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RAPID GUIDE Non-Funded User Agreements

If you have questions about this RAPID Guide, send an email to RAPIDHelp@Ibl.gov. Please refer to EAQ How do | report a
Problem in RAPID for additional guidance.

Introduction - RAPID Non-Funded User Agreements.

The RAPID Guide for Non-Funded User Agreements has been created by the Sponsored Projects Office to
provide guidance regarding the entry of data into the Sponsored Projects Office enterprise database, RAPID
(Research Administration Proposal/ Project Administration Database). Each User Facility must enter all
Non-Funded User Agreements into the RAPID database. The responsibility for the integrity of the data
entry lies with the staff member that enters the information. For additional information please review
FAQ FAQ What Is SPO's Policy on Data Integrity?.

RAPID Security and Access

LBNL Division Staff that have been assigned the task of creating and updating the RAPID Non-Funded User
Agreement Proposals and Generating Awards must have the security role of GMUSER. For additional
information please review FAQ How do | get access to RAPID? and FAQ How do | sign into RAPID?

Non-Funded User Agreement Proposals and Awards

DOE has mandated that all work performed at LBNL’s National and Local User Facilities be covered by a DOE
approved User Agreement whether it is funded or not. This RAPID Guide covers only Non-Funded User
Agreements. Funded User Agreements are covered in a separate RAPID Guide.

Non-Funded User Agreements cover the research performed by non-LBNL scientists from other institutions
that fall within the DOE mission of the User Facility. In the case of Users that need miscellaneous supplies,
the Non-Funded User Agreement is to be used and the supplies billed to the User’s institution by Accounts
Receivable. The Non-Funded User Agreement must be fully executed (signed) by both parties, the
proposal created in RAPID, and awards generated and authorized in RAPID prior to the visit of the
scientist (or the receipt of materials for collaborative-type arrangements) prior to any research
commencing. Our business data must reflect our business processes.

The LBNL User Agreement activities are supported by SPO Contracts Officers. The list of facilities with SPO
assignment are:

Division Facility SPO Contact
Advance Light Source General Users Angela Ford
Physical Biosciences Berkeley Ctr for Structural Biology | Susan Hedley
Genomics Division/Joint Genome Community Sequencing Program David Garcia
Institute

Material Sciences Division National Ctr for Electron Angela Ford

Microscopy

Material Sciences Division Molecular Foundry Angela Ford
NERSC Incite Program David Garcia
Nuclear Sciences 88 Inch Cyclotron Angela Ford

User Facilities with Limited Contracts and Grants Delegation

At the request of specific User Facilities, the SPO Manager has provided members of their staff with a
Limited Contracts and Grants Delegation to sign unchanged Non-Funded User Agreements that are executed
by institutions. These LBNL Staff members are known as “User Facility Authorized Representatives”. The
Unser Facility Authorized Representative assumes the role and responsibility of the Sponsored Projects
Office Contracts Officer to assure that all the data is correct in RAPID and that it reflects the actions taken
in proposing, negotiating, and awarding Non-Funded User Agreements.
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If the User’s Institution wishes to negotiate the Non-Funded User Agreement, the SPO Contracts Officer
assigned to the User Facility will take over. Once the negotiations are complete, the SPO Contracts Officer
will provide an Email to the User Facility Authorized Representative that the revised Non-Funded User
Agreement can be signed by both the User and the User Facility Authorized Representative.

LBNL staff that have a limited Contracts and Grants Delegation to sign Non-Funded User Agreements
(without changes) and generate RAPID Awards are:

Facility Person with Delegated Authority
Advance Light Source - General Users Melanesia Lewis

National Center for Electron Microscopy Sally Nasman

Joint Genome Institute - Community Sequencing James Bristow*

Program

*Wendell Hom has been designated as the administrative staff for Dr. Bristow’s RAPID Non-Funded User Agreement
processing including RAPID.

This includes the generation of RAPID proposals into awards and providing the SPO Contracts Officer
assigned to the User Facility a copy of the fully executed agreement within five (5) working days from the
RAPID Issue Date in RAPID Awards. The User Facility is always responsible for the correctness of the RAPID
proposal and award data. The Award must be generated and authorized in RAPID within five (5) working
days of final execution of the agreement.

The User Facility is also the *“office of record” for the LBNL Institutional hard-copy file for the Non-Funded

User Agreements. The file must conform to LBNL’s requirements for maintenance of files and archiving as
outlines below:

Non-Funded User File Management

1. Label must have the Facility Name, the Non-Funded User Agreement Number and the Name of the User
(Sponsor).

2. The file contents must included correspondence and other notes, the original Non-Funded User
Agreement proposal package as sent to the sponsor, and the original, fully executed agreement. A scanned
copy of a completely signed agreement is acceptable if an original is not available.

Closeout and Archiving:

1. Six months after the period of performance is over, and no more than 4 times per year, the closed files

are sent to SPO to the attention of Linda Nowell. SPO will complete the archiving process and forwarding
them with the LBNL Archivist for further action.
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Getting Ready

Before data can be entered into RAPID, both the Principal Investigator and User (Sponsor) must be setup in
RAPID.

Principal Investigator Setup:

It is LBNL’s practice that LBNL staff who serve as Principle Investigators at the pleasure of the
Division Director. Before creating a Non-Funded User Agreement RAPID Proposal, please update
the RAPID Professionals Table if the Principle Investigator is new. Please follow the guidance in
FAQ How do | authorize a Pl in RAPID?

User Institution Setup:

User Institutions (User) will use the pre-existing structures under Sponsors. Every Non-Funded User
Agreement Proposal is required to have an active User at the time it is set up in RAPID by the User Facility
Authorized Representative or is sent to the Sponsored Projects Office (SPO) for processing. The Sponsor
Code of “VVVVV” is used only to allow for the initial, temporary data entry for a proposal and is not a valid
Sponsor for submission of a proposal to SPO or to generate an award.

New User Setup follows these steps:

= New Users are to be set up as soon as it is known that a User is new to LBNL.

» User Facility Authorized Representatives (UFAR) are to complete the Request for New Sponsor/Donor
for new User Institutions.

= If the User is a new Domestic Business or Nonprofit (not a university of governmental organization),
the Representations and Certifications form should be sent to the new User for self certifications
with SPO CO or the UFAR prior to or at the time the agreement is sent out for initial signatures by
the User Institution.

= Neither SPO COs nor UFARs can complete the “Representations and Certifications” for the new User
based on verbal or Email communication. The must be completed and signed by the User.

= The new User setup request should be sent via Email to RAPIDHelp@Ibl.gov. New User and Awards
Types are sent up within 48 to 72 hours unless there are extenuating circumstances.

If the User is already set up as a “Work for Others™ Sponsor but not as an Unfunded User, then a request for
an Unfunded Award Type is requires. The “Award Type” can be checked in the RAPID Proposal Header (see
below) once the proposal is set up. To request the a new “Award Type” follow these steps:

= User Facility Authorized Representatives are to complete the Request for New Sponsor/Donor
requesting a new “Non-Funded User Award Type”.

» The request should be sent via Email to Linda Nowell at LCNowell@Ibl.gov with a copy to Phyllis Gale
at PMGale@Ibl.gov. New Awards Types are sent up within 48 to 72 hours unless there are
extenuating circumstances.

The User must be completely setup or the Award cannot be generated in RAPID. Deferment of Sponsor
setup by using the Sponsor ID “VVVVV” is no longer allowed. The Award must be generated in RAPID and a
SPAA issued to authorize a Non-Funded User within five (5) working days of final execution of the
agreement.
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Creating a Proposal

A RAPID Proposal is created for each approved Non-Funded User Agreement for which an agreement package
is send. Upon final execution of the User Agreement, the RAPID Proposal will be generated into an RAPID
Award. For those proposals that are do not produce a written agreement, either the SPO CO or the User
Facility Authorized Representative (who ever would have signed the agreement), will update the RAPID

Proposal Status to Not Funded and forward the proposal file to SPO for Archiving.

How To Access RAPID Non-Funded User Pages

Step | Action

1. Begin by navigating to the General Info page.

Click the Grants link.

/

Search:

[> fuly Favarites

[ Manager Sef-Service
[ Praject Cogling

[ General Ledger

[ Allocatiphs

[+ Grants

[ Customer Contracts
[> Billing

[ Customers

[ Yendors

[ Purchasing

[ eProcurement

[ Senices Procurement
[ Arcounts Receivable
[ Accounts Fayable

[ Set Up Financials'Supply Chain
[ Enterprize Components
[= Wiarklist

[* Tree Manager

[ Reporing Tools

[ PeopleTools

— Chande bty Password
— iy Personalizations
— My Systerm Profile

— by Diictionany
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Maintain User Agreement Proposals - Main Menu

Step | Action
2. Click thg Maintain User Agreements link.
3. Click t}?(e Use; Agreement Proposals link.

