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All proposals submitted for research or other To pass this course, you must
sponsored activity from Government, obtain at least 80% on the final
Industry, Nonprofit or any other sponsor must assessment.

be routed through UFIRST prior to submission.

UFIRST can be accessed via
this website:

http://grants.research.ufl.edu Pre-Requisites: RSH279
This course covers the proposal approvals Recommended: RSH202
process in the UFIRST system and is the RSH203

second of the UFIRST course series. To learn
more about the UFIRST series, click
Sponsored Programs Course Catalog.

By the end of this course, you will be able to: | For questions -

» Create a UFIRST Proposal and Budget Email: UFIRST@research.ufl.edu

« Explain the UFIRST Proposal workflow Website:

« Identify differing cost share scenarios https://research.ufl.edu/dsp.html
o Create a Cost Share Budget

« Explain post submission activities

I - X

UFIRST — http://grants.research.ufl.edu

Sponsored Programs Course Catalog - https://learn-and-grow.hr.ufl.edu/courses-
reqistration/sponsored-research-training/

UFIRST Email — ufirst@research.ufl.edu

UF Research Website — http://research.ufl.edu/dsp.html
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Chapter 1

Creating a Proposal

I - XTI [

63 2
Once logged into UFIRST, simply click the -
New Proposal button from My Inbox. -- Ay Inbax Fiopossts

Do List WatchList

As you will remember from RSH279, you’ll be presented with several
pages of questions asking for information. Due to the dynamic nature
of the SmartForms, the data entered and selections made will
determine what additional questions appear.

For example, if the proposal is federal rather than non-federal, you
will get different questions presented on the SmartForm.

I | [N
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Principal Investigator/Program Director/Fellow

UFIRST includes you as the Pl by default. Assuming you are supporting another
individual who is serving as PI, either clear your name using the x and type in the PI’s
name or use the ... select button to proceed to the lookup.

Only ]f the 1.0  * Principal Investigator / Program Director i Fellow:
application ]'S for Ronda Mitchell | «=
a mentored Identify the Mentor / Responsible Faculty Member:

program and the
PI listed is not PI
eligible should you
enter a mentOI’. If Sponsor requires FCOI Disclosure, attach form DSP-5 : [None] X, Upload

Do not use this

field to circumvent

th;e Eligibility Policy when the program is not mentored. Review UF Policy for more
information.

If the Sponsor requires disclosure of Significant Financial Interests (SFI) prior to
submission of the proposal, you must load the Pl (and mentor’s) certification here. See
Conflict of Interest and Outside Activities information for more detail.

K eses [

UF Policy - https://research.ufl.edu/dsp/proposals/eligibility-to-submit-a-proposal-for-external-
funding.html

Conflict of Interest and Outside Activities Information - https://research.ufl.edu/research-
operations-services/conflict-of-interest-and-outside-activities.html
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Sponsor

Use broad wildcards to search for the sponsor (for example N%S%F). If you are unable
to locate the name of the sponsor, enter TBD and select “TBD-Sponsor Not Yet in
System” and type in the name in the second box. If the application is being submitted
to another organization and then onto a prime sponsor, please include the prime
sponsor in the third box.

7.0 The sponsor is the organization

* Sponsor: directly funding the UF proposal.

Select "TBD - Sponsor Not Yet In
o System" if sponsor is not in the

If Sponsor does not appear in list, enter name: selection list, complete form here
to provide sponsor information.

s i 3 Only enter an Originating
If flow through, select Originating/Prime Sponsor: Sponsor if this is a flow through
submission.

IMPORTANT! If the sponsor cannot be located, please complete this form to request

the sponsor be added to UFIRST.

I | I

New Sponsor Request Form - https://research.ufl.edu/dsp/proposals/sponsor-code-request-
form.html

S 2

Submission Deadline

Nearly all proposals routed through DSP are prioritized by deadline. Provide the
actual deadline. If UF is a subrecipient under a prime sponsor and the sponsor
indicates they must have the materials by a certain date, please include that
information here.

