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SIMS Do

cumentation - Organization

Overview:

This document is intended for OSP staff and users in other offices that have the ability to
do data input. It assumes that you have reviewed the SIMSreports Users Manual and
available SIMSbudgets documentation. Please have your computer set appropriately as
outlined in that document. This document only addresses input procedures; other
SIMSreports and SIMSbudgets features are outlined in the User's Manual and other
documentation.

NOTE: Note that what was referred to just “SIMS” previous will now be referred to as
SIMSreports.

Although there are several ways to access Proposal, Negotiation, and Award managers
in SIMS, this document will access these modules from the log-on page. Other ways to
access these modules are outlined

Sections of the Manual

SIMS
Navigation

This manual covers entering proposals via SIMSbudgets and the four modules in
SIMSreports that allow user input — Proposal Manager, Negotiation Manager, and Award
Manager. List Maintenance Manager instructions will be included in another document.

SIMSbudgets

SIMSbudgets is the latest addition to the SIMS product. This program can be used by
units/colleges to create budgets or just to enter PIAF data electronically for submission to
OSP. Budget creation will not be covered in this manual since OSP staff will not typically
use this functionality.

Proposal
Manager

The Proposal Manager maintains a running log of all proposals that are submitted by
Penn State. Proposal Manager is populated with information that is submitted through
SIMSbudgets. Proposal Manager information is then used to populate the negotiation
manager when an award is received.

The Basic functions of the Proposal Manager are:

e To provide access to proposal information that can be sorted by PI, department,
or college.

e To access Faculty Credit information.

Negotiation
Manager

The Negotiation Manager maintains a running log of all activities associated with the
individual grant- and contract-related documents (including RFPs and non-financial) in a
database that the research administrators can access using the Web. This reduces the
need for phone and email communications between research administrators and
negotiators in Sponsored Programs since status can be checked in SIMSreports.

The Negotiation Manager fulfills two basic functions:

e |t permits negotiators in Sponsored Programs to maintain an electronic log of
negotiation activities.

e |t provides access to project histories (for example, award records and amendments
relevant to the subject negotiation).

The Negotiation Manager accesses only those records for which awards have been
received and have reached (or passed) the negotiation phase.

Award
Manager

This is the last step in the award process in SIMS. This module allows the completion of
data input to create the Statement of Award.

SIMSbudgets
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SIMSbudgets — Navigation

Overview: This is an overview on how to navigate within SIMSbudgets. More detailed information
regarding functionality will be covered in later sections.

Logging In

Go to URL/ Using Firefox as your browser login to SIMSreports using your Penn

Login e State WebAccess Password and ID:

Access Access SIMSbudgets from the applications menu.

SIMSbudgets

SIMShudgets will appear in a new browser window when
selected.

Award Manager

Creating & Editing Budget Records

Create a Click on “New Budget” to start a new Proposal.
gﬁ\g/ et SIMSbudgetﬂDeuelopment]
9 PIAF BUDGET LINE ITEMS BUDGET SUMMARY
Mewy Budget I
Save Once you complete the PIAF Page 1 Page, save the proposal by clicking the “Save”
Proposal button. The program will not let you save unless all necessary fields are complete.
Save |
Editing an To edit an existing budget, type in an existing OSP Number or College Proposal ID No.
Existing and click on the “Find Budget” button on the top menu:
Proposal ,
_ SIMSbu dgetS[Deuelopmem]12345 Find Buget w Budget | Logout |
ml PIAF BUDGET LINE ITEMS BUDGET SUMMARY
Read-Only Page 1 of the budget will display in read only mode when you first access it. The fields
View will be grayed out and you will not be able to type in the fields:
Edit Click on the “Edit” button to begin editing an existing proposal. Some fields may not be
Proposal editable once you save the PIAF Page 1 and/or begin entering budget line items.
Exlit
Edit-Mode When you begin a new proposal or start to edit an existing proposal, the data fields that
View are editable will have white (editable) or yellow (mandatory editable) background colors.
Menu and Field Types
Menu Each budget has a menu that will allow the user to see in which portion of a record that
they are currently working:
FIAF BUDGET LINE ITEMS BUDGET SUMMARY
PAGE 1 PAGE 2 PAGE 3 NOTES CENTERS PROGRAM AREAS KEYWORDS REPORTING PARAMETERS
The top line is the main header. If highlighted gray, the items underneath are sub-
categories of that header.
Text Input Input data into “text input fields” by typing free form text into the field. Text input fields will
Fields be white or yellow fields (when in edit mode) that do not have icons to the right of the field
boxes.
SIMSbudgets Page 4 of 39
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Menu and Field Types (continued)

Data Picker
Fields

i

The date picker (calendar icon) functionality displays a calendar that will allow date
choice in the appropriate format. If “Today” is selected then the current date is inserted
into the date field. Once you have the correct month and year on the calendar, click on
the correct date to select it:

Popup Date Pioker |
May 2006
[T<<1 [121 | [Todayl [[>] [[z21 || [<<] Back one year
Sun ton [Tue [Wed e Fri [sar |l =1 Back one month Note: If you decide that it is easier and
- quicker to type in the date, the format should
L 2 3 2 5 I8 be MM/DD/YYYY.
7 g El 10 |11 |1 13 [>>] Forward one year
14 |15 |1 |17 |18 (|15 20 [>1 Forward one month
21 ||22 |23 |24 |25 [[26 ||27
28 |23 30 31 1 2 3

Lookup / “Lookup / Verify” Fields will look like normal text input fields, but will initially have a
Verify “lookup” icon to the right (magnifying class over a piece of paper). This icon is used to
Fields search the SIMSbudgets database for values that may match the value that you have
typed into the field. For instance if you type in the Last Name “Smith” in the Principle
by Looku Investigator field, it will bring up a list of all people with the last name “Smith” from the
P database. Click on the correct entry to input it into the field.

ET Verified Note: Once a value has been selected from the lookup function, the field is “Verified” (lookup icon
becomes ared checked checkbox. This eliminates the possibility of users entering the same
names, departments or sponsors with typographical errors or in different formats.

Radio If a field contains radio buttons, only one selection in the grouping can be made. For

Buttons instance in F&A Basis, you must choose only one from MTDC, TDC, Total Amount and

%WDC gmmmwm Other. Clicking on another radio button in the field will negate your original selection.

TDC Other
Check Box If a field is a check box, it will either be checked or not checked. Usually if you see a

[ official Budget

group of check boxes together, they will function independently. Meaning each one can
either be checked or unchecked regardless of each other. The only exception to this is
the “Submitted by” field. Only one selection can have a check. If OSP is selected then
College/Unit cannot be checked at the same time and vice versa.

Conditional | Some fields are only editable and/or mandatory based on your selections from other
Mandatory fields. For instance if you choose “New Proposal” for Type of Submission, then no other
Fields entry is needed and all the fields in the row remain inactive. However, if “Resubmission”
is selected, then you must enter a previous College ID or OSP number in the next field.
-T\,fpe of Submiszion [(Select One) Previous College Unit IDA2SP Mo, If not neswy, list Current Grant, Contract or PSU Account Info
ONew Proposal OContinuation OSuppIemerﬂ I fl
O Grant Transfer O Reneweal (:} Resubmiszion
ORevision
Saving After you enter data you can save the new information in your proposal by clicking “Save”
Data if it is a new proposal or “Update” if you have changed information in an existing proposal.
&l SIMShbudgets will let you know if you have missed mandatory information or entered data
in an incorrect format.
_ Update |
S|MSbudgets Page 5 of 39
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SIMSreports — Navigation

Overview: This is an overview on how to navigate within SIMSreports.
Logging In
Go to URL / D Using Firefox as your browser login to SIMSreports using your Penn State
Login password [ WebAccess Password and ID:
Icons
The “glasses” icon that will appear on the upper right hand corner of “Manager” windows
6‘& indicates that the record is “Read Only”
Read Only
o The “Pencil icon that will appear on the upper right hand corner of “Manager” windows
g s indicates that the record is editable and data may be entered on the page in allowable
fields.
Editable
The SIMSreports “Magnifying Glass” icon indicates that the field is a “lookup field”. When
this icon is displayed in front of a field, click on it to find a correct entry for the field. For
example, try typing in “Smith” and then clicking on the icon. A pop-up window will be
Lookup X : : . A . . X
displayed with a list of all faculty members with “smith” in their name along with their
department affiliation.
When this icon is displayed in front of an entry field, you can use the calendar feature to
112 select dates. Click on the icon and a calendar will appear where you can click on the
appropriate date for that field. The default is today’s date. Click the desired date you
Date Picker | would like inserted. By clicking on the arrows on the bottom you can navigate the
calendar ahead by a month or a year. Click close when the desired date is selected.
| 3 Colendar - =10l ]
| 1 Today’s Date
A 5u (Bon | Tue Wed | Thu | Fri 53
(12 [3]e[s e [
8 2 110111 12 13 18 |} Wove by one month
is (16 (17 |18 |13 |20 |21
22 |23 24 25 26 27 & M Move by one year
U
SIMSbudgets Page 6 of 39
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Navigating Proposal Manager

Overview: There are many ways to access Proposal Manager. It can be accessed from the
applications menu, from other managers (negotiation and award modules) within
SIMSreports and from SIMSbudgets. This is an overview of various methods of
accessing Proposal Manager
From the From the SIMS Welcome page, mouse over “Applications” to get menu selections. Select
Application “Proposal Manager”.
s Menu: PENNSTATE , Al 4
] B Pevrae o S
Serving the Penn State Research Community
Applications p» e
Funding Inform jFymmms
Research AdmijiEsiia=
Proposal Manager
Staff Document Slms?uggm F
1zam U.S. Depa Megatiation Manager
U.Z. Depard Avvard Manager E
OSP4 Deadline I
115232 Unknawn S
From From the SIMS Negotiation Manager or Award Manager click on the blue “Proposal” link
Negotiation on the top right hand side of the manager window.
or Award
M an ag er: INFORMATIOMN ACTIVITY DOCUMENTS
Propossl | Awsard
NEGOTIATION MANAGER - Browse Record
Record List Quick Query
Log Mumber OSP Mumber College/Unit 1D Proposal Recsived Motice Recsived
Sponsor Action
Prime Sponsor Federal Flow Thru Al133 ARRA
Primary Investigator Amount
College Start - End Date
Cepartment Function
Award Type Award Mumber Other Award Mumnber Info
Title
Team Affiliation Staff Assigned
Curmrent Status
SIMSbudgets Page 7 of 39
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Components of Proposal Manager

