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Welcome

This document is designed to help you, as a principal investigator, a department administrator, or a
coordinator working on a submission on behalf of your PI, to find step-by-step information on proposal
development using Pioneer eRA.

Please note that users must have a Pioneer eRA account to submit proposals. If you are not sure about
your access to the system or if you wish to receive access, please contact your system admin with your
first and last name, department name, 87 number and email address.

Important: All sponsored project proposals must be created in Pioneer eRA and routed for internal
review and approval via Pioneer eRA.


mailto:aparna.vaidyanathan@du.edu?subject=Add%20new%20user%20to%20Pioneer%20eRA

1 Login to Pioneer eRA

Step 1: In your preferred internet browser,
o nyolrp @ UNIVERSITYer

navigate to_pioneerera.du.edu DENVER

DU email (first.lastname@du.edu)

Step 2: Enter your DU email address and
Pioneer Web password. Click Login.

=

> Forgot your password?

Password (your PioneerWeb > Need Help?
password)

L

You are attempting to access the following
service: pioneerera.du.edu

2 Create a new proposal development record

Step 1: Click "Sponsored Home My Profile Locate My Records Locate Records Calendar Messages
Projects” in the sidebar of
your home page.

Sponsored Projects ° R
Sponsored Projects

Award Tracking Create New

Step 2: Click "Create New-

n (
Proposal". Your new ' SPIN II Proposal IQ
proposal setup page will

open in a new window.

Accessing Records/Reporting

[ Locate records by using filters



https://pioneerera.du.edu/
https://pioneerera.du.edu/

3 New proposal questionnaire

Proposal creation in PD module involves defining some basic information that includes Pl name,
Proposal type, Sponsor name, Proposal title, Start and End dates, and Number of Periods.

Important: Never close the browser when working on new proposal questionnaire. To ensure proper

record creation, you should complete all seven steps and click “create proposal”. Clicking on X will
cancel the proposal creation.

Step 0: Confirm PI: By default, the person creating the proposal is listed as the Pl. To modify the PI, click
"Change" and a new window will open with a search option. In the search box provided, begin typing

PI’'s name in the format “Last name, First Name” (e.g. Smith, Jesse). Click the desired name from listing
and click "Select." Do not click X.

Step 1: a) Select "Create a New Proposal” and click "Continue." (A new proposal is a blank or empty
proposal. If you choose to copy from an existing proposal, a previously created proposal is used as a
template, if security permits. Some information from the existing proposal will be copied into the new
proposal.) ORSP strongly suggests creating a new proposal.

pioneerera-dev.du.edu

New Proposal Questionnaire

—

tep 0: Confirm you intend for the Pl of this proposal 1o be Vaidyanathan, Aparna Change

tep 1: Create a “New" Proposal or “Copy From Existing*? Create a New Proposal
Copy From Existing Proposal

— ° Select value - Google Chrome

& pioneerera-dev.du.edu

° Select Close
Admin ° ]
—
Admin, PioneerERA - 9999 I
misira i, AN ca -

Administrator, InfoEd




Step 1: b) Choose "Setup Proposal Manually" from the dropdown and click "Continue." This is the
recommended setup type for all non-federal proposals.

8 pioneerera-dev.du.edu

New Proposal Questionnaire

Step 0: Confirm you intend for the Pl of this proposal to be Admin, PioneerERA Change
Step 1: "New" or "Copy From Existing"? Create a New Proposal
Step 1: Continved Setup Proposal Manually v ° Continue

Select from Grants.Gov Opportunities

Select from all SPIN Opportunities
©

Step 2: Choose a proposal type from the dropdown and click "Continue."

Create New Proposal - Google Chrome

@ pioneerera-dev.du.edu

New Proposal Questionnaire

Step 0: Confirm you intend for the Pl of this proposal to be Admin. PioneerERA Change
Step 1: "New” or "Copy From Existing"? Create a New Proposal
Step 2: Piease Select a Proposal Type ° New v
Continue ° Resubmission
Renewal
MOU

Master Research Agreement/MRA
Data Usage Agreement/DUA
Materials Transfer Agreement/MTA
Non-disclosure Agreement/NDA




Step 3: Type a sponsor name in the search box, click the desired sponsor from listing and click
"Continue”.

