty

12M DURATION Staff\ 12 month faculty 12 Month base or annual salary

Enter the person's base salary in the Calc Base field. This is the annual salary as of the date of the last
increase.

Enter the date of the person's last salary increase in the Eff Date field. This field defaults to the start date of
the proposal, but more precise amounts are obtained when it is accurate.

Please contact coeus@uc.edu for detailed instructions on using Anniversary Date for a specific
proposal.

Use the Calculate All Base Sal (salary) tool. This feature controls the Base Salary values that appear on the
RR Budget form used in Grants.gov submissions.

1. With the pointing hand icon selecting a budget person line, click the Calculate All Base Sal button
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2. Use the horizontal scroll bar at the bottom of the Budget Person window to view the calculated salaries.
(The number of salary fields generated relates to the number of the proposal budget periods; but no
more than 10 will ever be generated as that is the current Grants.gov form limit.)

Adjust the salaries, as needed. (The percentage inflated is centrally maintained for all salaries.)
4. These base salary values may be manually entered, if desired.

If NO Base Salaries are entered, the RR Budget form Base Salary field will be $0.00 - the field is not

required.
MWMMMJWMMMAJMMMMAN
é Mame Job Code Appointment Type Eff Date Calc Base Anniv D
anlon, Rosemary QHOzZ0 12M DURATION 2012-10-01 $120,000.00 ’ Cancel
SLOLF 9 DURATION 2012-10-01 $89,900.00
SLOL7 TMP EMPLOYEE 2012-10-01 47,500.00 ’ Add
<
3 ’ Find Person
$ [ Find Rolodex
b [ Add TBA
<
3 I Delete
é‘. o - r ’ Calculate All Base Sal

UAget Fersans

< Propozal Humber: 00002462 Yersion: 1
£

Anniv Date Base_salary_pl Base_salary_pZ2 Base _salary p3 Base_salary p4  Base_salary_p5

$120,000.00 $123,600.00 $127,308.00 $131,127.00 $135,061.00
$59,900,00 $92,597.00 $95,374.91 $98,236.00 $101,183.00
$7,500,00 $7,725.00 $7,956,75 $8,195.00 $5,441.00

6. Click OK. The BUDGET PERSONS window closes.

Creating Personnel Line Items and Adding Names
Do this for each personnel line item:

1. From the PERIOD 1 tab of the CREATE BUDGET screen, click the Add Line ltem icon , select Items > Add Line
Item..., or press Ctrl+A (Mac users press Command+A). A blank line item, highlighted in yellow, is added at the
end of the list.
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Etoeus - Tester07 - Coeus Consortium QA !EE
File Edit Wiew Action Budget Periods Items Maintain Departrmental Admin  Report SwWindow  Help .

B3 == A AR A A A =Y
ez = RE R =T

Summary Petiod 1 I Totall

Start Date: [01-Jul-2010 End Date: [30-Jun-2011 Cost Limit: | $.00 Mo. of Months: [i20
Total Cost: I $.00 Direct Cost: I $.00 Indirect Cost: I $.00
Underrecovery: I $.00 Cost Sharing: I $.00  Direct Cost Limit: I $.00
Line CE Cost Element Description Description Onty Cost Start Date End Date
1 | 0.00 $.00/01-Jul-2010 30-Jun-2011

2. Double-click the CE field. The CosT ELEMENTS window opens.

Code: |:| Description: | |
Code Description
a and ey
533111 Alterations and Renovations
AMOHOF Syvard Budget F&A Costs - Off Campus
ZAMOHOM Syvard Budget FEA Costs - On Campus
ANWERCF Ayvard Budget Fringe Costs - Off Campus
AMWEECR Ayvard Budaet Fringe Costs - On Campus
231400 Communications
530311 Computer Conzulting Services
533101 Consultants
530200 Dept Operating Expenses
239000 Equipment less than $32000 (subject to F&8)
SA491100 Fruinment  Canital - walus nwer $S000 b’

Click to select a salary cost element and click OK. The CosT ELEMENTS window closes and focus returns to the

PERIOD 1 tab, and the selected cost element is entered i

e e T T e Tt .

e T

LI

n the line item.

P S

- -, T Y
PSS VR

Line CE Cost Element Description

Deszcription

Qnty

Cost

Start Date

End Date

1400005 Summer Faculky - On

0.00

LS

0

0

01-Cwct-2011

30-Sep-2012

1 «.A...,___*-HAAﬁ‘- et It . s et g g gyttt et L S—— ___.-....._\\,\..,.—-....--m S
Alternate manual Cost Element entry method:

e Typein a valid & active cost element in the CE field. The value must exactly match a maintained CE.

e See Appendix B: Cost Elements Used in Proposal Development at UC, page 129 for a list of active cost
elements.

[ ]

If the entered value is either incorrect or marked as inactive, a window alert will appear.
% Coeus @

Invalid Cost Elemert . Please input & valid Cost Element

TIP: Review and adjust Line Item Detail default settings if necessary before you add Personnel Budget
Details. Double-click on the line item, or Menu path Item>Edit Detail to edit as needed. The line item detalil
settings cannot be changed once a Person is applied via the Personnel Budget Details process.
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e Change the Budget Category — especially necessary for overriding default personnel cost elements to
“Senior Personnel” so they appear in the Named Personnel section of sponsor budget forms, including the
RR Budget. You may need to do this for Postdoctoral cost element to publish as the PI or Co-I.

Change On Campus to Off Campus

Uncheck Apply Inflation so the generated budget periods do not inflate.

Uncheck Submit Cost Sharing so this line item’s cost share expense won’t submit on Grants.gov forms.
Uncheck Apply box for overhead rates — which may only be relevant for special submissions

A e W A e N T i e W NI L Sy N el

Line CE Cost Element Description Description Onty Cost Start Date End Date
lanCFTFED |Facu|t\,f FT - Fed Fringe Rates | | | u_uu| $.Du|n1-npr-2u12 |31—Mar—2013 |

Budget - Line Item Detail 3

@ on Campus {:} Off Campus

Cost Elm: | ‘ACFTFED |Faculty FT - Fed Fringe Rates

Start Date: | 07-2pr-2012 End Date: | 31-Mar-2013
Description:

Category:

Cost: .00 Quantity: 00 Apply Inflation:
Cost Sharing: $.00 Submit Cost Sharning: Undernecoverny: $.00
Rate Class Rate Type | f-\ppl_vl Cost | Cost Shanng
MTDC MTDC $.00 $.00
Employes Benefits Faculty Full Time (Federal) .00 F.00

4. With the line item still selected, click the Personnel Budget for Line Item icon or select Items > Personnel
Budget.... The PERSONNEL BUDGET DETAILS window opens.

L

Personnel Budget Details

(o ]
Cost Elm.: | FacFTFED Facutty FT - Fed Fringe Rates Start Date - | g1-s2pr-2012 | End Date : | 31 war-2013

Cost: $.00 | Undenmecovery: 500 | Cost Share: §.00 | Guantity: 0.00

MName Job Code| Start Date | End Date Perniod % Charged % Effort Salary

Calculate

/—\//

5. Click Add. The SELECT BUDGET PERSONS window opens.
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Select Budget Persons g|
Name Job Code Appointment Type

Bradley Cooper JOBCDE REG EMPLOYEE

Elviz Preslay JOBCDE REG EMPLOYEE

hick Jagoer JOBCDE RE EMPLIOYEE

/—\/’/

6. Select the appropriate person from the list.

7. Click OK. The SELECT BUDGET PERSONS window closes, and the person(s) selected appear in lines in the
PERSONNEL BUDGET DETAILS window, ready for their effort definition for this budget period.

Cost Elm.: [ FacFTFED Faculty FT - Fed Fringe Rates Start Date : | p1-ppr-2012 | End Date - | 31 Mar-2013
.
Desc.:
Cost: §.00 | Underrecovery: §.00 | Cost Share: $.00 Huantity: 1.00
MName Job Code| Start Date End Date Period % Charged 2 Effort Salary
Elvis Presley IOBCDE 01-&pr-2012  [31-Mar-2013  Cycle .00 .00 $.000
Calculate
Rate Class Rate Type | Apply| Cost Cost Sharing
WTDC WTDC $.00 $.00
Employee Benefits Faculty Full Time (Federal) $.00 $.00

8. Make entries or adjustments to fields in the PERSONNEL BUDGET DETAILS window:

a. Start Date and End Date — Click in the field to change one of these dates to compensate for such
occurrences as vacation eligible time or a late start on the project. Change to the appropriate dates for
faculty summer period (that is, June, July, or August) if necessary.

b. Period — Select the appropriate appointment type from the drop-down list. The types are:

Appointment Type Description

Calendar The 12-month calendar year
Academic The nine-month academic year
Summer The three-month summer period

C. 9% Charged — Click in the field to enter the percentage of the person’s salary to be charged to the project.
(This field cannot be greater than % Effort.) Coeus calculates the salary and stores it in the Salary field.

d. 9% Effort — Click in the field to enter the percentage of the work week this person will charge to the project.

e. Calculate: click the calculate button to display the applicable MTDC and/or Fringe rates in the lower portion
of the window.

9. Click OK. The PERSONNEL BUDGET DETAILS window closes and focus returns to the PERIOD 1 tab.
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10. Click the Save icon or select File > Save.

The 4.5 release supports the maintenance of Appointment & Period Types as inactive. This could occur if
you copied a budget from a proposal written with an earlier version of Coeus.

User alerts if an inactive type is in use for any of the budget persons in the proposal.

Example Alert when Saving a Budget with inactive types:

r _— -_— ™
Inactive Types Exist Iﬁ

Period Type Cycle is no longer active. Please select an atternative ®

Appointment Type 12K DURATION is no longer active. Please select an alternative

Appointment Type REG EMPLOYEE is no longer active. Please select an alternative

Greater-than or less-than 12 month budget periods

It is advised to generate these unusual budget periods before applying certain budget expense details. While this
means additional steps to manually populate the expenses in each budget period, it is necessary for accurate
personnel effort and other budgeting decisions that should be made by the user. If you choose to add personnel
detail prior to generating budget periods, you must still review each Personnel Budget Detail window for each
budget person to verify and/or modify.

For Personnel expenses:

e Use the standard instructions to select cost elements and maintain the budget person details as detailed
previously in this guide.

e Be especially mindful to define the Start Date and End Date for each person as it relates to this budget
period.

e You may need to Add and define multiple detail lines for each person to expense them to Academic or
Summer periods if the budget period is especially long. The figure below describes an 18 month budget period:
two (2) lines were needed to capture the Academic months.

Summaryl Peripd 1 Period 2 I Totall

Start Date: I?.I'DI.I'2009| End Date: I31-Dec—2010 Cost Limit: I $.00 |No. of Months: I18.D
Total Cost: I $604,587,.01 Direct Cost: I $357,743.79 Indirect Cost: I $246,843.22
Undemecovery: I $.00 Cost Shanng: I $.00  Dwect Cost Limit: I £.00

| | Line | CE | Cost Element Description Description
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Personnel Budget Details

Cost Elm.: |4IZIIZII325 IFacurt\)f Salaries Tenured - On Start Date : W End Date : Im
Desc.: ISeuss
Cost: Im Undenecovery: I—m Cost Share: gog  Quantity: 100
K ame Job Code| Start Date | End Date Penod % Charged % Effort Salary
Doctar Seuss EL01T 01-Sep-2009 [ -May-2010  Bcademic 10000 10000 §i5 05525
Doctor Seuss SL0MT 01-Sep-2010  [3-Dec-2010  Academic 10.00 10.00 $3 67500 Calculate
Doctar Seuss SLO017 01-Jul-2009 ‘31 -Dec-2010  Cycle .00 0o $.00 Persons
—— Default start/end matches the full 18 months!
Be sure to review and update the Start Date/End

Date and Period flag.

For Non-Personnel Expenses:
e You can enter non-personnel line item expenses prior to generating budget periods.

o Costs will be inflated once per generated budget period (if the “apply inflation” box is checked). The
inflation may be appropriate to budgets with greater than 12 month periods, but not for periods less than
12-month- like quarterly (3 month) budgets. Therefore, it is advised to review the costs generated in each
budget period for appropriateness and make any necessary changes. It may be best to manually add these
line items and expenses to each budget period.

o Change the Budget Category— the default category is mapped to printed forms. If a particular expense
needs to be recategorized for a special submission, do so here.

o Change On Campus to Off Campus if necessary by clicking the radial button. Changing campus status
will impact overhead rates applied.

o Uncheck Apply Inflation if necessary before generating later periods or using Apply to Later Periods so
this line item expense will not inflate.

o Uncheck Submit Cost Sharing so this line item’s cost share expense won’t submit on Grants.gov forms.

o Uncheck Apply box for overhead rates — which may only be relevant for special submissions.

Budget - Line Item Detail E3 |

Category: [EGES f* on Campus ot Campus

Cost Elm: |42U22E Materisls and Services

Start Date: [01-Jul-2010

i

Cancel

End Date: ISD-Jun-2EI1 1

Justify |
Descnption: |
Cost: I £.00 Quantity: I o Apply Inflation: v
Cost Sharing: I §.00 Submit Cost Sharing: [ Underrecovery: I .00
|| Rate Class I Hate Type Cost I Cost Sharing I
MTDC MTDC v $.00 $.00
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Adding Non-Personnel Line Items

Non-personnel line items are for expenses such as equipment and travel. You enter the costs directly in the line item
or the LINE ITEM DETAIL window.

Note: Major equipment (defined as $5,000 or more, durable, and directly related to research) must be budgeted
using an individual line item for each piece of equipment. A description is required in the Description field,
and the expense must be justified. This requirement is for Grants.gov submissions and is good practice for
all budgets.

Do this for each non-personnel direct-cost line item:

1. From the PERIOD 1 tab of the CREATE BUDGET screen, click the Add Line Item icon , select ltems > Add
Line Item..., or press Ctrl+A (Mac users press Command+A). A blank line item, highlighted in yellow, is added
at the end of the list.

2. To maintain a cost element
e Type in a valid & active cost element in the CE field or
e Double-click the CE field. The CosT ELEMENTS window opens.
1. Select the appropriate cost element and click OK or press the Enter key.
2. The CosT ELEMENTS window closes and focus returns to the PERIOD 1 tab.

3. Double-click the Description field. THE BUDGET — LINE ITEM DETAIL window opens.

Budget - Line Item Detail

B
Category: &+ on Campus = off Campus 118 |
Cost Elm: |42E|225 Meterialz and Services Cemmd |
Start Date: [011-Jul-2010 End Date: [30-Jun-2011 -
Justify |
Description:
Cost: I F.00 Quantity: I o0 Apply Inflation: [
Cost Sharing: I $.00 Submit Cost Sharing: [v Undemecovery: I §.00
Rate Class | Rate Type | ﬁ\ppl_l,ll Cost | Cost Shanng |
MTDC MTDC v $.00 $.00

4. Make entries in these fields:

e Category — Change the category, if necessary. See Budget Categories, page 73.

e Description — A description of the line item. This is required for equipment, but it can be used for
additional information for all non-equipment line items. This field is seen only by Coeus users for line
items that are not for equipment.

e Cost — The total cost for the line item. Costs can be entered to the penny. They are rounded to the
nearest dollar when printed to most forms, but the value entered is used in calculations.

e Quantity — This field can be left blank, since it is for your records only. This value does not affect the line
item. That is, the cost is not multiplied by the quantity to calculate the total cost of the line item.

e Apply Inflation (checkbox) — Checked to apply by default on most cost elements to increase costs in later
periods. This box can be unchecked so inflation will not be applied to this item when periods are

generated.
e Cost Sharing — If applicable, enter the amount to be funded by another source (see Cost Sharing, page
78).

e Submit Cost Sharing — Leave this box checked if the cost share expense should be published on the
Grants.gov forms. Uncheck the box if this line item’s expense should not be included on the Grants.gov
forms.
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Justification — Click Justify to display this field. Enter notes about the justification for this line item. After

you enter a note in this field the icon to the right of the line item changes from to indicating that a
justification for the line item has been written.

————— _' i ——— -"J/ T T e W e T =, et = e =
Justification

et n s (L

Enter notes here regarding this line item to use Iater to compose the budget justification

P e,

3
!
|
J

\A-A“‘H_‘h‘?“?\ “‘:ﬂ A e __‘“_-'..‘ ey _._.,..__L-‘___‘_qu.dh.._._.,_‘_..nn-#-..“\r_

Note: The Justification field is useful for making notes that can become the basis of your Budget
Justification narrative. See Creating the Budget Justification Document, page 89, for instructions
on consolidating these notes to help you create the narrative.

5. Click OK. THE BUDGET — LINE ITEM DETAIL window closes, and focus returns to the PERIOD 1 tab.

6. Click the Save icon or select File > Save.

Adding Subaward Line Items in the budget

To include subaward expenses in the budget, multiple line items may be required. Per A-21 Cost Principles, most
subawards are subject to F&A for only the first $25,000 of the entire award. The remaining amount over $25,000 is
not subject to F&A. Cost elements are available to support this entry requirement.

EW New in 4.5: User may manually add line items as described below or use the new Upload Sub Award >
“5F  sub Award Details tool to have the system generate the appropriate line items. You don’t need to upload
a subaward file to maintain details. See Uploading and Translating Subaward Files

Note: If you are adding subaward line items for an NIH proposal, see Special NIH Subcontract
Instructions, page 72.

Do this for each subaward:

1. From the PERIOD 1 tab of the CREATE BUDGET screen, click the Add Line Item icon , select Items > Add
Line Item..., or press Ctrl+A (Mac users press Command+A). A blank line item, highlighted in yellow, is
added at the end of the list.

2. Double-click the CE field. The CoST ELEMENTS window opens.

3. Select 532201 Subawards Direct — Subject to F&A and click OK. The CosT ELEMENTS window closes and
focus returns to the PERIOD 1 tab.

4. Click the Description field and enter the name of the subawardee.
Click the Cost field and enter the cost of the subaward that is subject to F&A (up to $25,000).

6. If the subaward is for $25,000 or less, go to step 10. If the subcontract is for more than $25,000, add
another line item, (See step 1.)

7. Double-click the CE field and select 532202 Subawards Direct — No F&A and click OK. The CosT
ELEMENTS window closes and focus returns to the PERIOD 1 tab.

8. Click the Description field and enter the name of the subawardee.

9. Click the Cost field and enter the amount by which the subaward exceeds $25,000.

10. Click the Save icon or select File > Save.
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Upload Subaward Budgets Files

When a sponsor requires including a Subaward Budget form in addition to your primary applicant Grants.gov budget
form, users should extract an Adobe Subaward Budget from the sponsor's Adobe form package posted at Grants.gov.
Locate the opportunity at www.grants.gov, and use one of the search options available under the “Find grant
opportunities.” Grants.gov and Adobe still recommend to only use Adobe Reader, not Acrobat, when working in any of
the Grants.gov Adobe forms to avoid potential data corruption.

Subaward Budget Forms

i'/ The subaward budget form extracted from the Grants.gov Adobe package is identical in design, detail, and
input requirements to the primary applicant budget used for submission (e.g. RR Budget, Fed-Non-Fed
Budget, and PHS Training Budget). While the RR Subaward Budget Form name is currently Version 1-2 (as
shown in the Grants.gov Forms window figure below) the extracted budget file name includes “1.1” in the title
— which is correct when the RR Budget Form (primary applicant budget) is at version 1-1 The “1.2” in the
Subaward Budget Form name refers to the version of the attachment page where users extract a blank budget
file. You can confirm the version number of submission budget by looking at the budget form name and
version in the Grants.gov window > Forms tab.

Figure 1: Grants.gov > Forms window after selecting to "Include" two of the four Optional forms; RR Budget and RR Subaward Budget

Grants Govy Submission Details | x|
Proposal Number : 00000447
Sponsor - 000340: n1f  This submission budget is detailed - the RR version 1-1 J '
Opportunity  Forms | Submission Skatus |
Form Mame Mandatory || Include/ gelecllsuaiunty ‘
PH5393 Checklist w1-1 I~ [  |available Delete Opportunity
PH5398 Cover Page Supplens: . -1 I~ ¥  |available Validate #
PH5395 Research Plagdfi-1 v W |Available -
.......................................................................................... . n ﬂlllllailatlle 5 uhmll '
RR key Person Expanded ¥1-1 v W |Available Refresh
RR Other Projects ¥1-1 rd [  |Available Beprs '
RR Performance Site ¥1-1 v [  |Available
RR.SF 424 V1-1 v ¥ |Available =
RR Subfward Budget 1.2 - ¥  |Available ) | Print f
PHS395 Cover Letter ¥1-1 r [T |available Bz
PH5395 Modular Budget W1-1 I [T |Available (
This Subaward Budget version is 1.2, but the extracted budget file name is 1.1 J
aka 1-1 (see next figure}, compatible with the RR Budget 1-1.
\Felected 2 out of 4 Available Optional Forms j

Include the Subaward Budget Form in your Coeus submission
1. Select the Subaward form in the Grants.gov Submission window:

a. From the PROPOSAL DETAILS screen select Action > Grants.gov. The GRANTS GOV SUBMISSION DETAILS
window opens.

b. Open the ForRMS tab and select to “Include” the “Subaward Budget.”

c. Click the Save button to add this optional form to be included with this submission. (Once saved, the form
will be moved from the bottom of the list to in alphabetic order by the “Include” list and be included in the
“Selected out of Optional” count at the bottom of the window.

d. Close the GRANTS GOV SUBMISSION DETAILS window.

