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As an Approver, you will automatically receive a notification when a proposal begins workflow and is awaiting
your review and approval/rejection.

Setting Your Email Preference

By default, when your Coeus user account was created, the email preference was set to “Yes.” This means that any time
you receive mail in your Coeus Inbox, the mail will automatically be forwarded to the email address associated with your
user account. You have the ability to change this default setting to “No,” however this is NOT recommended.

To change the default setting, you must log into Coeus Premium and from the menu select File>Preferences. This will
open the user Preferences window where you will be able to change the default setting.

User Preferences

User Preferences for Morthole, Ellen P

Ermai Mot v]

S S S __rlb-‘“ . _\__r‘.‘. PO "

Email Notifications

Notifications will inform you if you are the Primary or Alternate approver for a proposal.

With your email notifications preference set to “Yes,” any time you receive email from Coeus, you will have a link to the
proposal development record you must review. Below are examples of email messages for both primary and alternate
approvers:

[~ DO_MNOT_REPLY@trcoeus.hosts,jhmiedu 11:07 AM
17049117 - Proposal 00017169 is waiting for approval

This inbox listing opens to a message like one of these:

Please approve this proposal You are designated as an alternate approver for this proposal.

Pl Morthole, Ellen P
Pl Morthole, Ellen P ProfitCenter: 17049117 : COGNITIVE NEUROLOGY
Profit Center: 17049117 : COGNITIVE NEUROLOGY Proposal Number: 00017169
Proposal Number:  ooo17169 Sponsor: NATL INST OF HEALTH
Sponsor: NATLINST OF HEALTH Deadline Date: March 15, 2011
Deadline Date: March 15, 2011 Title: Twice Exceptionality in Elementary School-age Children
Title: Twice Exceptionality in Elementary School-age Children Sponsor Announcement:
Sponsor Announcement:
You can view this proposal through CoeusLite at the following
You can view this proposal through CoeusLite at the following address: https:/ftrcoeus.johnshopkins.edu/coeus/displayProposal.do?
address: hitps:(/trcoeus.johnshopkins.eduf/cosus/displayProposal.do? proposalNo=00017169

proposalNo=oo001716g

PLEASE NOTE: This email is for notification purposes only. Please do

not reply to this email for any purpose.
PLEASE NOTE: This email is for notification purposes only. Please do Py ypum

not reply to this email for any purpose.
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Overview of the Proposal Routing Window and Process

Approval routing is determined by the interaction of the content of the proposal (participants, units, expenses,
special reviews, question, etc.) with business rules and routing maps. Rules and maps are maintained by the
Office of Research Information Systems (ORIS) as communicated by departmental and institutional policy
makers.

Routing maps are maintained in the Unit Hierarchy as requested to support your review and approval process.
Each approving unit (sequential approval stop) communicates their review criteria and the names of approvers
and alternate approvers. There can be a series of approvals within a single approving unit, creating sequential
stops. Each proposal traverses from the aggregator’s proposing unit up the hierarchy to the unit responsible
for proposal authorization and submission to sponsors.

Proposal Routing

Routing Start Date: 2011-02-16 10:09:54.0 by Marthale, Ellen P
Routing End D ate:

Submission Number: 1

ﬂ Routing

= (00000001) TRAINING CLIENT APPROVAL MAP
= (SOM) SOM ORA Approrval

Routing Hierarchy
selecting a level will display
approvers at that level in the
window below.

Approve

i 17042000) Meurology approval map

Bypass

Close

L )
Sequential Stop(s)

Displays approvers at selected level, approval

status and who approved frejected.

Sequential Stop 1

,,d'% frnonteil Monteiro de Castro, Fernanda Waiting For Approwval
&%l njohnz15 Johnson, Micols Waiting For Approwval
5,\%' emartho Morthole, Ellen P ‘Waiting For Approsal

Comments or Attachments
Displays entries (if any). Select icons
next to attachments to view content.

Camments | &ttachments

A s P NNl i A P A AN N kbl AP AN A B st
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Routing Process Actions

First tier approvers are notified when proposals are successfully submitted for Routing Approval.
Sequential stop approvers are notified when the prior stop is approved or bypassed.
Aggregators are notified if the proposal is rejected.

Approvers are notified each time a Narrative file is refreshed during approval routing.

PwNPE

Locating a Proposal from your Coeus Inbox:

e Launch Coeus Premium
e Select File>Inbox
e Select Action>Display Proposal, or Double-click an Approval notification to open the proposal.

E.d Inbox

Unrezalved | Resolved

From

Date Sent | Subject

02572011 0831 AW |Approval

Deadline

18-Feh-2011

| Status

Approval In Progress

Sponzor Name

MATL INST OF HEALTH

Differences between "Date Sent” and

O2A 542011 0527 Ak "Deadline” determine color code.