Proposal ©) hitps://dev.sims. psu.edu - SIMS Proposal Manager - Mozilla Firefox
Manager
Record: Hegotiation | fuward 6-&
PROPOSAL MANAGER. - Browse Record
History List Forms Quick Query
O5%F Number CollegefUnit 1D Solicitation/RFP Agenoy 1D CFDA Humber
D11Dd19
Spansor Information Fropasal Processing (OSSP anly)
©Mational Science Foundation 09/15/2006
Frimany [nwestigator Received Submitted
DForstmeier, Kenneth G (Office of Sponsored Programs) Mone Mone
College Revized O5P Staff
Engineering Mone Helen Tyson
Depatment Deadline Function
Aeraspace Engineering MNane Research
Campus Subjects
Maone Mone
Title Type of Submission Anticipated Terms
sdfds MNews Proposal Mot Specified
Initial Requested Fdt
Initial Period Initial Requested Direct for anagement Fee) Initial Total Requested
07/01/2007 - 0B/30/2008 $100,000 §45,000 $145,000
Total Requested Faa
Total Period Total Requested Direct (or hianagement Fee) Total Requestad
07/01/2007 - 0B6/30/2008 $100,000 $45,000 $145,000
Last Update Information
09/15/2006 02:10:07 PM made by Emily Broking
This proposal is in transit
EM95-2006 Fenn State University
Al
Daone dev.sims.psu.edu (7 Adblock
Proposal The status of the proposal will be indicated in red at the bottom of the proposal manager
Status: window. In the above example the proposal is in transit:
This proposal is in transit
Statement By clicking on the statement icon the user can access the particular statement regarding
Icon: this proposal. A proposal statement is provided if it is not yet fully executed; once itis a
|D fully executed award, an award statement is shown.
Quick Query Quick Query allows the user to search for a different record.
Link to If the proposal is in or has completed negotiations, navigation to Negotiation Manager
other can done by clicking the blue “Negotiation Manager” link in the upper right portion of the
Managers: screen.

Mepotiation | Award

If the proposal has been fully executed, clicking on the blue “Award Manager” link in the
upper right portion of the screen will navigate to the award manager screens.

Link to Fact
Sheets:

@

Clicking on the “i” icons next to the sponsor or PI's name will link to Information Sheets.
Sponsar Information

DMational Science Foundation

Frimary Investigatar

iFarstmeier, Kenneth G (Office o

SIMSbudgets
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SIMSbudgets - Entering a Proposal / PIAF Information

Overview:

SIMSbudgets program is a tool to submit Proposal Budgets to OSP electronically. This
is an overview on how to fill out the PIAF Page 1 for OSP Office Staff.

OSP staff will enter proposals through SIMSbudgets when OSP is the submitting
authority and the college or unit submits their PIAF to our office via hardcopy. This step
is not necessary if the college or unit enters the proposal electronically via
SIMSbudgets themselves.

Logging In / Starting a New Proposal

Go to URL Using Mozilla Firefox as your browser go to the SIMS web
and Login: Username  |mxt10 site: http://www.sims.psu.edu
Password | Login to SIMS using your WebAccess Username and
Password. If you do not have an account email
[ Login | simsadmin@psu.edu for more information.
Applications Applications > ewsvsmm—" Access SIMSbudgets from the applications menu.
Menu — e e SIMSbudgets will appear in a new browser window when
Select selected.

SIMShudgets

wvard Manager

New Budget:

I Mewy Budget |

Click on New Budget to generate a blank “New Budget” Form.

SIMSbUdgetS[Deuelupmen‘t] Find Bucg a Mew Buclget I)_og out I
e

PIAF BUDGET LINE ITEMS BUDGET SUMMARY FORMS LIST MAINT

SIMSbudgets
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Blank PIAF SIMSbUdgeISV_1_1_2 Find Budget | New Budget I Log out |

Page 1 Form PIAF BUDGET LINE ITEMS BUDGET SUMMARY GRANTS.gov  LIST MAINT HELP
PAGE1 PAGE2 PAGE3 NOTES  CENTERS  PROGRAMAREAS  KEYWORDS  REPORTING PARAMETERS

PROPOSAL INTERNAL APPROVAL FORM

Ready for new budget record

Cancel I Save

Caollege Propasal ID Mo, OSP Mo, Budget Creation Date |:| Dfficial Budget Create Budget B Eampss
031 172008
GATOR DATA
Frincipal Investigator Froject Comrespondent
F| Notification Email Depatment’Subunit (Consetiumdinstitute/Center ety
College/Unit Motification Em ail College/Unit

Project Location/Building Hame:

Type of Project

O Research O Instruction O Outreach O Sendce (for Hershey use only)

Froject Title

Type of Submizzion (Select One) Frevious College Unit ID/OSP Mo. If not new, list Current Grant, Contract or PSU Account Info
ONew Proposal OContinuation OSuppIement i @ I

O Grant Transfer O Renewal O Resubmission

O Revision

Sponsor HName Submitted by

|:| Collegesnit

DDSP

Frime Sponsor

Number of Copies Sent orto be Sent:

LR A

Fragram OSFP Instructions
Sponsor Address
Deadline
hailing Date
ity State I i
I b DYES Due in Hands of Sponsor
EIF Code Country I :
Contact

Sponsor Protocol No.

CFDA No.
Total Project Period Number of Periads Applicable F & A Rates or Management Fee; F & A Basis
Begin | e I L I ¥ Cwe Owroe O otal amount L21alAmount F&A Rate

A i Or1oe O other

"Other' F&A Basis

I:llncludes Committed® Cost DCollegeJ’Unit iz Providing Cost Sharing (Responsibility of DCentraI iz Prowiding Cost Sharing (Documentation of

Sharing CallegelUnits) Commitment Attached)

*Committed Cost Sharing includes both mandatany (zponzor-required) cost sharing

and woluntary cost sharing committed in the propozal (zee RAGD)
REMAR R SPECIAL INSTRUCTIONS

University Cost Sharing (Check all that apply)

Cancel I Save

SIMSbudgets Page 10 of 39
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PIAF Page 1 - Ready for New Budget Record

College
Proposal ID
Number:

r’.nllege Proposal ID Mo.

After clicking “New Budget” a blank “New Budget” Form will appear and the cursor
location will default to the first available field which is “College Proposal ID Number”.
This is not a mandatory field. This number in the past has been used to identify the
proposal within a Department/Subunit until an OSP unit has been assigned by the
Office of Sponsored Programs (OSP). If you choose to utilize enter an alpha/numeric
combination.

SIMSbudgets will automatically assign an OSP number to the proposal upon saving,
so the College Proposal ID Number is no longer mandatory and/or necessary. The
field has been left in place in case the Department/Subunit will continue using this
field.

OSP No. When first creating a new budget you will note that there is a space labeled OSP No.
with no field or point of entry. This number will be generated when you first save
O3 No. PIAF Page 1. You can note the number once it is generated.
Budget This field will be auto-populated with today’s date. You can either change the date

Creation Date:

Budget Creation Date

Esasmus i

manually by typing in a date in the format MM/DD/YYYY or select a date from the
date picker by clicking on the calendar. Once the date is inserted tab or click to the
next field “Official Budget”.

Official
Budget:

Official Budget

The default value when you create a new budget for this field is not checked. All
proposals entered by OSP staff will be “Official”. If you tabbed into this field either
click on the box to check it or hit the space bar to insert a check mark.

Create Budget:

*Keep checked
to create
Uncheck if not
creating!

The Create Budget field defaults to checked status when you create a new proposal
within SIMSbudgets. OSP Staff Negotiators may create budgets. OSP Staff
Assistants may not create budgets.

On Campus:

On Campus
OR

|:| On Campus

The next field to complete is the “On Campus” checkbox. This field will default to
checked status. Select the option that is applicable.

SIMSbudgets
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PIAF Page 1 — Investigator Data

Principle
Investigator:

The first field to complete in the Investigator Data section is “Principle Investigator”.
This field is mandatory and must be verified in the SIMSbudgets database. To
complete this field, type in a portion of the PI's name and click on the lookup icon to
match the string to one of the names in the database. If only one choice is available,
it will automatically be inserted. Otherwise, a pop-up window will appear with either a
list of possible name selections or a message that no matching name was found.

If you cannot find a Pl hame for your proposal, email simsadmin@psu.edu to request
that it be added. We will ask you for all applicable information necessary to add the
name and expedite the process to avoid inconvenience.

BEFORE:

Principal Investigabor *Note the red check mark that appears next to the
4]  field. This indicates that the PI name has been

AFTER: verified and matches an existing name in the

Principal Investigatos database.

Fomn, Welisza L (SPNPROG-mir2E) =

Project
Correspondent:

After completing the “Principle Investigator” field, you will notice that the Project
Correspondent Field is auto-populated with the exact same information. The reason
for this is that the Project Correspondent is typically the same person as the Principle
Investigator. This field is present for the rare cases where the roles are filled by two
different people.

If you do need to add a different person, then highlight the name and hit delete on
your keyboard. You can then complete the field in the exact same way as the
“Principle Investigator” field.

Pl Notification
Email:

This field is filled in with the email address associated with the name inputted into the
“Principle Investigator” field. If the PI's email is already contained in the SIMSbudgets
database, then the field will be auto-populated with the appropriate email address. |If
this is not the correct email address, you can delete the one provided and type in a
new one. If no email address is available, then manually type in the correct email
address.

