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i J J | Proposal & Award Sustem  Step-by-Step Instructions

Undated: Mav 1. 2013

1. PIREVIEW AND APPROVAL

This procedure contains the entire process for the PI's review and approval of an application including an electronic signature.

A. Review the Proposal . Receive notice from Proposal Team, or

. Find proposal in Home Page Inbox

. INFORMATION ONLY: Overview of the Proposal Workspace

. Review Proposal

. OPTIONAL: Update SF424

. OPTIONAL: Generate PDF of SF424

. Review the Generated PDF

. OPTIONAL: Request Changes from Proposal Team

© | 0 | N oo b lw iD=

. OPTIONAL: Log General Comment

10. OPTIONAL: Email Proposal Team

B. Approve the Proposal 1. Issue PI Approval (this step cannot be undone)

PI Review and Approval — General Information

e Although the PI can log in directly to eSRA through http:GoApp/OSPIP; it is easier to link to the specific proposal from
the email notification received in your Lab email. Alternate methods: type “Grants” in an LBNL browser, or locate in the
A-Z Index under “eSRA Proposal System”.

e Aproposal may be reviewed and sent to the Division and to OSPIP for review without final science. The application
must be complete, but the science uploads can be drafts. If you have questions about this, please contact your
OSPIP Contracts Officer.

e  The numbers in the written instructions will point you to the location on the related screen-print in the instructions.

This procedure contains the specific steps in the review and submission process.
The sequence for the basic review and approval is important.
The front page can be used for reference. The follow pages include step-by-step instructions with screen-shot visuals.

Please note these symbols throughout the instructions to help educate you on the process.

& |

=

A\

Caution Warning Serious Warning Notes Tips Important
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Pl Review

A. Review the Proposal

1. Receive notice for Pl Review in your Lab email.

la.  Click on this link to go directly to the
proposal in eSRA.

Request Pl review for Prapasal FP00000308; >ulcnvar Letter Check Box

& Test Cover Letter Check Box has been validated for P1 Review.
The science ™Na
X
Commenis:
TEST - Submit 1o Pl for Screen Shats
Afiachments:

There are na items 10 display
Please click on the Proposal Number above to review your proposal. From the proposal workspace, vou can

Office of Sponscs d Research and lndastry Partnersbis
Lawrence Berkebey Naional Laboratory,

1 Cyelotrom Road

Berkeley, CA $4720

1b. Use your LDAP login to access eSRA.

Note: If you are already logged into the eSRA system, this step

will be skipped and you will go directly to the proposal.

o detals 1127 AM {3 mnutas age)

If you are working offsite, this link might not
work because you are outside of the LBNL
Firewall. You will need to use VPN to
access the eSRA System. Contact IT
Support if you need assistance setting up

VPN on your laptop, home computer, or
smart phone.

BERKELEY LAB @ EnERGY

CEMTRAL LOGIN FACILITY

Piease login below with your LBNL LDAP usemame and password:

AN | n

PASSWORD:

8

If you have problems
linking directly to the
proposal, contact

eSRAHelp@Ibl.gov

Alternatively, you can
access the proposal by
logging into the eSRA
system directly at
GoApp/OSPIP
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Pl Review

2. Find the proposal in the Home Page Inbox.

& Note: The proposal will automatically
appear in your eSRA Home Inbox also. You are
not required to link to it from your Lab email.

. r:' WA DLPARTMENT OF
ceeeed) § eSRA Proposal System (@ ENERGY

m‘ LAWRENCE BERKELEY NATIONAL LABORATORY

Grants  Researcher Profile  Repons  sees Log  Sile Adminisbation

Layout | | Properties

| Page for Cynthia L Sylvester

Welcame to your eSRA Propasal System Personal Warkspace, From this workspace you can manage your proposals that

mre:
M

Principal Investigator 20 = My Inbox - This Tab allows you to view all proposals that require action by you or someone on your

col
propsoal team.

Development Team t :
- * Due Today — This Tab will allow you to manage your proposals that are due today.

Division Reviewer =1 P 3 5 5 .

— = In Progress - This Tab will allow you to track the proposals you are working on for submission.
= Submitted — This Tab will allow you to track your submined proposals.
Registered User

Rasourcs Analyst = Awarded — This Tab will allow you to track your awarded proposals.

Sits Manager * Declined - This Tab will allow you to track your declined proposals.

