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Background

This document addresses how University of Denver (DU) personnel could record personnel and
assemble grants budgets within the InfoEd modules, as they have been implemented. This description
relates to the configuration at DU as of May 2020.

The features set out in this document are specifically those used in Proposal Development (PD).
However, PD’s personnel and budget models and those used for both “requested” and “awarded”
budgets in Proposal Tracking (PT) are essentially identical to one another, although some differences —
some of them quite subtle — do exist. Note that the awarded budget in Award Tracking (AT) is quite
different, but so is the purpose of the budget there: while in PD and PT the budget is being “built,” the
budget in AT is being “confirmed” before it is published to the financial side, Banner and InfoEd’s
Financial Tracking (FT) module.

Comments, Assumptions, and Caveats

e This document generally assumes that the reader (“you”) is both the actual user and the Pl of the
proposal under consideration; exceptions to this rule will be noted as needed.

e The screenshots in this document may not exactly match what you see. This may be due to a
variety of reasons: software updates subsequent to the shots being taken, your use of a different
browser and/or window size, you having more or less security than assumed here, etc.

e Not all screenshots may have been taken of the same records and so may not be entirely
consistent with one another.
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Basic Budgeting

Budgeting for grants may involve interacting with multiple pages in the Navigation Panel at the left of
the screen, especially Personnel. (Note that not all users may have access to all tabs on all proposals.)
However, the large majority of budget work will take place on the “home” Budget page, shown below.

Note: Budgeting can also be entered on a period-by-period basis by opening each “period x.”
The formats of the pages used for doing so are somewhat different than those described here
but the overall concepts are the same. It is recommended that users first understand the
approach described in The Basics before attempting period-level budgeting.

This section lays out the basics on how budgeted costs are entered. The instructions of this section will
suffice for much — perhaps even all — of your routine budgeting, but further details for this page (as well
as details on the secondary pages) can be found the Details section later in this document.

Budget Page Layout

Edit Mode
) Budget ) . . .
Project Period: Source View: Rollup subprojects: | proposal Structure | | Import/Export | | Build PDF | | Complete Budget
Period 1 01-Jun-2019 to 31-May-2021 |5p0nsor v | | Mot Rollup v |
Budget Summary [Hide]
Periods [hids] Sponsor [show] Cost Sharing [show] Project [hids]

| YEAR/PERIOD | INCREMENT | START [ END  [TYPE_[Status | JOTAL|  TOTAL | DIRECTS | F&A | TOTAL |
1 1 - - - -

01-Jun-2019 31-May-2020 Funding® Proposed -

2 2 01-Jun-2020 31-May-2021 Funding® Proposed
Modular Budget Total: 50 50 50 50 50
F&A Subproject Summary [Show]
Cost Sharing Personnel [Hide]
. mame | PERIOD1 | PERIOD2 |DIRECTCOSTS | |
lustifications. Detail Admin, InfoEd  PO/PI B B $0
Versions Subtotal Personnel: 50 50 50
Add New Profile | Begin typing to select Personnel Nome... | | — Select Type - v | | -- Select Role -- v | Add Person
Setup
Add Bulk Entry
o Non-Personnel [hide]
| |carEGORY | PERIODi]| ___ PERIOD2| DIRECTCOSTS | |
Mo records to display.
Subtotal Non-Personnel: 50 50 50
Select Budget Category * || Select Object Code * || Add ltem
* Un-mapped object codes will not reconcile inte budget categories *
o SubAwards [hide]
|| INST/CONTRACTOR NAME | PERIOD1|  PERIOD2 | DIRECTCOSTS | |
Mo records to display.
Subtotal SubAwards: 50 S0 50
| Begin typing to select a Subaward Institution name | Add New Profile | Begin typing to select a subawardPl | Add SubAward Import

Subprojects [show] Import as Subproject

| PERIOD 1 PERIOD2 |  TOTAL COSTS
0 50

Modular Budget Transaction: s S0
Total Sponsor Direct Costs: - - S0
Sponsor FEA: (4] (4] (4]

Total Sponsor Costs: 50 50 50
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Across the top of the Budget page are a series of dropdown lists, buttons, and indicators which are
described in the Details section. At the “big picture” level, the only two of those that may be important
are Source View and Mode. The selection of Source View determines what shows up in areas @, ©, and
O (see Details: Source View); area @ is not affected by the Source View. The Mode indicator (green
rectangle) shows whether or not you can make changes to the budget. Only when the Mode is “edit”
will this be allowed.

Area @ is view only and shows the current total project budget. See Details: Budget Summary.

Areas @, ©, and O are used to enter direct costs for personnel, everything except personnel and
subawards, and subawards themselves, respectively.

Note the highlighted “show/hide” toggles. These allow you to adjust the amount of detail being shown
at any one time. They may be reset upon leaving the page. See Details: Show/Hide.

Entering Personnel Budgets

(See also Basic Personnel and Details: Personnel)

To add or modify a person’s budget (as opposed to, for example, a CV, which is described in Basic
Personnel), click the DETAIL button next to the person of interest. If an appointment (i.e., pre-defined
salary information) exists, you will have to wait for the salary to be released for your use (see Details:
Salary Release). Once released, select whether you want to budget for Person Months or Percent Effort
(orange; the default will generally be the desired value) and then enter the number or months or effort
(blue). Click SAVE (or SAVE AND CLOSE). The budgeted salary and fringe will be computed automatically.
Note that most fields are “grayed out,” indicating that they are not available to change.

Budget Detail for: Admin, InfoEd

Detail [ Appointments l Justifications ” Cost Sharing [ Effort Periods (§ Committed Effort | | Saveand Close || Save | | Close

Costs by Budget Period Person Months ¥ Show Calculation Details
PERIOD | ROLE | — BASESALARY| CALENDAR || ACADEMIC | SUMMER : FRINGE BENEFTTS | TOTAL

L PD/PI [ 120000 | [000 | J[oo0 | [000 | | Employee s0

2 po £ e [ 120000 | [000 | Flooo | [oo0 | | T 0
Total s0 50
#**(lick 5ave to calculate salary and fringe benefits. This is required because appointment data is being used.

4
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If there is no appointment, the same screen appears but no fields are “grayed out” and most fields can
be updated as desired.

Initially, only the Pl will appear. Additional personnel can be added directly here within the budget or on
the full personnel tab (outside of the Budget area, see Basic Personnel). If you want to add them here,

type in any part of the desired person’s name or employee number (yellow) and then —once found —
click the name to select it. Choose a Type and Role (green). Click ADD PERSON. You can now continue as

above.

Personnel [Hide]

____JnNawe | PERIOD1| DIRECTCOSTS |

Detail Administrator, InfoEd ~ PD/PI $60,148 $60,148
Subtotal Personnel: $60,148 $60,148
Add New Profile l smi I | -- Select Type - v ‘ ‘.__ Select Role -- v ‘ Add Person,
.
Non-Personnel [hig
|| cari I PERIOD 1| _ DIRECT COSTS | |

No records to disp!
Subtotal Non-Personnel: $0 S0

Select Budget Ca

SubAwards [show] -

If the person being sought does not exist (e.g., in the case of a “to be named” individual), click Abb NEw
PrROFILE, make sure that the Temporary Profile radio button is set, enter any desired information (a last

name and department are required, as indicated by the red asterisks) and click SAVE. (Note: a last name
of “TBD,” “TBN,” “grad student,” etc., are all fine. Any department — including the top node —is also

fine.)
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UG o3y Q0L 3 4 P

New Profile Sayie | Close
N

Budget S Hid 4
udget Summary [Hide] M

Genius Profile *'  Temporary Profile '®
YEAR/PERIOD Salutation | ‘
1 e
First Name | ‘
Middle Initial | |
Personnel [Hide] * Last Name [TBN ‘
; . Suffix | |
Detail Admipfiistrator, | —
Title |
Add New Profi} | Begin typ. Phone |
h Fax |
Email |

Non-Personnel [hide]

S recony | Adaress |

No records to display. |

-

| select Budget Category City |

State | Select State |
Zip |

Country | Begin typing to Select a Country

SubAwards [show]

Subprojects [show] Import

* Department [University of Denver
Employee ID Set

The “person” will now be listed just if s/he had been selected from a list; you can continue as above. (To
“resolve” these temporary profiles later, see Details: Personnel.)

¢ b m \ A P s b

Personnel [Hide]

[ [ namE PERIOD1 | DIRECTCOSTS | |

Detail Administrator, InfoFd PD/PI $ 60,148 $60,148
Subtotal Personnel: $ 60,148 $ 60,148
Add New Profile | TBN, - University of Denver || - select Type - v | select Role | Add Person

InfoEd Global | Grants Personnel & Budgeting | June 2020 Page 5 () info Ed
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Entering Non-personnel Budgets

(See also Details: Non-personnel Budgets) Non-personnel budgets are the easiest direct costs to enter.
Click the budget category field. Scroll to locate and then click the desired category.

o -

Add Bulk Entry
Non-Personnel [hide]

| | cateGoRY PERIOD1 | DIRECTCOSTS | |

No records to display.

| t [*]| Additem

! Animal Costs *

Subtotal Non-Personnel: S0 $0

Capital Equipment
' Consultant Services

| quipment maintenance * | PERIODL TOTAL COSTS

Equipment or Facility Rental/User Fees Total Sponsor Direct Costs: 560,148 $ 60,148
Human Subject Costs * Total Direct Costs less Subaward F&A**: 560,148 560,148
Materials & Supplie‘% Sponsor F&A: 30,495 30,495
Participant Other Total Sponsor Costs: 490,643 $ 90,643

Participant Stipends

If Object Code Budgeting is turned on (see Details> Setups), an object code (“account code”) box appears
next to the category and will show the available codes for the selected category. Click the object code
field. Click the desired code (there may be only be only a single value to select).

Add bulk Entry
Non-Personnel [hide]

| | cateGoRY PERIOD1 | DIRECTCOSTS | |

No records to display.

Subtotal Non-Personnel: S0 S0

Consultant Services A |7 Add Iter‘%

* Un-mapped object codes will not reconcile into budget ca
723200 - Contractual Service Fees

SubAwards [show] 723500 - Other Outside Services %
723501 - Campus Safety Serv-Everlts/Training
724000 - Outside Services - Research

— el TOTAL COSTS

Subprojects [show] Import as Subproject

In either case, click Abp ITEM.

On the popup window, the Description (yellow) will default to the budget category name selected but
can (and probably should) be changed to reflect the purpose of the budget line. This is especially useful
if you will be entering multiple lines for a single budget category.

InfoEd Global | Grants Personnel & Budgeting | June 2020 Page 6 (} info Ed
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Non-Personnel Costs

m[ Justifications

[ Cost Sharing \

Show Calculations || Save and Close || Save || Close

Costs by "Budget Period"

Annual Inflation | manual Entry -

Descriptionl Consultant Services ]

Budget Category | Consultant Services ~ | Object Code 3500 - Other Outside Services -
PERIOD START DATE | enpoatE |
1 01-Sep-2020 31-Aug-2021 :1] Remove
2 01-Sep-2021 31-Aug-2022 % :}] Remove
: o1.50p-2022 31-A0g-2023 2l IR [~
Total 50

Enter the budget amount for the first period in which you want one (above, green; it does not need to
be period 1). Subsequent years will automatically populate with the same value, but these values can be
overwritten or inflated. (This automatic population of outyears continues until you click sAve. That
operation halts the feature, allowing you to enter different values for each year.) You can inflate
outyears by either choosing a pre-defined value from the Annual Inflation dropdown or manually
entering a value in the period’s inflation field (above, red). Click SAVE or SAVE AND CLOSE.

To change a previously entered value, click its DETAIL button (yellow). To add multiple lines at a time,
click AbD BuLK ENTRY (green; the same data entry fields are available).

Non-Personnel [hide]
| | catEGORY PERIOD 1 PERIOD 2 PERIOD3 | DIRECTCOSTS | |

Consultant Services

Detail $ 14,000 S 14,420 S 14,853 $43,273 | Delete
723500 - Other Qutside Services
Subtotal Non-Personnel: $ 14,000 $ 14,420 $14,853 $43,273
Select Budget Category v || Select Object Code v || Add Item

= P

Entering Subaward Budgets

Note: if your subawardee sent you an Adobe package, you do not need to rekey that information. See
Details: Import/Export.
(See also Details: Non-personnel Budgets) To add a new subaward, click the institution name box

(yellow) and type in any part of the desired institution’s name and then — once found — click the name to
select it. Note: if the institution that you need is not listed, contact your administrator.

