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If you have questions about this RAPID FAQ, send an email to RAPIDHelp@lbl.gov.  Please refer to FAQ How 
do I report a Problem in RAPID for additional guidance. 
 

Do I Need to Have a New Sponsor? 
Every proposal must the correct and active Sponsor.   Within RAPID, Sponsors’ profiles are created 
and maintained for external Sponsors who support research at Lawrence Berkeley National Laboratory.  
The RAPID Sponsor Table is also used by FMS/Billing and Accounts Receivable (BAR) as the “Customer” 
Table. 

Understanding Sponsors 
Every Proposal is required to have an active Sponsor at the time it is submitted to the Sponsored 
Projects Office (SPO).  The Sponsor Code of “VVVVV” may be used only to allow for the initial data 
entry for a proposal and is not a valid Sponsor when submitting a proposal to SPO. 
 

You may look up to see if a Sponsor is set up without adding a new Proposal. 

 

Sponsor Lookup Procedure:  (Request with BSA for Sponsor Lookup Functionality) 
 

Until the Sponsor Lookup Functionality request has been completed, please email RAPIDHelp@lbl.gov 
with Sponsor Lookup request. 
 

 
 

Step Action 

1.   From the Menu, Select Grants and then Sponsor.  The Sponsor Control Table is used for 
managing Sponsor data. 

2.  From the Menu Navigation Pages, select the RAPID/BAR Sponsor Setup.  The RAPID/BAR 
Sponsor Page appears.  Then select the Cust Accounting Table Inquiry 
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How do I request a Sponsor Setup? 
 
New Sponsors should be requested by the Division when it is first known that a new Sponsor code 
is required and long before the proposal is sent to SPO.  The request for a new sponsor is sent to the 
SPO Contracts Officer.  The Sponsor Contracts Officer will research the request and provide the 
Sponsor Setup Package to the SPO Administrator for final action.  The SPO Administrator works the 
Controller/ Accounts Receivable Group to setup the Sponsor in RAPID (and the Customer in FMS). 
 
Sample Sponsor Request from Division to SPO Contracts Officer: 
 
To:  Name of SPO Contracts Officer 
From:  Your name 
Subject:  New Sponsor Setup Request  
 
The Life Sciences Division is working with a new sponsor on a proposal.  I request that this Sponsor be 
setup in RAPID so we can create and save a proposal.  The new sponsor is: 
 
Complete Sponsor Name: 
Contact Name: 
Address: 
 
 
Phone: 
Fax: 
Email: 
Website. 
 
We expect to submit the completed proposal to SPO on ____Date___ to meet the __Date___ deadline.  
Please let me know if you have any questions. 
 
After the Sponsor has been setup by SPO, the SPO Contracts Officer will notify you that it is ready in 
RAPID so the proposal can be updated with the new Sponsor Code. 
 

 
The Sponsor Setup process must be complete prior to the submission of the proposal to 
SPO. 
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