/

Mdsin Menu

ﬁ Maintain User Agreements

This folder includes all user agreement proposal, award, and reporting functions

User Agreement Proposals
This folder includes user agreement proposals and related reports

=] Maintain User Proposal
ElErter Cverall Uzer Budeet

[E] Enter Detail Uzer Buddet
ElUzer Propogsal Review Factors

P

P

User Agreement Awards
Thiz nfolder cortains User Agreemert &wards and associated reports

= Generate User Aqresment Suvard
=l Uzer Adgreement &vward Profile
=] Track Funded User Advances

= User Aoreement SPAL Report

=] Praject Setun
= Reviewy User Sward hiods
=l User Award Management Inguiry

[ Uger A reementAwards
[> Maintain Gifts

> Maintain DOE Indirect ] Greate User Cortinuation

g = C Uzer Propozal
. = Uzer Budnzt Period

[ Maintain CRADAS = Ne otigte Liser &yward

[> Maintain ILAS B = Revisw User udit Logs

[» Proposals

J

= Llser Agreement ~
Prnpnsals
Maintain User Proposal
— Enter Overall User Enter any information you have and click Search. Leave fields blank far a list of all values.
Budnet
— Enter Detail User Find an Existing Value
Budget
— User Proposal Review B .
Factors Business Unit: |= LerL Q,
— Submit User Proposal ID: begins with + | a,
Agreerment Proposal
— User SPFF Form Version ID: heging with |
- EPO Farms - Funded Pl ID: beging with + || Q
ser
— BP0 Farms - Sponsor ID: hegins with | 2,
Unfunded User Type: | ‘ | v|
— reate User =
Continuation Status: | ‘ | V|
— Copy User Proposal
 onvUser Budaet Department ID: | hegins with | o'}
FPeriod Award Category: | hegins with | o'}
— Megotiate User Award
— Review zear Audit
Logs Search | Clear | Basic Search Save Search Criteria
[> UserAgreementﬁwards

Step | Action
4. To create a new Proposal click the Add a New Value tab.
5. To view an existing User Proposal click the Find an Existing Value tab.
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Accessing Non-Funded User Agreement Proposals - Viewing an Existing Proposal

Step Action

6. To view an existing User Proposal click the Find an Existing Value tab.

= User Agreement
Proposals
— Maintain Llser

[

Maintain User P

Proposal

— Enter Overall User Enter any infarmagian you have and click Search. Leave fields blank for a list of all values.
Budget
— Enter Detail User Find an Existing Value Add a Mew Walue
Budiet
— User Proposal Review
Factors Business Unit: LenL Q
— Submit Lser Proposal ID: begins with | Q
Agreerment Proposal i - -
— Uzar SPPF Form Version ID: hegins with |
- EPO Faorms - Funded PIID: begins with v | aQ
ser
— SPO Forms - Sponsor ID: heging with | ')
Unfunded User Type: |= v| | v|
— Create User =
Continuation Status: = v| | v
— Copy User Proposal i - it
_ Conv User Budaet Department I | beains with | o}

Feriod Award Category: | begins with v | Q

— Megotiate User Avward
— BEeview User Audit

Logs Search | Clear | Basic Search Save Search Criteria
Step | Action
7. You may search on any of the above search keys, such as Proposal and Version ID, PI, Sponsor,

(Proposal) Type, (Proposal) Status, Department (Division), and (Proposal) Award Category, to find
an existing proposal you wish to review or work with. When you have entered your search
criteria, click on the Search button:

Search
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Creating a New User Agreement Proposal - Non-Funded User

Step

Action

8.

Click the Add a Ne\q Value tab.

= Llser Agreement #

Fro

Maintain Use

reposal

— Enter Overall User

Budiet Eind an Existing YalugnY Add a New Value
— Enter Detail User

Budget - .
— UserProposal Review | | BUSIness Unit:[LBNL Q

Factors ProposallD:  |MEXT QL
~ Eubmit Liser VersionlD: w1 o'}

Adgreerment Proposal
— ser SPPF Form

— SP2 Forms - Funded Add
Lser
—SPOForms -
Lnfunded User Find an Existing Walue | Add a MNew Value

— Create User

Step | Action
9. To enter a New Proposal, Click the Add a New Value tab.
10. Enter the following Information:
O Business Unit: LBNL - The Business Unit is always LBNL.
O Version ID: 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. It is your division’s decision.
11. LEAVE NEXT IN PLACE SO RAPID CAN AUTOMATICALLY ASSIGN THE NEXT NUMBER.
DO NOT ENTER A PROPOSAL ID FOR THE NEW PROPOSAL ID.
12. The combination of the Proposal ID and the Version ID creates a new unique proposal.
Maintain Non-Federal Proposal
Business Unit: LBML
Proposal ID:  |MEXT &'}
VersionID:  |PHG| Q
Add
AN
Step | Action
13. Once the data has been added corre}t{y (double check because there is no do-overs), click the

Add button. Once you’ve clicked on Add, you will be taken to the Proposal Header
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Creating a New User Agreement Proposal - Non-Funded User

= User Agreement Mew Window | Help | Customize Page | o5, #

Header Projects Eesources Location Repaors Documents Cerification Related B+R

— Enter Overall Lser
Budget
— Enter Detail User VersionIlx 1 currency ush

ProposallD: MEXT Business Unit: LEML Submit Status: Mot Submitted

Budget

— User Proposal Rewiew Description: | UCOP Trans Dt Add to My Proposals
Factors

— Submit User

Agresrnent Proposal Due Date:  |01/2412008 [5 Type: ~| Time: | Time Zone:
— User SPPF Form .
- SPO Forms - Funded PHID: Q Name: |
User
- BPO Farms - * Title: Long Title
Unfunded Lser *sponsor ID: ,70\ ‘Category: |Unfunded User Agreement O

— Create User
onnoton ‘Status: [Dratt v start Date: [0172412008 5 *End Date: B
— Lopy User Froposs _ - .
_ SDM é_]serE]udge‘t “Type: [ Mews v|% [IKeep Certs cppa: Additional Attributes
ero

- Menofiate User Award p . Q . o B
— Review User Audit urpose: I Foreign Application/Component

Loas Facility Q CINIH Modular Grant

[ User Adreement Awards - .
Customer Contracts Additional Information Fing | iews &1 First (4] 4 o 1 [l Last
Customers
Yendors “Type: | b Comments:
Purchasing
eProcurement et
Sendces Procurement w4 | =

Step Action

14. The Header Page enables you to establish proposal-specific details. Several fields are pre-filled
when a proposal is created. The most important is the Proposal/Award Category which drives
the data entry.

15. Note that the Proposal/Award Category must have Non-Funded User Agreement selected from
the Proposal/Award Category table to assure the success of the Non-Funded User Agreement
process. The Code Non-Funded User Agreements is UFUSR

Proposal/Award Category Table

Step Action

16. In Proposal/Award Category, only Non-Funded
DOEIC DOEICO User Agreement for a proposal to be viewed in the
DOEQP DOE Ops Maintain User A/gpeéments Menu.
FDURA Funded CRADA 17. ange in the Proposal/Award Category
FDUSR Funded User Agreement e mechanisms required data fields and
FEDRL Federal Awards Is possibility that required may be lost. For
GIFT UCILBNL Gifis irStance, if the proposal is changed to NonFederal
LA Inter-Location Appointrments Awards and saved, the required data fields will
- MIH Awwards change and the proposal is no longer accessible
RIOMNED MonFederal Avwards through “Maintain User Agreements Menu”. The
LFCRA Unfunded CRADA A1 proposal can only be accessed thru the Maintain
UFLSE Unfunded User Agreement WFO/Maintain NonFederal Menu.
LIMFERD Unfunded Awards
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Completing the Proposal Header - Non-Funded User Agreements

Header Projects Resources Laocation Documents Certification Related B+R Burdens E)
Proposal ID: 000004857 Business Unit: LBML Submit Status: Submitted
Version ID: v Currency UsD Contract ID: UFUSR08004857
Description: MFUSER242 UCOP Trans Dt Add to My Proposals | =
M3
Due Date:; 03/20/2008 E‘J Type: Time: Time Fone:
* PIID: 346351 Q Name:  |BokorJeffrey
* Title: Electrospun Hydroxyapapatite-biocomposite scaffolds for Long Title
*SponserID:  UN270 SUNY-STONY BROOK (STATE UNIV OF Ny) CA1800N:  Unfunded User Agreement |
Status: Awarded *Start Date: 04/08/2008 [ *End Date: (04/07/2009
“Type: New "|F'% ClkeepCerts crpn | WG
Purpose: USER3 Q il Foreign Application/Component
Facility MFO1 U Wolecular Foundry User LI MiH Modular Grant
Additional Information Find | Wiew Al First [ 1 of 1 [ Last
[=]
*Type: | 4 Comments:
Go To: Budget Express
Walid Award Types for Sponsor
REMEMBER! ALWAYS TAB OUT OF THE DATA FIELDS!!
Step Action

18. Complete the Description field to enter brief proposal information. This required field is a
Division field to complete according to their specific requirements.