P Matification Email
l’nlr28@psu ey

Department /
Subunit:

The department Subunit field should be filled in with the name of the Department or
Subunit that is actually submitting the proposal. Type in part of the Department or
Subunit name and click on the lookup icon to select and verify the

Department/Subunit.
DepartmentsSubunt (ConsortiumdnstiuteiCenter etc)

F)ffic:e of Sponsored Programs

College/Unit
Notification
Email:

This field is filled in with the email address associated with the Department/Subunit
inputted into the “Department/Subunit” field. If the email is already contained in the
SIMSbudgets database, then the field will be auto-populated with the appropriate
email address. If this is not the correct email address, you can delete the one
provided and type in a new one. If no email address is available, then manually type
in the correct email address.

College/Unit:

The College/Unit is not an editable field. It will be auto-populated based on the
selection that was made in Department/Subunit. Every Department/Subunit is
automatically associated with the correct College/Unit. Any discrepancies can be

SIMSbudgets
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reported by emailing simsadmin@psu.edu.

PIAF Page 1 — Proposal Data

Type of
Project:

The “Type of Project” can be designated by clicking on one of the radio buttons to the
left of the appropriate project type. Only one selection is allowed:

'D Research {f} Instruction 'C' Outreach 'D Setvice (for Hershey use anly)

’T\ype of Project

Project Title:

Type in the Title of the project into this field. This is a freeform text field that can have

up to 200 characters.

Project Title

Ilomputer Instruction Technigques for Adult Learners

Type of
Submission:

“Type of Submission” is used to designate whether the proposal is new or of another
type. Only one selection is allowed. Click on the radio button to the left of the
appropriate selection. If the submission type is “New” then no further information is
required in the Proposal Data Section. However other information is required if the
submission type is not new. See below for illustrations:

New Proposal:
Type of Submission (Select COne)

(:} ey Proposal O Continuation O Supplement
O Grant Transter O Renewal O Resubmission
O Revisian

Continuation:

Type of Submission (Select One)
O Mewy Proposal (:} Continuation O Supplemernt
O Grant Tranzfer O Reneswval O Resubmizsion
O Revizion

Previous College Unit IDVOSP Mo,

If not mewy, list Current Grant, Contract or PSU Account Info

J

Previous College Unit IVOSP Mo,

If not newy, list Current Grant, Contract or PSU Account Info

J

Supplement:
ype of Submission (Select One)

O Mewy Proposal O Continustion @ Supplement
O crant Transter O Renewal O Resubmissian
O Revision

Previous College Unit I[DAOSP Mo,

If not mewy, list Current Grant, Contract or PSU Account Info

i)

Grant Transfer:
ype of Submission (Select One)

O Mewy Proposal O Continuation O Supplement
(%l grant Transter O Renewal O Resubmission
O Rewizion

Renewal:
M'ype of Submission (Select One)

O Merwy Proposal O Continuation O Supplement
O Grant Transter (% Renewal © Resubmission
O Revision

Resubmission:
M'ype of Submission (Select One)

O Mew Propozal O Continuation O Supplemerit
O Grant Tranzfer O Renewal {.‘} Resubmizzion
O Revision

Revision:
Type of Submission (Select One)

O Mewy Proposzal O Continuation O Supplement
O Grant Transter O Renewal O Resubmission
{:} Revizion

Previous College Unit IDIOSE Mo,

If not new, list Current Grant, Cortract or PSU Account Info

/)

Previous College Unit IDACSP Ma.

If not newy, list Current Grant, Contract or PSU Account Info

7]

Previous College Unit IDAOSP Mo.

| i

Previous College Unit IDAOSE ho.

!

If not newy, list Current Grant, Contract or PSU Account Info

If not newe, list Current Grant, Contract or PSU Account Info
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Previous
College Unit ID
/ OSP No.

If this field is required, type in either a College Unit ID in the first field or an OSP
number in the second field. Next, click on the lookup icon so that SIMSbudgets will
verify that this is a valid previous proposal. Once verified (red check mark in box icon
will appear), the record will be linked with the previous proposal:

Previous College Unit IDAOSP Mo,

5ONE tfiograz %]

If not new, list
Current Grant,
Contract or
PSU Account
Info

If this field is required, type in a valid previous grant, contract or other PSU account
information. This field, when available and mandatory, must be verified (for linking).
If not mandatory, free form text can be typed in without being verified.

If mot newy, list Current Grant, Contract or PSU Account Info
DMR-3612303
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PIAF Page 1 — Sponsor Data

Sponsor Name

Prime Sponsor

Program

Sponsor Name, Prime Sponsor and Program are fields that consist of the necessary
information to completely identify a sponsor. Only the Sponsor Name, however, is
Mandatory. Other Sponsor fields are not available unless the Sponsor Name is
entered first.

[Sponsor Mame

BN
BN
£V

Frime Sponsor

Program

Sponsor
Name:

The name of the Sponsor Name must be verified to match a Sponsor Name already
in the SIMSbudgets database. Type in a portion of the sponsor name and click on
the lookup icon. See Login & Navigation instructions if you need more information on
how to lookup and verify a field:

[Sponsor Mame
ational Science Foundation m

NOTE: Lookup and verification ensures that Sponsor Names are all entered in the exact
same way for accurate reporting later. For example, without verification, we could end
up with some records with the sponsor as NSF and others as National Science
Foundation.

Prime
Sponsor:

Once the Sponsor Name is selected and verified, the Prime Sponsor field becomes
available for use (not mandatory, needs to be verified). This field would be used in
cases where the Ultimate Sponsor (where the money coming from) is different than
the Sponsor to whom we are actually submitting the proposal. This may be the case
if Penn State is a subcontractor for a project for example. You use the lookup
function to choose sponsors already in the SIMSbudgets database.

Program:

The Program field only becomes available once the Sponsor Name field is completed
(not mandatory and does not need to be verified). Some sponsors may have specific
programs within their organizations that act as their own entity. You may type free
form into this field or use the lookup function to choose from Programs that are
already associated with the Sponsor you selected.

NOTE:
Verifying Prime
Sponsors &
Programs

It is always recommended that you verify Prime Sponsors and Programs. This will
ensure that names are consistent and make for more reliable reporting. If the
Sponsor or Program you would like to use is not already in the SIMSbudgets
database, we recommend that you email simsadmin@psu.edu to have it added.
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PIAF Page 1 — Sponsor Data (continued)

Sponsor Sponsor Address consists of three lines for the street address information, City, State,
Address ZIP code and Country. There are also fields available for Contact Name and CFDA
Fields: No. where applicable. All fields can be filled in manually with free-form text.
However, if you use the lookup icon, you can choose from a selection of addresses
that are already available for that Sponsor. If you choose from the lookup feature, all
these fields will be automatically populated.
Sponsar Name
'\Jational Seience Foundstion| %]
Pritne Sponsar
eN
Prograim
eN
Sponsor Address
EN
City State
W
IIP Code Country
Contact
A
Sponsor Protocal Ma.
CFDA Mo,
NOTE: The following address field instructions will assume that the information was
not already populated. If you used the lookup feature and the fields are already filled
in, skip the instructions.
Sponsor Type in up to three lines of street address manually if not already populated.
Address:
City: Type in the City Name manually if not already populated.
State: Choose a state from the drop-down menu if not already populated.
ZIP Code: Type in a ZIP Code manually if not already populated.
Country: This field will auto-populate with the value “United States” if a State is selected from
the drop-down menu in the “State” field. If this is an international address and the
State selection is not applicable, you can type in a Country Name manually.
Contact: Choose a contact from the lookup menu. If appropriate contact name is not available,
type in name.
Sponsor Sponsor Protocol No. can be manually typed into the field.
Protocol No.
CFDA No. CFDA No. can be manually typed into the field.
SIMSbudgets Page 16 of 39
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PIAF Page 1 — Sponsor Data (continued)

Submitted by:

*Not required to
save Page 1 but
is required to

“Submit to OSP”

This section identifies whether a proposal is being submitted by the College/Unit itself
orifitis to be submitted by OSP. Although these fields are not mandatory to save the
proposal, they are mandatory for actually submitting the proposal to OSP (porting the
data into SIMSreports). Different fields in this section are available and/or are
required depending on the selection you make:

Submitted by Submitted by

CollegeUnit ] Collegenit

Close ¥losp

Mumbet of Copies Sent or to be Sent: Mumbetr of Copies =ent or to be Sent: I
QISP Instructions: OSP Instructions
Deadline Deadline

hailing Date hailing Date
W
D Tes Due in Handz of Sponzor Tes Due in Hands of Sponsor

The first screenshot shows Submitted By College/Unit. In this case the rest of the
fields are optional. The second screenshot shows Submitted by OSP. If this
selection is made, you must enter the information needed for OSP to be able to
submit your proposal properly and on time.

Number of Type in the number of copies required to be sent to the Sponsor. This field is optional
Copies Sent or if no “Submitted by” selection is made or if College/Unit is checked.

to be Sent:

OSsP This field is only mandatory if “Submitted by” OSP is checked. The field is optional if

Instructions:

no “Submitted by” selection is made or if College/Unit is checked.

Deadline: This field does not have to be checked if no “Submitted by” selection is made or if
College/Unit is selected. “Yes” must be checked if “Submitted by” OSP is checked. If
“Yes” is checked, then either “Mailing Date” or “Due in Hands of Sponsor” must be
filled in.

