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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.

Navigate My Inbox

v

Hello, Melissa Vinch v

R RUTGERS | RAPSS Testand Training Sie From My Inbox, you will find:

»

B

My Inbox RAPSS | Home Grants Awards Researcher Profiles -

Page for Melissa Vinch

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.

Please note that if you have multiple roles in the system (i.e. Proposal Team & Department Approver) the tabs below will
submission determines which ACTIVITIES will be available to you once you open the project workspace. Please note tha

Inboxes: The list of items that is displayed in the respective inboxes below represents activity that currently requires your

To see all activity that you have access to that does not currently require your attention. please click on one of the corresy

b My Inbox - Proposals My Inbox - Awards My Inbox - Agreements My Inbox - Subawards

Proposal Team
ACR

Reviewer
Specialist

Filter by 2] D ¥ | | Enter text to search for n + Add Filter
~ Date Instrument Purpose Sub
1D Name Modified Type Owner  State Type of Project PI Dep
b In Progress Pending Active Completed
Filter by e ID ¥ | | Enter text to search for|
= Date
ID Name .
Modified

9/10/2018

‘I
s PP 4 Cats 1121 AlM

9/10/2018
11:17 AM

Academic department study
- KAB fest

FPH0009018

Cats

Project Information 5F424 Summary Compliance & Certificatiof

Current State

PROPOSAL INFORMATION [CONTACT
POIPI: Andrew Boretand ORSP Contact;
.
it Funding Proposal
_ Email:
Sponsors: National Instilutes of -
Printer Varsion Health on
Submission Deadline
Date: BMG2020
ORSP DeadlineDate:  gasana DEPTero-Awary
Expected Respanse Name:
Date:
Create Document Review Limited Submission: Emal:
Pre-Application? No Phon
Lg'» Create-Update SF424 bl AP =i L2
Permission fo Submit 1, DEFT Post-Award
Permission to Submit S g
[c4 RUF Gift Assessment Fee Name:
Applicable? i
(_ Witharaw Propasal RUF Gift Assessment Fee )
Percentage Phone:
v i 2o Eators s eacers
History Reviewer Notes Change Log C - eCOl C -elRB Compli - elACUC
Fiter by @  Aciity v | | Enter textto search for B +wne
Activity Author w Activity Date

SF424 Created-Updated Boreland, Andrew 9/10/2018 11:21 AM

i1
E,) Created

Boreland, Andrew 9/10/2018 10:07 AM
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1. Logout link to exit the
system.

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

3. Tabs listing funding
proposals and SF424
applications in various
stages of the process.
Your role determines which
tabs appear.

Open a Proposal

4. Click the appropriate tab.
To find a specific proposal,
see Filter Data in a Table.

5. Click the proposal name to
open it.

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

View Proposal History

6. Inthe proposal workspace,
click the History tab.

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

To find a specific item in a table,
use the Filter by feature:

In Progress Pending Active Completed All Proposals
8. Select the column to

filter by.

Filter bye ID a:J = to search for

9. Type the beginning
D = witer P characters for the items you
Date todfed want to find. You can also
e type a % symbol as a
wildcard before the
characters. For example:

e FP shows all items
beginning with FP
e 9%FPO000 shows all

Fiterby @ 1D BN i

? A A items containing FPO000

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

. Click magnifying glass to
apply the filter.

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

When you open a proposal, you will
see the proposal workspace:

1.

FP00000024 Funding Proposal

Breathing Exercises and Heart Rate

Current State

v

SF424 Summary

Specialist Review Contacts & Reviewers

pttachments |

e The State of the proposal in the

PROPOSAL INFORMATION BUDGET INFORMATION

EL printer version
JFE view Differences
Q View SmartForm Progress

My Current Actions
l Submit for SO Final Review|

PD/PIL:
Department:

Specialist:
Assistant:

Sponsors:

Submission Deadline Date:
Expected Response Date:

William Moyle

Obstetrics, Gynecology and Reproductive
Sciences

Casandra Burrows.