Click the subaward Pl box (blue) and type in any part of the PI’s name and — if found — click the name to
select it.

Page 7
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%

/N-Mup,dolject .deswh. .8 C/€ L. b dy categen &%

SubAwards [hide]

|| | mst/conTRACTOR NAME SHORT FORM PERIOD 1 PERIOD 2 PERIOD 3 |  DIRECT COSTS | |

Mo records to display.

Subtotal SubAwards: 50 50 50 50
univ| [ Begin typing to select o subawardPl ] Add SubAward Import

American University
Arizona State University
Auburn University
Boise State University
Boston University
Brigham Young University
California State University, Fresno - - -

Colorado State University

Connrmin Ciagn Vinienecibs

A ———— —= = e ——aa— —— A ——— — =

If the person is not found, click the Abb NEw PROFILE button. (This button only appears after choosing the
institution.) Record as much information as you have available (much of this is required if you are
submitting to Grants.Gov but it can be added/updated later, if necessary; a last name — at the very least
—is all the personal information that is required at this time), including either choosing an existing
department (the entity name) or keying in a new one (this is an InfoEd data requirement more than a
sponsor requirement, so perfect accuracy is not needed). Click SAVE.

wl-5ep RN

1 \ v Ne v* vroposed $111,741

2020 2021

01Sep-  31Aug New Profile (_close |
2 2 ep ue New® Proposed 21,731 e

2021 2022

Salutation First Middle Last

01-Sep- 31-Aug-
3 3 =P ue New® Proposed 22,383

2022 2023 [ ] [ ] [ ] [ ]

Total: § 155,855 suffix Title
Personnel [Hide]
Detail Administrator, InfoEd  PD/PI $60,148 [ ]
Subtotal Personnel: $60,148 ( )
Add New Profile | | Begin typing to select Personnel Name... ] [ )
City State Zip
Non-Personnel [hide] [ ] [ v ] [ ]
| | cateGoRy PERIOD 1
County Country
Consultant Services
Detail $ 14,000 S 4,420 ( ] [ v]
723500 - Other Outside Services
Subtotal Non-Personnel: $ 14,000 914,420 Phone Fax Email
| select Budget category ~ || select object code [ ] ]
* Un-mapped object codes will not reconcile into budget categories *
Department -0r Add New -
SubAwards [hide] [ v l l
|| | mst/coNTRACTOR NAME SHORT FORM
No records to display.
Subtotal SubAwards: — .
[ Boise state Univers | Add New Proﬁ\ﬂh [ Begin typing to select a subawardpi Add SubAw
Subprojects [show] Import as Subproject
AR A ad v Ty Twy " ¥ TwWY™ 7Y " WY N LA FYWwWy vy 'Y

Both the institution and Pl name should now be listed. Click AbD SUBAWARD. (See Details: Import/Export
for use of the IMPORT button.)

InfoEd Global | Grants Personnel & Budgeting | June 2020 Page 8 () info Ed
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The subaward will now appear as a budget line, with a pre-determined pool budget (green, if object
code budgeting is enabled), which can be changed at need. To add or change its budget, click DeTAIL. The
vertical dots on the far left can be used as a drag-and-drop handle to resequence subawards when
multiples exist. The subaward can be removed by clicking DELETE at the far right. For information about
the Short Form, see Details: Short Form.

L onop.edo. € e s b fec © It b 2te . Ories

SubAwards [Hide]

(T sijcontmacior ame = SHORT FORM | PERIOD1 | PERIOD2 | PERIOD3 | DIRECTCOSTS| |
N Bl N
Detail Boise State University [724200-5uhc0nt|ac13<25000 0OsP only v ] = - - - S0 | pelete
Subtotal SubAwards: 50 50 50 $0
| Begin typing to select a Subawaord Institution name ‘ ‘ Begin typing to select a subawardpP! | Add SubAward || Import
5 sh 1 w0

The subaward budgeting page is very similar to the main proposal budget that you have been working
on, with the subaward Pl as the sole person (to start). Budgets can be entered in the same fashion as on
the main page, including the identification of “sub-subawards.” Note the “subaward” watermark in the
background.

Edit Mode
Budget ) ) X
Project Period: Source View: Proposal Structure Import/Export
SubAwiards [1) 01-5ep-2020 to 31-Aug-2023 | Sponsor .
Boise State University — Budget Summary [Hide]
Period 1 Periods [hide] Sponsor [show]  Cost Sharing [show] Project [hide]
YEAR/PERIOD | INCREMENT | START |END | TvPE | sTATUS TOTAL TOTAL | DIRECTS | F&A | TOTAL
Period 2 1 1 01-5ep-2020 31-Aug-2021 New* Proposed - - - - -
2 2 01-5ep-2021 31-Aug-2022 New* Proposed
Period 3
3 3 01-Sep-2022 31-Aug-2023 New* Proposed
Cost Sharing Total: 50 50 50 So S0

Personnel [Hide]

[ Thame 1 ptRoDi|  PeROD2|  PERIOD3 | DIRECTCOSTS| |
Detail smith, Stephanie | SubAward P! - - - 50
Cost Sharing Subtotal Personnel: S0 50 S0 50
s Add New Profile | Begin typing to select Personnel Name... H - Select Type -- v || -- Select Role -- v | Add Person
Justifications
Versions i Add Bulk Entry
Non-Personnel [hide]
Setup | | cateGoRy PERIOD 1 PERIOD 2 PERIOD3 | DIRECTCOSTS [ |

No records to display.

Subtotal Non- r/ wnnel: $1 “p $0 sr

The biggest difference between the main budget page and the subaward budget page is the necessity to
explicitly record F&A/indirect costs on the subaward (green), on the bottom of the page. Indirects on the
main budget are entered on a separate F&A page.
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| a = L «

Total Sponsor Costs: 50 50 50 50
F&A Breakdown
"PERIOD | START DATE | ENDDATE | INDIRECTCOSTTYPE | RArE|  Base|  Awount| |
8 1 |01-Sep-2020| |31-Aug-2021| | | | 0.000 | o | 0 | clear
& 2 |01-Sep-2021| |31-Aug-2022| | | | 0.000 | q | 0] Clear
3 |01-Sep-2022| |31-Aug-2023| | | | 0.000 | o | 0] Clear
fotal 50 su

Entering Justifications

When justifications are required by the sponsor, they can be entered in a couple ways. By far, the more
common approach is to use the Justifications page to select a file from your computer (yellow) and
UPLOAD it (blue). Uploads can be in any file format, .pdf and .doc files being the most common. (If the file
is not in .pdf format, a PDF copy will automatically be created, leaving both it and the original. The
original — while in view-only mode — remains in its original format and so can be downloaded, flagged as
editable, updated, and re-uploaded.) For another approach, see Details> Justifications.

Budget

Justifications
Modular Budget

UPLOAD "PERSONNEL JUSTIFICATION" DOCUMENTATION

Choose File |No file chosen

Cost Sharing Upload

UPLOAD "CONSORTIUM JUSTIFICATION" DOCUMENTATION

p lustifications

Choose File No file chosen

Versions upload

UPLOAD "ADDITIONAL NARRATIVE JUSTIFICATION" DOCUMENTATION

Choose File No file chosen

Upload

Entering Indirect Costs

(See also Details: F&A.) Indirect costs (F&A) can be addressed at the period level (red) but is much more
commonly addressed at the proposal level (green).

Page 10
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F&A

Period 1
Calculation rate me

F&A Prevailing '® B,

Scheme Show

Cost Sharing

Federal Research

Period 2

F&A Personnel Costs

Admin, InfoEd (6100

Modular Budget Sponsor Directs
Sponsor F&A Base
SubAwards (1) Requested F&A
_
_ MNon-Personnel Costs
CostSharine I
Justifications Data Processing Servi

Cost Sharing

The full F&A page is quite long and some fields shown here may not be visible to you. Most users only
need to be concerned with the part within the green box below. An F&A scheme is simply a pre-defined
base (TDC, MTDC) and [named] rate combination. The default scheme you see in PD (PT does not default
a scheme) comes from the “target” (yellow, if visible to you) and populates the base and rate within the
green box. Any of the three — scheme, base, rate — can be changed, as needed. The target scheme — if
visible to you — should not be changed.

Edit Mode
F&A source View: |Sponsor M |
Calculation rate method Institution Base/Target Scheme |ARC Research (Govt/NonProfit) » |Show $52,434 Drift ¥
* prevailing Elended 552,434 50

Scheme Show Base Rate Effective : =
A M FEA
ARC Res MTDC ¥ |Research - ARC (US Govt/NonProfit) v| 50.700 S -

Personnel Costs

I PERIOD 1 PERIOD 2 PERIOD 3 TOTAL

Administrator, InfoEd (601015 - Appointed Research Faculty)

Sponsor Directs 60,148 0 1] 60,148
Sponsor F&A Base 60,148 0 ] 60,148
Reguested F&A 30,495 o 1] 30,495
Directs & F&A Total 590,643 50 50 590,643

Mon-Personnel Costs

I PERIOD 1 PERIOD 2 PERIOD 3 TOTAL
e

f = -~ = . LH SIS T G P -
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If the desired rate is not among the pre-defined ones in the rate dropdown, the first value in the Rate
dropdown, Manual Entry, displays a new box (yellow) for entry of a numeric rate. After any change, click
AppLY to force the re-computation. You can also click MANUAL F&A to apply costs at a line-by-line basis.
Note: The Effective rate value is not necessarily the rate being applied; rather it results in the calculation
of indirect costs divided by base.

F&A
Calculation rate method Institution Base/Target Scheme |ARC Research (Govt/NonProfit) ¥ |Show §52,434 Drift ¥
*® prevailing "' Blended §52,434 s0
Scheme Base Show Rate Rate Effective
Appl ¥} I FEA
- |MTDC v | |Manua| Entry —4| 0.000 | 50.700 R e
Finishing Up

As mentioned, this section only addresses entering the most common aspects of budgets. These will
generally constitute the large majority of your budget work. However, it may also be necessary to
handle cost sharing, modular budgets, etc. These are all described in the Details section below.

When your budget has been fully recorded, return to the main Budget page and click COMPLETE BUDGET
(yellow). See also Details: Complete Budget.

Edit Mode

Project Period: Source View: Rollup subprojects: Propasal Structure Import/Export Build PDF Complete Budget |
01-Sep-2020 to 31-Aug-2023

Period 1 |spenser M | Not Rollup ¥ |

Period 2 6 Budget Summary [Hide]
. Periods [nice] Sponsor [show] Cost Sharing [show] Project [nick]
Period 3
YEAR/PERIOD | _INCREMENT _| START ____|END | TVPE__[STATUS | TOTAL TOTAL | DIRECTS | F8A | TOTAL
Subfwards (1} 1 1 01-52p-2020 31-Aug-2021 New®  Proposed 5 111,741 - 574148 537593 S111,741
2 2 01-52p-2021 31-Aug-2022 New®  Proposed 21,731 - 14,420 7,311 21,731
3 3 01-5ep-2022 31-Aug-2023 New*  Proposed 22,383 - 14,853 7,530 22,383
Total: § 155,855 S0 5103,421 552,434  §155855

Cost Sharing
Personnel [Hide]
. fmamE | PERIOD 1 PERIOD 2 PERIOD3 | DIRECTCOSTS ||
Detail Administrator, InfoEd_ PD/PI $60,148 - - $60,148
v s v s W §-n1ag

Justifications.

v

: g

] £

“ i
r

+ |+ + |1
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Basic Personnel

This section lays out the basics on how the Personnel tab is used. The instructions of this section will
suffice for much — perhaps even all — of your routine personnel recording, but further details for this can
be found the Details section later in this document.

It should be noted that personnel can — for the most part — be entered either within the budget (see
Entering Personnel Budgets, above) or on the separate Personnel tab described in this section. If you
have developed your budget first, then all personnel that have a budget will already have been entered
into the proposal and will automatically appear on the Personnel tab. It only remains to finish those up
and to record any personnel who do not have a budget, such as “other significant contributors” and
“consultants.” (Consultants’ budgets are entered as “non-personnel” (g.v.) line items.) You can also add
budgeted personnel first in Personnel, before starting the budget.

