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I. SECURITY

The Field Budget Submission System (FBSs) is a component of LBNL’s Financial Management System (FMS).  In order to access FBSs you must have a valid FMS User ID and password and security access to FBSs.  If you require FBSs access or have questions about your User ID or password, please contact Sonya Tom Neely at x6214, or Michelle Bennett at x6207 or.  For FMS access, contact Aurora Pecoraro at x6439.
FBSs can be accessed through the FMS web site (via Internet Explorer) at: https://fmssrv2.lbl.gov:8001/psp/fmsprd/?cmd=login
1) Login to FBSs
[image: image63.emf] 

Use the search criteria to  define the data you want  included in the summary  report.    Note: Funding Year must  be identified, for the FY09  Budget Formulation the  fu nding year is 2009.  
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Use the search criteria to  define the data you want  included in the summary  report.    Note: Funding Year must  be identified, for the FY09  Budget Formulation the  fu nding year is 2009.  

 [image: image1.png]+J start ERETHET Ktop...

A PeopleSoft 8 Sign-in - Microsoft Internet Explorer X
L

File Edit View Favories Tools Help

Qerack - ) (%] [B] @) Osearch e ravortes € (v L

Address | &) https://fmssrv2.Ibl.gov:8001/psp/fmsprd/2cmd=login v Go

Links

PeopleSoft.

User ID: [ JDMARSH Select a Language:

Password: e . English Espaiiol
Dansk Deutsch
Frangals ltaliano
Erangais du Canada 5
Polski Portuaués
Nederlands Svenska
it 3 i L

Copyrignt © 2003 PaspleSaft Inc.
Al rights reserved. Copyrighis o portions of
s software may be owned by others.
PeopleSoft Popristary and Confidentisl.
PeopleSoft and the PeopleSolt logo are
registred nademarsof PeopleSat e

&] Done 8 @ Trusted sites





A window similar to the one shown below will appear on your screen:
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You are now in FBSs. 
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2) Log out of FBSs

While in FBSs, you may click on the “Sign out” command which is located at the top right-hand corner of any screen.
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II. PROPOSAL CREATION & MAINTENANCE

1) Add a Proposal

FBSs has two proposal entry options:  
· “FBS Proposal Data Entry” which will be used to enter an R&D proposal that will be submitted to DOE HQ via the electronic Proposal Management Application (ePMA).

· “Place Holder Data Entry” which will not be used to transmit proposals to DOE HQ but will be used to record all other proposal types for institutional summary reporting purposes. For FY09 Formulation, this includes all Construction activity, & Programs not participating in ePMA.
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a. Proposal Funding Year
 The “Funding Year” field refers to the fiscal year which will be funded; not the current fiscal year.  This field depends on whether the “Proposal Purpose” is “Budget” (an On-cycle Proposal) or “Funding” (an Off-cycle Proposal)  
“On-cycle Proposals” are submitted during the Annual Budget Call, and are a request for funding two years after the year the proposal has been submitted in.
For example:
Given the following criteria: Current Fiscal Year = 2007 

  Proposal Purpose = Budget (On-cycle Proposal)

Then, on the “Add a New Proposal” screen, enter the “Funding Year”, 2009. 
“Off-cycle Proposals” are submitted outside the Annual Budget Call, and are generally a request for funding in the fiscal year the proposal is submitted.
For example:

Given the following criteria: Current Fiscal Year = 2007 

  Proposal Purpose = Funding (Off-cycle Proposal)

Then, on the “Add a New Proposal” screen, enter the “Funding Year”, 2007. 
General Information:

(1) The proposal is comprised of 5 main tabs:

1. Admin

2. Technical
3. Budget
4. Attachment

5. Status History
(2) Required fields are highlighted yellow.  (NOTE: All required fields must be populated before you can save the proposal.)
(3) Magnifying glasses are lookup tools which provide a data table specifically for its adjacent field.  A data table may be sorted when you click on the column headings.  
b. Administrative Information
The following screen appears with the “Admin” tab open: 
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Scroll down further on the “Admin” tab:
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Scroll down even further on the “Admin” tab:
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c. Technical Information
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Scroll Down further on the “Technical” tab.
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d. Budget Information
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Note: You must be using IE as your browser for the columns to align correctly
Scientific Staffing = Estimate for Scientific Full Time Equivalents (use FTE’s, not staffing dollars)
Other Direct Staffing = Estimate for other FTE’s (use FTE’s, not staffing dollars)
Operating Total Obligations = Operating Budget Authority (BA)
Operating Total Costs = Operating Budget Obligations (BO)

Equipment Obligations = Equipment Budget Authority 

Equipment Costs = Equipment Budget Obligations 
Scroll to the right on the “Budget” tab.
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e. Attachments
For attachments to work correctly you need to have the POP-UP Blocker turned-off.  On the Microsoft Internet Explorer Toolbar, click on: 
· Tools
· Pop-up Blocker
· Turn off Pop-up Blocker.