19. Enter the Principal Investigators EmplID and the Principal Investigators ID appears to the right.
In order for a LBNL employee to be selected in the Principal Investigators ID data field, they
must already be designated as a Pl in the RAPID Professionals Table.

20. For Non-Funded User Agreement Proposals, the Due Date is the date of the first scheduled
experiment at the User Facility. This provides the time frame for the person negotiating the
agreement. For User Agreement Proposals, the Due Date field takes on a different meaning
than used in WFO, M&O and CRADA proposals.

21. Next, select the User Institution (Sponsor) that will conduct an experiment at the User Facility.

For User Agreement Proposals, the Sponsor ID field is used to capture the User Institution
information. Enter the Sponsor Code into the Sponsor ID field. If a Sponsor ID has not yet been
assigned, you may temporarily use “VVVVV” to allow for the initial data entry into RAPID.
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Completing the Proposal Header - Non-Funded User Agreements (Continued)

Header Projects | Resources | Location | Documents | Cerification | Related B+R | Burdens WD)
Proposal ID: 000004857 Business Unit: LBML Submit Status: Submitted
VersionID: 4 Currency UsD Contract ID: LUFUSRO8004857
Description: MFUSER242 UCOP Trans Di Add to My Proposals |

[

Due Date: 03/20/2008 [ Type: Time: Time Zone;

* PIID: 346351  Q Name:  |BokorJefirey

* Title: Electrospun Hydroxyapapatite-biocomposite scaffolds for Long Title

*SponsoriD:  UN270 SUNY-STONY BROOK (STATE UNIV OF yyy CH19RON: - [Unfunded User Agreement @,
Status: Awarded *Start Date: |04/08/2008 [ *End Dte: (0410772009

“Type: MNew R T Yo U N /dificnal Attributes

Purpose: USER3 Q
Facility MFOA QL

Additional Information

[] Foredgn Application/Component
Molecular Foundry User CInIH Mdgular Grant

Find | Wieaw All First El 10f1 IE Last

*Type: | 4 Comments:

Go To: Budqget Express

Walid Award Types for Sponsor

Long Title

Long Title;

Eledrnspun Hydroxyapapatite-biccomposite scaffolds for bone tissue
engineering

] Cancel

Step Action \

22. Enter the title for the proposal in the Long Title description subpage. Click on the Long Title
link and enter the Title.

23. The Long Title will also automatically populate the Short Title on the Project page. The Short

Title on the Proposal Header page is automatically updated with the first 56 letters.
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Completing the Proposal Header - Non-Funded User Agreements (Continued)

Header Erojects Resources Location Documents | Cerification | Related B+R Burdens ]
Proposal ID: 000004857 Business Unit: LBML Submit Status: Submitted
VersionID: 1 Currency UsD Contract ID: UFUSRO8004857
Description: |""”:L-|5ER2‘dr2 UCOP Trans Dt Add to My Proposals |
[

Due Date: 03/20/2008 [+ Type: Time: Time Zone:

* PLID: [346351  |Q Name: |Bokor, Jeffrey

* Title: Electrospun Hydroxyapapatite-bhiocompaosite scaffolds for Long Title

*SponsorID:  UN270 SUNY-STONY BROOK (STATE UNIV OF Ny)  C21eg0ry: - [Unfunded User Agresment |,
Status: Awarded *Start Date: 04/08/2008 [ *End Date: |04

“Type: "New L T o P | A citior.al Attributes

Purpose: USER3 =
Facility MFQ1 Q.

Additional Information Find | View All

|| Foreign Application/Component
[ MK modular Grant

Firzt E 10f1 |E Last

Molecular Foundry User

*Type: | b Comments:

Go To: Budaget Express

Valid Award Types for Sponsor

4l
Step | Action )
24. Note that the Proposal/Award Category must have Non-Funded User Agreement selected from
the Proposal/Award Category table to assure the success of the Non-Funded User Agreement
process.

Proposal/Award Category Table

First [4] 1-12 of 12 [}] Last Step Action

ion 25. In Proposal/Award Category, only select Non-
DOEIC DOE IC0 Funded User Agreement for a proposal to be in
DOEQP DOE Ops the Maintain Usgr/Agreements Menu.
FDURA Funded CRADA 26. In RAPID, aeffange in the Proposal/Award
FDUSR Funded User Aareement Categopychanges the mechanisms required data
FEDEL Federal Avards fielgs“and there is potential that required may

GIFT UC/LBMNL Gifts lost. For instance, if the proposal is changed
LA Inter-Location Appointrnents to NonFederal Awards and saved, the required
rIH MIH Awards data fields will change, the proposal is no longer
MOMFD MonFederal Awards accessible through “Maintain User Agreements
LUFCRA Unfunded CRADA ol Menu Item” and now can only be accessed thru
UFLSE Unfunded User Agreement the Maintain WFO/Maintain NonFederal Menu
LIMFMD Unfunded Awards
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Completing the Proposal Header - Non-Funded User Agreements (Continued)

Header Projects Resources Location Documents | Certification | Related B+R Burdens QWD
Proposal ID: 000004857 Business Unit:  |BMNL Submit Status: Submitted
VersionID: 1 Currency UshD Contract 1D: LUFUSRO2004857
Description: |""”:'~|5E"_"~2‘dr2 UCOP Trans Dt Add to My Proposals |
Mg
Due Date: 03/20/2008 E‘J Type: Time: Time Zone:
= PLID: 346351 Q Name:  |BokorJefirey
* Title: Electrospun Hydroxyapapatite-hiocomposite scaffolds for Long Title
*Cat :  |Unfunded User A t
“Sponsor ID:  UN270 SUNY-STONY BROOK (STATE UNIV OF NY) ategory:  [Unfunded User Agreement 4
Status: Awarded *Start Date: (04/08/2008 [ *End Date: (04/07/2009 ¥
“Type: |NEW v|§% ClkeepCerts crpa: || Additional Attributes
Purpose:  (USER3 & [] Foreign Application/Component
Facility MFO1 Q WMolecular Foundry User [/ NIH Modular Grant
Additional Information Find | View Al First (4] 4 of1 [ Last
(=]
*Type: | = Comments:
Go To: Budget Express
Walid Award Types for Sponsor
Step Action
217. Proposal Status is used to drive the proposal through the various phases of proposal and award.
When a proposal is created, the Proposal Status is automatically set to DRAFT. The Status
field changes to reflect the current phase of the proposal. The Proposal Status Table is provided
below with definitions.
Proposal Status Definition

Approved by Division RAPID automatically updates to this proposal status when the approvals for Pl and Div

Dir are updated in the in the Proposal Approval Panel.

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 and is used while the proposal is
being setup prior to being reviewed and finalized

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 or Division changes the status for a proposal when communication is
received and documented that the proposal is not funded.

Submitted to the RAPID automatically updates the status when the proposal is put into “submitted”

Sponsor status on the Proposal Submission Panel.

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

Completing the Proposal Header - Non-Funded User Agreements (Continued)

Header Projects Resources Location Documents Certification Related B+R Burdens E)
Proposal ID: 000004857 Business Unit: LBML Submit Status: Submitted
VersionID: v Currency ush Contract ID: UFUSRO2004857
Description: IMFUSER242 UCOP Trans Dt Add to My Proposals |
=
Due Date: 03/20/2008 [ Type: Time: Time Zone:
* PlID: 346351 Q Hame: |Elnknr,Jeﬁrey
* Title: Electrospun Hydroxyapapatite-biocomposite scaffolds for Long Title
*Cat :  |Unfunded User Agreement
*SponsoriD:  UN270 SUNY-STONY BROOK (STATE UNIV OF NY) egory: | ¢ <
Status: Awarded *Start Date: 04/08/2008 [ *End Date; (04/07/2009 &
“Type: New R LT T | citional Attributes
Purpose: USER3 Q [] Foreign Application/Component
Facility MFO1 < Wolecular Foundry User LI MiH Modular Grant
Additional Information Find | Wiew Al First [ 1 of 1 [ Last
(=]
“Type: | =3 Comments:
Go To: Budqget Express
Walid Award Types for Sponsor
Step Action
28. Enter Start Date and End Date for the Agreement. For User Agreements, the proposed Start

Date can be the first of the month prior to the scheduled experiment with the proposed End
Date one (1) to five (5) years later. This allows for flexibility of return visits and experiments as
approved by the User Facility