Mailing Date / These fields are dependent upon one another as to whether or not they are

Due in Hands mandatory. If “Yes” is checked under deadline, then they both appear to be

of Sponsor: mandatory. This may be misleading. Only one or the other is actually required. If
“Mailing Date” is populated with a date, the “Due in Hands of Sponsor” is no longer
mandatory and vice versa. Note that although only one is required, both fields may
be used in any case. Fill these fields in with either the Date Picker icon or by
manually typing a date in the format MM/DD/YYYY.
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PIAF Page 1 — Budget Data

Budget Data The budget data section should have the fields below visible:
H I BUDGET DATA

F| e d S [Total Project Period Mumber of Periods  Applicable F & & Rates or Management Fee; F & 2 Basis
Begin E| I Q k) o DNJ’A O MTDE O Tatal Amount Total Amount F&2 Rate
Endl O1oc O other

"Other" F&A Basis
nitial Project Period Initial Amounts Total
Begin 8] Reguested Direct: | o Requested Direct | o
Erc [ 7] Reguested FaA: nReguested Faa: o
Reguested Fee nRequested Fee: o

Total Reguested: I 0 Total Reguested: I

Iniversity Cost Sharing (Check all that apply)
[ includes committed® Cost [ collegenit is Providing Cost Sharing (Responsibilty of || Central is Providing Cost Sharing (Documentation of
Sharing Collegenits) Commitment Attachecd)
*Committed Cost Sharing includes both mandstory (sponsor-reguired) cost sharing
and voluntary cost sharing committsd in the proposal (see RAG10)

o

* NOTE: If you are missing the “Initial Project Period” and “Amount Fields” you may
have forgotten to uncheck “Create Budget” at the top of the form.

Total and For the Total Project Period, the begin date is the day the entire ;ﬂe‘;'n"%
Initial Project project is proposed to begin. The end date specifies the last day of | | TR
Period — the last period of the total project life span.
Begin / End: - . S e ' .
The Initial Project Period is to be specified in these fields. This nitisl Project Period
begin date is the first day of Period 1. The end date specifies the F=gin p7 o1 2007
last day of the first period. Frd perocone [

*TIP: If your project only has one (1) period, then fill in the Initial Project Period dates
first. This will auto-populate the Total Project Period dates automatically.

F&A Rate and The fields that relate to F&A are combined in this section, since they are very much
F&A Basis: dependent on each other.

Although the next fields available when tabbing through are “Applicable F & A Rates
or Management Fee”, do not fill these out. First fill out the F & A Basis to see which
of these fields become editable and/or mandatory. Here are the different scenarios to
choose from (N/A, MTDC, TDC, Total Amount, Other):

MTDC:
Applicable F & A Rates or Management Fee; F & & Basiz
k- % Clurs Elmtoc O Totsl amoynt 19481 Smournt F&4 Rete
O1oc O other
"Other" F&A Basis
TDC:
Applicable F & & Rates or Management Fee; F & A Basis
® % (e Owmroc O Total Amourt  10tal Amaunt F&A4 Rate
Eite Oother

"Other" F&A Basis

Total Amount:
Applicakle F & A Rates or Management Fee; F & A Basizs
% | % [sa,. Owmroc @ Total amourt Total Amount F&4 Rate

O1oc O other

"Cther" F&A Basis

Other:
Applicable F & A Rates or Management Fee; F & A Basis

% | % (wsa. Omroc O Total amoyunt [0t81 Amaount F&A Rate

Otc @ other

"Cther" F&A Basis

NA:
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Applicable F & A Rates or Management Fee; F & A Basis

% | % ¥ine Omroc O Tatal smount  [0t81 Amaunt F&A Rate

Otpe O other ;
"Cther" F&A Basis
Initial / Total Input the “Initial Amounts” in the first IT=) A TS VE:] ,
. . Reguested Direct: o Requested Direct: o
Amounts column (dollar values for the first period _ _
. . Reguested F&A: nRequested F&A; o
only). Dollar values for the entire project , ,
der the “Total” in the second value. oo ofiss eemeTee °
go under ) Total Requested: o Totel Reguestec: o

Only Requested Direct is required to be
input, but if F&A and/or Fees are applicable they must also be inputted. The program
just does not prevent saving the record if they are not inputted.

*NOTE: The total values will be auto-populated with the same values from the “Initial
Amounts” column. If you are inputting a multi-period proposal remember to change the
values in the “Total” column to the appropriate values.

University Cost
Sharing:

The University Cost Sharing mirrors the same fields on the paper PIAF form. Check
any/all that apply.

niversity Cost Sharing (Check all that apply)
D Includes Committed* Cost |:| College/Unit iz Providing Cost Sharing (Responsibility of D Central iz Providing Cost Sharing (Documentation of
Sharing CollegeiUnits) Commitment Attached)

*Committed Cost Sharing includes both mandstory (sponsor-reguired) cost sharing
and volurtary cost sharing committed in the proposal (see RAG10)

Remarks or
Special
Instructions:

This section is reserved for any additional information that you feel needs to be
provided just as you can on the paper PIAF Form. You have up to 2000 characters of
free from text that you may enter. This field is only mandatory if “N/A” is selected as
the F&A Basis.

End of Data
Entry for PIAF
Page 1:

If you have gone through the previous steps, then you are done with the data entry
portion of the PIAF Page 1 Form. The PIAF Page 1 can now be saved and an OSP
number will be assigned.

SIMSbudgets
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PIAF Page 1 — Saving the Proposal

Save:

Save I

You may want to review the information entered one more time before you save
(especially if you are new to SIMSbudgets since some fields cannot be edited later in
this version — see cheat sheets for details). Click one of the “Save” buttons located at
the top and bottom right hand portions of the screen.

Successful
Save:

If you have all the mandatory fields completed that are necessary based on your
selections then the record will be successfully saved. You can tell that a record has
been saved by seeing a read-only copy of your PIAF Page 1 with a green message
across the top that says “Budget Information has been Recorded”. Also note that a
unique OSP No. has been generated and is now displayed under the label “OSP
No.” (See the OSP No. field below that has been circled in red).

sSIM SbudgetS[neuelopmeml Find Budget | New Budget | Logout |

PIAF BUDGET LINE ITEMS BUDGET SUMMARY FORMS LIST MAINT
PAGE 1 PAGE 2 PAGE 3 CENTERS PROGRAM AREAS KEYWORDS REPORTING PARAMETERS

PROPOSAL INTERNAL APPROVAL FORM

Information has been Recorded

Eclit
Key |

KCollege Proposal ID k. Budget Creation Date e

Official Budget Create Budget On Campus

INVESTIGATOR DATA
Principal Investigator Project Correspondent

'ohan, Melizsa L (SPNPROG-mIr28) Florhan, Ali (CHE-)

Pl Matification Email Department/Subunit (ConsortiumAnstitute/Center etc)
Ir28@psu edu pffice of Sponsored Programs

College/Unit MNotification Email CollegeUnit

snEnsU edu [Research- Cther

Unsuccessful
Save:

SIMSbudgets will warn you if you missed entering mandatory information. For
example, you could get a message that looks something like this:

hitps:ffdevbud.sims. psu.edu

?\ This operation is prevented For the Following reasonis):
—=— "Other"F & A Basis (since "Other" option is selected) is Required,

In the above example, “Other” was selected as the F&A Basis, but no description was
entered in the mandatory “Other” field. Depending on what is missing, the message
will be tailored to let you know exactly what needs to be done in order to successfully
save your record.

Sometime you may have another type of error however. For instance, the College
Proposal ID No (if used) must be unique. If you attempt to save a proposal that has
all the necessary information filled in, but uses a College ID No. that was previously
used, you will get an error message like this:

PROPOSAL INTERNAL APPROVAL FORM

Cancel | Save
OSP No. Budget Creation Date Official Budget [ creste Bucget On Campus Key

an 3008 [

ollege Proposal ID Mo,
U127
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PIAF Page 2 — Special Review Checklist / Disclosures & Assurances

Navigate to Once you have saved a new proposal or located an existing one, you can access the

Page 2: PIAF Page 2 by clicking on the blue “Page 2" hyperlink on the menu (under the PIAF
header).

SIM S budgetsiooviopment A

ITEMES BUDGET SUMMAR
PAGE 3 CENTERS P

Edit: Click “Edit” to fill out the PIAF Page 2 Form.
Edlit

Answer Answer the questions on Page 2 as directed by the Principal Investigator:
Questions:

Frinsipal Investigatar  Sillanpa, Susan Debra [SPHPROG-sus14) Unit Proposal I SUZFEB13 [OHicial]
Spansar Hational Instititas of Haslth OSP Number 133768
Title fun stuff Budget Sta/End  5/1/2003 - 4/30/2011

Cancel Save

The Prapesal Submitted herewith invalves the fallowing:

wer owa wer owa e wa
| Animal Use (RA157) | Human Research Farticipants (RA147) Retired Faoulty Participation (RAGDE™)
(requires spacialized training)
] Commitment of Unhuersity / Invastigator Intemational P Security Classification wil be imposed
O Intellectual Property or "Background” ] emational Fragram
Rights . N sponser is Foreign-Ouned Gompany or
Medical Surusillance or Biclogical
v H -
O Company Cenfidential Information will be [} Monitaring Required Foreign Govemment (RAIS")
provided to University O Fadioactive Materisls Suboontrastors or Subreociients are
[[] Cominuing and Distance Bd. Prog. ¢40-3) Propose:
| Recombinant DNA, Select Agents or Other Technical Data & Computer Software
| HIPA Cowered Data Required (RAZZ7) Biohazands (V243 Restrictions
R h iz subject © n contral Clinical Trial
| Human EmbryoniciStem CalliFetal O (Iﬁf:;m '§ ;‘;A"z,) o expert sontrols inieal
Research (fpproval required™) EaF Coamerative froun Trial
O Restrictions on University / Investigator eoperative Group Trial

Publication or Intellectual Froperty Rights Group Name

By signing below (or on the Additiora! Appmuals Page Page 3), | certify that | hawe read the following statements and those contained on the
Proposal intemal Approval Fom — Assurenees Page (P2ges 5.6,7), and | further certify that the statements contained herein are accurate and truthful to
the best of my knowledgs and belief:

res Mo

- Al applicable items contained in the Special Review Checklist have been idertified. Investigators agree to abide by any obligations that universit

[Z] [ - appiicab d in the Spesial Ry Checklist hawe been identified. I i a bide by any oblig: h v
policies or legal requirements gaveming these items may evske e g.., obtaining approwal for protacels, biding by export laws, maintaining confidentiality
XS]

[] Al imvestigators have read and understood Pann State’s conflist of interest and Investigator Significant Financial or Busines= Interests Disclosure
Policies (HRS1. RAOS. RA12. RAZ0. and RAZ1). have made all disclosures required by them, and. prior to the expenditure of any award funds. shall have
reached an agreemert with the University whish provides for sonditions or restristions necessary to manage, reduse, or eliminaste sonflicts of
irterest under Universicy policy .