Create New Proposal - Google Chrome

@ pioneerera-dev.du.edu

New Proposal Questionnaire

Step 0: Confirm you intend for the Pl of this proposal to be Admin, PioneerERA Change
Step 1: “New”* or *Copy From Existing"? Create a New Proposal
Step 2: Proposal Type New

Step 3: Select a Sponsor ’ SRENS
T ° { Spencer Foundation -

Note: If desired sponsor does not appear in results, contact your research project administrator to request
that the sponsor be added to the database. In the meantime, you can choose "Default Sponsor" and continue
entering your proposal. But, remember to correct the sponsor name later when the missing sponsor is added
to the database.

Step 4: The system will automatically assign a proposal “tracking” number. Step 4 is skipped.

Step 5: In the free-text box provided, enter your proposal title and click "Continue."

Create New Proposal - Google Chrome

& pioneerera-dev.du.edu

New Proposal Questionnaire

Step 0: Confirm you intend for the Pl of this proposal 1o be Admin, PioneerERA Change

Step 1: “New" or *Copy From Existing®? Create a New Proposal

Step 2. Proposai Type Newe

Step 3: Selected Sponsor Spencer Foundation

Step 4. “Tracking” Number or "Proposai” Number This proposal will be automatically numbered

Step S: Proposal’s Tith

| Test Proposall °
Eoptpue 6



mailto:orsp@du.edu?subject=Add%20a%20new%20Sponsor%20to%20Pioneer%20eRA%20database

Step 6: Click the calendar icon to select project start and end dates or manually enter the dates in the
format “DD-MON-YYYY”. Click "Continue" to advance. (The dates can be adjusted later, after the
proposal is created, if necessary.)

Create New Proposal - Google Chrome

@ pioneerera-dev.du.edu

New Proposal Questionnaire

Step 0: Confirm you intend for the Pl of this proposal to be Admin, PioneerERA Change

Step 1: “New" or "Copy From Existing*? Create a New Proposal

Step 2: Proposal Type New

Step 3: Selected Sponsor Spencer Foundation

Step 4. “Tracking” Number or "Proposai” Number This proposal will be automatically numbered

Step S: Proposal's Title Test Proposal \

Step 6: What are the project start and end dates? From | 01-Jul-2020 3 ‘ °
To [ 30-Jun-2021 B °

Step 7: The system will automatically assign the number of budget periods based on the dates entered
in Step 6. The assignment is based on a full calendar year. If necessary, you may adjust the number of
periods in the pick list. When done, click "Continue" to advance.

New Proposal Questionnaire

Step 0: Confirm you intend for the Pl of this proposal to be Admin, PioneerERA Change

Step 1: “New” or “Copy From Existing"? Create a New Proposal

Step 2: Proposal Type New

Step 3: Selected Sponsor Spencer Foundation

Step 4: *Tracking” Number or "Proposai” Number This proposal will be automatically numbered
Step 5: Proposal’s Title Test Proposal

Step 6: Project Start and End Dates 01-Jul-2020 to 30-Jun-2021

Step 7: How many years and/or budget periods would you like? E]

*NOTE: If you need additional years/periods beyond 7, you may add them as needed once inside the proposal.

/

Continue




Next, review your responses to all the questions. If correct, click "Create Proposal." If incorrect, use
the "Back" button to step back through responses and make corrections.

Note: Additional budget periods may be added later in the Budget section. You will still be able to modify some of
the information you entered here, after proposal creation.

New Proposal Questionnaire Back
Step 0: Confirm you intend for the Pl of this proposal to be Admin, PioneerERA Change

Step 1: “New* or *Copy From Existing*? Create a New Proposal

Step 2: Proposal Type New

Step 3: Selected Sponsor Spencer Foundation

Step 4. “Tracking® Number or “Proposai” Number This proposal will be automatically numbered

Step S: Proposal’s Title Test Proposal

Step 6: Project Start and End Dates 01-Jul-2020 to 30-Jun-2021

Step 7: Number of Budget Penods 1

Is all of the above information correct? *NOTE: Clicking "Create Proposal” vill create a new proposal with the properties you have indicated above
There is one final screen of questions to be completed before you can start enfering your new proposal. Again,
/ you will be able to change the properties of the proposal once it has been created if need be.