Note: The actual Start and End dates for the award will be updated in the Award module once
the Award has been generated. Further guidance will be provided when we come to that step.
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Completing the Proposal Header - Non-Funded User Agreements (Continued)
Header Projects Resources Laocation Documents Certification Related B+R Burdens E)
Proposal ID: 000004857 Business Unit: LBML Submit Status: Submitted
Version ID: v Currency UsD Contract ID: UFUSRO8004857
Description: MFUSER242 UCOP Trans Dt Add to My Proposals |

72
Due Date:; 03/20/2008 E‘J Type: Time: Time Fone:
* PIID: 346351 Q Name:  |BokorJeffrey
* Title: Electrospun Hydroxyapapatite-biocomposite scaffolds for Long Title
*Cat :  |Unfunded User Agreement
*Sponsor ID:  UN270 SUNY-STONY BROOK (STATE UNIV OF NY) egory: | g Q
Status: Awarded *Start Date: 04/08/2008 [ *End Date: (04/07/2009
“Type: MNew T Y S | citional Attributes
Purpose: USER3 Q il Foreign Application/Component
Facility MFO1 U Wolecular Foundry User LI MiH Modular Grant
Additional Information Find | Wiew Al First [ 1 of 1 [ Last
[+ [=]
*Type: | 4 Comments:
Go To: Budqget Express
Walid Award Types for Sponsor
Step Action
29. Proposal Type is used to determine the proposal and award process. For new proposals, the
Type of New is used.
30. It is anticipated only 2 types of RAPID Proposal Type will be used User Agreements.

When creating a new proposal, the Proposal Type New should be used.

When creating an Amendment for an active award, use the “create continuation
functionality”. For example, an Amendment can be used to add time and experiments to
an existing award.

RAPID Proposal Type | Proposal Type Definition

Amendment A proposal that modifies the existing Statement of Work, budget, and extends
the period of performance for an existing award.
New A proposal not previously awarded or a renewal or continuation award
treated as a new award by the sponsor and given a new agency number.
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RAPID GUIDE Non-Funded User Agreements

Completing the Proposal Header - Non-Funded User Agreements (Continued)

Proposal ID: 000004857 Business Unit: LBML Submit Status: Submitted
VersionID: V1 Currency UsD Contract ID: UFUSROB004857
Description: |MFUSER242 UCOP Trans DI Add to My Proposals |
[
Due Date: 03/20/2008 E'J Type: Time: Time Zone:
* PIID: 346351 Q HName: |Elok0r.Jeﬁrey
* Title: Electrospun Hydroxyapapatite-hiocomposite scaffolds for Long Title
*Cat : Unfunded User Agreement
*SponsoriD:  UN270 SUNY-STONY BROOK (STATE UNIV OF NY) egory: | g Q
Status: Awarded *Start Date: (04/08/2008 [ *End Date: |04/07/2009 )
“Type: | Mew 3 | B [IKeep Certs crDA: li Additional Attributes
Purpose: USER3 Q i Foreign Application/Component
Facility MFO1 Q Molecular Foundry User LI NIH Modular Grant

Additional Information Eind | View Al First [ 1 or 1 [*] Last

[+ =]

*Type: | i Comments:

GoTo: Budget Express

Valid Award Types for Sponsor

Step Action
31. There are specific Proposal Purposes for the User Facilities. They reflect the type of “user”
they are. Once the Purpose is selected, then the User Facility field will appear.
Purpose Codes: User Agreement Facility Codes:
Purpose Description User Facility Description
USER2 [NonProprietary User 88INCHO01 88 Inch MOA
USER3 [Collaborative User 88INCH02 88 INCH General User
ALSO1 ALS General User
ALS02 BCSB PRT
ALSO3 BCSB HHMI PRT
ALSO4 BCSB Collaborative User Program
BEVALAC Closed Facility - BEVALAC
ESNETO1 Energy Sciences Network
JGI01 Joint Genome Institute General Users
JGI02 JGI Sequencing Training Program
MFO1 Molecular Foundry User
NCEMO1 National Center for Electron Microscopy
NERSCO01 National Energy Research Scientific Computing Center
NTLF Closed Facility - Nat'l Tritium Labeling Facility
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RAPID GUIDE

Non-Funded User Agreements

Completing the Proposal Header - Non-Funded User Agreements (Continued)

Projects Resources Documents | Cerification | Related B+R Burdens

Proposal I~ 000004857 Business Unit: LBML Submit Status: Submitted

VersionID: A Currency UsD Contract ID: UFUSROB004857
Description: MFUSER242 UCOP Trans D Add to My Proposals |

T
DueDate:  03/20/2008 [ Type: Time: Time Zone:
* PHID: 346351 Q Hame: |Elnknr,Jeﬁrey.r
* Title: Electrospun Hydroxyapapatite-biocomposite scaffolds for Long Title
*Cat : Unfunded U A t

“SponsorID:  UN270 SUNY-STONY BROOK (STATE UNIV OF NY) ategory:  |Unfunded User Agreement (%,
Status: Awarded *Start Date: (04/08/2008 [+ *End Date: |04/07/2009 i
“Type: [New R Y T | - (citional Attributes

Purpose: USER3 |Q [ Foreign Application/Component
Facility [MFO1 Q, [ NIH Modular Grant

Molecular Foundry User

First E 1 of1 IE Last

Valid Award Types for Sponsor

Additional Information m | View All
[=]
“Type: | b Comments:
Go Tor Budget Express

First E 10of1 IE Last

Additional Information Find | View Al
=n +
ype: | EECRCTENTRN | B comments: HE]
Flow Through
Primary Sponsor:  |F0532 Q. NIH-GERONTOLOGY RESEARCH CTR
oK | Cancel |
Step Action
32. Under Additional Information Type of “Flow Through”. Include Primary Source of Funds if it is
not the User.
33. Complete the “Primary Sponsor” with the Sponsor Code. You can select from the Sponsor
Table using the magnifying glass.
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RAPID GUIDE Non-Funded User Agreements

Completing the Proposal Header - Non-Funded User Agreements (Continued)

Header Projects Resources Laocation Documents Certification Related B+R Burdens E)
Proposal ID: 000004857 Business Unit: LBML Submit Status: Submitted
Version ID: v Currency UsD Contract ID: UFUSRO8004857
Description: MFUSER242 UCOP Trans Di Add to My Proposals | T
M3
Due Date: 03/20/2008 [ Type: Time: Time Zone;
* PIID: 346351 Q Name:  |BokorJefirey
* Title: Electrospun Hydroxyapapatite-biocomposite scaffolds for Long Title
*Cat : Unfunded User A t
*SponsorID:  UN270 SUNY-STONY BROOK (STATE UNIV OF NY) ategory:  [Unfunded User Agreement |
Status: Awarded *Start Date: 04/08/2008 [ *End Date: (04/07/2009 &
*Type: |NEW V||-§'£' [JKeep Certs crpa: ’7 ASGNcR3l Atirfuies
Purpose: USER3 Q [] Foreign Application/Component
Facility (MFO Q WMolecular Foundry User LI WiH Modular Grant
Additional Information Find | View Al First 4] 1 of 1 [¥] Last

(=]
*Type: | 4 Comments:

Go To: Budqget Express

Walid Award Types for Sponsor

Step Action

34. Is the User setup with a valid Award Type for Non-Funded Users? Click on the Valid Award Types

for Sponsor link to double check. If there is no Award Type of U2 or U4, then make a request.
See User Set up above for procedure.

Valid award types for Sponsor

Business Unit LBML Proposal I 000004857

Version ID 1
Customer D  LN2T0 SUNY-STONY BROOK (STATE UNIV QF MY)
Award Types Defined for Sponsor Find | View Al First [ 1 or 1 [*] Last
Award Type Bill Type Descr
Lz MaonFederal Mon-Proprietary Use
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RAPID GUIDE Non-Funded User Agreements

Step | Action
35. Click the Projects tab.
36. Use the Projects page to add or update projects associated with a proposal.

Completing the Proposal Project - Non-Funded User Agreements

Header Projects Resources Location Documents Certification Related B+R Burdens E)
Proposal 1D: 000004857 Business Unit: LBML PlHame:  BokorJeffrey
Version ID: W1
Title: Electrospun Hydroxyapapatite-biocompasite scaffalds for

Find | View Al Firet [ 4 op 4 [ Last

Proposal ProjectID: | rsER242 Primary Project  MFUSER242
“Title: Electrospun Hydroxyapapatite-biocomposite scaffolds for Description
“Institution: Lawrence Berkeley National Lab
*Subdivision: Materials Sciences
*Department: Materials Sciences
Dept Contact: Masman,Sally F
Dept Rep: Alper Mark
Department Cost Share Find | View Al First [ 1071 [*] Last
*Department: Materials Sciences Comment Total %:  100.00
Cost Share %: 100.00 Location:
Step Action
37. The User Facility may enter a unique identifier into the Proposal Project ID field if it the

Facility’s plan to use that as a Project ID. If not, a Project ID will be automatically assigned.
The UFUSR Award No into the Project ID when the proposal is generated into an award.

