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Postdoc Match Request Record Guide

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 Principal
Investigator (PI), to create a new post-doctoral fellow (postdoc) match request.

Please note that users must have an InfoEd account to create a new Postdoc match
request. If you are not sure about your access to the system or if you wish to receive
access, please contact your Grant and Contract Administrator.

Refer to the Post Doctoral Fellow Matching policy for details on the match and eligibility.

Step 1: Login to InfoEd

In your preferred internet browser, navigate to InfoEd (pioneerera.du.edu).

You will use Single Sign on to login. Enter your DU email address and password. Select
‘Log in.” DU’s Multifactor Authentication is also required to login.

DU email (first.lastname@du.eda)
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Password (your Pionearweb
password)

-
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Step 2: Creating the Postdoc Match Request Record

Once you are on the InfoEd home page, select ‘Sponsored Projects’ on the left-hand
sidebar of your homepage.

¢ infoEd I UNIVERSITY oF [

Home My Profile Locate My Records Locat

Sponsored Projects «

Award Tracking
Financial Tracking
Conflict of Interest

SPIN



https://www.du.edu/file/87520
https://pioneerera.du.edu/EnableWeb/Portal/Home
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Select the ‘Proposal’ tile under Create New. This opens the “New Proposal

Questionnaire” in a new pop-up window.
Home My Profile Locate My Records Locate Records Calendar Messages Things to Do Quick Find

Sponsored Projects .
Sponsored Projects
Award Tracking Create New
Financial Tracking | Proposal ’ | | Management Record |
Conflict of Interest Accessing Records/Reporting
SPIN | Locate records by using filters | | Show a listing of All my records |
| Adhoc Reporting | | Pre-Defined Reports |

This opens the “New Proposal Questionnaire” pop-up window. You are required to fill in
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 the new proposal questionnaire.
To ensure proper record creation, you should complete all seven steps and click ‘create
proposal.” Exiting the pop-up will cancel proposal creation. Please fill out the steps as
follows:
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New Proposal Questionnaire

Alert: To avoid confusion with manual and 525 proposal template sefection, the dropdown to select from Grants.Gov opportunities has been hidden.

Step 0: Confirm you intend for the PI of this proposal to be | Test, InfoEd RAAccount - University of Denver -

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

Step 2: Proposal Type | New v |

Step 3: Selected Sporrsor| Post-Doc Sponsor |

Step 4: "Tracking” Number or "Proposal” Number This proposal will be automatically numbered.

Test Title

°®

Step 5: Proposal’s Title #

Step 6: What are the project start and end dates (MM/DD/YYYY)? From:| 01-Jan-2024 | 5] To: | 31-Dec-2028 [lc

Step 7: How many years and/or budget periods would you fr'ke?| 5w |

*NOTE: If you need additional years/periods beyond 7, you may add them as needed once inside the proposal.
Is all of the above information correct?

*NOTE: Clicking "Create Proposal” will 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 entering your new proposal. Again, you will be able to change the properties of the proposal once it has been created if need
be.

Create Proposa

Step 0: By default, the person creating the proposal is listed as the Pl. To modify, click
in the text box and begin typing the desired Pls name. Select the correct name from the
search list. If the Pls name is not included in the search, contact your grant and contract
administrator to add them to the database. The Pl can be changed later if needed.

Step 1: Select ‘Create a New Proposal.” A new proposal is a blank or empty proposal.
Step 2: Select the type of proposal for ‘Proposal Type.’

Step 3: In ‘Selected Sponsor’, instead of the sponsor’s name, enter “Post-Doc
Sponsor”.

Step 4: No action required. The Proposal Tracking Number will be automatically
created.

Step 5: Enter the Proposal’s Title.

Step 6: Click the calendar icon to select project start and end dates or manually enter
the dates in the format ‘DD-MM-YYYY.’ The dates can be adjusted after the post-doc
match request is created, if necessary.

Step 7: The system will automatically assign the number of budget periods based on
the dates entered. The assignment is based on a full calendar year. You may adjust the
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number of periods in the pick list. Review your responses for accuracy and select
‘Create Proposal.’

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.

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. From this point, the proposal record will be available in InfoEd for
view/edit. Take note of the proposal tracking number in the top, right corner of the
record (TO000xxxx) as you will use this to search for and update the postdoc match
request in InfoEd (NOTE: in Step 4, you will change the tracking number manually).

Complete the setup questions and select “Save and Continue”.