4.0 Submission deadline is the
Submission Deadline: actual sponsor deadline. If there
= is no sponsor deadiine select “No
Deadiine”.
No Deadline: ()

* Is this a Published/Hard Deadline or a Target Deadline?
O Published/Hard Deadline
O Target Deadiine

Clear

I - I
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Key Persons

As a reminder from RSH202, include only AR AR ernorest
those persons here that meet the definition S
of Key Personnel (i.e., they have ¥ Setect U Permontnt:

responsibility for the direction of the work.) aren Pe
If Sponsor requires FCOI disclosure, attach form DSP-5 for the person listed ¢
[None] | & Upload

Anyone who is not key can be included in
the proposal but should not be listed here. 20 - This indiidual is:

® Senior/ Key Person
O Other Significant Contributor

Everyone listed here will require financial O Other Non Key Personnel
interest disclosures at time of proposal if e

required by the sponsor, will require training | e -
and Financial Conflict of Interest (FCOI)

disclosures at time of award, and will
require effort commitments to be managed
throughout the life of the award.

Click the button to the right to
see a simulation of creating
a proposal.

[

Proposal Simulation -
http://training.hr.ufl.edu/resources/RAFT/RSH280/create proposal/index.html

G 2]

Once you have completed all the SmartForm fields, saved and exited out of the
SmartForm, you will land on the Proposal Workspace.

Proposal Simulation

Hurricane low-pressure effects on roof structures

Key Personsel Budget Suammary Cost Share Summary Budget Wotkspaces Appromals

I {Prix
Princpal invesbgator: Marsha Meliow|  Profect Period: 812020 12312024|
Submtting Department: MO-OBSTETRICS / GYNECOLOGY Number of Periods: s L
Submitting Department ID: 20070000|  Total Divect: sasosr| ™
Sponeor WATER RESEARCH FOu|  Total Indirect: 5132160 [DSE
Prime Sponsor: Totat: ssaszn| M
Do 132 E
Information o
Opportunity Limaed?:

e eyt s B
8 % Cost Shanng Indwect wass|

Cost Sharing Totak: prrpee]

Cost Shanng Type: Man

Space - Renovation, Alteration, or Additionat:
Purchase or installation of major equipment: No

Other resources required but not requested: "

You will notice that the proposal is currently in the state of “Draft”. A proposal will
display a different state depending on where it’s located in the workflow.

A Draft state indicates that the proposal has not yet been submitted for approval.

Click here for more information on Proposal states.

I - IETCXXN (5

Proposal State Information -
http://training.hr.ufl.edu/resources/ufirstt RSH280/UFIRST proposal states.pdf
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The My Activities section appears on the left side of the
Workspace. This will display actions you can perform based on L Submit For Review and

the current state of the proposal and your role in the system. Approvel
Ready For Core Office
to Submit to Sponsor

My Activities

As you work through workflow, the state and listed available

A . Attach Submission
actions will change. @oocumems -

b Create Addtional
&
Budget
g Send Email
d Add Comment

ﬁ Add Internal Documents

-~ Request Ad Hoc
Review

The PI must certify the proposal sometime after it is created I S

but before the final Department Approver approves the 288 \iornoe Addiions!
proposal. A best practice is to certify before submitting into W nccess
workflow. [3 Exvort Budget
The certification is a federal mandate that requires the PI BN Copy Proposal
agree to oversight of the work and to comply with all PSR
regulations regarding ethical conduct of sponsored activities. Security

I | ECZXCE
7]

All documents that support any UF approvers’ review including excel budgets,
statements of work, letters of support, and the full proposal should be attached
in UFIRST. You can view any document that has been loaded by clicking on the
Attachments tab.

Hurricane low-pressure effects on roof structures LT Funding Proposal

Key Personnel Budget Summary Cost Share Summary Budget Workspaces Approval Attachments History Relstedltems =

Types of documents:

Submission Documents - These are documents required by the sponsor as part of
the proposal. Examples include statement of work, cover letters and cost
proposals. These are loaded using the Attach Submission Documents activity.

Internal Documents - These are items that are specific to UF and do not need to
be submitted to the sponsor. Examples include internal excel budget files
supporting the final budget which may be presented to the sponsor in much less
detail. These are loaded using the Add Internal Documents activity.

N -~ XL [
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Types of documents:

Solicitation Documents - These are attachments loaded into the SmartForms
Solicitation Page (1.1, 1.2, or 1.3 depending on the Sponsor type and submission
method). All proposals should have a PDF of the sponsor’s solicitation loaded.
Hyperlinks can be removed over time and a downloaded copy provides the option
for permanent retrieval.

Personnel FCOI Attachments - These are documents loaded into the Pl and key
personnel sections of the SmartForms. They are only required during the
proposal submission process by certain sponsors. More information on FCOI is
available here.