The “Attachment” screen appears as follows: 
[image: image14.png]2 FBS Proposal Data Entry - Microsoft Internet Explorer

e Favortes

Quic- © [ A G| Pt Fprwete @ - 5

aciress | ] itps:fmssrv ol govi6401 fpsp{FBSSQAEPLOVEEERP/c/LBNL _7€.2E_PROPOSAL.GEL

PeopleSoft.

Division Status, FBSKey NEXT

Tip: Add an attachment by clicking on the paper clip |

ttachment Customize | Find | First (€11 1 ] Last

‘Adrmin | Budet | Technical | Atiachment | Status History | Glossary





f. Status
When a proposal is created, the status is defaulted to “In Progress”.
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The completed proposal will appear as follows:
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Your proposal is now “Completed” and is a candidate for approval by the Divisional Designee.  
g. Glossary
The Glossary tab includes FBSs field definitions in the order that they appear during the proposal setup stage.

2) Revise a DOE Proposal

A proposal may only be updated with a status of “In Process” or “Completed”. 

The proposal won’t accept any further changes in other status levels, unless, it’s unlocked by a user with that privilege. 

Navigation
· Field Budget Submission

· Proposals

· FBS Proposal Data Entry.

· Find an Existing Proposal
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A list of proposals generated from your search will appear:
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Select a proposal from the list and it will be displayed for you to update.  Remember to save your changes and set the status to “Complete” when the proposal is ready to be approved. 

3) Delete a DOE Proposal


1. Find and select the proposal to delete.

2. Click on the “Status History” tab.


3. Change the status of the proposal to “DE” (Deleted).


4. Click on the “Save” button. 


    NOTE: Once the “Deleted” status has been saved, there’s no means to retrieve the proposal.
4) Copy a DOE Proposal

Navigation

· Field Budget Submission

· Proposals

· Copy a proposal 

 The following screen will appear:
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A list of proposals generated from your search will appear:
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Populate the required fields and click the copy button. 
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NOTE: 
(1) Attachments can’t be copied from proposal to proposal.  They will need to be individually reattached to the newly copied proposal.
(2)The status of the copied proposal is automatically set to “In Process”. 
III. DIVISION REVIEW & APPROVAL
After a proposal has been placed into “Completed” status by the Proposal Author, the proposal becomes available for approval or rejection by the Division Director/Authorizer.

Division Directors/Authorizers are listed in the Administration section of FBSs under Division Code.  This list is maintained by the Budget Office.

Navigation
· Field Budget Submission

· Find an Existing Proposal  

     The following screen will appear:
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Enter your selection criteria and select Search. 
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The selected proposal is now displayed and ready for review.

You may also print this proposal to facilitate review. (see Printing Proposal)

When the decision to reject or approve has been made, go to the Status History Tab
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Remember to save the Status after applying it.

Approving a proposal will send a system generated e-mail to the Budget Office for institutional review. The Budget Office will either approve the proposal and send it to DOE electronically via the ePMA System, or, return the proposal and notify the proposal author.
IV. PROPOSAL REPORTING

1) Print Proposal in FWP Format

This functionality prints the information entered for the proposal in the standard DOE Field Work Proposal Form.  Note: not all information entered into FBSs has a corresponding location on the standard form.

Navigation
· Field Budget Submission

· Reports

     The following screen will appear:
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Select Print FWP in Crystal to generate your proposal information in a standard DOE Field Work Proposal Form.

Please note: Font size has been increased from last year for improved print quality.
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After selecting a Run Control ID:
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Selecting RUN generates the following screen:
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The following screen appears:
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You now see the process log with your status:

[image: image31.png]2 Print Proposals - Microsoft Internet Explorer

e B Mow Favomes Iods tb 3

Quic- © [ A G| Pt Fprntee @ - &

aciress | €] itps:fmssrv21bl.gov:8201fpspfbssprd/EMPLOYEE/ERPc/LBN._ZE.ZE_PROP_RUNCNTL GBL

PeopleSoft.