~hue Today Ducined
Proposals that require action
S Name SmartForm State e Principal Investigator Date Modified
FPOODOD1B2 PHG RA TEST (please do [Edit] 10/5/2012 Demburg 3/24/2011 2:41
nat use) PM
D Note: In your home page, your roles will be listed on the left. Everyone has

the role of “Registered User” which allows access to the system, but not to any
specific proposals. You should have the role of PI. If you have other roles
available, they will also be listed.

2a. Highlight your PI role to see the inbox of proposals for your role as PI.

2b. Select the proposal you want to review.

st}
A"

Note: Only proposals where you have required or optional actions will be in
your inbox. Other proposals will be in the other tabs on your home page.
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3. | Overview of the proposal workspace.
The proposal workspace is like the home page for the proposal.

3a.

3b.

3c.

This page of the instructions is
for information only.

3d.

3e.

3f.

Proposal Nickname

Nickname (title) of the proposal
Proposal number

Current state of the proposal - this will determine what
activities are available and who can perform actions. When
the proposal is in the “PI Approval” state the Proposal Team,
including the PI, cannot update or make changes to the
proposal.

These are proposal components available for the user to do
with the proposal: edit or print.

Tabs contain specfic information. Information relevant to the
review and approval process will be explained later in these
instructions.

Summary information box contains: proposal information,
budget totals, and SF424 information.

Resubmission

FP0O0000237
A
S ———

URRENT STATE

Proposal Information PIF

Approvals

Attachments Submission To Sponso

Comments Contacts

PROPOSAL INFORMATION

BUDGET TOTALS SF424 INFORMATION

Edit FunmngW
= Prima National Institutes of Health Starting Date: 4/1/2011 SF424 Tracking#:

[ &5 printer vers) | . : "
PI: LBNL PI Number of Periods: 4 SF424 Received Date/Time:
0CO: LBNL OCO Total Direct: $915,000 SF424 Status Updated:

My Activities RA: There are no items to display Total Indirect: $452,500 SF424 Current State: Pre-Submission

Copy Fun al : Total LBNL Costs: $1,367,500 PDF Version View
Status of Science: Draft FAC Costs: $41,025

G0 Update SF424 Submission Deadline: 10/5/2012 Total Project Costs: $0

m Validate Proposal and NIH Application #: Sponsor Costs: $0

SF424 Awarded Total: $0.00

ﬁ Generate SFIDi\"iSiDﬂ

B" Log General Comment
E{ OCO Comments

g Email Team

@  Discontinue Submitted to PI

Activity
(=)

UPLOAD DOCUMENTS
Generated PDF Version

(%)

(Funding Proposal - Proposed)

Author
Sylvester , Cynthia L

(2 Activity Date
10/31/2011 1:55 PM PDT

(_ﬁf Please review proposal and submit for Division Review

Sylvester , Cynthia L 10/31/2011 1:54 PM PDT

Euf Latest PDF version is available on workspace summary

%0 SF424 Updated Gale, Phyllis M. Housel 4/19/2011 7:25 AM PDT
30. Activities are actions available while proposal is in this state.
3h. History of activities previously taken for this proposal are

shown.
Comments entered and attachments to notifications are also
displayed in this history section.
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4. | Review Proposal

There are two methods to reviewing the eSRA proposal information. These are the answers to the questions required by LBNL
for submission of a proposal and might also contain questions required by the sponsor.

4a. Edit Funding Proposal will allow you to review the data fields and
edit, if necessary. You will need to page through each View to see
the complete proposal. To print the proposal information for your
records, you will need to print each page individually; or you can
print selected pages.

4h. Printer Version will create a single document that you can scroll
through to see all of the questions and the answers provided. To
print the proposal information for your records, you can print all of
the information in a single action.