Personnel Page Layout

+ Setup Questions Personnel [ complated
OME Number: £040-0001

* Cost Sharing Form Epiration Derme 4334050
Edit Mode

~ F&A Waiver Form

l

Rdd Personnel [hide]

Personnel
Proposal Elemant Proposal Structurs

e [Prime hd
Bersannel Typs
~ PRA Form [ey v
* Internal Routing & Uploads Nam (Last, Firs) Rol
ame (Last, First) il
“ SEa2e(RaR) createprofile | | Begin typing to select Personnel Name... | [coroyer A
¥ PH5398_ResearchPlan save

Performance Sites

¥ Dther Project Info

£
0
B

¥ Human Subjects/CT

InfoEd Administrator

O o m | g Universitof Denver
5 Cernficotions and University of Denver

~ PHS398_CoverPageSupplement]

« H

5 [
ORGANIZATION { DEPARTMENT PERSON MONTHS CV/BIOSKETC! | 7 - URRENT/PENDING SUPPORT | REMOVE
CALENDAR | ACADEMIC | SUMMER -
0 3 0 a & b= L] 2

Training

University of Denver

v

|Facatny
o [ I E B nosbel Sch Hospitality 0 0 0 a % B 2
A Management
Training
Management Record (BT)
Sublward 7l University of Delaware
o = 0 0 0
@ Certifications and & University of Delaware a & B 2
Training
SubMward 7l Boise State University
/ = 0 0 0
e Certifications and B etsme University & & B 2
Training
Non-Key
PERSON MONTHS
ORGANIZATION / DEPARTMENT CV/BIOSKETCH | CURRENT/PENDING SUPPORT
CALENDAR | AcApEmic | summEr
. Foculty University of Denver . . B
H =1 0 0 0
o Ce-tifications and University of Denver & = E 2

The Mode indicator (green rectangle) shows whether or not you can make changes to personnel. Only
when the Mode is “edit” will this be allowed.

Area © is used to add personnel. Note the yellow highlighted “show/hide” toggle. This allows you to
hide this section to limit the amount of detail being shown at any one time. See Details: Show/Hide.
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See Entering Personnel below.

Area @ lists existing personnel and their proposal roles and provides a link to see their current
certifications, if any. See Verifying Personnel below.

Area © is used to manipulate the list in a variety of ways. See Manipulating Personnel below.

Area O provides a means to send emails to the personnel and to see if any mandatory information is
missing. See Verifying Personnel below and Details: Personnel.

Area @ shows the person’s home entity and their home department within that entity. For external
personnel such as those on a subaward, the two will often be the same. Internal personal will generally
have different values in the two.

Area @ is normally view only and shows the person-months or effort (based on the value in the
dropdown list) computed from the budget across all periods of the project. It is recommended that the
computation be left as is. However, you can “unlock” each line (click the lock toggle in blue) in order to
update it manually.

Area @ is used to upload and view bio-sketches or current/pending support documents. Such
documents can be of any format (Word and PDF being the most common) but are automatically
converted to PDF files upon upload. Not all proposals require these.

The icons in area @ can be used to remove personnel entered in error. If you click the Remove icon, you
have the ability to remove the person selectively from all or some budget periods.

Entering Personnel

If you want to add personnel on the Personnel tab, choose the structure @ (this will usually be the
default of “Prime” but see Details: Structure) and Personnel Type @ (this is not a configurable list;
choosing a type of Key or Non-Key — only — will insert the person into the budget pages as well)...

¥ Setup Questions Personnel

s Cost Sharing Form

~ F&A Waiver Form
Add Personnel [hide]

Personnel
Froposal Elemeant Proposal Structure

Budget [Frime v

Personnel Typs

¥ PRA Form

s Internal Routing & Uploads

Mon-Key
Orther Significant Contributor

Role
me... | |Co—P 0,/PI i

o~ -
SFA24 (RE&R) Consultant - Key

Consultant - Non-Key

External Consultant - Key

External Consultant - Non-Key

Performance Sites Extarnal Consultant - Other Significant Contributor

¥ PHS298_ResearchPlan

¥ Other Project Info

‘nmior Key
- L

"
|

i

-— Y v r —r - — - v -

InfoEd Global | Grants Personnel & Budgeting | June 2020 Page 14 () info Ed
G

LOBAL



..and then type in any part of the desired person’s name or employee number (yellow) until the desired
name is seen. Once found, click the name to select it.

7 Setup Questions

7 Cost Sharing Form
¥ F&A Waiver Form

Personnel

Personnel

Proposal Elemant

Add Personnel [hide]

Froposal Structure

| Prime

Budget

v

Personnel Typ=s

e
ELEEa | MNon-Key

¥ Internal Routing & Uploads
¥ 5Fa24 [RER)
¥ PHS298 ResearchPlan _

Performance Sites

¥ Other Project Info

Senior/Key

¥ Human Subjects/CT

=== ]
| Commerm |
| ez |
[ == ]
[== ]
| e |
N
—
[ === ]
== ]
==

~ PH539% CoverPageSupp
T w

1
1

Create Profile

B
E
|
@
3
E
]

MName {Last, First)

Role

(=1

) [cornymi ~

E|

MIZATION [ DEPARTMENT

-
3 TmvEr *y of Denws -

If the person being sought does not exist (e.g., in the case of a “to be named” individual), click CREATE
PrROFILE, make sure that the Temporary Profile radio button is set, enter any desired information (at least
a last name and department are required, as indicated by the red asterisks) and click SAVE. (Note: a last
name of “TBD,” “TBN,” “grad student,” etc., are all fine. Any department — including the top node —is

also fine.)

Personnel X
New Profile

53u3 Cloze

Add Personnel [hide]

Proposzl Element

| Prime

Pzrzonnzl Typs

/
/

| Non-Key

Nzme |Last, First)

Begin typing to sele

Creats Prplie

Save

Senior/Key

Genius Profile Ol Temporary Profile ® l

Salutation I:I
First Name l:l
Middle Initial l:l

Suffix

Title |

Phone |

Fax |

Email |

Address |

ity |

State |

Country |

# Department S8t
Employee ID Set
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The “person” will now be listed just if s/he had been selected from a list. (To “resolve” these temporary
profiles later, see Details: Personnel.)

Choose a proposal Role © (this is not a configurable list but choosing Other Professional or Other
(Specify) will present a text box (blue) where a role which does not appear in the list can be entered).
Click SAVE.

¥ Setup Questions Personnel
¥ Cost Sharing Form

¥ F&A Waiver Form
Add Personnel [hide]

Personnel
Proposzal Elemant Proposal Structure

Budget | Prime w |
P Personnel Typs

PRA Form | Non-Key -
¥ Internal Routing & Uploads

Mzme |Last, First) Role
¥ SFa24 (RE&R) Create Profile | Other Professional W
Co-PO/P

¥ PH5398_ResearchPlan save Faculty

Post Doctoral
Performance Sites Post Doctoral Associats
Post Doctoral Schalar

¥ Other Project Info . Other Professional
Senior/Key Graduate Student
* Human Subjects/CT ALERT | ORGANIZ Under.gfaduate Student
Technician CALENDA
=

nfoEd Administrato Consultant
¥ PHS298_CoverPageSupplement] Infod Administrator _ Jjeormren
/Rl k) University { Co-Investigatar

otions and University | Other (Spacify)

O o
® O 2

Manipulating Personnel

A variety of information about a proposal’s personnel can be found or manipulated in the list. The three
vertical dots (red box) can be used as handles to “drag and drop” people into a new order (although the
Pl is always first). The Pl can be easily changed by clicking the appropriate radio button (green boxes).
Only key internal personnel will display that button. (See Details: Setup for other options.) The
“INC[lude]” white-on-blue check boxes let you choose the personnel who will appear on the sponsor
personnel form. The colored circles refer to the proposal component to which the person is assigned.
(See Details: Structure.)
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Senior/Key
n i
InfoEd Administrator
PO/FI*
v 4 - - » - .
® o @ (cersfications ond - -
Training
Carole Bellfi
l Faculty
H B v . » »
a o Certifications ond -
Training .
Joseph Pelier
SubAwaord Pl
v . .
8 e Certifications and .
Training
Stephanie Smith
SubAword Pl
v . .
a e Certifications and . -
Training
Nén-Key
In o e
Jesse Smith
o Faculty o " &
Certifications ond

o i Training

Verifying Personnel

“Mousing over” the PI’s name or other PI text provides a popup window (red arrow) showing effort.
(This is probably not of much practical use at this time.) Clicking any name provides a popup window
(blue arrow) that shows a quite complete list of the person’s contact information and sponsor
credentials (such as a Commons Id). You may — but probably will not — be able to update this
information from here.
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{ev.du.ed
Contact for - InfoEd Admini fave || Close
miszion Prol | salutation First Middle Last Suffix
iministratof = == =
Title
persor| |[.....
Address
1873 Westarn Degree Degree Year
Add Pers
Froposal City State Zip
Prime Alb b 12203-1224
sarsonngd  |County Country
Ky 2 -
Phone Fax Email
crezi=| | Sponsor Credential |
‘ Other (specify} [ Test
Save
Proposal Element Department Personnel Type Role Specified Role Grants.gov
© rrime: ToDo00Zs University of Denvar | M
SubProject: 000000045 University of Denver - Other [Specify] | sudget roles SubProject PI
Senior/K
DAR | ACAD
Infod Adminisgegor
. y ) - - - - - . L
ifications and
If
“e University of Denver - " .
@ nfokd Administrator PD/PI University of Denvar
University of Denver
. 8 (&) InfoEd Administrator SubProject Pl University of Denver - L] Ll
Training
Stephanis Smith
SubAward FI
L] - L] L]
W | ircotions and e
Training

Clicking Certifications and Training displays a popup window showing any such information stored for
the individual. You may see references to such things as FCOI, RCR, HIPAA, or other training. A
“certification” of Comments Exist indicates that the person has additional information stored in GENIUS
(you may or may not have access to that).

Certifications

CERTIFICATION

Responsicle

Conduct of

Rasearch 1212017 11/20/2020

Comments exist

Clicking the envelope icon in the Mail column opens up a window where you can send an email to the
person. This email will be stored as an attachment in the PT side. (Note that the email response may or

Page 18
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may not be included there; contact your administrator regarding “email fetching.”) The existence of an
icon in the Alert column indicates that mandatory personal information is missing. Mousing over the
icon causes a popup window to appear, listing the specific missing items. If you have the necessary
security, you can click the person’s name (see above) and update the missing fields.

Senior/Key

Iﬂm NAME/ROLE m ALERT | DRGAMIZATION f DEPARTMENT

InfoEd Administrator

o PDJPI * = University of Denver
® (&) Certificotions and University of Denver
Training

loseph Pelisr Missing: Email

- @ SubAward Fi = -ﬁ niversity of Delaware
Certificotions and University of Delaware
Training
lessa Smith
- gl » Ui ¥ TP

For the remainder of the personnel list, see Personnel Tab Layout above.
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Details

This section presents an alphabetical list of the pages, principal sections, and important concepts that
are included in the overall category of “grants budgeting.” Generally, this section contains features that
may not be in common usage by the typical InfoEd user, i.e., those beyond the scope of the Basics
section of this document.

Appointments (see Personnel)

Budget Summary

In the Budget Summary section of the main budget page, the show/hide toggles for Sponsor, Cost
Sharing, and Project determine whether a single summary value or a split of direct and indirect costs is
displayed. The toggle for Periods is a bit different. When hidden, only the period (which is typically a
year) number is shown. When expanded, the period is still shown but now with other columns.

Budget Summary [Hide]
Periods [hids] Sponsor [show’ Cost Sharing [show] Project [zhow]

YEAWPEHJOD INCREMENT __|starT ___Jeno | ivee | staius | T01AL TOTAL TOTAL

01-Sep-2020 31-Aug-2021 New® Proposed 5111,741 $111,741

3 2 01-5ep-2021 31-Aug-2022 New* Proposed 21,731 - 21,731
3 3 01-52p-2022 31-Aug-2023 Mew* Proposed 22,383 - 22,383
Total: 155,855 s0 % 155,855

Initially, the numbers in the Increment column will match those in Year/Period. However, if a
supplement (for example) were to be added (in PT), this would represent a new “increment” and would
therefore be assigned an increment number of “4.” A supplement, however, would be a modification to
an existing period (and not a new one) and so it would have a Year/Period of, here, 1, 2, or 3. In any
case, the increment number can be clicked to open the budget page for that particular increment.

As might be expected, the Start and End columns show the increment’s dates of performance. These can
be changed via the Setup tab at the bottom of the budget navigation panel. Some users will not have
access to that tab.

The Type column indicates whether the increment is “new” (i.e., an initial request to the sponsor) or
some kind of modification. While in PT this can be useful, it is rare to see anything but “new” within PD.
The asterisk is not significant.