Approval

Approval In Progress

MATL INST OF HEALTH

02112011 0214 PM

Appraval The third proposal has no deadline
entered, so it will not be coded at all -

no matter deadline status.

0212011 0207 P Approval

12-Feh-2011

14-Feh-2011

Approval In Progress

Approval In Progress

MATL INST OF HEALTH

MATL INST OF HEALTH

021172011 0133 P Matification - _

01-Feh-2011

Submitted

MATL INST OF HEALTH

R \_“*'IMEM.\J...__M}_’-;.-‘A

R — _’Mq—nm.

L T

Overview of Premium Inbox Items

Premium Inbox notifications are color coded to identify proposals nearing their submission deadline.
e Red: These proposals are most urgent; due to the sponsor within two days.
e Yellow: Due to the sponsor within four days.
e Green: Due to the sponsor within ten days.
e Colorless: No deadline date was entered, or the date has passed.
Subject Types:

e Approval: Click on a proposal line and see the Message pane at the bottom of the Inbox window for
Primary or Alternate approver status. Bold Text lines also signify Primary Approver status for a selected
proposal.

o Notification: Specific notification information is provided in the Message pane at the bottom of the
inbox window for a selected proposal. Types of Notifications could include:

1. Bypass: Notification that your approval has been bypassed.
2. Narrative Refresh: Changed status of a narrative in an “Approval in Progress” proposal.
3. Custom Notifications: Notices as determined in customized business rules.

- e e A e rin R v g e — s L et e
VT A S e p e e P T T i e = = s et e TN e e T

..r—‘ m m e

Meszage

You are designated as an aternate appraver for this proposal.

R It e N g s S s A A . “..M‘M“MA.HI—M-M*‘“
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Locating a Proposal from Coeus Proposal Development Record

e Launch Coeus Premium

e Select Maintain>Proposal Development

e Use the Search window to locate the proposal. **Tip: Limit your search to “Approval in Progress” or “Post-
Submission Approval” proposals for Investigators to narrow your query results. (example query below)

Select Development Proposal

Propozal Num...  Proposal Type Status Deadline Date  Investigator U
in
: ™ et ~| Marthale® ~

Click in the "Status” field
to access a pick list of
status types.

n Progress Clear

[

Apprg\fed Cancel
Submitted
cozt-Submission Apgproval B
ozt-Submission Rejection

.LL-.—-"*‘—-!L[ shanan, - LA NPT PRI T S LR i

= e -

e The search returns all “Approval in Progress” proposals for the listed Investigator:

E.4 Development Proposal List |Z”E|D__<|

Proposal Num...  Type Status Lead Unit Lead Unit N Pl Deadline Date  Sponsor Code

Approval In Progr... e hearthests 17053111 PEDIATRIC CARDI... b ole, Elen P 20110222 : MATL INST OF HE
0a01 7221 ey Appraval In Progr... [Perfectionism and underachiey... (17049117 COGMITIVE MEUR... [Morthole, Ellen P 20110215 300565 MATL INST OF HE
0a01 7220 ey Approval In Progr... [Profoundly Gifted Education: Ele.. [17049117 COGMTHE MEUR... [Morthole, Ellen P 300565 MATL INST OF HE
00017241 e Appraval In Progr... [Education intistives to address .. [16030000 HEALTH BEHAYI... [Morthole, Ellen P 20110302 300865 MATL INST OF HE
it -.__,*_1‘#3\,.’&“4%\‘“,“4._ AT_AW‘VW‘{ P r——— l“*b*‘_n'. vy — o P —

e Double-click a proposal from the search results on the Development Proposal List window, or select Edit>Display
Proposal.

Opening the Proposal Routing window from within the Proposal

Once the proposal is open in “display mode,” use either the menu path (Action>Approval/Rejection) or Approve

Proposal icon m to open the “Approve” and “Reject” functions on the Proposal Routing window.

File  Edit Maintain  Departmental  Admin  Central Admin - Report  window  Help
ApprovalRejection. .. s % | r@\ | gg| E| . |E| @ | ﬁ |I§.| Eﬁh | E | |]|] | | ﬂ

Subrmit For Approval... SN & @ % =N W $ u

Subrit ko Sponsar

Grants.Gayv
Pronosal wactinster | e Darenn | Sracial Raviews | Srianre cada || cther

File Edit Action Maintain Departmental  Admin  Central Admin - Repart  Window  Help
| 7o 2| D& e8] k|| 2 1% [ Bo |8 B |E %(=nm 4
P gl Bl menx| 4 ¥ oM ¢S

£.4 Proposal Details - 0001 7220

&

Proposal |Organization Mailing Info || Investivator | Key Person | Special Revieww || Science Code || Cther

‘ Proposal No: | 0017220 | Status: | Approval In Progress | Proposal Hierarchy: 3  Mamative: || Budget: &

The Proposal Routing window will open. For a view of the proposal routing window, click here.
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Approving a Proposal without Comment or Attachments:

With the Proposal Routing
window open:

Click on the “Approve”
button.