Step back through responses =~ Create Proposal

After you click ‘Create Proposal’, wait for the page to finish configuring all the steps. Once it is
complete, your proposal record will be created and will automatically open in a new window. Your
New Proposal Questionnaire will no longer be available after this point.

pioneerera-dev.du.edu

Step 2 of 5: Configuring Record Specific Data Collection

Please do not navigate away from this page.




4 Setup questions screen

4.1 Proposal identifiers

After you click ‘Create Proposal’, the Setup questions page will appear. From this point, the proposal
record will be available in the system for view/edit based on your permissions. You will be able to
track the status of your proposal anytime by knowing the elements of your proposal.

The key elements can be found in the proposal header area: Proposal number/Pioneer eRA record
“tracking” identifier (TXXXXXXXX in the upper right corner of the screen), Proposal title, Pl name, PI's
Primary Department, Sponsor Name.

7’

Important: SAVE- Click ‘Save’ to save your progress before you advance to the next tab. DONE- Click ‘Done
only when you want to exit out of the proposal record. Closing the record using X does not mean that you
have exited out of the proposal record. Always use ‘Done’ button to exit the record properly.

Test Proposal 2
PioneerERA Admin - XYZ Zst Org (Spencer Foundation)

Proposal
T00000358

Setup Questions Setup Questions

Please answer all questions below and click SAVE

This template is only for submissions other than via Grants Gov

Help: The following information will help you choose the appropriate program typ

4.2 Addressing all questions/sections

Address all questions/areas of the Setup Questions to proceed in the proposal.

Step 1: Submission Mechanism/Form Information

If this project is a flow through project (a subcontract or subgrant), click the Yes radio button. In the
Sponsor/Template Selection popup, you can change the Originating Sponsor. Otherwise, proceed to
next section.



Submission Mechanism/Form Information
Is this a Flow Through Project? No

Sponsor/Template Selection - Google Chrome

@ pioneerera-dev.du.edu

Sponsor/Template Selection save | Close

Proposal Sponsor Robert Gallop Change
Originating Sponsor ABB Bomen Inc. Change Remove

Is this a Flow Through Project? @Yes ()No

Step 2: Deadline Information

Click the Yes or No radio button to indicate if there is a deadline for the submission. If you answer
No, this section will have no further questions. If you answer Yes, the following steps are required.

1) Select the Deadline Type
from the dropdown.

Deadline Information

2) Enter the Deadline Date in Is there a Deadline for this Submission? O No
the available field or click
the calendar icon and pick Deadiine Type
a date. Deadline Date 30-5ep-2020 | E}
3) Enter the Deadline Time as ,
Deadline Time | 05:00:00 PM |
5:00:00 PM. By default, the —

deadline time zone is
Mountain time.

Step 3: General Proposal Properties

Indicate whether your proposal will involve the use of humans as part of
the project. Proposals involving Human Subjects would require some additional protocols.

Indicate whether your proposal will involve the use of animals. Proposals involving laboratory
animals would require some additional protocols.

Step 4: Budget Setup Information

This section drives the F&A scheme and the calculation in F&A tab of the budget screen. Please read
the following and choose an appropriate program type and mark on/off campus.



Program Types:

ARC-Academic Research Center: Research and scholarship activities that include rigorous inquiry,
experiment, or investigation to increase the scholarly understanding of the involved discipline.
OSA-Other Sponsored Agreements: Service and training activities that primarily benefit non-DU
students/personnel. These include: i.) Community outreach projects, ii.) Curriculum
development/evaluation for outside entities, iii.) Travel and Conference grants, iv.) Service, development
or training that are generally work for hire.

SiI-Sponsored Instruction: Teaching and training activities funded by external sponsors for the benefit of
DU students/personnel. Includes agreements which support curriculum development as well as
teaching/training activities whether offered toward a degree or certificate.

Off-Campus Rate: To be considered off-campus, 50% of more of the University employee personnel effort
(included cost-shared effort) is performed in facilities neither owned nor leased by the University.

General Proposal Properties

! v, g
Will your proposal involve the use of Human Subjects? ( Yes (@ No

-
Will your proposal involve the use of Laboratory Animals? Yes (@ No

Budget Setup Information

Select the Program Type [ Research - ARC (US Governm v]

The majority of the research will be conducted (@ On Campus () Off Campus

Step 5: After all the questions have been answered, there are two ways to save and complete this
screen.

