Grants Electronic Approval (EA) Changes for End Users

June 9, 2015

This document highlights the changes to the Grants proposal workflow in PeopleSoft due to the

implementation of electronic approval of proposals.

For detailed instructions on EA procedures, see the Working With Proposals training materials.

MAINTAIN PROPOSAL PAGE

Proposal tab

Long Description Studying antioxidant botanicals fortheir effect on anti- Lo

An Electronic Approval button has been added to the
Status box on the Proposal tab. When the proposal is
complete, click this button to generate an electronic

approval (EA) page. Retain the default of Draft in the

Budget Period >
S Proposal Status field.

Details || PHS Incomes | [

Period *Start Dat t
eres T After clicking the button, you can navigate to the EA P
1 071014201

Proposal Projects Checklist Budgets Resources Certifications Reports Aftachments Mailing Instruction
Proposal ID 0045575
Description |Botanical Study 01

*Due Date: 01/04/2016 | *pye Date Type; Postmark v  Due Date Time: Time Zones for the U.S.:

“Title Studying antioxidant botanicals

*PlID 12345678 /@, Moore Mandy M Status
*Sponsor ID 8899000348 @, MO DEPT OF CONS *Proposal Status
Pre-Award Administrator @ Submit Status:
*Purpose 0SA @, Generate Status
*Proposal Type Mew - & In Approval Process
NSF Field of Science @,
CFDA OJ Additional Information

Personalize | Find | Il:I

Mew Window | Help | Personalize Page | 5 =
Shared Credit || Effort

Version ID V101

Currency USD

Add to My Proposals

m

Draft -
Mot Submitted
Mot Generated

Electronic Approval

No. Periods

First &' 1-2 of 2 &/ Las

< page in one of two ways.

1ap4a 00 [+ [ 7
3

a. Click the Electronic Approval link in the top Menu
to search for the EA page (Main Menu > Grants >
Proposals > Electronic Approval).

b. Or click the Go to Electronic Approval Page link
below the Electronic Approval button. A new
browser window or tab will open with the EA page.

In Approval Process |

Goto Electronic Approval Page




Resources tab

The employees listed on the Resources tab
(Professional grid) will be listed as signers on
the EA page if they have been designated as

4

signers by the campuses. If you want more

Proposal ID 0045575 Version ID V401

Description Botanical Study 01 Currency JsSD

Project

Project ID 00050479

Title Studying Antioxidant botani

| Proposal || Projects || Checklist || Budgets || Resources || Certifications || Reports || Aftachments, || Maili§ emp|0yees to appear on the EA page, you can

add them here and select their roles. The P,

CPI, COI, KEY, NTFY, and SIGN roles are the

only roles that can have signers associated.

e Anindividual with the NTFY (Notification of
EA) role gets notified that the proposal has
been submitted but is not required to sign

Resource
“Type [OTHER a the EA page.
Comments e Anindividual with the SIGN (Signature EA)
role is required to sign the EA page.
e Some of the roles, such as the KEY (Key
Subrecipient Personnel) role, will only sign if selected to
Subrecipient o BE @ sign by the campuses.
Professional Personalize | Find | 2 | First -4
Research Employee ID Name *Role Details
12345678 @, |Moore,Mandy M Principal Investigator @, B
20202020 @, [RandallRidge B Co-Pl @, B
30303030 @, |EmstEarnestT Col @, B
01004008 @, Levsen,Janis L Signature EA @, =]
GoTo | oeation Protocals compc Available Roles inarity Study Trainee Attributes
Return To: Iy Proposals Search Results ]
save | |£* Refresh | View 100 First (¢ t170f17 () Las! |5+ agd || F Updatemisplay | ~
! o - Role Type Description B - | :
BUTH Authorized Personnet
CLRK SecretanialiClerical
CMNT Co-Mentor
cOot Co-l
CPl Co-PI
DHD Department Head
GRST Graduate Students
KEY Key Personnel
MENT Mentor
NTFY Notification of EA
OTH Other
PAA Pre-Award Admininstrator
Pl Principal Investigator
PSDR Post Doctoral Assodiates
SIGN Signature EA
STF Senior Staff
UGST Undergraduate Students
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Attachments tab

The documents attached on the Attachments tab, and .
any updates to them, will automatically be available

from the EA page. You can also add attachments here

after the EA page has been submitted. You cannot

attach documents directly to the EA page.