The Proposal Approval
window opens:

Click the “Approve” button
to finalize the approval.

Note the change in status
for the approvers in
Sequential Stop 1.

There also is a

rubber stamp icon at the
approval node at which the
approval took place.

Click the “Close” button to
return to the proposal.

Close the proposal.

Proposal Routing

Routing Start Date: 2011-02-15 10:32:16.0 by Maorthole, Ellen P

Routing End Date:

~

Submission Number: 1

~

On the Proposal Routing
window, click on the
"Approve” button. This will
open the Proposal Approval
window (below).

g Routing

=% (00000001) TRAINING CLIENT APPROVAL MAP
= (S0M) SOM ORA Approval

(17049000) Meurology approval map

Approve

Bypass

Cloze

i)

Sequential Stop 1

Monteiro de Castro, Fernanda Waiting for Approval

A fmanteit

Johnson, Micole ‘Waiting for Approval

5\%‘ njohns1a
S\% emarthal

Marthole, Ellen P Waiting For Appraval

Proposal Approval

Click on the "Approve”

button. You will be
returned to the
Routing window.

Comments | Attachments

Comments:

Save & New ] [ New ]

Modify

Add Approver

Cancel

If you're not
ready to approve,
choose "Cancel.”

X

Proposal Routing,

Routing Start Date: 2011-02-15 10:32:16.0 by Morthale, Ellien P
Routing End Date:

Submission Number: 1

ﬁ Routing
B% (00000001 ) TRAINING CLIEMT APPROWAL MAP
Q.--g (SOM) SOM ORA Approval
L BN eurology approval map

Click on "Close" to
return to the
proposal.

Sequential Stop 1

L& B imonteit
[ 8B, niohns13

&_ﬁ emaorthol

2]15/11 10:42
Approved by other 2/15/11 10:42

Approved 2/15/11 10:42

Monteiro de Castro, Fernanda Approved by other

Johnson, Micole

Morthale, Ellen P

Close

|

e r-dh L_Trw«\ﬂ""\_“ s PP el AR it

=
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File Edit Action Maintain  Departmental

£

Admin  Central Admin  Repork

Window  Help

el Bz Baem

E.4 Proposal Details - 00017223

Click on the "Close" icon to
return to the proposal list.

Propozal |Organization Mailing Info || Investigator | Key Person | Special Review | Science Code || Cther

R IR S EE S =HE
S0 | S

Other functions within this window are described in “Approval Window Additional Functions” below.

Approval Window Additional Functions:

Follow the steps above to get to the Proposal Approval window.

Adding Approvers:

Click on the “Add Approver” button
to search Coeus users and add
another sequential approver.

When you add an approver, the
“Add Alternate” and “Pass” buttons
become active.

NOTE:
Use “Add Alternate”
when you need an additional

Comments | Attachments

Comments:
Add Approver
Add Alternate
Pass
(s ) [
HModify

User Search

User Search | User Search Result

User ID User Name

uant

HNon Employee

Unit Rumber

Unit Name Status

|

Proposal Approval

Comments | Attachments

oo "-—; ‘_‘_"--—-ﬂ-,.

A e | g

T

Comments:

The "Add
Alternate” and
"Pass” buttons are
now available.

!

Approve

Add Approver

Add Alternate

(Soveten] [_ew

“set of eyes” at your stop. —

Modify
Use “Pass”
only if there is a reason you
shouldn’t review this proposal, New Approvers:
such as a conflict of interest. A yyuant uan, ingdang E

Delete
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Proposal Approval
Adding an Alternate Approver:
Once an Approver has been added,
the “Add Alternate” button Tumme"tsz Add Approver
becomes active. In this way, you
can add additional
reviewers/approvers to the
approval/reject process for this
proposal without making changes

to the departmental approval Delete
mapping.

Comments | Attachments Approve

Audd Alternate

[ Save & New ] [ New Cancel

New Approvers:
bE Robert Taylor is now an

A yyuant ‘fuan, Yingdong E Alternate Approver for Emily
S\ aylor3 Taylor, Rebert E Yuan, the Added Approver.

.

Delete

Passing Your Review to an Alternate:

Once an Approver has been added, “Pass” allows you to remove yourself completely from the approval/reject
process for this proposal by passing all authority to an added approver. Use this option only if there is a reason you
should not review this proposal, such as a conflict of interest.

Additional Approval Prompt:
If you are the Primary Approver at multiple routing levels, at your first approval a prompt will offer to let you

approve for all of your primary approval stops (not where you are an alternate approver). Any comments or
attachments will only populate at the level where you approve. The proposal will still route to all unapproved
stops. If you select “No,” you will be notified when the proposal arrives at your next routing sequence, and you
must approve again at that stop.