National Institutes of Health
2/12/2015
1/30/2015

Starting Date:
End Date:
Number of Periods: 5
Current Period: 1
Total Direct: $0.00
Total Indirect:
Total:

3/2f2015
3/1/2020

$0.00
$0.00

process. For example, Specialist
Review means the proposal is
currently undergoing review by

the ORSP.

Specialist Requests
€ Canges

eA

H Add Attachments

Bypassed Approvals? no
Permission to Submit Granted? no

& Withdraw

1 . Buttons for activities related to
o ceor Jtvancd proposal pages such as edit,

view, or print pages, depending
on your role.

Reviewer Notes Change Log

Filter by ' | Activity v

Activity
v

Approved by Department
o Approved

> Submit Changes To Department Reviewer

{ The amount is correct.

© Activity Date

@ Take Ownership
- 12/16/2014 3:28 PM

Gelinas, Celine

@ Assion Specialist
-t

= Email Proposal Team

]
/ Add Comment
=]

Moyle, William 12/16/2014 3:26 PM

Actions you can perform in the
current state.

Tabs of information related to the
funding proposal, SF424, and
review process.

Navigate Funding Proposal
Pages

vV Vv !

Save | Exit | Hide/Show Errors | Print... | Jump To:

<< Back |I

- 1.0 Proposal Description & Contacts - I Continue == I

A navigation bar appears at the top
and bottom of each proposal page:

5.

1.0 Proposal Description & Contacts
1.0.1 * Proposal Title:

Breathing Exercises and Heart Rate

For the NIH this is the title that will be submitted
to grants.gov. There is a 200-character limit.f you
exceed the limit the title will automatically truncate
to meet the limit.

Back and Continue move you
backward and forward through
the pages. Continue saves your
entries; Back does not.

Error/Warning Messages

Save saves your edits and Exit

Message Field Nam

e This is a required field; therefore, you
must provide the required information.

@ This is a required field; therefore, you
must provide the required information.

TempVar-

e
Opportunity ID

Application Submission Deadline

Jump To

10.0 Federal Grant
Information

12.0 Submission Dates

\'4

<< Back |

Save | Exit | Hide/Show Errors | Print... | Jump To:

- 1.0 Proposal Description & Contacts -

General Information

- 1.0 Proposal Description & Contacts
- 3.0 Research Department

- 4.0 General Proposal Information

\°4

Hide/Show Errors | Print... | Jump To:

- 18.0 Completion Instructions (Grants.gov Submission) -

Finish |
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returns you to the proposal
workspace. Save only appears if
you can edit the proposal.

Hide/Show Errors shows a pane
at the bottom of the page listing
all pages with errors. If you can
edit the proposal, you can fix the
errors as follows:

a. Click the Jump To link to go
to that page and fix the error.

b. Click Refresh to update
the messages.

Jump To menu lists all the
proposal pages. Select a page to
jump to it.

Finish on the last page returns
you to the proposal workspace.
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Review a Funding Proposal

You will receive an email when a funding proposal is ready for you to review.

Open the Proposal

Office of Research & Sponsored http:/orsprutgers.cdu
Programs

&JTGERS RAPSS R e e o e e 1. Click the proposal ID link to open
Finew senser o \POEAL SHBMITSION STITEN, 3 Rutgers Plaza the ro Osal

ASB IIL. 2nd Fl .

New ans'ivid{_n;;J 08901-8559 p p
This is an auto-generated email. Please do not reply to this email message. The originating e-mail account is not monitored. If you have questions, please contact your If you no longer have the email,

local ORSP office at http://orsp.rutgers.edu/contact-us - -
you will find the proposal on the

Proposal ID Link: FP00000024
PI Name: William Moyle My InbOX tab
Title: Breathing Exercises and Heart Rate
Sponsor National Institutes of Health

Review the Proposal

This above proposal has been submitted for vour review and appropriate action.

