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Foreword

The Strategic Information Management System (SIMS) is a web-based application that provides access
to proposal and award information contained in the Office of Sponsored Programs database. This system
is designed primarily for the use of University research administrators and research executives to
facilitate day-to-day management of our overall research enterprise. Other users of the application include
staff engaged in promoting or developing sponsored research, University development, and facilities.
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Changes in this Release

SIMS incorporates proposal manager and reporting enhancements that will accommodate proposal
processing tracking, adds additional descriptions to entry screen reporting and supports College of
Medicine scanning with the ability for College of Medicine users to utilize their legacy numbering

system:

July 23, 2009

Proposal Processing Date — Incorporates proposal processing date
internal to OSP to track proposal processing length, notify assigned staff of
submission deadlines, and record date of submittal.

Proposal Direct/Indirect Cost Values - Proposal Manager will now
capture direct and indirect cost values. Total values will be automatically
calculated based on the direct and indirect cost values; however, the
proposal manager does not require these values to be entered.
Welcome Screen Reporting - Welcome screen reports now give
descriptions of the origin of the data for each grouping (faculty
participation, college administered, and award summary).

College of Medicine Legacy Number Search — SIMS now supports
searching of the legacy numbering system used in the College of
Medicine’s (COM) Office of Research Affairs.
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About the Data

General

SIMS data relates only to proposals and awards. SIMS does not access or
report on research expenditures.

Awards

e Award amounts reported in SIMS reflect authorized spending (released
funding). For example, in the situation where $10,000 has been
authorized (by task order or funding increment) on a $100,000 grant or
contract, SIMS would report only $10,000. All additional funding would
be reported when authorized for spending.

e SIMS does not annualize awards. For example, if a three-year, $300,000
award was made and the entire amount was authorized at the time of
initial award, SIMS would report the entire $300,000.

e SIMS does not reduce the award amount to reflect the value of
subcontracts to other organizations.

Proposals

Proposal amounts represent best estimates of the principal investigator.
e SIMS does not annualize proposal amounts, nor does it take into
consideration how an agency might authorize spending. Thus, on a
three-year award, the entire amount of the award is shown as proposed.

Full Credit

Full Credit is the term used to describe faculty participation in proposals and
awards on which they are co-principal investigators or proposals and awards
that are administered through units other than the faculty member’s primary
appointment. SIMS directly reports full-credit through two mechanisms:
e On department view drill-down reports from the Award Summary —
Current Fiscal Year and Award Summary (Full Credit) reports. Both
Award Summary reports can be displayed, at the user’s option, on
the SIMS Welcome Page. (Chapter 2)
e On Custom Reports when a Full Credit option is selected. (Chapter
5)

July 23, 2009
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Faculty
Participation

Faculty Participation is the term used to describe reports in which the data
are aggregated by the faculty who are participating on the projects and based
upon the distribution provided in the Internal Approval Form (PIAF/AIAF).
For a given award, the unit (college or department) is credited a prorated
portion of the total award amount. The amount credited is calculated based
upon the credit assigned to faculty from the unit contributing to the project.

For example, a $100,000 award is received from NIH. Two faculty
members, one from the College of Engineering and one from the Eberly
College of Science are participating. On the Internal Approval Form the
engineering faculty member was assigned 50 percent in the materials focus
area and the science faculty member was assigned 25 percent in the materials
focus area and 25 percent in the life sciences focus area. For unit-based
reporting (such as the Faculty Participation Award Summary) the colleges of
Engineering and science would each be credited with $ 50,000.

SIMS reports Faculty Credit through:

e Sponsor and Faculty Fact Sheets (Chapter 2)

o All Content Reports, except for the Award Summary — Current Fiscal
Year and Award Summary (Full Credit) reports, contain Faculty
Participation totals.

e On Custom Reports when a Faculty Participation option is selected
(Chapter 5)

User Specificity

Reports are dependent upon the user affiliation. For example, a user with
a college/department affiliation will receive a report with the “top ten”
sponsors for their affiliation. Users in a Central Administrative unit will
receive the top ten for the entire University. College or department users
will receive the top ten for their unit.

e Data drill down is also dependent upon the user affiliation. You can only
drill down into the details of data pertaining to your unit. When
available, faculty may only drill down to their individual records, but
may view aggregate information pertaining to other faculty.

Fiscal Year
Transition

e During the first few weeks of a new fiscal year, many standard SIMS
entry screen reports are sparsely populated. This is because proposals
and awards are just beginning to enter the system for the fiscal year. You
may still generate the reports you require using either the Quick Query or
Custom Report reporting tools.

July 23, 2009
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Organization

This User Reference is divided into ten chapters. Each chapter describes a related set of specific
functions. The chapters and brief descriptions are listed below:

Chapter 1
System Startup

Getting access to SIMS, required settings and default profiles.

Chapter 2
Welcome Screen

Changing the data displayed in the personal profile and using the data drill downs
available from that page.

Chapter 3 Accessing and using the contract log information via the Negotiation Manager.
Negotiation

Manager

Chapter 4 Accessing and using proposal information via the Proposal Manager

Proposal Manager

Chapter 5
Award Manager

Accessing and using the Award Manager and accessing Statements of Awards

Chapter 6 Defining and using quick queries.

Quick Query

Chapter 7 Defining and using custom queries and predefined reports.
Custom &

Predefined Reports

Chapter 8
e-documents

Accessing and navigating through electronic document files.

Chapter 9
Personal Profile

Changing personal profile using the profile manager.

Chapter 10
Miscellaneous
SIMS Procedures

Lookup Tool.

Quick Reference

A

A Quick Reference page is located at the end of each chapter that summarizes the
actions detailed in the chapter.

NOTE: Screen captures are used extensively throughout this users' manual to
illustrate user actions. They have been cropped to save space and improve the
formatting of the users' manual. Sponsor and Faculty Names and Dollar Values have
been changed to keep information confidential.

July 23, 2009
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Suggestions/Questions/About SIMS

SIMS was developed by the Office of Research Information Systems, which is part of the Office
of the Assistant Vice President for Research.

Service marks and trademarks used in this document are the service marks, registered trademarks,
or trademarks of their respective holders.

If you have any suggestions or questions about this document, please direct them to the Office of
Research Information Systems (ORIS) at SIMSAdmin@psu.edu.
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Chapter 1: System Startup

The Penn State Strategic Information Management System (SIMS) is the software application that is
used to access research proposal and award information at The Pennsylvania State University. Users
include University executives and deans; research executives; financial officers; research
administrators; and staff in the Industrial Research Office (IRO), the Office University Development
(OUD), Office of Research Protections, and Facilities and Resource Planning. Faculty access is
planned.