. Save and Continue | | . L
1) Click in the bottom right corner of the screen. This will save and

validate all the questions and automatically make the screen completed. You will
automatically advance to the next available tab (Cost Sharing Form).

Save
2) Click in the upper left corner of the screen. The screen will auto-complete if all
mandatory questions have been answered. You will automatically advance to the
next available tab (Cost Sharing Form).

In the side navigation bar next to the Setup Questions, a white check mark implies that the screen
has been completed. The screen will now be available in a “View Only” mode. This triggers all other
tabs of the proposal to appear. Click on the desired tab to navigate further.



Important: As you finish answering the questions on each tab, indicate so by checking the “Completed” checkbox
in the upper right corner of that screen. When all the tabs have been completed, you will be able to submit the
final application of your proposal.

After the Setup Questions tab has been marked complete, changes may still be made. Select the Setup Questions
tab in the side navigation bar. Deselect the Completed checkbox. The screen will refresh and will be available to
edit. However, uncompleting the Setup Questions tab will uncomplete all other tabs that were previously
completed.

= | [Dene Test Proposal Proposal
PioneerERA Admin - XYZ test Org (Spencer Foundation) 100000358

b ¥ Setup Questions Setup Questions Completed

Cost Sharing Form

This template i3 coly for submussions other than i Grants Gov
F&A Waiver Form
Help: The falowng mlcrmabon sl heip you choose the spproprate program type snd on off campus n the Budgel sebip nfcrmabon secton
Personnel
Program Tyoes:
Budget 1 ARG ACHdemic Research Conter; Reseaich and Scholashig ScBilies hat Incuce orous INquiny xperment o inestigabon 10 InCease Ihe SCholary LAJerstanding of The #roived cipine
2 OSA-Other $p0Ns0red AQIEEMENES; Senice 3nd brainng Sctniies hat prmanty benett noe-OU studentapersconel. These inchude ) Communty Sulresch pojects, § ) Cumtulum developmenteraiuaion for oulsde enttes ) Travel snd Contevence Grants ) Serce. Gevelnpment or raming That are Gensraly work 1or hire
— 3 31 Sponsored INANUCEON; Teachng and rarung actiibes funded by extemal spcnsors or the benefit of DU studentspersonnel InCludes agreements which Suppon CumCulum development a3 well 35 leaChng/ir aning actiibes whether offered loward 3 degree of Certiicate
QM1 .Camous Biale; To be consered 6Tampus 50% of More of Ihe Unnversity empiayee persones efor (ACAsed Costshaed e8] & periormmed n 1BGies nedher ormed nir 13363 by the Uriversty

Internal Routing & Upload

B il Submission Mechanism/Form Information

Acknowledge

i this 3 Flow Through Project? Ho

Deadline Information
Tasks
Management Record (PT) Is there a Deadine for this Submason” No

General Proposal Properties

o321 Frvgive the wse of Human Submcts” e

0381 Ivaive the use Of Laboratory Animals? he

Budget Setup Information

Select the Program Type Research - ARG (US Gowerment Hon-Profi

The majority of the research vl be conducted On Campus

5 Approval forms & Internal pre-review routing

5.1 Entering Cost Sharing / F&A Waiver Form

Step 1: Click on "Cost Sharing Form" from the left navigation menu.

Step 2: Address all questions and fields on the form. When done, click the "Complete" checkbox in
the upper right corner. (Use Validate button to verify if you have completed all mandatory
questions before you click “Complete” box.)

Step 3: Click on "F&A Waiver Form" and repeat the above steps.



Step 4: Make sure you see tick marks on both Cost Sharing and F&A Waiver tabs.
Step 5: Click on ‘Internal Routing & Uploads’ tab

A Cost Warver Reques

pioneerera-dev.du.edu

= Done  Save Test Proposal Proposal
= PloneerERA Admin - XYZ test Org (Spencer Foundation) 100000358
¥ Setup Questions F&A Cost Waiver Request
——
¥ Cost Sharing Form vwidate @ complete 7
e

h v "
F&A Waiver Form Guidelines.

check the complete box

Personnel ‘ ,
X ‘save’ o0 b

check the complete box ¢ ¢ ¢ comer of this f submit for IDC Waiver' reve

Budget

PRA Form
* Is there a F8A waiver?