Other functions within this window are described in “General Function Descriptions.”

Rejecting a Proposal with Comment (comment is required):

Proposal Routing, E|
With the Proposal Routing Routing Start Date: 2011-02-15 13:52:43.0 by Morthols, Ellen P
WindOW open: Routing End Date:

Submission Number: 1

On the Proposal Routing
window, click on the
"Reject” button. This will

open the Proposal Rejection

window (below).

: upn o ” g Routing
CIICk on th € ReJ eCt bUtton ‘ B'& (00000001 ) TRAIMING CLIENT APPROVAL MAP

; (SOM) SOM ORA Approval
et (17043000) Neurology approval map

Sequential Stop 1

|/% frnonteil Monteiro de Castro, Fernanda Waiting for Approval
&%‘ niohns135 Johnsan, Micole ‘Waiting For Approval
&%‘ emorthol Marthale, Ellen P ‘Waiting For Approval

Johns Hopkins University July 2011 9



The Proposal Rejection
window opens:

Insert comments (required), add
attachments (if necessary) and
click the “Reject” button to
finalize the rejection.

Comments appear in the notepad
and rejection notifications.

TIP: comments should be
meaningful — not: “See email,” or
“Per telephone call.”

Note the change in status for the
approvers in Sequential Stop 1.
There also is a red “X”

at the approval node at which

the rejection took place.

Click the “Close” button
to return to the proposal.

Close the proposal.

Proposal Rejection

Confirm your Rejection of the Proposal

Comments F\ttachr 1. Enter a descriptive \

Comments: comment explaining the
reason for the rejection, or
the required corrective

MeEasures.

Save & New ] [ MNew

2. Click on the
"Reject” button
to complete

the rejection.

E X

[ Cancel |

History Details

Routing Start Date: 2011-02-16 07:43.16.0 by Morthole, Ellen P
Routing End Date: 2011-02-18 07:45:04.0 by Morthole, Ellen P

Submizsion Number: 1|

X

@ Routing
=% (00000001} TRAINING CLIENT APPROYAL MAP
= ﬁ (SCM) SOM ORA Appraval

------- » @l 17045000 Meurology appros

val map

Click on "Close" to
return to the
proposal.

Previous

Close

Sequential Stop 1

A fmorteit Monteiro de Castro, Fernanda Rejected by other Z116/11 0745
§\ njohnz15 Johnson, Micole Rejected by other 2116/11 0745
& emartho Morthols, Ellen P Rejected 211611 07:45

File Edit Action Maintain Departmental  Admin  Central Admin Report  Window  Help
| O m| 2B & |ve|o8] kw22 2w |8 0|8 l|;§| SEEIET

Click on the "Close" icon to
return to the proposal list.

LRI ER =N TE] e

E.d Proposal Details - 00017223

Propozal |Organizaﬁon Mailing Info | Investigatar | Key Person | Special Review || Science Code | Cther

Other functions within this window are described in “General Function Descriptions.”
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Routing Window Additional Functions

Follow the steps for Opening the Proposal Routing window.

Bypass:
The “Bypass” button is dimmed as this is a research administration function only.

View Routing:
In the Routing Pane, click on the + to expand the approval group.
View Comment:
Click on an approver’s name to highlight. If there is a comment, it is displayed in the lower pane comment tab.
View Attachment:
Click on an approver’s name to highlight. If there is an attachment, it is displayed in the lower pane attachments
tab.
Show Previous Submission:
Coeus retains the routing history of each proposal. If a proposal is rejected for corrective action, the routing path,
approvals, comments and attachments are saved for each submission round. If the proposal has been routed after a
rejection, you will see a “Show Previous Submission” button on the Routing window (below).

Click on the “Show Previous Proposal Routing X
H H ”
Submission” button to open the Routing Start Date: 2011-02-15 13:24:31 0 by Morthole, Ellen P
History Details window. Routing End Date:
Submission Humber: 2 [ Show Previous Submission ]
@ Routing Approve

=% (00000001) TRAINING CLIENT APPROYAL MAP
- (SOM) SOM ORA Approval

Bypass

Close

il

el "“?ﬂwm\ M—h*AMM‘-_\_?w PR

History Details [g|

Routing Start Date: 2011-02-15 11:44:40.0 by Morthole, Ellen P -
Routing End Date reflects when the
Routing End Date: 2011-02-15 11:56:32.0 by Morthale, Ellen P proposal was rejected and by whom.

Submission Number: 1

@ Routing

B-@ (00000001} TRAINING CLIENT APPROYAL MAP

-8 (SOM) SOM ORA Appraval
b @l 17042000) Meuralogy ap na

The red "X" reflects the node at
which the proposal was rejected.