Prerequisites This manual and the use of the application presumes that you have a basic
understanding of and proficiency with:
e Personal computers,
e Recommended Web browsers Mozilla Firefox or Internet Explorer.
NOTE: Support for Internet Explorer on Macintosh only ended
December 31 2005.
e Microsoft Excel.

This manual is written for the PC platform. If you are using a Mac, please
see the Mac Fact Sheet which is available from the SIMS log-in screen and
use Mozilla Firefox.

In This Chapter Getting a User Account
Browser Settings (these changes must be made)
Image Viewer Information

Starting and Exiting the System
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Getting a User Account

SIMS was created for staff throughout The Pennsylvania State University. The SIMS application
has been integrated with Penn State's DCE security (user authentication). This means that SIMS uses
your Penn State Access Account ID and password. When you update your University Access
Account password, the password you use for SIMS will also be changed.

Penn State
Access Account

If you have not already been assigned a Penn State access account, contact your
local system administrator for assistance. You must have a Penn State Access
Account before you request access to SIMS.

SIMS Access Request access to SIMS after notifying your college research administrator by
emailing SIMSAdmin@psu.edu.
*NOTE* Please obtain proper approval before requesting an account
from either your unit’s research administrator or office director for
approval. They will need to forward the request directly in most cases to
verify SIMS access authorization.
Include in your request for your account:
= Name
= Penn State Access Account ID
= College or Unit
= Department (if applicable)
= User type (research dean, department head, college research
administrator, department research administrator, financial officer,
or industrial/compliance)
= Access to Negotiation Manager (for tracking ongoing contract
negotiations - disabled by default)
After your account has been activated you will receive notification by e-mail.
Account SIMS accounts that have not been used (accessed) in 90 days will be
Disabled automatically disabled. This is a security measure to ensure that dormant

accounts are shutdown.

If you receive "account disabled™" e-mail and still require access to SIMS, reply
to the e-mail stating that you still need access.

July 23, 2009
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Changing Brower Settings

Starting SIMS requires access to the Internet from a computer within the Penn State domain (psu.edu).
Because SIMS is a Web-based application, the only software you need to have loaded on your computer
is a Web browser; SIMS supports the latest versions of Microsoft Internet Explorer and Mozilla Firefox.

NOTE: Support for Internet Explorer on Macintosh only ended December 31% 2005.
SIMSbudgets supports the latest version Mozilla Firefox.
Setting changes are required in Internet Explorer and Mozilla Firefox. Instructions are provided below.

Depending on the size of your browser window, the browser version and other settings, your tools may
not be exactly the same. For assistance contact your local IT or SIMSadmin@psu.edu .

For Internet Explorer

Step 1. Launch (start) your Web browser by double-clicking the icon on your desktop or
going to Start - Programs. The Web browser will display the home page that has
been defined in your browser's Internet options.

Step 2. Select Tools | Internet Options from the drop-down list to display the Internet
Options dialog box.

) - & [race -l -

Delete Browsing Hiskory, .,

Pop-up Blocker 4
Phishing Filter 4
Manage Add-ons 4
Work OFfline
Windows Update
Full Screen F11

w Menu Bar
Toolbars [

Windows Messenger
Sun Java Console

Internet Opkions
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Step 3. On the General tab, under “Browsing History™, click on the “Settings™ button. This
will display the Temporary Internet Files and History Settings.

General | security | Privacy | Content | Connections | Programs | Advanced

Home page
/? To create home page tabs, type ach address on its own line.
1

http: s, msn.comy

[ Use current ][ Usa default ][ Use blark.

Browsing history

elete temporary files, history, cookies, saved passwords,
T, Deletets files, hist ki d d
¥ and weh form information.

Search
’\rj Change search defaulks.

Vs
Tabs
Change how webpages are displayed in
tabs.
AppEarance
Calars ][ Languages ][ Fonks ][ Accessibility ]

Step 4. Select the “Every time | visit the webpage” radio button located under the “Check
for newer versions of stored pages” heading.

Temporary Internet Files and History Settings g

Temparary Inkernet Files

Internet Explorer stores copies of webpages, images, and media
for Faster viewing later,

Check for newer versions of stored pages:
/ (%) Every time I visit the webpage
O Every time I start Internet Explorer
(O Automatically

O Mewver

Disk space to use (& - 1024ME): a0~
(Recommended: 50 - 250ME)
Current location:

Ci\Documents and Settingsisus14iLocal Settings) Temporary
Internet Files)

[ Move Folder. .. ][ ‘Wiew objects ][ View files

Hiskory

Specify how many days Internet Explorer should save the list
of websites you have visited,

Days ko keep pages in history: 1] £

[ Ok ] [ Cancel ]

Step 5. Click OK in the “Settings” dialog box and then click OK in the “Internet Options”
dialog box.
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For Mozilla Firefox

Step 1. Launch (start) your Web browser by double-clicking the icon on your
desktop or going to Start — Programs. The Web browser will display
the home page that has been defined in your browser’s Internet options.

Step 2. In the address box, type in about:config and hit Enter or click “go” to
access browser preferences.

Step 3. In the main browser window scroll to the Preference Name:
browser.cache.check_doc_frequency

Mozilla Firefox Preferences

) about:config - Mozilla Firefox

File Edit Wiew Go Bookmarks Tools Help

<:Z|'LL:>'% |:| ©||_| about:config V|@G0 @

> Getting Started E.' Latest Headlines | | Zones: Connecting E...

Filcer: |
Preference Mame T Status Type Yalue
brawser . active_calor default string #EEOOOO
browser.anchor_color default skring #0000EE
brawser.blink_allowed default baalean krue
braweser.bookmarks sort, direction default string descending
brawser.bookmarks . sort.resource default string rdf:http:ffhome .netscape. comfMC-rdf #he
‘browser.cache.check_doc_frequency user set integer
browser.cache. disk.capacity default integer 50000
brawser.cache, disk.enable default boolean  brue
braweser.cache.disk_cache_ssl default baalean false
brawser.cache.memory.enable default baalean true
Lbr owser chrome Favicon: defalt honlean Lrige
Daonge
Step 4.
Double click on browser.cache.check _doc_frequency and type in the
value “1”. This will ensure that the browser refreshes every time you
access a page so that the data is always current.
Enter integer value [5_(|
( i | browser.cache.check_doc_frequency
y
1
I Ok ] [ Cancel
Step 5. Click OK
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Image Viewer Settings — PC Platform

To use the e-document feature of SIMS you will need to use an Image Viewer. Any image
viewer that is compatible with your PC is acceptable.