Activity Documents - Many activities in the UFIRST proposal module such as send
email, funding denied, or request ad hoc review include supporting documents.
For ease of access, UFIRST extracts all documents included in any activity
executed at any time and shares them with you here.

sk [
S57]

At any time prior to submission into UFIRST workflow, you can add information
or make edits by clicking on the Edit Proposal SmartForm button in the
Workspace.

Once you SUBMIT FOR REVIEW, Hurricane low-pressure effects on roof structures

you will not be able to edit the
UFIRST Proposal or Budget.

Summary Key Personnel Bud
You will be able to Attach “

Submission Documents and

Add Internal Documents as Smartem: En;pnsaunrsmnnmm
well as execute a number of rinclpal nvestgator
other activities. Submitting Department:

Submitting Department ID:

I | EZZEET
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Chapter 2

Creating Budgets

N - XX

Bl

Two of the major functions and features of UFIRST are to improve ease and
consistency of budgeting and to facilitate business review of the proposal
budget by Chairs, Directors and Deans. To achieve this, every proposal is
created by default with one linked budget.

The Budget SmartForm initially displays 3 financial grids: Personnel Costs,
General Costs and Tuition Costs. If you indicated that your proposal includes
subrecipients, you will see an additional Subaward Costs grid. The “grids” are
where you enter the actual figures for the budget.

- Jump To v (ad Jump To =

General Budget Information
- General Budget Information

General Budget Information
- General Budget Information

Financials - Grid
- Personnel Costs

- Personnel Costs
- General Costs

- General Costs
o ion Costs - Tuttion Costs
- Subaward Costs

R

UFIRST also automatically calculates inflation rates, fringe benefits, F&A
(indirect costs) and totals for you based on the values entered.

I | X
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To access the budget created automatically
during the Proposal SmartForm entry, click

the Access Budget Workspace button.

Then click the Edit drop-down arrow
and click General Budget Information.

Hurricane low-pressure effects on roof structures

Key Personnel But

“ o

Proposal Information

Principal Investigator:

SmanForm

Edit Proposal SmartForm
| Access Budget Workspace |

Submitting Department:

Submitting Department ID:

Name SmartForm  ~ Date Modified

[Ec)~ 121622019 1121 A

2 rems

Submitted Budgets

No data to dispiay

I - EXXXI

G ?)

You’ll notice the Budget SmartForm appears very similar to the Proposal
SmartForm. Answer each question as you go down the page.

As a reminder, this course only covers entry of the budget into the UFIRST
budget forms and not best practices in developing a sponsored project budget.

If you need assistance in developing a budget, please take course RSH203.

Ganaral Budget information
Proposal ID:PRO0
Proposal Name: H
10 Budget Tite:

Humane iow-pressure efect on ocf stuc

20 Person Responsidle for this Budget:

Depariment Responsibie fof this Budget:

SYNECOLOGY | w=

Responsivle Deparmment O

Indirect Cost Rate Type:
On-Campus Research

L]
0
o
(o)
o
o
0
0
(o]

Displayed Meoughout e SManFom ang wonspaces

Identty the UF mvestigator of ther rameo personnel
fesponsibie ¢ IS porton of he et (NIoncally
caed 3 Project PI)

Al proposals showd be budgeted & e Al KOC Rate
accorang o the unwersty polcy For more nformason
Inawect Cost information

Rate Type: Select Ine type of work and Ihe kocaton
being perormed (cn or Of campus). This wil dive IOC
Gefauls as wel as he CaKulinon of unrecovered
Indirect costs. For more informanion: Indect Cost
Infermanon

Base: f e 10C cakulation for this proposal will not
use 2y of Ine Indrect Cost Base oplions Isted, select
“Manual® and manually ener the Indwect Cost amount
(n Gokars) in he “General Cost Gid" using e cost
type “Indirect Cost (Manual Base Oriy)"

I - ECIET
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Remember! All required fields must be completed before moving to another
page. If you’ve missed a required field, you will not move forward and
messages will appear on the page in red text indicating the areas you must
address.

4.0

* Indirect Cost Rate Type:

Q On-Campus Research

Q Off-Campus Research

Q On-Campus AREC Research

Q Off-Campus AREC Research

Q On-Campus Other Sponsored Activity

Q Off-Campus Other Sponsored Activity

Q© On-Campus Instruction

Q Off-Campus Instruction

Q Department of Defense On Campus Research Contract or Subcontract

Q Department of Defense Off Campus Research Contract or Subcontract
Clear

This is a required field, therefore, you must provide the required information.