2. Locate the opportunity at Grants.gov.

3. Extract the Subaward form and save the file.
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Figure 2: Adobe Form Package after selecting the R&R Subaward Budget Attachment Form and "moved" for Submission

Ty T R PP R P
pplication FilingNameé:

Mandatory Documents Move Formto  Mandatory Documents for Submission
SF424 (R & R) Compiete

H

Mowve Form to
First, select the form from “Optional Documents * Delete
and then click the => to move it to "..for submission™
{already "mowed™ in this figure)

I

(Cpen Forn]
Optional Documents Move Formto  Optional Documents for Submission
RR. FedNonFed Budget SubmissenList R and R Suoaward Budget Attachment(s) Form

Ressarch And Related Subaward Budget (Total Fed
Research And Related Other Project Information
Begsearch And Related Budget

Research And Related Senior/Eey Person Profile
Research & Related Personal Data
Project/Performance Site Location(s)

Click on the form name, and then click the Open
Form button to jump to that form.

[Ope 0

B T vl

Figure 3: R&R Subaward Budget Attachment form: Click to extract the RR Budget —automatically the File Name field is prepared with the
name “RR_Budget_A-V.1.pdf” — you can alter this name prior to saving (just don’t delete the “.pdf” file extension).

P N N NN NN NN RN

R&R SUBAWARD BUDGET ATTACHMENT(S) FORM

nstructions: On this form, you will attach the R&R Subaward Budget files for your grant application. Complete the subawal
ccordance with the R&R budget instructions. Please remember that any files you attach must be a PDF document.

| Click here to extract the R&R Subaward Budget Attachment |

)I///f'//////////////////////////////////////////////////////////."

File name: IHH_B udget_a-1.1. pdf j Save |
Save as type: I,-'l'-.ll Files [".%) j Cancel |

4. The extracted budget file necessary, marked as “Subaward/Consortium” for your subawardee, must be manually
completed following all the same sponsor rules and requirements as the primary applicant budget. Please reference
your sponsor’s submission guidelines for specific details. Once the form is completed, the file can be uploaded in the
Coeus Premium Budget. See next section.

B R R i i i R A i A

Check Form for Errors

‘ Save

RESEARCH & RELATED BUDGET - SECTION A & B, BUDGET P

* ORGANIZATIONAL DUNS: | |

* Budget Type: Project Subaward/Consortium

. —
Enter name of Organization: | %_‘___ |

Delete Entry | * Start Date:

This should he checked s Subaward/Consortium. Your

Coeus budyget form is the Project (Primary Applicant).
A. Senior/Key Person

Cal.

Prefix * First Name Middle Name * Last Name Suffix * Project Role Base Salary ($) Months
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Uploading and Translating Subaward Files

= New in 4.5, a user-friendly process that reads the uploaded Adobe subaward form and inserts system-

1.JJ;.‘JJ‘,: . . . . . .

“I5L57  generated line items for subaward funding values for each project period into the proposal budget. Users may
utilize the new Subaward Details window to manually type in the direct, indirect costs, and cost sharing for the Sub
Award for each period OR upload a completed SubAward Budget Adobe form. Uploaded form data will automatically
sync budget expenses to the detail window. For either manual or sync'd sub award details, the system will parse the
data into the appropriate line items in each budget period, including determining first $25K, F&A exempt of F&A, etc.

@ New Requirement: Generate All Periods BEFORE uploading the Sub Award file!

The proposal budget must be generated in order for the Sub Award Detail window to know how many budget
periods to supply.

Do this for every detailed subaward budget required for your proposal:

1. Complete your detailed budget line item entries and generate all budget periods. (see Generate All Periods)

2. From the MoDIFY BUDGET FOR PROPOSAL screen select Edit > Sub Award. The SuB AWARD BUDGET window

opens.
% Sub Aacard Budget @
Proposal Number: 00002462 Yersion Number: 1
. Drganization Name Form Mame PDF HML [ OK ]
Cancel
Add
elete
[ Upload ]
[ Transzlate ]
Sub Award Details
Comments: [ View Form ]
] Details | View XL ]

3. Click Add to generate a line to enter the Organization Name (unique name, no spaces or special

characters)
& Sub fuard Budget @
Proposal Number: 00002462 Version Number: 1

Organization Name Form Mame PDF *ML [ 0K ]

® 3 Mot Generated | l Cancel l

—T—

User manually enters Org. name here —just numbers, Delete

letters, underscores () and hyphens (-) to avoid
errors later.
Then click Upload

Transzlate

l Sub Award Details l

4. Click Upload; locate a completed Adobe Subaward form.

BEFORE YOU UPLOAD! Be certain that each subaward budget justification has a unigue name with no
spaces or special characters— these are the files uploaded in the PDF subaward form. Note: If everyone
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uses the same “budget_justification.pdf” name, your submission will error at Grants.gov!

' - - B L

B I _ - - I S S s
T T R ey i B S -

¢ K.* Budget Justification |Frn:|fJn:|ne5—Pu rdue-BudJust.pdf Add Attac
P {Only attach one file.) .

{'-h"“‘*“ﬁ---hxr""-"_""*"“'*"-'"“ P ‘.ﬁ‘raﬂ“m_h.ﬂ'-

5. Click Translate to convert the file to XML, the transmission format for s2s submission. (Note: Save and
Translate will be performed automatically upon closing this window.)

The Adobe file will be translated to XML for submission with your Coeus application. Note the Form Name,
Status and Attachments fields have information about the translated file.

a. Form Name is the budget form style (e.g. RR Budget, Fed-Non-Fed, PHS Training)
b. Attachments is the Coeus ID for this upload,
c. PDF File is the file name of the uploaded subaward budget PDF file.
d. Status indicates if the file was successfully translated or if there were errors.
i. Errors indicate that your PDF file may have become corrupted.
ii. The status must state that XML generated successfully to submit properly via Grants.gov.
iii. Refer to the instructions (ahead) to replace the subaward file for this Organization line.

6. Sub Award Details button:
e With an Organization highlighted, click the Sub Award Details button to open the Sus AWARD DETAIL
ENTRY window.
o If an Adobe subaward budget form has been uploaded and translated, click the Sync XML
button to have the system extract the details from the budget file.

NOTE: the Start/End dates of the subaward file must be compatible with the prime budget to Sync
o If there is no subaward file upload, manually enter the values.

o Cost Sharing column is user entered — there are no values in the uploaded subaward budget to
sync. Costsharing referenced here is for internal reference and will not populate on forms.

% Sub Awvard Budget [=2]
Propozal Humber: 00001333 Yerzion Number: 1
Organization Name Form Mame PDF HML [ 0K l

1 Drexel RR: Budget 1-1 W o ‘ [ Cancel ]
r 1

% Sub Awvard Detail Entry @

Name: Drexel

Period Direct Cost Indirect Cost Cost Sharing Total Cost oK
1 $.00 $.00 $.00 $.00[f Sync XML
z $.00 $.00 $.00 $.00 Cancel
3 $.00 4.00 4.00 $.00
Commen

4 £.00 .00 .00 £.00
5 £.00 .00 .00 £.00

Attachments:’ﬁ
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re

% Sub Award Budget
Proposal Number: 00001583

Yersion Number: 1

Organization Mame Form Name PDF XML [ Ok ]
RR Budget %1-1 (>4 >4 | [ Cancel ]
[ Add

I Sub Award Detail Errtry @ :
Mame: Drexel :
Period Direct Cost Indirect Cost Cost Sharing Total Cost 0K E

1 $25,000.00 $16,750.00 &.00 $41,250.00/ [ Sync XML | :
2 $25,000,00 $16,250,00 $.00 $41,250,00 [m @
3 $25,000.00 $16,250.00 $.00 $41,250.00 E
4 $25,000.00 $16,250.00 $.00 $41,250.00 E

5 $25,000.00 $16,250.00 N $41,250.00
A —

The Cost Sharing amounts must be typed in. This is for reference only and will not

All Sub Award cost sharing can be viewed via the Cost Sharing Distribution window.

appear on budget forms.

'8

¥ML Last Updated: 23-hov-2011 10:04:52 &M by Hanlon, Rosemary

Sub Award Last Updated: 23-Mov-2011 10:04:42 AWM by Hanlon, Rosemary

MNamespace: http:/fapply.arants.gov/forms/RR_Budget-v1.1

Stabus:(xhiL Genersted successiuly

7. Click OK to close the SuB AWARD BUDGET window. The system will automatically populate the detailed
budget with the line items for the subaward, parsing the first $25K subject to F&A in the appropriate

budget periods.

& Create Budget for Proposal 00001883, Version 1

Summary | Period 1 | Perind 2 I Period 3 I Period 4 | Period 5 | Totall

Start Date: |01-Jan-2012 End Date: 31-Dec-2012 Cost Limit: $.00 MNo. of Months: 120
Total Cost: $30,113.15 Direct Cost: $17,975.00 Indirect Cost: $12,135.15
Undemecovery: $.00 Cost Sharing: $.00 Direct Cost Limit: $.00

Line CE Cost Element Description Description Onty Cost Start Date End Date

1400005 Summer Faculky - On 1.00 $10,300.0001-Jan-2012 31-Dec-2012

2420226 Materials and Services 0.00 $5,000.00|01-Jan-2012 31-Dec-2012

3420600 Subcontracts - Subject bo FaA Drexel 0.00 $25,000.00|01-Jan-2012 31-Dec-2012

4420630 Subcontractors Fad - Mo Fad Drexel 0.00 $16,250.00|01-Jan-2012 31-Dec-2012

& Create Budget for Froposal 00001883, Wersion 1
| Surmmary I Period 1 I Period 2 I Period 3 I Petiod 4 I Petiod 5| Tatal |
Cost Element D escription Period 1 Period 2 Period 3 Period 4 Period & Total
400005 Summer Faculty - On $10,300.00 $10,605.00 $10,927.27 F11,255.09 F11,592.74 §$54.684.10
420226 Materials and Services $5,000.00 $5,150.00 F5,304.50 ¥5,463 .64 562755 $26,545.69
420600 Subcortracts - Subject to F&A F25,000.00 $25.000.00
420620 Subcortracts (Contracts) - Mot MTDC 25 ,000.00 25 ,000.00 25 ,000.00 $25,000.00 $100.000.00
4206350 Subcontractars F&A - Mo FE4, F16,250.00 F16,250.00 $16,250.00 $16,250.00 $16,250.00 $81.250.00
OH - WMTDE $12,135.15 $12,499.20 $12,674.15 $13,260.41 135 65522 $64.427 16
Employee Benefits - Research Rate $2 57500 3275554 $2 841 09 $2,926.32 $3,014 11 $14.217 8k
Total $71.362.15 $72,266.54 $73.197.04 $74,195.46 $75,142.62 $366.,124.91
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8. Repeat the upload steps if there are more Subawards to transmit with your submission.

9. Options available in the SuB AWARD BUDGET window:
a. Sub Award Details: opens the details window for review or manual entry

b. Upload again to replace the file for the selected Organization
c. View Form to view the Adobe Subaward Budget form.
d. View XML to view the translated file
e. Add a Comment to make a note about this subaward
f.  Uncheck/Check Details to collapse/view the information about the uploaded and translated file.
& Sub Awvard Budget @
Proposal Mumber: 00001353 Verzion Number: 1
Organization Name Form KName PDF #ML [ Ok ]
R Budget %1-1 4 [ Cancel ]
[ Add |
This green check indicates the successful translation
of the uploaded subaward file. [ Delele ]
[ Upload ]
When this box is checked the Details displayed below will change and | Translate |
display the information for the highlighted Subaward. The Comments box :
also displays uniquely for each Subaward line created. [ Sub Award Details ]

Comments: [ View Form ]

Details | View XML ]

Details

Attachments:pe Budget P4 optianalFilel 279541 574735

This Attachment indicates that the Subaward Budget Justification file is present.
PDF File:1-1-12_5vr_Sub_ brewerpor g
PDF Last Updated: 23 pMov-2011 10:03:27 &M by Hanlon, Rosemary

HML Last Updated: 23-nov-2011 10:03:27 &M by Hanlon, Rosemary And these timestamps verify when the
Subaward was updated, and by whom.
Sub Award Last Updated: 23-mov-2011 10:03:27 &M by Hanlon, Rosemary

—_

WNamespace: http:)/apply.grants.gov/forms/RE_Budget-y'l,
Statusz{xwil Generated successiully

Using the Subaward Comment box
e Use the Comments box to insert notes about the uploaded files.

o Deselect the Details check box to minimize the translation details pane in the Sus AWARD BUDGET window.

Replacing an Uploaded Subaward File
1. From MODIFY BUDGET FOR PROPOSAL select Edit > Sub Award. The SuB AWARD BUDGET window opens.
2. Select the line for the subawardee whose Adobe budget file you are going to replace.
3. Click Upload. A file browser window opens.
4

Find the Adobe budget file, select it, and click Open. The file browser closes and focus returns to the Sus
AWARD BUDGET window. The replaced file’s XML status is now Out of Sync, indicated by the red X in that
column.
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& sub fwvard Budget @
Proposal Mumber: 00002462 Yersion Number: 1

Organization Name Form Name PDF XML [ OK ]

1 Drexel R Budget %1-1 W 3§ Out of Sync ‘ [ Cancel ]

[ Add |

[ Delete ]

[ Upload g

[ Translate ]

[ Sub Award Details ]

5. Click Translate. The Adobe file is translated to XML. The XML column will display the green check to
indicate it is in sync; the last updated time stamps will change to indicate the transaction time and the name
of the user that generated this XML successfully.

Organization Kame Form K.ame PDF XML

FR Budget %1-1

ile:5a_5-530_Sub_ Drexel2skpery pdf

PDF Last Updated: 15-Jun-2012 10:43:02 & by Hanlon, Rosemary
XML Last Updated: 15-Jun-2012 10:43:02 &M by Hanlon, Rosemary

Sub Award Last Updated: 15-Jun-201210:31:15 &AM by Hanlon, Rosemary

MNameszpace: http:/fapply. grants.gov/forms/RR_Budget-¥1.1

Status:|xhl Generated successiully

L P N P,

Viewing the uploaded Subaward Form from Coeus
e Click View Form. The file displays in new browser window.
Once translated, you can view the . XML file in a browser window.

e Click View XML. The file displays in a browser window.

You cannot modify the Subaward files already uploaded to Coeus from the View Form preview window.

As with all uploaded files in Coeus, the document is presented in a separate browser window as a PDF file.
While this subaward document may appear to be a fully functioning PDF fill-able form, any changes you
make will NOT be saved to your file already in Coeus! To make updates to the Subaward budget file or
its Justification, return to the original Adobe Subaward file to make and save changes, and then re-
upload that file to Coeus.
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Special NIH Subcontract Instructions

Select the correct cost elements for subaward F&A expenses to enable the Coeus modular budget sync feature to
work effectively for NIH modular budget submissions. Isolating the subaward indirect expense entries by selecting
the subawardee's F&A types in your budget gives Coeus the data needed to sync to the NIH modular budget screen
and submission forms. The four direct cost types are listed here, and two examples follow.

Code Description Cost Type

532201 Subawards Direct — Subject to F&A (first $25,000) Direct

532202 Subawards Direct — Not Subject to F&A Direct

SUBFAGT | Subawards F&A — no F&A Indirect

SUBFALT | Subawards F&A — Subject to F&A Indirect
Example 1

The subaward is $75,000 annual direct costs plus 65% F&A, or $48,750, for a total of $123,750.

This is the common situation in which the first period costs of the subcontract exceed $25,000. Three line items are
needed in the first period, and two in the following periods.

Period 1:
53z201 Subawards Direct -- subject o Faud, First 25K of subawardee direct costs 0.00 $25,000,00(
S32z0z Subawards Direct-- nok subject to Faa Remainder of direct costs n.on $50,000,00/|C
SUBFAGT Subawards Fad - Mo Fad, Subawardee Fah, costs 0.00 $48,750.00|C
Period 2:
32202 Subawards Direck-- not subject bo FA Perind 2 subawardee direct costs 0.00 £75,000.00|
SUBFAGT Subawards Fab - Mo Fa Subawardee Faa costs 0.0o $45,750.00|0
Period 3:
532202 Subawards Direct-- not subject ko Faa Period 3 subawardee direct costs 000 $75,000,00(C
i[SUBFAGT Subawards Faud - Mo Faud Subawardee Fad casks 0.0a $43,750,00|C
Example 2

The subaward is $12,000 annual direct costs plus 65% F&A, or $7,800, for a total of $19,800.

In this example the subaward total is less than $25,000. All costs incur Institute F&A. This is an uncommon situation
in which two line items are needed in the first period and three in the second.

Ex. 2: Subaward $12,000 annual direct costs + 65% F&A of $7,800 = $19,800 total.

Period 1:

532201 Subawards Direct -- subject bo Fad, Less than 25K Period 1 0.on $12,000.00)0

3|SUBFALT Subawards F&A - Subject bo FA For syncing rodular budget 0.00 47,300,000

Period 2:

11532201 Subawards Direct -- subject to Faa, Tokal still less than 25K 0.00 $5,200.00(C

1532202 Subawards Direck-- nok subject to FaA Subawardee direct costs =25k 0.oo $6,300.00(C
SUBFAGT Subawards Faud - Mo Fid For syncing modular budget 0.00 47,800,000

Sponsored Research Services Page - 72 Document date: April 11, 2016



Creating the Budget

Budget Categories

A subset of the available cost elements (GLs) is used for proposal submission. As a result, many of the GLs you are
accustomed to seeing in UC Flex are unavailable. Coeus groups the GLs into budget categories to support printing
of sponsor forms. These categories are dependent on the individual sponsor's needs. Each available cost element
has been assigned to a budget category based on UC use and sponsor definition. You can reset the budget
category when needed to support unique budget submission requirements. Please see Appendix B: Cost Elements
Used in Proposal Development at UC, page 132

Viewing and Changing a Line Item Budget Category
1. Select the line item. When selected the line item is highlighted.
2. Select Iltems > Edit Details... or double-click the line item. The BUDGET — LINE ITEM DETAIL window opens.

Budget - Line Item Detail

Category:
Cost Elm:

Start Date:

Description:

Cost:

Cost Sharing:

sterisls

eeting Costs

other Operating Expenses

Iother Personnel

Iother Professionsls

Dutpatient costs

Fostage

Fostdoctoral

Professional Services/Consutant
Froject Support Staft

Rate C|

ublication Costz/DocumentationDissemenation
enior Personnel

mATDC

[Fervice Agreement(s)

Foftvware

Y
Cancel

X

= | & oncampus Off Campus OK |

Date: [30-.un-2011 st
ustify

an Apply Inflation: [+

—tovery: I .00

| Cost Sharing |
.00

Cost

o0

:

3. To change the category, click the Category drop-down list and make a selection.

Note:

You cannot change a budget category if the line item has person details entered. To make that

change, remove the person details, and then change the budget category, and re-enter the
person details.

Viewing All Period
First Method

Budget Categories

1. Select the tab for the budget period you want to view.

2. Select View > Customize. The CusTOMIZE VIEW window opens.

Customize Yiew E

Views

(&' Grouped By Category

Show Columns

" Defauf

Apply

Cancel |
| e

¥ Caost Element ¥ Caost [~ Campus Flag
¥ Cost Elerment Descriptian ¥ Guartity
¥ Line tem Description [~ Categary
[ Start Date I Underrecovery
¥ End Date [~ Cost Share
[~ Showe Calculsted &mourts
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3. Select the Grouped By Category option button (circled above). Click OK.

4. The view in the period tab changes to look similar to this.

EMndif\r Budget for Proposal 00003887, Yersion 1

Summary  Period 1 I Period 2| Period 3| Totall Proposal Hierarchyl

Start Date: [01-5=p-2010 End Date: [31-Aug-2011 Cost Limit: | $.00
Total Cost: | $327,940.25  Direct Cost: $327,340.25  Indirect Cost: | $.00
Undemnecovery: I $247,819.5¢ Cost Sharing: I $40,250,25
CE I Cost Element Description I Descnption | Start Date I End Date | Cost I Qnty I
Category: Other Personnel
Category: Other Professionals
hooses | Program Manager | Fcd | bp1-sep-z010 | B1-pug-2011 || g.00 | |
foozs0 | [drministrative Staff - on | Efah | b1-Sep-zo10 | Bt-Aua-z011 || $30,150.00] | 1]
Category: Subcontracts
kzoeao | Eubcontracts - subject ta MIT Fasy | bubcontractar name | bb1-sep-zo10 | b1-aug-2011 || $25,000.00) | |
pzosz0 | Bubcantracts - Mo MIT Fa:A | bubcantractor name | b1-Sep-z010 | Bt-Aug-z011 || $3,750.00] | |
Category: K aterials
kizos00 | Books || | b1-5ep-z010 | b1-Aug-z011 || $3,500.00 | |
Category: Senior Personnel
koooas | ummer Faculty - on | i | bb1-sep-zo10 | b1-aug-2011 || $205,000.00 | 1|
foo0zs | Faculty Salaries Tenured - On || | b1-Sep-z010 | Bt-Aug-z011 || $.00] [ 1]

Line items are grouped by the category to which they will print on the budget forms. You cannot modify line items in
this view. (To modify line items, return to the default view. See Returning to the Default View, page 72.)