38. Click the Primary check box.

39. Enter "DOE" into the Institution field.

40. Enter the Division two digit (i.e. GN) in to the Subdivision field.

41. The Department field is automatically updated.

42. Select the Dept Contact from the table provided.

43. The Division Director automatically populates the Dept Rep field. Select Division Director
designee if they approve the proposal. For example, at the JGI, the Division Director designee
may be Jim Bristow.

44, The “Departmental Cost Share” is not used and is grayed out.
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RAPID GUIDE Non-Funded User Agreements

Completing the Resources Page - Non-Funded User Agreements (Continued)

The Resources page is used to maintain information about the key personnel a proposal project.

Projects Resources Documents Cerification Related B+R Burdens
Proposal ID: 000004857 Business Unit: LBHL PlName: Bokor Jeffrey
Version ID: W1
Title: Electrospun Hydroxyapapatite-biocomposite scaffolds for
Proposal Project 411 0f1 2 Last
Proposal ProjectID: MFUSERZ242 Electrospun Hydroxyapapatite-biccomposite scaffolds for
Resource b
Number 1 *Type: Q El
Comments:

Subrecipient

A4 of1 L2 Last

Sequence No: 1 [ [=]
= E o=

Subrecipient 1D: C,  Hame: | =

Professional

Customize | Find | View A First 11 4 of 1 (&1 Last

[Number  [Employee 1D = 5 0 I

10 (346351 Q. |Bokor,Jefirey PI v & [=]

Step Action

45, The “Resource and Subrecipient Details™ are not used and are grayed out.

46. The Professional Details lists the Pl for Non-Funded User Agreements

The listed Professionals will populate the Team page in Project Costing Module when the Award
is generated.

47. Click the Reports tab.
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RAPID GUIDE Non-Funded User Agreements

Completing the Reports Page - Non-Funded User Agreements (Continued)

Reports Page: The Reports page is used to capture the Abstract information for a proposal.

) Maintain Proposal - Microsoft Internet Explorer

File Edit ‘ew Favorites Tools Help 4','

N . — A =
- i) = i £ = b - o
@ Back (<> ) x ,a.: -_lj -~ search S Favorites @ E,:_< = 3
Address ‘@ https://Fmssrvdz Jbl goviE 101 fpspifissbox EMPLOYEE JERPIC/ESTABLISH_PROPOSAL, GM_PROPOSAL, GELFFolderPath=PORTAL_ROOT_OBIECT EPCO_GRANTS.EPGM_PR V‘ G0 Links **

GOOglC v -| @ Searchweb - @ £ 26 blocked E Options

Acd 1o Favarites

= Proposals
I Proposal Reports

>

Mew Windaw | Help | Custamize Paze | B,

— Maintain Proposal
— Enter Overall Budaet
— Enter Budget Detail Proposal ID: UPKWFO Business Unit: LBML PIName: ‘WeinerJeffrey
— Proposal Review Factars .
— Review LBNL Proposal Version ID: PHG

DET Codes itlas

Title:

b Pronosa Metabolism Study
— Erint Proposal Proposal Project el sl First (U 4o 1 ] st
— Generate Award s . .
- —" Proposal Project Il METAB_STUDY Metaholism Study

- Cooy Budaet Petiod i Find [view 2 First 4 1 of 1 ) Last

— Beview Pre-fuwvard
Budget ‘Report Type: Abstract b [=]

— Bevigw Proposal Audit Studying the changes in metabolism as we age and

Logs Comments: : ]

GOF Cerification its effects on weight loss
— MEPA Certification

[ Awards

[ Institutions

[> Depariments

[> Professionals

[- Sponsors

[> Subrecipients

[> Interactive Reports

[> RAPID Setup and
Adrministration B Save S Returnto Search | [E] Nofify Previous tah Mext tah B Add

[ LBML DOE MOD Request
Functions

— Grants Center

— bty Proposals

[» Customer Contracts

T

Q é . Inkernet

Header Prajects Resources Documents LCertification

Header | Projects | Resources | Reparts | Documents | Cedification | KeyWiords

€

P — . o
iy Start (- L - i - i3 UPK Preparing and Su... | = 3 Mozila * /2 Maintain Proposal - M.,

Step | Action

48. | Non-Funded Users enter an Abstract according to the type of User Agreement being negotiated.

Click on the *Report Type list.

49. | Click an entry in the list.
ABSTRACT

50. | Please make sure the Abstract is appropriate for your User Facility and User Agreement. The
Abstract content is used by the Laboratory to report to DOE and others about User Facilities at
LBNL.
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RAPID GUIDE Non-Funded User Agreements

Completing the Documents Page - Non-Funded User Agreements (Continued)

Documents Page: As part of the proposal process, it is necessary to link (upload) documents into
RAPID. For User Facilities without Limited C&G Delegation, you can upload the SPPF, and Request
for User Agreement (replaces the Sponsor’s Proposal) - without submitting a hardcopy, original
proposal. You can attach multiple documents to the proposal.

2l Maintain Proposal - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help l';'
) A 3 i) ; A
Q- © W@ G Psews v @ 25 B-1J) B
Address |@ https: {fmssrvdz. bl gov.: 8801 jpsp fmsbog EMPLOYEE ER P/c [ESTABLISH_PROPOSAL GM_PROPOSAL, GEL v| Go | Links ¥
GD(ngEv| ﬂ |C‘ Search = @lgl Popups okay | "5 Check ~ EODtions Ed
u-\n\.
= Proposals

[» Proposal Reporis

— Maintain Proposal

— Enter Overall Budget

- Enistdusieibe ] Proposal ID: 000002407 BusinessUnit.  LBML  PIName: RussoRichard £

- Proposal Review Factors '

— Review LBML Proposal Version ID: P234300
DST Codes

Header Projects Resources Repotts Documents | Certification

— Submit Propasal Title: Mill Demonstration of Bending Stifhess Sensor
— Print Proposa Proposal Project Find | iz &1 First &) 1 of 1 ] Last
— Generate Award
— Copy Proposal Proposal Project ID:  E475EE Mill Demaonstration of Bending Stiffness Sensar
— Copy Budget Period
— Review Pre-fward
Budoet Attached File
— Review Proposal Audit
Loos
— DOE Certification
— MEPA Certification
[ Avards
I Institutions
[» Departments
[> Professionals

customize [Fing | B8 Frat (04014 [ Lot

[» Sponsors b

[» Subrecipients

[» Interactive Repaorts

[ RAPID Setup and
Administration

— Grants Center B Save L Returnto Search | ] Motify Previous tat et tah Er add
— My Proposals
> Customer Contracts Header | Projects | Resources | Repords | Documents | Cerdification | Key Words
[> Billing
[» Gustomers 3
@Done é ' Internet

] Ol AN > R

Step Action

51. Click on the Documents tab.

52 Click the Add Attachment button & to attach a document to the proposal.

53. The document link (upload) page is displayed. Upload document and then save.
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RAPID GUIDE Non-Funded User Agreements

Completing the Certification Page - Non-Funded User Agreements (Continued)

Certification Page: The Certification page has all three (3) internal review and approvals that
may be attributable to your proposal.

Header Projects Resources Location Documents Certification Related B+R Burdens
Proposal ID: 000004320 Business Unit: LBML PlName: BristowJamesD
Version ID: W1

Title:

Proposal Project

Proposal Project ID:  JGI USER Phycovirus Genomic DMA Samples for Finishing Work
Certification
[ Certification Info T Review and Status

*Certification | Certification - Assurance Exemption
Code Date Andicator Approval Date Humber Humber

Phycovirus Genomic DMNA Samples for Finishing Waork

Find | View All First El 10of1 El Last

Customize | Find | First El 1-3 0f3 El Last

AN Q| [+ |Pending | G | | (-]
IDOEAG & | El [SPOHold || Q | | | =]
Hs @ | 5 |Pending || Q| E | | (=]
Step Action
54. Divisional Personnel complete the Animal and Human Subjects at the time of proposal
55. Do not complete the Certification Date.
56. Next, select the certification indicator. Please see the next page for the appropriate
Certification Indicator for the different types of actions.
For this example, select Yes. Click the Indicator Click an entry in the list.
list.. =] |
57. Next enter the person name that authorized the certification. Enter the desired information
into the Certified By field.
58. Enter the date on which the certification was approved. Enter the desired information into the
Approval Date field.
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RAPID GUIDE

Non-Funded User Agreements

Certification Panel Definitions and Data Entry Grid

Certification Code Definition

AN Animal Use:

DOEAG DOE Contracting Office Approval of Agreements with NonStandard Terms
and Conditions.