N

I | ETSIX

G 2

When you first work through the budget creation steps, UFIRST will auto create
just one budget.

However, you can create multiple budgets. For example, if there are 2 other
Pls from other departments on the project, you can separate the budgets to
stay organized when itemizing costs.

To create multiple budgets, click the Create Create...
Additional Budget button from My Activities.

Note: you cannot create additional budgets s
from within the Budget Workspace itself. e

Ready For Core Office
to Submit to Sponsor

b Create Additional
& Budget

i Send Email

& _NAd Commant

e sesos
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The last question on the initial Budget SmartForm page asks about including this
budget in the final proposal. There are situations when you may need multiple
budgets for a single proposal (i.e., when including faculty from many departments
or when submitting multiple projects or cores as part of a single application).

UFIRST also allows you to create ‘sandbox’ budgets to review different scenarios.

If you want to create different scenarios to compare budgets, you can do so
without overwriting other options. Simply uncheck the scenarios that are NOT the
ones you ultimately decide to submit.

Click each block below to view examples of different scenarios.

How do my costs
differ if | hire two

graduate students vs.
a postdoc?

My proposal is to USDA
NIFA where | have to

compare the lesser of
UF’s negotiated F&A
to USDA’s F&A Cap.

Is it better to contract

out services or hire a

postdoc to do some of
the work?

6.0

Include in proposal total budgets:

R

N -~ X (5

G 2]

Personnel Costs Grid

Click each block below to learn more about important areas on this grid.

Proposal: Hurricane low-pressure effects on roof structures
Proposal ID: PRO00025824

Budget: Hurricane low-pressure effect on roof structures
Grid: Personnel Costs

Salary Cap:
Salary Cap Escalation Rate: 0
Apply Salary Cap Escalation Rate:

Apply Esc Period 1:
Salary Inflation Rate:

Apply Inf Period 1:
Period 1

Direct Costs: $74.181

Indirect Costs: $32645

Total Costs: $106.826

Period
Start.
Ena
Months:

Add|1 ¥ row Add

1 “Person: Base:
Role:

Apply Inflation Rate:
Department: MD-Mi

61172021

12

Effort Months:
Sal Requested Months: | _
" 1

Period Effort %:

Salary Cap & Inflation - If the Sponsor has a known salary cap, that
information will be presented to you here. For more information see:
http://research.ufl.edu/dsp/proposals/budgeting/salaries-wages.html
or take course RSH203.

You may have a unique solicitation where there is a salary cap that was
not previously entered and you can add it if the proposal requires. In
addition, if you want to assume that the sponsor will increase their
salary cap annually (like NIH does), you can choose to enter a salary
cap escalation factor and the chargeable salary will increase each year.

Running Totals - This section displays total across all 3 grids. Project Totals

$393.061

Personnel Rows - This section is where the named persons you entered
on the proposal SmartForm pages are selectable to add to your budget.
Any non key persons can be added as TBD by salary category as well.

T3VI2022 T 5312023 T BIS1I2023 T 1232023 T

$123,600 $1 $131,127 $ $137 410 Salary:

1 3 2 1 1 Fringe:

1 1 1 1 Total:

I | EEEL
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To add an additional person to the budget:

1. From the Personnel Cost grid, click the Add button
to add a new personnel row.

Select the name of the person you wish to add.
Notice the fringe rate automatically populates
based on position.

Enter the number of effort months presenting to
the sponsor.

If the effort is going to be consistent throughout the project, click the arrow
to distribute this value across all budget periods.

wWN

(S

e: $
Remember, salary information comes from job data RIE - E
in myUFL. If you feel this is inaccurate, you must Requested Month:
address it in myUFL.

‘eriod Effort %: 0%|

Don’t adjust the monthly salary for any key personnel
unless a known promotion is anticipated. If you do change monthly salary, you
will get a warning message at top of screen.

Budget salaries do not match actual salaries for the following: Sheremet

I | EXZET (5
37|

The UFIRST recommended practice for
salaries is to budget in person months.
This provides a University standard and
minimizes risk of extended percentages
when the timeline of a proposal changes.

To support this practice, all salaries of
individuals on 9 month appointments are
annualized to a 12-month and all less than
full FTE are normalized to 1.0 FTE.