Second Method

1. Select the tab for the budget period you want to view.

2. Select View > Customize. The CusTOMIZE VIEW window opens.

Customize Yiew E |

Views
' Default Cancel
i Grouped By Category
Apply

dils

Show Columns
[ Cost Elemert [ Cost H Campus Flag
¥ Cost Element Description

[ Line tem Dezcription v Categary
[ Start Date

[” End Date [~ Cost Share

UnGerrecovery

[~ Show Calculated Amounts

3. Select the Category checkbox (circled above). Uncheck any unneeded columns (optional). Click OK.

4. The view in the period tab looks similar to this.
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f.4 Modify Budget for Proposal 00001188, Yersion 1

surnmary | Period 1| Takal
Start Date: | 01-Mar-2011 End Date: | 29-Feb-2012 Cost Limit: $.00 | Mo. of Months: 120

Total Cost: $519,165.65 Direct Cost: $386,353.60 Indirect Cost: $132,612.05

Underrecovery: $.00 | Cost Sharing: $.00 | Direct Cost Limit: $250,000.00
Line CE Cost Element Description Description Anty Cost Start Date End Date
1 FACFTFED Faculky FT - Fed Fringe Rates IManning EFfort 1.00 $5,075.00|014ar-2011 29-Feb-2012
2(549100 Equipment, Capital -- value over $5000 Swieet Machine 0.00 $15,000,00|01-Mar-2011 29-Feb-2012
3(532000 Lab Animal Medicine Medicine being tested 0.00 4$50,000,00|01-Mar-2011 29-Feb-2012
4/531900 Lab Expenses Misc items For lab 0.00 $141,359.06(01Mar-2011 29-Feb-2012
5/530500 Travel - domestic Sponsored required trip 0.00 4$10,000,00|01-Mar-2011 29-Feb-2012
6532201 Subawards Direct -- subject o F&A Less than 25K Period 1 0.00 $12,000,00|01-Mar-2011 29-Feb-2012
7|SUBFALT Subawards Feus - Subject to Faa For syncing modular budget 0.00 $7,800,00|014Mar-2011 29-Feb-2012
8532201 Subawards Direct -- subject o F&A Tokal still less than 25K 0.00 $5,200,00|014ar-2011 29-Feb-2012
Q532202 Subawards Direct-- not subject to Faa Subawardee direct costs =25K 0.00 $6,5800,00|014Mar-2011 29-Feb-2012
10/SUBFAGT Subawards Feus - Mo Feus For syncing modular budget 0.00 $7,800,00|014Mar-2011 29-Feb-2012
11[532202 Subawards Direct-- not subject to Faa Period 3 subawardee direct costs 0.00 4$75,000,00/01-Mar-2011 29-Feb-2012
12 |SUBFAGT Subawards Feus - Mo Feus Subawardes F&A costs 0.00 $48,750,00/01-Mar-2011 29-Feb-2012

Each line item displays the name of the category to which it will print on the budget forms.

Note: You might need to scroll to the right to see all columns.

Returning to the Default View
1. Select the tab for the budget period you want to return to the default view.

2. Select View > Customize. The CusToMIZE VIEW window opens.

Customize Yiew

¢ Default

oo By Category

Cancel

Apply

dld.

~Show Columns
[+ Cost Element v Cost [ Cammpus Flag
[+ Cost Element Description [V Guantity

[ Line tterm Description v Categary
[ Start Date r Unclerrecovery
[ End Date [~ Cost Share

[~ Showr Calculsted Amourts

3. Select the Default option button (circled above), and click OK.

Generating the Remaining Budget Periods

You create the remaining budget periods from the Period 1 budget. This can be done only once, but you can make
changes to individual line items and apply those changes to later periods.

1. Check that all budget items that will be needed in future periods are in the Period 1 budget.

2. Click the Generate All Periods icon or select Budget Periods > Generate All Periods. Atab is
created in the MODIFY BUDGET FOR PROPOSAL screen for each period generated. Each tab displays the same
line items as PERIOD 1, but with costs inflated by the rate specified. The TOTAL tab displays totals for the
project.

3. Click the Save icon or select File > Save. If you have set cost limits and any are exceeded, warnings
indicate which periods exceed the limit. Click OK and make any necessary adjustments, as explained in the
next section.
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Making Adjustments

You can make several adjustments to the budget, as explained in the following sections.

Deleting a Personnel Line Item

Use this procedure to delete a line item that has person details.
1. Open the tab for the budget period from which you want to delete the line item.
2. Select the line item. When selected, it is highlighted in yellow.

3. Click the Personnel Budget for Line Item icon or select Items > Personnel Budget.... The
PERSONNEL BUDGET DETAILS window opens.

4. Click Delete to remove the highlighted line. A verification message displays: “Do you want to delete this
row?” Click Yes. Repeat this step to remove each line in the PERSONNEL BUDGET DETAILS window.

5. When all lines have been deleted, click OK. The PERSONNEL BUDGET DETAILS window closes, and focus
returns to the period tab.

6. Click the Delete Line Item icon IEI or select Items > Delete Line Item....

Note: You cannot use the Delete key to delete a line item. You must use the Delete Line Item icon or
the menu selection.

7. A confirmation message displays. Click Yes to delete or No to keep the line.

8. Click the Save icon or select File > Save.

Deleting a Non-Personnel Line Item

1. Open the tab for the budget period you want to delete the line item from.
2. Select the line item. When selected, it is highlighted in yellow.

3. Click the Delete Line Item icon @ or select Items > Delete Line Item....

Note: You cannot use the Delete key to delete a line item. You must use the Delete Line Item icon
or the menu selection.

4. A confirmation message displays. Click Yes to delete or No to keep the line.

5. Click the Save icon or select File > Save.

Adding a Line Item to One or More Periods
1. Open the tab for the budget period to which you want to add the line item. If you are adding the line item to
more than one period, open the tab for the first period to which the line item will be added.

2. Follow the instructions in Adding Personnel Line Items (page 54), Adding Non-Personnel Line Items (page
63), or Adding Subaward Line Items (page 64), depending on the type of line item you are adding.

3. To apply the line item to later periods, click to select it and select Items > Apply to Later Periods.

4. Click the Save icon or select File > Save.

Changing a Line Item and Applying It to Later Periods
1. Open the tab for the budget period in which you want to change the line. If the line item applies to more than
one period, open the tab for the first of those periods.
2. Click to select the line item to change. The line is highlighted in yellow when selected.
3. Do one of the following, depending on the type of line item you are changing:

4. For a personnel line item, click the Personnel Budget for Line Item icon or select Items > Personnel
Budget.... Make the change in the PERSONNEL BUDGET DETAILS window and click OK.

5. For a non-personnel line item, double-click the line and make changes in the BUDGET — LINE ITEM DETAIL
window. Click OK.
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6. To add the line item to later periods, click to select it and select Items > Apply to Later Periods.

7. Click the Save icon or select File > Save.

Syncing Line Items to a Cost Limit

This calculation tool enables the user to adjust a non-personnel line item to meet a total cost limit. Coeus calculates
the required overhead, adds (or subtracts) the direct cost to the selected line item, and calculates the indirect cost. If
the amount of a line item is reduced, Coeus displays a confirmation message.

1. Open the tab for the period you want to work in.
2. Enter the limit for the period in either the Period Cost Limit field or Direct Cost Limit (circled below).

odify Budget for Proposal 0000379 BISiO
Summary Period 1 | period 2| Perios 3 | Period 4 | Total|
Start Date: |D1 -Jan-2009 End Date: |31 -Dec-2009 Cost Limit: I .00
Total Cost: I $545 871 533 Direct Cost: I 503,554 56
Underrecovery: I $.00 Cost Sharing: I 00 Direct Cost Limit: I .00
Line I CE I Cost Element Description I Descrnption Anty Cost 5
1 (400250 Administrative Staff - On .00 F263,900.00(01 -J
2400350 Research Staff - On senior personnel - Flach 1.00 ¥52,400.00(01 -
3(4003320 Reszearch Staff - On 2.00 §$9,270.00(
41420226 haterialz and Services stuff 0.o0 §13,868.41 01
Sla20104 Anirmal Purchazes 200 rats 0.00 F10,000.00(01-
E(420102 Animal Care 0.0a $5,000.00{01 -J&

e —— -

3. Click to select a non-personnel line item to adjust.

Note: Consider performing this action incrementally, selecting a different line item for each calculation to
distribute the increase or decrease. A personnel line item cannot be synced to the period cost limit.

4. Select
a. Items > Sync to Period Cost Limit or
b. Items > Sync to Direct Cost Limit
o If the budget is being decreased, this message displays.

E.dCoeus

Petiod tatal iz greater than the cast limit for this petiod.Da you wwart to reduce this line tem cost to make the total cost same

“?I’) as cost limit
HNo |

o Click Yes. The amount in the Cost field of the selected line item is decreased.

o Ifthe budget is being increased, the amount in the Cost field of the selected line item is increased.

5. Repeat steps 1 through 4 for all periods in the budget.

6. Click the Save icon or select File > Save.
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Cost Sharing
Cost sharing manages the funds in excess of the sponsor's support, to be provided by another source, for the
specific proposal.
Entering Cost Sharing by Pl or Project Person
1. Click on the personnel line item to cost share.
2. Click the Personnel Budget for Line Item icon or select Items > Personnel Budget.... The
PERSONNEL BUDGET DETAILS window opens.
3. Enter a percentage in the % Effort field that is greater than the percentage in the % Charged field.

Example: A Professor/Pl with a nine-month base salary of $90,000 ($10,000 per month) added to the
budget for one summer month (7/1 — 7/31) at 100% effort and 50% charge generates $5,000 + EB +
F&A in cost sharing.

4. Click OK. The PERSONNEL BUDGET DETAILS window closes.

5. Click the Save icon or select File > Save.

Entering Cost Sharing Manually
1. Double-click a non-personnel line item. The BUDGET — LINE ITEM DETAIL window opens.

2. Enter the dollar value in the Cost Sharing field. The total cost sharing expense is added to the Period total,
including any indirect expenses.

Budget - Line Item Detail

X
Category: hﬂeeting Costs ;I * on Carmpus = off Campus 114 |

Cost Elm: |42EI1 40 Conference Expenzes Cancel |
Start Date: [01-Jul-2010 End Date: |30-Jun-2011

Justify

:

Description:

2| Fa.000.00 Quantity: I i} Apply Inflation: [

Cost Sharnng: I $|1D,D@ Submit Cost Sharing: [v Undermrecovery: I $.00

Rate Type | ﬁ\ppl_l,ll Cost | Cost Shanng |
MTDC MTDC v .00 $.00

3. Click OK. The BUDGET — LINE ITEM DETAIL window closes.

4. Click the Save icon or select File > Save.

Entering Cost Sharing for Sub Awards

From the proposal’s budget, use the menu path Edit>Subaward to open the Sub Award Budget window.

e Select the Organization to maintain

e click the Sub Award Details button to open the Sus AWARD DETAIL ENTRY window

e Cost Sharing column is meant to be user entered — there are no values in the uploaded form to sync.
e Proceed to Cost Sharing Distribution

For additional Sub Award Details instructions, see Uploading and Translating Subaward Files
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Distributing Cost Sharing Expense
1. Select Edit > Cost Sharing Distribution.... The MODIFY PROPOSAL COST SHARING window opens.

Modify Proposal Cost Sharing for 00011505, Version _ |

Yersion: 2  Total Cost Sharing: | $112,766.91

Period: 1 Total Cost Sharing: $21,509.00

Cancel

Period: Total Cost Sharing: F22541.3

Delete

|

Period: Total Cost Sharing: | F22019.25
|
|

Period: Total Cost Sharing: F23075.44

Cost Sharing Distribution List: Subaward
Percentage Project Year Amount Source Account
2013 521 50900

2014 F22019.25

Q2015 F22541.31

RO1E F23,075.44

ROy F23621.91

2. Enter a percentage of the cost share expense in the Percentage column or the dollar value in the Amount
column for each fiscal year with a cost sharing expense.

Edit the Project Year to align with the budget period, if needed.

4. Enter an account number or source code in the Source Account field for each fiscal year that has a cost
sharing expense. For waived F&A use code VP-R.

5. To split an amount among sources, click Add to add one or more lines to the Cost Sharing Distribution List.
Make entries in the added lines as in the steps above.

6. Click Delete to remove any lines that do not show distribution.

7. Click Subaward to open the maintenance
window. S
) iE J‘I:: Organization

“ansrr”

. . . . P~ Cloze
a. Click on each Organization to view the fnautatinghlisane

amounts maintained in the Sub Award & Dreel
Details. (This is a view-only window.
Edits must be made in the Sub Award
Details window.)

Sub Bward Cost Sharing for 00002462, Versianl (23w

b. Use this feature to view totals and
determine if you wish to attribute lines
in the prime budget’s distribution list to Sub Award Cost Sharing List:

one of these sources. Period Project Year Amount
1 2012 $5,000,00
z 2013 $10,000,00
8. Click OK. The MoDIFY PROPOSAL COST 3 2014 $5,000.00
SHARING window closes. i 2015 $10,000.00
5 2016 45,000,00
9. Click the Save icon or select File >
Save.
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Printing a Budget Summary Report
The budget summary reports can be viewed online or printed. They show all budget periods for the proposal. See
Appendix: Budget Summary Report Samples, page 138, for examples of these reports.

1. From the MODIFY BUDGET FOR PROPOSAL screen click the Calculate icon or select Budget Periods >
Calculate All Periods.

2. Select File > Budget Summary....

a. If you have made changes to the budget but have not saved them, this message displays.
E{Itueus

Pending changes inthe budget should be saved befare
- opening budget summaty repart.
Do you wwant to zave now'?

[ |

b. Click Yes.

3. The PRINT: PROPOSAL BUDGET REPORTS window opens.

T

Print: Proposal Budget Reports ‘ @

Report Name

Budget Summary by Period

Cost Sharing Surmmary by Period

Zurmulative Budget

[
]
Budget Total [
[
[

Industrial Budget by Period

Industrial Cumulative Budget

Click a Report Name to select a report to be printed

Click the check box in the Print Budget Comments column to include those on the report.

Click Print. A PDF file of the report opens in a new browser window.

N o g &

Click the PDF Save icon in the browser to save a copy of the report.
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Modifying an Existing B

udget

You can make changes to an existing budget version or create a new version to try different scenarios. You can
have any number of versions, but only the one marked Final and Complete will be included in the final proposal.

Modifying a Budget Vers

ion

1. Open the SELECT BUDGET window (see Opening a Budget, page 47).

Select Budget

Propozal Mumber: Qo001 293

Sponsor: 000340 : MIH

Budget Status: Ilncumplete v| Final Yersion:

Yersion

F= N TR |

Direct Cost
Indirect Cost

Cost Sharing

Comments

Last Updated

i A

10-Sep-2010 12:37: 23 PM

(1]4
Start Date End Date Total Cost Final
Cancel
01 Jul 2010 30 Jun 2013 §ia1 73882 [
01 Jul 2010 30 Jun 2013 $13243588 [ New
01 Jul 2010 30Jun 2013 743 [
Modify
01 Jul 2010 30 Jun 2020 r 4|
Display |
Copy |
| 1,668,283, 24 Undenrecovery: | $19,435.55
| $737,704.39  Residual Funds: | %.00
: | $50,000,00 OH Rate Type: MTDC
- |1IZI period budget

Updated User: I‘I’esterDT

2. Click to select the version to modify. The icon on the left points to the selected version.

3. Click Modify. The MODIFY BUDGET FOR PROPOSAL screen for the selected version opens.
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EModif\f Budget for Proposal 00001293, Yersion 4

Summary | Period 1| Period 2 | Period 3 | Periad 4 | Period S | Period & | Period 7 | Period 8| Period 9| Periad 10| Tatal |

Version: |4 Final: [
Residual Funds: I £.00

Start Date: ||31 _Jul-2010
Total Cost Limit: I $.00

Total Cost: I $2,405,9533.13 Total Direct Cost Limit: I $.00

Indirect Cost: I $737,704.89

Underrecovery: I $19,488.558

Comments: {10 perind budget

End Date: IW
Direct Cost lm
Cost Sharing: lm
Budget Status: Im
UR Rate Type: _
On/0Fff Campus:

Modular Budget: [v
Submit Cost Sharing: [
Proposal Hierarchy: 3§

OH Rate Type:

Period Start Date End Date Mo. of Months Total Cost Direct Cost Indirect Cost Cost Sharing Undemrecovery I
101 -Jul-2010 [E0-Jun-2011 1z.0 $208,284.43 $144,965.73 $63,318.70 $5,000,00 $1,700.00
2 01-Jul-2011 FE0-dun-2012 12,0 $216,771.33 $150,556,00 $66,215.33 $5,000,00 $1,751.00
3 M -dul-2012 FE0-dun-2013 12,0 $223,086.63 $154,869.79 $68,216.84 $5,000,00 $1,803.53
4 01-Jul-2013 FE0-dun-2014 1z2.0 $229,962 .66 $159,534.01 $70,428.65 $5,000,00 $1,857.64
5 01-Jul-2014 E0-Jun-2015 1z2.0 $236,636.55 $164,095.03 $72,541.52 $5,000.00 $1,913.36
6 01-Jul-2015 E0-Jun-2016 1z2.0 $243,510.67 $168,792.89 $74,717.78 $5,000.00 $1,970.76
7 M -Jul-2016 B0-Jun-2017 1z.0 $250,590,99 $173,631.68 $76,959,31 4$5,000.00 $2,029.89
8 M -Jul-2017 B0-Jun-2018 1z2.0 $257,883.70 $178,615.62 $79,268.08 4$5,000.00 $2,090.78
90 -Jul-2015 B0-Jun-2019 1z2.0 $265,395,22 $1583,749.09 $581,646.13 45,000.00 $2,153.51

1001 -Jul-2019 [30-Jun-2020 1z.0 $273,865.95 $159,473.40 $54,392.55 45,000.00 $2,218.11

4. Make your changes. Refer to preceding sections of this chapter for instructions.

5. Click the Save icon or select File > Save.

6. You may need to make additional edits if any warnings appear regarding Appointment Types, Period Types,
or Cost Elements. A warning will appear if any of these have been made inactive since the budget was last
modified. You will be required to remove inactive elements or select a valid alternative.

Creating a New Version

Coeus provides two options for creating a new version of the budget. Instructions for both options are given here.

Copying an Existing Version

Before you copy a budget version, be aware of the changes you want to make. If you will make a minor change that
occurs in one or two line items, copy all periods. If you will make extensive changes to staff, effort, and line items,
copy only Period 1 and generate the remaining periods.

1. Open the SELECT BUDGET window (see Opening a Budget, page 47).

Select Budget E

Proposal Number: 00003590
Sponsor: 000500 : NSF

Budget Status: Ilncomplete VI Final Version:

Version  Start Date
~3h 1 01 Jan 2009

2 1 Jan 2008

End Date
3 Dec 2013

31 Dec 2013

Total Cost
5751 68T .45

$333,676.96

Flllal Cancel |

r

New |
Modify |
Display |

Copy |

2. Click to select the version to copy. The icon on the left points to the selected version.

3. Click Copy. The Copy BUDGET window opens.
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Copy Budget

A new Yersion of the budget will be
created based on version 1

{* Copy period one only

= Copy all periods

4. Select one of the options buttons, depending on the type of changes you will make. Click OK.

Review any warnings regarding Appointment Types, Period Types, or Cost Elements.

A warning will appear if any of these have been made inactive but are present in the selected budget. You
will be required to remove inactive elements or select a valid alternative.

This warning will occur if a budget person has an Appointment or Period Type that has been made inactive.
You may continue with the selected budget, or click ‘No’ and opt to create a new budget.

(G o — — [

"0" Source Budget has Inactive Appointment Types and Period Types. Do you want to continue?

Yes No

5. The MoDIFY BUDGET FOR PROPOSAL screen for the new version opens (see page 82).
6. Create the new budget version. Refer to preceding sections of this chapter for instructions.

Creating a Version Without Copying
1. Open the SELECT BUDGET window (see Opening a Budget, page 47).

Select Budget [ |

Proposal Number: 00003390
Sponsor: 000300 : NSF

Budget Status: Ilncomplete Vl Final Version:

Version  Start Date End Date Total Cost Final
= 1 01 Jan 2009 31 Dec 2013 fTa1GaTas [

2 01Jan2003 31 Dec2013 $53357606 [ New |
Kodify |
Dizplay |
Copy |

2. Click New. The CREATE BUDGET FOR PROPOSAL screen (see page 49) opens, displaying the new version

number.
3. Create the new budget version. Refer to preceding sections of this chapter for instructions.

Cancel
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Finalizing the Budget

One version of the budget must be marked Final and Complete before the proposal is submitted for approval. This
is the only version that will be submitted to the sponsor. You can finalize the version on the SELECT BUDGET window
list or on the version’s SUMMARY tab.

Perform Budget Validations:

Business Rule Validations for Proposal Budgets. Coeus provides budget-specific validation rules. Users can
manually perform the validations prior to finalizing their budgets but budget validation rules will automatically be run
when a budget is marked Complete. If the budget fails the validation rule, the budget cannot be marked Complete.
The user will be presented with an error notice and be advised to return to the budget and fix the error condition.

The proposal must have a budget, and the budget must be marked Final in order to perform the Budget
Business Rule Validations!

S

To perform budget validations prior to marking the budget complete, from the Budget module, use menu path
Action > Budget Validations

Yalidation Rules E

The budget for Proposal 00000365 Failed following Emmors. Please fix them

Department : a unit ®

Mol You CAN'T user the nuclear reactor, pal.

The budget for Proposal 00000365 validated with the following warnings

Department : a unit !

Y ou have exceeded the maximum of $15,000 per budget period in materials expense. Please
rebudget.

Budget Validation Errors:

e If a proposal budget fails a validation rule, a red error notice is presented to the user.

e The Department (unit) where the rule is applied appears in the alert text, as validation rules can be applied at
any level in the hierarchy.

e The text from the validation rule’s User Message should be specific as the budget cannot be marked Complete
until the budget can pass the validation.

e If more than one budget validation rule failed, all user messages will be presented with a red Error heading.

Budget Validation Warnings:

¢ Validation Warnings are presented under a blue validation notice.

e The Department (unit) where the rule is applied appears, as validation rules can be applied at any level in the
hierarchy.

e Warning messages do not keep a budget from being marked Complete.

e If more than one budget validation warning was triggered, all user messages will be presented with a blue
Warning heading.

On the Select Budget Window
1. Open the SELECT BUDGET window (see Opening a Budget, page 47).
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Select Budget E3 |

Proposal Humber: 0ono3zgan
Sponsor: 000500 : MSF

Budget Status: Ilncl:umplete Vl Final Yersion: 2 (1] 4
Version  Start Date End D ate Total Cost
Cancel
1 01 Jan 2009 31 Dec 2013 F751 657 .45
& 2 0 Jan 2009 31 Dec 2013 F53533,676. New
Modify
Display |
Copy

2. Select the Final checkbox (circled above) for the version. This message displays: “You are modifying the
final version status. Are you sure?”