The Status column indicates whether that particular increment is only proposed or has been awarded,
unfunded, withdrawn, etc. Again, while in PT this can be useful, it is rare to see anything but “proposed”
within PD.
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Budget Validation

The budget tool will do the basic (and sometimes complex) math for you, while also allowing for manual
adjustments when necessary. Various types of validations may exist depending on factors such as the
nature of the application (S2S and specific forms) or sponsor (e.g., NIH, NSF). For example, applications
using the SF424RR budget forms for electronic submission are required to have a budget justification.

NIH has various budget-related rules, many of which vary by activity type or mechanism. For example,
most NIH applications require prior approval if any budget period will be equal to or exceed $500,000. A
validation rule exists for this purpose, listed on the Setup Questions screen as well as on a tab in the
Budget > Setups screen, documenting this requirement; if prior approval has been received the user can
opt out of that validation rule and the user will be able to proceed with finalizing the budget when one
or more periods is greater than or equal to $500,000. NIH R21 applications are limited to a project
period of two years with a total direct cost limit of $275,000 and do not allow more than $200,000 in
any single year. These rules are enforced when an R21 application is being developed. The extent of
budget-related rules and associated validations varies across NIH activity codes/mechanisms.

Budget
Setup

GENERAL PERIOD/DATES CHANGE PI BUDGET SOURCES I MECHANISM OPT IN/OUT I

Currently Active Program Validations
OPT OUT | MECHANISM VALIDATION

A non-zero value for calendar months, academic months, or summer months is required for each senior/key person.

Modular Budget

SubAwards (1) =+

Introduction cannot be over 1 page for Resubmissions.
Introduction cannot be over 1 page for Revisions.

Introduction is mandatory for Resubmissions/Revisions.

NIH Annual $500,000 direct cost limit applies to this proposal.

Project period may not exceed 5 years.

Project period may not exceed five Budget Periods.
Research Strategy is required.

Research Strategy page limit:12 pages

Specific Aims is required and limited to 1 page.

Similarly, albeit with much less detail, NSF has begun implementing automated compliance checks for
applications received via Grants.gov. The determination as to which rules are in effect for an NSF
proposal is based on the user selection of the Funding Mechanism on the NSF Cover Page. Once a value
is selected and saved on that form, then relevant validation rules for the application will be displayed on
the Setup Questions screen as well as on the Budget> Setup> Mechanism Opt In/Out tab.
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Edit Mode
Setup

GENERAL PERIOD/DATES CHANGE PI BUDGET SOURCES I MECHANISM OPT IN/OUT I

Currently Active Program Validations Opt Out | Refresh Values

OPT OUT | MECHANISM VALIDATION
- Budget Justification for each subrecipient organization may not exceed 5 pages.

Current and Pending Support is required for each Senior Personnel/PI/Co=PI

Data Management Plan is required.

International Activities Country Name should be checked (Other Project Information) when Foreign Travel funds are requested.
International Activities Country Name should be checked (Other Praject Information) when primary performance site is outside the US.
NSF Budget Justification may not exceed 5 pages.

NSF Project Narrative may not exceed 15 pages.

The Data Management Plan cannot exceed 2 pages.

The Mentoring Plan cannot exceed 1 page.

To opt out of a specific validation rule, check the associated Opt Out box and SAVE the screen. That
validation rule then will not be enforced.

For other agencies, budget-related validation rules will reflect the rules coded into the Grants.gov forms
used in the application (e.g., the SF-424A or SF-424C among others).

Build PDF

For Grants.Gov submissions (which have an associated budget form), you can click the Build PDF button
on the top of the budget summary tab — at any time — to generate the appropriate budget form. This
form can then be used to review what the budget “will look like” or to share with collaborators. Note
that this is completely optional: the form being generated is the same one that will need to be built on
the proposal’s Finalize tab prior to submission.

Changing Attributes (see Setup)

Child Records

The concept of child records is not directly related to budgeting but is included here to distinguish it
from other seemingly similar ones, such as subprojects (qg.v.). Child records (which are “children” of a
“master” proposal, yellow) are “submissions” to a sponsor which are separate from one another and
from their masters. These “submissions” do not necessarily have to be explicitly sent to a sponsor. For
example, many institutions consider non-competitive continuations to be “submission” child proposals
for reporting and control purposes, even though that actual record is not submitted, per se, to the
sponsor. Other common types of child records include supplements and revisions.
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Each child record has a budget section (blue), which can be fully utilized as this document describes.

Submission Summary Add New PTIBY 4dd New PD (Y

REPORTABLE SUBMITTED AMOUNT 9
REQUESTED AWARDED

New 16-Jan-2013 25-5ep-2016 B L 93 £846,746.00 $846,745.00

Supplement 02-Jul-201% 25-Jun-201% DD P nding  ¢300,000.00 £0.00

Peiy onel (1)

Complete Budget

This button only exists in Proposal Development. Clicking this button has two main purposes: (1) like
other PD “complete” buttons/boxes, it flags completion by changing the page (and all other budget
pages) from Edit to View Mode and displaying a checkmark in the navigation panel and (2) “publishes”
(pushes) the budget and personnel pages, in their entirety, to the corresponding “requested” section of
Proposal Tracking. Until the proposal is submitted for approval, you can toggle the completion off, thus
reopening the budget for further change.

Cost Sharing

Cost sharing, including tracking sources and documenting the nature and type of support, is supported.
Users can begin with a project budget amount (e.g., centrifuge costing $50,000) and break the cost
down to request $30,000 from the sponsor and document $20,000 support from an institutional account
(breakdown method). Alternatively, a user might initially build their budget based on sponsor costs,
recording a sponsor request for the centrifuge of $30,000 and then, in documenting cost sharing, s/he
could add the $20,000 institutional support amount (build up method). Proposals will start with (usually)
three funding sources: Sponsor, Inst[itution] or cost share, and Unallowable (dollars included in the
budget but which the sponsor will not permit, either as requested dollars or to be claimed as cost
sharing; the most familiar instance of this is federal “labor over the cap” salaries). If additional funding
sources (other DU departments or outside entities) are needed, click +AbD SOURCE.

Cost sharing is recorded item-by-item in the detail popup screens for each item, which can be accessed
from the budget summary screen:
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Non-Personnel Costs

Detail Justifications 1 Cost Sharing Show Calculations | | Save and Close | | Save | Close

COST SHARING BY BREAKDOWN COST SHARING BY BUILD UP + ADD SOURCE
PERIOD 1 PERIOD 2

SPONSOR [Hide]
Percent| 100.000 |

Cost| 10,000

Typel <
Category| -
| INST [Hide]
Percent| 0.000

Cust| 0

Type| M|
Category| -
| UNALLOW [Hide]
Percent| 0.000

Cust| 0

Alternatively, the person- or item-detail popup can be accessed from the main Cost Sharing screen:

= ‘ Done| ‘ Save fl:el:?a:::l‘:t\l;::dt tl‘(l: Detail H Justifications Cost Sharing Show Calculations | | Save and Close | Sawve || Close
COST SHARING BY BREAKDOWN COST SHARING BY BUILD UP + ADD SOURCE
SPONSOR [Hide]
P"“““' EUS Percent 100.000 | [100.000 |
Justifications Type‘i'l |7v‘
Category M | ”|
= T o
Percent 0.000 | [0.000 |
s 0000 0000
Cost 0 | [o |
Non-Persaonnel Co! Type\ - | -
ek Category -| | 4
Detzgkl Supplie: | UNALLO\m -
Percent 0.000 | [0.000 |
Cust‘ 0 | | 0 ‘
prvere| Type| M| | |
Hbtata Category | [ -
Percent | 100.00% 100.00%
Budget Summary Total | $ 10,000 $ 10,300

The two locations referenced above both allow users to manage cost sharing for personnel or items
across multiple periods in the same window. Cost sharing can also be documented on a period-by-period
basis, if desired, by visiting the cost sharing screen associated with an individual period (if visible):
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[ an R fFmsowm | sromsox| _wsr| unauow| rora

m Detail Wood, Roger  PD/PI $ 21,667 $0 $0 $ 21,667

Subtotal Personnel: % 21,667 350 $0 $ 21,667

T e e B

Detai‘l\-\" Supplies  Lab Supplies $ 10,000 $0 $0 10,000

R - ... - o mbew  s0  so  sioew

Supplies Save and Close || Save | Close

m | | ]sronsor INSTITUTION UNALLOWABLE TOTAL |PMSOR|  INST|  UNAuow|  TOTAL|
Percent© | 100.000 | [0.000 | [0.000 | 100.00%

R A T
Cost)[ 10,000 | (o | [o \ $ 10,000

Type <] <] [ < 1,667 $0 $0 $ 31,667

Category| - -] I -] 3.0 28 20 20

1,667 $0 $0 $ 31,667

Drift (see F&A)

Effort Periods (see Personnel)

Email Fetching

The details are beyond the scope of this document, but it is possible to identify one or more email
addresses to InfoEd such that any emails to that address containing a proposal number and/or
Grants.Gov id (either in its subject or body) are automatically copied as items within the Attachments
tab in PT. Two common uses of this feature is to gather the automatic emails that come from Grants.Gov
and NIH Commons during the submission process and to “cc” emails to proposal personnel; if the
recipient “replies all,” their reply goes to this monitored address and is automatically saved to the
proposal.

F&A (Facilities and Administrative) or Indirect Costs

Note: all of these features are available to DU but some may be restricted to use by administrators.

F&A can be calculated for a proposal while recording its direct cost budget. This is automatic in PD but,
in PT, a scheme or base/rate must first be explicitly entered. Each time a budget item or person is added,
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the related F&A is calculated taking into account budget categories that are included or excluded in the
base definition (e.g., MTDC, TDC, etc.).

During proposal creation in PD, based on the choices set for Program Type and whether most of the
work will be carried out on or off campus, an Institution Base/Target Scheme (yellow) will be
established. The same scheme will be set as the one used for proposal calculations. (In PT, these must be
added manually.) The target scheme is typically the institution’s US federally negotiated F&A rate and
typically would not be changed by users —in fact, it may be hidden or view only for most users. If
adjustments in the automatic calculations for the proposal need to be made, the user can change the
Scheme, Base, or Rate options (green) and click AppLy to re-calculate F&A based on updated rules. The
difference between the Target Scheme calculated F&A amount and the proposed calculated F&A
amount constitutes drift (orange) which generally reflects “under-recovered F&A.” Note that this may or
may not equate to what constitutes an “IDC waiver,” based on institutional rules. When drift exists, a
red flag appears on the F&A tab in the navigation to aid in review.

Edit Mode

= Source View: |Sponsor |

Caleulation rate method Institution Base/Target Scheme | ARC Research (Govt/NonProfit) ¥ | o, . $113.424 Drift ¥

C] Prevailing 0 Blanded

5110363 $2,.461
o Scheme Base Show Rate \ ehective -
v ‘ MTDC ¥ | wher Sponsored Agreement - OSA {Industry) v | 49.500 Y,

Justifications
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Clicking on the Show link (above, red arrows) associated with either the target or proposal calculation
criteria opens a popup displaying the relevant rates and base definitions.

Edit Mode
Budget + e
- Source View: ‘M‘
SubAwards (1) +
Calculation rate method  Institution Base/Target Scheme | ARC Reszarch (Govt/NonProfit) v | Show 5113424 i
p ¥ ® Prevailing ' Blended $110,963 52,451
Scheme Fas I

— - '| 49.600 Apply Manual FEA
% — 0 @ —

N
Eifective Date Rate 60,148 180,443
01-1ul-2010 47.400% ik Lilen
01-Jul-2014 50.700% i GEZ
01-Jul-2015 50.700% LT SAEEE
01-Jul-2016 50.700%

012017 0709
Included Budget Categories

P —— inchade DC Cap IDC Cap 14,853 43,273
Salaries [ 197,300.00 14,853 43,273
Subcontract v 25,000.00 7,367 21,463
Labor Overhead Rz HESTER
Funds Appropriation
General & Administrative v
E—
Other Costs v
Capital Equipment 0.00 4] 1]
Materials and Purchased ltems v 4] o]
Commercial Effort [1]

Fringe Bensfits v S0 $0
Fadilities

Administration
Credits

i T Nomes* ki L N

The Calculation Rate Method (two screenshots above, blue) only has an impact when F&A rates vary
over the course of the budget period, perhaps because a new negotiated rate takes effect. If the rate
changes mid-period, then selecting Prevailing causes the rate at the beginning of the budget period to
be used for the entire period’s F&A calculation. If Blended is selected, the different rates will be used
during the appropriate time segments to calculate F&A, resulting in an effective “weighted” F&A rate
somewhere between the lower and higher rate values.
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The MANUAL F&A button (two screenshots above, violet) allows the user to make manual adjustments to

either the item-level base or requested F&A or to the period level data in the summary grid at the

bottom of the screen. The button may

e e,
Personnel Costs

be hidden or not available for use by most users.