NewWindow | pelp | Customize Page | B, &/

proceas (e
User ID: PJSHEPHERD @ Type: v Last: 1 |Days v
Server: | PSUNX | Name: @ stance: to
o plTe < o onRetrosn

Status: Status.

07126/2005 2:38:59PM

a7 SR Report ZEPROPRN PJSHEPHERD ol Queued  NiA Details
a5 SR Report ZEPROPRN PUSHEPHERD gé’%mm”ﬁ 230PM gicess  Posted  Details
s SR Report ZEPROPRN PUSHEPHERD gé’%mm”ﬁ 100315M  guecess  Posted  Detalls
a3 SR Report ZEPROPRN PUSHEPHERD gé’%mm”ﬁ 1002428 guecess  Posted  Detalls
a0 sommeon  ZeRopRN pusHERHERD 7252005 S20SOPH  coroies N et

G0 back1o Proposal Run Control

B i smiion Ok FICC o T B @





Continue to refresh until you see Run Status is “Success” and  

Distribution Status is “Posted”. 
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The following screen appears:
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Sample generated Field Work Proposal:
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2) Print All Proposal Information

This functionality prints a list of all information entered for the proposal, including FBSs fields that do not print on the FWP, and can be used for review purposes.

Navigation
· Field Budget Submission

· Reports

     The following screen will appear:
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Select Print Proposals to generate a summary of all proposal information entered into FBSs.
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After selecting a Run Control ID:
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Selecting RUN generates the following screen:
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The following screen appears:
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You now see the process log with your status:
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Continue to refresh until you see Run Status is “Success” and  

Distribution Status is “Posted”. 
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The following screen appears:
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Sample Printed Proposal:
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3) Proposal Review Report - BA
This Report prints a summary of key information entered for proposals.  Information can be pulled by a variety of criteria, including division and proposal status.
Navigation
· Field Budget Submission

· Reports

     The following screen will appear:
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Select Proposal Review – BA to generate overall division summary reports.
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Selecting RUN generates the following screen:
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Select the Process Monitor to check the job status.
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Select the Report PDF file.
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Sample Report
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V. PLACE HOLDER CREATION

1) Add a Place Holder
FBSs has two proposal entry options:  
· “FBS Proposal Data Entry” which will be used to enter R&D proposals that will be submitted to DOE HQ via the electronic Proposal Management Application (ePMA).

· “Place Holder Data Entry” which will not be used to transmit proposals to DOE HQ, but will be used to record all other proposal types for institutional summary reporting purposes. For FY09 Formulation, this includes all Construction, & Programs not participating in ePMA. 
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a. Administrative Information
The following screen appears with the “Admin” tab open: 
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b. Technical Information
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c. Budget Information
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Scientific Staffing = Estimate for Scientific Full Time Equivalents (use FTE’s, not staffing dollars)

Other Direct Staffing = Estimate for other FTE’s (use FTE’s, not staffing dollars)

Operating Total Obligations = Operating Budget Authority (BA)

Operating Total Costs = Operating Budget Obligations (BO)

Equipment Obligations = Equipment Budget Authority 

Equipment Costs = Equipment Budget Obligations 
d. Attachments

Please attach an FWP to your Placeholder Proposals for any Program that is not participating in ePMA, but does want to see an FWP.  
e. Status

When a place holder is created, the status is defaulted to “In Progress”.
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2) Copy a Place Holder
Navigation

· Field Budget Submission

· Proposals

· Copy a proposal 

 The following screen will appear:
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A list of placeholders generated from your search will appear:
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Populate the required fields and click the copy button. 
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NOTE: 

(1) Attachments can’t be copied from placeholder to placeholder.  They will need to be individually reattached to the newly copied placeholder if necessary.

(2)The status of the copied placeholder is automatically set to “In Process”. 
1. Enter your User ID, 


2. Enter your password, & 


3. Click the “Sign In” button.





4. Click on “Field Budget Submission” which is located in the navigation window. 





4. This field is defaulted to reflect the Funding Year for a Budget (On-cycle) proposal.  However, if you’re adding a Funding (Off-cycle) proposal, you’ll need to overwrite the default with the appropriate funding year. (See “Proposal Funding Year” for a detailed definition below.)