UAT 4 Scenario 4A

CURRENT STATE Proposal Information PIF Approvals Comments Attachments Contacts Submission To Sponsor

& edit Funding Proposal

PROPOSAL INFORMATION BUDGET TOTALS S5F424 INFORMATION

{ = Primary Sponsor: National Institutes of Health Starting Date: 4/1/2011 SF424 Tracking#:
=L Printer Versi
rinter Version PI: LBNL PI Number of Periods: 4 SF424 Received Date/Time:
0CO: LBNL OCO Total Direct: $915,000 SF424 Status Updated:
My Activities RA: There are no items to display Total Indirect: $452,500 SF424 CL!rrent State: Pre-Submission
Copy Funding Proposal Total LBNL Costs: $1,367,500 PDF Version Wiew
Status of Science: Draft FAC Costs: $41,025
\:"‘,J Update SF424 Submission Deadline: 10/5/2012 Total Project Costs: s0
@ Validate Proposal and NIH Application #: Sponsor Costs: 50
SF424 Awarded Total: $0.00

ﬁ Generate SF424 PDF
G? Log General Comment

QCO Comments m

D{ Email Team = -
Activity Author =) Activity Date
& Discontinue & Submitted to P1 Sylvester , Cynthia L 10/31/2011 1:55 PM PDT
ﬁ Please review proposal and submit for Division Review
UPLOAD DOCUMENTS
@ Generated PDF Version Sylvester , Cynthia L 10/31/2011 1:54 PM PDT
(Funding Proposal - Proposed) Euf Latest PDF version is available on workspace summary
=0 SF424 Updated Gale, Phyllis M. Housel 4/19/2011 7:25 AM PDT
)

This is a change from the prior recommended way to review
the entire proposal information.
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5. | Choose “Update SF424” to ensure all data and updates made by the proposal team have been
populated into the SF424.

;*S This step is optional. You can skip this step if your proposal
team has already generated an SF424 PDF for you to review.

CURRENT STATE

5a.  Click “OK" to start the update, then wait until the process

(D edit runding proposal J returns you to the Proposal Workspace.
[_.El,. Printer Version ]
My Activities
1 Administration
Update SF424

Copy Funding Proposal
o Update SF424

Validate Proposal and

SF424
Print Smartform Design

Request Changes from
Proposal Team

Approve for Division
Review

Generate SF424 PDF

Use this activity to create and update the information on your SF424 Application.

0CO Comments
Log General Comment

Email Team

EEEEERECE

Discontinue
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6. | Generate PDF of SF424 to view document in the format the sponsor will see the application.

This step is optional. You can skip this step if your proposal

S team has just generated an SF424 PDF for you to review.

CURRENT STATE

| | 6a. Check “Include Attachments” if you want all of the uploaded

(& edit Funding proposal ) documents to be merged into one PDF and review the complete
[E Printer Version ] pr0p053|-

Leave unchecked if you only want to review the SF424 form
My Activities Pages.

1 Administration
Copy Funding Proposal /-

o0 Update SF424

@ htipsy/grantstgblgo

Generate SF424 PDF

Validate P | and Click the OK button to generate a PDF version of your application.
[ X ] SE¢{2?1 € Froposal an The link to the most recently generated PDF version is displayed on the project
- - T - Version"
&, ] Print Smartform Design {_Indude Attachments:

Ter to complets

Ec@i Request Changes from
Proposal Team

5=| Approve for Division

Review
(T]) Generate SF424 PDF i

ﬁ QC0O Comments

() Log General Comment 6b.  Click “OK" to generate the PDF.

@ Email Team

&  Discontinue 6¢c. The Generated PDF Version will show in the History Tab of the
main proposal workspace and indicate who generated it along with
the date and time.

Activity Author = Wity Date

Generated PDF Version 10/11/2011 3:48 PM PDT
Latest PDF version is available on workspace summary

§:2])

&0 SF424 Updated [ =) 10/11/2011 3:48 PM PDT
& Approved for Division Review Pl or RA 10/11/2011 3:41 PM PDT
e Submitted to PI 10/11/2011 3:41 PM PDT

4 Please review and approve the proposal for submission. Tl mplete, but the science can be in DRAFT status.
ﬂ Generated PDF Version 10/11/2011 3:29 PM PDT

£ Latest PDF version is available on workspace summary
o0 SF424 Updated 10/11/2011 3:39 PM PDT
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7. | Review the Generated PDF from the History Log

Ta. Click on the highlighted “Generated PDF Version” in the history
section to access the document.