Sequential Stop 1

A tmanteit Monteiro de Castro, Fernanda Rejected by other 2/15/11 11:56
& niohnz15 Johnson, Micole Rejected by other 2/15/11 11:56
emorthol Morthole, Ellen P Rejected 2/15/11 11:56

Comments and attachments may be
viewed: See "General Function
Descriptions” for instructions on viewing.

Comments | Attachments

kest =]
B Ne— ._W\A‘Yr-“_\__r--\‘“-n.w_ S ""“-—-\nwﬂ--u-uh “"'-"‘ B bbbl
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History Details Additional Functions:

Previous:

Allows viewer to display prior submission number.

Next:

Allows viewer to view next submission number.

General

Function Descriptions

The following actions may be available in the Routing, Approval and/or Rejection windows. No matter where the button
appears, the functions are the same:

Close:

Closes the window without finalizing any action.

Comments:

Comments: Insert a comment in the “Comments” box. When you click the “Approve” or “Reject” button,
the comment will be saved with the record.

Save & New: Allows you to make multiple comments. Each comment will appear on a new line in the lower
pane.

New: Offers to save the comment or clear the pane.

Modify: Allows you to update an entered comment.

Delete: Removes an entire comment.

View: Use this icon to view the full comment.

Adding Attachments:

Select the tab to open the Attachments pane to Add and View uploaded files.
Enter a description in the “Description” field (required).

e C(Click on “Browse” to locate the file.
e C(Click on “Add” to upload and save the file. The file is added to the lower pane.
e Repeat steps for multiple file uploads.
Removing Attachments:
e Select the file to highlight.
e C(Click on the “Delete” button.
Viewing Attachments:

Click on the icon to the left of the desired file
A pdf file will open in a new browser window, or you will be prompted to save or open the file.
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Data Override:

As an alternative to rejecting a proposal for a minor change or correction to a data field, Research Administration can
perform a data override. To see which data fields are editable, from the menu choose Admin>Code Tables>Proposal
Development>Proposal Dev Editable Columns.

£.d4 Code Table Maintenance

@ Code Tables Column Hame
[ @ Awards

#- g Proposals
= @ Proposal Development CFDA_MUMBER

Abstract Type COMTINUED PR
Budget Category

Dearee Type CREATION_STATUS
Location Type CURREMT _&WARD
Marrative Types
Walid Matrative Types
Person Table Editable Columns DEADLINE_TYPE
Persan Document Type MAIL_BY
Proposal Dey Editable Columns

Proposal Hierarchy Child Type

BWARD_TYPE_CO

DEADLIME_DATE

Open the “Approval in Progress” proposal in display mode. From the menu, choose Edit>Data Override:

File B8 Action Maintain  Departmental  Admin Central Admin Feport Windomw  Help
Narratve... R B O REEE R ENEE!

% OEEEEEENEREE

Yes Mo Questions. ..

Questionnaire, ..

Prog  Proposal Roles...

nvestigator | Key Person | Special Reviews | Science Code || Cther
Abstracts..,
Proposal Personnel, ., 017228 Status: | Approval In Progress Pr
Motepad. ..

04911 7 COGMITIYE MELROLOGY

fectionism and underachievement in profoundly gifted students

Medusa Chrl+mM

Start D ate: | 01 -M=y-2011 |

Propozal Type: pew

‘nM“‘q‘WM — — m‘_\_rﬂmﬂﬁ

The Proposal Data Override window will display the available columns that can be edited:

Proposal Data Override
Data Overrides for Proposal 00017228
Column that can be Overridden Dverriden Data for column Anticipated Award Type

0ld value Mew value Comments

Award Mumber
ElcFos Mumber
[FlDeadine Date
Deadline Type Change
Funding Oppartunity Mumber

Cancel

it Mail B Sl o b o - i, A, et i st s - sambi - - s B b
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Highlight an item from the left column, “Column that can be Overridden:” (Default focus is the first item on the list.)

Proposal Data Override ,
- Comments are optional.
Data Overrides for Proposal 00017228

Column that can be Overndden Owverniden Data for column Title ——

4, Click "OK" to save
the override.

E]Funding Opportunity Number # | .. DOWd value New value Comments
Elnei By 1 Ferfectiunism and underac?| ‘ I
[ElMail Type Cancel to close

with no action.

[E1MSF code
Nu:ltiu:e of Opportunity
Organizatian ID code
Original Institute Proposal
F‘erfarming Orgranization code
F‘rime Sponzor Code
Pru:uposal Type
Sponsnr Code
Sponsnr Proposal M
Slatus
Suhcorrtract

3. Enter the new value.

2. Click the "Change"
button to insert a line in the
"Owverridden Data" pane.

1. Highlight the item you
wish to change.

Proposal Data Override

Data Dverrdes for Propozal 00017228

Column that can be Dverdden Dverriden Dal:
[1]Funding Cpportuniy Humber A . OM va
[Fmon Ery
Elﬂu Typs
[FMsF code

The “Drill Down” icon identifies items that have been [Mctice of Opportunity

overridden. Select the icon to view the details: [Dorganization 0 code
[Mewignal institute Propossl

[ClPertorming Crgranization code
[[Prime Sponsar Code

This kcon identifies
fields that have
been overridden.