PERIOD 1 PERIOD 2 TOTAL

Wood, Roger
Sponsor lzrens 21,667 21,667 43,334
Sponsor F&A Base 21,667 21,667 43,334
Requested FRA IW‘ ’W‘ 3,466

[ Directs & F&A Total $ 23,400 $ 23,400 $ 46,800

Non-Personnel Costs
] PERIOD 1 PERIOD 2 TOTAL

Supplies
Sponsor Directs 10,000 10,300 20,300
‘Spansar F&A Base 10,000 10,300 20,300
Requested FBA [ a0 824 1,624
Directs & F&A Total $ 10,800 $ 11,124 $ 21,924

PERIOD 1 PERIOD 2 TOTAL

Direct Cost Totals % 31,667 $ 31,967 $ 63,634
F&A Base Totals** % 31,667 % 31,967 $ 63,634
FaA Totals $ 2,533 $ 2,557 % 5,090
Grand Totals $ 34,200 $ 34,524 $ 68,724
F&A Breakdown
¥l 1 Dpetail [ 0t-1an-2017| [ 31-Dec-2013 [mMTDC | [ 8.000| [ 31,667| [ 2,533 Clear
[¥ 2 Detail [ 01-7an-2018] [ 31-Dec-201¢| [MTDC | [ &.000| [ 31,087 [ 2,557 | Clear
Total $ 63,634 $ 5,090

Fringe Benefits (see Personnel)

Help (Field Level)

Many (not all) fields have “field level help” which can be defined by DU administrators. The icons to

access this information can be exposed by clicking the menu (three horizontal lines) icon (blue) and then

clicking “SHow TooL Tips” (green).

New Proposal Crea
InfoEd Admin (Nai

= | Help Manual

Change History

BT Security Access

H

Project *
01-Jan-.

Summary

Budget &

Personnel (2}
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Once that is done, help (where it has been defined) can be seen by “mousing over” one of the question-
mark help icons (red).

Proposal Structure | Imort,-‘Exo v

HELP INFORMATION

Import/Export allows import of budget
data from the Grants.gov subaward
budget form or export of budget data into
either an Excel workbook or a Grants.gov |t Sharing [.

-subaward budget form. _

Propos
Propos

Propos|

Import/Export
External budgets can be imported as subawards and DU budgets can be exported to be used as
subawards by DU’s prime funder.

For importing subawards, start the subaward has described in The Basics but click IMPORT rather than
ADD. Locate and upload the Adobe package. Map the listed personnel and budget categories to yours.

These features are explained in a separate official InfoEd document, Subaward Import/Export Tool.

Indirect Costs (see F&A)

Inflation

In most places, either a pre-defined Inflation Scheme or (if “manual entry” is chosen as the scheme) a
numeric rate can be applied. Note that DU has elected to name its sole inflation scheme “3%” but this
may change over time.
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Non-Personnel Costs

Justifications I

Cost Sharing Show Calculations || Save and Close || Save || Close
Costs by "Budget Period"” Annual Inflation | 3.00% Descriptionl Consultant Services |
Budget Category | Consultant Services - ject Code | 723500 - Other Qutside Services hd
—
1 01-52p-2020 31-Aug-2021 | 14,000| Remove
2 01-5ep-2021 31-Aug-2022 Auto-calculated Inflation | 14,420-| Remove
3 01-5ep-2022 31-Aug-2023 Auto-caleulated Inflation | 14,853 | Remove
Total 543,273

MNon-Personnel Costs

‘ lustifications I

Cost Sharing Show Calculations || Save and Close || Save || Close
Costs by "Budget Period" Annual Inflation | nanual Entry - [Ies.criptiun| Consultant Services |
Budget Category | Consultant Services * | Obj 723500 - Other Qutside Services -
1 01-5ep-2020 31-Aug-2021 | 14,000 | Remove
2 01-Sep-2021 31-Aug-2022 | 2.00 [gg | 14,280 | Remove
3 01-5ep-2022 31-Aug-2023 %| 2.00 [5 | 14,566 | Remove
Total $42.846

In addition to the Upload Form approach described in The Basics: Entering Justifications, an alternate
approach is to click the SHow button (red) on the Justifications page to access the Use Database option.
(You may not have access to the SHoOw button but your department administrator might.)

Budget
Justification

Show

Choase File| Mo file chosen

UPLOAD "BUDGET JUSTIFICATION™ DOCUMENTATION

Upload

Cost Sharing

Justifications.

Versions

Setup

Page 30
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When using this option, you can key (or paste) your justifications directly into the appropriate box
(yellow). Saving the page will automatically generate a PDF image of your entered text (blue; this
section will not appear until you do save).

Edit Miode

Justifications = Hide

® Use Database

Original PDF Remave
¥oFe 2

BUDGET JUSTIHCATION

Ms InfoEd Administrator (PD/PI1 50%) will be responsible for accumsan tincidunt gravida. Phasellus posuere porta turpis in congue.

g]

Personnel

[NAME [ JUSTIFICATION MOVE TO BUDGET JUSTIFICATION

Ms InfoEd Administrator (PD/P150%) will be responsible for accumsan tincidunt gravida.
Phasellus posuere porta turpis in congue.

Administrator, InfoEd
e

DusmRcAToN | MOVETO BUDGET JUSTIFICATION

MNon-Personnel

Consultant Services

An extension of using this approach is that you can record line-by-line justifications on individual budget
lines as you enter them (green for personnel budget lines, blue for non-personnel budget lines) to record
justifications on a line-by-line basis. (On the personnel budget, clicking the AuToFiLL button in yellow will

populate the justification with the person’s name, role, effort, and a few introductory words, shown
here in yellow.)

Budget Detail for: Admin, InfoEd

Detail Appointments Justifications Cost Sharing Effort Periods (W Committed Effort || Save and Close || Save || Close

Budget Justification l’ Auto Fill

InfoEd Admin (PD/PI 50%) will be responsible for tiam sit amet leo auctor, suscipit felis vel, gravida sem.
I Non-Personnel Costs I
Detail Justifications Cost Sharing Show Calculations || Save and Close || Save || Close

Budget Justification

Proin in.

ADP will be used to ipsum dolor sit amet, consectetur adipiscing elit.
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When such line-level justifications are entered, they can be used as sources for the Us Database option
just described, either by copy-and-paste or by clicking the checkboxes (blue) to move the text directly.

#) L se Dataoase

PERSONNEL SUBAWARDS

e
ADDITIONAL NARRATIVE
V7
Personnel
[ NAME | JusTIFICATION MOVE TO BUDGET JUSTIFICATION
InfoEd Admin {PD/PI 50%) will be respensible for tiam sit amet leo auctor,
Admin. InfoEd suscipit felis vel, gravida sem. Proin in. 2

~

Non-Personnel

[ NaME [ JUSTIFICATION MOVE TO BUDGET JUSTIFICATION

ADP will be used to ipsum dolor sit amet, consectetur adipiscing
project analysis elit. (]
o
Modular Budget Transaction (]
s
SUBAWARDS
NAME JUSTIFICATION MOVE TO SUBAWARDS JUSTIFICATION

No records to display.

Mechanism Opt In/Out (see Budget Validation)

Mode (Edit, View)

In order to be able to edit a given page, it must be in Edit Mode.
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— - . Proposal
= Done | | Save 2
= . - - -

Edit Mode

) Budget

Project Period: Source View: Rollup subprojects:

Proposal Structure Import/Export Complete Budget
01-Sep-2018 to 31-Aug-2020

Period 1 + Sponsor v Ij_ [ Not Rollup ¥

B “watsum vl d

There are a variety of reasons why a page might be in View Mode: a completed budget, ...

= - . Proposal
- Done | | Save
. o - -

p Budget
Project Period: Source View: Rollup subprojects:

Proposal Structure Import/Export Un-Complete Budget
01-Sep-2018 to 31-Aug-2020

Period 1

Sponsor VIA lNotRoHup v

Rudge S om b

... having a Source View (see Details> Source View) of “Project” when there is cost share or over-the-cap
budgeting (warning icon in blue),...

- . Proposal

) Budget . . . . [ ]
Project Period: Source View: Rollup subprojects:  proposal Structure Import/Export Complete Budget
Period 1 + 01-5ep-2018 to 31-Aug-2020 _h

Period 2 + Budget Summarv [Hidel

... or attempting to access a page on which another user has “edit” rights...

= done | [save | '™ Proposal

i

You are in view only mode due to another person ( ) editing this area.
> Budget
Project Period: Source View: Rollup subprojects: Proposal Structure Import/Export
Period 1 + 01-5ep-2018 to 31-Aug-2020 | Sponsor v |L ‘ Not Rollup

B gatS  w v ie]

...can all put you into View Mode. In this last case, the indicated person needs to open another page in
that proposal or click DONE to release the record entirely. If that person is not available, research
administrators can “kick the person out of the record.”

Modular Budgets

InfoEd supports building PD (only) budgets for an NIH application using a modular budget format with as
much or as little budget detail information as required by DU policy. If DU allows you to simply set the
number of modules and include no further budget detail, the tool will handle that; if your institution
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requires a full detailed budget reflecting the modular requested amounts for each period that is also
supported. This variation is supported through a feature called the Modular Budget Transaction, which is
displayed in the summary section at the bottom of the budget summary screen.

Personnel [Hide]

[ [Name | PERIOD1 | PERIOD 2 | PERIOD 3 | PERIOD 4 | PERIOD 5 | DIRECT COSTS |

Detaill  Wood, Roger  PD/PI $ 21,667 $ 21,667 $ 21,667 421,667 4 21,667 $ 108,335

Subtotal Personnel: $ 21,667 $ 21,667 $ 21,667 $ 21,667 $ 21,667 $ 108,335

Non-Personnel [hide

PERIOD 1 PERIOD 2 PERIOD 3 PERIOD 4 PERIOD 5 | DIRECT COSTS |

Detail Purchased Equipment $ 25,000 - - % 25,000
Subtotal Non-
Personnel: iZ=000 $0 so0 $0 $0 $ 25,000

SubAwards [Hide]

T | INST/CONTRACTOR NAME | SHORT FORM | PERIOD 1 | PERIOD 2 | PERIOD 3 | PERIOD 4 | PERIOD 5 | DIRECT COSTS_
h] h] N A ~

Detail  Impressive University = $ 70,701 $ 70,701 % 70,701 $ 70,701 § 70,701 $ 353,505

Subtotal SubAwards: $70,701 $70,701 $70,701 $70,701 $70,701 $ 353,505

Subprojects [show]

Modular Budget Transaction: $ 159,958 $ 184,958 $ 184,958 $ 184,958 $ 184,958 $ 899,790
Total Sponsor Direct Costs: $ 277,326 $ 277,326 $ 277,326 $ 277,326 $277,326 $ 1,386,630
Sponsor F&A: 119,843 119,843 119,843 119,843 119,843 599,215

Total Sponsor Costs:  $ 397,169 § 397,169 $ 397,169 $ 397,169 $ 397,169 $ 1,985,845

If you have selected 8 modules, then initially the modular budget transaction will display $200,000
(8x$25,000) for each period. As you record detailed budget data (e.g., personnel or non-personnel costs,
subawards, etc.) those costs are deducted from the $200,000 modular amount reflected in the modular
budget transaction. The modular budget transaction amount floats, varying with the direct costs you
enter onto the budget and reflecting the difference between the detail costs you record and the
modular amount that will be requested. The detailed budget data (and the modular budget transaction
value) will be retained locally but not submitted to NIH with the application.

The Modular Budget screen allows users to set the number of modules to be requested for each budget
period. A configuration exists to default the number of modules to zero or 10 initially, however users can
then make manual adjustments on this screen when appropriate. As described above, the number of
modules set here defines the maximum amount of the modular budget transaction on the budget

summary screen.

+

Modular Budget

-
DIRECTS LESS
SUB CONT F&A
1

$90,042.00 0 $ 250,000.00 $ -159,958.00

2 $ 65,042.00 10 ¢ $ 250,000.00 $ -184,958.00
3 £ 65,042.00 0+ § 250,000.00 § -184,958.00
4 $65,042.00 0 : $ 250,000.00 $ -184,958.00
5 $65,042.00 0 3 $ 250,000.00 $ -184,958.00

$ 350,210.00 T $ 1,250,000.00 $ -899,790.00
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Non-Personnel Budgets

When entering Non-Personnel budgets, you may notice that the list of available categories varies by
sponsor. You may also notice that some categories are suffixed with asterisks.