[[] The proposal submitted herewith is §) complsts in it= technical content (i) adher=s o the rules of proper scholarship, including specifically the proper
attribution and sitation for all text and graphics, (i) complies with federal standards for the integrity of research (2.0, NSF hisconduct in Science Policy, see
Penn State Policy Ra10 and |A4F-PO3 Instuctions), and (v is in with ifi by the agency

[] The facilties space and other University resources nesessary to complets the proposed project are available to the project, or provisions have been
amanged with Department/Cellege/Unit to make such space or sther University resources available in the event an award is made.

[[] -¥the propasal submitted herauith is funded and sscapted by the Uiniversity, | will conduct the projact in sscordanca with the tarms and conditions of the
sponsoring agency and the policies of the University, and | will be fully for meeting the of the award, including, but not limited to,
providing the proper of funds, all required technical reports and deliverables on a timely basis, propery disclosing all
inventions to the University’s Intallectual Property Office, and adhering to 3l federal compliance requirements, (e 9., Export Contral, HIPAA, Human
Ressarch Participants, ste.)

Cancel Save

@ Note that the paper PIAF must still be printed out and SIGNED by the P!

Save: Click “Save” to record the answers to all checklist questions into the database.

Save |

Successful When you click “Save”, the program will ask you if you are sure as shown:
Save:

hitps:/fdevbud.sims. psu.edu

¥y Are you sure you are ready bo Save?

0K, | [ Cancel l

Click OK and you will see your changes in read-only mode. At this time you can click
edit again to make more selections or changes or you can continue on to another
page.
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PIAF Page 3/ Assignment of Credit

Navigate to

Once you have saved a new proposal or located
Page 3: an existing one, you can access the PIAF Page SIMS budgetsievoiopmen
3 by clicking on the blue “Page 3" hyperlink on EE:';E 1 BUDP?A%TELZ'NE ﬁgﬁg
the menu (under the PIAF header). : '
Edit: Click “Edit” to begin completing the PIAF Page 3 Form.
Edlit
Adding Focus on the left side of the screen under the columns “Investigator” and “Role”. Do not

Participants:

worry about the “Sort Order” column until all the names are added. The Principal
Investigator's name and role will already be inputted. Continue to add all personnel who
should be included on the assignment of credit form and their roles.

Cancel without Committing I

Investigator Sart Order Rale
I
Clear I

Use "LIJIJI(U[J" Fohan, Melisza L{SPHPROG-ml28) I 1) Principal Inwvestigator
Icon to input tyte, Michaal J (SFHFROG-mjnz0) 4 Co-Fl W

ersonnel. Forstmeier, Kenneth & (SPHPROG-kgf1 5| Faculty Assaciate W
p

% Broking @ G Research Associate W e

Frincipal Investigatar Choose a role

Co-Pl
Cancel without Committing F:__:Hmh Az ci ate from the
Generated Tuesday, S/ 52006 5:05: 28 PM by Hermione | Research Assistant drop-down
G anger Other menu.

Faculty Associate

Assign
Credit:

Ewven |
Clear |

Once personnel are entered onto the form, fill in the percentages for assignment of credit
under the appropriate categories. You can hand type in numbers manually for each line
or you can use the “Even” Button. To use this feature:

Arn=s & Children, Environmerntal  Life  Materials  Socisl  College-Bazed Tatal

Humanities “outh & Science Sciences or Pl Initistives
Familie=
L] L] L] L] L] [] Even |
i} 25 u} u} u} i} i} 25
a 25 a a a a u] 25
a 25 a a a a u] 25
i} 25 [u} [u} [u} i} i} 25
| 0 | 100 | 0 | 0 | 0 | 0 | 0 | 100

= Put a check box in the category (or categories) that apply.
= Click the “Even” button to distribute credit evenly amongst personnel listed.
= Click the “Clear” button to set all values back to zero.

NOTE: The assignment of credit numbers must either add up to 100% or the table
must be completely cleared to save the page.
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PIAF Page 3/ Assignment of Credit (continued)

Sort Order

If you need the personnel to be in an order other than how they were entered. Use the
“Sort Order” column. The PI will always have the value “1”. The Project Correspondent
(if used) will always have the value “2”. The next number generated is “4”. To change
the order type in the value of the place where you want each participant to be (starting
with the number 4). Once the page is saved with the new Sort Order values, the names
will be rearranged as specified.

Save:

Save |

Once you have the table completed and are happy with the results, then click the “Save”
button to record your Assignment of Credit entries. It will ask you “Are you sure you are
ready to save?” Click “OK” to accept the changes or click “Cancel” to decline.

If you click “OK” you will get the following message across the top of the screen:

Save of Credit Successful

If you click “Cancel” it will take you back into edit mode where you left off. If you decide
after manipulating data that you do not want to save any of the changes you made and
revert to the original data click “Cancel without Committing”.

Cancel without Committing I

NOTE: If you are entering large amounts of data, save the page often so you do not lose
anything!

Edit:
Eclit

Once you have saved the page, you might have revisions later or find that you made a
mistake. Click the “Edit” button to modify the PIAF Page 3.

Once in edit mode, you can add or delete names, change assignment of credit values,
change the sort order, or set the table values back to all zeros.

Delete:

Click the red “X” icon to the left of any name (other than the Principal Investigator or
Project Correspondent) while in edit mode to delete them from the table. You will get the
following message to confirm that you wish to delete the person:

| 5

3 ) Are you sure you wank to remove Broking, Emily H (SPMPROG-ehb3)?

| [a] 4 | [ Cancel

NOTE: The only way delete a Principal Investigator or Project Correspondent is to change
them to someone else on the PIAF Page 1 Form.
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Submit to OSP — After PIAF Form Entry

Ready for Once Pages 1 — 3 of the PIAF form are entered into SIMSbudgets and it is signed by all
“Submit to appropriate people, the information can be submitted to OSP using the “Submit to OSP”
OSP” button.

Submit ta OSP

Sk 10 OSP | The “Submit to OSP” button takes the PIAF data entered into SIMSbudgets and records it
into SIMSreports. This button will only appear on PIAF Page 1 of a record in
SIMSbudgets in “Read-Only” mode when all necessary fields for submission to OSP are
complete.

Submit to If all information needed for “Submit to OSP” is NOT completed, you will not see the

OSP To Do: | “Submit to OSP” button. Instead, you will only be able to view the “Submit to OSP To Do
button”:

Submit to OSP Ta Do |

To Do List: Click on the “Submit to OSP To Do” button to generate a list of items that still need
completed:

Submit To Osp To Dot

Submitting Unit {College or O3P) must be selected.,
Assignment of credit (Page 3) must be at 100%.
All PIAF page 2 questions must be answered.

What is = Complete all Mandatory Information on PIAF Page 1.
required to . , . .
uscl: = |n the “Submitted by” field on the PIAF Page 1, select either “College/Unit” or “OSP”.
“Submit to = All PIAF Page 2 questions must be answered.
ospP”?
= The Page 3 (Assignment of Credit) form must be completed and add up to 100%.
= The PIAF form must be signed by all appropriate personnel.
Click on When all “Submit to OSP” requirements are met, the button will change to “Submit to
“Submit to OSP”.
OSP”:
Submit to OSP
*NOTE: The “Submit to OSP” button will only appear in “Read-Only Mode” on Page 1.
Fully When you click on the “Submit to OSP” you will get the following message:
executed
PIAF
affirmation: )
[ 2 By clicking this button, you affirm that you have a fully executed PIAF For this submission, Record will
1.~ belocked. Please confirm by selecting 'Ok,
| 0K | [ Zancel
*NOTE: Do not click OK if you do not have a complete and fully executed PIAF for this
submission!
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SIMSreports - Proposal Manager / Integration Reporting

Overview:

Now that SIMSbudgets and SIMSreports share data, there is a need to be able to
manage proposals that have been created SIMSbudgets and the corresponding
information that is then transferred into to SIMSreports.

This is handled through “Integration Reporting”. This section will cover the various
reports that you will use to navigate proposal data in both applications. This
documentation will focus on the role of Staff Assistant and follow the process of proposal
submitted in the following ways:

= College/Unit submits proposal via paper copies to OSP.
= College/Unit enters their own PIAF data directly into SIMSbudgets.

Once proposals are entered into SIMSbudgets, the proposals must become “Pending”
through data entry in Proposal Manager in SIMSreports.

