RUTGERS

THE STATE UNIVERSITY

OF NEW JERSEY

Research Administration &
Proposal Submission System (RAPSS)
Pre-Application Quick Reference

This document is intended for the Proposal Team & Central
Office.



Pre-Application Quick Reference

Create a Pre-Application (Proposal Team)

The process of initiating a pre-application in RAPSS is almost identical to that of the funding proposal process.
However, because this is only a preliminary submission, no SF424 will be created and the Department Review
process is omitted.

Create a Pre-Application
B (Proposal Team)

[@ new Funding Submission

v 1. From the My Inbox page, click New
- T — - — Funding Submission.

1.0 Project Description & Contacts.
101+ which office wil you be working with? 2

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

|8 Office of Research & Sponsored Programs (DASF)

4011  *Isa pre-application required prior to submitting a full proposal? . Under section 4.0., General
b fres Do Cex Proposal Information, scroll down
to 4.0.11 and click Yes to indicate
that a pre-application is required.

s e e s (. . 4 it i g . Once all remaining smart forms are
A T N complete, on the final page click
e Finish.

From the funding proposal
workspace, click Permission to

Project Information SF424 Summary Compliance

PROPOSAL INFORMATION . Under the Project Information tab,
B My current Actions pore Roseta ecamery make sure “Yes” is reflected for

D( Permission to Submit Department: Biochemistry and Molecular

Biogy Pre-Application and Permission

Sponsors: National Institutes of Health .
Submission Deadline Date:  3/1/2016 to S u b m |t G ran ted i
ORSP Deadline Date: 2/23/2016
Expected Response Date: 2/29/2016 . .
Presootcaton? . Under My Current Actions, click

Bypassed Approvas Submit Pre-Application for

Review.

My Current Actions Note: As with submitting a proposal
LB e and for initial departmental review, only
the Pl has the ability to execute
this activity.

Add comments and click OK.

current state . The state of the pre-application will
Specialist Review change to Specialist Review.

[ & edit Funding proposal ]

&L printer version

[ZE view Differences ]

[ & view smartForm Progress |

W New Document Review
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Pre-Application Quick Reference

Submit a Pre-Application (Central Office)

As the Central Office, you are responsible for submitting the Pre-Application to the sponsor for review once your
internal review is complete.

Submit a Pre-Application

(Central Office)
Specialist Review
>[3m Funding Propesal Once the pre-application has been
(S prmerversion ] received:
(& view smarrorm pregres ) 1. Click the Edit Funding Proposal
W New Document Review . .
: tab to review/edit the document
as needed.

2. Once the review is complete,
from the proposal workspace
click Submit for SO Final
Review to move it to the next
state.

My Current Actions

Cj Permission to Submit

b ‘ Submit for SO Final Review

3. Add any comments and click OK.

NOTE: Executing this activity will
lock the proposal from any further
edits.

(e A 4. If the pre-application is ready for
EetumTo Specialist SumeSSIon, C“Ck Submlt Pre'
Application to Sponsor.

6 Administrative Withdraw

b i 2ot Pre-Apolication to 5. Add any comments and click OK.
——— SDONSOr

s o R This activity is intended to record
the official submission of the pre-
q application to the sponsor by
pr— ORSP/OCC.

R 6. The state of the application will
change to Pending Sponsor
Review.

Current State
Pending Sponsor Review

@ view Funding Proposal
& Printer Version
3 View Differences

Q view SmartForm Progress
W New Document Review
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Pre-Application Quick Reference

Status of a Pre-Application Submission

The Proposal Team will receive notification from the sponsor regarding the status of a pre-application and notify
the Central Office. ORSP/OCC will then confirm and update the status accordingly.

Pending Sponsor Review

Instructions: Select the appropriate STatus b

& view Funding Proposal « Pre-Application St.
| @ Pre-apphcatior cepte
&L Printer Version retumed by the Spec

[ 75_ View Differences

dosed pecats
FURTHER action wil be abie 10 be taken

Pre-appication whdrawn by 91 The funding proposal wil be dosed by the Specalist and
[ Q View SmartForm Progress ] enter and end state of “Pre-Application Withdrawn". NO FURTHER action wil be able to be

taken
W New Document Review Clea

* Comments:

My Current Actions

=n Notify ORSP-OCC of
° Pre-application Status

Attachments:

Add_
Document
There are no ttems to display
oK Cancel
Current State
ORSP Status Confirmation 5
My Current Actions
& view Funding Proposal ai‘ Funding Anticipated
s
EL Printer version ¥
Return to Pending Sponsor
E View Differences T
['& view smartForm Progress | -
!WW "' Manage Proposal Security
( Administrative Withdraw
Notes: Th o t T

E IIT Requested

Confirm Status of
Pre-Application

<

Draft

Current State

Attachments:

Edit Funding Proposal

add

!_@ Printer Version

Document
There are no items to display

[ ;E View Differences

[ Q, View SmartForm Progress

)

OK | Cancel

[W New Document Review

@ Pre-application NOT accepted for submission of full proposal. The funding proposal will be Current State
dosed by the Spedalist and will enter and end state of "Pre-Application Not Accepted”. NO Pre
FURTHER action will be able to be taken.

= i i Not
Accepted

Current State

@ Pre-application withdrawn by PL The funding proposal will be dosed by the Spedilist and
enter and end state of "Pre-Application Withdrawn". NO FURTHER action wil be able to be
taken.

Pre-application Withdrawn

—>
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Status of a Pre-Application
Submission (Proposal Team)

1. Once a determination has been
made regarding your submission,
click Notify ORSP of Pre-
Application Status.

2. Select the appropriate Status
(Accepted/Not
Accepted/Withdrawn).

3. Include any Comments and click
OK.

4. The State will change to ORSP
Status Confirmation.

Status of Pre-Application Submission
(Central Office)

5. Once status confirmation has
been received, click Confirm
Status of Pre-Application

6. Confirm that the appropriate
status is marked and click OK.

7. |If the pre-application is
accepted, the proposal will
return to the State of Draft
allowing the Proposal Team to
click Edit Funding Proposal and
complete the full application.

8. If the pre-application is NOT
accepted, the proposal will be
closed by the Specialist and the
state updated to Pre-Application
not Accepted.

9. If the pre-application is
withdrawn the proposal will be
closed by the Specialist and the
state updated to Pre-Application
Withdrawn.

In either case, no further action
will be required.