Note: This field will not be editable after you click “Add’ in Step 5.  





1. Select “FBS Proposal Data Entry”.





3. Enter an “LBNL Proposal ID”. 


(Maximum 8 characters) 





2. Select “Add a New Proposal”.





“Sign out” command.





15. Proceed to the “Budget” tab. 





14. You may now click on the “Save” button.





7. The “End Date” is required and is the end date of the project.  If there is none, then leave it blank and click on the “Open Ended” check box.





“Sub Division” is a division assigned code to help with identification and reporting within the Division.  This is a free form, non-validated field.





6. Populate all required fields that are shaded with yellow and other fields as needed.





8. After the required “Primary B&R” is entered, the “HQ Program” is automatically populated.  This field can be overwritten.





If a Foreign/Non-U.S. collaborator


Is involved in the project, populate all collaborator fields.  An additional field (Foreign Location) appears if you check “Foreign Collaborator”.





9. Proceed to the “Technical” tab. 





If a CRADA applies, then enter the CRADA Number. 





Similarly, if “Animal Research” applies, then the NIH Compliance Number and Approval Date are required.





If you check “Human Research”, you will need to enter the Compliance Number and the Approval Date.





12. “Project Objective Description” and “Abstract” are required. (Note: Each has a maximum of 1,333 characters and the system can’t accommodate scientific notation.  The system will allow you to continue typing beyond the limit, but will truncate after moving to another field.)





11. “Category of Research” and “Category of Work” are also required.





10. “Work Proposal Title” is a required field.


(Maximum 300 characters)





13. There must be at least one Milestone. The system defaults the first milestone of “Submit Proposal” this can be overwritten. Add additional milestones by using the “+” button.  








16. Enter FTE information for “Staffing” to the tenths decimal place, and also budget dollars ($K) for “Operating” & “Equipment” to the whole number.  





6. Populate all required fields that are shaded with yellow and other fields as needed.





Note: 


a) The budget years are dependent on the “Funding Year” entered on the “Add New Proposal” screen of Page 7. 


b) The dollars entered below are in Thousands.


c) See the budget category definitions below.





23. You may add comments for the designated division approver here.











17. “Total to Complete Display” will calculate when you save your entries.  If you wish to change this number, you may overwrite the calculations by entering the new total in the “Total to Complete” column.    If you’d like to transmit totals to ePMA, they must be entered in the “Total to Complete” column (this is not a required field.).





18. Click on the “SAVE” button which is always located at the lower left-hand corner of the screen.





21. Click “Save”





20. Click on the paper clip to attach the file.  Use the “–“ button to delete an attachment. 





19. Choose a category which best describes the attachment.  (FBSs allows for one attachment per category.  The “Other” category is an exception and may be selected multiple times to add multiple files. ) 


It is acceptable to attach a single PDF of the entire proposal package under the category “Proposal”





22. When the proposal is ready for approval, first click on the “+” sign to add a new status row.  Then, change the status to “CO” (Completed).











24. Click “SAVE” to implement the status change. 





1. Select “Place Holder Data Entry”.





The first two columns are designated for budget amounts from “Prior Years”: the first column automatically sums all prior years’ amounts that have been entered into FBSs and the second provides the proposal creator with the option to update them. (This is not required information.)  The “Carryover” column is a calculation of the “Prior Years” budget data.





7. Return to the FBS Proposal Data Entry screen to find and update the copied proposal.





5. Click on the “Copy” button to save and create the copy.





4. Enter the new “Funding Year”.


ATTENTION: This field must be entered correctly. You will not be able to change it after you’ve clicked on the “Copy” button. (Refer to the definition in Section � HYPERLINK \l "_Toc122853678" ��a. Proposal Funding Year)	� PAGEREF _Toc122853678 \h ��7�� of Proposal Maintenance.)








1. Use a combination of these search fields to find the proposal you would like to copy or leave them all blank to bring up a list of all proposals. 





The “Clear” button will clear all the search fields.





6. A successful copy notification will appear.  Click “OK”.





1. Use a combination of these search fields to find the proposal you would like to copy or leave them all blank to bring up a list of all proposals. 





The “Clear” button will clear all the search fields.





2. Click on the proposal you would like to copy.





3. Enter the new “Proposal ID”.





You now want to pull up the Completed Proposals for your Division(s). 