HS Human Subjects

Divisional Certification Actions (PI, Administrative Staff, NEPA/CEQA)

Certification Cert Date Indicator Certified by Approval Date

Code

AN Blank Pending Blank Blank
Blank N/A - Animals will not be | PI’s Name Date Pl approved

used on the research Proposals

HS Blank Pending Blank Blank
Date of N/A - Humans will not be | PI PI’s Name Date Pl approved
Review used on Proposal.
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RAPID GUIDE Non Funded User Agreements

Reviewing a Non-Funded User Agreement Proposal and Generating the Award

In order to Generate a RAPID Non-Funded User Agreement from a proposal, the RAPID Non-Funded User
Proposal must be reviewed and validated.

Step | Action

59. | Begin by navigating to the General Info page.
Click the Grants link.

/

Search:

[+ My Favarites

[ Manager Sep-Service
[ Project Cogting

[ General Ledger

[ Allocatighs

[ Grants

[ Custamer Contracts
[ Billing

[ Customers

[ Yendors

[ Purchasing

[ eProcurement

[ Services Procurement
[ Accounts Receivable
[ Arcounts Payahble

[ Set Lp FinancialsfSupply Chain
[ Enterprise Components
[= Wiorklist

[ Tree Manader

[ Reporing Tools

[ PeopleTools

— Chandge hly Password
— hly Personalizations
— hly Systerm Profile

— My Dictionany




RAPID GUIDE

Non-Funded User Agreements

Reviewing a Non-Funded User Agreement Proposal

Maintain User Agreement Proposals - Main Menu

Step Action

1. Click th(; Maintain User Agreements link.
2. Click t}?(e Use; Agreement Proposals link.
/

|_/|ﬁ

Maintain User Agreements

This folder includes all user agreemert proposal, sward, and reporting functions

[> Project Cysting ﬁ User Agreement Proposals

- HmHm Uzer Agreements
[ User reement
Proposals

[» User Agreement Awards
[> Maintain Gitts
[> Maintain DOE Indirect
Funding
[* Maintain CRADAS
[> Maintain [LAS =
[» Proposals

This folder includes user agreement proposals and relsted reports

=] Maintain User Proposal

=l Enter Overall User Budget

=] Enter Detail User Budaet

ElUzer Proposal Review Factors
[E] Submit User &areement Proposal
El User SPPF Farm

ESPO Forms - Funded User

= 5P Forms - Unfunded Lizer
= Create Uzer Continuation

=l Copy User Proposal

=| Copy User Buddget Perio

= Menotiate User Award
=|Revigw Lzer Audit | ooz

= User Agreement
Proposals

— Maintain U=er

Proposal

— Enter Owverall User
Budnet

— Enter Detail User

Budnet
— User Proposal Revie

Factars

— Subrmit Lser
Agreement Proposal

— User SPPF Form

— BP0 Forms - Funded
User

— BP0 Farms -
Lnfunded User

— reate User
Continuation

— Copy User Proposal

— copy User Budoet
FPeriod

— Megotiate User Award

— Review Uzer Audit

Maintain User Proposal

ser Agreement Awards

This nfolder contains User Agreement Avwards and associsted reports
= Generate User Aqresment &vward

[ User Aogreement &ward Profile
[=] Track Funded User Advances

= User Agreement SPAS Report

= Rewiewr User Award Mods
= Uzer Avvard Mansgemert Inguiry

W

Enter any information you have and click Search. Leave fields blank far a list of all values.

Find an Existing Value

Add a Mew Yalue

Business Unit: LerL

Proposal ID:

begins with + |

Version ID: begins with + |

PIID: begins with + |

Sponsor ID: heging with |

Type: | ‘ |

You can also use the
Proposal/Award
Category of UFUSR
(Non-Funded User)
to guide your search

Status: | = L% ‘ |

v

Department ID: | hegins with » |

Award Category: | hegins with w |

Logs Search | Clear | Basic Search Save Search Criteria
[> UserAgreementAwards
Step Action
3. To view an existing User Proposal click the Find an Existing Value tab.

4 Click the Search button. |2z |
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RAPID GUIDE Non-Funded User Agreements

Reviewing the Non-Funded User Agreement Proposal Header Page - Non-Funded
User Agreements

Once you have accessed the Non-Funded User Agreement Proposal, it is important to review the data in the

Proposal Menu Pages to make sure it accurate and reflects the Non-Funded User Agreement you will be
authorizing.

Under Certifications, it is important that all three Certifications either reflect approval or that the
Certification does not apply.

Completing the Certification Page - Non-Funded User Agreements

Certification Page: The Certification page has all three (3) internal review and approvals that
may be attributable to your proposal.

Header Projects Resources Location Documents Certification Related B+R Burdens E)
Proposal 1D; 0oooo04820 Business Unit: LBML Pl Name:  Bristow James D
Version ID: W1
Title:

Proposal Project Find | View Al First 4] 1 of 1 [ Last
Proposal Project 1D JGI USER Phycavirus Genamic DMA Samples for Finishing Work

Certification
[ Certification Info T Review and Status

*Certification | Cerfification - Assurance Exemption
Code Date Andicator Approval Date Humber Humber

Phycovirus Genomic DMNA Samples for Finishing Work

e
Customize | Find | = First El 1-30f3 El Last

AN Q| [#) | Pending | | | (=]
IDOEAG Q| ) [SPOHold || Q | E | =]
Hs & | ) |Pending v Q | EN | [=]
Step Action
4, Either the Division Staff with Limited C&G Delegation or the SPO COs complete the
Certifications Approvals or indicate it was not applicable.
5. The Certification Date field is the date that the proposal was sent for review for that
Certification. It is used only for DOE approvals.
6. Next, select the certification indicator. Please see the next page for the appropriate
Certification Indicator for the different types of actions.
For this example, select Yes. Click the Indicator Click an entry in the list.
list. L=
7. Next enter the person name that authorized the certification. Enter the desired information
into the Certified By field.
8. Enter the date on which the certification was approved. Enter the desired information into the
Approval Date field.
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RAPID GUIDE Non-Funded User Agreements

Certification Panel Definitions and Data Entry Grid

Certification Code Definition
AN Animal Use:
DOEAG DOE Contracting Office Approval of Agreements with NonStandard Terms

and Conditions.

HS Human Subjects

Sponsored Project Office or Staff with Limited C&G Delegation Certification Actions

Certification Cert Date Indicator Certified by Approval Date
Code
Blank Yes - Animal Use Chris Byrne Date of Approval
approved and research Name
may commence
Blank No - Animal Use no Chris Byrne Date of Disapproval
approved and research Name
may not commence
AN Blank Yes - Human Use Chris Byrne Date of Approval
approved and research Name
may commence
Blank No - Human Use no Chris Byrne Date of Disapproval
approved and research Name
may not commence
DOEAG Blank SPO Hold Blank Blank
Date of SPO | N/A - Doesn’t go to DOE SPO CO’s Name | Date of COs review
Review for Approval
Date sent to | DOE Pending - Goes to Blank Blank
DOE CO DOE for Approval
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RAPID GUIDE

Non-Funded User Agreements

Completing the Actions Required for Proposal Approval and Award Generation

Step Action
9. Open the Submit User Agreement Proposal Menu item
10. The Approvals page enables you to specify information such as the date receipt of proposal, date
sent to the sponsor, the submission method, and the submission status.

Approvals Submission Contact LBML Prop Dist Proposal Burdens
Proposal 1D 000004857 Business Unit: LBML PlName: BokorJeffrey
Version ID: W1
Title: Electrospun Hydroxyapapatite-biocomposite scaffolds for

Proposal Status: Awarded

Proposal Submission Official

First (1] 1 o2 I Last

Find | View Al

Sequence: 2 Event Date: 04/02/2008
Submit for Approval [
P.l. Review: 346331 Q Bokor, Jeffray Approved

Div Director Review:; (013243 Q Alper,Mark
Institutional Review: (017534 Q Faord Angela R

Approved
Approved

El save

L\ Return to Search Next tab

[=] Motify

Approvals | Submission | Contact | LBML Prop Dist | Proposal Burdens

Step Action

11. Click the Approvals tab.

12. The Approvals page captures information about the officials who will receive and approve the
proposal. Select the Approved check box to indicate that the PI, Division Director, and SPO has
approved the proposal. Click the Approved option.

13.

14.