Login Procedure for Proposals - College/Unit Submitting ONLY Paper Copies of PIAF

College / If the college/unit does not submit a proposal electronically via SIMSbudgets, then OSP
Unit Staff Assistants enters the data from the fully executed PIAF form into SIMSbudgets
Submits on | when it physically comes into the office. See “Entering a Proposal” for instructions on
Paper: how to enter the data.
Enter the Once a proposal is entered into SIMSbudgets and you have verified that the copy
Proposal / received by OSP is a fully executed PIAF document, click on “Submit to OSP”. At this
Submit to point the proposal is considered a “Proposal in Transit” and will appear on your “Proposal
OSP: in Transit” (PIT) report.
What is a A proposal in transit is a proposal that has been submitted to OSP by either the College /
Proposal in | Unit or OSP Staff that does not have all the information needed in SIMSreports Proposal
Transit? Manager to become a “Pending Proposal”.
Accessing When an OSP Staff Assistant clicks on “Submit to OSP” after entering the information
a Proposal from the paper PIAF form into SIMSbudgets, a pop-up proposal manager window will
in Transit appear with the corresponding PIAF information in edit mode as follows:
in Proposal | .
Manager ‘ § I
| PROPOSAL MANAGER.-EditRecod |
:DEP Humber CollegesUnit ID Solicitation/RFFP Agency 1D CFDA Number
Information Proposal Processing (OSP only)
nal Science Foundation 03/15/2006
ary Investigator Received Submitted
orstmeier, Kenneth G (Office of Sponsored Programs |
' zget ‘ I ( J ! )zd i B(aﬂ
Enaineerid None Tyson,Helen 2
erospace Engineering Deadline Function
:Campus !;lnhnsm Reseatch
B Hone
lsifds Type of Submission Anticipated Terms
| Mew Proposal Mot Specified
Initial Requested F&A
élr\itial Period Initial Requested Direct (orManagement Fee) Initial Total Requested
iJHDWQDD? - 0643072005 $100,000 $45 000 $145,000
gTulal FPeriod Total Requested Direct (Tuc;(h‘ji‘a::‘;::ns‘:nd( :?:) Total Requested
D7/01/2007 - 06/30/2008 $100,000 $45 000 $145,000
I i
D € oD
You have locked this record at 09/19/2006 11:47:31 AM
1995.2008 Penn Slfale Umversl[h(
25:::‘“@ September 19, 2008 11:47 AM by Melissa mﬁmﬁ W""?;’:;‘;IM.}
* These data are proprietary to The Pennsylvania State University and are not for release to the public. 3
| Done " devsms.psueds o Adblock
*Note: Some users may experience problems with pop-up windows. If this window does not
appear see “Alternate Instructions”.
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College/Unit Submitting ONLY Paper Copies of PIAF (Continued)

Alternate If you click on “Submit to OSP” and the proposal manager window as described above
Instructions: | does not pop up:
Accessing
a Proposal 1) Return to the SIMSreports Welcome Page
in Transit 2) Refresh the screen by clicking on the refresh icon or hitting “F5” on your
in Proposal keyboard:
Manager l%]
(Refresh Icon in Firefox)
3) Locate your proposal in the “Proposal in Transit report:
Proposals in Transit
O Team: Unassigned (8)
D Team: Hipple (43
@ Team: Ty=on (17
OSFP# Fl Owimer
110027 Broking, Emily H (SPNPROG-ehb3) Broking, Emily
Unit: Engineeringi®erospace Enginesaring
Sponsor: Carnell University Tyson]
110449 Forstmeier, Kenneath & (SPHPROG-kgf1) Rohan, helisza
Unit: Engineeringf®erospace Enginearing
Sponsor: Mational Science Foundation(Tyson)
4) Click on the OSP number to open this record in proposal manager.
5) Click “Edit” to access the record in “Edit Mode”
Send Now that you have your proposal record open in Proposal Manager, the following
proposal to | information must be complete for the proposal to become “Pending”.
“Pending” .
status: g = Select the appropriate OSP Staff.
' = Enter the Received Date. This is the date that the proposal was received in the OSP
office.
= Enter the Submitted Date. This is the data that the proposal was actually submitted
to the sponsor by either the actual College / Unit or by OSP.
= Save the record in proposal manager. The status message at the bottom of the
proposal manager record will indicate that the proposal is now “Pending”
= |f you do not have the information yet to complete all necessary fields, the proposal
will remain “In Transit” until the information is completed.
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Login Proced
SIMSbudgets

ure for Proposals - College / Unit Submitting Electronically through

College / Once a proposal is entered into SIMSbudgets by the College/Unit they will click on
Unit Enters | “Submit to OSP”. At this point the proposal will go to a “Team Leader” report for
Proposal / assignment. Staff assistants will not see the proposal until it has been assigned. Once
Submits to the team leader assigns the proposal, it is considered a “Proposal in Transit” and will
OSP: appear on your “Proposal in Transit” (PiT) report.
What is a A proposal in transit is a proposal that has been submitted to OSP by either the College /
Proposal in | Unit or OSP Staff that does not have all the information needed in SIMSreports Proposal
Transit? Manager to become a “Pending Proposal”.
Proposal in | When the paper copy of a fully executed PIAF that was entered electronically via
Transit SIMSbudgets is received by OSP, locate the proposal in the PiT report under the
(PIT) appropriate Team as shown below:
Report Proposals in Transit
D Tearm: Unazzigned (8]
D Tearm: Higpple (41
@ Team: Ty=on (17)
OSF# Fl Ohwmer
140087 Broking, Emily H (SPNFROG-ehb3) Broking, Emily
Unit: Engineeringf®erospace Engineering
Sponsor: Cornell Uniwve ity Tyson)
110419 Forstmeier, Kenneth & (SFPHPROG-kgf1) Rahan, Melisza
Unit: Engineeringf®erospace Enginesring
Sponsor: Mational Science Foundation(Tyson)
Click on The record will open in Proposal Manager as shown below:
proposal in : - . -
PiT report e — — — !E-&f]
to access | PROPOSAL MANAGER -EditRecod |
OSF Humber CollegesUnit 1D Solicitation/RFP Agency D CFDA Humber
the record 110419 [iem I
in Pro posa| Sponsar Information Froposal Processing (DSP onhy)
©Mational Science Foundation 09/15/2006
Manager Primary Investigator Received Submitted
WForst K th G (Offi f S d P 1 | 1
Coll:;i meier, Kenne (Office of Sponsored Pragrams) _ | _
Engineering Revized OSP Staff :
Depatment b | Tyson. Helen |
Aarospace Enginearing Rapding F
Campus Mone Research
Maone Subjects
Title Mone
sdfds Type of Submiszion Anticipated Terms
Mew Proposal Mot Specified
Initial Requested F&A
Initial Period Initial Requested Direct (orhlanagement Fee) Initial Total Requested
07012007 - 0B/30/2003 $100,000 $45 000 $145 000
Total Requested F&A
Total Period Total Requested Direct (orhlanagement Fee) Total Requested
07012007 - 0B/30/2003 $100,000 $45 000 $145 000
You have locked this record at 09/19/2006 11:47:31 AM
©1995.2006 Fenn State University
g:rr::rr‘ated September 19, 2006 11:47 AM by Melizza Const:c{ f:tMS Ffm%fgrﬂf;
® These data are proprietany to The P ia State Uni ity and are not for releasze to the public. 7
Done dev.sims.psuedu (= Adblock P
Send = Select the appropriate OSP Staff.
proposal to = Enter the Received Date. This is the date that the proposal was received in the OSP
“Pending” office.
status: = Enter the Submitted Date. This is the data that the proposal was actually submitted
to the sponsor by either the actual College / Unit or by OSP.
= Save the record in proposal manager. The status message at the bottom of the
proposal manager record will indicate that the proposal is now “Pending”.
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SIMSreports — Negotiation Manager

Locating Existing Records and Entering New Awards

Overview: The following section will cover the procedures for logging in an award into
SIMSreports and other actions that are completed using Negotiation Manager. This
section will cover:

= Receipt of new Award or Award Action

= Locating existing records (various methods)

= Creating Negotiation Manager records for new awards.

= Using “Copy” to create new awards from similar existing records.

Receipt of Award / Log-In Procedure for New Awards / Locating Records

Award is Negotiation Manager is used once a sponsor makes an award. An award document
Received: may arrive at Sponsor Programs in one of the following ways:
e By mall

e Electronically from the sponsor

Log-In Once the award is received, it is directed to the Contractual Mail Coordinator. This
Procedure for person checks to see if the award is associated with a proposal and checks that a
Awards: duplicate award was not previously received.
Types of = New Awards = Fixed cost agreement
Awards that = Additional funds to existing awards = Master Agreement ($0)
are logged in: = Administrative changes = No-Cost Extensions

= Ben Franklin = Non-Financials

= Billing purposes only = Penn State Subs

= Budget revisions = PIDA

= Change of PI * RFPs

= Decrease in funds = Subcontracts

Final reports Other (Financial & Non-Financial)

Locating Records

Access First open negotiation manager from either the SIMSreports Welcome page or from a
Negotiation link from within one of the managers.
Manager:
Checking for Click on the “New” button from the © hitps:/#dev.sims, psu.edu - Ne... () 0)K)
prior entries: negotiation manager window. A new pop-up —
@ window will appear. Click on the “Locate” Mew Record Creation Method
button. This will bring up the
“NEGOTIATION MANAGER - Record < D

Locator” screen.

Done dev.sims.psuedu (=4 Adblock
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Record

NEGOTIATION MANAGER - Record Locator

LOC&tOI‘ Sponsar OSPsCollege I
Screen: ry Inwestigatar | D{ogument Tvpe
FPending
. | {:}Award
College O
Mot a College/Unit Code Vl Al
Department
Ma Callege Selected w |
Title String
Froposalianard Number
Feriod
B 2 |
Using the The record locator screen has fields (or search parameters) that you can use to
Record narrow your search for prior record entries:
Locator i .
Screen: = Sponsor Name = Title String
= Primary Investigator = Proposal/Award Number
= Collge / Unit = Period Dates

= Department OSP/College ID

= Document Type (Pending/Award/All)

Fill in Search
Parameters
and click
“Search”

S carch

Fill in the search parameters and click “Search” to locate records:
NEGOTIATION MANAGER - Record Locator

=3 or OSP/College D

xMational Science Foundation |

Frimary Investigatar Document Type

| @ FPending
{:)Award
College O
. . All

Agricultural Sciences Vl

Cepatment

Entormalogy w |
Title String

Fropazal/fumard Humber

Feriod

EE!Demmuus VEE! |
click "search” f” > €D D

Records
Located:

If If there are records that meet your search criteria, the list will appear on the
“NEGOTIATION MANAGER — Records Located” screen.