MESSAGE: Please click on the link above to go to the funding proposal
1f you have any questions about the proposal, please contac the PL. 2 . Review the proposal:
If you have any questions about the RAPPS appli please email edu
e Grants Specialists: Click
Edit Funding Proposal.
You can edit the proposal
Current State Project Information SF424 Summary Compl as neeqed_ . .
e Authorized Organization
Representatives: Click
SF424 INFORMATION View Funding Proposal.
e <
SF424 Link to Form: SF-42400002337 3 To he|p with the reVieW, you can:
Printer Version SF424 Tracking#:
—— ek e Click Printer Version to
SF424 Status Updated: print out the proposal pages.

SF424 Current State:

_ oDF Version Fre-submesen e Click View Differences to
™ see what changed between

this and a previous version.

Grants Specialists Only: To request
changes from the proposal team,

see Request Changes to a

Funding Proposal.

When finished reviewing the
proposal, go to Review and Update
an SF424 Application
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Request Changes to a Funding Proposal

Grants Specialists can ask the proposal team to make changes to a funding proposal by adding reviewer notes
to specific proposal pages. For a general change request that is not about a specific page, see Send Change

Request to Proposal Team.

In Progress Pending Active Completed All Proposals
Filter by (2] ID ¥ | | Enter text to search for n + Add Current State
D Name ~Date Oumer state PI Specialist Review
Medified
=) 9/10/2018
. Cats 1121 AM Burger, Monique Draft Boreland
Edit Funding Proposal
W FP0000S018 A”de”;‘; department study ?’11 ?’fg:f Tito, Jenny  Draft Bemstein

Printer Version

View Differences

¥ ReviewerNote *Add

Create Document Review

Filter by Type v m Advanced
Type
Add Reviewer Note @ Helg
“ Type: | Specialist Draft Change Request ¥
“ Note: =
rl
“Reqred »

A\

B Save @ Exit A Hide/ShowErrors & Print  ® Jump To~

[ ‘ Specialist Requests Changes
Specialist Requests Changes

Please describe the changes you st requesting nthe commart box below of open the smaror and use hs reenstnotes
funetlonalty 1o record your requssted changes. fthe changes belng requssied requre he Depanmant to ompiets thalrredew
again, ploa te this by checking the "Department Review Required” bax below

otes in the funding proposal, select “Edit Funding Proposal® and click the *Add” buttan on the “Reviewer
N thhtth approprats page(e)

You have logged 1 Reviewsr notes

Page Notes
1.0 Proposal Deseription & Contacts

Department Review Required: (]
NOTE: Depariment Review is NOT RE Pre-Application
15 Pro-Application? Yos

* Comments:

Please review

Attachments (Optional)
+Ada

name  description
There are no items to display
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Add Reviewer Notes to Proposal
Pages

1. Open the funding proposal.

2. From the proposal workspace,
click Edit Funding Proposal or
View Funding Proposal,
depending on your role.

3. Navigate to the page to which
you want to add a reviewer note
and click Add in the Reviewer
Note bar.

4. Type your change request in the
Note box and click OK.

5. When done adding notes, exit
the proposal.

Send the reviewer notes to the
proposal team via a change request
(steps below).

Send Change Request to
Proposal Team

To send the proposal back to the
proposal team with the reviewer notes
or a general change request:

6. Inthe proposal workspace, click
Specialist Requests Changes.

7. If the proposal should go back
through a department review,
select the check box.

8. Type a comment or change
request in the Comments box.

9. Click OK.
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Review and Update an SF424

Application

The Grants Specialist can review and manually update the SF424 application as necessary.