To Launch Viewer

Step 1. Click on a document (see chapter 6 for instructions to get to the e-document).
The following example is using Microsoft XP Professional Operating
System and Microsoft Office Document Imaging. Many XP systems will
also have Picture & Fax Viewer installed.
Step 2.
If the image does p=n Wil e
not open with a d Choose the program you wank to use to open this file:
default viewer, you Fie:  P20-Logout.doc
will receive a dlalog Programs
box like as follows. {T) Recommended Programs: A
This examp|e uses %—'I Microsoft Office Word
- - A1 WordPad
Microsoft Office ) Other Programs:
Document Imaging. il Adobe Reader 7.0 E—
Firefox the rmage
Note that yo::j]r % Internet Explorer wiewer progratn to use.
system may ave [B] Microsoft Image Compossr
another image [ 2] Microsaft Office Access i
viewer or none at ) Microsoft Office Document Imaging
all installed. See (] Microsot ffe Eucel v
your System Fglwavs use the selected program to open this kind of file
Administrator if [ mowse... |
ou have problems Checking this box will
y p : eliminate this step for N ]
Future docurients. mank is not in the lisk or on your computer, you can ook
|Brpgram on the Web.
1 OK | [ Cancel |
Step 3. Select a default image viewer and click “Always use this program to open

this type of file.” Click OK and the image will open.

If it’s not there:

If no image viewers appear as a program choice, click “Other ...” and a
dialog box will appear which will allow you to browse to find the

application.

If it’s still not
there:

If the file still is not there, contact your system administrator to have an
image viewer installed on your machine.

July 23, 2009

If you have quicktime installed on your computer, it may interfer with
Wangimg and you will not initially be able to view the images. It is not
necessary to remove quicktime, just make wangimg your default tif image
viewer. Do this by following the instructions on steps 2-3.
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Starting and Exiting the System

Starting SIMS requires access to the Internet from a computer within the Penn State domain
(psu.edu). Because SIMS is a Web-based application, the only software you need to have on your
computer is a Web browser. SIMS currently supports the latest versions of Microsoft’s Internet
Explorer, and Mozilla Firefox.

NOTE: Support for Internet Explorer on Macintosh only ended December 31 2005.
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Starting SIMS

Step 1.

Launch (start) your Web browser by double-clicking the icon on your desktop.
The Web browser will display the home page that has been defined in your
browser's Internet options

NOTE: If you haven't already done so you must change the settings of your
browser as described in the previous section, Browser Settings. If this setting
is not changed, SIMS will not work correctly.

Step 2.

In the URL address bar type http://www.sims.psu.edu or double-click on the
URL for SIMS that was sent to you in the email message acknowledging you
have access to the application. The SIMS splash screen is displayed.

TIP: Bookmark this page on your Web browser for future use of the system.

Step 3.

Click on the key icon to continue. The login window is displayed:

2 SIMS Login - Microsoft Internet Explarer [9[=1E3]

Ele Edt Wew Favorkes ook Heb i

Qe - © KRG Psew oreens @ 3-2 @ -[JiId S 2

Address | @] btp:{fonm.sims. psu.eduf v oo ke *

PENNSTATE , A4 4

B & Steategic nformation Managemed] .
Offics of Ressarch informations| 110k here

o toLog Cn
Read more about
the Penn State Hints on how to__.
i 4
T
¥

and Users’ Manual
g fice of Sponsored Programs
The Pennsylvania State
& University v

PENNSTATE
=

©1395.2004 The Pennsyivanis State University

€ ® Intemet

Step 4.

Type in your Access Account ID and Password and click on “Log In.”

PENNSTATE

Change Access Account Password Change FPS Account Password

@ He WebAccess

Userid |
Password

& :vou are not logged in. Please login now

The Pennsylvania State University ®2007. All rights reserved.
Alternative Media - Nondiscrimination Statement

July 23, 2009
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The Welcome Screen

Default Your default Welcome Screen is displayed unless you have previously changed
Welcome Screen the content of your Welcome Screen. A different default Welcome Screen has
been defined for each user type as shown below:

Welcome Screen

Example To change the For a description of Policy
To enter or modify oo content of oo R-EfEI'EI'U:ES., see Chapter 9 Fora
personal information, entry page, see description of Funding
see Chapter 7 Chapter 2. Opporunities, see Chapter 10,
FMSINTE & felcame Mary Tester - Logout T by 17 450838 0T 30
Y Mg P r
Savwing Hhe Pens Siate Sese Tl:l lj.EﬁII.E EFCIT.'II QUJEk "-'"“" Tl:l lj.Ef]Il.E EFCI'UI C'L'lStl:lm
Query, see Chapter 4 Reports, see Chapter 7
Apalicatiam e Rty
§emding =t = (R Rk Quseay Cusiom Repart sdit
Jroveersh A S @ NO REPORT SELEGTED - =] @

Megotiation Mgy Chapter 3
ProposalIvlzr: Chapter 4
Sogrard Wgr: Chapter 5

21 W% gundatior 1 473357 4 3000
I §3,113 888 P " 53 1135
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Exiting SIMS

Step 1.

Go to your Welcome Screen.

Step 2.

v

Click on the "Logout" link next to the Welcome Message to exit SIMS.

2 Welcome to SIMS v.2.521 - Micrasoft Internet Explorer >

Click here
to Log Out

@B&ck T s .ﬂ @ _;“ Jrlj'ﬁm ‘}_ILE“FMItes &) 6 -

Address t_] hitpes: f idey. sins. peu, edufSIMS fentry P ?tine=08119/2005+04.57. 34+PM
Welcome Melissa Rohan - Lodout

PENNSTATE , el f =
@5I’M5.Z.,,.r...,._-.-...m-.-nl-n- S

SGMI'Ig the Penn State Research Cﬂmmunﬂ‘,l The Society of Reseanh Administrators
Canterint
Applications J» hitg
Funding Information J» Quick Query
Research Administration J»
July 23, 2009 Page 20 of 107



Quick Reference: Systems Startup

Getting an Account 1. If you have not already been assigned a Penn State access account,
contact your local system administrator.
2. Contact the appropriate research administrator for approval and then
email SIMSAdmin@psu.edu.
3. After your account has been activated you will be informed by
email.
Browser Settings For 1.  Start your Web browser.
Internet Explorer:
2. Select Tools | Internet Options. The Internet Options window is
displayed.
3. Inthe Internet Options window select the General tab, under
“Browsing History” and click on the Settings button.
4. Inthe “Temporary Internet Files and History Settings” window
select "Every visit to this page".
5. Click on OK. Then click on OK in the Internet Options window.
Starting the System 1.  Start your Web browser.
2. Go to the SIMS site http://www.sims.psu.edu , Click on the key to
continue.
3. Type in your Access Account ID and Password. Click on “Log in."