Project ID 00050479

Save | |73 Refresh

Reports

Version ID V101

Title Studying antioxidant botanicals

Attachment Personalize | Find | (2 | First' 4 1 0f1 '} Last
Req File Delete View

1 Botanical_Study_Detail_Document docx ]ﬂ @, =
GoTo Location Protocols Component Setup Level Keywords Gender & Minority Study Trainee Aftributes

Proposal | Projects | Checklist | Budgets | Resources | Cerifications | Reports | Attachments | Key Words | Mailing Instruction | Shared Credit | Effort

TTEW VWITOOW | FETY [ FETSOITENZE Faue [

Attachments Key Words Mailing Instruction Shared Credit Effort

Find | View All First'& 1 of 1 &/ Last

[Eh Add || %] Update/Display ||[7# ComectHistory

Shared Credit tab
TIEW WITOOwW |
@ Cerifications Reports Aftachments Key Words Mailing Instruction Shared Credit Effort
Proposal ID: 0045575 Business Unit: STLOU PIName: Moore Mandy M
Version I v101 Title: Studying antioxidant botanicals
Proposal Project Find | View All Firsi.** 1 Click the Load button to populate the
Proposal Project: 00050479 Besources grid below with the employees
: ) ) e listed on the Resources tab.
Effective Date Find | iee®All First 1 of |
=EpEpT: |06/04/2015 @ *Statusg: Active - il':l
F & A Allocation:| 43.30 Load Total:  100.00 The DeptlD, which will identify the signers on

Persanalize | Find | View Al | 2 |
*Department

Resources
*Empl ID

112345678 @

Hame

Moare Mandy M

[5] Save | &% Refresh b Add

First ‘& 3671 &/ Last

50304006 (@,

27 Update/Display

the EA page, needs to be included for each
role, except for those with the NTFY or SIGN

% Share role.

100.00) [#] [=]

Fj? Correct History

Proposal | Projects | Checklist| Budgets | Resources | Cerifications | Reports | Attachments | Key Words | Mailing Instruction | Shared Credit | Effort
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ENTER BUDGET DETAIL PAGE

The signers for the DeptID entered on the Cost Share page will be included on the EA page.

Enter Budget Detail

Proposal 0045575
Version V101

Title Studying antioxidant botanicals

ProjectID 00050479

BudgetiD 1

Details, CostShare, Justification

Currency USD
Start Date 07/01/2016 End Date 0|
Modular?
Clicking the Cost Share link
Budget Period 1 .
HgEr Pt on the Enter Budget Detail
Start Date 07/01/2016

page opens the Cost Share
page (see below).

Personalize | Find

QOverall Cost Share

Line Data More Line Data
Line# Budgetltem  Description Details  Total Direct Sponsor Direct  Cost Share #Mandatory Cost share ';‘::r'e"'“" €Ot Third Party Cost
10/ SALARY (@, |Salary E% 7,793.007,793.00 =
Sponsor Direct 7,793.00 Sponsor F8A 2,026.00 Total Sponsor Budget
Institution Cost Share 0.00 Institution Cost Share F&A 0.00 Total Inst C/S Budget
Third Party Cost Share 0.00 Total TP C/S Budget
Cost Share
Return To M
Budget Period 1 Start Date 07/01/2016 End Date 06/30/2017
|5 Save | [
Budget Line Number 10 Budget Item SALARY Salary
Cost Sharing
RS Total Direct 7,793.00 Cost Share Percent 10.00
Sponsor Direct 7,014.00 Cost Share Direct 779.00
Cost Sharing Distribution
Instjjutia Find | View All First'4' 10f 1'% Last
=
“Dept 50108013, FRANTS CHEMISTRY 11 Program ? N Fund 22003, ¢js pet 100] ¢/s pirect HE
Third Party Find | View All First'* 10f1 '} Last
=
Description CIS Pct C/S Direct #[=]
The designated signers for
the DeptID you enter in the
Distribution Totals  0.00 0 P y
Dept field in the Institution
OK Cancel

section will be included on
the EA page.
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ELECTRONIC APPROVAL PAGE

Electronic Approval

Principal Investigator

Project Dept ID

Attachments

The Electronic Approval (EA) page contains all
the information in the proposal. The
submitter reviews the EA page before
submitting it for approval.

Electronic Approval

Due Date | Type

Proposal ID | Version 0045576 V0 Propasal Type Mew
Long Title Cruantifying Manure Distribution, Plant Growth and Grazing Patterns in Pastures
' - ' The documents that were attached to the
Begin / End Dates 01152015 through Purpose
Attachments tab on the proposal can be
Sponsor Hame MATL INST OF FOOD AND AG . . e o .
: viewed by clicking the View button in the
Attachments grid. Documents cannot be
attached directly to this page.
Mailing Instructions Ph#
Proposal Project Cuantifying Manure Distribution, Plant Groyfh and Grazin The Signatures grld displays the list of signers.