[l

'

Animal Costs *

1 Capital Equipment

Consultant Services
Equipment Maintenance *

I~ T -

Equipment or Facility Rental/User Fees
Human Subject Costs ®
Materials & Supplies
Participant Other
! Participant Stipends

e
f

These asterisks only appear when your proposal is to be submitted to Grants.Gov, and only in Proposal
Development. The asterisked categories are those that do not explicitly map to the projected electronic
budget form and the number of them that can be selected may therefore be restricted. For example, the
R&R budget form allows a maximum of three asterisked categories, which then appear as lines 8, 9, and
10 of section F.

RESEARCH & RELATED BUDGET - SECTIONS F-L, Budget Period 1

ORGAMIZATIONAL DUNS™: 0074317600000
Budget Type®: @ Project 7 Subaward/Consortium

Organization: University of Derver

Start Date*: 0:9-01-2020 End Date*: 08-31-2021 Budget Period: 1
|F. Other Direct Costs Funds Requested (§)*
1. Materials and Supplies 0.00
2. Publication Costs o.o0
3. Consultant Services 14,000.00
4. ADP/Computer Services 0.00
5. Subawards/Consortium/Contractual Costs 0.00
6. Equipment or Facility Rental/User Fees 0.00
7. Alterations and Renovations 0.00
8. Human Subject Costs 1,000.00
9. Animal Costs 1,000.00
10 . Egquipment Maintenance 1,000.00
Total Other Direct Costs 17,000.00
, Page 35 .
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Otherwise, the Basics section covers most of the instructions relating to Non-Personnel budgets. Most of
what remains is addressed in the Justifications, Cost Sharing, and Show Calculations entries in this

Details section.

Non-Personnel Costs

e |

Save and Close || Save || Close

Costs by "Budget Period"”
Budget Category | Data Processing Services

Annual Inflation | stzndard

PERIOD START DATE END DATE TOTAL _

01-lun-2019 31-May-2020 | [ 14000 | Remoue
2 01-lun-2020 31-May-2021 Auto-calculated Inflation | 14,420| Remove
Total § 28,420

-

Description| project analysis |
Object Code | 51008 - MAINTENAMNCE & OPERATION

-

Period Level Budgeting

While most users tend to budget for all years at once (which is the assumption in all screenshots in this
document, up until this point), some users prefer to budget for each year individually. This is easily done

by either clicking an increment number
methods open a budget page just for th
same.

Budget -
Project Period:

YEAR/PERIOD IEEEZEEIE_

Source View: Rollup subprojects:
" & [sponsor | [Not Rollup v |
Bl Budeet Summary [Hide]
Periods Thids

[ Tvee | starus |

on the summary budget page or clicking the period name. Both
e selected period. Nearly all features remain essentially the

Edit Mode

Proposal Structure | | Import/Expart Build PDF Complete Budget

Project [hide]

Sponsor [shaw]  Cest Sharing [show]

[ TOmALl_ TOIAL| DIRECTS | FeAl

SubAwards (1) 01-5ep-2020 31-Aug-2021 New™ Proposed $115,413 - $77,148 $38265 $115413
01-5ep-2021 31-Aug-2022 New* Proposed 116,041 77,568 38474 116,081
Total: $348,144 $0 $232,716 $115427 $348,144

Cost Shar

Personnel [H|d=

PERIOD 1 PERIOD 2 PERIOD 3 DIRECTCOSTS | |

Detail 560,148 560,148 $60,148 5180443
Versions
560,148 $60,148 $60,148 180443
| [~ select Type - v [ select Role - ~ ]| Add person

Non-personnel [hide]
CATEGORY.

PERIOD 1

Add Bulk Entry.

PERIOD 2 PERIOD3 | DIRECTCOSTS ||

Detail | Animal Costs 31000 $1.000 $1,000 $3,000 | Delete
Detail Consultant Services Requested Period 1 Rollup subprojects []
Detail Equipment Maintenance Personnel Costs | Person Months v |
[NAME | ROLE | BASESALARY | CALENDAR | ACADEMIC [ SUMMER [ SALARY | FRINGE BENEFITS | TOTAL ||
Detail | Human Subject Casts P s
subtotal Nonperso | 01 i, PO/PI 0 [ooo]  [sw]  [oo0] | comsnanng| [ 000 Cost sharing o148
Select Budget Category - s
Total 60,000 S198 oo at
SubAwards [Hide] Add New Profile || Begin typing to select Personnel Nome... | [~ select Type - v | [~ select Role - ~]| Add person
|| [INST/CONTRACTOR NAME _| SHORT H{
Detil | Boise State University & Non-personnel Costs Add Bulk Entry.
subtotal subav I DESCRIPTION ol |
[ gegin tuping to select a subaward institution nome_|[| | pesail Animal Costs Animal Costs Costsharing | | 1000 | | Delete
Detail Consultant Services. Consultant Services Costsnaring | | 14,000 | Delete
Detail Equipment Maintenance Equipment Maintenance CostSharing | | 1,000 Delete
Detail Human Subject Casts Human Subject Costs Costsnaring | | 1,000 || Delete
Total $17,000
Select Budget Category ~|[ Additem
Subswards
[ Tisivconmacior nave 73 S .
Dewil | Boise State University Smith, Steshanie
Total s0 $0 so0

select @ Subaword. || 8egin typing to select a subawardel ]| Add subawara Proposal Structure

Subprojects

HW VW WY VYT W W1 T YOO W wvew v
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When using PD, the Setup section ask the start and end dates of the proposal and how many budget
periods this spans. InfoEd uses that information and automatically breaks the duration determined by
those dates into equal periods (dates can be adjusted, if needed, on the Setup page (qg.v.)). Thus, when
you get to the PD budget page, periods already exist. On the other hand, when creating a new PT
proposal, those questions are not asked and so you must add the periods manually.

First, navigate to the PT budget page and enter the overall project start and end dates; SAVE.

Submissions (1)

Project Period: Source View:
[01-4an-2021 |5 31-Dec-2023] :Sponsor v

Budget Summary [Hide]

Periods [hids]
Personnel (1) [ vear/perion | INcemenT | AT g
Budget

Personnel [Hide]

Mo records to display.

Agreements (0)
Communications (0)

Attachments (0) +

Approvals (0) Non-Personnel [hide]
CATEGORY

areowd d 0w

You can then click NEw PERIOD to create period 1. The first period will automatically start on the Project
Period start date that you just entered (blue); it will end one year later. The end date can be modified if

needed (yellow). You can also set the Budget Status and/or Submission Type, as needed. Generally, the
defaults will be correct. SAVE.

New Peri

Period 1

Budget St Submission Type | New* - |
Start Date | 01-Jan-2021 m End Date | 31-Dec-2021 E
[suowession Joee | amouwr] corr | pencent EEOIE

You now have two choices: you can continue to click the New PerioD button to define the remaining
budget periods (and end up with something that looks like the starting point of a PD budget) or you can
complete the period 1 budget immediately and then click NEw PERIOD.

In either case, when you click NEw PErIOD again, you will be given the option to copy (yellow) period 1 (or
any previous period); if you clicked New PerioD without budgeting period 1, this option is moot as there
is nothing to copy. If you have budgeted period 1 (or any other previous period), the copy can be
“scaled” (blue) from it into the new period. Note that this is not inflation: scaling values only range from
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0 to 100. (While this feature does exist as described, it is not particularly useful here. It has much more
importance when copying a proposed budget into an award. The mechanism is the same.) Regardless of
the state of the budget being copied, the new period will always automatically start the day after the
previous period ends (green) and will extend for a full year; again, the end date can be modified.

New Period

Period 2
Budget Status
Start Date

"a Submission Type |Neu
01-Jan-2022 End Date | 31-Dec-2022 ]
_-mn pencenr RS

Budget Period 1 - New®*

v]

Proposal TOOD00324

Personnel

It is possible for personnel to be added to either the personnel section of Budgets or the Personnel tab,
and usually both sides need to be addressed for a given person (budgets in Budgets, curriculum vitae
and certification checks in Personnel), so the sequence of the two tabs is somewhat of a local
preference.

The Budget personnel section will automatically include anyone listed on the Personnel tab that has a
role that can be budgeted. For example, “other significant contributors” listed on the Personnel tab
proper will not appear in the personnel area of the budget. Conversely, a person added to the personnel
budget section will also appear on the separate Personnel tab. The only “rule” is that non-budgeted
people should be added on the Personnel tab.

Remember that PD personnel are automatically “published” to the PT side when the PD budget is
flagged as complete.

The Personnel pages in PD and PT are quite similar. The largest functional differences are:
e PD has a “Completed” checkbox in its upper right corner (like most other PD screens)
e PD has columns for Inc[lude], Alert, and uploads.
e PT has columns for allocating credit.

e PT has the ability to add a person selectively to the proposal’s periods.
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Personnel

Add Personnel [hide]

Add To:

Mew™ per (1)
Mew™* per (2]
Mew™* per (3]

“roposal Element Proposal Structure
| Prime V]

Personnel Type

| Kay w

Marr ast, Fimsrh Role
— 7 - — — v v

e PT has the ability to “resolve” TBN personnel, i.e., replacing TBN personnel with “real” ones. (In
the absence of this feature in PD, one must physically delete the TBN and re-add a new person.)
To resolve a TBN, click the “name” in PT, which — as for other personnel in PT and in PD both —
opens a popup window of contact information. Click the ResoLVE button.

[ o A A~
Name Last, First) Edit Personnel - Google Chrome = O X
Creats Profile Begin typing to select Personnel
@ Mot secure |
Save
Contact Information for - TBN Resal\-__e‘b L oS
Salutation First Middle Last nﬁuﬁix
Senior/Key Title
Address l
Degres Degres Year
City State Zip
0@ c "%w v [
Certificotions and Training County Country
Non-Key il
.ﬂ NAME/ROLE m Phone Fax Email E
A | = [
Institution
I Department
4 I Sponsor Credential .
|Othar (Spacify) v | |
Legend:
Prime Specified
Proposal Element  Department Personnel Type Role
SubAward - 0000000044 (Stephanie Smith) Role
(=) SubProject - 0000000045 {InfoEd Administrato Prime: University of Ca-FO/FI -
3 -
o TOOODJ295  Denver Key l Budzet Aoles
— - Y Y Yy Soyri;

The popup window is replaced by another. Its red Intake section lists the information associated
with the TBN profile; it is likely minimal (recall that only a last name and department were
required to add that person. Enter whatever information you have to identify the “real” person
in the green GENIUS section (yellow highlight). Many fields are available but last and/or first
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names will prove most useful. (The Use button will move fields from the red to the green section
but this information is unlikely to be of much use in finding the “real” person.) Click SEARCH.

Profile Reconciliation Close |
[________Intake ] GENIUS
Profile Field Record as entered by user Search /Browse Filter seardii
Last Name TEN —Use—3 Emith |
First Narme |
Middle Name |
Salutation |
Sulfix |
Title |
Phone
Fax ]
bl |
Besper |
Addresg Line 1 |
Addresg Line 2 |
Address, Line 3 |
Address, Line 4 |
City
State Set
Country :| Set
MailSog —|
Department Name Non-Genius Persannel Unlversity of Denver | Set
Date of Birth
Address 2, Phone I
Address 2, Fax 1
Address 2, Geeper ]
Addresg 2, Line 1 |
Addresg 2, Line 2 |
Addeesg 2, Line 3 |
Address 2, Line 4 |
Adidress 2, City
Aidress 2, State
Addeess 2, Zig |
Addeess 2, Mailstop ]
Generate Password O

Matches will now be listed in the blue GENIUS area, with information about the first match
shown. The total number of matches will appear at the top (yellow highlight). Use the << and >>
buttons to view the available matches. When the proper one is shown, click LINK TO THIS RECORD.
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Profile Reconciliation close

[ inmtake | ____________cenws ] [ _______cEnws |
[Showing Match 2 of 21 =< | ==
Profile Field Record as entered by user Search/Browse Filter ngLink to this Racord
Create new GENIUS record
Last Mame TEN —Use—s | |Emith |
First Narne |
Middla Name |
Salutation |
Sullix |
Tithe |
Phone
Fax T
eMail |
Besper |

Address, Line 1 Anderson Academic Commons

Address, Line 2

Address, Line 3 2150 E. Evans Ave.

