	RAPID GUIDE
	Division: Non Federal Proposal Preparation

Maintain Non Federal Proposal Page

Header and Projects Tabs




If you have questions about this RAPID Guide, send an email to RAPIDHelp@lbl.gov.  Please refer to FAQ How do I report a Problem in RAPID for additional guidance.
Initial Proposal Information – Creating the Proposal ID

In order to create the Proposal ID, both the Proposal Header and Project pages must be completed correctly and saved.  The Proposal ID is created systematically by RAPID.
Proposal Header Page - Overview
The Proposal Header page enables you to establish basic proposal, specific details that are outlined in the RAPID Guide: Getting Ready.  In the next pages a list of all the data entry fields will be listed in a chart with definition and the responsibility for entry and review shared by both the Division and the Sponsored Projects Office.
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Proposal Header Page – Data Fields, Definitions and Responsibilities
Top Section

[image: image2.png]‘Submit Status:  Not Submitted

Add o My Proposals




	Non-Federal Proposal Header Field
	Field and Instructions
	Responsibility
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	Proposal ID – The RAPID Proposal ID is automatically generated and saved once the fields noted with an “*” are completed in both the Header and Projects Tabs.  The combination of a Proposal ID and the Version ID equal a unique proposal.
	Division completes required data fields for both Header and Project Tabs and the Proposal ID will be generated.
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	Version ID:  This field defaults from the initial information when you “establish an award”.  The default value for Version ID is V1.  The Version ID field content can be decided by the Division.  It can be a simple as the End User’s Initials and as complicated as a Division-based proposal number.
	This field defaults from the initial information when you “establish an award”.
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	Submit Status – Automatically updated when the SPO Contracts Officer (CO) places a proposal in “submitted” status.
	This field automatically updates based on SPO CO actions.

	[image: image6.png]



	Description - Division Defined Identifier (Optional) – This field is a 24-space field that may help to illustrate parent/child or successor precursor relationships.  Can be used by a division as a division proposal numbering system.  
	Division completes this field.  SPO does not use.
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	UCOP Trans Dt – This date will be automatically inserted when this proposal is reported to the University of California, Office of the President.
	No Action required.
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	Add to My Proposals – See FAQ Add to My Proposals
	No Action required.


Center Section
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Proposals are due to SPO Contracts Officer 10 working days prior to the Proposal Due Date.
	**Proposal Due Date – The Due date defaults to the date of the creation of the proposal.  You must enter Sponsor’s Due Date, Date Type, Time and Time Zone.  SPO uses the Proposal Due Date to plan submission to the Sponsor.
	Division completes these fields.  
SPO will check field for accuracy.
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PI Look Up Table:
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	**Principal Investigator – The PI is selected from the Professional Table that can be accessed through the down arrow on the field.
A PI must already set up in the Professional Table.  See FAQ How do I authorize a PI in RAPID for process.

NOTE:  The Last Name Look Up is not functional
	Division completes.  
PI must be same as PI on paper proposal.  
SPO will check field for accuracy.


Center Section
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	**Long Title - The Long Title is a link to a subpage where the complete proposal title is entered.  The Long Title must be the exact same Title as the proposal that is sent to the Sponsor.

The first 56 characters of the Long Title will appear on the Proposal Header as the Title, the Title in Project, and other places in RAPID. It also will populate the Description of the Project ID in Project Costing.
	Division completes the Long Title.  The Long Title must be the same as the one on the paper proposal.

SPO will check field for accuracy.


Center Section
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	**Sponsor – Select a Sponsor from the RAPID Sponsor Table.  When you select and save, the Sponsor Code and Sponsor name will appear in the Header.

If the Sponsor is new and not yet set up, you may use the VVVVV Sponsor Code to complete the initial data entry.

Please ask for a new Sponsor set up as soon as you know and prior to the submission of the proposal to SPO.  See FAQ How do I get a Sponsor Setup for process.

Once the new Sponsor is setup, the SPO CO will let you know so you can update your proposal.


	Division selects the sponsor from the Sponsor Table.  If must be the exact Sponsor for the proposal.  If the sponsor is not there, Division requests a new Sponsor from SPO CO to have a sponsor set up immediately.  SPO CO will have Sponsor Setup done.