Heart Rate

m In Progress Pending Active
Filter by & |ID v
@ Date
1D Name Modified Type

(3] FPOOEb Breathing Exercises and 12/12/2014 Funding
5:39 PM

Proposal

Current State

Specialist Review

[@ Edit Funding Proposal
[E' Printer Version SF424 IN FORMATION

)
)

[TE View Differences ] SF424 Link to Form:
)

Project Information

SF424 Tracking#:

SF424 Received Date/Time:
SF424 Status Updated:
SF424 Current State:

‘ Submit for SO Final Review ppE version

[ G, view SmartForm Progress

My Current Actions

Specialist Requests
“ Changes

Application Status

Pre-Submission

b [ﬁ Edit Grant Application ]
J

EL print version

v

SF424 Summary

Contacts & Reviewers

SF-42400000021 4

Pre-Submission
TBD

! i E g Reviewer Notes Change Log

Activities
2] Validate Submission
Save | Exit | Hide/Show Erors | Print... | JumpTe:  Select Optional Forms -
ication Filing Name:
[FPooo00024 |

Following forms are optional, Please select any that you wish to include in your application:
Form Name

(] Research & Related Subaward Budget Attachment(s) Form 5 YR 30 ATT V1.3

(] PHS 398 Cumulative Inclusien Enrollment Report

() Planned Enrollment Report

Following forms are required:
Form Name
Research & Related Senior/Key Person Profile (Expanded) V2.0

Research & Related Budget V1.3

Research & Related Project/Performance Site Location(s) V2.0
Research & Related Other Project Information V1.3

PHS398 Cover Page Supplement V2.0

SF424 (R&R) V2.0
PHS 398 Career Development Award Supplemental Form V2.0

l Continug == ]

Application Status

Pre-Submission

) Edit Grant Application...
Continue

Seve | Exit | Hide/Show Emors | Print... | Jump Toi Select Optional Forms -
[_@ Print Version
Activities
== Back Save | Exit | Hide/Show Errors | Print... | h &7 ] Validate Submission

Review and Update the SF424
Application

1. Open the funding proposal.

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

3. Click the SF424 ID link.

4. Inthe SF424 workspace, click
Edit Grant Application.

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

6. To review or update an existing
form, click the link to open it. Edit
the form as needed.

7. Click Save and then Exit to
return to the SF424 workspace.

Validate the SF424 application to
ensure there are no errors with it
(steps below).

Validate the SF424 Data

8. Inthe SF424 workspace, click
Validate Submission.

The system not only validates the
application, but builds an XML
version of it.

Fix any errors listed in the
Error/Warning Messages pane by
manually updating those pages
(steps above). Click Validate
Submission again to ensure

no errors.

When finished updating and
validating the SF424 application, go
to Approve a Funding Proposal and

September 2018
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Approve a Funding Proposal and SF424 Application

After you have reviewed the funding proposal and SF424 application and all updates have been made,
“approve” the proposal by moving it to the next state in the proposal submission process.

Current State

Specialist Review

[-_ Edit Funding Proposal ]
(& printer version ]
[_ View Differences ]

)

[ G, view SmartForm Progress

My Current Actions
‘ Submit for SO Final Review

Specialist Requests
“ Changes

Project Information Contacts & Reviewers

SF424 Summary

SF424 INFORMATION

SF424 Link to Form:

SF424 Tracking#:

SF424 Received Date/Time:
SF424 Status Updated:

SFE, Current State:
ersion
!igg Reviewer Notes Change Log

SF-42400000021

Pre-Submission
TBD

* C ts:

Executing "Submit for SO Final Review” will lock the funding proposal from further edits. If there is an SF424, it will be locked as
well. This is done in preparation for submission to the spensor.

Note: if the "Bypass Review & Approvals” activity was used to bring the funding proposal to the "Specialist Review" state, then the
"Permission to Submit” activity will automatically be completed.

Click "Cancel” if you do not wish to execute this activity.

Submit for SO Final Review

b
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Approve Proposal

After you have reviewed the proposal
and SF424 application perform the
next step depending on your role:

Grants Specialists:

1. From the proposal workspace,
click Submit for SO Final Review.

2. Add any comments, if applicable,
and click OK.

Authorized Organization
Representatives:

Go to Submit an SF424 Application to
Grants.gov.
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Submit an SF424 Application to Grants.gov

An Authorized Organization Representative can submit the application to Grants.gov during the SO Final
Review state.