To assist in calculations, whenever effort
months entered exceeds salary requested
months, a cost share budget will be created automatically. Any explicit
statement of commitment that is not recovered by the sponsor is either
voluntary committed cost sharing or mandatory cost sharing.

For more information see:
http://research.ufl.edu/dsp/proposals/budgeting/cost-sharing.html or RSH203.

I | ETZEXT

More Information - https://research.ufl.edu/dsp/proposals/budgeting/cost-sharing.html
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General Costs Grid

Click each block below to learn more about important areas on this grid.

Inflation Rate- The rate will default to
3%, but can be changed if desired.

TR eTeTaT

Cost Category Rows - All costs should be
entered according to University guidance
and sponsor solicitation requirements.

Inf Rate.

Apply Per 1inf:

Direct Costs:

Indirect Costs:

Running Totals - This section displays direct,
indirect and total costs across all budget periods.

Period 1 Period 3

Period 2
1 $78,555

$74.181

$8

r4udgeting.html or take course RSH203.

For more information see:
http://research.ufl.edu/dsp/proposals/b

All costs except for UF personnel, tuition,

$32645 $23.774

»

*4and subawards should be entered by

Total Costs swjcategory with a brief description.

$106.826 $102,329

Period
start € $ 6172021
End 12021 & 53172022
Months

<5 |If you wish to enter the same value in

- z]each year you can enter the cost of the
item in the first column and when you tab
out of the box, the same value (with
inflation if included) will populate across
all columns. [f you wish to enter a
different amount each budget period, you
can simply enter that manually.

Age 1 v ow [EEES

*Cost Type: Cost:

Desc:

Cost
Apply Inflation:

To add another category or another of the
same category, select the Add button. You
can add multiples of the same category if
you wish to have different values or
descriptors for future reference.

N -~ EZELY
Al

Tuition Costs Grid

Click each block below to learn more about important areas on this grid.

Proposal: Humicane low-pressure effects on roof structures
Proposal ID: PRO00025824

Budget: Humcane low-pressure effect on roof structures
Grid: Tuition Costs

Inflation Rate- Recommendation is to inflate the anticipated tuition at
10% per year and the grid defaults to this.

Inf Rate

Apply Per 1 Inf:
Period 1 Period 2 Period 3 Period 4 Period 5 Project Totals
Direct Costs: $74181 §75513 §78,555 $81,049 $83763 $393 061
Indirect Costs: $32645 $26,12 23774 $2432 §25,267 $132,160
Total Costs: $106,626 $101,665 §102,329 $105.371 $109,030 $525.221
Tuition Costs - See Graduate Student Salary Tuition Costs for| = . 3
more information. s 1m0 4
Tuition Cost: [ # Students: # of Students - You can choose to enter one line per graduate
) ) student or if you will be budgeting at the same rate you can
Apply Inflation: Cost: 7
enter one line for many graduate students.
Total Cost:
To add another student, select the Add button.
Total Tuition: i) 5 Total: S

I | YT
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Graduate Student Salary Tuition Costs -

https://research.ufl.edu/dsp/proposals/budgeting/graduate -student-salary-tuition-
costs.html

G 2

Subaward Costs Grid

If you named subrecipients on the Proposal SmartForm page 1.0 question 11.0, you will
see this grid. Click each block below to learn more about important areas on this grid.

ssure effects on roof structures

Budget: + pressure eflect on ro0f structures

Period 1 Period 2 Period 3 Period 4 P

Period 5 Project Totals
Direct Costs: §74,181 §75.513 $78555 $61,049 $83,763 $393,061
Indirect Costs. $32645 $26152 s s
Total Costs: $106 8 T e 030
"™% Add Subrecipients - If you entered more than one subrecipient |’
sea|on the proposal, select the add button and repeat the entry for
ot i lod M3 st |€ach subrecipient.
End:
Months: s : s .
Organization Total Direct Direct & Indirect Costs - Enter the

Total Indirect:

subrecipient’s direct and indirect (F&A) costs
separately for each budget period.

Organization - Choose |, .,

the subrecipient s
organization from the pountin U Base

drop down list. Only
those entities from the
proposal SmartForm ftal Cost: Total Cost:
question 11.0 will be

selectable.

Total Cost Over 25k:
Indirect Cost:

I | EXEEL (5

G 2

Subaward Costs Grid

When complete click the show/hide error button and address any errors.