GRAMNTS PLANT SCIENC

The employees on the proposal Resources
page will be signers on the EA page if they
have been designated as signers by the
campuses. Chairs and deans who have been
selected by the campuses will be signers on
the EA page as well.

The submitter should review the list to ensure

StudyDetails pdf

Signatures

Approval EmpliD |

Project/Dept

Approval Empl 1D

Disapproval  Last Updated by Oprid

E-mail Instructions

Submit Frint Salect

Electronic Approval Status  PréNjew

Created by
Last Modified by

Save [Gf Retum lo Search | |[=] Ng

I

it is correct and complete.

View
e If signers or alternates are missing from the
list, contact OSPA to add them. After they
Role Chait ApRrovel  gre added, rerun the EA page.
e If one or more DeptIDs are incorrect,
Role Dean Approve correct them in the proposal and rerun the

EA page.

If desired, you can add comments in the E-mail instructions field, which will display in the email
message to the signers.

When the EA page is complete, the submitter clicks the Submit button to automatically send an
email to the submitter and signers, notifying them of an EA pending approval. After the Submit
button has been clicked, the signers cannot be changed; however, OSPA and designated staff in
each department have the ability to reset the proposal so that it can be revised, if necessary.

If desired, you can click the Print button to generate a PDF of the EA page that will be emailed

to you for printing. This can be done at any Electronic Approval Status (Preview, Submitted, or

Approved).

If you make changes and want to submit the EA page later, you can click the Save button to
save the changes.
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APPROVING A PROPOSAL

When an Electronic Approval (EA) page for a proposal is submitted, the submitter and the signers
receive an email that the proposal is pending approval. The email provides a link to the EA page and the
email recipient's personal My EA Queue page. Approvers can choose which method they want to use to
access and approve the proposal. Signers can also go directly to their My EA Queue page by navigating
to Main Menu > Grants > Proposals > My EA Queue.

Email
Links to EA page for proposal
From:
To:
Co
Subject: Proposal 0045576 requires your approval.
David Winston has submitted Business Unit UMSYS Proposal 0045576 Version 1D i

V101 in FSQA92 for your approval in the Electronic Approval process.
Please review by end of month.

My EA Queue Links to your personal My EA Queue page

Valid Approvers

Dean:

Lucas Mason
Dean Fiscal:
Chair:

Peter Pleasant

Chair Fiscal:

o See more about: Levsen, Janis. I:I ~

How to approve on EA page

— To approve the proposal, click the Approval check box for your signer row. Clicking the

SAIANES Approval check box will also save the page, so there is no need to click the Save button.
Approval EmplID [+]

ProjectD If you are the last signer to approve the proposal and all others have approved, an email will
[l Approval EmpiiD [ be sent that notifies OSPA and the proposal submitter of the EA approval.

Project/Dept [D
[CI Disapproval  Last Updated by Oprid

If you want to disapprove the proposal, you need to click the Disapproval check box. You
are then required to enter a comment (minimum of 20 characters) in the field below the
E-mail Instructions check box that explains why you are disapproving, and click the Save button.

An email will be sent that notifies the proposal submitter and disapprover of the
disapproval.

University of Missouri, Division of IT
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You cannot undo an approval once you select the Approval check box; however, OSPA and designated
staff in each department will have the ability to reset individual approvals from the EA page if necessary.

Rasel
s BEEE When the Reset button on the EA page is clicked, the Approval check box will be cleared

and the proposal will no longer be approved by the signer.

How to approve on the My EA Queue page

The My EA Queue page lists the proposals that are pending your approval and their status. Once all
signers have approved a proposal, the proposal will no longer display in the queue.

TIEwW Window | Help | Personalze Page =

Electronic Approval Opr Queue

EmplID 22223333 Provides link to EA page for proposal
Approver . F3 &) Last
[Z] Approval Business Unit COLUM Proposal ID 0045576 VersionID V101
Role Dean PI Pleasant Peter B
Titie Quantifying Manure Distribution, Plant Growth and Grazing Patterns in Pastures.
Sponsor LIATL INST OF FOOD AND AG

ProjiDeptip  0005UTBAC15320)

To approve the proposal, click the Approval check box for the proposal. Clicking the
Approval check box will also save the page, so there is no need to click the Save button. You
cannot disapprove a proposal on this page; disapproval is available only on the EA page.