SPO will check field for accuracy.


Center Section
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	**Category – The Proposal/Award Category is automatically populated based on the SPO Mechanism you chose to establish your proposals.  Federal, NIH, etc.  In the case of NonFederal Work for Others, the Proposal Category will for NonFederal Awards
Data Fields for Certifications, Review Factors and Budgets will be setup to reflect the data requirements based on the Award/Proposal Category.

Have you chosen the wrong Award/Proposal Category?  Please reference FAQ How do I change the Award/Proposal Category on a Proposal?
	Automatically populated. 
Division does not update unless changing categories.
SPO will check for accuracy


Center Section
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	Status - "Draft" is the automatic default.  No other actions are required until the proposal is ready to send to SPO. Then Division changes Proposal Status to Approved by Div.
	Division updates the proposal status to Approved by Division.
SPO will check for Div Approval


	Proposal Status (Alpha)
	Definition

	Approved by Division
	When the proposal is completed by the Division and the Proposal is submitted to SPO, RAPID is updated to Approved by Division.

	Awarded
	RAPID automatically updates to this proposal status when a proposal is generated in to an award.  The award status equivalent is “Accepted”.

	Discontinued
	A status to be used by divisional staff when a proposal is ultimately not submitted for SPO review and approval.

	Draft
	This is the default status for all created proposals.

	Inst. Approved
	RAPID automatically updates the proposal status when SPO CO has approved the proposal in the Proposal Approval Page

	Not Funded
	The SPO CO will change the status for a proposal when correspondence is received that the proposal is not funded.

	Submitted to the Sponsor
	RAPID automatically updates the status when the proposal is put into “submitted” status on the Proposal Submission Panel by SPO.  SPO only puts the proposal into this status when a fully executed award has been received.

	Withdrawn
	SPO CO will place a proposal into this status when they have a request from the PI to withdraw the proposal.  This includes when SPO is requested to write a letter to the Sponsor to formally withdraw a proposal from consideration.


Center Section
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The Start Date cannot be prior to the submittal of the proposal to SPO and the Sponsor.
	**Proposed Award Start and End Dates - The proposed period of performance encompasses the entire period of the research including multiple award years.  The Period will be used to populate like fields through out RAPID.  For Non-Federal WFO, the Begin date, unless otherwise directed by the Sponsor, should be 6-8 weeks from the Proposal Due Date. 
	Division enters the Beginning and End Dates as reflected in the proposal.  
SPO will check field for accuracy.


Center Section
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	**Type - "New" is the automatic default in RAPID.

“New” is typically the Proposal Type for a new Non Federal Work for Others Proposals.  If you are uncertain as to which Type to choose, Please see Appendix 1: RAPID Proposal/Award Types for additional information or consult with your SPO CO.

	Division selects Proposal Type.
SPO will check field for accuracy.
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	Keep Certs – This flag is used when changing the Award Category.  Please reference FAQ How do I change the Award/Proposal Category on a Proposal? on how to use this flag.
	Division uses for managing the change in Award Category.


Center Section
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	Purpose - Select the Proposal Purpose from drop down selection.
For NonFederal Work for Others Proposals, Basic Research is typically chosen.
	ASD chooses proposal purpose as appropriate.  


Center Section



	Non-Federal Proposal Header Field
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	Special Check Boxes – For Non-Federal WFO Proposals, the 
Foreign Sponsor or Component is flagged if Proposal is to a Foreign Sponsor or has a Foreign Component (i.e. R&D subcontract.  This information will be used for reporting.
	Division to complete if proposal is to a foreign sponsor or a subcontract.


Additional Information
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	Additional Information - This is the area to document additional information that is needed to be associated with this specific proposal.  Please see Appendix 2:  RAPID Additional Information Definitions.
	Division chooses all the additional information required for the proposal category.



Additional Information
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Required Additional Information for all Non-Federal Awards
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	Non-Federal Advance Amount – Click on the “Additional Details icon and select the Additional Information Type of Non-Federal Advance Amount. In the Details subpage, enter the Advance Amount.  For additional FAQ What is an Advance Invoice?
	Division enters Advance Invoice Amount.  Division is responsible for the accuracy.