Internal Routing & Upload

5.2 Routing Cost Sharing / F&A Waiver Form for approval

Step 1: Locate ‘thumbs up’ icon. Locate the Pre-review route dropdown with a route name.

pioneerera-dev.du.edu

= Done Swve Test Proposal Proposal
PloneerERA Admin - XYZ test Org (Spencer Foundation) T00000358
Completed

¥ Setup Questions Internal Routing & Uploads

¥ Cost Sharing Form

Once your eform has been compieted i can be eleckronically routed for pre-review and necessary approvals This page wil duplay in o modes: Un.submilled and Submitted

¥ F&A Waiver Form
1. The screen is in Un-submitied mode when your proposal has nol yet been routed You can determine this by visually identfyng 3 ‘thumbs up” on e screen If s Bere then the proposal has not yel been submitted
Personne 2 The sceeen s 0 Submitied mode when y 0531 has been submetiad and you can see the approval path & 1s ca

‘out Admnist 310rs have configured the approval path that they feel is appropaate for your proposal If you have any questons regarding s process please contact Bem

Budget

Guidelines:

®a??

Internal Routing & Uploadtl

Supplemental documents

Curreet Proposyl Status. Under Development

Compcnents fx Intial Application Pre-Review Route | No wavericost shacing sought v [Submit Pre-Review H

| status

Depending on what you answered to “Is there a cost share?” and “Is there a F&A waiver?” on the forms,
a Pre-Review route will automatically show up on this screen.

Is there a cost share? Is there a F&A Waiver? Pre-Review route name

No No No waiver/cost sharing sought
Yes No Cost Share

No Yes IDC Waiver



Note: No waiver/cost sharing is a notification step only, no approval is required. You still need to submit it by
clicking thumbs-up to advance to ‘PRA and Budget Route’.

A Cost share or a F&A waiver route requires approval from multiple parties who have been assigned as your
department’s designated approvers. Once this route is complete, you will be able to submit for a ‘PRA and
Budget’ pre-review.

Step 2: Click on thumbs-up. Route/approval Pre-Review Route: [ IDC Waiver v |Submit Pre-Review 15
path will open in a new window.

Step 3: Review your route path. AT
Step 4: If you wish to add more people to pevdiedu
review path, click on insert button or Proposal TOO000358 - PioneerERA Admin “Test Proposal” (Under Devalopmaent)

“Add new person” link to add a /
person as an approver or as FYl only, """ F9U route path Add New Person to Review Patt

Step PI (was not PioneerERA Admin |
1 submitter)
; Step ORsP Jerry Mauck
@ pioneerera-dev.du.edu A BE
ORsP Aparna Vaidyanathan E
Add step add | lcancel orsp Julie Cunningham |
Step Executive Director Jerry Mauck E
5 \
. Ste Notificati PioneerERA Admin
Smith, Jesse - . otifications  H ' BE
¥ Notifications Aparna Vaidyanathan E
@ Informational Only Notifications Julie Cunningham P
() Approval Required Notifications Jerry Mauck B

Step 5: Finally, click on “Submit” button.

Routing steps are sequential and automatic. All designated approvers listed on this screen will be
notified with a link to approval page via email (Please click this link-> Routing & Approval document
for more information on approvals. )

At any point of time, you may check who is reviewing/notified, approver’s decision and comments
under “Active Routing Progress”. You may also continue working on other tabs until you are
notified. Pl & department admin will be notified via email with any next steps after the completion
of an active routing.


https://www.du.edu/orsp/media/documents/infoed-routing-review-and-approval.pdf

Internal Routing & Upload

Current Proposal Status Intial review

Supplemental documents

60

Componenty % Inital Apphcation

Acknowledge
Corert Samanon

| starus

Tasks Active Routing Progress
Management Record (PT) T00000358 - PloneerERA Admin"Test Proposal
Submitted by Aparna Vadyanat ¥ of Proneerf RA Adomn

Aan cn beks
Route Name Route Type Step Number/Name Who Notified Decision Insert Remove
100 Weve Revaw St 3 - P (s not