\pprovers
Name FleasantFeter B
Name MasonlucasP

If you are the last signer to approve the proposal and all others have approved, an email will
4 be sent that notifies OSPA and the proposal submitter of the EA approval.

[C] Approval Business Unit COLUM Pr
Role Dean Pl Pleasant, Peter B
Title CQuantifying Nignure Distribution, Plant Growth and Grazing Pattems in Pastures.
Sponsor MATL INST OF GO

ProjDeptin  00050481/c15320, YOU can expand the Approvers section to view the proposal signers and the status of the
approvals. If any of the signers have approved the proposal, the Approval check box will be

Approvers
selected, and the approver’s name will display along with the date and time of the approval.
[C] Approval Business Unit STLOU Propsarioruiass7s VersionoT Vo
Role Signer Pl Moore,Mandy M
Title Studying antioxidant botanicals for their effect on anti-microbial and anti-viral activities
Sponsor MO DEPT OF CONS

ProjDeptiD  00050479/50304006

Approvers

University of Missouri, Division of IT
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SEARCHING FOR PROPOSAL AND EA STATUS (Using the Global EA Queue)

In the Global EA Queue, you can enter or select various criteria to search for proposal and EA Status.
The search results will depend on your security permissions. You cannot approve proposals in this

queue.

The queue allows you to create one

Um Ea Dept Queue

UserID LEVSENJ

Business Unit

Name PaulsenPolly B
Name Franker Finn R
Name Call Loretta

Name FrankerFinn R

Business Unit COLUM Proposal ID

Snnnenr IR IOTCN CONMOND NCTAN 01 INeCT

or more Run Control IDs to save the
parameters for proposal searches.

Run Control ID EA_SEARCH

coLuma Division @, DeptID @,
N -or-
Department
Sub Department

Empl ID @, EA status Submitted = Proposal Status h
Due Date From B DueDateTo You can click the Proposal ID link to
Search Clear Search Criteria view the EA page.

Scroll Area Fing TSt s g =505

Business Unit  COLUM Proposal ID 0038389 Version ID V101 EA Status  Submitted Proposal Status Mot Funded

Sponsor UNLISTED SPONSOR DETAIL BUDGET Pl Franker,Finn R

Title RATES OMLY data call - for NGA GDS solicitation

Approvers Find First'4' 14 of4 &/ | ast

Role Chair Approved Approved by

Role Fiscal Approved Approved by FRANKERF 041142013 3:47:34PM

You can expand the Approvers section in the search results to view the proposal

signers and the status of the approvals. If any of the signers have approved the

proposal, the Approved check box will be selected, and the approver’s name will
ooz2g71 display along with the date and time of the approval.

n + |

A Reset button on each proposal row will also be available from this page for OSPA and designated staff
in each department. This will allow the user to reset a proposal so that it can be revised.

Urm Ea Dapl Quau

Businzss Unil

Dy Dt Froam

Seardh

P —| Proposal tab will be enabled so that an EA

Emp 1D EA Sixtus

| e can be resubmitted, and all signers will
s Dt T

Besiness Unit Proposal i)

Hun Control |
Clicking the Reset button will reset the EA
workflow for the proposal, which means
1 that the Electronic Approval button on the

page can be generated again, the EA page

need to approve again.
Clear Seal

Version ID V101 EA Stals Sasbemitied Proposal Status Mot Funded

P Reset
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Grants Electronic Approval (EA) Workflow

Newproposal is
created
¥

When proposal is Submitter reviews P35 sends email to
ready for approval, PeopleSoft (PS) approvers on the submitter and ApDprovers access ADDOvers review
submitter clicks »| generatesan EA EA, may make »| approvers notifying »| EAvia email link » EA including any
the Electronic page changes, and them ofE A orgqueue attachments
Approval button dicks Submit pending approval
A T
. Approver dicks
DSuﬂtfrﬁrrl‘tU:f;ﬂd Disapproval check All approvers
netified via email mbrﬁfn:;te;d [N approve?
ofdizapproval sut:-m'ris
fes
¥
Submitter or
Disapprover clears [iept able to %EEEB;ETE*
Dizapproval check res- make minor check t:Exanu:I
boxand EA change? bmit
approval continues =ubm
¥
Submitter and
Nao OSPA are notified
via email ofEA
approval
b
OSPADept
Proposal determines that )
es changes are major changes are [«Mo OSPA rféievsthe
cceptable? needed and resets
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