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RAPSS Proposal Team Quick Reference

Software Overview and Basic Navigation

When you first log in, you will be on your My Inbox page. You can always get back to this page by clicking My

Inbox in the top right.
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Project Information SF424 Contacts & Reviewers Attachments -
Current State
PROPOSAL INFORMATION [CONTACT INFORMATION BUDGET INFORMATION
POPL: Andrew Boreland ORSP Contact: strtingDate:  g.100015
Dopartment: Neurosclence and Cell | SPecialist: Monique Burger End Date: 9812023
Edit Funding Proposal Biology
. Email: monie. burger@nigers.eck | Number of Periods: ¢
Sponsors: National Institutes of
Heatth Phone 8480324030 Current Period:

Submission Deadline 546,200 Total Direct: 0

Date:

3 DEPT Pro-Avard Total Indirect:

ORSP Deadiline Date: 92612018 2 50

:::ubd Response Name: Jamie Carr Total: $0

Limited Submission: No Email: ‘carTj1@nwims.ruigers.edu

Pre-Application? No Phone: 732-235-2107

Bypassed Approvals?

Permission to Submit DEPT Post-Award

Granted? pe. Contact:

RUF Gift Assessment Fee e

P > Email:

Phone:
Parent ion Link for Continuations, Resubmissions, & Revisions:
History Reviewer Notes Change Log Compl - eCol Compl -elRB C - elACUC
Filter by @ Activity v | | Enter text to search for B +wme
Activity Author  Activity Date

b ]-_9' SF424 Created-Updated Boreland, Andrew 9/10/2018 11:21 AM
m Created Boreland, Andrew 9/10/2018 10:07 AM
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Navigate My Inbox

From My Inbox, you will find:
1. Logout link to exit the system.

2. Tabs listing your funding
proposals in various stages of
the process. The text at the top
of the page describes the tabs.

3. Your Role. If you have more
than one role, select the
Proposal Team role under My
Roles. Roles determine what
appears in My Inbox as well as
your access to proposals,
actions, and activities in
the system.

4. Buttons or Links to which
your role has access, for
example, a button to Create
Funding Proposal.

Open a Proposal

5. From the Grants tab, click
the appropriate tab to see
your proposals. To find a
specific proposal, see Filter
Data in a Table.

6. Click the proposal name to
open it.

The funding proposal workspace
opens. See Navigate Funding
Proposal Workspace for details.

View Proposal History

7. Inthe proposal workspace,
click the History tab.

8. The history lists the activity
taken on the proposal
including any comments or
attachments added.
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Filter Data in a Table

In Progress Pending Active Completed All Proposals To find a SpECiﬁC item in a table,
use the Filter by feature:

Filterbye D 4[97{1 to search for 9 Select the column to
filter by.

D Name ‘ wrTe Pl
Dete Modiied 10. Type the beginning
. characters for the items you
want to find. You can also
type a % symbol as a
wildcard before the
Filter by'e ID ¥ FPO0OD) + Add Filter characters. For example:

A T A e FP shows all items

beginning with FP
%FP0000 shows all items
containing FPO000

. For a list of operators you can
type in the text box, click the
Help icon.

12. Click magnifying glass to
apply the filter.

13. To combine multiple filter
criteria, click Add Filter.
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Navigate Funding Proposal
v Workspace

l Project Information SF424 Summary Compliance & Certifications Contacts & Reviewers Attachments Agreements - l
Current State

When you open a proposal, you will
b “ PROPOSAL INFORMATION CONTACT INFORMATION BUDGET INFORMATION See the proposal Workspace

POPE Andrew Boreland QRSP Conct: Starting Date: 40000

Department: Neuroscience and Cell Spechlist Monique Burgar End Date: 282023

EN e = - S 1. The State of the proposal in the

: monique burgen@rutgers.edu
Sponsors: Nalional Instilutes of Health

[— e e Phons 0 k00 Cumentpeod. process. For example, Draft

Total Direct:

e e ———- means the proposal has not been
w submitted for review.

Creale Document Review canj1 frwims rugers edu
Phone: 7322352107

N St . Buttons for activities related to
= s " LS proposal pages such as edit,

PR S i e e view, or print pages, depending
P a— ; on your role.

Jamie Cart Total:

Pemission lo Submi RUF Gift Assesament Fee
D pplicable?

G . Actions you can perform in the
Feviewer Notes Change Log Compliance - eCOI Compliance - elACUC CU rrent State .