) t submitter) PionearERA Admin S04 M

5.3 Entering Budget & PRA Form

Step 1: Complete the detailed budget (Refer Section 6 for steps). YrR————
Step 2: Click on "PRA Form" from the left navigation menu.
Step 3: Address all questions and fields on the form. When done, check =i (Dol (Sme ,T:::,:
the "Complete" box in the upper right corner of the screen. (Use
Validate button to verify if you have completed all mandatory ¥ Setup Questions

guestions before you check the “Complete” box.)
Step 4: Make sure you see tick marks on both budget and PRA form tabs.
Step 5: Click on ‘Internal Routing & Uploads’ tab

v Cost Sharing Form
v F&A Waiver Form

Personnel

v Budget

v PRA Form

) Internal Routing & Uploads

5.4 Routing Budget & PRA Form for approval

Step 1: You may review the Current Proposal Status. The following screenshot shows ‘Waiver or
Cost share approved’. This status will vary based on the previous route you submitted.

Step 2: You may review the route history of all previously submitted routes for this proposal.

Step 3: Add any forms or documents that requires a signature from ORSP. Any documents uploaded
on this page will be routed as part of ‘Budget and PRA Review’.



Current Proposal Status. Waiver a/o Cost Share approved 1 4

Components for Initial Application E Pre-Review Route \ Budget and PRA Review v [Submit Pre-Review ib

Current Submsson

2 | Route History
- Route Submitted - (by Apama Vaidyanathan on behalf of PioneerERA Admin at 13-Jul-2020 5:37:45 PM)

IDC Waiver - Pre-Review Hide Comments
Step Number Step Name Who Notified Decision
Step 1 PI (was not submitter) PioneerERA Admin 13-Jul-2020 5:37:47 PM Bypassed

C : Aparna Vaid han (7/13/2020 6:28:27 PM) - " Aparna Vaidyanathan bypassed this routing step on 13-Jul-2020 6:28:27 PM Approved”
Step 4 ORSP Aparna Vaidyanathan 13-Jul-2020 6:28:30 PM Approved - Approve

C Aparna han (7/13/2020 6:29:48 PM) - "Reviewed and approved”
Step 4 ORSP Julie Cunningham 13-Jul-2020 6:28:30 PM Bypassed

C Aparna Vaidy han (7/13/2020 6:33:00 PM) - " Aparna Vaidyanathan bypassed this routing step on 13-Jul-2020 6:33:01 PM" v

5.4.1 Uploads for signature

1) Locate the "Add Institution Forms/Supporting Documents" link at the bottom of the
screen. Click the link to open the upload screen.

2) On the upload screen, enter the document name, select the file, select document type
from the Document pick list, select "Proposal Documents" from the Folder pick list, and
click "Upload."

3) Repeat step two above to upload further proposal materials.

4) When done uploading proposal materials, click "Close."

Step 4: When you return to the Internal Routing and Uploads screen, locate Pre-review route
dropdown displaying ‘Budget and PRA Review’. Locate and click on ‘thumbs up’ icon on this
screen. Route path will open in a new window.

Step 5: Review your route path.

Step 6: If you wish to add more people to review path, click on insert button or “Add new person”
link to add a person as an approver or as FYl only.

Step 7: Finally, click on “Submit” button.

Routing steps are sequential and automatic. All designated approvers listed on this screen
will be notified with a link to approval page via email (Please click this link-> Routing &
Approval document for more information on approvals. )

Step 8: At any point of time, you may check who is reviewing/notified, approver’s decision and
comments under “Active Routing Progress”. You may also continue working on other tabs
until you are notified.

Step 9: After Budget and PRA approval, your Internal Routing and Uploads tab will look like below.
Current Proposal Status should now display “Budget approved”. You can view the route
history by expanding the + button. There will be no thumbs up button, (i.e., there are no
other pre-review routes for you to submit.)

Step 10: Click the "Completed" box in the upper right corner.


https://www.du.edu/orsp/media/documents/infoed-routing-review-and-approval.pdf
https://www.du.edu/orsp/media/documents/infoed-routing-review-and-approval.pdf

If.x.rrzr.: Proposal Status: Budget :wroudl

Components for Initial Application E
Current Submision
[FORMDOCUMENT NAME EDIT STATUS UPLOAD REMOVE
Route History
oute Submitted - (by Aparna Vaidyanathan on behalf of PioneerERA Admin at 13-)ul-2020 5:37:45 PM)
DC Waiver - Pre-Review Hide Comments
oute Submitted - (by Aparna Vaidyanathan on behalf of PioneerERA Admin at 15-Jul-2020 2:43:14 PM)
udget and PRA Review - Pre-Review Hide Comments

Step 1: Click on "Budget" from the left navigation menu. A new pop-up window will open.