July 23, 2009
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Exiting the System

On the upper left of your Welcome Screen, under the heading of
Account, click on the link to "Logout.”

Setting the Image
Viewer

Click on the document.

Image should open using an image viewer. If it doesn’t, a dialog
box will open. Select an image viewer program to open and select
OK. Contact your systems administrator if you do not have an
image viewer installed on your PC.

July 23, 2009
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Chapter 2: SIMS Welcome Screen

This chapter describes how to change the information content on the user's Welcome Screen. The
Welcome Screen is the first data-containing page that is displayed after a successful logon. SIMS
permits users to define both what reports are displayed and where they are displayed on the Welcome
Screen for easy access upon logon.

Uses will also show how to use “drill-down” features to access sponsor and faculty fact sheet from
summary reports.

In This Chapter e Changing the content of your Welcome Screen
e Using the drill-down features to access fact sheets.
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Changing Content

Step 1. Start SIMS as described in Chapter 1. A Welcome Screen is displayed. Note that the
example shown below may be different from your Welcome Screen dependent upon
the personalization of your page. All users initially get Faculty Participation
Executive Award Trend and faculty Participation Award Summary Reports. If you
have negotiation manager access and are not defined as a faculty member, you will
also have the Documents in Process Report.

Step 2. Click on “Application” to see a drop-down Click
% list. Select Personalize to display the Page Application
o Content Builder window in a new Applications > e
window. Persondlize |

Funding Inform {ZR&eys Fa

Custom Report

Research Admil Click

Personalize

Proposal Manager
Megotistion Manage

eam DocumenifE el GG
B2045 0822005 U4y oo -
3043 08/02:2005 Mil———
banaz namzizons oo List Maintenance

Sample Page Content Builder

Page Content Builder

University Affiliave: Office of Sponsored Programs

User: Melizsa Rohan Curmart Ugar Malass
Rehan

Customizing content on your OSPweb page 1s E:ii]" 5|mph:,l . Liwsk Adminietiator

+ select the content (records will be matched with your University affiliation)

s select the screen for the content to be displayed in (1=Screen 1, 2=Screen 2)

s select the order that the content is displayed for the screen section (1,23, atc.)

= =
Check boxes on |Content Screen Order Minimized | Conest |  Content
left to inchade Faculty Participation
cotitent on The Faculty Padticipation categary of eports is basad on the distibution of Cusiom Cusiom 2
sradit dafined in the PLAFJAIAF, Far a given praposal or swaid the home unit | Screen 1 Sereen 2 ""‘3}:"511{)
Weloome Soreen | uim, pamticipating faculty mambae i eradited with only their shate of the % BT 4

tofal dellar ameunt. Units gat credid for contributians mads by Hhelr faceity
mambens irespackive of which unit i adminifering the propozal or award

Faculty Participation Award

Summary z 1 O
Cument fizcal year shared cedf suppor by callegefunit
Faculty Participatig ard
Summary: 3 YearPwerage £ Z O Check boxes on
T}?p& rnber of $hated ciadit ssand active ﬂght if d»ispl&}?&d

2
hould be S
Type the mumber repott sh ey
indicating the O hirdmized, [nchuding too

“1% 0r =77 in
first scteets Pomparison

. Ay repons on
CD].L;I..mIl to DITNp BIET FAES 1o v Drder t.h.lS redil ameunt }m-a; W"F;].CDHIB
indicate in  [aculty Participatiof content should . sereeriwill slow |
which screenn | | be displayed. 8 SIMS dovr. Just
content should For example 1 lnad the ones you |—
be displayed. for 19, 2 for 20, will re gularly
3 for 3, ete. need to geel
Step 3. Select the content you want displayed on your Welcome Screen by checking the

check box to the immediate left of each element you want displayed. Remember that

including too much content will slow down entering the application and clutter your
welcome page.
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Note: The Content Builder is broken up into three categories; Faculty Participation,
Document Tracker, and College Administration. College Administration reports
reflect Full Participation Totals for awards while Faculty Participation reports reflect
dollar distribution based on the Faculty Credit information found in the Proposal and
Award Managers. Both the College Administration and Faculty Participation
sections contain almost identical reports except for the basis of their dollar amounts.
Document tracking is more administrative in nature and help to track status and work
in progress. Faculty Tracker will only show faculty with current activity.

Step 4. According to your personal preferences and work needs, assign each of the content
elements you have selected for display to a screen by typing a “1” or “2” in the
Screen field. A “1” will place the content in the left side of the window (it is half the
width of the right side) and a “2” will place it in the right side of the window.

Step 5. Next, assign the order you want each content element displayed in its side of the
window (top to bottom) by typing in the number of appearance in the Order field.
You can assign multiple content elements to each screen side, if desired.

Step 6 Finally, click the minimize box to the right of the field you are choosing. This will
display the table on the screen in a minimized window to save space.

Step 7 Click the Continue button at the top or bottom of the form to save your changes.

o Your Profile Manager page will now be displayed.

I'\j

Step 8 Click Exit to return to the SIMS Welcome Screen. The Welcome Screen will refresh

@ automatically.

Step 9 Your new Welcome Screen is displayed. Notice that each table displayed contains a

box in the upper right corner with a minimize (=), maximize (), and exit (X) button.
Clicking the (=) will minimize the table. Clicking the (&) will maximize the screen.
Clicking the X will remove the report from your entry screen until you go back into
the content builder and add it again.

If you don’t see the reports you selected, double check the screen and order numbers
to make sure you didn’t assign reports to the wrong position.

If you attempt to delete all of your reports from the Welcome Screen, your defaults
will be restored.
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Accessing Fact Sheets / Proposal & Award Links / Understanding Reports

SIMS enables users to drill down into reports to find more specific information. One
way to do this is by clicking the “i”" icons that appear next to report line items to view
Fact Sheets. Fact Sheets are available for both Sponsors and Faculty.