Proposal: Hurricane low-pressure effects on roof structures
Proposal ID: PRO00025824

Budget: Hurricane low-pressure effect on roof structures
Grid: Subaward Costs

Blsave @Exit | AHideShowErrors | @Print @ JumpTo~

Click the button to the right to
see a simulation of creating a budget.

Budget Simulation

s
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Budget Simulation - http://training.hr.ufl.edu/resources/RAFT/RSH280/create _budget/index.html
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Cost Share
= >

3 2
Cost Share

Cost Share is any cost needed to
complete the project for which the
sponsor is not paying.

Cost Share costs can be salary or non-salary
(tuition, equipment, land, etc.).

This course will only cover the entry of
cost sharing into UFIRST and not the
definition or justification for cost sharing.

For this information see:
https://research.ufl.edu/dsp/proposals/budgeting/cost-sharing.html or take
class RSH203.

I | EXTEL

Cost Sharing Policy - https://research.ufl.edu/dsp/proposals/budgeting/cost-sharing.html
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Click each button for definitions.

Salary Cost Share Non-Salary Cost Share

Any effort greater than the salary Cost share in any other
requested will automatically category than salary. The
create a cost sharing budget. Cost Share Budget grid

Effort Months: must be manually created.

2 3 4

Sal Requested Months: 1 1 1

If you have voluntary committed or mandatory
non-salary cost sharing, you must first indicate
this by answering Yes to question 5.0 on the

General Budget Information SmartForm on QO et e 8 i
your requested budget. ot s e
On this general budget SmartForm, you will |=-~ |

also indicate all units who will be responsible
for covering any portion of the cost sharing
for this project.

I -~ ECZETL [

'l

In the image below you can see the new cost sharing budget that was created from the
salary cost share information entered on the initial Budget SmartForm.

Working Budgets
Name SmartForm ~ Date Moc
B Hurricane low-pressure effect on roof structures [Edit] ~ 12/16/2019
ﬂ Cost Sharing for Hurricane low-pressure effect on roof structures [Edit]c":’l 11/21/2019
2 items nAane. 1 o

The details of the payroll cost sharing responsible sources are selected in the cost
sharing personnel grid. You cannot enter any other figures on the personnel grid as
salary cost sharing is calculated solely as the difference between effort and salary
requested. Any changes other than responsible unit must be entered on the primary
budget grid.

Any non-salary cost sharing (General, Tuition, Subaward) will be added to the
appropriate grids in the Cost Sharing Budget. With each line of cost sharing, also select
the unit who will cover the cost of the item. Only units entered on the General budget
SmartForm P1.0 Question 5.0 will be selectable here.

Note: This step should be familiar to you as you have just seen an example in the Budget Simulation.

—  E
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Completing & Submitting the Proposal
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G ?

Remember! The Pl must certify the proposal before it reaches the DSP Review
state. You are notified that the Pl hasn’t certified the proposal by the warning in
red text at the top of the proposal workspace.

Lo il y 2 Funding Proposal

Hurricane low-pressure effects on roof structures

A best practice is for the PI to certify the proposal before submitting into workflow
for approvals.

Once the PI certifies, this warning will go away.

N - EZEXT
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Before submitting your proposal into workflow, make sure all SmartForm questions
are answered and documents uploaded.

Common errors at this step are:

» If FCOI forms are required by the sponsor, have | uploaded them for all key
persons? If not, be sure to load them. See http://research.ufl.edu/forms.html
for more information

« Have | run the Hide/Show Errors button on the proposal and on the budget
pages? Have | resolved all errors it provided?

« Have | loaded all the Sponsor required documents?

« If the proposal is being submitted online via a sponsor portal, have | granted
DSP access to the proposal in that system? Go to the source system and provide
access the way that system requires

E Slide 34 of 64 E

G ?)

) My Activities

Once you have reviewed the proposal and are ready to
submit, click the Submit for Review and Approval link ap Submit For Review and
under My Activities. Approval

] " : L. . Ready For Core Office
Executing the Submit for Review and Approval activity will to Submit to Sponsor
trigger email notifications to the first required approver. @ Htsch Submission

g & o 5 Documents

UFIRST will review the submission and notify you of any — »
errors/warnings. Any errors must be addressed and any i Create Addtional
FCOI forms must be attached for this activity to execute. S

Errocmarring Messages [ reven ]

If your proposal
contains cost share
from departments

outside of the

submitting
department, cost

share approvals for the
outside units must
take place, then the
next approver will be

Click the Jump To link on the Error/Warning Messages screen \Gakuiaraibah- Rl /

to be taken to the page where each error/warning is located. level 1 reviewer.