Step 2: Locate “Personnel costs, "Non-Personnel costs", F&A, Cost Share sections of the screen for
each budget period and enter your detailed budget.

Step 3: Click "Save" in the upper left corner of the screen.

Step 4: Click "Complete Budget" in the upper right corner of the screen

Step 5: Click "Done" in the upper left corner of the screen to exit out of the Budget window. This
will automatically add a “completed” checkmark on budget tab.

For detailed information, please refer to the Budgeting documentation.

7 Personnel

Step 1: The key Pl will be automatically listed on this screen upon proposal creation.

Step 2: All key Personnel including the subaward PI (if any) added under Personnel costs in Budget
section will automatically be listed in this screen.

Step 3: You may add additional non-key personnel or consultants.

Step 4: Start typing last name in the "Name" field and click on the desired individual from the
listing.

Step 5: Select the individual's role from the "Role" pick list and click "Save."

Step 6: Repeat this process until all personnel have been added.

Step 7: When done, check the "Completed" box in upper right corner of the screen.

For detailed information, please refer to the Personnel documentation.


https://www.du.edu/orsp/media/documents/infoed-budgeting-and-personnel.pdf
https://www.du.edu/orsp/media/documents/infoed-budgeting-and-personnel.pdf

8 Supplemental Documents

This section is optional. You may add any additional documents for record keeping purposes. Otherwise

directly go to step 4.

Step 1: Click on "Supplemental Documents" from the left navigation menu
Step 2: Click “Choose File”, select the file its location, click “Upload”.

Step 3: Repeat the above to upload all materials.

Step 4: When done, click the "Completed" checkbox in the upper right corner.

Supplemental documents

Completed [

—v 3
\ 1 )/
Choose File No file chosen Upload =
9 Acknowledge & Finalize the proposal
Step 1: Click on “Acknowledge” tab from the left 5
navigation menu. I acknowledge :
Step 2: Select one of the options in the form and click @1 will submit this proposal to the sponsor
the “Completed” checkbox in the upper right OI'm requesting ORSP's assistance
corner.

Step 3: Verify if all tabs have been completed. You can confirm that if tick marks are present on all tabs.

Now, click on "Finalize" tab from the left navigation menu.

Step 4: Click "Build" to convert the Supplemental documents (if uploaded) to a single PDF. This step is

not required if there are no uploaded documents.
Step 5: Click “Submit for Internal Review”.
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Step 6: Click on the "thumbs up" icon to the right of "Submit

Final Review."
% Submit Final Review1®

Step 7: Click "Submit" in the pop-up window.

After you receive a final approval notification from ORSP, the current status of your proposal record
will automatically be changed to ‘Ready to submit”. At this point, you may externally submit your
proposal to the sponsor or you may seek ORSP’s assistance to submit to the sponsor.

10 How to re-open your PD record

There are multiple ways to reopen your proposal record from the home page.

10.1 AQuick find

In the quick find search bar, you may do one of the following:

1) Type in your proposal record number (TXXXXXXXX) and click enter to locate the proposal.

2) Type the sponsor name of your proposal and click enter. Depending on the number of proposals
(you have access to) associated with the sponsor name you searched for, the search results will
vary from one to many records. You may then click on the desired proposal number from the
listing.



3) Type PI's Last name and click enter. Depending on the number of proposals (you have access to)
associated with the Pl name you searched for, the search results will vary from one to many
records. You may then click on the desired proposal number from the listing.
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Results found: 1 Export to Excel

Drag a column header and drop it here to group by that column
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> T00000358 Admin, PioneerERA  Spencer Foundation Submitted to sponsor

10.2 Locate records by using filters

Step 1: Click on Sponsored Projects and click “Locate records by using filters”.

Step 2: Add any number of filters to your search criteria from the “available fields to search by”
listing. Type in a value or select a value from the listing for the selected fields to filter.

Step 3: Click on “Search”.
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Once you have located the proposal record, click on the proposal number and click Proposal
Development. You may choose to Edit or View based on your access.
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