Proposal & Award information can be accessed by clicking on the blue (hyperlinked)
dollar values associated with some Sponsors and Faculty. Clicking on these links will
generate a report of proposals or awards associated with this dollar value.

Note: Welcome Screen reports now give a description of the origin of the data for
each grouping. They are as follows:

e Faculty Participation — The Faculty Participation category of reports is based on the
distribution of credit defined in the Assignment of Credit Form. For a given proposal or
award, the home unit of the participating faculty members is credited with only their
indicated share of the total dollar amount. Units get credit for contributions made by
“their” faculty members, irrespective of which unit is administering the proposal or
award.

e College Administered — The College-Administered category of reports is based on the unit
administering the proposal or award; the distribution of credit defined in the Assignment
of Credit Form has no impact on this report. Units receive credit for the entire proposal
or award amount irrespective of the contributions by faculty members from other units;
units not administering the proposal or award receive no credit for it irrespective of
participation by their faculty.

o Award Summary (Full Credit) — This report gives the credit for the entire amount of the
proposal or award to faculty from all participating units. While duplication of credit is
eliminated at each level of reporting integration, when viewed at the unit level, the report
can give the impression that a unit is administering a higher value of proposals and
awards than are actually awarded. This report was created to encourage inter-unit
collaboration and has been superseded by the more accurate and detailed Faculty
Participation category of report. Users are urged not to use this report.

Appropriate descriptions as detailed above will be displayed when a cursor passes
over the report title as shown below:

Sample Report Title:

1.5, Department of the Nawy FE05,430 262
1.5, Depatment of Health and Human Semices  $500,131,845
'Mational Science Foundation F305,515,853 13%
‘Mational Aeranautics and Space Administration FO6,412.791 4%
'Defensze Advanced Research Projects Agency FO9.E52764 3%
fmaz ARFA)

Sample Mouse Over:

The Faculty Participation categony of reports is based on the distribution
of credit defined in the PIAF/AIAF. For a given proposal or award the
home unit of the participating faculty members is credited with onlhy their
share of the total dollar amount. Units get credit for contributions made
by "their" faculty members irrespe ctive of which unit iz administering the |
yproposal or award. !
(UNational Science Foundation $305,515,853 13%
UNational Aeronautics and Space Administration FOE412,791 4%
(DDefense Advanced Research Frojects Agency §60,852 754 3%
fmas ARFA&)
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Sponsor Fact Sheets

Step 1. On your Welcome
Screen, locate the “i” Faculty Participation
. Collar amounts allocated bas
icon located next to the Ty Depatment of the Ma
sponsor name you wish 0.5, Department of He alth
to view (assuming that Click on any DNational Science Foundat
your Welcome Screen information “{7 | | PNational Aeronautics and
reports have sponsor ironto access ::%::Defense Adwanced Resear
links) cotresponding }%C.EHS
fact shests. :{: ustemer(U. 5. Governme
“Wlnited States Marine Carp
.5, Depatment of Comm
Step 2. Click on the red “i”icon. Since this report is summarized by Sponsors, the Sponsor
Fact Sheet will appear. This report may be quite lengthy, depending on the sponsor.
! Note: All Fact Sheets are based on Faculty Participation. Thusly credit for research
is allocated based on the home unit of the investigators — not where the grant is
administered, and is distributed to each college in proportion to the percentages
identified on the University Approval Form (PIAF/AIAF).
About Sponsor  The first one or two sections in a sponsor fact sheet may differ depending on what
Fact Sheets activity is currently going on with the particular sponsor you are researching and

whether or not it has non-financial documents associated with it.

Documents in
Process

The first section will include any documents that are currently being processed, if
applicable. If not applicable, the section will not appear. See Sample Sponsor Sheet
(Screenshot 1).

Subcontract or
Non-Financial
Agreements

The next section that may be included shows all subcontract or non-financial
agreement documents. Again, if there are no such documents applicable, the section
will not appear. See Screenshot 1.
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Sample Sponsor Sheet (Screenshot 1)

e | https:#dev.sims. psu.edu - SPOMSOR FACT SHEET - Microsoft Internet Explorer

8 DOCUMENT(S) IN PROCESS AS OF August 15, 2005
Facul College Amount Status

File Edt Wew Favortes Tools Help o
~
PENNSTATE
Office of Sponsored Programs Link to Spgnsgr’s
Link to the E 110 Technalogy Center Buiding Hotme Web Page
associated Faculty et e (if available)
Fact 3heets using SPONSOR FACT SHEET
the “i” icomn. National Aeronautics and Space fid
Sponsor Wb Page (Wp s nagd. gov) | Spontor Frofile

{DBallstein, Murry P (HHD) Cir Locomation szﬁmrimarzow- Status Update - Requested reper
S o
Mingabogevinanana, K (ARL) F||_I|-Iic|!!sr & Stru $003M772003 - to Negotiator
Iech
MJefiies, Matilda A (ASTEA) A:’t(r:nnumy 2 §0OB02/Z005 - Status Update - Faxed signed revised
Astroph Documents “In
McDonald, Hansel (AST&A)  Astronomy & $150 510080272005 - Status Update - Faxed signed mvised| | Frocess™ are listed
Astroph first if applicable.
DMoogherg, Jacob D (BIOL) Biology 51D,E?8,Iﬁ]gﬁmm - Status Update - Requested AIAF from|
DMugato, Jacobin M (E E) Electrical S005/18/2005 - Statur Update - Requested repen
Engineeri na
IAWeitzman, L M (MNE) MNE S0 0282005 - Status Update - Received anofher
requ
‘DZoolander, Derek [ARL) ARL $120 D00 02/10/2005 - Status Update - Awaiting proposal fro
10 PSU SUBCONTRACTS OR NON-FINANCIAL AGREEMENTS
File Date College Facul Ty
HNo Depatment NOUSEK, J A- AST&A Mon Financial
ﬁ;% Mon:mn’ F3 wan,uiua.mul:é, G F. ASTEA Hon Financial Subcontracts
D&/23/2000 Mo Depatment NOUSEK, J & ASTEA  Mon Financial andfor non-
02/21/2000  Physies COUTU, S PHYS Hon Financial } financial
02A0/2000  Bislogy FEDOROFF, NV . BIOL Mon Financial agreements are
024072000 Ho Depadment ERACLEOUS, M - Hon Financial tisted Zmd_ if
D1/31/2000  Mathematics iﬁ_Tfm'm Hon Financial applicable,
& a 8 © ntenet  / |
Fiscal Year This section lists the totals for both proposals and awards associated with the
Faculty particular sponsor by fiscal year. The number of years covered depends on the
Participation number of years specified in your personal profile. Values in blue are hyperlinks that
will take you to the lists of individual proposals or awards. See Screenshot 2.
Faculty The next section shows the total faculty awards for the number of fiscal years you
Participation defined on your profile page. Clicking on the award amounts will take you to a
Faculty Awards detailed list of awards. The red circle “i” icon to the left of the faculty member will

link you directly to the Faculty Fact Sheet. See next section for more information
about Faculty Fact Sheets.