"‘ U8 DERART or
eSRA Proposal System | (& ENERG

LAWRENCE BERKELEY NATIONAL LABORATORY

Awards  Propossls  Researcher Profils  Company Profiles

Layout
Transgenic Mice FPO0000258 Propasal
CURRENT STATE s - & BN
Proposal it sy . HE o PR B e Submission New Sponsar Change
e 4 IF DOE Approvals Comments \ttachments Contacts SRt R s i
[ ean suomission ) PROPOSAL INFORMATION BUDGET TOTALS SF424 INFORMATION
(2 Primary Sponsor: NIH NATL CANCER INSTITUTE (NCI) Starting Date: 12/25/2012 5F424 Tracking#:
[B view oimerences 1 Foreign Location: Mumber of Periods: 3 SF424 Received Date/Time:
Brint PIF View PI: Minz Bissell Total Direct: $701,000 5F424 Status Updated:
OSPIP CO: David Garcia Total LDRD: $0.00 5F424 Current State: Pre-Submission
o RA: Stephen Bakaley Total FAC: $21,030.00 PDF Version W
By Activites Total Other Indirect Costs: 50
) Updat= SFa24 Status of Science: Draft $722.090
s =5 Total LBNL Costs i
v Submission Deadline: 5/31/2013
[@] validate Proposal and o A
SFazd Application #: (including FAC):
[] Approve for Division UCOP Transmission Date: Sponsor Costs: $701,000
ey e v Dol Awarded Total: $0.00

[&5] Confirm Science is
Final
() Email Proposal Team

< Generats SF424 PDF

L] Log General Comm.

|52 Request Changes from Funding Awards
Proposal Team ding Awsrds

(3] Copy Propossl Activity Author

[ Discontinue Proposal [

& Activity Date
Sylvester, Cynthia L 4/29/2013 1:45 BM BOT

-lvsstar‘ Cynthia L 4/23/2013 1:48 PM PDT

7h. Select hyperlink of the SF424.pdf document in the “Generated
PDF Version” listing in the History tab.

Generated PDF Varsion

R T N 5
esuestNewSponsore | [ Latest PDF version is available on workspace summary
TSFAz4.pdf

8. | OPTIONAL: Request changes from Proposal Team — Pl may send the proposal back to the
Proposal Team requesting changes without approving the proposal for division review.

This will send an email notification to the Proposal Team (Pl and RA(Ss)) and save the message,
with comments and attachments, in the history section of the proposal workspace.

This step is optional. If changes are not required, this step can be skipped.

This step can be repeated as many times as needed.

A In the case of submitting a proposal for review with Draft Science (and you don't need
D changes before submitting it to the division), do not send the proposal back to the Proposal

Team; submit it for approval and note in the comments box that the science is still “Draft”

Another option is to “Email the Proposal
Team” without sending it back for changes;
but your comments will not be saved with the
proposal if you email outside of the eSRA
system. See step 10 for those instructions.
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Pl Review

CURRENT STATE
| | 8a. Comments can be entered in the box.

(S car Funaing provoset ] 8b.  Documents can be added when requesting changes.
[.El, Printer Version ]
My Activities 8c. Click “OK” to submit the request.
1 | Administration
(@) Copy Fundino Proposal ‘@ https://grantstg.bls Administration/Activity/form ?Activity Type=com.webrid... |
“:‘J Update SF424 Request Changes from Proposal Team
@ Validate Proposal and

SFA424 Comments:
Pt Print Smartform Design

n E:@i Request Changes from < “

Proposal Team

7| Approve for Division
Review

Generate 5F424 PDF

OCO Comments Attachments: “

[ g ] Log General Comment Document Description
There are no items to display
£ | Email Team

@  Discontinue
\ (=)

Q}

Note: Changes will come directly back to the PI.

When the proposal is in “PI Review: Requesting Changes” state, the proposal will show in the
inbox of the PI because s/he is part of the Proposal Team.

Requests for changes and Submission of Changes will be recorded in the History Log.

Activity Author

e Submitted Changes RA

[# corrected

= Requested Changes from Proposal Team Pl

Ef Please check the spelling on the Person Profile page
o Submitted to PI Pl or RA
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will be notified.

9. | OPTIONAL: Log General Comment — This will enter the comment in the History Log, but no one

CURRENT STATE

[‘\__SEdit Funding Proposal ]
(& Printer version ]

My Activities
1 Administration
Copy Funding Proposal

o0 Update SF424

Validate Proposal and
2
SF424

Pt Print Smartform Design

E:@i Request Changes from
Proposal Team

7| Approve for Division
Review

Generate SF424 PDF

ﬂ Log General Comment <

ﬁ Email Team

@  Discontinue

This step is optional. You can skip this step if you don't have
comments you want to log for the proposal.