Click Yes.

4. Inthe Budget Status field (circled below) select Complete from the drop-down list.

Select Budget E |

Proposal Number: 00003390

Sponszor: 000500 ; WSF

Budget Status: ersion; 2 1]

Yersion d d Total Cost Final
Cancel

1 01 Jan 2009 31 Dec 2013 F7a1 BET .45 l_
3 2 01Jan2009 31 Dec 2013 §533576.96 [V New

Miodify
Display |
Copy

5. Click OK.

6. Click the Save icon or select File > Save.
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On the Budget Summary Tab

1. Open the SUMMARY tab of the selected version.

E{IMudiﬁr Budget for Proposal 00001293, ¥ersion 4
Summary | periad 1 | Period 2 | Period | Period 4 | Period 5 | Period 6 | Period 7 | Perind & | Periad 9| Period 10| Total |

Start Date: W End Date: W
Residual Funds: % Total Cost Limit: |—$UD OH Rate Type: pTDC -
Total Cost: IW Total Direct Cost Limit: |—$UD Direct Cost: Im
Indirect Cost: Im Undemecovery: Im Cost Sharing: Im
Comments: 17 pering budget Budget Status: [rcompiete - |
UR Rate Type:
W

Version:

Modular Budget: [v
Submit Cost Sharing: [V
Proposal Hierarchy: 3§

el b ol e ok ok ik e ]

2. Select the Final checkbox (circled above). This message displays: “You are designating a new final version.
Are you sure?”

Click Yes.
4. Inthe Budget Status field (circled below) select Complete from the drop-down list.

Confirm if Cost Sharing expense should be transmitted on the Grants.gov forms; if yes, keep the Submit
Cost Sharing box checked, or uncheck the box to keep this information from appearing on those forms.

6. Check the Modular Budget box if the NIH PHS398 Modular Budget form is selected. (See section on
creating a modular budget).

EMndiﬁr Budget for Proposal 00001293, Yersion 4

Summary | Period 1 | Period 2 | Period 3 | Periad 4 | Periad 5 | Period & | Period 7 | Period 8 | Perind 9| Periad 10| Tatal|

Version: |4— Final: [+ Start D ate: |D1 SJul-2010 End Date: ISD-Jun-2D2D
Residual Funds: I $.00 Total Cost Limit: I $.00 OH Hate Type: NTDC ;I
Total Cost: | $2,405,983.13 Total Direct Cost Limit: | 4.00 Direct Cost: | 41,668,283.24
Indirect Cost: I $737,704.89 Underrecovery: I $19,433.58 Cost Sharing: $50,000.00

Comments: 11 period budgst Sudget Status: |Complete

UR Rate Type: 11D

On/0H Campus: |Defaurl
Modular Budget: [
Submit Cost Sharing: [v
Propozal Hierarchy: 3§

FY WYY

7. Click the Save icon or select File > Save.
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Creating a Modular Budget

NIH is the only sponsor that requires modular budgets. See the sponsor opportunity for specific requirements. If you
need to submit a modular NIH budget for your proposal, it is recommended that you follow the preceding instructions
for creating a detailed budget so that you accurately calculate indirect expenses.

How to Create a Modular Budget
1. Create the detailed budget as explained in preceding sections of this chapter.

2. Onthe budget SUMMARY tab select the Modular Budget checkbox (circled below).

EModiﬁr Budget for Proposal 00001179, Yersion 1

summary | Periad 1 | Period 2 | Period 3| Tatal |

Yersion: |1— Final: [+ Start Date: W End Date: W
Residual Funds: |—$DD Total Cost Limit: |—$DD OH Rate Type: _
Total Cost: IW Total Direct Cost Limit: |—$DD Direct Cost: Im
Indirect Cost: Im Underrecovery: |—$DD Cost Sharing: |—$DD
Comments: Budget Status: Im

UR Rate Type:

ubh

i e e o L

Proposzal Hierarchy: 3

B T

3. Select Edit > Modular Budget. The MODULAR BUDGET FOR PROPOSAL window opens.

Modular Budget for Proposal 00001179, Yersion 1
Period 1 I Period 2| Period 3| Cumulativel
Start Date: 01-Jan-2012 End Date: 31.Dec-2012 il
Direct Costs Cancel |
Direct Cost less Consortium FEA: I $jon
l Consortium FEA: I $.00 il
Total Direct Costs: I .00
Indirect Costs Add
Rate Number| Indirect Cost Type IDC Rate [%] IDC Base | Funds Requested | Delete |
Total Indirect Costs: F.00
Total Direct and Indirect Costs
Funds Requested: F.00

4. Optional (Do this if the modular budget is being created from a detailed budget.) Click Sync. Coeus
synchronizes the modular budget with the budget you created, suggests the number of $25,000 modules,
and uploads the calculated indirect costs and rates for each budget period.

5. If you did not create a detailed budget, enter all required data (see below) for each budget period.

Click OK. The MODULAR BUDGET FOR PROPOSAL window closes, and the modular budget is saved.
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Note: If you make any changes to the detailed budget after creating the modular budget, you must return to
the modular budget window and click Sync to refresh the window.

You can manually edit all fields in the MODULAR BUDGET FOR PROPOSAL window, but when you click
Sync, and data you entered is overwritten with data generated by the sync process.

All fields in the MODULAR BUDGET FOR PROPOSAL window are required.

o Direct Cost Less Consortium F&A — Direct cost for the period, calculated from the detailed budget and rounded

up to the nearest $25,000. This value does not include any F&A generated by consortiums (subawards).

o Consortium F&A — The total F&A entered for any consortium or subawards using the GL or cost element for

that purpose.
o Indirect Costs

- Indirect Cost Type —Type of IDC, such as MTDC or TDC.

- IDC Rate (%) — Rate of indirect cost applied to the period (or part of the period if a prorated base and

total).

- IDC Base — Funds in the budget that generate IDC.
- Funds Requested — Indirect costs plus applied F&A.

Modular Budget for Proposal 00001179, Yersion 1

Petiod 1 I Period 2 I Period 3 I Cumulativel

OK |
[ s |

Start Date: 01-Jan-2012 End Date: 31-Dec-2012
Direct Costs Cancel
Direct Cost less Consortium FiA: I $250,000,00
Consortium FiA: I .00
Total Direct Costs: I $250, 000,00
Indirect Costs Add
Rate Number| Indirect Cost Type IDC Rate [%] IDC Base Funds Requested Delete |
1 TOC E&.0 F250,000.00 §170,000.00
Total Indirect Costs: $170,000.00
Total Direct and Indirect Costs
Funds Requested: $420,000.00
Sponsored Research Services Page - 88 Document date: April 11, 2016




Creating the Budget

Creating the Budget Justification Document

You can consolidate the notes in the Justification field of the BUDGET — LINE ITEM DETAIL window and use them as
the basis of the Budget Justification narrative document (see Uploading Narratives, page 90).

Budget - Line Item Detail [ x| "

Category: ISenic-r Pergonnel LI * onCampus € Off Campus 0K |
Cost Elm: |400025 Faculty Salaries Tenured - On

Start Date: |D1-Jan-2D11 End Date: |31-Dec-2011 5
Justify |
Description:

Ut i .. -t ﬁ--."‘\““"“'m' . "f“”—‘-‘ﬂ""“‘"‘f‘-“" e i _\_\'p,qi--t—u.-n-a .
" ¥ T
T T e e T S e e o T S e

_I- J T

Cancel

Justification
|Academic Ettart Pl Hanlon 8% aka 1 month
- et . | g e o _’-A. T IO S g LSS L

1. Open a blank document outside of Coeus (such as a Word document) to be used as the Budget Justification
narrative document.

2. In the MODIFY BUDGET FOR PROPOSAL screen select Edit > Budget Justification. A blank BUDGET
JUSTIFICATION window opens.

3. Click Consolidate. All justification notes are merged in the Budget Justification notepad.

Budget Justification for DD0D01265, ¥Yersion 1

Budget Justification:

Perind 1 j OK |

Faculty Salaries Tenured - On
Academic Effort Pl Hanlon 5% aka 1 Month

Cancel |
Post-Doctoral Staft

25% effart aka 3 Months -don't forget thenew NSF documentation recquirement about Consolidate |
mertorship in Cther narrative as Mentorship-Plan pdf

Subcontracts - Subject to F&&

10 subawards... | would list them here as a reminder

Summer Other Academic - On

10% effot Pl Hanlan

Travel - Foreign Expenses

Conference in London, $2500 budget -breakdown by expense in document

Travel Expenses

Comestic travel - $1500 for sponsar confernce put breakdowen by expense in doc.
Tuition - R4 - Mot MTDC

Fully exlain rates

Period 2

Faculty Salaries Tenured - Cn

Pl Hanlon &%Jaka 1 Morrth|academic effort

fatetials and Services LI

Last Update: [Aug-2D1D 10:04:48 &M Update User: hanlon, Rozemary

4. Select the text in the window and press Ctrl+C (Mac users press Command+C) to copy it.

e The Budget Justification notepad entries can be edited in this window, but changes will not be returned
to the line item detail.

e Changes or additional line item budget justification entries made to the Budget Details will not appear
unless the Consolidate button is used.

o Repeated use of "Consolidate" button adds a new, complete justification list to the notepad. The new list
will be separated by a row of asterisks (*********) Users may wish to delete the previous consolidated
list (or cut and paste to an external document) before repeating the use of the Consolidate button.

5. Paste the text in the budget justification document and use this list as an aide to completing your sponsor’s
required elements.

TIP: Use this notepad tool to generate a list, and then cut and paste to an external document to format and
conform to your sponsor and institutional requirements. This tool will not automatically create or generate a
budget justification narrative attachment.

{
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Overview of the Narrative Creation Process

The steps in creating a narrative are shown here.

Check the sponsaor instructions forthe
———= formatto use. Ifnot specified, SRS
recommends PDF.

Prepare document in
specified format

1 -
Create module in
MNarrative screen

- C
Supply module details
and user rights

—1 -
Upload document
to module

1 O
Change module Incomplete Narratives can route for

status to complete approval — but all narratives MUST be
marked Complete prior to final approval

About Narrative Modules

Narrative modules are Coeus containers for documents that are created outside of Coeus and are required for all
submissions. You prepare each document according to instructions in the announcement and save it as a PDF (see
A Note About Document Format, page 96) or other file type as specified by the sponsor. You then upload the
document to the narrative module in Coeus.

TIP: Link your proposal to the sponsor opportunity using the Action > Grants.gov before you maintain
narratives. You won'’t be able to see and select most of the form-specific narrative types until you
link to the opportunity.

d

Narrative Screen

The Narrative for Proposal screen displays the narrative modules you create. The second toolbar (see Coeus
Interface, page 9) at the top of the screen contains icons for working with narrative modules. That toolbar is shown
here. Icons are shown when they are used in the instructions that follow.

B|@|2|<|<| =l 8| o]
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Adding a Narrative Module
1. Prepare the document outside of Coeus. See the sponsor's instructions for information about the content and
format of the document.
2. Do one of the following to open the NARRATIVE FOR PROPOSAL screen:
a. Search for the proposal. Highlight it in the DEVELOPMENT PROPOSAL LIST screen and select Edit > Narrative.

b. If you have the proposal open, from the PROPOSAL DETAILS screen click the Proposal Narrative icon or
select Edit > Narrative....

File Edit Maintain Departmental  Admin  Central Admin  Window  Help

|| 2 2| | & | wa[=g) = | 228 |0 |0 [ 4 8 B | = M| = 0

s]<lo] @] B o]
[_[O]x]

& ANarrative for Proposal D0D003781

=15

| Mo. [ Status | Manative Type | Titte | User | Rights

Phone Number : Email Address :

Contact Name - I

Comments -

Last Updated by : I

Last Document Uploaded by : I
File Name : I

3. Click the Add Module icon or select Edit > Add. The ADD MODULE window opens.

Add Module E

Proposal No.: 00003781 Sequence No.: |1 1] |
Module No.: |1 Status: Cancel |
Nanative Type: harraﬂve -
Module Title:
File Hame: I Upload
Contact Name: I View
Phone Number: I

Email Address: I

Comments:

User I Rights
RHAMLON (Hanlon, Rosermary) " Read ' Modify  None
Page - 91 Document date: April 11, 2016
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4. Supply the details for the narrative module:
a. Select the Narrative Type from the drop-down list.

If a Grants.gov opportunity has not been selected, only a brief list of default narrative types is available.
A base, or default, list of types will always be presented.

For proposals linked to Grants.gov opportunities, the narrative types available in the drop-down list directly
relate to the needs of the s2s forms utilized by the Grants.gov opportunity selected. See the sponsor's
instructions for the content and format anticipated for these narrative files.

b. Most narrative types can be used only once. If you select a Narrative Type that can be used only once and that
has already been used, a message similar to this displays:

E.dCoeus

\-!}) A module with Marrative Type MNarrative' already exists

c. The Module Title field is required if the Narrative Type is one that can be used more than once (examples
include: “other” “other attachment” and several PHS-specific “appendix” types, among others). When the
narrative is one of these multiple types, the entry in the Module Title field is used as the file name. (See the
funding opportunity or the sponsor requirements for file naming conventions.) Enter a unique title, and do not
use any spaces or special characters. See What “No Special Characters” Means, page 142.

For a single-use Narrative Type this field is for your reference and is optional.

d. The Contact Name, Phone Number, Email Address, and Comments fields are optional.

e. You can control which users are allowed to modify or read the narrative file. Specify each user's access rights
in the pane on the right of the screen. As proposal aggregator you have Modify rights, which you should not
change. The rights are:

Right Meaning
Read User can read the document and details but cannot update either.
Modify User can read the document and details, upload a new file to this module, and

update the details.

None User cannot open the file or details.

f.  You can either upload the file now, or click OK to return to the NARRATIVE FOR PROPOSAL window and upload
the file to this narrative placeholder at a later time. The status of the narrative will default to Incomplete if you
do not upload a file.

i AMarrative for Proposal DODD3781

No. | Status Marrative Type Title Uszer I

FEHAMLOM (Hanlon, Rosemary’) | f‘}

g. Be sure to upload the proposal abstract.

" [nternal University of Cincinnati Documents
Internal University of Cincinnati Abstract
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Uploading a Narrative from the Add Module window

In the ADD MODULE window. (FFETYErTH

1. Use the Upload Proposal Mo_: 00003751 Sequence No.: |3
button. A file browser Module No.- |—3 Status-

window opens. Cancel
Complete

.

Namative Type: h\larraﬁve

2. Locate your file and

Module Title:

select Open. The focus adule THe

returns to the AbD

MODULE window.

a. Use the View button
to preview the file File Name: IPrDject Marrative. pdf Upload |
and confirm it is the Contact Name-
. C |Rosemary H. Vi

correct one in the ! ﬁl

proper file format. Phone Number: [33325

b. Change the status to | E™ail Address: phaniongni.ec

complete using the Comments: [ing| version - all Pl edits captured.
drop-down option in
the Status field, if
appropriate.

C. Leave the Status
field at Incomplete if User | Rights

the file is still in draft RHAMLOM (Hanlon, Rosemary " Read & Modify  Mone

mode. —_____.._---——-——-——_______
d. Change the status to e
Complete if the file

is ready to be approved and submitted to the sponsor. Incomplete narratives can route for internal approval,
but must be Complete to support final approval actions. Incomplete status cannot achieve “submitted” status.

3. Click OK. The AbD MoDULE window closes, and the NARRATIVE FOR PROPOSAL window regains focus. (see
Module #1 in the graphic below).

a. An attachment icon will be displayed beside the module identifying the upload.

b. At the lower portion of the window, user timestamps and the file name will be displayed for the highlighted
entry.

ENarrative for Proposal 00003781

Ho. | Status Harrative Type Title .
I T T,
Fa e Incomplete EudgetJustification . User Rights
RHAMLOM (Hanlon, Rosemary’) {Resad % Modifty, € Hone

b

RN W P T e Nt R

T ‘_...\.ru gy A il . g A gt .

it T T T e T e e YT

Contact Name - IRDSEmar\‘f H. Phone Number : |33529 Email Address - Irhanlon@mﬂ.edu

Comments : gl version- all Pl edits captured.

Last Updated by : IHanIon, Rosematy st 04-Aug-2008 10:47:57 AM

Last Document Uploaded by : IHanIon, Rasemary st 04-Aug-2008 10:47:58 AM

File Name : IProject Rarrative pdf

T ang gl __:r S s NP ‘“q“-‘""""‘"* P P NV SO "']“--"4—“.‘-‘ Y \-..H,\e.-q,..“_{-"“%ﬂ«h.““
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Uploading a Narrative Module from the Narrative for Proposal window

1. Inthe NARRATIVE FOR PROPOSAL window highlight the Narrative Type line for the narrative you will update.

2. Select the Upload Attachment icon @ or select Edit > Upload Attachment. A file browser window
opens.

3. Select the file to upload and click Open. The focus will return to the Narrative window and the Upload
Attachment icon will be displayed beside the module.

4. The default status will be set to Incomplete. Change the status to Complete to ensure the proposal
completes the review and approval cycle, and will successfully submit to the sponsor. See the section on
Modifying Narratives to change the status to complete.

5. Repeat the upload steps for any narrative types established as placeholders.

Modifying a Narrative Module

The modifications that can be made to narrative modules depend on the proposal status, as explained in the
following table.

Proposal Status Allowed Narrative Module Modifications

In Progress Existing modules and module details can be updated, new narrative modules can
be added, modules can be deleted, and narrative type can be changed.

Approval in Progress | Only existing modules and module details can be updated. When a module is
updated, the approvers are notified so they can review the modified module. New
narrative modules cannot be added, and existing modules cannot be deleted.

Recalled Existing modules and module details can be updated, new narrative modules can
be added, modules can be deleted, and narrative type can be changed.

Rejected Existing modules and module details can be updated, new narrative modules can
be added, modules can be deleted, and narrative type can be changed.

Submitted Modifications are not allowed because the proposal is now an Institute record.

Updating a Narrative File
Use this procedure to refresh an already uploaded narrative file with a file of the same type
1. Do one of the following to open the NARRATIVE FOR PROPOSAL screen:
a. Search for the proposal. Highlight it in the PROPOSAL DEVELOPMENT LIST screen and select Edit >
Narrative.
b. If you have the proposal open, from the PROPOSAL DETAILS screen click the Proposal Narrative icon
or select Edit > Narrative....

2. Highlight the Narrative Type line to refresh and do the following:

a. Click the Modify Module icon or select Edit > Modify. The EDIT MODULE window opens.
b. Select the file to upload and click Open. The file uploads and replaces the existing one.
i. Use the Upload button to open a file browser window.
ii. Select the file to upload and click Open. The file uploads and replaces the existing one.

3. Check that the uploaded attachment is the correct file and format.

Ei

a. From the NARRATIVE FOR PRoPosAL window, click on the Attachment icon. J
If you have the appropriate software on your computer, the file will open in a new browser window.
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b. From the Epir MobuLe window, click the View button. If you have the appropriate software on your
computer, the file will open in a new browser window.

© N o 0 &

o|<|o| & 8| of

Confirm that the Narrative Status is set to Complete.

Coeus automatically saves the narrative file to the Coeus Application Server.

If the incorrect file was uploaded, locate the correct one and repeat either Modify procedure.

The data at the lower portion of the window will be updated to reflect the modification date, time, and user.

If the proposal's status is Approval in Progress, an email message is sent to all approvers alerting them that
the file in the module has been updated.

§ AMNarrative for Proposal 00003589

Ho. | Status

Complete

Marrative Type

Marrative

MSF uses RR OTher Projects for scienc...

ILISERDY (TesterQ
FRHAMNLOR (Hanlo

Conplete ProjectSutrimary

Complete Facilities

Complete Budget Justification

Complete Cther Cther_Must_Have & Description=Name

Contact Mame :

Comments :

Phone Number : |

—

Last Updated by : IHanIDn, Rosermary at O7-Jun-2008 11:05:41 A

Last Document Uploaded by : IHanIon, Rozemary st 27-pr-20058 01:55:58 P

Updating Narrative Module Details

File Name : |~cc. | ite Training Guide 12Feb08.pdf

This procedure makes changes to the details without changing the uploaded file.

1. Do one of the following to open the NARRATIVE FOR PROPOSAL screen:

a. Search for the proposal. Highlight it in the PROPOSAL DEVELOPMENT LIST screen and select Edit >

Narrative.

b. If you have the proposal open, from the PROPOSAL DETAILS screen click the Proposal Narrative
|c0n . or select Edit > Narrative..

2. Select the module to modify by clicking to highlight it in the list.

Click the Modify Module icon or select Edit > Modify. The EDIT MODULE window opens.

Make changes in the available detail fields (Status, Module Title, Comments, etc.) and click OK.

5. Click the Save icon or select File > Save.
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Deleting a Narrative Module

Deleting a narrative module removes the file from the proposal and deletes all detail information. Do not use this
procedure if you want to replace an uploaded file; to do that, see Updating a Narrative File, page 94.

1. Do one of the following to open the NARRATIVE FOR PROPOSAL screen:

a. Search for the proposal. Highlight it in the PROPOSAL DEVELOPMENT LIST screen and select Edit >
Narrative.

b. If you have the proposal open, from the PROPOSAL DETAILS screen click the Proposal Narrative
icon . or select Edit > Narrative..
2. Select the module to delete by clicking to highlight it in the list.

3. Click the Delete Module icon IEI or select Edit > Delete Module.

4. Click the Save icon or select File > Save.

Modify or Re-Order Narrative Module Order

You can organize the modules in the list for your convenience.