2 https:/fdev.sims. psu.edu - SPONSOR FACT SHEET - Microsoft Internet Explorer

Sample Sponsor Sheet (Screenshot 2)

EBX

Cle Edt Yew Favorkes Tools Help W 7 atues in biue
the Efwiehment . .
11/15/1999  Biclogy WEITZMAN, LM- BIOL  Non Financial 4 ﬁ;E links t:ll 11:;;
FISCAL YEAR FACULTY PARTICIPATION PROPOSALS AWARDS Orproposals
Active 140 $102,585.321 [183 || ewards
2006 7 5955 300 §750-4 aszsociated with
2005 N $95,200 345 9,500,654 the sponsor.
2004 84  $45000500( 98 $25605410
2003 120 §75000000(119 $32120210
$75,321 950
onald, Hansel (GECSC) 2 $25,210 ;
D leffiesTiatilda A (GEOSC) | Liore links where 12 5102‘,§§‘1J £322 Bi1 ]};:lsu;fs;];i;:y
Dhugato, Jacobin t=])] Faculty Fact 1 295200345 395000\ | pojicioiion
Dingabogovinanana, K (E Shests may be 9 45000500 B21432% o dg "
(DBallstein, Murry P (PHYS) accessed, 5 s7en0000n 397,000 xfxrar er]}io 3
DPrewitt, J P (PHYS) 7 53593?'432 $850 500 ot specific
DMoogberg, Jacob D (E E) 1 Gt $16 a20/) | Facully member
&) S D Irkermer I
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Faculty The last section shows the faculty awards grouped by home department for the
Participation In  number of fiscal years you designated on your profile page. Clicking on the award
Home amounts will take you to a description of those particular records.

Department

Awards

Sample Sponsor Sheet (Screenshot 3)

A hitps:ffdev.sims. psu.edu - SPONSOR FACT SHEET - Microsoft Internet Explorer g@r)?|
Fle Edt ‘ew Favorites Tools Help -
DZoolander, Derek (E E) 1 $45000
FACULTY PARTICIPATION IN HOME DEPARTMENT AWARDS SINCE 07,01/2001
Agrospace Engineering 40 $80,000
Applied Research Lab 22 $1,956 479
Astronomy & Astrophysics 126 $2 453 350
Biochemistry and Molecular Biology 12 $16619) | |V alues in blue
Bioengineering 3 $57 497 are total
Biology 24 $315,000
Chemical Engineering 15 $199.407 >_ dt“};ﬁ;;i
Chemistry 7 $823 B30 Clickto )
Cril and Environmental Engineering 3 $990 657 . .
Crop and Soil Sciences 1 a7 p70| | | display alist
Dean's Office Education 5 $810,594| | |of all awards.
Earth and Ervironrental Systems Institute 30 $32 456 934
Electrical Engineering 1 $1.856 345
Electro-Optics Center 1 $3345056 )
Mo nim e sde s Memsmsden Pelemes s Mool s sce ] rr-nru—-!j
£ S 4D Irternet
T—
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Faculty Fact Sheets

About Faculty
Fact Sheets

We saw in the last section that you can link to Faculty Fact sheets for each

faculty

member listed. This section will detail the layout of Faculty Fact Sheets. Note that
the layout and method of accessing is similar to Sponsor Fact Sheets and contains

similar types of information, but grouped according to the specific faculty
instead of by Sponsor.

member

Faculty Fact

The Faculty Fact Sheet shows Fiscal Year Faculty Participation, Faculty

Sheet Data Participation Sponsor Awards, and Faculty Participation grouped by Processing
Groupings Department. Information shown will be based on the timeline specified in your
personal user preferences.
Sample Faculty Fact Sheet
A hitps://dev.sims.psu.edu - FACULTY FACT SHEET - Microsoft Internet Explorer |
Fle Edt View Favorites Tools Help ar
A~
PENNSTATE
Office of Sponsored Programs
110 Technaolo gy Center Building "
s ]y Park. PA 16802 Link to P3T
O Lottty Ditectory
of Beience (CO3) FACULTY FﬂETSHEET Information
Jearch Page Jean-Luc Picard
Warp Drive Technology Dept (S
2 DOCUMENT(S) IN PROCESS AS OF August 13, 2575 ) Link to lists
Amount Status of FI
Wlnited Federation of Ag‘lmnnm‘r £ ,wlggglmgua-ﬂzwﬂs- Status Updats - Faxad signad rewisad propos als
Planets Astroph arnd award
Wilrited Federation of Astronomy & §9 999 9990B02/2005 - Status Update - Faxed signed revised list
Plansts Astroph st
FISCAL YEAR FACULTY PARTICIPATION PROPOSALS AWARDS I
2 $78 567 0321 0 -
2006 0 500 g0f| Linkto
2005 0 $0 1 ol | Sponsor
5  §279566 0306 $192 345(| Proposals
107500008 $10,750,000] |atd Awards
$21,350 000
Link to | |ingam Technologies, Inc. $375,000
Sponsor | | @Antimatter Storage & Transfer, Ltd 5] $1,475123
Fact DGalactic Science Foundation B $25 395 D66
Sheets | |@United Federation of Planets $9.462 350
@institute of Propulsion Studies $679 259
FACULTY PARTICIPATION SINCE 07012571
BY PROCESSING DEPARTMENT
Astronomy & Astrophysics 21 §1.822 205
W
£] S P Irtermet
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Quick Reference: SIMS Welcome Screen

Changing Content 1. Start SIMS.
2. Onyour Welcome Screen, click on the link to Applications, and then
Personalize.
3. Inthe Page Content Builder window, select the content elements you
want by checking the boxes.
4. Assign each selected content element to a screen.
5. Assign each selected content element an order to be displayed on the
screen.
6.  If desired, click the minimize box to the right.
7. Click on Continue.
8.  Profile Manager screen displayed.
9.  Click Exit
Sponsor Fact Sheet 1. Click the icon next to the desired sponsor name.
2. Drill down by clicking the appropriate information or fact sheet links.
Faculty Fact Sheet 1. Click the icon next to the desired faculty member.
2. Drill down by clicking the appropriate information or fact sheet links.
Award & Proposal 1. Click the blue (hyperlinked) dollar values.
Links
2. Drill down by clicking on other fact sheets or information links.
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Chapter 3: 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
administrator can access over the Web.

