Create a Funding Proposal

0:00
Welcome to a quick training on how to create a funding proposal.

0:05
From your dashboard, click on the Grants tab in the header.

0:10
Then click Funding Proposal in the subheader on the left side, click the button that says Create Funding Proposal.

0:24
This brings us to the Funding Proposal Smart form.

0:28
We're going to fill out all the questions on the Funding Proposal form.

0:32
For the sake of keeping this video short, I'm going to use short, brief answers for each of the questions, and I'm only going to be filling out the questions that are required.

0:41
But when you fill out your own funding proposal information, make sure to fill out all the information that's necessary.

1:19
When you're finished with the page, click Continue to move on to the next one.

1:23
Multiple pages will auto populate now that we've completed the general proposal information.

1:54
As I mentioned before, for the sake of keeping this video short, I'm only going to be completing the fields that are required, but for your own purposes, please fill out all the information necessary here.

2:11
We have the budget periods and key dates, so we're going to fill out the application submission deadline.

2:16
I'm going to choose Saturday the 21st.

2:22
And then if you have a date response expected from the sponsor, put that in here.

2:41
On the compliance review page, please answer all the questions involving human subjects, laboratory animals, etcetera.

2:50
For the sake of keeping this brief, I'm going to click no to everything.

3:13
Add in any additional proposal information if needed.

3:17
We're going to click No for Clinical Trial and none of the above.

3:29
Once all the fields have been filled out, we're going to click Finish to complete the Smart form and go back to the proposal workspace.

3:37
Before we do that, let's take a look at the completion instructions.

3:41
We're going to click Validate to make sure that all required questions in the proposal are complete.

3:46
This will also show us if we have any errors and we'll be able to correct those.

3:50
At this time, let's go ahead and click validate all green check marks.

3:58
That means everything looks good and we are good to complete our funding proposal.

4:03
I'll click finish.

4:14
As a note, when completing A funding proposal, the person who initiates the proposal will default to the Pi.

4:20
If you're a research admin creating a proposal on behalf of API, you must make sure to remember to update the Pi field.

4:28
That's this field right here.

4:30
You can do that by clicking on Edit Funding Proposal on the left.

4:35
Now that we're on the proposal workspace again, we're going to Scroll down and look at the Budgets tab.

4:43
I'm going to click on the budget name to open the Budget workspace.

4:54
Now we can view the budget.

4:56
If something needs to be changed, we can go over to the left and click Edit Budget over here.

5:07
If you need to make any changes to the budget, fill out the Budget Smart form.

5:12
For the sake of keeping this short, I'm going to just click no to these and only fill out the required questions.

5:27
Here's the personnel cost definition page.

5:30
If you have any staff members, make sure to add those here.

5:37
As a note at any point.

5:38
If you are unable to finish this in one sitting, make sure to click Save and exit so that you don't lose any work.

5:47
Here we have the personnel costs.

5:48
If you need to edit anything, you can click edit here, or you can add in any necessary notes.

5:56
Let me click continue and here you can add any general costs.

6:11
This shows the budget information for general costs.

6:14
You can add in any notes here.

6:22
Here we have the F and A cost overrides.

6:25
You can fill out any information.

6:28
I'm going to leave everything on no override.

6:37
If you have any attachments you need to add, you can add them here by clicking on the Add button, or you can drag and drop files.

6:47
Now that we've finished with the budget, I'm going to click Finish.

6:57
This takes us back to the Budget workspace.

6:59
Click on the Funding Proposal link to return to the Funding Proposal workspace.

7:08
If you have finished entering all of the information for your funding proposal, we're going to click Submit for Department Review on the left.

7:21
Everything looks OK and there were no errors here.

7:24
We can add in any necessary comments or supporting documents if needed, but if not we can go ahead and click OK.

7:44
You've now submitted it for department review.

7:47
Congratulations, you have just completed a funding proposal.