RG NFUSR
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RAPID GUIDE Non-Funded User Agreements

Completing the LBNL Prop Dist (Proposal Distribution) Page

Approvals Submission Contact LBHL Prop Dist Proposal Burdens

Proposal ID: 000004857 Business Unit: LBML Pl Hame: BokorJeffrey
Version ID: W1
Title: Electrospun Hydroxyapapatite-biocomposite scaffolds for

Customer ID: UNZT0 SUNY-STOMNY BROOK (STATE UMY OF MNY)

Award Type: u2 Q Advance Type: Mo Adv

Bill-To

Customer: UMNZT0 SUNY-STONY BROOK (STATE UMV OF MY}

Cost Dist: CO-UMNF

Fund Code: W4 B+R: B3UNFDUSR MARS Code: a97BAL

Step Action
15. Use the LBNL Prop Dist page to determine the Award Type
16. Enter an Award Type field for an Unfunded User: U2 - NonFederal or U4 - Federal
17. The Advance Type should always be “No Advance”
18. Click on the Submissions Tab.
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RAPID GUIDE Non-Funded User Agreements

Completing the Submissions Page

[ Aoviovais T suomission T T 1
Proposal ID: 000004857 Business Unit: LEML PlName: BokorJeffrey
Version ID: W1
Title: Electrospun Hydroxyapapatite-biocomposite scaffolds for
Received From Division: |03/24/2008 [ Date Sent To Sponsor: 04/03/2008 Ei
Transmission Code:; EL & Electronically Qnly
Sponsor Proposal [D:
Submit Status: Submitted Received: El
Sponsor. SUNY-STONY BROOK (STATE UNIV OF NY)
Location: Q
Mailing Instructions: ser: Or. Perena Gouma i

pgouma@notes.cc.sunysb.edu

W
U A e T e sl

Step Action

19. Begin by entering the date the proposal was Received from the Division or for User Facility
with Delegation, the date the User was authorized.

20. Enter the desired information into the Date sent to Sponsor field.

21. For the Sponsored Projects Contract Officer, review how the proposal needs to be submitted
looking at both the Transmission Code and Mailing Instructions.

22.

Leave the proposal version as Not Submitted until the proposal is ready for Award Generation
Mot Submitted -

Once you are ready to Generate the Award, click on Submitted under Submit Status and save.
[Submitted |

Process Complete for Reviewing and
Preparing a Proposal for Award Generation
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Generating An Award

After negotiations, if any, are completed and the agreement is fully signed, the next step is to generate the
award.

The Generate Award process populates the award pages with the needed information required to manage
the award by using the data that you set up in the proposal.

Step | Action

60. | Begin by navigating to the General Info page.
Click the Grants link.

/

Search:

[> bty Favarites

[ Manager Sep-Setvice
[ Project Cogting

[ General Ledger

[ Allocatiphs

[ Grants

[ Customer Contracts
[+ Billing

[ Custamers

[ Yendors

[ Purchasing

[ eProcurement

[ Services Procurement
[ Accounts Receivahle
[ Accounts Pavahle

[ Set Up FinancialslSupply Chain
[ Enterprize Components
[= Worklist

[ Tree Manader

[» Reporing Tools

[ PeopleTools

— Change Wy Password
— hly Personalizations
— hly Systermn Profile

— My Dictionary
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Non-Funded User Agreements

Maintain User Agreement Awards - Main Menu

Step Action
61. Click th(; Maintain User Agreements link.
62. Click t}?(e User A/greement Awards link.
/

/

Search: !

wlain Menu = Grants =

User Agreement Proposals

iz

tdaintain User Proposal

Erter Overall User Budnet

Enter Detail User Budoet

Uzer Proposal Reviewy Factors
Submit User Agreemert Proposal
U=zer SPPF Form

SPO Forns - Funded User

= Grantg
[> MAintain WF O

ﬁ Maintain User Agreements

This folder includes all user agreemert proposal, sward, and reporting functions

This folder includes user agreement proposals and relsted reports

u

ser Agreement Awards
This nfolder contains User Agreement Avwards and associsted reports

iz

Generate User Soreement Award
Uzer Aoreement Avward Profile
Track Funded User Advances
Uzer Agreement SPAL Report
Project Setup

= Rewiew User SAvward Mods

= Uzer Avvard Mansgemert Inguiry

E 5P Forms - Unfunded Lizer
= Create User Continuation
=l Copy User Proposal

[> Maintain Gitts
[> Maintain DOE Indirect

Funding = )
© Maintain CRADAS e e B Pered
b Maintain ILAs W =l Review User Suclt Logs
[» Proposals
Mo B
.-?I:f::i:::u Repots " e Wincdorw | bgin | S
:-I T EL Generate Lward
_ Enier any informmation you have and click Soarch Leave Telds tlank for & list of all values
Butimss tnlt: | = LB 1
Propasal Kk baging with = LiPK 3,
e wdaniy lE Baging with &
Eimpilly; BAGInG wilth %
Spodries 0K Baginik with & v
d Prspaial Type: = - -
NEPA s Progasal Stats: = - -
: m:‘hwnn: (ARSI T Baging with & |
[ Departmanty
[ Pantes sitonals Bearch |  Clear | Basic Bearcn B 5 L
S asis Saae 1=
: |n1|"cmum|_ Search Results
[ FAP Betun sl
Aammistralon
b LEL DOE MOD Feguest i i fml, % D Wi I n - i [k 1l
Fomthtns JLEhL LONTD  PHG IERESIFOSI0 Hew Pandgdeed LS Metahobsrm §
o convas |
Step Action
23. Enter the desired information into the Business Unit and the Proposal ID
24. Click the Search button and the Generate Award page enables you to Generate an Award.
. Once you have located the proposal, select it and it will appear in the Generate
Award Page.
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Completing the Generate Award Page

Generate Award

From Proposal: 000859

From Version: 2 Award Category UFUSR

Primary Project

From Project:  MFUSERA Lithography for Bio-Memetic Molecular Project: |MFUSER1

To Award: |WFUSR08000859

First E 10of1 IE Last

Motors

Q

Parent Project |"‘" 3

Budget Customize | Find | i First E 1 of1 II' Last
From Budget To Activity
BUDGET 0 Unfunded User Agreement
MOVE |\
Step | Action

25. | The Generate Award page\:@ptures information needed to Generate a Proposal into an Award
26. | The Non-Funded User LBNL Awaxd Number is automatically generated by the system.
27. | Copy and Paste the Non-Funded Usex LBNL Award Number into the Project ID space.

Note some Facilities use the Project ID toxtrack the User Proposal Number. If that is the case,

that process can be used.
28. | Once you’ve reviewed the information Click the\r@ve button. The Award is now generated
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Accessing User Agreement Awards

Step Action

29. Begin by navigating to the Award Profile page.
Search: fadl hitain bMenu = G =
| |® ﬁ Maintain User Agreements
[> My Favorites - - - -
I Manager Self-Service This folder includes all user agreement proposal, award, and reporting functions
[> Project Costing ﬁ User Agreement Proposals ﬁ User Aareement Awards
[» General Ledger Thiz folder includes user agreement proposalz and relsted reports This nfolder contains User Agreement Avwards and agsociated reparts
[> Allocations =] Maintain User Proposal = Generste User Agreement Suward
~ Grants = Erter Crverall User Budget = User Agreement &vward Profile
[ Maintain 'WFo = Enter Dietail User Budaet =] Track Funded User Advances
~ Maintain User Agreements ElUser Proposal Review Factors =l User Agreement SPAS Report
I User Agreement = Subrmit User Agreement Proposal = Project Setup
Proposals ElUzer SPPF Farm = Reviewy Uzer Award Mads
b User Agreermant Awards = 5P Forms - Funded Lizer = User Award Management Inguiry
P f ESPO Forms - Unfunded User
[> Maintain Gitts
> Maintain DOE Indirect Tt
Funding = C Lzer Propozal
. =l Copy User Budnet Period
b Ma!ma!n CRADAS = Megotiste User &ward
b Maintain ILAs B El Review User Audit Lags
> Proposals

User Award Profile
Enter any infarmation you have and click

Find an Existing Value

arch. Leave fields blank for a list of all values

Business Unit: = v LenL

Award ID: begins with + |
Pl ID: begins with + |
Proposal ID: begins with + |
Bill Type Identifier: Regins with |« |

L L L LL

Award Status: | | |

Customer D begins with | |
Reference Award Number:| begins with v|
Project: hegins with = |
Award Category: begins with + |

[Jcase Sensitive

L L L

Search | Clear | Basic Search Bl Save Search Criteria

Step Action

30. Enter the desired information into the Business Unit field. Enter "LBNL".

Enter the desired information into the Proposal ID field.