I -~ 7R [
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Once all errors/warnings have been addressed, the submission can continue. After
clicking the Submit for Review and Approval activity, click OK on the next page.

Submit for Review and Approval

By clicking OK, this proposal submission will be routed for review and approval. The proposal team will no longer have access to edt the proposal and budget
SmartForms.

Remember! Once you’ve submitted the proposal, you will no longer have access
to edit the Proposal or Budget SmartForms.

Once the Proposal is submitted, the state will change to either Cost Share Review
or Department Review.

If there is no cost sharing from a responsible unit other than the proposal
submitting department, then the proposal state will change to Department Review.

a Slide 36 of 64 IE

Ao AT

Proposal Subrmﬂmg Submnttmg 5 DSP Submlsslon
eview &
Approval Chmr Dean Approval Sponsor

Email notifications to ALL departments with Key Personnel
on the proposal showing effort commitment and salary
requested.

Whomever is next slated to review will receive an email with a
link to the record and details about their review.

To check on the status of approvals, click the Approvals tab. U ‘

You can see who is an approver at each step and who has
already approved.

El Slide 37 of 64 [E
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There are many different states that a proposal can display depending on its
condition and where it is located in workflow.

@—VCGMSMW)—V MMWWHV (mﬂl‘uklm

Pending Proposal
TeamResponse:
re Office Revie:

Pending Proposal Team
Response: Department Review

Pending ProposalTeam
Response: Post
Submission

Core Office Reviewt Post
Submission updates

I | T (5
7]

Chapter 5
Post Submission Updates & Revised Budgets

e [
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After your proposal has been submitted, sponsors may Pending Sponsor
request changes to the proposal, additional information, Review
or budget revisions.

SmartForm «
These types of activities can be routed through UFIRST T ————
by using the “Initiate Post Submission Update” or
Initiate Budget Revision” activity. Acoess Budget Workspace
Post Submission Updates (PSU) may be routed in one of
two ways: Create...
1. Route information to DSP for action.
2. Route information to responsible unit for action.

My Activities

-~ Initiate Post Submission
Update

‘Withdravwn or Funding
Denied

=g Send Email

I | XX

Al

Common Post Submission Requests

Just-in-time (JIT) - Before awarding any proposal, the NIH requires applicants
provide updated other support, and if appropriate, certification of IRB training,
IRB approval and IACUC approval. More information at:

httpr;/ /rlesearch.ufl.edu/dsp/proposals/just-in-time-and-post-submission-docume
nts.html.

Budget Revisions - Many sponsors (frequently NSF) will decide to fund UF but at a
different amount than originally proposed. Before releasing the award, the
sponsor will request an updated budget with current figures and a new total
amount. These budgets must be routed through UFIRST for approval prior to
submission to the sponsor.

Additional Quotes - Some sponsors may require quotes confirming budget
estimates for major pieces of equipment or additional breakout for items such as
travel prior to funding a proposal.

Certifications - Certification of IRB or IACUC approval, or of a necessary training.
Other docs - And some sponsors require a myriad of forms or supplemental

documentation both technical or administrative before they can release the
funding.

I | EXIET (-

Just-in-Time (JIT) & Post Submission Documents —
https://research.ufl.edu/dsp/proposals/just-in-time-and-post-submission-documents.html
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Post Submission Updates

* 1.0 Post Submission Request:
Request Type
O Just in Time (JIT) Request

When notifying DSP of information O Other Information Requested
being requested: * 2.0 Post Subission Deadiine:
« attach all email requests from &

the sponsor No Deadline: O

* inc IUde any dOCU ments Dsp Will * 3.0 Are you done and simply want to notify DSP that you are ready to submit at this point?
. " v il i i i int?
nee‘d to ‘reV]ew . @ Yes, send the proposal to DSP for post submission updates
. 1nclude 1n5truct]0n5 on Whel‘e to O No, the responsible unit (Pl, Admins, etc.) will provide the post submission information.
send the requested information Clear

* 4.0 Comments:

Be sure to complete all required
fields indicated by the red asterisk.

Then click Yes, send the proposal to
DSP for post submission updates.