The red background in the
Proposal Number field indicates
that Data Override has

been performed.

Open the Data Override
window to view the change log.

Red highlight
indicates a field has
been overridden.

Start Date: | 01-May-2011 I

Proposal Type: jew |

. Aﬂrtify Type: bstr:ﬂiun v | i :
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Notification of a data override action is sent to the Aggregator(s) of the proposal.

Title for proposal 'ooo17211" has been ch

Final Proposal Approval

anged to Education initiatives to address PG.

Approvers with the Proposal Submission Role:

The optimum end result of the Proposal Approval cycle is a proposal status of “Submitted.” Approvers at the top of the
approval routing hierarchy with the proposal submission role can complete the full submission cycle. After approval,

the proposal will update to “Submitted,” allowing Coeus to generate an Institute Proposal Number (or sequence).

To Approve and update the proposal status to “Submitted,” select “Approve” in the Proposal Routing window:

Proposal Routing

Routing Start Date: 2011-03-11 09:31:06.0 by Marthale, Ellen P
Routing End Date:

Submission Number: 1

X

ALERT:
Do NOT use BYPASS
if you are the Final Stop!

g Routing
=

(00000001 ) TRAIMING CLIENT APPROYAL MAP
- - & {JHSPH) Denise Sparks Approval Map
o B (16030000) Health Behavior and Society Departmental Approval

Proposal is ready for approval at
the final approval stop.

Sequential Stop 1

A Coeus alert window

will open to confirm that an
Institute Proposal Number
has been generated.

Click “OK” to close the alert.
If the proposal is not a Grants.gov
candidate, an alert window

will be displayed.

Select “OK” to proceed.

/gtschlen Schleicher, Timothy M ‘Waiting Far Approval

S\ emorthol Morthole, Ellen P ‘Waiting For Approval

S\%‘ rachult? Schulkz, Ronald ‘Waiting For Approval
el s ottt At Pt iy J A SRR

Approve

\i‘) Institute Proposal 09062300 has been generated

@ Thiz Proposal is not Grants Gov candidate

et g n
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The Proposal Details window will update to reflect “Submitted” status:

&I Proposal Details - 00017128

Proposal |Organization hailing Info || Investigator | Key Person || Special Review | Science Code | Cther

—
Propozal No: | 00017128 | G{alus: | Submittecd ) Proposal Hierarchy: 3 Namative: % Budget: o
—
Lead Unit: | 16035000:HBS - CENTER FOR COMMUNICATION PRt Crae |
ks ans ,Mkﬂﬁafgmhwiwﬁnﬁwm = i iodinn s Ao, R o ata e oo, At I s annt et IR,

This completes the proposal approval cycle for Approvers who have the proposal submission role.

Approvers without the Proposal Submission Role:

Following the selection of “Approve,” a Coeus alert will notify the user that they are not authorized to submit the
proposal to the sponsor.

- The proposal has successfully completed its approval cycle and is ready to be submitted to the sponsar.
1 ) You do not have the proper authority to submit the proposal ta the sponsor.
Pleaze notify the appropriste person to subenit the proposal

Select “OK” to close the alert:

i ) The proposzal status has been set to "Approved'

The proposal status is set to “Approved” rather than “Submitted.” No Institute Proposal number is generated and the
proposal cannot be submitted to Grants.gov by this approver. In order for the proposal to be submitted to the sponsor,
another approver with the proposal submission role must be mapped in the final approval stop. If a user that is not in
the final approval stop submits to sponsor, the proposal will update to Post-Submission Approval status.

Resolving a Proposal from “Approved” to Submitted Status:

An “Approved” proposal must be submitted to a sponsor by an authorized approver (an existing, mapped approver with
the proposal submission role).

File Edit Maintain Departmental 4

@ J Approval/Rejection. ..
L2

Subrmit ko Sponsor

The approver must locate and open the
approved proposal. From the menu, select
Action>Submit to Sponsor.

(Grants. Gov
Yalidation checks

Select Approval Map...

- ‘.Print Eertificg.t"oni:* _ i
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From this point, the steps are the same as for typical submissions for users with the proposal submission role (see
above). A Coeus alert will open confirming an IP number was generated. Select “OK” to close the alert. If the proposal
is not a Grants.gov candidate, a Coeus alert will open. Select “OK” to close the alert.

Submitting to Grants.gov:

Once a proposal has been successfully approved and generated an Institute Proposal number or sequence, if a valid
Funding Opportunity number is present, the grants.gov submission details window will automatically display to facilitate
submission to Grants.gov.