Project Information SF424 S

Tabs of information related to the

proposal, SF424, and review.
DEPT REVIEWERS:

The follwring pecpl il review tis proposal and prvid orgerizationalapproval for: Neuroscince and Cel Bicogy . The Contacts and Reviewers
Sy Prscan v tab lists the reviewers and
Ememel it Soom approvers for the proposal.

Cycle 2 Proposal Reviewers:

preent o Navigate Funding Proposal
John Drudy
Pages

A navigation bar appears at the top

and bottom of each proposal page:
| «Back Save  (® Exit Hide/Show Errors Print ﬁJwTov 6

Back and Continue move you
0 ProjctDescription & ontacts backward and forward through the
104 *Which office will you be working with? Selectthe CentalOfice youml pages Contlnue saves your

@ Office of Research & Sponsored Programs (ORSP) be working with for this entrIeS, BaCk does nOt

. Save saves your entries and Exit
w returns you to the proposal
Enciaming Messages v workspace. Save only appears if
you can edit the proposal.

Message Field Name Jump To
© This is a required field; therefore, you must Status 5.2 Animal Subjects (IACUC)

provice te requbed bmaton. . Hide/Show Errors shows a pane
e;;Io\iigealhregqu;gﬁgs\;:kl’r;:r;;ﬁ;e,yuu must Is animal work being conducted under subcontract? 5.2 Animal Subjects (JACUC) at the bottom of the page I|St|ng
all pages with errors. If you can
You Are Hore: f s ¥ edit the proposal, you can fix the
Bsae ®Ext AHceShowEros BPin errors as follows:

General Information

- 1.0 Proposal Description & Contacts a. CIICk the J um p To Ilnk to go
- 3.0 Research Department to that page and fix the error.

- 4.0 General Proposal Information

- 4.1.b Purpose of the Project: RBHS on Campus b CIICk Refres h to update the

- 5.0 Compliance Review
- 5.2 Animal Subjects (IACUG) messages.

- 5.3 Biohazardous, Toxins, Pathogens, RDNA, Hul

-0 Expor Gt . Jump To menu lists all the
proposal pages. Select a page to

V jump to it.

A Hide/Show Errors &4 Print ™ Jump To~ 10 Save & Exit on the last page
saves your proposal and returns
you to the proposal workspace.
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Create a Funding Proposal

If you have more than one role in the system, select the Proposal Team role under My Roles to create a

funding proposal.

PROPOSAL TEAM

My Roles

‘You may have more than one role in
the system. The contents of your
Inbox may change depending on the
role selected below.

Proposal Team
Department Administrator
Department Approver

Create...

b Create Funding Proposal

You Are Here: fig Cats

1.0 Project Description & Contacts
104 *Which office will you be working with?

Save @ext AAHide/ShowEmors  @Print M JumpTov

@ Office of Research & Sponsored Programs (ORSP)

\4

AHide/Show Errors & Print Jump To~ Save & Exit 5

Current State

Edit Funding Proposal

EI} Create-Update SF424

Printer Version

View Differences

Review

b » Submit for Departmental

Create Document Review

CJ Permission to Submit

ﬁ Create-Update SF424

8 Permission to Submit

Submit for Departmental Review

ENDORSEMENTS:

1 will abide by applicable sponsor and University polices and guidelines in the conduct of the program, including provision of timely reporting per terms of the award. For multiyear awards with
‘automatic renewals (no interim progress reporting requied), this form will serve the term of the award

PRINCIPAL

DIRECTOR

« L agree and certiy that | will abide by current University policies on cost sharing, financial conflct o interest, inteflectual property, export control, dual use and radioactive materials, the use 7 .
of human subjectsivertebrate animais in research and any other compliance terms required based on the scope of the proposed work.

« I certy that the information contained on this form and within this application is true, accurate and complete and any plagiarized, false, ficifous, or fraudulent statements or claims may
subject me to criminal, civi, or administrative penalties.

« | certiy that all key personnel h d o p in the pr work as specified in the propos
» The proposal budget includes all the Cost Sharing, necessary equipment, installation, shipping, new space, renovation and/or facility modification costs; | do not expect Rutgers to share in
such costs.

« Ifan award s made, | am responsible for compkance with award terms and condtions and University policies and procedures; particularly for the technical conduct of the program,
submission of technical reports, regulatory compliance, and financial management.

« lam not aware of potential sponsor publishing restrictions or sponsor requirements for patent rights, which are in violation of Rutgers policies.
« L certy that | am not presently debarred, suspended, proposed for a@mw ineligible, or voluntarily excluded from current transactions by any Federal Department or agency. 8

As PUPD for this submission, | approve the above endorsements:

9.
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Create the Proposal

1.

pem

Select the Central Office you will
be working with for this

Submit the Proposal for Review

After you have created the proposal
and SF424 application, only the PI
can submit the proposal for internal
review.