Use the Proposal Division ID &


Proposal Status criteria.








Example: The Physics Director or designee looking for Physics completed proposals. 





Select the proposal you want to review to either approve or reject.





Select the plus + to add a new status row.





Click on the 


Magnifying glass to pull up the status you want to apply.





You can add comments 


if you want that the Budget Office will see, or


in the case of “Reject” ,


that the author will see. 





��





Here you can directly input an existing Run Control ID, use the search functionality to find an existing Run Control ID, or add a new Run Control ID.








Please refer to the FMS 8 UPK for information regarding Run Control IDs. 





Use the search criteria to define the proposal(s) you wish to print.








Select the Run button to start the report 





Select the “Server Name”, PSNT.





You see your instance (job) number.





Now select the Process Monitor to check the job status.





If job is not complete, click the Refresh button to query the status again. When Complete you can view/print the report.





Your print is now ready to view.


Select “Details” 





Select View Log/Trace to view your FWP 





Your FWP has been generated in PDF format, select it to view.





Use the search functionality to find an existing Run Control ID, or add a new Run Control.





For additional information, please refer to the FMS 8 UPK for information regarding Run Control IDs. 





Here you can directly input an existing Run Control ID, use the search functionality to find an existing Run Control ID, or add a new Run Control ID.








Please refer to the FMS 8 UPK for information regarding Run Control IDs. 





Use the search criteria to define the proposal(s) you wish to print.








Select the Run button to start the process





Select the “Server Name”, PSNT.





You see your instance (job) number.





Now select the Process Monitor to check the job status.





If job is not complete, click the Refresh button to query the status again. When status is Complete you can view/print the report.





Your print is now ready to view.


Select “Details” 





Select View Log/Trace to view your report.





Your report has been generated in PDF format, select it to view.





This format shows all data for a proposal in the order in which fields are populated in FBSs 





5. Click “Add”.





7. Select a “Proposal Type” (Construction, or Operating) 





9. Proceed to the “Technical” tab. 





10. “Project Objective Description” is not required for placeholders in the FY09 Formulation exercise, but if you do not populate it, please use descriptive Work Proposal Titles.





5. Click “Add”.





4. This field is defaulted to reflect the “Funding Year” for a Budget 


(On-cycle) proposal.  





3. Enter an “LBNL Proposal ID”. 


(Maximum 8 characters) 





2. Select “Add a New Place Holder”.





11. Proceed to the “Budget” tab. 





12. Enter FTE information for “Staffing” to the tenths decimal place, and also budget dollars ($K) for “Operating” & “Equipment” to the whole number.  





Budget dollars for Construction Proposal Types should be entered into the Equipment section.





Note: 


a) The budget years are dependent on the “Funding Year” entered on the “Add New Placeholder” screen of Page 57. 


b) The dollars entered below are in Thousands.


c) See the budget category definitions below.





25. You have the option of clicking the “Notify”  button to send an email to inform the Divisional Designee to review & approve the proposal. 





Click “OK”.





Select “OK”.





The “Clear” button will clear all the search fields.








7. Return to the FBS Proposal Data Entry screen to find and update the copied proposal.





6. A successful copy notification will appear.  Click “OK”.





17. When the placeholder is done, click on the “+” sign to add a new status row.  Then, change the status to “CO” (Completed).





Note: Place holders are for institutional reporting purposes only and do not require a Division Director or Designate to “Authorize”.





18. Click “Save”





8. We will not be using placeholders for WFO in the FY09 Formulation.  The Sponsor and FAC fields can be disregarded.





5. Click on the “Copy” button to save and create the copy.





4. Enter the new “Funding Year”.


ATTENTION: This field must be entered correctly. You will not be able to change it after you’ve clicked on the “Copy” button.  For the FY09 Formulation exercise the correct Funding Year is 2009.








3. Enter the new “Placeholder ID”.





2. Click on the placeholder you would like to copy.





Select View Log/Trace to view your Report





Your Report is ready to view.  Select Details





Select OK





1. Use a combination of these search fields to find the placeholder you would like to copy, or leave them all blank to bring up a list of all placeholders. 





If you want to generate a printed report, check “FBS Proposal Summary”, Type-Web, Format-PDF.





If you want to export a database list to Excel, check “Proposal Review for Excel” Type-Web, Format-XLS.








Select Server PSNT





Use the RUN button to start the process
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