IR rrooess  Pending  Active Submit SF424 Application to
Fillaerlwe |ID v|| GranthOV
1D Name g D.ate Type .
Modified 1. Open the funding proposal.
(3] FPOOb Breathing Exercises and 12/12/2014 Funding
Heart Rate 6:39PM  Proposal 2. From the proposal workspace,
click the SF424 Summary tab.
—— v Application Status 3. Click the SF424 ID link.
SO Final Review Project Information Contacts & Reviewers Valid for Submission .
- 4. Inthe SF424 workspace, click
(8 w57 424 INFORMATION [} view Grant Application . ] Submission Pre-Check to
(5 v s ) SP424 Link o Form: SF424a0000021 4 (& Pant version ) yerify that the generated XML
R view Smartrorm progress ] S o ved Date/Time: IS error-free'
. SF424 Status Updated:
My Current Actions SF424 Current State: Valid for Submission Activities . .
R PRI poF Version e (&) submisson pre Check 5. Click Submit to GrantsGov.
(=) Submit to GrantsGov 6. Inthe confirmation window, click
[ﬁ] Generate PDF Version - OK to submit the application.

/. Click the proposal name in the

breadcrumb link to return to the

Submit the generated application package to Grants.gov.

aftrsubmison, hetracking numberand recived dte il be udate when yareclve a responsefom Gronts oy According proposal workspace.
to Grants.gov, it may take up te 48 hours to receive a response, espedially during times when submission velume is high.
Go to Indicate Application Accepted.

Indicate Application Accepted
Grants > Breathing Exercises and Heart Rate > SF-42400000021 for FP00000024 Perform these steps only after the
application has been accepted by
eRA Commons with no warnings

Application Status

valid for submission | SF-42400000021 for FP00000024

or errors.

My Current Actions 8. Click Notification Submitted via

Return To Specialist Grants Gov.

Review
& Acministrative Withdraw 9. Type any comments regarding

the submission.
r"-i g?:ir?tc::i;z: Submitted via .
— 10. Click OK.
Submit via Grants.Gov When the proposal transitions to the
Execution of this activity records the offical submission of 2 proposal, through the Office of Research and Spensored Programs, Pendi ng Sponsor Review State,

that is being submitted via Grants.gov.

the funding proposal submission

q process is complete.
P
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There are no items ta display
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Bypass Department Review and Approval

When a proposal is in certain states, Grants Specialists and Authorized Organization Representatives can
bypass the department review and go right to a Specialist Review, for example, if a department review cannot be
performed in time to meet a sponsor deadline. When this occurs, however, the technical/scientific portion of the
proposal is considered complete.

Filter by @ | 1D v 6o |[ Cea Bypass Department Review
ID Name S0 Type  |state]er 1. Open the proposal in Draft state.
3] FPOOOUb Breathing Exercises and 12/12/2014 Funding|Draft william 2. Click Bypass Review
Heart Rate 5:39 PM Proposal Maoyle and Approvals.
3. Type the reason for bypassing
1 items the department review
and approval.
Current State 4. Click OK.
Draft The proposal transitions to

Specialist Review. Go to Review a
Funding Proposal.

@wew Funding Proposal

[ Ll Printer Version

When a proposal transitions to
Pending Sponsor Review, the Pl and
department approvers will receive an
email to perform retroactive approvals.

[EE View Differences

LA AT AR

[ 3, Wiew SmartForm Progress

My Current Actions
I—__-:'.I:- Create-Update SF424

1 | Bypass Review and
Approvals

Bypass Review & Approvals

Execution of this activity will bypass any remaining Departmental and School reviews & approvals and will go directly to Specialist
Review state.

As a result of using this activity it is automatically considered that the Permision te Submit” activity has been executed.
Additicnally, the technical/scientific portion of the proposal (if applicable) is will be considered to be complete.

*

Enter the reason for bypassing review and approvals:
I 4

Attachments (opticnal):

There are ne items to display

+ Select OK to bypass review and approvals for this funding proposal
+ Select Cancel to return to the funding proposal workspace without taking action.

b
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