This step can be repeated as many times as needed and is
available to anyone with access to the proposal.

9a. Comments should be entered in the box.

9b. Click “OK" to submit.

/ Log General Comment

C 51
General comments can be entered here that will appear in the history log| -
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10. | OPTIONAL: Email Proposal Team — This will send an email notification to specific people on the
Proposal Team and save the message, with comments and attachments, in the history section of
the proposal workspace; but it will not change the state of the proposal.

CURRENT STATE

i Edit Funding Proposal

L printer version

My Activities

I | Administration

Copy Funding Proposal
0':) Update SF424

QL Validate Proposal and
SF424

Pt Print Smartform Design
%ﬂ Request Changes from
Proposal Team

EEE:] Approve for Division
Rewview

-@ Generate 5F424 PDF

ﬁ Log General Comment
g Email Team

{®  Discontinue

.

10a.

10b.

Click “Add" to select the people on the Proposal Team to notify.

Use check boxes to select the specific people to send the message to.

Email Team

Attachpner -

Docyme
Therg a

Filter by Last

Clear | Advanced

Moo -
eczelect A
Deszelect All

K 4 1-20f2 [ U
(2] Last First Department

[] Cooper Priscilla
K

Division

Cancer & DNA Damage Life Sciences

Responses

Office of Chief
FinanceOfficer

[] Garcia David A Sponsored Projects

K 4 120f2 [ M
Cancel

We strongly recommend using the “Email Team” activity in eSRA rather than just your Lab email account
because the text of the email will be saved with the proposal for historical reference.
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10c. Once selected, the names will appear in the “Email Team”
Window
10d. Comments or change can be entered in the box.
CURRENT STATE 10e. Documents can be added when requesting changes.

@Edit Funding Proposal ]

[@. Printer Version ]

10f. Click “OK" to submit the request.

10g. The email will be noted in the History Log.

My Activities

1 | Administration
e
Copy Funding Proposal

: MNotify Team:
it 3 Update SF424 p—
Q Validate Proposal and Person
SF424 Priscilla K Cooper
EL] Print Smartform Design David A Garcia
E@ Request Changes from Comments to be placed in the notification:
Proposal Team i
Z=| Approve for Division
Review 10d
Generate SF424 PDF
OCO Comments
ﬁ Log General Comment
@ Email Team Attachments:
6] Discontinue ma 10e Description
There are no items to display

N

Activity Authar
lﬂ Team Emailed Pl

(# Comments in email to Proposal Team entered here, Attached is the budget justification, Please swap with the one in the proposal b
&y Budgetlustification.pdf

e Submitted Changes Pl or RA

=3 Requested Changes from Propesal Team ]
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B. Approve the Proposal for Division Review

Important: The proposal can be submitted to the Division and OSPIP with Draft Science; but the remainder
of the proposal should be complete and final.

=

1 Approve for Division Review - The PI provides electronic approval for the proposal and
submits it for Division Review.

la. The LBNL and Sponsor Assurances screen will pop up. Read
and check the “I Agree” box for each set of assurances. If
you cannot agree to one or more of the assurances, contact
your OSPIP Contracts Officer to discuss. The proposal cannot
be submitted without the PI's approval of the proposal and the
required assurances.

CURRENT STATE 1b. Comments can be added in the box.
1c. Click “OK” to approve.
[ Q Edit Funding Proposal ]
(& printer version ]
My Activities
] Administration

Copy Funding Proposal
[ Update SF424

(o Validate Proposal and
SF424

£ Print Smartform Design

=] Request Changes from
Proposal Team

== | Approve for Division
Review

-@ Generate 5F424 PDF

ﬁ 0OC0O Comments
ﬁ’ Log General Comment
ﬁ Email Team

{®  Discontinue

In the case of Fellowship proposals, the activity will be
“Approve for Mentor Review”
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URRENT STATE

1f.

(& edit Funding Proposal ]

[ &L Printer version ]

ez

le.

The State will change to “Division Proposal Review"

The approval is recorded in the History Log and the OSPIP
CO identified in the proposal will be notified in their Lab
Email. The proposal will now show in their inbox.

Activity

pproved tor Division Review

e Subraitted to PI
£ Submitting to PI
- i SF424 Updatad

Author

Pl

Pl or RA

Plor RA
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