You can continue to update your
SF424 while the proposal is in review.

From the My Inbox page, click
Create Funding Proposal.

Complete the pages. Click
Continue to move through
the pages.

Click Hide/Show Errors to
validate the proposal. To correct
errors, see Navigate Funding
Proposal Pages.

On the final page, click Save &
Exit.

You can continue to edit the

proposal (Edit Funding Proposal
button on the workspace) until the
Pl submits it for review.

Only if applicable, create the
SF424 application. See Create or
Update the SF424 Application.

If the proposal is complete,
including all documents and final
science, see Grant Permission to
Submit Proposal to Sponsor. If
not, you will need to perform this
step before your proposal can be
submitted to the sponsor.

From the funding proposal
workspace, click Submit for
Departmental Review.

Click the check box to agree to
the statements.

Click OK.
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Create or Update the SF424 Application

Generally, you will create the SF424 application prior to submitting the funding proposal for review.
Warning: Once created, any manual updates you make to mapped fields in the SF424 application will be
overwritten if you recreate the SF424 application. To update an existing SF424 application, see Update the

SF424 Application.

In Progress Pending Active Completed All Proposals

Fiterby @ | 1D

-

¥ | | Enter text to search for

D Name oa | Ouner state I b l-_li} Create-Update SF424

9/10/2018
11:21 AM

ﬂ 4 Cats

Burger, Monique Draft Boreland

Academic department study 9/10/2018
- KAB test 117 AM

b ] Action
4 Ressarch & Related Senior/Key Person Profile (Expanded) V2.0

© Research & Related Project/Performance Site Location(s) V2.0

FP00009018 Tirrito, Jenny Draft Bernstein

& Research And Related Other Project Information V1.4

1 PHS 398 Research Plan V4.0

& PHS 398 Cover Page Supplement V4.0

[ SF424 (R&R) V2.0

@ PHS Human Subjects and Clinical Trials Information V1.0
1 Research & Related Budget V1.4

F PHS 398 Modular Budget V1.2

H Research & Related Subaward Budget Attachment(s) Form 5 YR 30 ATT V1.4

v = PHS Assignment Request Form V2.0

Project Information SF424 Summary ¢

SF424 INFORMATION

SF-42400002337 4

Pre-Submission

SF424 Link to Form:
SF424 Tracking#:

SF424 Received Date/Time:

SF424 Status Updated:
SF424 Current State:

PDF Version TBD

Application Filing Mame:
[FPoa0080z3

includs in yaur application:

o2
Pre-Submission

Edit Grant Application 4

y
sae O] AHceStouEros Bt MlmoTor
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Confinee:

v
3

Create the SF424 Application

1. Open the funding proposal.

2. From the proposal workspace,
click Create-Update SF424.

3. Select the forms you want to
include in the SF424 application.

4. Click OK. The SF424 is created,
populated with data from your
funding proposal.

Update the SF424 application with
any missing data (steps below).

Update the SF424 Application

5. From the proposal workspace,
click the SF424 Summary tab.

Click the SF424 ID link.

In the SF424 workspace, click
Edit Grant Application.

To add an optional form, select
the form check box and then click
Continue to update the form.

To update an existing form, click
the link and make the changes.

. To continue working on the form
click Continue. When done
updating a form, click Save and
then EXxit to return to the SF424
workspace.

When finished filling out the SF424
application, go to
Validate the SF424 Data.
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v

Project Information SF424 Summary

SF424 INFORMATION

SF424 Link to Form: SF-42400002337 Q
SF424 Tracking#:

SF424 Received Date/Time:
SF424 Status Updated:
SF424 Current State: Pre-Submission

PDF Version TBD

Pre-Submission

Edit Grant Application

Printer Version

View Differences

b ¢ Validate Submission

September 2018

Validate the SF424 Data

After you have filled in as much of the
SF424 as possible, validate the form.

11.

12.
13.

From the funding proposal
workspace, click the SF424
Summary tab.

Click the SF424 ID link.

In the SF424 workspace, click
Validate Submission.

Fix any errors listed in the
Error/Warning Messages pane by
manually updating those pages.
See Update the SF424
Application. Click Validate
Submission again to ensure

no errors.
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Grant Permission to Submit Proposal to Sponsor

Before a proposal can be submitted to the sponsor, it must include all required documents and the final science.
If a proposal was not complete when it was submitted for department review, you can perform this step at any
time up to and while the proposal is in the Specialist Review state.