3L | Click the Search button. |2 ]]

32. The Award Profile page enables you to Manage an Award.
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Managing and Authorizing the Award

Profile Funding Certifications MNotepad Attachments Milestone
Award D UFUSROS004857 Business Unit: LBML Currency: UsD
Reference Award )

| Project PL: Bokor Jefirey View Contract Award Modifications
Humber:
Award PI ID: 348351 Q Name: Bokor Jeffrey CoPl  ViewProposal
Title: |Elec1r05pun Hydroxyapapatite-biocompaosite scaffolds for Description
Sponsor: SUNY-STOMNY BROOK (STATE UNIV OF NY) RWO AGRUFUSRO08004857
Status: | Accepted v StartDate: | |04/0812008 [ End Date: |04/07/2009 5]
Award Type 2 MonFederal Mon-Proprietary Use Expiration Date 04/07/2009
CFDA:

Purpose: USER3 Q Facility MF01 ), Molecular Foundry User
Proposal ID 000004857 Version ID V1 Award Category Unfunded User Agreement

Associated Project Customize | Find | View Al First 1 1 of 1 L2 Last

PC Business Unit Project Description

LBML MFLISERZ242

Additional Information Find | View Al First U

10of1 7 [ast

“Type: w Comments: El

Step Action

33. The Award Profile inherits many fields from the Proposal
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SPO CO or User Facility Authorized Representatives - Grant
Administrator Update

In order for E-Notifications to go to the correct SPO CO, the SPO CO updates the Grants Administrator link
by inputting their EmplID.

Profile Funding Certifications Motepad Attachments Milestone

Award 1D UFUSROB004857 Business Unit: LBNL Currency: USD

Reference Award | ) ) -
Project PI: Bokor, Jeffrey View Contract Award Modifications

Humber:

Award Pl ID: 346351 Q Name: Bokor Jeffrey Co-Pl  View Proposal

Title: |Eledr05pun Hydroxyapapatite-biocomposite scaffolds for Description

Sponsor: SUNY-STONY BROOK (STATE UMV OF MNY) RWO AGRUFUSR0S8004857

Status: Accepted . StartDate: | "4/08/2008 5 End Date: |04/07/2009 [5

Award T - i

ype Uz MonFederal Mon-Proprietary Use Expiration Date 4/07/2009

CFDA:

Purpose: USER3 Q Facility MFO1 C, Molecular Foundry User

Proposal ID 000004857 Version ID W1 Award Category Unfunded User Agreement

Associated Project Customize | Find | View Al First (4] 4 or 4 [¥] Last

PC Business Unit Project Description

LBML MFUSER242

Additional Information Find | View All First 4] 1 of 1 [ Last
*Type: | b4 | Comments: [=]

Go To: Grant Mrimstrster — Sponsor Website

In RAPID, the Grant Administrator is created when the Award is
generated with the Division Contact that created the Proposal.

1. Please enter your EmplID in the Contact field.

Grant Administrator 2. Click on the OK Button at the bottom.

Institution ID:  DOE L Lawrence Berkeley National Lab

pepartment: ES . g scences 3. When you return to the Award Profile Page, please click on SAVE.
Contact: 114851 QU Inada,Rick M

Phone: 510/4B6-5882 Fax:

Email ID: RiInadai@ibl.goy

Official Type: Adrministrative Official

QK Cancel
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Step Action

34. Click on the Award Modifications Link (to the far right side).

lAward Modifications

Detail

Customize
Reference Award Number [*Period SPO Author Dt |Awd Acctg Di *Start Date *End Date Amount Short Description I
| 1 |08/01/2008 [+ 05/01/2008 |o4s0gr2008 [ |04/07/2009 [3 0.00 [MEW QL
Step Action
35. The Award Modification Page - Enter the SPO Authorization Date and update the Start Date
and End Date.
36. Review this information to make sure it reflects negotiationed Non-Funded User Agreement

with the User. An award is not authorized until the SPO Authorization Date has been entered
and the Award saved.

37. The Start Date and End Date of the Award Modification and the Award Profile must be the
same.

38. When the award action has been reviewed and authorized, thgﬁ click the OK button

Profile Co Eunding A Cerifications Motepad Attachrmients T Milestone
Aweard ID: UFUSR08004857 Business Unit: LBNL Cufrency:  USD
Reference Award | ) ) ) )

Project PI: Bokor,Jeffrey iew Contract Award Modifications
Humber:
/

Award PIID: 346351 a Name: Bokor Jeffrey Co-Pl  View Proposal
Title: |Elec1r05pun Hydroxyapapatite-biocomposite scaffolds for Description
Sponsor: SUNY-STONY BROOK (STATE LNV QF MY) RWO AGRYFUSR08004857
Status: Accepted . StartDate: 040812008 51 End Date: |04/07/2009 [+
Al dT - i

ward Type Lz MonFederal Mon-Proprietary Use Expiration Date (4/07/2009

CFDA:

Purpose: USER3 Q Facility MFO1 ), Molecular Foundry User
Proposal ID 000004857 Version ID W Award Category Unfunded User Agreement
Associated Project Customize | Find | View &l First (4] 4 or 4 [ 1 aat

PC Business Unit Project Description
LBRL MFUSERZ242
Additional Information Find | View All First [« 10of1 [ Last
*Type: v Comments: [=]

Go To: Grant Adminstrator  Sponsor Website
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Amendments to the Non-Funded User Agreement - Update the Award
Modification Table

Typically, the only time a Non-Funded User award will be updated is when the User Agreement is amended
to extend the period of performance.

Profile Contact Funding Abstract Certifications MNotepad Aftachments Terms Milestone
Awsard ID: UFUSRO8004857 Business Unit: LBNL Currency:  USD
Reference Award | ) o

Project P Baokar,Jeffray Yiew Contract  Award Modifications

Number: —— | St e
Award P ID: 346351 Q Hame: [Bokor Jeffrey Co-PI View Proposal
Title: |Eledrospun Hydroxyapapatite-hiocompaosite scaffolds for Description
Sponsor: SUNY-STOMNY BROOK (STATE UNIV OF MY} RWO AGRUFUSRO08004857
Status: | Accepted v StartDate: 040812008 [ End Date: |04/07/2009 [5

Award Type -| i
yp 2 MonFederal Mon-Proprietary Use Expiratiefi Date 04/07/2009
CFDA:
Purpose: USER3 Q Facility MFO L, Mgt€tular Foundry User

Proposal ID 000004857 Version ID V1 Award Category Mon Funded User Agreement
Associated Project Customize | Find | First (1] 1 or 1 [M] Last

PC Business Unit Project Description

MFLISER242

Additional Information

Find | View All First E 10f1 El Last

“Type: | Comments:

Step Action
39. The End Date must be updated and same for the Award Modification and the Award Profile
pages.
40. Update the End Date on the Award Profile to match the extension of the period of
performance.
41. Click on the Award Modifications Link which will take you to the Award Modification Table.
Customize | Find | i First [+ 1-20f2 [¥ Last
Humber |*Period |SPO Author Di |Awd Acctg Dt *Start Date *End Date Amount Short Description |UCOP Trans Dt Commentsl_’_
| 1 |05/01/2008 5] 05/01/2008 |o4r08r2008 [ |par7iz009 3 0.00 [NEW Q Comments =
| 2 [10M4/2008 [ 101412008 |o4r08r2008 [ [pao7izo10 [ 0.00 [NCE Q Comments =

Step Action

42. Add a new Award Mod line by pushing the “plus button” -[#]. Enter the Begin Date of the

Agreement and the new End Date. Select the Short Description “NCE” for “No Cost Extension™.
Review this information to make sure it reflects negotiations award document with Sponsor.
Then Click “Okay” which takes you to the Award Profile.

RG NFUSR 39 of 43
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Updating the Expiration Date

Reference Award | ) ! -
Project PI: Bokor,Jeffrey View Contract Award Modifications
Number:
Award Pl ID: 346351 Q Name: Bokor Jeffrey Co-Pl  View Proposal
Title: |Elec1rnspun Hydroxyapapatite-biocomposite scaffolds for Description
Sponsor: SUNY-STOMY BROOK (STATE UMIV OF MY) RWO AGRUFUSROB004857
Status: | Accepted v| StartDate: 040812008 [ End Date: |04/07/2010 5
Award T - i _—
ward Type Uz MonFederal Mon-Proprietary Use Expiration Date (4/07/2010
CFDA:
Purpose: USER3 Q Facility MFO1 ), Molecular Foundry User
Proposal ID 000004857 Version ID W1 Award Category Man Funded User Agreement
Associated Project Customize | Find | View All First (4] 1 o1 (] Last
PC Business Unit Project Description
LBML MFUSERZ242
Additional Information Find | View Al First [ 4 or 1 [M] Last
*Type: w Comments: El
Go To: Grant Adminstrator  Sponsor Website

E save | L\ Return to Search | [=] Motify |

Step

Action

43.

On the Award Profile, make sure the End Date is correct and then click on the Save Button.
This will update the Expiration Date. The End Date and Expiration Date should be the same.

End of Process
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	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.
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