***|f the link to Grants.gov has not Select an Opportunity X
been made, the Select an Proposal Number: (0002754 CFDA Number:
Sponsor: Z00865 : MATL INST OF HELLTH Opportunity Id: p4.-07-070

Opportunity window will

appear first. Once linked,

the Grants.gov Submission
Details window will display.

Opportunity Ild  Dpportunity Title CFDA Number Competition Id Starting Date [
PA- o 20 1]

Select the correct opportunity (if
more than one is present).

4 | >
Select ”OK” tO proceed tO Schema URL: hitp: dapply07 arants. goviapplyiopportuntiesischemas fapplicantoppP A -07-07 0-cid ADOBE-FORMS- 4 xa:
SumeSSIon Instruction uRL_hﬂp:.l’fag]glyo?.grants.gov.l’aQply;.l’op]gortun'rties.ﬂnstrucﬁ0ns.l’op]gPA-D7-D?D-cidADOBE-FORMS-A-inS{rud\on

Prior to submitting to Grants.gov, the following items should be reviewed for accuracy and whether they are
appropriate:

Grants Gov Submission Details E‘
- Proposal Number : 00001654
o ppo rtun |ty Ta b: Sponsor - 300365 : MATL INST OF HEALTH
. f h b .. Opportunity | Forms | Submission Status
1' Verl y t € submission type Funding Dpportunity Number: | PAR-AA-RO1 |
P 1G.g ATOY and MIH Ext-UAT Test OPT-OUT FOA (ROL Delete O tunity
2. If Revision, select type. If ety T o AT R o1 | ot Opporturity
|
”Other," a fleld W|” dlSpIay Submission Type: | Application ~]| —
. Submission End Point : 2007 End Point v
for a text explanation. e o —
3. Review opportunity details: G O eiesse tiragn © btber spoeiy]
() Decrease Award () Decrease Duration
a. CFDA Number
HY CFDA Number : | Competition Id - | ADOEE-FORMS-A I [—}
b. Competition ID mber: [5338] [FocsErormss Cloze
Opening Date : | 11-Dec-2008 12:00;00 M | Closing Date : | 11-Dec-2010 12:00:00 AM |
c. Opening/Closing Dates Schema URL : fitp:i07apol crents covlapphopgortuntiesish R
-cfda93. 389-CdADOBE-FORMS-A. xs5d
inn Pans - Dtto:fiat liy.grants.qov/apphsfopportunitiesfinstructions foppPAR-AA-RO1- o
< |
iSelected 2 out of 4 Available Optional Forms

Opportunity| Forms | Subrnission Stakus
Forms Tab: Form Name Mandatory | Incl._.
1. Review Mandatory and
. PH5398 Cover Page Supplsment Y1-1 fvvailable
Optional Forms
P PH3398 Research Plan ¥1-1 Awailable
2. Note: Forms must be RR. K&y Persan Expanded ¥1-1 Awailable
Available to be eligible for RR Other Prajects ¥1-1 tvailable
Coeus S2S submission RR Performance Site 1-1 Awailable
3. To Print: click on the form RR SF 424 ¥1-1 Available
name to select, then PHI398 Caver Letker Y1-1 O [0 |Awailable
7
Wyttt PHS398 Modular Budget v1-1 O [0 |available
select the “Print” button. R Budget VL1 = T et
RR. Subswiard Budget v1.2 O [0 |available
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Oppaortunity | Forms | Submission Stakus
Submission Status Tab:

Received Date : Last KModified Date :
1. Information on this tab will Submission Status :
be updated when the Grants Tracking Id -
proposal is submitted to Agency Tracking Id :
Grants.gov. Notes :
Attachments

Once the submission to Grants.gov is complete, a prompt box will confirm the submission. Click “OK” to close.
Information on the Submission Status Tab will update as the proposal moves through the process at Grants.gov.

Received Date: timestamp of the Grants.gov submission
Last Modified Date: timestamp of the last polling update from Grants.gov
Submission Status: displays the processing status at Grants.gov. Select the ellipsis button next to
the field to view expanded comments related to status.
Grants.gov Tracking ID: displays the Grants.gov assigned tracking ID.
Agency Tracking ID: displays the sponsor’s assigned tracking ID, if the sponsor returns that data to
Grants.gov.
Notes: displays explanation of current submission status.
Attachments: lists the Narratives and other uploaded files submitted with the selected forms.
Refresh: select to request updated status in advance of the automatic Coeus polling update.
Print: print function works only on the Forms tab.
Close: select to close the window.