To change the order of modules in the NARRATIVE FOR PROPOSAL window, select (highlight) a module and

1. Click either the Move Module Up @ or Move Module Down icon @
2. Or select Edit > Move Up or Edit > Move Down.

3. Click the Save icon or select File > Save.

Notes on Copied Grants.gov Proposals & Narratives

When the Copy Proposal option includes the Narratives, Coeus will copy all the narrative types and uploaded files.
These copied narrative types will only be valid for re-use as a system-to-system (s2s) submission if the copied
proposal links to the same or similar Grants.gov opportunity. If the user navigates to the Narratives module, all of the
copied narrative types — even Grants.gov opportunity specific - can be viewed and maintained prior to linking the
newly copied proposal to a valid Grants.gov opportunity.

For example: NIH modified their research plan narrative requirements for submissions after January 25, 2010.
Therefore, a copy of an NIH R0O1-style proposal submitted prior January 25, will contain all the narrative types used
in the previous submission — several of these types have been retired and replaced by a single narrative. When the
valid Grants.gov opportunity is linked, the user should review the current sponsor requirements and add the required
narrative type for the new submission. While the extra (copied) narrative types & files won’t be transmitted to the
sponsor, it is advised that the user delete the narratives that are no longer relevant to avoid confusing the internal
reviewers.

Note on Document Format

Refer to instructions from the sponsor, such as the application or submission policy guide and the specific
opportunity instructions, to determine the file format for narrative documents.

If you have a choice between Word and PDF, or if no format is specified, conversion to PDF format is
recommended. Many sponsors have strict page count limits for narrative modules. Due to several variables, the
same Word file can have a different number of pages on another computer, due to local margin and format settings.
In contrast, a PDF file will always look the way it does when you create it. That means you have complete control
over the format the sponsor will see, including margin width and page count, when you upload a narrative in PDF
format.
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Overview of the Hierarchy Creation Process

A proposal hierarchy combines multiple budgets to submit as one. A hierarchy consists of two levels: one parent
proposal and one or more child proposals. The parent is created from a child proposal, and then other child
proposals are linked to the hierarchy. The resulting group is submitted as a single proposal.

Before you create the parent proposal, decide which child proposal you will use to create it. Often hierarchies are
created with proposals from different units. When that is the case, the parent proposal should be created from the
child proposal for the lead unit of the project.

Create proposal with

budget and narrative in ————=  This will become the first child proposal.
the lead unit
—
Create parent At first the parent and first child proposals
proposal from first . areidentical As child proposals are linked
child proposal ~ tothe hierarchy, the parent proposal

updates to include the additions.

- O

Create other

roposals with ' .
budpgefand narrative = Link other proposals - Proposals are linked, one at a time,

from either the parent or the new child.

- 0L

h 4

Sync proposals

Synching updates the parent proposal
with data from the child proposals.

Creating a Hierarchy

Creating the Parent Proposal

1. Click the Maintain Proposal Development icon @ or select Maintain > Proposal Development.... The
DEVELOPMENT PROPOSAL LIST screen opens with the SELECT DEVELOPMENT PROPOSAL window over it.

2. Enter search criteria (see Searching for a Proposal, page 132) for the child proposal to use for creating the
parent and click Find.

3. Select the proposal from the results and click the Modify Selected Proposal icon or select Edit >
Modify Proposal....

4. Select Edit > Create Hierarchy. If the proposal you are using to create the parent does not have a budget
version marked Final, this message displays.
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#» ', Budget for Propozal 0000:3919 does not have a final wersion

oy The latest version will ke used in the hierarchy

1] 4 Cancel

Click OK to continue: the highest number Budget Version will be used; or click Cancel to discontinue
hierarchy creation and return to mark a budget Final.

5. Coeus creates the parent proposal and displays this message.

\i}) Parent Propozal 00003922 has been created.

6. Make a note of the parent proposal number.

7. Click the Close icon or select File > Close.

The proposal you just created is the new parent proposal, and the one you just closed is the first child proposal.
Open the first child proposal again and you will see these changes:

e The PROPOSAL DETAILS screen has a new tab, PROPOSAL HIERARCHY.

e On the PROPOSAL tab of the PROPOSAL DETAILS screen, the icon in the Proposal Hierarchy space in the
upper right corner has changed from # 10 lﬁ:-, indicating this proposal is a child in a hierarchy.

erI Proposal Hierarche
" —
Proposal Hierarchy: ﬁl:.

e The second toolbar has a new icon, Sync to Parent , and the corresponding menu item Edit > Sync to

Parent has been added.
CEEEEE@)

E_dProposal Details - 00003919

Proposal IOrganizaﬁonI hailing Infol Investigatorl key Personl Special Review | Science Codel O

Proposal No: IDDDDSEI'IEI Status: |In Progress

Lead Unit: |1 50001:Center for Cosus Training

Tita- b

ESER=]JEE

Open the new parent proposal and you will see these features:
e The PROPOSAL HIERARCHY tab is part of both the PROPOSAL DETAILS screen and the BUDGET screen.

e The Proposal Hierarchy space on the PROPOSAL tab has the icon ‘ﬁ}' indicating this proposal is the parent in
a hierarchy.

e The second toolbar has the Sync All icon , and there is a corresponding menu item, Edit > Sync All.

At this point you have a hierarchy with the parent proposal and one child proposal. Now you can link other child
proposals.

A note about CoeuslLite and Hierarchy:

Proposals can be created in CoeusLite or Premium, but hierarchies can only be created and maintained in Premium.
Once linked to a hierarchy, proposals can only be modified in Premium. Unlink the child proposals to allow Lite
users access to modify, and then recreate the link and to the hierarchy.
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Linking Child Proposals

Note: The parent proposal can accommodate a child proposal's end date if it is later than the parent
proposal's end date. The end date for the parent proposal is extended in this case. However, a
child proposal cannot have a start date that is earlier than the parent proposal's start date. In this
case, a new hierarchy should be constructed from proposal with the earliest required start date.

A child proposal can be linked to the hierarchy either from the child itself or from the parent. Neither method is
preferred over the other.

The Budget Status of the parent budget must be set to Incomplete, the default status, to enable linking a child
proposal to a hierarchy.
Linking from the Child

1. Open the proposal you want to link to the hierarchy.

2. Select Edit > Link to Hierarchy. If the child proposal does not have a budget version marked Final, the
message shown on page 98 displays. Click OK to continue or Cancel to discontinue linking.

3. The SELECT PROPOSAL HIERARCHY CHILD TYPE window opens.

Select Proposal Hierarchy Child Type

L Bucet ~|

Description

Sub budgets should be crested when you need to combine
bwo or more separate proposals and submit to sponsor as a
single proposal. In this case sponzor submission will treat
thiz az & single proposal.

4. Select Sub Budget or Sub Project from the drop-down list (see Which to Select, Sub Budget or Sub
Project?, page 100). Click OK. The DEVELOPMENT PROPOSAL SEARCH window opens.

5. Enter the parent proposal number and click Find.

6. The DEVELOPMENT PROPOSAL SEARCH RESULT tab displays the result of your search. Select the parent
proposal and click OK.

7. The child proposal is linked to the hierarchy. This message displays; click OK.
&Itueus

\]::) Proposal 00003921 has been linked to Proposal 00003923
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Linking from the Parent

1.
2.

7.
8.

Open the parent proposal.

Select Edit > Link Child Proposal. The SELECT PROPOSAL HIERARCHY CHILD TYPE window opens (see
above). Select Sub Budget or Sub Project and click OK.

The DEVELOPMENT PROPOSAL SEARCH window opens. Enter the number of the proposal you want to link to
the hierarchy and click Find.

The DEVELOPMENT PROPOSAL SEARCH RESULT tab displays the result of your search. Select the proposal you
want to link to the hierarchy and click OK.

If the child proposal does not have a budget version marked Final, the message shown on page 98
displays. Click OK to continue. (Click Cancel to discontinue linking.)

The child proposal is linked to the hierarchy. This message displays.

EdCoeus

\11) Proposzal 00003940 has been linked 1o Proposal 00003923

Click OK.

If you have more child proposals to link, go back to step 2.

Which to Select, Sub Budget or Sub Project?

Note: Typically only one of these types, Sub Budget or Sub Project, is selected for all child proposals in

a hierarchy. Refer to the sponsor instructions for the type to use.

Select Sub Budget to combine two or more separate proposals to submit as a single proposal. The sponsor receives
one combined proposal. Budget data is copied as-is from the child to the parent. That is, all line items and calculated
amounts are copied from the child's budget to the parent's budget.

Select Sub Project to include a subproject in a proposal. The sponsor receives a master proposal with attached
subprojects. Details from the child budget are consolidated in the parent budget. Each period of the parent budget
contains two line items for each child, one for all direct costs and the other for all indirect costs.

Sponsored Research Services Page - 100 Document date: April 11, 2016



Linking Proposals in a Hierarchy

Proposal Hierarchy Tab

E_dProposal Details - 00003923 [_ =] =]

Proposall Organiza‘fionl Mailing Infol Investigatorl Hey Personl Special Reviewl Sroience Codel Cther  Proposal Hierarchy I

= - ||

=il
s

O 00003919

O version-1

O 00003520

U O version-1
W 00003921

'y O version-1

Kl

Proposzal No:
Lead Unit:
Start Date:

Title:

Proposzal Type:

NSF Code:

Sponsor:

Prime Sponsor:
Sponsor Propozal No:

Program Title:

Notice OF Dpportunity:
Narmative:

Investigators
~@ Haskell, Edward

Cleaver, Theodore

00003923

150001 ;Zenter for Coeus Training

01-5ep-2009
Theabtamine research

Mew

002454

Mone

Rutherford , Dr, Wiolet

Child Proposal

Parent Proposal

TR
: -ﬁ}: Budget Complete
Budget Yersion Final :

Status: In Progress

End Date: 31-Aug-2012

Program No:
Budget: Incomplete

Units

150001 : Center For Cosus Training

Budget :

{¥ Budget Incomplete :

Activity Type: Organized Research

L3

. ¢ Mot Synced: @
Il Sub Project : =

| »

Synced : O

| >

The PROPOSAL HIERARCHY tab consists of two panes. The left pane contains a tree that graphically shows all

proposals in the hierarchy, and the right pane contains information about the selected proposal. This tab is the same
in all proposals in the hierarchy.

Click Show Legend at the bottom of the PROPOSAL HIERARCHY tab to see the icons used in the tree.
Click Hide (shown above) to collapse the legend.

In the tree click £ (expand) icon next to a child proposal to display all budget versions and the one marked final

Click E to collapse the tree.
Click a proposal number to display details of that proposal in the right pane.

Removing a Proposal from a Hierarchy

The Budget Status of the parent budget must be set to Incomplete, the default status, to enable removal of a child
proposal from a hierarchy.

1. Open the child proposal you want to remove in modify mode.
2. Select Edit > Remove from Hierarchy. This message displays.

3. Click Yes.

Etueus

Yes

| Are you sure you wwart to remove this proposal fram hierarchy?

4. Click the Close icon or select File > Close.

iIJ

Note:

If you remove all child proposals from a hierarchy, the parent proposal becomes

inaccessible. Attempting to open it may cause this message to display: “Unknown Error,
Contact Coeus Administrator.”
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Syncing the Proposals

Synchronizing the hierarchy updates the parent proposal with information from the child proposals. See Entering

Data and Syncing the Proposals, below, for information on what is synchronized.

Syncing from the Parent Proposal

1. Open the parent proposal in modify mode.

2. Click the Sync All icon or select Edit > Sync All.

Syncing from a Child Proposal

1. Open the child proposal in modify mode.

2. Click the Sync To Parent icon or select Edit > Sync To Parent.

Entering Data and Syncing Hierarchy Proposals

Parent Updated When
Linking

Creating or
Data Location Enter Data In Parent Syncing
Proposal tab Either parent or child Yes No
Organization tab Parent Yes No
Mailing Info tab Parent Yes No
Investigator tab: Child Yes Yes
Investigator & Unit
Investigator tab: Either parent or child Yes No
% Effort field, Pl & Faculty
checkboxes
Investigator tab: Parent to submit proposal; optional in child. No No
Certification
Key Person tab: Child Yes Yes
Name, Role
Key Person tab: Either parent or child Yes Yes
%Effort field, Faculty checkbox
Special Review tab Either parent or child Yes Yes
Science Code tab Child Yes Yes
Other tab Either parent or child No No
Yes/No Questions Parent to submit proposal; optional in child. No No
Abstracts Parent to submit proposal; optional in child. No No
Notepad Either parent or child No No
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Data Location Enter Data In PRI (BEE 0] ineT
Linking
Creating or
Parent Syncing
Proposal Persons window: Parent if the person is in more than one child Yes Yes?
Person Details, Person Attachments, | proposal.
Degree Child if the person is in this child proposal
only.
Proposal Persons window: Parent if the person is in more than one child Yes Yes?
Person Details, Person Attachments, | proposal.
Degree Child if the person is in this child proposal
only.
Narratives Parent if the Narrative Type is used in multiple | Yes Yes®
proposals and the type allows only one.
Child if the Narrative Type is used in only one
proposal.
The proposal in which the narrative was
created for a Narrative Type that allows
multiples.
Grants.gov Parent Yes* No
Main Budget screen Child (typically) Yes Yes
Budget details Parent for Total Cost Limit, Residual Funds, Yes Yes
and UR Rate Type; child for other data.
Budget Status field Mark all Complete. Child proposals must be No No
marked Complete before the parent is marked
Complete.
Modular Budget Parent No No
Budget Justification Either parent or child No No
Subaward Budget Child Yes Yes

Notes

e The parent proposal budget can be marked Complete only after all child proposal budgets are marked

Complete.

e After a parent proposal budget is marked Complete, child proposals cannot be linked to or removed from

the hierarchy.

e The parent proposal can have a modular budget.

e The status of a child proposal is updated if the parent proposal is rejected, making the child proposal

editable.

11f the same person is named in multiple proposals, the data is updated in the parent from the first child linked to the hierarchy or the
first child synced.

2 |f the same person is named in multiple proposals, the data is updated in the parent from the first child linked to the hierarchy or the
first child synced.

3 When a Narrative Type that does not support multiples is used in multiple proposals, the data is updated in the parent from the first
child linked to the hierarchy or the first child synced.

4 The CFDA No. and Program No. fields are updated in the parent, but the Grants.gov logo does not display in the parent. Connect
to Grants.gov from the parent proposal.
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Several tasks must be completed before the proposal is ready to be submitted for approval.Follow the instructions in
this chapter to perform these functions.

Answering Questionnaires

Answering the Questionnaire is required in order to complete, validate and submit your proposal for approval routing.
Questionnaires can be designated as mandatory or optional. The UC Policy Questions questionnaire is required for all
proposals submitted by UC.

To answer the Questionnaire, from the PROPOSAL
DETAILS window use the menu path Edit >
Questionnaire....

Etneus - Hanlon, Rosemary - Coeus Consortium QA
File | Edit Action Maintain  Departmental  Admin  Central Admin - Report

Narrative. .. ﬁ%|%‘r@|ii|§g‘|@|ﬁﬂ

OEEEEE

‘fes Mo Questions. .,

1. If no questionnaires are applicable, a notification box
will appear to confirm that there are none available to
be answered. Since the UC questionnaire is required
for all proposals, please contact coeus@uc.edu if
you see this notification.

Questionnaire. ..
Proposal Raoles., ..
Abstracts. ..

—1zBElEle

E.dCoeus

There iz no guestionnaire availskble for Proposal. . . . .
The proposal may not trigger any conditions that invoke additional

guestionnaires. The Grants.gov form supporting questionnaires
may require that a specified form be present in the linked
Grants.gov sponsor opportunity.

2. The ProPOSAL QUESTIONNAIRE window will open with at least one named questionnaire available to select and
answer. Note: the 2 tier icons will not activate until a questionnaire is selected.

98| ¢ A
& Proposal Questionnaire 10011523
Questionnaire Question
PH3 Fellowship Form-required d. .. Click on the name of the
NSFCover Page -required for g.... Questionnaire to have the
PHS398 Training Budget ¥1-0 questions present in the jl>

uestion panel.
PH3 Fellowship Form 1-2 Q P

UC Palicy Questions < UC Policy Questions

’,\\‘ required for all proposals

3. Click on a named questionnaire in the left Questionnaire panel to select it. Once selected, the 2™ tier icons will
become active, the first question(s) will appear in the central Question panel, and the Save & Proceed button will
activate. The Go Back buttons will only activate after Save & Proceed is used and the next question(s) are
presented.
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X Proposal Questionnaire 00011523
Questionnaire Question Save & Proceed |
PHS Fellowship Form-required d... 1 will departments ther than the PI's require a fiscal account if the proposal is funded? E 5 e
ave omplele
MSFCover Page -reguired for g....
Jves (O Mo
PHS398 Training Budget 1-0 Go Back

Navigating a Questionnaire

While answering a questionnaire, the following actions can be taken to review or revise your answers.

Save | Save if there is only one panel of questions, the Save button will appear.

Save & Proceed | Save & Proceed button will appear if there are additional questions to answer after this panel.

”Ef,i' Save & Complete button will appear when modifying a previously completed Questionnaire. The
button will not appear if there are additional questions to answer due to a changed response.

l Save & Complete I

Go Back | Go Back button allows a user to scroll back to the last question answered.
Modify (edit) to open a previously completed questionnaire. Or use menu path Edit >Modify from
an open PROPOSAL QUESTIONNAIRE window.

Start Over deletes all prior answers and returns the user to the beginning of the Questionnaire.
Or use menu path Edit>Start Over from an open PROPOSAL QUESTIONNAIRE window.

) Start over is active while a questionnaire is being answered.

— To start over a completed questionnaire, with the questionnaire name selected, click the Edit
icon, and then click the Start Over icon. (Alternatively, use the same options under the Edit menu
path.)

Print will open a new browser window with a PDF report of the questions and answers.
=) Click the Print button prior to answering to review all the possible questions off-line.

The print report for a completed questionnaire will contain only the pairs of questions with
answers (dependent Questions that did not apply will not print on the final report).

Save will save answered questions and allow the user to leave the questionnaire without

B completing it. When the user returns to that questionnaire, it will open at the last saved question
panel.
[‘j | Close will close the QUESTIONNAIRE FOR PROPOSAL window. Alternatively, use the interior window

close (x) button at the far-right of the QUESTIONNAIRE FOR PROPOSAL (RECORD NUMBER) title bar.

To complete a questionnaire:

1. Answer each question presented in the Questions panel.
Questions may need to be answered by:
» Clicking a radial button to respond to Yes/No, or Yes/No/NA

Entering a Date in a 10-character format e.g. MM/DD/YYYY (count includes slashes)
Entering text

Entering a number

Selecting an item from a predefined list

YV VYV YV

2. The “More” icon may contain additional information to help you understand and answer the question. EI Click
each tab-header to reveal information, if any, and then click Cancel to close this window.
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Quesktion: More

Question  Explanation | poiicy | Regulstion | ok |
If at the titne of app]icaﬁ'ﬁm,ﬁ__ =t ityolve human subjects are unknown, please check | Cancel |

"Yez" In
~ — Click on the tahs to reveal "More" information (if any) for the selection. l

Once the questions in view are answered, click Save or Save & Proceed to present the next question(s).

4. If you did not answer a question, or did not conform to the answer requirements, a notification window will open
identifying the question to complete.

5. With all applicable questions answered, a notification window will open confirming that the questionnaire is
complete. Click OK to close the alert. A green check mark will appear beside the questionnaire name to visually
confirm that it has been answered.

6. Close the Questionnaire for Proposal (record number) window.

w

Smart S2S Questionnaire for Grants.gov forms

-NE J

=" In Coeus 4.5, several Grants.gov forms are now mapped to a Smart s2s Questionnaire. Previously, these forms
utilized YNQ questions that always had to be answered. Now, the system presents a Questionnaire with only the
relevant questions for the Grants.gov forms that are required or selected to be included in the linked opportunity.

FORMS Versions

SF 424 R&R 1-0, 1-1, 1-2

SF 424 1-0, 2-0, 2-1

RR Other Project Info 1-0, 1-1, 1-2,1-3
RR Other Project Info 1-0, 1-1

PHS398 Cover Page Supplement 1-3,1-4

PHS398 Checklist 1-1,1-3

ED SF 424 Supplement 1-1

NASA Pl and AOR Supplemental Data Sheet | 1-0

NASA Other Project Information 1-0

The new Smart Questionnaire requires an opening question, but a “No” answer will generate required questions.

Question

Save & Proceed

1 Iz thiz & Grants.gov system-to-system (222) submizsion? If Yes, you will be presented with gquestions related E 5 & C et
ave omplete

to the forms in your sponsor opportunity.

I wes (Mo Go Back

The forms in the S2S Smart Questionnaire are usually Mandatory. But if any are optional, be sure to
click to Include them in your application to generate those questions in the Questionnaire.
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Checking the Status of the Narrative and Budget

Status of both the narrative and budget must display as complete before you can route the proposal for approval.
These statuses are displayed on the PROPOSAL tab of the PROPOSAL DETAILS screen (circled below).

i AProposal Details - 00003590

Proposal I Organizationl hsilirig Infol Investigatorl Key Personl Special Reviewl Science Codel Otherl

—

Proposzal No: IDDDDSSQU

—
Status: Iln Progress ( Proposal Hierarchy: 3 Namative: % Budget: ||
Lead Unit: |1 S0001:Center for Cosus Training \

Title: rsychic Rats - They knewy we were coming.