SPO checks that it has been entered.
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	Flow Through – If Non-Federal Work for Others is used to fund a subaward, the Primary Funding Sponsor is required.  It is typically a federal sponsor. 
Add another record (click on + sign) and select the Additional Information Type of Flow Through.
In the Details subpage, select the Sponsor from the Sponsor Lookup Table.
	Division is responsible to enter Primary Funding Sponsor.

SPO checks for accuracy.


Proposal Projects Page
This page when completed will hold vital information for the set up of the Project ID in Project Costing and Billing and Accounts Receivable in FMS.
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Proposal Project Information
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1.  Add only ONE Project ID.

2.  DO NOT FORGET TO UPDATE or it cannot be corrected until either Award Generation or Division corrects in Project Costing.


	Proposal Project ID - The Project ID is selected according to the FMS/Project Setup Training & Reference Guide, a project ID must be a unique identifier for each project you create. Project IDs in FMS are an alphanumeric string of up to six characters. Please use the format required by FMS/Project Setup Training & Reference Guide.  Once a proposal has been awarded in RAPID, the Project ID will be automatically setup in FMS/Project Costing as the Primary Project ID associated with the award.
	Division is responsible to complete correctly and accurately.
SPO will not check.
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	Title – Inherited from the Proposal Header.  DO NOT CHANGE.  The Description will take you to the Long Title.  DO NOT CHANGE.
	No Action Required.
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	Subdivision and Department – Enter the two digit DeptID which is equivalent to the LBNL Division.  DO NOT ENTER TWO DIFFERENT DIVISIONS.
The Dept Rep (Division Director) is automatically entered based on the Division designation.
	Division is responsible to complete.

SPO will check for accuracy.


Proposal Project Information
[image: image46.png]Proposal Project

Proposalprojecti: NET_1 | EPmany  project:
Tie: [RAPID N ederaProposaiPreparation Trana 0101 poscrpton

“Institution: Tl
“Subdvision: Tl
*Department: Tl
beptContact [ Q
Dept Rep: Q





	Non-Federal Proposal Header Field
	Field and Instructions
	Responsibility

	[image: image47.png]



	Dept Contact/Division Contact – Please select the person the SPO Co should call regarding changes to this Proposal.  Select name from the Look-up List.  This list is based on the Department Contact List setup under “System Access”.
	Division is responsible.

SPO will not check.
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	Dept Rep/Division Director – Automatically filled with Division Director with Division selected.  The field should be updated to reflect the Division Director Designee if the Division Director does not sign the Sponsored Projects Proposal Form.
	Division is responsible.

SPO will check for accuracy.


Department Cost Share – DO NOT UPDATE


Completed Header and Project = Time to Save so the Proposal Number can be Created
Completed Proposal Header:
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 Completed Project Page
[image: image50.png]~ Waintain Non-
Federal Propos
Enter Overall No
Fed Budget
- Ener Detail Non:
Fed Budget
- Non-Fed Prop
Review Faclors
‘Submit Non-Federal
Proposal
WEO SPPE Form
MIH Subaward SPPF|
Form
WO SPPE Form
MIH Subaward SPPF|
Fom
Non-Federal
NEPAICEQA Form
- Non-Federal SPO
Eorms
Create Non-Fed
Continuation
- Copy Non-Federal
Proposal
- Copy Non-Fed Prop
Bud Period
- Negotiate Non-
Federal Award
Review Non-Fed
Prop Audit Logs
> Non-Federal Awards.
© Maintain Gifts
© Maintain DOE Indirect
Funding

b Maintain CRADAS

Proposal Project ID: [SPOTRNG. Primary  project:

New Window | Help | Customize Page |

PlName:  Office, Sponsored P

[RAPID Non-Fedsral ProposaiPreparation Training o1

Lawrence Berkeley National Lab Q

Description

Header | Projects | Resources | Reports | Documents | Certiication




Before you create the Proposal ID, please make sure the Project ID is correct.  Once you have saved the proposal, there is no turning back.

Once the Header and Projects Tabs are complete, SAVE the date and the Proposal ID will be created by the RAPID system.
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