NEGOTIATION MANAGER - Records Located
6 Record(s) Found

Pending 01/11/2002 Herbivory as Menage a Trois: Arabidopsis Responses to (079091 &
Fending 01/26/2001 LTREB: Long-Term Study of a Gypsy Moth-Impacted Forest (074225)
Fending 07/14/2003 QEIB: Collaborative Research on Coexistence and Succes (087498)
Pending 09/01/2006 scfsd (0110433

000G neople hate bugs. (0110434)

Sponzor Frimary Inwestigator

(=

Mational Science Foundation () Forstmeier, Kenneth G
Title Terms
hy people hate bugs. Pending 09/21/2006
§145 000

07/01/2007 to 06/30/2005
College Lepartment
Agricultural Sciences() Entornaology

@ d G @
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Entering Award for Existing Proposal — No Prior Award

Select If no prior award has been made on the record selected (any status other than “received”),
record and | the click the “Commit” to create a new negotiation manager record.
click
“Commit”
if no prior
award:
Creating When creating a new negotation manager record (when creating from a previously entered
“New” proposal), the following fields should already be populated. Check for accuracy:
Negotiatio
n Manager = OSP Number = Title
Record: = Proposal Submitted Date = Team Affiliation
= Notice Received (today’s date) = Action (defaults to “New”)
= Sponsor = Amount (Initial period amount)
= Prime Sponsor = Start/ End Dates
= Primary Investigator = Function
= College and Department = Team Affiliation
= Award Type (defaults to “Contract”)
INFORMATION ¥ ACTIVITY Y DOCUMENTS
Froposal | Award o
Recaord List Histary List Forms Quick Query
Log Mumber OSF Mumber College/Unit |D Froposal Received Motice Received
D1133?—2 Mo Link MIA 07/07/2009
Sponsor Action
(@The Walt Disney Company Additional Funds
Prime Sponsor Federal Flow Thru A133 ARRA
A A Mo
Frimary Investigator Amount
(DSillanpa, Susan D (SPNPROG - sus14) 50
College Start - End Date
Liberal Arts 07/01/2009 to 06/30/2010
Department Functicn
\Women's Studies Program Outreach
Aoward Type Award Mumber Other Award Number Info
Grant 1234 LTR DTD 05/01/2008
Title
testing is fun
Team Affiliation Staff Azsigned
Hipple Faith Morris (Lori Cole )
Current Status
07/0772009 - Assigned by Team Leader
Last Update Informaticn
07/0772009 12:45:06 PM made by Susan Sillanpa
Fill in the “Award Number”, “Other Award Number Info” if needed and “Staff Assigned”.
Click “Save” to complete the entry. A status message will appear on the bottom of the
screen stating “Record Inserted”.
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NOTE: When PSU receives funds from an organization, that organization is
identified as PSU's Sponsor. If our Sponsor receives its funds from yet another
organization, its original funding source is known as the Prime Sponsor.

o Example 1: If USDA issues an award to Cornell, and Cornell issues a
subaward to PSU, then Cornell is the Sponsor and USDA is the Prime
Sponsor.

o Example 2: If USDA issues an award to Amgen, Amgen issues an award to
Cornell, and Cornell issues an award to PSU, then Cornell is the Sponsor
and USDA is the Prime Sponsor.

Entering New Award using “Copy” — No existing award / Use “similar” record

Using an While trying to locate a previous record when entering award information, you may
Existing find a record that has been entered previously and most of the data is similar to the
Record to data to be entered. If this is the case, you can use “Copy” to create another record
Create a New | just like it and modify it with any information that is different.

One:

Select the record using Records Locator, select “Go” to bring up the similar

Negotiation Manager Record. Click “New” from this screen to bring up the “New
Record Creation Method” and select “Copy”:

w INFORMATION ACTIWVITY DOCUMENTS

Proposal | fuward 6‘&
NEGOTIATION MANAGER - Browse Record
Record List Histary List Forms Quick Query
Log Mumber OSSP Humber College/Unit I Froposal Submitted Motice Receivad
Closss Ma Link NAA 09/21/2008
Sponsar Action
DMational Science Foundation Mew
Frimany Investigator I 133
DFarstreier, Kenneth ;b EE‘B A
College
Agricultural Sciences New Record Creation Method
Department
Entornolagy @ @ @ 002
WPaward Type
Contract Daone dev.sims.psu.edu (2 Adblock
Title

hy do we love bugs?
Team Affiliation Staff Assigned
Stodart Wendy Peck (Faith Morris )

Current Status

09/21/2006 - Assigned by Team Leader
Last Update Information

09,/21/2006 01:39:58 PM made by Melissa Rohan

C d D € > &

You can then modify the record to reflect the information in the new Negotiation
Manager record that is created.

Entering New Award — No existing proposal or previous award
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No former

It is possible that an award will arrive at OSP that has no prior proposal or award

records documented or associated with it. After you have confirmed that no prior records by
available? using the steps above, it is necessary to insert a new record. This is done from the
Negotiation Manager page, by clicking “New” and then “Blank”.
A new blank negotiation manager record will appear. You must enter the following fields
to save the record:
Completing INFORMATION Y ACTIVITY Y DOCUMENTS
New Frooossl | Awsrd L)
Record: NEGOTIATION MANAGER - Browse Record
Record List History List Forms CQuick Query
@ og Mumber OSP Mumber College/Unit ID Propossl Recsived Motice Received
D1133?3 Mo Link MAA 0v/07/2009
Sponsor Action
@ (©The Walt Disney Company Mew
Prime Sponsor Federal Flow Thru A133 ARRA
MAA MSA Mo
Primary Investigator Amount
@Sillanpa, Susan D (SPNPROG - sus14) 50
College Start - End Date
Likeral Arts Mot Specified
Cepartment Function
VWomen's Studies Program Qutreach
(Aoward Type Award Nurnber Other Award Number Info
Grant
Title
Testing Fun
Team Affiliation Staff Assigned
Hipple Lindsay Holyfield {Lori Cole )
Current Status
07/07/2009 - Assigned by Team Leader
Last Update Information
07/07/2009 01:49:44 PM made by Susan Sillanpa

O O T & d €@

The following information must be filled in:

= Sponsor

= Faculty = Function

= College = Award Type
= Department = Title

= Action = Team Leader

If other information is available that is not listed above as mandatory, it should be
included. Enter data, click “Save” and the record will get an assigned a log number.

NOTE: When PSU receives funds from an organization, that organization is
identified as PSU's Sponsor. If our Sponsor receives its funds from yet another
organization, its original funding source is known as the Prime Sponsor.

o Example 1: If USDA issues an award to Cornell, and Cornell issues a
subaward to PSU, then Cornell is the Sponsor and USDA is the Prime
Sponsor.

o Example 2: If USDA issues an award to Amgen, Amgen issues an award
to Cornell, and Cornell issues an award to PSU, then Cornell is the
Sponsor and USDA is the Prime Sponsor.
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Alternative ways of Locating Negotiation Manager Records

Other ways to
find records:

Ways of finding available records include:
= Go Button (covered partially in previous section)
= Record List

= Quick Query

Finding Use the “Go” Button to locate records by Log Number. At the negotiation manager
Records — click the “Go” button. A screen will appear where you can enter the “Contract Log
“Go” Button number”:
https:ffdev.sims. psu.edu
2. Input Contract Log Mumber bo retrieve:
|
[ Ok l ’ Cancel ]
Finding When you first access Negotiation Manager from the Application Menu, a record is
Records — not initially associated with the screen. Click “Record List” to find records that are
Record List currently in progress. Only records that the user has access to (depending on their
user profile), will be available:
€3 https:fidev.sims. psu.edu - SIMS Remote List Window - Mozilla Firefox
Negotiation Manager Record List
94 Record(s) Found
LOG# Sponsor Fl Agreement
22456 Mational Seience Foundatian Aszmann 172456 Mew
Status109/18/2006 - to Contract File
81506 U.5. Department of the Army Breakall MASPT T-05-C-PE25 e
Statusi05/22/2005 - to Megotiator - scanning orderfamard summanychanges to agt
78534 Wiscansin, University of Brenizer, JR. 2401- Ui DO E-4423-FoP PS
Status:06/30/2005 - to Hold File (Hold #: 642) Subcontract
79455 Continuum Dynamics, Ine. Brentner UNHUMBERED Mew
Status:04/25/2005 - Status Update - Requested copyw of ENOS0283 proposal,
budget, and PIAF
20624 Fennsylvania College of Technology Bumett E0E-FCT-COF-4720-50 PS
Statuz:05/12/2005 - Status Update - Release of Final Payment Subcontract
21322 Mo Sponsorship Indicated Chehab os-014 Mew
Statusi0G5/27/2005 - Status Update - Revised budget pages rowd. from F. Butts
621,
82457 Midland Asphalt Materials, Inc. Chehab as7 e hd
Done dev sims.psuedu =4 Adblock
Click on the “LOG#" that you want to go to that record. You can also sort the Record
List by LOG#, Sponsor, Faculty Name or Agreement by clicking on that column
header.
Finding Finding a record using Quick Query is very similar to using Record Locator except
Records — that the fields are more specific to records that are already in negotiation manager.
Quick Query
Click on:
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Quick Query

Enter search
criteria in
fields.