= Done | | Save  Test Post Doc Match 11.26.24 Proposal

InfoEd RA Account Test - University of Denver (Post-Doc Sponsor) »100002494

b Setup Questions Setup Questions Show || Reset Defaults

SKIP THIS PAGE AND CLICK "SAVE AND
CONTINUE".

Additional Information

Agreement Sponsor Mame

Set Clear

Responsible for submission (mandataory) | will submit this proposal to the v l

» Save and Continue
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Step 3: Completing the “Postdoc Match Request” Tab

Fill out the “Post Doc Match Request” tab with the following information:

1. Mark that the project budget is proposed at the full F&A rate. Requests are only

eligible if you use the full F&A rate.

2. Amount of requested post doc salary per project year (REMINDER: The request
is for 25% of the salary only). The request can include the calculated inflation from

year to year.

Justification for post doc salary match request
Proposal number (if applicable)

Grant number (if applicable)

Sponsor Name

2

_— Done o Test Post Doc Match 11.26.24

= InfoEd RA Account Test - University of Denver (Post-Doc Sponsor)

Post Doc Match Request

¥ Setup Questions

Post Doc Match Request

Validate

Proposal
TO0002373

[ complete

Internal Routing All requests for Post Doc Match must be proposed at the full F&A rate.

Is this project being propesed at the full F&A& rate?

Tasks

Please Include the amount of Post Doc salary requested per year of the Project:
Management Record (PT} =

Please answer the following, if applicable:
*
Please provide a justification:

Test
A

*
Proposal number Grant number
|Tooomcd | |30

(To add & Sponsor click on the edit icon and start typing the Sponsor name in the text field and dlick select.)
=

Add Sponsor Name
Default Sponsor # *

When you are done, check the box as “Complete” in the upper right hand.

Post Doc Match Request

v Setup Questions

ali ’» Complete Ijg-g
) ¥ Post Doc Match Request

Internal Routing B ves O Mo *
Are you requesting matching post doc salary support?

Step 4: Finalizing and Submitting the Record for Routing
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Go to the “Internal Routing” tab. Follow the steps 1-5 on the page. Start by clicking the
“‘Management Record (PT)".

Test Post Doc Match 11.26.24 Proposal
InfoEd RA Account Test - University of Denver (Post-Doc Sponsor) TO0002494

= Done Save

Internal Routing Completed [

v Setup Questions

+ Post Doc Match Request

1. Click the Management Record(FT).
Internal Routing

2. Click Edit on the Institution Number fieid.
Tasks 3. Rename the Proposal number to "PDM-PILastNameMMDD YY"
Management Record (PT) 4. Glose the Management Record.

3. Click the Thumbs-up button to submit for internal revisw.

Current Proposal Status: Under Development

Gomponents for Initial Application Pre-Review Route: | Post Doc Match v | Submit

Current Submizsion

Add Institution Forms/Supporting Documenis

In the Proposal Tracking (PT) screen, click edit on the Institution Number field.

—_ Don g Test Post Doc Match 11.26.24 Proposal
= €| |*®€ | InfoEd RA Account Test (Post-Doc Sponsor) T00002494
- Edit Mod
Submissions (1) —_ summa‘ry ftode
Master
Last Updated: 26-Nov-2024 4:08:16 PM Record Status: Under Development MergeTemplate
_ Proposal Type Institution Number Edit «Banner Grant # Ref Acct
Sponsor [ new v|  Toooozess | | | |
Personnel (1) +
Processed Date Submitted Initial Notif. Int Due Date
Budget + 26-Now-2024 | | | | | |
Agreements (0) Deadline Date Deadline Type Deadline Time
| | vl |
Communications (0)

Update the institution number to “PDM-PlLastNameMMDDYY” (example, PDM-
Smith121224) and click “Save.” The record number will now be changed. Take note of
the new institution number so that you can search for it in InfoEd.

Update Institution Mumber - Geogle Chrome — O >

&

=% pioneerera.du.edu/shared/fncUpdatelnstNo.asp?... a,

Proposal Record Number » Save Close

Please enter the Institution Number
| PDM-TestPIMMDDY | ]
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Proposal
- PDM-TestPIMMDDYY

Edit Mode

Close the management record by clicking done.

E- Done Save Test Post Doc Match 11.26.24
InfoEd RA Account Test (Post-Doc Sponsor)

Summary

Submissions (1)

Last Updated: 26-Mov-2024 4:08:16 PM

Proposal Type
| Mew W |

Return to the “Internal Routing” tab. Check the box as “Completed” and then click
“Submit”. This will route the record for internal review.