—— ______-___________..--'
Status Meaning for Narrative Meaning for Budget
Complete ﬁt ||§2§tegn§nréag|?ﬂ\$rg§§grSSQ&QZitZeﬁ;ve One version of the budget has been marked
oW P f Final, and that version is designated Complete.
been marked Complete.
In Narratives exist for this proposal. Open the At least one version of the budget has been
Progress | NARRATIVE tab and check that all uploaded created, but it is not designated Final and
]| documents are marked Complete. Complete.
Not No modules have been uploaded to the
Started . P No budget has been created.
3% NARRATIVE window.
To change
the status from... | to... | do this...
of...
Create a budget and designate it as both Final and Complete
Budget ® v (see Finalizing the Budget, page 84).
Designate a version of the budget as Final and Complete
Budget il v (see Finalizing the Budget, page 84).
. Upload narrative documents and mark all as Complete
Narrative ® v (see Adding a Narrative Module, page 91).
Narrative Il v Check that all narrative documents have been uploaded, are up-to-date, and
have been marked Complete (see Adding a Narrative Module, page 91).
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Validating the Proposal with Coeus

The Coeus validation checks for completion of Institute requirements and certain sponsor requirements. Most of
these validations are created to support UC business practices and warn of missing elements.

1. Select Action > Validation Checks.

2. The Institute validation check runs and opens the VALIDATION RULES window, which lists items that must be
addressed before the proposal can be submitted. This validation will include the Budget Validations as well.

3. A \Validated notification may still provide a notice for you to review and revise your application prior to
submitting to route for approval.

a. Review the notice, and then click OK to close the VaLIDATION RULES window.

b. Confirm that your proposal complies with the Validation notice, and then proceed with submission
for approval, if you are ready.

¥Yalidation Rules

Proposzal 00003590 vahdated vmth the folloving warmings

Department : Center for Coeuws Training

Your budget includes Anirmal Purchasze and Care:: Pleaze be sure to include the appropriste
Special Reviewws for thiz submizzion priar to rauting.

Department : Massachuszetts Institute of Technology |
Thiz iz & friendly message about POF files

4. A failed validation means the proposal cannot be submitted for approval routing until the situation causing
the failure is remedied.

a. Review the notice, and then click OK to close the VaLIDATION RULES window.

b. Make the necessary corrections until the proposal passes the validation rule.

¥alidation Rules

Thiz Proposzal 00003590 failed follovaing Errors. Pleaze hix them

Department : Center for Coeuws Training B

You have budgeted for animal purchazes but have not included animal care expenze. Pleaze
revize your budget to include animal care.
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Validating the Proposal with Grants.gov

If your proposal is eligible for electronic system-to-system (s2s) submission by Coeus to Grants.gov, you must
perform the validation check on the GRANTS.GOV SUBMISSIONS DETAILS screen before it can be considered complete.
This validation determines if all elements required by the sponsor for this announcement have been completed.

Note: Complete all proposal preparation and narrative uploads before performing this validation.

1. From the PROPOSAL DETAILS screen, select Action > Grants.gov. The GRANTS GOV SUBMISSION DETAILS
window opens.

2. Open the OPPORTUNITY tab and click Validate. The result is one of these:

o The message “Validation Successful” displays. Close the GRANTS GOV SUBMISSION DETAILS window and
continue preparing the proposal.

e Alist of items to correct is displayed. Review this list, close the GRANTS GOV SUBMISSION DETAILS window,
make the appropriate corrections, and repeat the validation.

¥alidation Errors x|
Propozal Humber :  gooozzsd

Q Sponsor Mumber: 000340 : MH ok |
Propgram Number: PAR-05-=10 CFDA Humber : 93359

Schema UBL:  hiipifstapply arants goviopportuntiesfschemas/applicantioppP &R-06-510-cfda93 . 369-cidYERSION-24 xsd

Instruction URL : hitp: istapply arants goviopportunitiesinstructionsfoppPAR-06-51 O-cfda93 389-cid VERSION-24 -instructions pdf

Comect the follovang emrrors

RA Key Person Expanded ¥1-1
Al key persons must have a BioSketch, Upload the PDF an the Proposal Persannel screen, with "BIOSKETCH" as the

description.

ap—— — —/ —
1 Do not attempt to submit the proposal for approval routing until all items noted in the
= validation report have been corrected and the validation is successful.
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Grants.gov Submission

This feature enables you to create a PDF file of the proposal for several purposes:

Creating a PDF of the Proposal

e Confirm the form set has been filled in as expected.
e Confirm that all relevant or required files are attached.

e Enable users to preview the contents of the electronic submission.
e Enable you or the PI to save a PDF version of the proposal for off-line access.

Note: The forms appear in alphabetical order by form name, followed by the PDF attachments. (Other non-
PDF attachments will NOT preview in this method).

The Coeus Print/Preview function provides the end-user with a method to preview and confirm that the maintained
data and narratives are present and conform to the sponsor & opportunity’s submission requirements. The order in
which the forms and uploads are presented is a visual representation of the data-stream that will be transmitted to
the sponsor. The Coeus view is in no way meant to represent an “assembled grant image.” Several sponsors (NIH
and NSF) receiving electronic submissions separate narratives from the forms they were submitted with and
completely discard some forms entirely (checklists) and reassemble the transmitted data into their own “grant
image.” There are no known Grants.gov or sponsor requirements for a standard “print” view of the electronic

submission process.

1. From the PROPOSAL DETAILS screen, select Action > Grants.gov. The GRANTS GOV SUBMISSION DETAILS

window opens.

2. Open the Forms tab.

Grants Gov Submission Details E3

Proposal Number - 00000375
Sponsor : 000500 ; NSF

Opportunity  Forms I Subrmission Statusl

Form Hame

PH3395 Cover Page Supplement 1-4

Mandatory | Include

V]

A ailable

Select Opportunity

Delete Opportunity

Validate

Submit

Hetresh

Save

Print |

Close I

=2 W |available
PH5598 Research Plan ¥1-3 ¥ ¥  |available
Performance Site ¥1-3 ¥ ¥  |available
RR Budget Y1-1 - W |Available
RR Key Person Expanded V1-2 =2 W |available
RR Cther Projects Y¥1-2 =2 W |available
RR SF 424 ¥1-2 ¥ ¥ |avalable
RR Subfward Budget v1.2 - ¥  |available
PH5393 Modular Budget ¥1-1 - [ |available
PHS Cover Letter Y¥1-2 - [ |available

Belecked 2 out of 4 Available Optional Forms

3. Multi-Select all mandatory and optional forms for your submission with Ctrl+click (Mac users

Command+click).

4. Click the Print button at the right of the window. A browser window opens with a compiled PDF file of the

proposal's forms.

5. Click the PDF Print button to print or the PDF Save button to save the PDF file if desired.
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Paper Submission

1. Click the Print icon or select File > Print. The PRINT PROPOSAL window opens.

Print Proposal : 00002100
Sponsor Code: 000340 : HIH

Select a package to print

=]|

Print

MIH 395 package (Coeus 4.00

Cloze

Generic Printing Forms (Coeus 4 x)

Select page[=] to print

Grint all pages [ )

Detailed Budget

Budget Justification
Progress Summary

Personnel Repoaort

2. Review the sponsor instructions for the forms required. If more than one print package is listed in the top
part of the screen, click to select the correct package. In the bottom part of the screen select the Print all
pages checkbox (circled above) or select individual forms using Ctrl+click (Mac users Command-+click).
Click Print. A browser window opens with a PDF file of the forms.

4. Click the PDF Print button in the browser to print the file or click the PDF Save button to save the file.
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About the Approval Process

The completed proposal must be submitted to a pre-determined set of approvers before it can be submitted to the
sponsor. Who those approvers are is determined by the investigators’ departments (units).
Routing the Proposal

You must perform all tasks in the previous chapter before submitting the proposal for approval. If you have not
completed them, return to Completing the Proposal, page 104.

Select an Additional Indirect Approval Map

You may have more than one approval routing map maintained for your unit to choose from for your proposal. If
more than one map is available, you can view and select a routing map by taking the following steps:

1. From the PROPOSAL DETAILS module, from the Action menu >Select Approval Map or click the Select

Proposal Routing icon Iﬁl The APPROVAL MAPS window will open.

Approval Maps E |
Proposal Mumber:0n0oz7a3

Sponsor000s00 ; NSF

Select List |
Id Descrnption
Al Coeus Training Proposals
240 Ihstruction & Educational Cutreach - Proposal Rowting Magp
Sequential Stop: 1 Cescription
Approve By Hanlon, Rozemary All Proposals
nfs Halden, Amy £ Alternate appraver

SelectMap
oK | Cancel |
Coeus |
2. Click on a map Description line to view the approvers in that map.
@ Da you vwant to add a map 7
e With a map highlighted, click on the Select Map button. v
es
e Click the Yes to apply the selected Map or No to cancel the action.
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e If you've previously selected a map and use the Select Map |

button again, you‘ll be offered the chance to replace the
current map.

e Click the Yes to apply the replace the Map or No to cancel
the action

@ Do you want to replace the current map 7

3. Click OK to apply the selected map.

4. Orclick Cancel.
e Click Yes to save the last selection
e Click No to return to the Approval Map window

e Click Cancel to close the prompt and the Approval Map window
with no action.

Show Routing Map

Yes
Coeus |
@ Do you weart to save changes 7
Yes | No |

To view the approval routing map in advance of submitting for approval routing, take the following steps:

1. Select Action > Show Routing. The PROPOSAL ROUTING window will open.

. Proposal Routin
e Select each level in the B . <],

displayed Routing Hierarchy Routing Start Date:
to view the approvers

maintained at each stop. Routing End Date:

Submission Humber: 1

H, Routing
e Select Close to close the =B (000001 MSF Coordinator
window. [=HE (0000017 Hanlon Map (Team C)

EI—*@ (1500007 Zchaool of Science prapasal routing map

(150001 All Cosus Training Pro =

Approve |

Heject

Sequential Stop 1

pammm——

|5 thanlon Harilon, Rosemary |
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Submit a proposal for approval routing:

Follow these steps to submit a proposal that is ready to be submitted for approval:

B
1. Select Action > Submit for Approval....or use the Submit Proposal for approval icon |l|

2. Coeus Validations will be performed, regardless of whether you’ve manually validated the proposal. Click OK to

close the VALIDATION RULES window.

¥Yalidation Rules

Proposzal 00003590 vahdated vmth the folloving warmings

Department : Center for Coeuws Training

Your budget includes Anirmal Purchasze and Care:: Pleaze be sure to include the appropriste
Special Reviewws for thiz submizzion priar to rauting.

Department : Massachuszetts Institute of Technology

Thiz iz & friendly message about POF files

Select Yes to submit the proposal. Select No to close the prompt
and cancel submittal until you've performed the Validation
prompts or until you are ready.
2)
-

Do wow still weant to submit the proposal’?

N

If you selected Yes, a confirmation message
o . Etueus
opens confirming successful submittal.

\!‘) The propozal has been successtully submitted for rauting.

5. Click OK to close the prompt. The PROPOSAL ROUTING window opens for information only.

6. Click Close in the PROPOSAL ROUTING window.

7. The proposal status is set to Approval in Progress.

£ AProposal Details - DDDD3772

Proposal | Organizatinnl Mailing Infu:uI Inves‘tigatnrl Key F‘ersnnl Special Review

Proposal No: IDDDDS?T2

Lead Unit: |1 53000:Earth, Atrmospheric, and PlanetaM

sychic Rats - the Musicall
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Recall an Approval in Progress Proposal, or: Oops! | didn’t mean to submit! :

“NEW o .
e 4.5.1 now allows the Proposal Aggregator to "Recall" a proposal that is routing for approval. This feature was
added as an alternative to requesting the proposal be rejected. The feature was designed to allow the aggregator to

remove a proposal from routing/approval because of a mistake, missing elements, etc.

User should alert the approvers at the current stop of their intent to recall
as a professional courtesy in case an approver is actively reviewing the proposal.

To Recall, locate and open the proposal. Follow menu-path Action > Approval/Rejection.

¢ Inthe PROPOSAL ROUTING window, locate and click on

the current approval stop. Proposal Recall =
. . . Confirm your Recall of the Proposal
e Click Reqall; type in the reason for recalling the' Commerts | [ Cancel |
proposal in the confirmation window and then click
Recall.
Ineedho update the Biosketch file &

e Click OK in the confirmation window, and again in the
successful transaction window.

m

e The proposal status is changed to Recalled and is how
completed editable.

X Development Proposal List

Proposal Nu... ¥ Type Status
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What Happens Next
These steps take place after you submit the proposal for approval.
Step 1: Departmental review and approval
Lead unit map:
All stops review and approve
Each Co-Investigator’s home unit map:

All stops review and approve

Step 2: SRS review, approval, and submission to sponsor
Grant Administrator review and approval
Reject if a critical required element is missing from special reviews:

Human Subjects protocols verified for correctness, accuracy, and relevance
to application.

Animal Use verified for correctness, accuracy, and relevance to application.

Use of Recombinant DNA/Biohazard: confirm YNQ’s answered correctly.
Dept. responsible for registering/reviewing with Biosafety Program

Radioactive Materials: confirm YNQ’s answered correctly. Dept. responsible
for registering/reviewing with Radiation Protection Program

Reject if proposal does not conform to the sponsor’s instructions and UC
requirements.

Submit only if:
All UC and sponsor requirements are met.

Bypass by Request

A request to bypass an approval must be approved by your Authorized Official. The request must verify that no
substantive changes have been made that would require supplemental review by the approver being bypassed. The
Department, PI, or Aggregator is responsible for alerting the Authorized Official of the need for bypass, and for
understanding the nature of substantive change according to their Department, Dean, and Approvers.

Is my Proposal Approved yet? aka Viewing Approval Routing

When a proposal is routing for approval, users with view access to the proposal can view the proposal’s approval
map and see where the proposal has been approved, and what approval routing stops are still to come.

Locate a routing Proposal from Coeus Proposal Development:

Launch Coeus Premium:
= From the Maintain menu, select Proposal Development or use the 2™ tier Icon:
= Use the Search window to locate the proposal.

TIP: Limit your search to Status: Approval in Progress to only find routing proposals. You can further limit the search to
one Investigator’s proposal to further hone your query results.

{
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Select Development Proposal x|

Proposzal Humber Proposal Type Status Deadline Date Investigator L —
in |
Y

Approval In Progress anlon*|
Clear |
File Edit Maintain Departmental Admin  Central Admin  Tools Window Help

B | =[] & v 8] o[ ] 2[R ] =[O @ | 84 | | S| 0= 0

CEEEEEELIE

g dADevelopment Proposal List
Proposal Number | Type | Staws | Tile | LecadUnit

Approval In Progr... Hanlon: hier it 150001

... [PAREMT: Hierarchy test crested from 3737 150001

= Double-click a Proposal from the search results on the Development Proposal List screen.
= Or from the Edit menu, select Display Proposal

Open the Proposal Routing window from the Coeus Proposal:
= With a Proposal open in Display mode (default if proposal is in Approval in Progress status)
o Open the Routing Window
= Action menu: Approve or Use the icon: m
Fil=  Edit lﬁ Maintain  Depattmental  Admin Central Admin - Window  Help
i o 7| 228 2| O @ [ 2] 8] %[ | =] 4
EIRTigesinin, QECREEEETEE
Use either the Menu path or the pennant I
a Person | Special Review | Science

Grants.Gov
Proposa | - valdaton checs icon to open the Proposal Routing
Status: |A—p window for the Approve functions. o Budget:

Shiaw Rauting

Add Viewer B

Select Approval Map..,  [D1:Massachusetts Institute of T hy
Makify, . ot

Print Certifications...

Etueus - Hanlon, Rosemary - Coeus _.asortium Instance
File Edit Action Maintain Deg ental Admin  Central Admin  Window  Help

B o 2| Sy e8| k| 222 20| @ |88 & =|mn|m| <
L akding A= fE N RN EA = =] = V= e
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The Proposal Routing Window:

View Routing: The default routing hierarchy view has all routing

stops expanded. But you can click the + or - to expand or ﬂ Routing

compress each approval group. Select a level to review the Elfﬁ (000001 ) MSF Coordinator

approvers at that stop in the pane below. El-ﬁ (000001 ) Caissie Map (Teamn )
w2 f 0} Main Map

View Comment: Select each approver, If entered, the comment
will be displayed in the lower pane Comment tab.

View Attachment: Select each approver, If entered, the Attachment will be displayed in the lower pane Attachments
tab.

*Show Previous Submission: If the proposal has been routed after rejection, a view option button will be presented.

Proposal Routing

Routing Start Date: 2009-09-01 17:17:09.0 by Hanlon, Rosemary
Routing End D ate:

Submission Number: 1

B Routing L)
=&, (00000L) NIH Coordinator

(000001) Map For OSP Contract Administrator Testing Reject

Bypass

Close

U

Sequential Stop 1

/‘E rhanlan Hanlon, Rosemary Approved 3110 14:09
@\ ele Shavell, Eleanor Approved by other 3/1/10 14:09
@\ oy Dowdy, Stephen D Approved by other 3110 1409

Comments | Attachments |

no issues., u‘_l

——'——_\

Routing Start Date: 20059-09-14 12:11:37.0 by Hanlon, Rosemary

Routing End D ate:
@bmission Number: 14 Show Previous Submission | )
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Current and Pending Report Tool:

Use the Current and Pending Report tool while preparing your proposal to query the Award and Institute Proposal
modules for records where your Investigators are named.

1. Select File > Current and Pending Report... The SELECT AN INVESTIGATOR window will open to generate a
Current and Pending Report. The window will list all the investigators from the proposal’s Investigator tab.
The proposal Pl is denoted by the checked box in the PI column.

Select Investigator E3

Select an Investigator to generate Current 8 Pending Support Beport

| I]Kl

Hame I

Pl
Shavel, Eleanor ¥
-

Hanlon, Rosematy

2. Click on an investigator’'s name to highlight the selection, then click OK to generate the report.
3. The CURRENT AND PENDING SUPPORT REPORT window will open.
a. The first tab lists Current Support: Active awards where the investigator is a named Pl or Co-I.

b. The second tab lists the Pending Support: Pending Institute Proposals where the investigator is a
named Pl or Co-I.

4. Click on any column header to resort the list.

Click on the diskette icon on the 2 tier toolbar, or use File > Save to save the support tab in view. (XLS will
save to a format that can be opened and edited in MS Excel.)

[/ma| 6ol

Eturrent and Pe dir- _upport

Current Suppot! q Suppork |

Current Support for Hanlon, Rosemar

Sponsor . Award Effective = | Academic Summer Calendar
Award No QUENCY il Ut Amount Date (=il Pt | (Sl 22 Year Effort% | Year Effort% | Year Effort>
ROzAreaSl MNIH Pl |Return of the flying monkeys 475,000,001 -Jan-2010 31 -Dec-2011 .00 .00 .00 00~
ROz&reasl MIH Pl |Return of the Flying monkeys $75,000.0001-Jsn-2010 341 -Dec-2011 .00 oo .00 .o
ROzAreas1 MIH Pl |Return of the Flying monkeys $75,000.0001-Jsn-2010 31 -Dec-2011 § .00 .00 .00
R _ q B i “‘"—#“ At - 1r__’,__.‘- e, sl oo, ﬂ--‘-‘-____'u-ﬂ T R W

LB

Eturrent and Pending Support

Currert Support  Pending Support

Pending Support for Hanlon, Rosemar

Proposal . Total Total Total Effective = | Academic Summer [
No Agency | PI Title Direct Cost | Indirect Cost | Requested Date End Date | Effort % Year Effort¥% | Year Effort% | %
09100021 MIH Pl |Return of the Flying monkeys - mulki PT $638,835.00 $408,805,34)  $1,047,640,34 01 -Jan-2010  [31-Dec-2012 75,00 Jan fuin]
10010090 |artificial ... | Pl [San of the Return of the Flying monkeys $652,864.57|  $439,185.95) $1,122,050.8201-Jan-2010 731-Dec-2012 .00 50,00 100,00

.-'-._.g_;r_‘\f‘““"‘.“-'""\--\.-. P Y -_.....4__‘:-\‘_...-!-!--—’ el B L | e At O L nten fﬁ‘#""""- A e _’_“.‘nﬂ"" A etk et
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Rolodex

You can add a non-employee investigator or key person to your proposal from the Rolodex. If you cannot find the
person in a Rolodex search, you can add his or her name to the Rolodex.

Note: Some users do not have this Rolodex role. If you are unable to add a name to the Rolodex, send
email with all required contact information (see below) to coeus@uc.edu, and the Rolodex entry

will be created for you.

Adding a Name to the Rolodex

Before you add a name, be sure to search the Rolodex to determine if the name is already in it. This saves you time,
and you avoid adding redundant information to the database.

Note: Do not use special characters (such as 1) in any Rolodex entry. Be careful about cutting and
pasting into the Rolodex, since you might unintentionally include characters that cause

Grants.gov to reject the entire pro

Click the Maintain Rolodex icon
ROLODEX SEARCH window open.

al. (See What “No Special Characters” Means, page 142.

or select Maintain > Rolodex.... The RoLobEX window and

File Edit Maintain Departmental Admin  Tools Window Help

vit|=5| | | 8 %% | &2 | | @ | 4| A %[ = m| =] B

o

Last Mame

Rolodex Id Sponsor Code

Kiddle Name

First Name

Rolodex Id Sponsor Code

Rolodex Search B3

Sponsor Hame Last Name First Name HMiddle Nam o
(L]
- |

Clear |

Cancel |

1. Click Cancel to close the ROLODEX SEARCH window.

2. Click the Add icon or select Edit > Add. The ADD NEw ROLODEX window opens.

Add New Rolodex E
Rolodex Id : I Last Update: I Updated By: I [1]:4 I
Lask First: Kiddle:
Cancel |
Name: I I

Suffin: I Prefix: I

Title: Sponsor |

Sponsor: I
Organization: I
Address: I
I
City: I County:
State: Postal Code:
Country: Phone:
E Mail: I Fax: I
Comments:
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3. Click the Sponsor button. The SPONSOR SEARCH window opens.