Address, Line 4

ity Denver

State Set o

zZip ] 80210

Country  ]set usa

MailStag [

Department Name | Non-Genius Personnel University of Denver | Set Office of Teaching & Learning - Admin
Date of Birth

Addess 2, Prone )

ddress 2, Beeper

ddress 2, Line 1

ddeess 2, Line 2

fress 2, Line 3

ddress 2, City
ddress 2, State

ddress 2, Zip ]
dress 2, Mailstop

G

A
A
4%
4%
4
Address 2, Line 4
A
A
.
.
e

nerate Password O

Proposal Structure (see Structure)
Resolving Profiles (see Personnel)

Rollup Subproject (see Subprojects)

Salary Release

InfoEd has a feature that allows “appointments” (i.e., salary and fringe information) to be stored for
each person. When that person is added to a proposal, that salary and fringe is available for use in a
budget, so no other look up is needed. In order to prevent “fishing for salaries” (where a person could
add someone to his proposal, make a note of the salary, and then delete the person from the proposal),
the Salary Release feature is configured such that the salary and fringe information does not appear in
the proposal immediately. Instead, adding a person to a proposal causes an email to go a designated
person (possibly that person him/herself, but also possibly an administrator) with information about the
proposal in question. The email asks for permission that the salary information be released. Only when
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the release is explicitly made (using a button accessible via a link in the release letter) will the salary and
fringe be visible on the proposal.

Setup

The Setup tab within the Budget allows users with appropriate privileges to make various structural
changes to the budget. It is divided into four subtabs, described separately below.

The General sub tab allows the user to change default configurations for this specific proposal for things
like object code budgeting, whether salary inflation in future years should allow for increases above the
current sponsor’s salary cap, which option the person months/percent effort picklist defaults to, and to
control decimal precision (usually set to zero — whole dollars — in Proposal Development). It also allows
activating Alternate Currency tracking, which requires additional configurations to support but then
allows users to view the budget summary screen in an alternate currency (i.e., something other than US
dollars) using a defined exchange rate.

Budget

Setup

GENERAL PERIOD/DATES CHANGE PI MECHANISM OPT IN/OUT

Use Scheme dates or Project Anniversary for inflation dates? © 5Scheme  Anniversary

Allow for Object Code Budgeting
Versions Calculate F&A using Object Codes

Allow inflation in future years to make salary exceed sponsor's direct cost cap

Display Quantity and Unit Columns in Budget Detail
Default Person Months/Percent Effort Picklist on the Personnel Tab | Person Months $)

Default Person Months/Percent Effort Picklist on the Budget Tab | Person Months 3
Decimal Precision [0 i

Alternate Currency

Track alternate currency on this proposal

Currency AOA  Rate 1.00000 Set

BUDGET VALIDATE
Budget Validate

The Period/Dates subtab allows the user to alter the budget periods and project start and end dates.
The entire budget can be shifted by x days/months or the start date updated to a future date. Budget
periods can be added or removed here as well. The project start and end dates are automatically
controlled based on the earliest budget period start date and the latest budget period end date.
Generally, budget period dates may not overlap nor can gaps exist between the end of one period and
the beginning of the next.
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Budget

Setup

GENERAL

Project Period

MECHANISM OPT IN/OUT

01-Jan-2016 31-Dec-2020

Shift Project Dates

New old
Project Start 01-Jan-2016
31-Dec-2020
=0r-
Shift by | | [days %]
Budget Period Add Delete
BubceT PRI START e
1 |01-1an-2016 | 31-Dec-201€
2 | 01-1an-2017 | 31-Dec-2017
3 |01-1an-2018 | 31-Dec-201¢
4 | 01-Jan-2019 | 31-Dec-201¢
5 | 01-1an-2020 | 31-Dec-202(

The Change Pl sub tab allows the user to change the Pl of the proposal. Any other person already listed
on the record can be selected or another profile can be chosen as needed. In concert with changing the
Pl of the record, the current Pl can be removed entirely from the record or that person can be left on the
record and you can set a new role for that person.

Justifications

Setup

GENERAL PERIOD/DATES CHANGE PI MECHANISM OPT IN/OUT

Change the PI Replace PI and Leave the Current PI on the Proposal hd
Name (Last, First)

| Begin typing to select Personnel Name...

Add New PI

Edit Mode

-Or-

Switch PI To.... Select
[hame —— L oeearmment L —
Jordan, Hal College of Arts and Sciences
Aber, TIm S Schoal of Public Health & Stuff

See Details: Budget Validation for a description of the Mechanism Opt In/Out Subtab.

Short Form

The Short Form is a feature of each subaward (qg.v.).

Page 43
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dectote_ < Cote, 4 | JEM

SubAwards [Hide]

|| | INST/CONTRACTOR NAME

Detail Boize State University

SHORT FORM

PERIOD 2 PERIOD 3
b b

| Beqin typing to select n Suboward Institution name J [Seg.in tpping o celect 9 subowardPi

50
S0

| Add SubAward Import

DIRECTCOSTS | |

Delete

It can provide a convenient place to record non-budgetary information about the subaward, especially
contact information and various uploads. It is not intended for tracking the contractual negotiations,
although it could be used for such. (Negotiations are more rigorously done in PT’s Agreements tab or
InfoEd’s Agreement module.) The EDIT, SELECT, and EXPAND buttons give access to each section.

Page 44
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e Boise State University - Smith, Stephanie Proposal

| = Ms InfoEd Administrator (National Institutes of Health - NIH) 0000000044

SubAward Short Form
E|

Title: SubAward for Institution et - 0000000044 R
Institution Number: UIUiauo Edit
[ {# TDOD00235 A
Eram: 01-32p-2020 Ta: 31-Aug-2023
e e
Final Inv: Audit:
i Comments:
h
el

d

Performance Period
a omefecsed: | | oowmsew [ | e [ ]

Subawardee

Boize State University Edit
L Principal Investigator
1 Stzphaniz Smith edit || select

Boiza IO,
i

Associated Depariment

Boize State University selact

Main Contact
R
I Remove || Select

Technical Contact

Remaove || Selact

L

Administrative Contact

Remove || Select

Agreements Expand +

Approvals Expand +
i Siatus History Expand +
i

Performance Sites Expand +
i Budget Expand +

Document Uploads Expand +

SubfAward UDF's save || Expand +
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Show Calculations

The SHow CALCULATIONS button displays a popup window which shows all the computations that come
into play for determining that particular budget line. Depending on the particular budget line and other
proposal attributes, these may include the points in time where a budget period ends, the indirect cost
rate changes, benefit rates change, inflation is applied, and/or other changes occur.

01-Jan-2021 31-Dec-2023

01-Jan-2021

31-Dec-2021

Salary Details

01-Jan-2021 v v ACAD | $120,000.00 | O 1 $120,000.00 | $0.00 0.253 | $30,360.00 | $150,360.00 | $30,360.00 | 45.000% | 0 ] 0 MTDC ¥
31-M2y-2021 v | Acap | 12000000 [0 1 £120,00000 | $0.00 0.253 | $30,360.00 | $150,260.00 | $20,350.00 [ 45.000% | 0 0 0 MTOE
01-Jun-2021 v W | sumgr | 512000000 0 1 $120,00000 | $0.00 v |0 £0.00 $120,000.00 | $0.00 45.000% |0 0 ] MTDE }
21-Auz-2021 o | sumg | 512000000 0 1 5$120,000.00 | $0.00 ] 50.00 $120,000.00 | $0.00 45.000% | 0 0 ] woc |
01-32p-2021 v o | acaD |512000000 0 1 5$120,000.00 | $0.00 o 0253 | 530350.00 [ 5150,350.00 | $30,350.00 | 45.000% | 0 0 0 MTDC | ¥
21-D2c-2021 v o | acaD |512000000 0 1 5120,000.00 | $0.00 0.253 | $20,360.00 | $150,360.00 | $30,350.00 | 45.000% | 0 0 ] MTDC | Ves
01-Jan-2022 ACAD | $120,000.00 | 2.000 v 1.030 $123,600.00 | % 3,600.00 0.253 | $31,270.80 | $154,870.80 | $31,270.80 | 0.000% |0 ] 0 MTDC Yer
01-Jun-2022 v SuMR | 5120,000.00 ( 3.000 1.030 512350000 | 5360000 | W |D 50.00 5123,600.00 | 50.00 0.000% |0 [ ] mTDC
01-5ep-2022 v acap (512000000 | 3.000 1030 $123,60000 [ 5260000 | W [0253 | 53127080 | 5154,870.80 | 531,270.80 | 0.000% |0 0 0 MTDC | e
01-Jan-2023 ACAD | $420,000.00 | 2.000 W | 1050300 $127,208.00 | £7,308.00 0253 | 53220832 | 315551692 | 53220832 [ Dooo% | o 0 ] MTDC | Yer
01-lun-2023 v SUMR | 5120,000.00 | 3.000 1.060300 $127,208.00 | 57320800 | W |0 50.00 5127,308.00 | 30.00 0000% (o0 0 ] MTDC | Yes
01-52p-2022 v AcAD | $120,000.00 [ 2.000 1.060300 $127,208.00 | $7,208.00 | w# | 0253 |$32,208.92 | $159,516.92 | $32,208.92 | 0.000% [0 0 ] MTDC | Ve
31-Dec-2023 AcAD | $120,000.00 [ 2.000 1.060300 $127,308.00 | $7,208.00 0.253 | $32,208.92 | $155,516.92 | $32,208.92 [ n.0o0% |0 0 0 mMTDC |

This information can be very helpful in tracking down an apparently incorrect budget value, but it is
probably of more use to InfoEd resources than to you, given its tight ties to the InfoEd budget
calculation model.

Showing and Hiding

There are numerous Show/Hide toggle buttons within the Budget section. One mode is changed to the
other by clicking the button. Hiding fields has absolutely no impact on the values used in computations;
the buttons are purely for providing some ability to temporarily customize what you are seeing at any
one time and are especially useful when using a smaller computer screen. You should feel free to try
various combinations. Your selections cannot be saved; they will be reset as you leave a given page.

Source View

The project source view shows all budgets from all sources, sponsor shows only the budget to be
requested from the sponsor, institution (there may be multiple of these) shows only the budget to be
used from a source other than the sponsor (“cost shared”), and over cap/unallowed shows only the
budget disallowed by the sponsor and not eligible for “true” cost sharing.
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You can generally enter budgets in any of the views. The biggest exception to this is when any cost
sharing and/or over-the-cap budgets exists. When that happens, project source view is view-only and
you must continue any budgeting in any view other than project.

Source View: Rollup

'I lNotR.

Project Period:
01-Jun-2019 to 31-May-2021

Sponsor

Project
Institution
Over Cap/Unallowed

YEAR/PERIOD | INCREMENT SIART == FEND | TYPE
1 1 01-Jun-2019 31- IVIay -2020 Fundi

a 7 1

Budget Summary [Hide]

~ 0Ly ot

Structure

The structure of a proposal refers to the proposal as a whole, including the main part (or “prime”)
together with any subprojects and subawards (gqg.v.), each of which in turn may contain nested
subprojects or subawards. When shown in “budget structure” (graphic) mode, each unit within it is
shown indented under its parent and automatically assigned a number, which is displayed as a colored
circle. The circles serve as cross-references, indicating where in the structure a particular budget line or
person is assigned.