Grant Permission to Submit

In Progress Pending Active Completed All Proposals

Important: DO NOT perform these
steps if you are not ready to submit
your proposal to the sponsor. Doing
so indicates to the ORSP that the
application is final and ready to

be submitted.

Filterbye ID ¥ | | Enter text to search for n + Add

v Date
ID Name Wodified Owner State Pl

9/10/2018

121 AM Burger, Monique Draft Boreland

1. Open the funding proposal.

Current State

Draft 2. From the funding proposal
workspace, click
R e P Permission to Submit.

Printer Version 3. Select the check box to indicate
the proposal is complete and can
be submitted to the sponsor.

View Differences

Create Document Review 4 . CIle OK .

Create-Update SF424

Permission to Submit

1
&

Permission to Submit

Permission to Submit

Execution of this activity certifies that the funding proposal is complete and you are granting the ORSP permission to
submit to the sponsor.

ALL documents, including the FINAL techni: ientifi of the prop: (if i have been
attached

ALL and activities have been

NOTE: If the Grant Specialist has executed the “Bypass Review & Approval” activity, it will automatically be considered
that the techical/scientific components of the proposal (if applicable) are final

b * Iam certifying that the proposal is complete and the ORSP may submit to the Sponsor:
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Respond to a Reviewer Request

If a reviewer requires you to change something in your proposal, you will receive an email indicating this.
Review the request details and then respond to the request.

Review Request

Department Review: Pending Changes by PI

PROPOSAL INFORMATION

PD/PI: Rosetta Mccamery

Department: Biochemistry and Molecular

Biology
Sponsors: National Insfitutes of Health
Printer Version - _
[Emes ] SurisionDseie i 5
ORSP Deadline Date:
Expected Response Date: g1c010
Limited Submission: No
Create Document Review Pre-Application? Mo
Bypassed Approvals? Mo
. - Permission to Submit
ate-Update SF42
[& Crese-uposte SF424 Perms Yes
RUF Gift Assessment Fee
wp Bipass Review and Approvals Applicable?
RUF Gift Assessment Fee
Percentage

E.l Permission to Submit

CONTACT INFORMATION
— Review the email message and click
et e [ the proposal ID link to open the

Phane 848.932.4553

proposal.

DEPT Pre-Award Contact:

If you no longer have the email,
you will find the proposal on your
My Inbox tab.

Name: Christopher Stastny

Email: stastncmi@ored rutgers edu

Phone: 848.932.4032

DEPT Post-Award Contact

If the reviewer logged reviewer
notes, click the Reviewer Notes

Name: Dawn Dreyer

Email: dreyerde@ubhc nutgers edu

Phone:

o Submi Ghanges To Department Reviewer

& VWitndraw Proposal

History Reviewier Notes Change Log

888 issign Editors and Readers

w

Parent Subm\sv Continuations, Resubmissions, & Revisions:

Compliance - eCOI

tab and go to Respond to
Reviewer Notes below. If not,
go to Submit a Response.

Compliance - eIRB Cony

Respond to Reviewer Notes

Reviewer Notes
Fillerl'ryo Type ¥ | | Enter text to search for n + Add Filter FOI‘ eaCh I’EVIeWGI' nOte
o 2. If you need to edit the proposal in
ST 0 Propesel Deseaption & Contacts response to the reviewer note,
Change Post Award Department Administrator 1.0.5 C“Ck the Jump TO Ilnk and make
the change.
i) Response Required! Click here to respond 4 .
3. From either the proposal page or
e the Reviewer Notes tab, click the
— ) Click here to respond link.
| 4. Selecta response and explain
Comments go here your response in the text box.
5. Click OK. Ifona proposal page,
exit the proposal when done.
4 Submit your response (steps below).

b

Submit Changes To Department Reviewer

Submit a Response

Submit Changes to Departmental Reviewers

Executing this activity indicates that you have made ALL of the changes as requested by the Department.
If you have not made the requested changes, please describe the changes not made and provide an explanation below
the by the ay p

Please note that the.

6.

On the proposal workspace, click

Submission of the proposal

Please enter

hibd or delay the.

to your

Comments:

Comments go here

* Submit Changes To Department Reviewer 4

Atachments (optional)

+acd

name description
There are no flems to display
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Submit Changes To Department
Reviewer or Submit for
Department Re-Review.

q

In the Comments box, explain
your response to the reviewer.

Click OK.

B> caems