Sponsor Search

Sponsor Search I Sponsor Search Hesulll

Sponsor Code

Sponsor Mame

Acronym Postal Code Dun Bradstreet Number | Dur

Harward*

Cancel

Find

Clear

Pl el |

4. Enter part of the person’s organization name, with wildcards, in the Sponsor Name field.

5. Click Find. The SPONSOR SEARCH RESULT tab displays organization information that matches your search.

sponsor Search

Spongor Search Sponsor Search Result |

Q0E9TY

Sponsor Code Sponsor Mame Acronym Sponsor Type Postal Code
004562 Harvard Coop HC Private Profit 02135-3533
006112 Harvard Medical Schoal H= Institution of Higher Ed...|021355
006115 Harvard-MIT Health Science. . [HMHST Institution of Higher Ed...|02133
006119 Harvard College Observatory Institution of Higher Ed...|02138
00&120 i i Institution of Higher Ed... (02139 Clear

Institution of Higher Ed..
Private Mon-Profit

02451

Cancel

Find

e |

6. If the person’s organization is listed, select it and click OK. Focus returns to the ADD NEwW ROLODEX window
with organization information filled in.

7. Ifitis not listed, click Cancel. Focus returns to the blank ADD NEw ROLODEX window.

8. Complete the ADD NEw ROLODEX form. At a minimum, these fields are required:

9. Name (Last and First), Address (street address on the first line; other lines are optional), City, State, Postal
Code, Country, Phone, and E-Mail.

Add Mew Rolodex

Rolodex Id : I

Mame: [Rutherford

City: |Eloston

State: ivh'-\.: Massachusetts ;I

Country: b_ln'rted States

[

Laszt Update: I Updated By: I DK I
Last: First: Kiddle: Cancel |
frviatet |
Suffix: I— Prefix: IDr— Title: IPeressor,NlJtritional Eiochermiz! Sponsor |
Sponsor: W Harvard School of Public Health
Organization: IHarvard School of Public Health
Address: IEES Huntington Avenue
[Buitding Il Room 123
|
County: I

Postal Code: |E|21 15

Phone: [617-555-1234

E Kail: Irutherford@hsps.harvard.edu

Fax: [617.555.2345

Comments:

10. Click OK. Focus returns to the Rolodex window, which now has a line for this entry.
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Coeus Communication Tools: Notepad, Notifications, and Email

Notepad is used for communication among users who have roles in a proposal. Messages are stored with the
proposal, and they can be transmitted via email.

Creating a Notepad Item
From the PROPOSAL DETAILS screen click the Notepad icon or select Edit > Notepad....
1. Inthe Notepad window click the Add New Row icon or select Edit > Add. A blank text box opens.

2. Enter your message in the text box. When you are finished, click the Save icon or select File > Save.
The background of the text box becomes grey and your name is added to the header above the text box.

File Edit Maintain Departmental Admin  Central Admin  Report  Window  Help

Gl A EER AL I I = =]

Motes For Development Propozal - 00001065

{* Proposal --> Award i .
g By: Harlon, Rosemary On: 09-Sep-2010 06:10:17 PM Restricted View: [
" Award - Proposal

-———_\

Automatic Notepad entries are made by the system to record events like Proposal Narratives being refreshed,
Added Approvers, and Data Override actions and Reject comments.

Some examples of system inserted notepad entries:

T T T T T T T T T T T T T T e e T T T T e T e T e T e T e T e T e T e T T e e T e T T

Kotes for Development Proposal - 00001067

.

é By: Hanlon, Rosemary On: 09-Sep-2010 05:54:22 P Restricted Yiew:
§ A newy attachment iz uploaded for Proposal @ 00001 067 | Module koA

!LLJ.LAJ.J.A.LJ.I)-& &

% Matrative Type: Marrative

i e e i i i e

?f///////////////"'////////////////."////////////////‘z"z"z"z"z"z"z"z"z"z"z"z"z"z"z"z"."

Y. Hanlon, Rozemary On: 11-May-201010:235:40 LM Restricted View: [

gFirestDne, Kallie has been added az an approver to proposal 00001067 by Hanlon, Rozemary

.

{"'////////////////////////.f B N AL P A R b
By Ranicn, Rosemary n 08-585-20100625:14 Pra Restiicted View’ T
By

Propozal rejected: Please revise the budget as dizcuzzed before resubmitting.

T

e
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Sending a Notification - aka Send Mail

From the NOTEPAD window, select Edit > Notify... or click the Send Email icon. |H
Sending a Coeus Email

1. From the PROPOSAL DETAILS screen click the Send Email Notification icon J

a. Use Add Role to select from the maintained group of roles and qualifiers.
Ex. Selecting Role: All Investigators will send the email to all the persons entered on the proposal
Investigator tab.

Role Details x|

Role: - I]ualiﬁer:l LI
| Role Details X|
Ll Investigators
| ead Linit N || Investigators n ﬂualiﬁer:| LI
[l Units - oK |
il Uit Adiministrators Ferson Name | K ail Id I
Lead Unit Adiminiztrators Shavell, Eleanor ele@@mit ecdu Cancel |
e Doveeddy, Stephen D sdovvedyiEmit edu
i ——
I B

Send

Send To:f, Investigators

Cancel

Add Person

e \—’/_\Add Rolodex

b. Use Add Person to search institutional personnel.

c. Use Add Rolodex to search the Rolodex.

d. Use Delete to remove the selected person entered in the Send To section.
2. Insert a descriptive title in the Subject Line.
3. Insert a message in the Message Body field.

TIP: Include your name & email address in the Message content. The generated notification comes
from the Coeus Application, not your personal email account.

-

4. Select Send to send the Email message or Cancel to close the window with no action.

Send Mail

Send To: Add Role
Add Person
Add Bolnday |
Send Mail L
o Send
Send To:lce, o0 poctor Add Role C .
Mess Diovvedy, Stephen D Add Person ==
Add Rolodex
Delete |

Subiject Li“eleeady for your critique

Message Body: Plezse review the narratives of this proposal. | need your final figures by 10:00 A tomorrow!l
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Locks

Whenever a proposal, budget, or narrative is open in modify mode, it is locked to everyone but the user who opened
it. This prevents other users from overwriting the initial user's work. However, three users can work on different

modules of the same proposal at the same time: One on proposal details, the second user on the budget, and the
third on narratives.

Locks can also occur when there is a disconnection between the user's computer and Coeus. The disconnection
can be caused by a computer crash, a network glitch or failure, or a server issue. Leaving a proposal open in Modify
mode overnight may cause the proposal to lock if the Coeus server is rebooted for maintenance.

When a proposal is locked and you try to open it in modify mode, a prompt window will alert you of the user with the
lock, and offer to let you continue to open the proposal in Display mode.

Etueus

\‘I:) Mandella, Larmy iz using Development Proposal 00003323, Do vow want to apen this Propozal in dizplay mode?
-

A similar message displays when you attempt to open a locked budget or narrative module.

Removing a Lock

You can remove only your own locks. To have another user's lock removed; contact coeus@uc.edu.

1. Select File > Current Locks. The CURRENT LOCKS window opens.

Current Locks for Carole H Donnello

Create Timestamp Update Timestamp

Development Proposal 00011563 Donnellon, Carole H 2013-06-25 12:39:47.0 2013-06-25 18:29:57.0

Development Proposal 00011585 Donnellon, Carole H|2013-07-09 17:52:03.0 (2013-07-09 17:52:03.0

2. Select the module (proposal, budget, or narrative) to unlock and click Unlock. An alert prompt will ask you
to verify your action.

(Ve ][ Mo ]

3. Click Yes. The module is now available to open in modify mode.

Sponsored Research Services Page - 124 Document date: April 11, 2016


mailto:coeus@uc.edu

Other Coeus Functions

Medusa

Medusa links records pertaining to a proposal from all Coeus modules. It is helpful for locating associated records,
especially when you know only one piece of information. For example, if you have the approved proposal
development number, you can locate the associated Institute Proposal number using Medusa. In Medusa you can
view summary data and navigate to records in other Coeus modules.

Opening Medusa from Proposal Development

1.

Click the Maintain Proposal Development icon @ or select Maintain > Proposal Development.... In the
SELECT DEVELOPMENT PROPOSAL window enter search criteria for the proposal.

Click to select the proposal you want from the results in the DEVELOPMENT PROPOSAL LIST and click the

Medusa icon . or select Edit > Medusa. The MEDUSA screen opens.

Yiew

Proposzal No: noogzsys Status: Post-Submission Approval
{+ Proposal --» fiward Lead Unit: 150001 Center for Caeus Trainitg
Start Date: (1-Jan-2009 End Date: 31-Dec-2012

" Award --> Proposal

=R ER og12232

-_-__.-——— Duwdy,ﬁepwf______

3.

HAEERREEE

Medusa - Award, Institute Proposal and Development Proposal Links

Title: Hanlon Awward Budget Project - functiohality testing

5TE
& 01 4022-001 Propozal Type: hew
NSF Code: Cther - Mon-Science and Engineering Figlds: J.93
Sponsor: 000500
Prime Sponsor:

Sponsor Proposal No: Activity Type: Organized Research
Program Title: R&R “erszion 2 Test Opportunity

Motice OF Opportunity: Federal Solicitation Program Mo: App-s25-RR-w2
Narrative: Complete Budget: Complete

Investigators Units

~& Hanlon, Rosemary 150001 © Center for Coeus Training

Select an item in the tree on the left of the screen to view summary information about it in the right pane.
The icons on the left are:

ER — institute Proposal Module

= _ Development Proposal Module
% — Award Module

You can use the options in the View section (upper left of the screen) to change the orientation of the
starting point. When you select the Proposal > Award option button, the starting point is the Institute
Proposal; choose Award > Proposal to change the starting point to the Award.

Note: Multiple Proposals, Institute Proposals, or Awards can be linked in one Medusa screen.
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Navigating in Medusa

These icons are in the second toolbar in the Medusa screen.

Icon Name Function
Display Open the selected item in the right pane.
Notepad Open Notepad for the selected proposal.

Maintain Negotiations | Open the Negotiations module.

Display Award Open a different screen view of the Award.
Hierarchy
Display Summary Display a summary of the selected item.

Expand Medusa Tree | Display all linked records (if there are any) in
the tree on the left of the screen.

Collapse Medusa Tree | Collapse the display in the tree on the left of
the screen.

Close Close the Medusa screen.

B B =@l &) s E

Maintain Department Personnel

Coeus allows proposal personnel files and biography data to be centrally maintained in the Person Module. Once
maintained, these documents (Biosketch, Current & Pending, Budget Details, Statement of Commitment, and Other) can

be easily synchronized to proposals.

TIP: Maintaining MSWord files in this central repository allows end users access to master documents which can then be
W edited to suit the current proposal submission. Note that the edited file would need to be re-uploaded to the current
= proposal in the proper file format (pdf for most).

Users must have the Person Maintainer role in the home unit of the investigators they wish to support.

1.From the opening Coeus screen, select Departmental > Personnel or use the icon gl to open a Person Search
window.

File Edit Maintain Departmental Admin Central Admin Tools Report Window Help

el ltlélﬁ\&lml%lv&l%

= 4

2.Enter the search criteria
to locate the person to

maintain and then CIiCk Full Name Prior Name User Name Home Unit UNIT NAME School Email Address  Directory 1
oo the
Complete the SearCh' Last Name First Name Full Name User Name Email D ‘
Click on a name in the onoir) ,J Bl
result panel. The search | [ Clear |
window will close and the

Cancel

name will appear in the
PERSON window.

v|

D D
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3. Click on a name, and click on the 2" tier icon ==1 or use the menu path Edit > Biographical Info to open the
BioGRAPHY window for the selected
person. If any documents have been
previously maintained for this person,
they will appear in this window. Full Name Prior Name User Name Home Unit UNIT NAME

Carole H Donnellon DOMMELCH 50000000 Training Unit Root ...

4. To create a new Biographical Document, click on the Add Module on the 2" tier icon bar, or use menu path Edit >
Add Module to generate a new line.

5. Enter a descriptive title in the Description field, and then select a Document Type from the drop-down list in field on
the far right.

6. Click on the 2 tier icon @l or use menu path Edit > Upload File. Locate and select the file on your computer using
the file look-up tool. The file will be saved to the Biography window. A file type icon will be displayed to the left of the
description, and timestamps and actual file name will be displayed at the lower portion of the window.

Description Document Type

3| Biosketch_Short

| Biosketch i
Currert-pending \\ Current and Pending
[B Biosketch_Long | Biosketch

Last Updated by : | Carole H Donnellon at 12-Dec-2011 03:25:19 PM

Last Document Uploaded by : ‘ Carole H Donnellon at 12-Dec-2011 03:25:19 PM

File Name: | Certificate pof

W

To view a biography file, click on the file type icon to the left of the description. The file will attempt to open using a
browser window. The appropriate software must be present on your local computer to fully view the file.

\
|
\
|
i
d
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Coeus also allows Person other information to be maintained for investigators by department personnel. Users must
have the Person Maintainer role in the home unit of the investigators they wish to support.

1. Follow steps 1 -3 above.
2. Once a person’s name is highlighted, select “edit.”

E’j?«?r son

T " nighiiohts

Carole H Donnellon avastassf] 50000000 Training Unit Root ...

3. The Modify Person Screen Appears.

E.4Person
Full Name Prior Name User Name Home Unit UNIT NAME School Email Address I

Carole H Donnellon DONNELCH 50000000 Training Unit Root ... donnelch@ucmail.... Do

Modify Person 3

Organization ’ Personal | Contact Info | Misc | Other |

1d: | p4103a08 \ SSN: | \
Last Name: | ponnellon | First Name: | Carole ‘
Middle: ’ H ‘ (%) Active O Inactive

Full Name: ’ Carole H Donnellon

Prior Name: ’ ‘ User Name:‘ DONNELCH

|

|

Email Address: | gonnelch@uemiluc edu ‘
Office Location: | 0222 | Sec. Office Location: | |
Sec. Office Phone: | |
|

|

|

|

Office Phone: ’ 556.8402

Primary Title: | pocument Diva

Directory Title: ’ Doc Diva

Home Unit: ’ 50000000 i Directory Department: | Tyaining Unit Root 001

Unit Name: [ Training Unit Root 001

Salary Anniversary Date: ’ \

TN D e NN

4. Users with the Modify Person role for the investigator’s department will be able to change all fields with a

white background. Grayed-out fields are not editable. However, Coeus receives a nightly feed from UC’s HR
system which will override changes to most fields. Users should only edit the fields listed in 5 — 7 as shown
below. Please contact Coeus@uc.edu for changes to fields not listed.
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5. Fields which may be maintained at the department level (IE changes will not revert back after nightly HR feed)
and may be useful to update on the Organization tab are: Email Address, Office Location and Office Phone.

Modify Person
Organization \ Personal | Contact Info | Misc | Other|
Id: [ p4103808 | SSN: | \
Last Name: E Donnellon ‘ First Name:; Carole ‘
Middle: iH ‘ (& Active () Inactive

Full Name: | Carole H Donnellon

Pii

| User Name: | DONNELCH

mail Address: Ich@ucmail uc.edu

Office Location: | sec. Office Location:

Office Phone:

Sec. Office Phone:

| Documenrt Diva

Directory Title: ;rDoc Diva

Home Unit: | 50000000 ‘ Directory Department: i Training Unit Raot 001

|
|
|
|
|
|
|
|
|

Unit Name: | Training Unit Roct 001

Salary Anniversary Date: | ‘

6. Fields which may be maintained at the department level (IE changes will not revert back after nightly HR feed)
and may be useful to update on the Personal tab are: Education Level, and Degree.

o
Modify Person

Organization | Personal | contact Info | Misc || ther |

Date OF Birth: | 19-5ep-1352

Age By Fiscal Year: EI

Race: |

Major: | Coeus

School: | Coeuz College

q Deglen;:‘l»mo,

|
|

—
Id Verified: | | Citizenship: | |
Has Visa: [] Visa Code: | |
Viga Type: | IRk Vica Renewal Date: | |
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7. AField which may be maintained at the department level (IE changes will not revert back after nightly HR feed)
and may be useful to update on the Contact Info tab is Agency Credentials.

Person Details <0

| Organization | Personal| Contact Info | wisc | Other|

Address 1: |UNIV HALL 540
Address 2: P, 0. Box 210222
Address 3:|
City: | Cincinnati
State/ Province Name: [Dhio
Country: |USA
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Appendix A: Searching in Coeus Premium

This appendix explains how to search for several types of items in Coeus Premium. It tells you how to locate search
windows and what to enter in them. Examples of many types of searches are included.

Note: Once a search is underway, it cannot be stopped.

Locating Search Windows

You can search for proposals, awards, or other items from menus or by clicking the appropriate icons on the Coeus

toolbars.
Search for this item... from this menu option... or with this icon...
Proposal in development | Maintain > Proposal @
Development
Award Maintain > Awards |:|
— On PROPOSAL DETAILS screen,
next to Award No. field
Institute proposal Maintain > Institute
Proposals
— On PROPOSAL DETAILS screen,
next to Original Proposal field
Person at UC Departmental > Personnel
Person not at UC Maintain > Rolodex
Sponsor Maintain > Sponsor
— On PROPOSAL DETAILS screen,

next to Sponsor or Prime
Sponsor field

Subaward (Subcontract) Maintain > Subcontract

Negotiation Maintain > Negotiations

IERE

Reporting requirements Maintain > Award
Reporting Requirements
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Entering Search Criteria

Search for items by entering criteria in search windows. Searches are not case-sensitive, so you can enter search
terms in upper, lower, or mixed case.

You can enter search criteria in any column of a search window. Move the scrollbar at the bottom of the window to
see all columns.

The fields in some columns have drop-down lists. In those columns the drop-down arrow displays only when you
click in the field. Click the arrow to select an entry from the list.

The fields in some columns accept text entries. You can enter all or part of a search term. To enter a partial value,
use the wildcard.

You can use the greater-than and less-than operators to search for numerical ranges.

Operator How to Use

*string Enter the wildcard symbol, *, before or after a text string to indicate that other

string* characters might be present. You cannot use the wildcard in the middle of a string;
*string* see underscore.

string_ Enter the underscore(s) between characters to indicate an undefined character(s).
string Underscore(s) will search for any character a-z, A-Z 0-9, %"& etc. You must include

(underscore) | the wildcard symbol, *, to trigger a search not based on an exact match. You can
use multiple underscores to represent multiple positions in a string.

<X or <=X | Find all values that are less than X, or less than or equal to X.

>X or >=X | Find all values that are greater than X, or greater than or equal to X.

Searching for a Proposal

Search for a proposal by entering information about it in fields of the SELECT DEVELOPMENT PROPOSAL search
window.

In the main Coeus screen click the Maintain Proposal Development icon @ or select Maintain > Proposal
Development.... The DEVELOPMENT PROPOSAL LIST screen opens, with the SELECT DEVELOPMENT PROPOSAL search
window over it.

File Edit Maintain Departmental Admin  Tools  Window  Help
B E R E R I = E )

=|%| 2 = 5|2 /M| o

Proposal Mumber I Type I Status I Title I Lead Unit I Lead Unit Namel Pl I De

select Development Proposal I
FProposal Mumber Proposal Type Status Deadline Date Investigator L —

in |

<| Clear |

Enter search criteria in one or more fields of the SELECT DEVELOPMENT PROPOSAL window. (See examples of search
criteria below.)

Click Find. Coeus searches for proposals that:
e Satisfy the criteria you entered in the search window, and
e You have one or more of these roles in: aggregator, approver, budget creator, narrative writer, or viewer.
e The following sections are examples of specific types of searches.
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Searching for All of Your Proposals

Enter a wildcard (asterisk — *) in the Proposal Number field. The search returns all proposals where you have a role.

Select Development Proposal

‘ Propozal Mumber Proposzal Type Status Deadline Date |

Searching for Your In-Progress Proposals

Select In Progress from the drop-down menu in the Status field. This search returns a list of all proposals that you
have a role in and that have the status In Progress.

Select Development Proposal

Propozal Mumber Proposzal Type » Status N\ Deadline Date

Enter the number in the Proposal Number field. Using the wildcard saves entering “0000” at the start of the number.

Searching for a Proposal by Number

Select Development Proposal

Propo=al Number

2100

Proposzal Type Deadline Date

The search returns one proposal in the list (assuming you have a role in this proposal).

Enevelnpment Proposal List

Proposal Number | Typs | Statis | Title [ leadl

Fesubmiszion In Progress Wielcame to Coeu... (150001

Searching for a Proposal by Title

Use the wildcard in the Title field to search for a proposal by a string in the title. In this example the search is for a
proposal with “nanocrystal” in the title. The wildcard is used on both ends of the string.

Select Development Proposal
nit Humber Unit Hame Title ‘. Sponsor Code | Sponsor Name
\ nanocrystal*

A list of your proposals that have the string in the title is returned. Searches are not case-sensitive (note the titles in
the list returned).

&Inevelupment Proposal Lisk

Proposal Number | __Type | Stotus | Twe | LeadU

Renewal Submitted atl and CdSe nanocrystal-baze
000021 44 Frenewal Submitted Gahll and CdSe nanocrystal-base .. |0BE000
00002385 Feneswyal Subitted Gal and Cd=e Manocrystal-has... (066000
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Searching by Multiple Criteria

You can search for items that satisfy more than one criterion. When you enter search terms in the same row, you
are looking for items that satisfy all of the conditions entered. When you enter them in different rows, you search for
items that satisfy any of the conditions entered.

In the Same Row

In this example, the search is for In Progress proposals from a specific unit. You can enter any number of terms to
narrow the search, but be sure to enter them in the same row if you want to find items that meet all of the criteria.

| Type Status Deadline Date Investigat Unit Number

\ |Ir'| Progress \ nos0a

The resulting list contains only those proposals that satisfy all the requirements entered. Note that the entire list is
not shown here.