Below is a sample of a submission status detail:

Submission Status ;| Rejected with Errors G

Grants Tracking Id ;

E Submission Status Detail

Agency Tracking Id : ejected with Errors: The Closing Date of the grant opportunity for swrhich you have i
MNotes Japplied has already pazsed and the grantor agency i no longer accepting
Bpplications.

it i agaeteae. et VS e e

Notification of a proposal submission to sponsor action is sent to the Aggregator(s) of the proposal:

The proposal coo1g858 has been approved by your Research Administration/Sponsored Projects
Office. The Institute proposal number is 11106570

Change/Corrected Submissions to Grants.gov

The following steps should be considered when preparing a Coeus proposal for submission as a Change/Corrected
application.

Sponsor Proposal Number: This field must be filled to populate the Grants.gov form. The prior Grants.gov Tracking ID
number may be required. Special care should be taken in providing the correct format of the tracking
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number. Many resubmission and Renewal submissions to sponsors, NIH for example, use a specific
number format: instead using something like CA123456 from the full: 1R01CA123456-01.

Original Proposal: The prior Institute Proposal number generated should be entered to support the approval process.

Proposal No: | 00001623 Stalus: | InProgress Proposal Hierarchy: 3 Mamative: || Budget: ||
Lead Unit: | 160351 00HES RESEARCH SPONS
Title: Risntorcemert Based Treatmert for Pregnant Drug Abuers

Start Date: | 01-042009 End Date: | 30-An-2014

e S— =

e N —
Anticipated Amard Type v
Sponsor: | 300670 (&) warLasT onoRUS ABUSE
Prime Sponsor- £

Sponzor Proposal No: | CA123456
Prograi Tite: F

Tom-Io-Sysiem Progrom Anrouncement

Original Propasal: | 05061234 B

otce Of Opporturity: Pres—
‘unding Opperturity Numbes: | PA.5S.RD1 ’ CFDA Humber:

= GR TS GOV*™ .
Agency Program Code: A v Agency Div Code

A e e rapr— P MR e S ey gro—emreem e

After Approval, in the Grans.gov Submission Details window, on the Opportunity tab, be certain that “Change/Corrected
Application” is selected as the submission type prior to clicking the submit button.

Sequencing an Existing Institute Proposal Record:

This function is appropriate only to Grants.gov Change/Corrected submissions. Care should be taken in entering
proposal numbers, as sequencing overwrites the information in the original proposal development record.

Coeus can link a series of approved proposal development records to a single Institute Proposal (IP) record, such as with
the submission of a Grants.gov Change/Corrected application where the corrected items do not substantially alter the
proposal, and therefore don’t require a new review cycle.

et T e e m e T T T e

To generate an Institute Proposal sequence for a Propasal Type:
Change/Corrected submission to Grants.gov, the | Aty Type
proposal development record must contain a Sponsor AlpldAws:TW ::Un;s B AT RS OF HEALTH
Proposal number. The Sponsor Proposal Biihel3 ponsor s
. .  sponsor Proposal No: D)
number required may be the prior e ;
Grants.gov Tracking ID or, for NIH, the IC and 1
serial number pre-assigned to that resubmission. e SRRt s st e i
Select “Approve” from Institute Proposal Number E|

the routing window.

If the conditions have been met for IP
sequencing, the Institute Proposal
Number window will display:

IF you know the onginal proposal number:

Erter the original proposal numkber:

If you do not know the onginal Institute Proposal number:
To generate the sequence, enter the

IP number from the prior approval
in the field requesting the

Generate a new Institute Proposal number,
(Choose this option only if you are sure there iz no Institute Proposal in the system)

Original pro posal number. Do MNOT generate a new instiute proposal number .
Use the search tool if necessary. (The proposal will not be submitted to the sponsar)

Click “OK” to generate the sequence
and close the window.
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A Coeus alert will confirm that a new
sequence number has been created.

1 ) A newy sequence number for Institute proposal 090521 24 has been created.

Use the Medusa tool in proposal details to view the sequence relationship: the PD is now sequenced under the IP

number supplied in the Institute Proposal Number

shown above.

E.d Medusa - Award, Institute Proposal and Development Proposal Links

View

e T,

O o N

00002737
16030000:HEALTH BEHAYIOUR, & SOCIETY

01-Jul-2009

Fiesubmission

303586

Proposal No:

{+) Proposal ~> Award Lead Unit:

Start Date:

) Award > Proposal oo

=1 oans2124

T 00002678

| Z"DIIIJ?ES? Proposal Type:

o =J00002737 NSF Code:

Sponsor:

Prime Sponsor:

Sponzor Proposal No

: CAL1I7TS97
Y

Generating a New Institute Proposal Number:

Follow the directions for sequencing an Institute Proposal number.

In the Institute Proposal Number window, check the box to generate a new number, and then select “OK” to close this

window. This will not generate a sequence.

Status: Subemitted

End Date: 30-Jun-2011

MicroRMAS in curcumin-induced prevention and suppreszsion of esophagesal cancer

Activity Type: Crganized Research
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