NEGOTIATION MANAGER - Quick Que

Sponsar CollegesUnit 1D

Action

| vl

| Agreement Type

College e |
Mot a College/Unit Code v | Negotiation Staff

Cepartment | w |
Mo Department Vl
Title String

Frimany Investigator

Waiard Mumber

Feceived Range

z B |

o> @

Entering New Information for Existing Award — Award Previously Received

Select record
and click “Go”
if award
already
received:

The next scenario for located records, is if the located record has the status

“Received”. In this case, you can select the record and click “Go” to go to the record.
You can then make changes or add activities to the record. This will be covered in

the next section.
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Negotiation Manager — Assignment of New Awards

New Awards Once a new award is entered, the team leader will assign the document. This
must be assignment must be made before any activities can be entered for the record. There
assigned by are two ways to assign a record:
Team Leader: = Link from Team Document Assignments Report
= Activity Tab
Team Leader When a new award is entered into SIMSreports, a team leader is automatically
Assignments notificed of receipt via a report on the top left side of their SIMSreports Welcome
Screen:
Team Document Assignments (Leader]
82461 07M08/2005 U.5. Department of Health and Human Services Greenberg
82450 07#/08/2005 1.5. Department of Health and Human Senices  King
82458 07M08/2005 U.5. Department of Health and Human Services King
82450 07/07/2005 COP: Histarical and Museum Commission Carrall
82444 07072005 COP: Department of Environmental Protection Urquidi-tMacdonald
82442 O07M07/2005 COP: State System of Higher Education Zinn
82433 07072005 Mational Science Foundation Zha
22421 O7M7/2005 By The Mumbers “Wan Hom
82424 O7MB/2005 Association for Institutional Research Waollwein
82411 O7ME/2005 Tuscarora Intermediate Unit “Wan Harmn
82408 07M8/2005 KCF Technologies, Inc.™ Rahn
82385 0752005 U.S. Department of Health and Human Services Cavigelli
82367 0752005 U.S. Department of Health and Human Services Preston
82362 07M52005 U.S. Department of Health and Human Services  Wogler
82361 0752005 U.S. Department of Health and Human Services  Wogler
Assignment — The team leader can click on any record in the “Team Document Assignments
Link from (Leader)” report to access that particular record in Negotiation Manager. After
Team Leader confirming that they have selected the correct record, the team leader clicks the
Assignment “Assign” button at the bottom of the page. This will take you to the “Assign Record”
Report screen of Negotiation Manager.
INFORMATION ACTIVITY DOCUMENTS
Proposal | Awsrd L )
NEGOTIATION MANAGER - Browse Record
Record List History List Forms Quick Query
og Mumber OSP Number College/Unit 1D Propossl Recsived Motice Recsived
D13373 Na Link NIA 07/07/2009
Sponsor Action
(DThe Walt Disney Company Mew
Prime Sponsor Federal Flow Thru A133 ARRA
NAA NA No
Primary Investigator Amount
DSillanpa, Susan D (SPNPROG - sus14) 50
College Start - End Date
Liberal Arts Mot Specified
Department Function
Women's Studies Program Outreach
|Aoward Type Award Number Cther Award Number Info
Grant
Title
Testing Fun
Team Affilistion Staff Assigned
Hipple Lindsay Holyfield (Lori Cole )
Cument Status
07/07/2009 - Assigned by Team Leader
Last Update Information
07/07/2009 01:49:44 PM made by Susan Sillanpa
The addition of a stimulus reporting flag labeled "ARRA" for American
Recovery and Reinvestment Act (ARRA) was added for reporting on
negotiation and award managers. That flag will be used for all stimulus fund
reporting. Indicators have been added to the log and statement of award.
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Check Team
Affiliation and

The Assign Record page has the “Team Affiliation” and “Staff Assinged” fields
automatically populated from information from data in Proposal Manager. Check that

make Staff the record has the correct Team Affiliation. The Staff Assigned can remain the same
Assighment: or pull done the drop down box to select a new staff member:
Team Affiliation Staff Assigned
Stodart 4 ‘Bucha . Stacey |"¢|
Current Status Peck . "-.-"‘-.-"Eﬂd:-,,.-' M
09/22/2006 - Assigned by Team Leader Prestash, Pathy 1
Frimrose . Faul
Reset After making the appropriate selections, click “Assign”. A pop-up window will appear
Processing asking your to “Press “YES” to reset begin processing date to “today’s date” OR press
Date or “NO” for normal reassignment. The team leader will pick the appropriate choice.

Reassighment:

) hitps://dev.sims. psu.edu - Ass... |Z||E|E|

Press "YES" to reset begin processing date
to 09/22/2006 OR press "NO" for normal
reassignment.

Done der sims.psuedu (2 Adblock

Check on
former
Agreement
Assignment:

&

For records that are amendments or continuations of a previous award, check to see
which staff was assigned to the former agreement. Click on the “look-up” (magnifying
glass) icon to the left of the “Staff Assigned” field. This will bring up a list of the
history of this award and the negotiator assigned to that record.

Negotiation Manager Assignment History for

Logat Status Agreement Staff
2249409,/22/2006 - Assigned by Team Leader Bucha, Stacey
8249309,2252006 - to Contract File Ty=zon, Helen
S248200,2202005 - to Contract File Ty=zon, Helen

Record After the team leader assigns the record, it will appear under the “Staff Document
appears in Assignments” report on the Welcome Screen of the person it was assigned to:
“ Staff Staff Document Assignments

22380 Calfifest Seeds Hatkeom
Document " a23a0 Calfilfest Seeds Hatzom
ASS|gnment . 82400 Canaan Walley Institute Brooks

21008 COF: Fish & Boat Commission ey

82392 DLF-TRIFOLIUM Hatzom

22301 Doeblers Inc. Hakcom

22408 Energizer Holdings, Inc. Furi

22456 Environmental Protection Agency Decoteau

‘-24‘34 Mational Science Foundation Forstmeier

22388 Tri-County Easter Seals Baggett

az2384 U.5. Department of Agriculture Beegle
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Assignment —
From the
Activity Page

The next method of assignment

i [ Euspasal | Anard oo
is also accessed from the
negotiator record after opening  Dezes  Diioass N scarce Fonas FORRERR, - 051

it. From the negotitation Funding fr the Penn State Annual Bug Fair

manager record, click on the e

“Activity Tab” and then the Daﬁzzﬁznus 025111 P - Doeument Fecened {Stacey Bucha)

“New” button at the bottom of

the “View ACtiVity” tab. E;:rezz;znne e B g:;:eyaucha ET;Z"Q Bucha

lactio
Asslgned by Team Leader

mmmmm

Last Modified 09/22/2006 03:22:45 P by Melissa Rohan

@P@@@

Activities Page — Adding Activities

Actions The Activity Tab on a Negotiation Manager Record is used to record any actions taken with a particular

record. The following shows actions that may be taken with a brief description:

Document Dead — No further action to be taken on this record. (Closing Action)

Fully Executed Received — Document received from Sponsor and is awaiting OSP action. (Status
doesn’t Change)

In Typing — Self-explanatory. (In-Type)

Mailed to Sponsor — Waiting for response from Sponsor. (Hold)

Emailed to Sponsor — Waiting for response from Sponsor. ( In-Process Action)
Out for Signing — Awaiting PSU Signature. (Hold)
To College/Unit — Award Note is sent to college for approval. (In-Process Action)

To Research Accounting — Award Clearance is sent to Research Accounting for approval. (In-
Process Action)

Sponsor Draft Received — Negotiations on Sponsor-initiated agreement. This action will put the
record into DRAFT status. (In-Process Action)

Status Update — Miscellaneous actions to record. (Status doesn’t Change)
To Contract File* - Contract negotiations completed. (Closing)

To Hold File* - Places document in hold until next trigger. (In-Process Action)
To Negotiator — Negotiator action required. (In-Process action)

To Pre-Review — Sent to college, risk management, or research accounting for pre-review. (Pre-
Review Action)

To Staff Assistant — To a staff assistant. (In-Process action)

Two Signed Copies Received — Agreement received and awaiting PSU signature. (Status doesn’t
Change)

Contract Detail — Allows negotiators to input data that will later be used to create the award
statement. (Status doesn’t Change)
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= To Risk Management — Award is sent to Risk Management for review. (In-Process Action)

NOTE: Choosing any of the above activities EXCEPT Fully Executed Received, Sponsor Follow-Up,
Status Update, or Two Signed Copies Received will remove the record from the negotiators
“assigned” list on the log-in screen.

Click on
“Activity”
Tab:

From the record you are workin on in Negotiation Manager, click on the “Activity” tab. The tab turns to
purple and the activity screen is displayed. You can either view a previous action that is displayed or
enter a new action.

Viewing

Activities:

Clicking on one of the Activities in the “Activities” box will display pertinant details about the action
below it such as Date, Staff, Assistant, Action, and comments.

Adding a New | To enter a new action, click on “New” at the bottom of the page:

Activity:

INFORMATION ACTATY DOCUMENTS
Froposal | Auvard 6‘&

NEGOTIATION MANAGER - View Activi

Log Mumber Q5P Mumber Sponsar Frimany Inwestigator
Ckosgs Diipagq Mational Science Foundation FORSTMEIER, K G - OSP
Title

Funding far the Penn State Annual Bug Fair
Activities

Fhd - A95|gned by Team Leader

—

a1 acey Bucha)
09/22/2006 02:51:11 PM - Document Received (Stacey Bucha)

[Crate Trigger Staff Assistant

09/22/2006 03:22:45 Stacey Bucha Stacey Bucha
Wction

Mssigned by Team Leader

Comments

Last Madified D9/22/2006 03:22:45 Fid by Melissa Rohan

@@@@@
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Contract The following changes will be made to Negotiation Manager “Contract Detail”
Detail Activity | activity and Award Manager based on a request from OSP: July 2009.

and Contract Waiver options will only be available for financial documents that receive a
File/Statement | new OSP number.

of Award
Negotiation Manger “Contract Detail” activity and Award Manager will be

validated for proper waiver input before save.
Contract Detail

Award Manager - New Record

Amount of F&A Collected Wiraiver Explanation

® | |

Amount of F&A Collected options — default to blank selection and force data
entry

- Full with Industry Premium (explanation options not available)

- Full (explanation options not available)

- Partial

- None

Waiver Explanation options (Explanation of why PSU is not collecting Full F&A)
- Ben Franklin Technology Partners

- Clinical Trials (26% TDC)

- Domestic non-profit with published guidelines

- Gifts and charitable contributions

- IPA agreement

- Mixed state/federal funding (F&A on federal funds only)
- PennDOT cap (25% MTDC)

- State funding (no federal funds)

- State funds flowed through local gov. or school board

- Federally imposed restriction (e.g., DoD, USDA, USDE)
- Waiver approved

- Unrestricted Grant (15% total costs)

Later NEGOTIATION MANAGER - Records Located
1 Record(s) Found

Received 09/21/2006 Why people hate bugs. (0110434)

Sponsar Frimany Inwestigator
Mational Science Foundation () Forstrneier, Kenneth G
Title Terms
hy people hate bugs. Received 09/21,/2006
$145,000
07/01,/2007 to 06/30/,2008

College Lepartment
Agricultural Sciences() Entornaology
Award notice has been received for this proposal
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