EDevelupment Proposal List
St [T m Lead Unit | Lead Unit Name

In Progress A Cottical Archite. .. Mo Govern Instiut. ..

Template - Depart...

II'II'II'II'IHR‘?Q |I‘\.I|=I--.n.I |In Pronress |T|=-mnls=1h=- - Nernart |d.I'II'IF‘\.I'II'I |I'u1r~|"-‘.m.'|=-rn l=tit |'|."'

In Different Rows

When you enter search terms in different rows, you tell Coeus to expand the search by looking for items that satisfy
one or more of the criteria entered. In this example the search is for proposals that have titles that start with
“theobromine” and have either Edward Haskell or Theodore Cleaver as an investigator. Note that the title is included
in both rows.

ak Investigator N\ Unit Number Uit Hame Title Spons
Haskell, Edward theobratnine®
Cleaver, Theadore heabromine*

The results include proposals with either investigator.

In Progress Theohrarning and i...[1:50001 Certer for C 5 5 04-2ug
00003916 Mewy Approval In Progr... [Theobromine rese... (150001 Center for Coeus .. [Haskell, Edvard
oooo03919 ey In Progress Theohratrine rese... (150001 Center for Coeus ... Haskell, Edveard
00003920 ey In Progress Theohratning rese... 150001 Center for Coeus ... |Cleswver, Theodore

Searching for a Range

Say you need to search for all proposals with an Air Force sponsor. You know that the sponsor codes are
consecutive numbers between 000100 and 000119. This is how you enter the search criteria:

Deyelop P Propo
nit Mumber Unit Mame Title Sponsor Code “\Sponzor Name
==000100

nd ==000113
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Read the criteria as “Sponsor Codes that are greater than or equal to 000100 and that are also less than or equal to
000119.” When you do this type of search it is very important to insert the word “and” in the second row. Without it,
Coeus would return all sponsor codes. (Without the “and” you would read the search criteria as “Sponsor Codes that
are greater than or equal to 0001000 or Sponsor Codes that are less than or equal to 000119.” That includes
everything.)

This partial results list contains sponsor codes within the specified range.

EDE\'E'DPI‘I‘IEI‘II: Proposal List =101]

Lead Unit Lead Unit Kame Pl Deadlinge Date | Sponsor Code | Sponsor Hame

24500

At Farce Office o...

Brain and Coghitiv... [Rosenholtz, Ruth ... |02-Apr-2004

21000 Sloan Schoal of M. |Madnick, Stuart E onofao Air Farce

IEEDO0 Msterials Science ... Powell IV, &dam C {01 -May-2006 o0 0g Air Force Office ...
OEa000 mechanical Engin... |Mckinley, Gareth H [25-2pr-2006 ooo1os Air Force Resear...
IEEDO0 MWsterials Science ... |Schuh, Christoph... [31-May-2008 o0 0g Air Force Office ...

Searching for a Person at UC
Search for a UC employee by clicking the Find Person button in the INVESTIGATOR or KEY PERSON tab, or by clicking
the Maintain Personnel icon or selecting Departmental > Personnel....

It is not necessary to enter the full name; in the example that follows, both Last Name and First Name fields have
entries, to narrow the search. But Haskell and Mondello, or Hask* and Mond* in the Last Name field would be
sufficient.

You can search for more than one person at a time by entering names in different rows, as shown in the example.

Person Search

Last Hame First Hame Full Kame Uzer Name Email
Haszkell Ecivward
hondello arey

The search result displays all people whose information satisfies the search criteria.

&-I Person ! E[

Full Hame Prior Hame Uszer Hame Home Unit S chool Email Address | Directon

Mayfield College eddieh@@mit.edu

e

150001

Haskell, Edward

Professor

Project Man

eddieh

mondello, Larry hayfield College

Note: Results are listed alphabetically. All results in upper case are listed first, then those in mixed case, as

shown below.

In the example below, the search was for Cleaver in the Last Name field. Notice that the results are not strictly
alphabetical, since those that are in all uppercase letters are listed before those that are in mixed case. When a
person search results in a long list, be sure to check the entire list for the person you are looking for.

Full Mame Prior Kame Uzer Name Home Unit School Email Address
JCLEAYER 151000 M&YFIELD COLLE... |JCLEAYEREMIT....

CLEAVER. JUME

CLEAVER. "whalla.. ALLYE 93200 MAYFIELD COLLE... PAFALLY CEMIT.E..
Cleaver, Theodaore thebeave 150001 Mayfield College thebeave@mit. edu
Cleaver, \Ward wileaver 150001 b ayfield College wcleaer@mit edu
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Searching the Rolodex

Search for a person from outside of UC by using the Rolodex. Click the Maintain Rolodex icon or select
Maintain > Rolodex.... Or from the ORGANIZATION tab click the Find Addr button, or from the INVESTIGATOR or KEY
PERSON tab click the Find Rolodex button.

Search for someone in the Rolodex as described in Searching for a Person at UC, page 135

How to Reopen a Search Window

After you close the search window, you can open it again from the screen that displays results.

Click the Search icon or select Tools > Search.

How to Sort the Result List
Single-Level Sort
In a single-level sort you sort by one column. Click on the head of the column to sort by.
E:c reopmen »e2nnsal List
Lead Lh

(L Provssattigaber | J oo [ Stotwe | __Twe

(] NIRRT Iy I Progress docummenstion (00000

The number of times you click determines the resulting order:
e Once — ascending.
e Twice — descending.

e Three times — return to the original order.

Multiple-Level Sort

A multiple-level sort lets you sort by more than one column.

1. Click the Sort icon or select File > Sort. The SorT dialog box opens.

sort x|

Columns Available for Sorting Sort Columns Ascending
Proposal Murmber 4| |Deadline Date v

Type T |Lead Unit v
Status

Title:

Lead Unit Mame
FI

Sponsor Code
Srhnnanr blams LI

1] Cancel

2. Drag the names of the columns to use in the sort from the pane on the left (Columns Available for Sorting) to
the pane on the right (Sort Columns). The order of column names on the right is the sort order.

3. The Ascending checkbox is selected by default; clear the checkbox if you want the sort for that level to be
descending.

4. Click OK.
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Appendix A: Searching in Coeus Premium

How to Save Search Results

1. From the search results screen, select File > Save As. The SAVE dialog box opens.

ESave
Save in; |E|Ian_l,lm ll T -J'E

| Desktop

| Favorites

=) My Dacuments
1) SapwworkDir
I Start Menu

File namme: Ihsph_result Save |
Files of type: Ing LI Canicel |

2. Select the format and location of the file to save the results to, and supply a file name.
3. Click Save.
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Appendix B: Cost Elements Used in Proposal Development at UC

A subset of the available cost elements (GLS) is used for proposal submission. As a result, many of the GLs you are
accustomed to seeing in UC Flex are unavailable. Coeus groups the GLs into budget categories to support printing
of sponsor forms. These categories are dependent on the individual sponsor's needs. Each available cost element
has been assigned to a budget category based on UC use and sponsor definition. You can reset the budget
category when needed to support unique budget submission requirements

Code

2350300

Description

Advertizing and Development

233111

Atterations and Renovations

ANOHOF

Swvard Budget F&& Costs - Off Campus

AAOHOR

Swvard Budget FE& Costs - On Campus

ANEBOF

Swvard Budget Fringe Costs - Off Campus

AWEEOH

Awvard Budget Fringe Costs - On Campus

231400

Cammunications

230311

Computer Conzulting Services

25353101

Consuttants

239000

Equiprment less than $5000 (subject to F&L)

249100

Equipment, Capital -- value over $5000

EXPFTFED

Ex Staff FT - Federal Fringe Rates

EXPFTMON

Ex Staff FT - Mon Federal Fringe Rates

EXPPTFED

Ex Staff PT - Federal Fringe Rates

EXPPTMON

Ex Staff PT - Mon Federal Fringe Rates

FAEFTFED

Fac (non AL8UP) FT-Fed Fringe

FAEFTMOM

Fac (non AL8UP) FT-Mon Fed Fringe

FAEPTFED

Fac (non AL8UP) PT-Fed Fringe

FAEPTMOM

Fac (non AL80P) PT-Mon Fed Fringe

FACFTFED

Faculty FT - Fed Fringe Rates

FACFTROM

Faculty FT - Mon Fed Fringe Rates

FACPTFED

Faculty PT - Fed Fringe Rates

FACPTROM

Faculty PT - Mon Fed Fringe Rates

220100

Fringe Benefits

STUGSFED

Grad Student - Fed Fringe Rates

STUGSMOM

Grad Student - Mon Fed Fringe Rates

23010

Hanorarium

523000

In =tate Tuition

235000

Inst. Allovwance MREZA Fellowzhip

232000

Lak Animal Medicine

231900

Lak Expenzes

232502

Office and Classroom Rental

233501

Patient Care

POSTOFED

Post Doc Fellow - Fed Fringe Rates

POSTOMOR

Post Doc Fellaw- Mon Fed Fringe Rates

231000

Postage & Delivery

230315

Programming Services

=320

Publications

2393

Radistion Safety -- Film Badges
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Appendix B: Cost Elements Used in Proposal Development at UC

S31914 Radistion Safety -- Waste Disposzal
SS0500 Resident Trainees Stipends

S32201 Subayards Direct -- subject to F2A
S32202 =ubayvards Direct-- not subject to F&2A
SUEFAGT Subawards FEL - Mo Fa&

SUEFALT Subayards FEA - Subject to F&A
SOo0000 Summary Budiet

=PFTFED =upport Staff Chrly) FT - Fed Fringe Rates
SUPFTHOMN =upport Staff Chrly) FT - BMon Fed Fringe Rates
PHTDOT Total Direct Cost for Proposal Hierarchy
PHTIDO2 Tatal Indirect Cost for Proposal Hierarchy
530503 Travel - Foreign

5230800 Travel - Trainee

5230500 Trawvel - domestic

S50100 Tuition

S31800 IICt LCHET Usage

STULGFED Undergrad Student - Fed Fringe Rates
STULGMOH Undergrad Student - Mon Fed Fringe
535000 | _Hilitie:s:
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Appendix C: Abbreviations Used in This Guide

Abbreviation Description

AO Authorized Official

BA Business Administrator

F&A Facilities & Administration (also known as IDC)

GA Grant Administrator

IDC Indirect Cost (also known as F&A)

OH Overhead

OSP Office of Sponsored Programs (known as SRS at
ucC)

Pl Principal Investigator

s2s System-to-System

SRS Sponsored Research Services
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Appendix D: Tips

Getting Help with Coeus

If you cannot find help in the documentation, or if you are having system trouble, then please contact UC’s Coeus

help center at coeus@uc.edu.

Please make your request as specific as possible and include the proposal number if applicable.

Finding Sponsor Requirements

For submissions to a federal sponsor that uses grants.gov, the Grants.gov Submission Details window displays a
link at the bottom labeled Instruction Page.

Grants Goy Submission Details [ x|

Proposal Mumber : 00003520
Sponsor : 000500 : NSF

Oppartunity | Formsl Submission Status

Opportunity Id : [pA-S5-R03 Select Opportunity |
R.03 Swstem-to-System Program Announcement Delete Dpportunity |
Walidate |
Submission Type: |Application - B
I _I Submit |
Revision Type
Refresh |
{~ Increase Award {~ Increase Durakion (= Other (Specify) =
ave |

" Decrease Award ~ Decrease Duration

CFDA Mumber : I93.389 Print |

Competition Id : |\-'ERSION-2P.

DOpening Date : |03-.°.ug-2006 12:00:00 AM Closing Date : ISD-Dec-ZDID 12:00:00 AM
Mt@m .grants.gov/opportunitiesschemas applican ,389

< Instruction Page - httpiflatapply. arants.gov/opportunities/instructions/oppPa-55-RO3-cfdad 3, 355-cidy

i

O pportunity Title :

Selected 0 out of 4 Available Optional Forms

Click this link to find sponsor requirements. Other sources of information about sponsor requirements include the
sponsor's web site and Grants.gov.
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Recalculating the Budget

You can recalculate the budget at any time by clicking the Calculate Budget icon or selecting Budget Periods
> Calculate All Periods or Budget Periods > Calculate Current Period.

Leaving the Proposal Open in Modify Mode

Save your proposal often, and close it by clicking the Close icon or selecting File > Close when you will be
away from it for extended periods.

Leaving a proposal open in modify mode overnight or for long periods during the day can make it susceptible to
connectivity issues. The Coeus server may be rebooted for maintenance overnight, and any open proposals are
locked when connectivity to the server is lost.

See the section Removing a Lock, page 124, if your proposal is locked. Please contact coeus@uc.edu if the
proposal is locked by another person.

Opening only the Budget or Narrative

If someone is working in the Proposal Development module of a proposal, you can still open the Budget or Narrative
module (assuming that someone else does not have it open).

1. Search for the proposal and click to select it in the DEVELOPMENT PROPOSAL LIST.

2. Select Edit > Budget or Edit > Narrative. The requested module opens.

What “No Special Characters” Means

Anything that is read by Grants.gov is limited to a small set of characters. Throughout this guide are warning
statements about “no special characters,” meaning that no accented letters (such as u) or symbols can be used.

When you see the “no special characters” warning, the only characters that can be used are:
e Uppercase letters: A to Z
e Lowercase letters: ato z
e Numbers:0to 9
e Underscore: _
e Hyphen: -

Remember — spaces are special characters! Delete spaces in file names and descriptions, or replace them with
underscores or hyphens.
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Appendix E: Budget Summary Report Samples

You can use Coeus to create the types of budget summary reports described here. (See Printing a Budget
Summary Report, page 80.)

e Budget Summary by Period — Comprehensive budget report of all expenses by period. Includes details
of all personnel expenses, subtotal of salaries and wages, total cost to sponsor, total cost sharing
amount, and total cost of project. Also contains MTDC calculation methodology, detailing excluded
expenses from F&A, F&A rates used (effective dates, bases, and calculated costs), and fringe rates used
(effective dates, bases, and calculated costs).

e Cost Share Summary by Period — Comprehensive budget report of all expenses by period with the
addition of columns displaying total cost to sponsor, cost sharing, and total cost of project for each line
item.

e Cumulative Budget — Total of all cumulative budget expenses, displayed by category. Less detailed
personnel expense than the Summary By Period report. All cumulative expenses displayed. MTDC
calculation methodology details excluded expenses and all rates utilized in calculation.

e Budget Total — Table format report displays columnar data for: Cost Element, Description, Period 1, 2, 3
etc., Total (all periods). Line items displayed for OH, Employee Benefits, etc and Total by column.

e Industrial Budget by Period — Displays each line item expense with less detail than Budget Summary
By Period. Personnel lines display start and end dates, percent charged, percent effort, and total salary
and wage. (Budget Summary by Period reports fringe rates and fringe amount). No report of subtotal of
salaries and wages. No line item for F&A on budget sheet (appears on Calculation Methodology page).
Calculation Methodology: MTDC Calculation Methodology details excluded expenses, and all rates
utilized in calculation.

e Industrial Cumulative — Table format report displays columnar data for: Cost Element, Description,
Period 1, 2, 3 etc., Total (all periods). Total by column is displayed.
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Approval in Progress, 18
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Approver, 16
Assigning Proposal Roles, 16
Award No, 19
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Budget, 18, 46

Overview of the Budget Process, 46

subcontract .XFD for Adobe iles, 67
Budget Categories, 73

Viewing All Period Budget Categories, 73

Viewing and Changing a Line Item Budget Category, 73
Budget Justification, 89

Creating the Budget Justification Document, 89
Budget Summary Report Samples, 143

C
CFDA No, 20
Coeus Communication Tools, 122
Email, 122

Notepad, 122
Notifications, 122
Coeus Interface, 9
Comments
subcontract files, 70
Completing the Proposal, 104
Checking the Status of the Narrative and Budget, 104
Creating a PDF, 104
Questionnaires, 104
Validating with Coeus, 104
Validating with Grants.gov, 104
Yes/No Questions, 104
Congressional District, 21, 23
Continuation, 19
Conventions Used in This Guide, 7
Copying an Existing Proposal, 15

Cost Elements Used in Proposal Development at UC, 138
Cost Sharing, 78
By P XE "Cost Sharing:Entering Manually" XE "Cost
Sharing:Distributing Expense" | or Project Person, 78
Distributing Expense, 78
Entering Manually, 78
Creating a New Budget, 49
Adjusting Budget Period Boundaries, 49
Adjusting Proposal Rates, 49
Summary Tab, 49
Syncing Proposal Rates, 49
Verifying Proposal Rates, 49
Creating a New Proposal, 12
Creating a new proposal from a Grants.gov Opportunity Search, 13
Credit Split, 31

Delete a Key Person Unit, 33

Delete a Special Review Line, 42

Deleting a Personnel Attachment, 36

Deleting the Grants.gov Opportunity, 45

Department Personnel, 126

djustments to the Budget
Adding a Line Item to One or More Periods, 76
Syncing Line Items to a Cost Limit, 76

E
Edit Proposal Person Details, 36
End Date, 19
eRA Commons User Name, 37

F

Finalizing the Budget, 84
Budget Summary Tab, 84
Budget Validation Errors, 84
Budget Validation Warnings, 84
Perform Budget Validations, 84
Funding Opportunity Number, 20

G

Generating the Remaining Budget Periods, 75
Grants.gov, 43

Linking the proposal to a Grants.gov Opportunity, 43
Grants.gov Forms, 45
Grants.gov Submission End Point, 44

If You Do Not Have Coeus Access, 8
If You Have Used Only Coeuslite, 8
In Progress, 18

Investigator Tab, 28

Is my Proposal Approved yet?, 116
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Key Person Tab, 32

Lead Unit, 18, 29

Listing Investigators, 28

Listing Key Persons, 32

Locate a routing Proposal from Coeus Proposal Development, 116
Locks, 124

Logging In to Coeus Premium, 8

M

Mailing Info, 26
Making Adjustments to the Budget, 76
Deleting a non-personnel Line Item, 76
Deleting a Personnel Line Item, 76
Managing Screens, 9
Medusa, 125
Modifying an Existing Budget, 81
Cpoying An Existing Version, 81
Creating a New Version, 81
Creating a Version Without Copying, 81
Modifying a Budget Version, 81
Modular Budget, 87
How to Create, 87
Sync, 87

Narrative, 18
Narrative writer, 16
New application, 19
NIH Subcontract Instructions, 72
Notice of Opportunity, 20
Federal, 20
Non-federal, 20
SBIR, 20
STTR, 20
UC Internal, 20
Unsolicited, 20
Verbal Request, 20
NSF Code, 19

Opening a Budget, 47
Appointments Window, 47
Select Budget Window, 47
Sync Budget Persons Window, 47
Organization Tab, 21
Original Proposal, 19
Other Coeus Functions, 119
Current and Pending Report Tool, 119
Rolodex, 119
Other Organization, 21
Other Tab, 42
Overview of Proposal Development Using Coeus Premium, 10
Overview of the Proposal Creation Process, 11

Performance Site, 21, 23
Performing Organization, 21
Period 1 Budget, 54
Budget Persons List, 54
Greater Than or Less Than 12 Month Budget Periods, 54
Non-personnel Line Items, 54
Personnel Line Items, 54
Person Details
edit, 38
Personnel Attachment, 34
Prime Sponsor, 19
Printing a Budget Summary Report, 80
Program Title, 19
Proposal
recall, 115
Proposal Details Screen, 11
Proposal Hierarchy, 18, 97
Creating a Hierarchy, 97
Entering Data and Syncing Hierarchy Proposals, 98
Linking Child Proposals, 97
Overview, 97
Which to Select Sub Budget or Sub Project?, 97
Proposal Hierarchy Tab, 101
Proposal No., 18
Proposal Organization, 21
Proposal Person Degree, 40
Proposal Tab, 18
Proposal Type
Continuation, 19
New, 19
Renewal, 19
Resubmission, 19
Revision, 19
Task Order, 19

Q

Questionnaire, Smart S2S, 106

Recall a proposal, 115
Rejected, 18
Removing a Proposal from a Hierarchy, 101
Removing a User from a Role, 17
Removing an Other Organization, 25
Renewal, 19
Resubmission, 19
Revision, 19
Role

Aggregator, 16

Approver, 16

Budget Creator, 16

Narrative Writer, 16

Viewer, 16

S

Searching in Coeus Premium, 131
Smart s2s, Questionnaire, 106
Special Review, 41
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Animal Usage, 41
ARRA, 41
Biohazard Materials, 41

Financial Conflict of Interest, 41

Foundation Relations, 41
General Counsel, 41
Human Subjects, 41
Intellectual Property, 41
Radioactive Isotopes, 41
Recombinant DNA, 41
Special Review Tab, 41
Sponsor, 19
Sponsor Proposal No, 19
Start Date, 19
Starting the Proposal, 11
Status, 18
Approval in Progress, 18
Approved, 18
In-progress, 18
Rejected, 18
Submitted, 18
Subaward Budget Forms, 65
Subcontract budgets
uploading and translating, 67
Submitted, 18

Submitting the Proposal for Approval, 112
About the Approval Process, 112

Routing the Proposal, 112

Task Order, 19
Tips, 141

Finding Sponsor Requirements, 141

Getting Help with Coeus, 141

Leaving the Proposal Open in Modify Mode, 141
Opening only the Budget or Narrative, 141

Recalculating the Budget, 141

What No Special Characters Means, 141

Title, 19

Unit

Delete for Key Person, 33

Unit

Key Person, 33

Upload Subaward Budgets Files, 65
Uploading a Personnel Attachment, 34
Uploading Narratives, 90

About Narrative Modules, 90
Adding a Narrative Module, 91
Deleting a Narrative Module, 91
Modifying a Narrative Module, 91
Narrative Screen, 90

Overview of the Narrative Creatio

Vv

Viewer, 16
Viewing Approval Routing, 116

w

X

XFD & Adobe files, 67

n Process, 90

What “No Special Characters” Means, 142
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