P Borieer Edit Mode
Project Period: Source View: Rollup subprojects: ropasal structure Import/Expart Build PDF complete Budget
01-52p-2020 to 31-Auz-2023
-
=2 Pmpcﬁl Structure a
Blldget SRV Master/Child Structure ve | [ciose |||
Associated Budget/Award Increments
Institution Number Project ID | Organization PI Department Active Add Element
Requested Pericd 1 New* 01-52p-2020
Prime T00000295 University of Denver Administrator, InfoEd University of Denver Requested Period 2 New® 01-5ep-2021
Requested Pericd 3 New* 01-5ep-2022
Requested Peried 1 New® 01-5=p-2020
SubAward 0000000044 Boisz State University Smith, Stephanie Boisz State University Requested Period 2 New® 01-5ep-2021 o arg Remove
Requested Pericd 3 New* 01-5ep-2022
Requested Peried 1 New* 01-5ep-2020
Subpraject 0000000043 University of Denver Administrator, InfoEd | University of Danver Requested Pericd 2 New™ 01-5ep-2021 et | remove
Requested Pericd 3 New* 01-52p-2022
Requested Pericd 1 New* 01-52p-2020
SubAward | 0OODOCDO4E University of Delaware Peliar, Joseph University of Delaware  |Reguested Period 2 New* 01-Sep-2021 a4 ard Remove
Requested Period 3 New® 01-5=p-2022

The structure can also be shown in “master/child” (list) mode, with a similar nesting.
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Edit Mode

Project Period: Source View: Rollup subprojects: Propasal Structure Import/Expart Build PDF Complete Budget

01-5ep-2020 to 31-Aug-2023 Not Rollup %

Budget Summary [Hide]

Darindsz fmnal Smangpr [zhow] Cost Sharing [show] Project [hids]
PRI © gt e o I W ) Y M
Budget Structure | [ e R save | | close $120,348 80,348 $40,100 s 130,948
2 121,577 - 81,268 40,303 121,577
7 5 issi =
2 TOO000295(Test NIH Submission Proposal #1) 122,224 ) 31,701 40524 122,224
0000000045{Subpraject for Institution = TO0000235)
0000000045{SubAwsrd for Institution = 0000000045) SEEHLE ST S SIELEEE SEEHLE
0000000044 Subkward for Institution = TOD000295,
S (SubAward for Institution )
Personnel [Hide]
I T || ___PERIODL[ ___PERIOD2| ____PERIOD3 | DIRECTCOSTS | |
Detail Administratar, 580,148 380,148 380,148 180,343
tal Persannel: 5 60,148 560,148 560,148 $180.443
Add New Profile Beginty 1 Person

In either case, you can directly open a given component by clicking its number.

Subawards

Subawards bear some resemblance to subprojects (qg.v.) and the two are sometimes confused. However,
they are distinct concepts. Where subprojects indicate internal work, subawards (sometimes also
referred to as consortia, subcontracts, and subrecipients, although InfoEd uses the latter as the external
entity awarded a subaward) reflect monies flowing out of DU. Subawards are not “child records” (q.v.)
as the term is used by InfoEd.

It is important to note that, as used in InfoEd, subawards within the budget (and thus as described
within this document) are largely distinct from their legalistic or contractual aspects, which are usually
addressed by some combination of the PT Agreements tab or the separate Subawards or Agreements
modules.

Subawards are generally added on the main budget page, immediately below Non-Personnel costs. They
can also be added from a Structure (g.v.) display or on the Subawards tab, if it is shown, or on the
Personnel tab (if you were to add a subaward Pl there).

Add Bulk Entry
Non-Personnel [hide]
L cweone L oo L oo pon | pearcos L
etail Costs L0R0 1 000 elste
WaYaVavovavavavavavavavavavavavavavavavavavavavavavaravavavavavavayavavavavavavavavavavavavravavavavaval
Subtotal Non-Personnel: $ 17,000 $ 17,420 417,853 $52,273
| select Budget category ~|| Add item
subAwards [Hide]
[ | | INST/CONTRACTOR NAME SHORT FORM PERIOD 1] PERIOD 2 PERIOD3 | DIRECT COSTS I
H Detail Boise State University = S0 Delete
Subtotal SubAwards: 50 50 50 S0

[ Begin typing to select a Subaward Institution name ] ‘ Begin typing to select a subawardPl | Add SubAward || Import

Subprojects [hide] Import as Subproject

N Al
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Otherwise, the Basics section covers most of the instructions relating to Subaward budgets.

Subprojects

Subprojects bear some resemblance to subawards (qg.v.) and the two are sometimes confused. However,
they are distinct concepts. Where subawards reflect monies flowing out of DU, subprojects indicate
internal work. Subprojects are almost independent proposals in and of themselves that are nonetheless
a part of a single sponsor submission. In this regard, they are similar to “program projects” but are
distinct from these as well, as the sponsor does not see subprojects as separate units, while they would
see program projects that way. Subprojects are not “child records” (g.v.) as the term is generally used by
InfoEd.

Subprojects are most often used in the following cases: there will be two or more true co-principal
investigators, each responsible for developing their own section of the budget; there are two or more
somewhat distinct phases or tasks within the proposal, whether lead by the same or different Pls, which
merit distinct budgets; or significant portions of the proposal will be subject to different F&A (q.v.) rates
(perhaps for “on” versus “off” campus work) and separate rates (rather than a single computed
“blended” rate) is desired.

Subprojects are usually added on the main budget page, immediately below Subawards. They can also
be added from a Structure (q.v.) display or on the Subprojects tab, if it is shown. They may be initiated
by adding in the [internal] PI’s name (as noted, this may be the same as the main PI or different).

« jetCu gory Add Item
SubAwards [Hide]
T TINSUCONIRACIORNAME | SHORTFORM | PERIOD1 | PERIOD2 | PERIOD3 | DIRECTCOSTS|
H Detail Boise State University - - - $0 | Delete
Subtotal SubAwards: 50 50 50 50
‘ Begin typing to select a Subaward Institution name || Begin typing to select a subawardP! | Add SubAward | | Import

Subprojects [hide] | Import as Subproject

- 4 - e
Al Al Al

Detail Administrator, InfoEd - 0000000045 $3,700 $3,700 $3,700 $11,100 | Remove
Subtotal Subprojects: 53,700 53,700 53,700 511,100

[ Begin typing to select SubProject PI Name... I Add SubProject

o TRk arkg | ] Vo el \

Subprojects can be thought of as independent proposals in many ways. In fact, a proposal being built by
one person can be imported as a subproject into another by clicking the IMPORT AS SUBPROJECT link.
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Add Bulk Entry

Non-Personnel [hide]

Select Master Proposal - Geogle Chrome = O X

Detail Animal Costs B B
@ Mot secure | pioneerera-dev.du.edu/PTNETZ/Budget/Ul/importSubproject.aspx?TEID=1A2A8482-2B18-4D48-A952-4B18730...
MR [seiect vosier po0posat . F
Detail Equipment Maintg
bnsor name Y | Institution # Y | Sponsor Awar_. Y | Title Ny
Detail Human Subject Cq

ational Institutes of Health - NIH T00000203 test

National Institutes of Health - NIH TO000D215 Test
Select Budget Category
National Inst of Mental Health - NIMH T00000216 TEst

SubAuwards [Hide] [| city and County Of Denver T00000217 Test
T instyconT
Spencer Foundation T00000218 Spencer Foundation - Test Windsor
Detail
National Science Foundation - NSF T00000222 Test - Questionnaire Title i
Subtotal SubAwards: 50 50 50 50
| Begin typing to select @ Eirbaward Institution name | | Begin typing to select a subawardP! | Add SubAward || Import
T

Subprojects [hide]  Import as Subpreject

N N N

Detail Administrator, InfoEd - 0000000045 $3,700 $ 3,700 $3,700 $11,100 Remove

Subtotal Subprojects: $3,700 $3,700 $3,700 $11,100

When one or more subprojects exists within a proposal, the budget for the subproject can be shown in
two ways. By default, an entire subproject’s budget is shown as a single line item on its “prime” (main)
proposal’s budget page, as shown in blue in the two previous screenshots. In this approach, you would
click its DETAIL button to open the budget of the given subproject, which is built exactly like the main
budget. The only difference is the Subproject “watermark” in its background.

Edit Mode
Budget +
Project Period: Source Ml Ballup subprojects: Proposal Structure Import/Expart
01-5ep-2020 to 31-Aug-2023 .
SubAwards (1) + P ° g | Sponsor v‘ Not Rollup |

Subprojects (1) il Budget Summary [Hide]

Sub Proj - 0000000045 — Periods [hids] Sponsor [show] Cost Sharing [show] Project [hidz]
YEAR]PERIDD INCREMENT | START [END  [TYPE [ STATUS TOTAL TOTAL |  DIRECTS TOTAL
Period 1 01-5ep-2020  31-Aug-2021  New®  Proposed $5,535 - $3700 $1235  $5535

2 2 01-Sep-2021  31-Aug-2022  New*  Proposed 5,535 = 3,700 1,835 5,535
erio
E 3 01-Sep-2022  31-Aug-2023  New®  Proposed 5,525 - 3,700 1,835 5,535
Tota: $16,05 S0 $1000 $5506 $16606
persomnel [ide]

Alternatively, you can select the RoLLUP SUBPROJECTS: ROLLUP option on the top of the prime’s budget page.
This “expands” the subproject(s) such that their budgets are integrated into that of the prime. (The
Subprojects section itself is now empty, green.) Effectively, this is what the sponsor would see. When
this happens, one or more colored circles appear(s) next to each budget line, indicating whether that
value came from the prime and/or subproject. (See Details> Structure.)
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Edit Mode

Project Period: Source View: Rollup subprojects: Proposal Structure Import/Export Build PDF Complete Budget
01-5ep-2020 to 31-Aug-2023 |
Sponsor A anIIup V]
Budget Summary [Hide]
Periods [nide] Sponsor [show] Cost Sharing [show] Project [hide]
R.I’PERIOD INCREMENT | START [en0 [ TvPE | sTATUS TOTAL TOTAL| DIRECTS |  FBA|  TOTAL
01-5ep-2020 31-Aug-2021 New*  Proposed 5120,948 - S 80,848 $40,100 §120,948
2 2 01-5ep-2021  31-Aug-2022 New*  Proposed 121,577 = 81,268 40,309 121,577
3 3 01-Sep-2022  31-Aug-2023 New*®  Proposed 122,224 - 81,701 40,524 122,224
Total: $ 364,749 50 $243,816 65120933 $364,749
Subproject Summary [Show]
Personnel [Hide]
PERIOD 1 PERIOD 2 PERIOD 2 DIRECT COSTS
Detail Administrator, InfoEd (2)  Muitiple Roles o (éj Salary information for this individual has not been released to this project.
Subtotal Personnel: $60,148 $ 60,148 560,148 $ 180,443

Non-Personnel [hide]

CATEGORY PERIOD 1 PERIOD 2 PERIOD 3 DIRECT COSTS

Detail Animal Costs (2) $4,700 $4,700 $ 4,700 $14,100

Detail Consultant Services o 14,000 14,420 14,853 43,273
Detail Equipment Maintenance e 1,000 1,000 1,000 3,000
Detail Human Subject Costs e 1,000 1,000 1,000 3,000
Subtotal Non-Personnel: $20,700 $21,120 $21,553 $63,373
SubAwards [Hide]
| | | INST/CONTRACTOR NAME SHORTFORM | | PERIOD L PERIOD 2 PERIOD 3 | __ DIRECT COSTS
Detail University of Delaware = ® 50
_ . . ~ ~ ~

Detail Boise State University = - - - 0
Subtotal SubAwards: 50 $0 $0 $0

Subprojects [hide] Import as Subproject
PERIOD1 | PERIOD? | PrRIOD 3| —DIRECT cOSTS

No records to display.

Subtotal Subprojects: 50 $0 50 $0

Here, “InfoEd Administrator” appears on both the prime and subproject, as do animal costs (fuchsia).
The budget amount from each component can be seen by clicking the DeTAIL button. The other non-
personnel costs are only on the prime. A key to those numbers appears at the bottom of the page.

Legend:

o Prime

-@:} SubProject - 0000000045 (Infokd Administrator)

Versions

Versions are used within PD (not PT) to create alternate budgets (perhaps one containing a subaward
and another not) for a given proposal. Once a budget is started, navigate to Budget> Versions, enter a
name for the new version, and click Abb NEw VERsION. This will create a duplicate (yellow) of the original
budget with the new version’s name (blue). Note that if yet another version is added, the copy is made
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from the one currently flagged as Active (green); the Active version is also the one which is displayed in
the navigation panel at left. Any version can be made active but only one version can be active at a time.
Essentially, “the” budget that appears in the navigation panel is always the version with the Active flag;
the other non-active versions are only visible on this tab and have no other significance.

Budget i
Versions

Version Name: | revision 1 | Add New Version

Period 1

=+

Period 2

Fin | sviow | VERsionED B | DATE | | ACTVE | powNioa> | toraL | Rewove
Period 3 .
0 Show [Initial | f‘ndf;”E'g'Strm“ 5/7/2020 1:04:55 PM @ | Download 364,749 Remove
SubAwards (1) =
1 Show |revision1 | B, £/5/2020 10:04:23 AM e Download 364,749 Remove

Subprojects (1) InfoEd

Cost Sharing

Justifications

I
.
== ]
[==—= ]
== ]
(=]

In the above screenshot, the SHow icon allows you to see the budget version in its entirety, simulating
the navigation panel, without actually making it Active. DOWNLOAD will generate an Excel spreadsheet of
the budget version. This spreadsheet may be useful for sharing with collaborators but it is important to
note that it is text-only (there are no computation functions in it) and any changes subsequently made
to it cannot be imported back into the budget.
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