Attachments:

+ Add

Name
There are no items to display

N -~ EZTYT (5

G 2]

Post Submission Updates

“ 3.0 Are you done and simply want to notify DSP that you are ready to submit at this point?
O Yes, send the proposal to DSP for post submission updates
@ No, the responsible unit (P, Admins, etc.) will provide the post submission information

Clear
When notifying unit of information
bei ng requested . * This request will be put on the To Do lists for the Pl and Primary Administrative Contact. If you
é Select NO tO q Uestio n 3 ; O would like to notify anyone via email, select the notification recipients below:

o Complete the additional fields O Principal Investigator:  Lisa Stroud
that appear Admin Contact [No Admin Contact Provided)
0 Submitting Dept Admins: OR-DIRECTOR SPONS _RESEARCH
(O None

Once the Unit has completed the
necessary requirements, the YA Commibntic
updates should be routed to DSP for

review and action by clicking the

Notify Core Office of Post

Submission Update button. _—
+ Add
Create... Name
My Activities
=g Notify Core Office of
Post Submission -
Update OK Cancel

I | ET7YE
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Budget Revisions

If the sponsor is requesting revisions to the submitted budget, you can complete
this in UFIRST directly.

To revise a budget, click the Initiate Budget Revision activity under My Activities.

5 Initiate Budget Revision

This function will create a locked snapshot of the submitted budget and opens a
copy for editing. After editing the second copy, click the Complete Budget
Revision activity.

My Activities

J Complete Budget
Revision

N - LT [

G ?)

When completing the budget revision activity, choose YES to submit it to DSP for
review and action.

I
‘Complete Budget Revision W

Complete Budget Revision

* 1.0 Route Lémplaud budget revisions to the Core Office for review:
O Yes O No Clear

2.0 Comments:

3.0 Attachments:
+ Add

Name
There are no items to display
W
Click the button to the right to Post Submission Update
see a simulation of creating a post Simulation

submission update.

K[

Post Submission Update Simulation —
http://training.hr.ufl.edu/resources/RAFT/RSH280/post _submission updates/index.html
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Proposals Not Funded

If the PI’'s department has already been notified the proposal was NOT funded,
click the Withdrawn or Funding Denied button under My Actions to bring up the

Withdrawn or Funding Denied screen. e

“ Reason For Withdrawal:
O Not Funded

1. Select Not Funded. O totimted
2. Add any optional comments, '
as desired.
3. Add any relevant attachments, —
as desired. >l
4. Click OK. i m—

The Proposal state will now display as Not Funded.

SmartForm v

Note: If you think Not Invited or Withdrawn should
be selected, please reach out to DSP for further
information.

I - Y

Bk

Additional Resources

Grants Toolkit -
https://learn-and-grow. hr.ufl.edu/toolkits-resource-center/financial-toolkits/

grants/
UFIRST Site - http://research.ufl.edu/ufirst.html

Proposal deadline policy:

http://research.ufl.edu/dsp/proposals/proposal-deadline-policy.html

Proposal guidance: http://research.ufl.edu/dsp/proposals.html

Proposal budgeting guidance:
https: / /research.ufl.edu/dsp/proposals/budgeting.html

Pl eligibility policy:
http://research.ufl.edu/dsp/proposals/eligibility-to-submit-a-proposal-for-ext
ernal-funding.html

Cost sharing policy:
http://research.ufl.edu/dsp/proposals/budgeting/cost-sharing.html

I - ECXEE
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Grants Toolkit - https://learn-and-grow.hr.ufl.edu/toolkits-resource-center/financial-toolkits/grants/

UFIRST Site - https://research.ufl.edu/ufirst.ntml

Proposal Deadline Policy - https://research.ufl.edu/dsp/proposals/proposal-deadline-policy.html

Proposal Guidance - https://research.ufl.edu/dsp/proposals.html

Proposal Budgeting Guidance - https://research.ufl.edu/dsp/proposals/budgeting.html

PI Eligibility Policy —
https://research.ufl.edu/dsp/proposals/eligibility-to-submit-a-proposal-for-external-funding.html

Cost Sharing Policy - https://research.ufl.edu/dsp/proposals/budgeting/cost-sharing.html|

Final Assessment

Congratulations on completing the content portion of the course.

When ready, click the Next button to start the final assessment. You must obtain at least
80% to successfully complete it.

Once you have completed the final assessment, close the course by clicking the Close
Course button. Once the course closes, your transcript will update automatically.

If you do not obtain at least 80% on the final assessment, restart the course, review the
content carefully and attempt the final assessment again.

I | EZYTL [
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