Use of the Negotiation Manager has significantly increased productivity by reducing the number of
phone calls between research administrators in the units/colleges and the staff in Sponsored Programs.

The Negotiation Manager fulfills two basic functions:

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

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

The Negotiation Manager accesses only those records that have reached (or passed) the negotiation
phase. It does not address proposal submissions (see the next chapter, “Proposal Manager”).

In This Chapter Accessing the Negotiation Manager
Information Tab

Record List

History List

Activity Tab

Documents Tab

Quick Query
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Accessing the Negotiation Manager

About Negotiation Manager can be accessed multiple ways. Here are the most common;
Negotiation
Manager o from your welcome page, under Applications

o from a selected documents and log number links, or
o by clicking “Negotiation” at the top of the Proposal or Award Manager.

The Negotiation Manager is organized around the individual proposal/award
record. In this users' manual, the proposal/award record is generally referred to as
the proposal record or just record.

The records that are available to you depend on your administrative unit. You
have access only to those records that have primary Principal Investigators (P1°s)
in your administrative unit. The Negotiation Manager assigns each record to one
of four categories or stages of completion which may be displayed on the summary

page:

Documents in Process,

Documents in Typing,

Documents in Hold File,

Fully Executed Documents (within three days).

Clicking on tabs facilitates navigation in the Negotiation Manager; switching
between the tabs permits you to view the various, logically grouped, aspects of the
record you are interested in.
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Accessing the Negotiation Manager

Step 1.

#

On your Welcome Screen, click
on Negotiation Manager from Applications ) ecGp—"

- . From th
the Applications Menu. You will SR RILIt] Fersanaize Ap;ﬁ'i’:m;m
be taken to the il’lformation tab Research Admi Custom Report menu click on
of a blank negotiation record. Proposal Maraoer Nﬁgnﬁaﬁnn
This initial screen is blank ——————— negotistion Manager 4 [~ atiager
e a [0 il Avvard Manager

because a record has not yet 3073 0B/03ZD05 W 2
been chosen. I

52070 08032005 U 5 LiEt Mairtenance e

Note: To exit Negotiation Manager from any screen, click the exit button located at
the bottom of the screen.

Blank Negotiation Manager Document
INFORMATIOM ACTIVITY DOCUMENTS

Propossl | Awsard L,

NEGOTIATION MANAGER - Browse Record

Record List Quick Query
Log Mumber OSP Mumber College/Unit ID Fropesal Recsived Motice Reoesived
Sponsor Action
Prime Sponsor Federal Flow Thru A133 ARRA
Primary Investigator Amount
College Start - End Date
Department Functicn
Aoward Type Award Mumber Other Award Mumber Info
Title
Team Affiliation Staff Assigned
Current Status
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Information Tab Definitions — Negotiation Manager

Purpose: The Information tab provides an overview of the project, as well as the last activity
that was logged. It contains the following fields:

Log Number Unique ID number automatically assigned by the system when a negotiation
document is received. This is the contract/processing number used during the
negotiation process and differs from the OSP number.

OSP Number OSP number corresponding to this record.

College/Unit ID

Number assigned by college, if applicable.

Proposal
Submitted

If a proposal is related to this record, the date the proposal was submitted is
displayed.

Notice Received

The date the document was logged into SIMS Negotiation Manager. The system
automatically inserts this date and it cannot be edited later.

Sponsor

The sponsoring organization or subcontractor. The sponsor fact sheet can be
accessed by clicking the red circle i icon.

Prime Sponsor

If our Sponsor receives its funds from yet another organization, its original funding
source is known as the Prime Sponsor.

Action The following actions are recorded:
« Additional Funds « New
e Administrative Change « No Cost Extension
¢ Ben Franklin « Non-Financial
« Budget Revision «  Other (financial)
e Change of PI «  Other (non-financial)
« Decrease in Funds « PIDA
« Final Report e PS Subcontract
e  Fixed Cost « RFP
«  For Billing Purposes Only «  Stop Work Order
e  Master Agreement
Primary The lead investigator. The faculty fact sheet is displayed by clicking on the red

Investigator

circle “i” icon.

Federal Flow This shows if there is any Federal money being flowed down from a federal source.
Thru

Al133 This is checked if A133 reporting is accepted for the Penn State Subcontract.
ARRA This is checked if ARRA Stimulus funding needs reported.

Amount Amount awarded/provided by the sponsor in this award/modification.

College Administrative unit responsible for the proposal.

Start-End Date

Start and End dates of the project. May also be referred to as Period of Performance.

Department

Department administering this document.
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Function Research, Instruction, or Continuing Education

Award Type The form of the Award, Sponsor's identification number, amendment number, and/or
modification number. Includes Award Type, Award Number, and Other Award
Number Information

Title The title of the project being funded.

Team Affiliation Name of team assigned for negotiations.

Staff Assigned The negotiator assigned to this document.

Current Status  The last activity entry in the negotiation log.

Last Update Displays the last user who updated file information.
Information
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Selecting a Record

Selecting a There are three ways to easily specify the record that you want to access. In the first
Record method you select the record of interest from a pop-up window received by clicking
on “Record List.” The second method uses the Quick Query function and allows
searching on selected criteria. In the third method the “go” button is used and you
must know the Log number for the record you want.
Method 1: Select the record you are httpe: Hfdev.sime. peu.edu - SIMS Meontiatil
Record List interested in from the pop-up B Click to display
o window displayed by clicking the all records
v Record List tab. curently in the
- - negotiation
. . . Record List %~ Quick Cuer
This pop-up window displays Log :l.ll:r:btr DSP Humber ' PIOCESS.
records currently in the
negotiation process specific to Bponssl
your user account (documents for R
your area). Clicking on any of
these records will populate the
information screen with the data for that record.
Method 2 The quick query allows you to search T e
Quick Query for records using just pieces of -
_*f‘ :cm;Iorm_atlonl. Anyt comb;)natlor:]I ?f the TR Clickto go
search for records: o the Quick
. Record List  Quick Query Query
Log Humber OSP Number c| Srreen
SponIor
e College ID e Award Number
e Sponsor e Action
e Primary Investigator o Agreement Type
o College e Received Range
e Department e Negotiation Staff
e Title (all or parts)
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The Negotiation Manager Quick Query form will appear:

Sample Quick Query Form
| Sponsor and PI | egotiation Manager Quick Query icrosoft In E’E@
Lookup [cons . .
NEGOTIATION MANAGER - Quick Que

Spargosr CollegesUnit I

[ rimpry st gator Agtion

Colldge Agreement Type

Mot a College/Unit Code w i b
0 epatmant Hegotiation Staft

Mo Deparment v b

Title String

|#eregrd Humbee

R eckived Range

o
N @@

Calenudar f Date 210052008 Pann State Unbversity
Geneiaty Range LDDkUp by Mélisza Click once you ”"'m";_;fﬂﬁ

Rohan

* These data are proprietany to The Pennsyhy have pa.rameters d ate not for rele ase to the public
selected

1+ 1073741524 - 901088

&] Dore S B Intemet

When this icon is displayed in front of an entry field, click on it to search for the
correct entry for that field. For example, typing “Smith” and clicking the looking
glass icon will provide you with a list of all faculty members with “smith” in their
name.

When this icon is displayed in front of an

e Today's Date in

entry field, you can use the calendar feature

to select dates. Click on the icon and a August 2008

calendar will appear where you can click on Su [Mon [Tue Wed Fi 5=
the appropriate date for that field. The 12 [3 [4 [ e
default is today’s date. Click the desired B e 5 100111z B
date you would like inserted. Click “Close” |, 7c 17 17 18 19 20
to avoid making a date selection and return Bl 2= 22 (24 (25 (25 BB
to the data input screen. = =slzolztl 1 Il = =

Mowve by =

onie thotith Ilowe by
B Interne W1 FEAL

Note: If the “Received Range” date boxes at the bottom are left blank, all records
that are currently in the negotiation manager will be returned. These include all
documents whether fully executed and to contract file or still in system being
processed. Entering beginning and/or ending date into the boxes restricts the search
to those records received during that period.
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@ Once all desired parameters are inputted into the Quick Query Form click “Search” to
generate a Record List.

The Record List See the Sample Record List below. This list will appear when using Method 1
(Record List button) to locate a record. The SIMS Remote List Window is initially
sorted by login date. By clicking on the red column headings, the list can be resorted
by Log Number, Status, Sponsor, Award Number, or Pl name. Method 2 (Quick
Query) allows you to search for records with a combination of elements. The SIMS
Remote List Window is sorted by login date.

Sample Record List in Negotiation Manager

Click on LOGH, a
Aponsot, FIL .psu.edu - 5IMS Remote List Window - Micro. .. Q@@
F)

& greement or Status

to sort.
Negotiation Manager Record List

| ——— 49 Becordis] Found

LDGf Sponsar Fl Agreement |

22732 D0TE: Department of Transpaortation Bush BRC-5R-11-1 Additional
and Securty Funids
| Statuzde00/2005 - to F. Reagan - ALAF and budget received

from the college

2327 D0TS: Department of Transportation Cheney ass0061202 Mew
and Security

Status02/02,2005 - Status Update - Responded to question from

Bob Dole re: budget contact.

F0204 Patrictic Endeawors Company Kermy UHHUMBERED Mon-

Status:0812/2005 - to Megaotiatar - for scanning order inancial

erican University Edwards Erosd [ ey

3 - to Megotiator f urchase Order received
from sponsor for procesEmeg

== e

LUNHUMBERED Mew
Click onn Blue Text
ot the specific Log
#to go to that
tecord.

of Sensational Mews Cowverage
Status07 /2202005 - Status Update - FPer b, hcCarthy,
did propose match for this agreement.
22530 Florida Department of “Wwiter Giore
Fegistration
Status08/09,2005 - Status Update - Email to PI (oo Dukakis, Bentsen,
hondale & Ferraro) RE: Bection OMC: Hamis
22234 Intemational Sleep Institute Lieberman EsE01T e
Status:08M 202005 - Status Upd ate -'Wery dull email fonwarded to
Fl.
22744 Mational Potatos Producers Council Quayle UMMUMBERED Mew w

iEjDu:une é ﬂ Internet

1297

Method 3 If you know the specific log number for the record you are looking for, click on

Go Button the “Go” button at the bottom of the record and the Input Prompt will be displayed

fﬁ« as a pop up window. Type in the Log number and click on “OK”. This will take
v you directly to the record you are seeking.
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........

S———

|| Click Go

] o

W G TUATEEN MARALTH - By e P

Frang i

-----

; 1
X atpsziidey. shms. psu.edu - SIS Hegotlation Mansger - Micrsodt internet Doplarer

Eoigd Pyaingt
It Carinact Lig Musber o st

[Type i LOGE Hese k""‘-—-...,

em gt

Typein
LOGH#

demand Mamian

Taam Afdigbon

s et

A

Wlan - Frad Data

Fynaban

Crrat deedid Mambarings

Sl Aamigrad

] nore

> O D

SE I Farn Blats Yesen iy
S B vawmat

The Log number and OSP number are two distinct and different numbers. Log

numbers are assigned when an Award has been received at OSP; OSP numbers are
assigned to proposals (which carry through when awarded) and awards when fully
executed, if no proposal was submitted.

Note that this method skips the Record List step and takes you directly to the
record you seek. This is the fastest method to locate a record when you already
know the Log number.
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Negotiation Manager Records

Negotion
Manager

Regardless of which method of selecting a record you use, you will end up with a
specific Negotiation Manager Record. The Project Detail page is then populated with

Record
award.

the data from the record you selected and you will have access to details of this

Link to contract
log statement

INFORMATION ACTIVITY DO CUMENTS

NEGOTIATION MANAGER - Browse Record

Record List History List Forms Quick Query
Log Mumber OSP Mumber College/Unit 1D Proposal Received Totice Receive
[143372 No Link o — N/A 07/07/2009
Sponsor Link to award Adtion
®The Walt Disney Company | Statement Additional Funds
Prime Sponsor Federal Flow Thru A132 ARRA
A MiA Mo
Primary Investigator Amount
®Sillanpa, Susan D (SPMPROG - sus14) 30
College Start - End Date
Liberal Arts 07/01/2009 to 06/30/2010
Department Functicn
Women's Studies Program Outreach

Award Type Award Mumber

Grant 1234
Title

testing is fun

Team Affiliaticn

Hipple

Current Status

07/07/2009 - Assigned by Team Leader

Last Update Information

07/07/2009 12:45:06 PM made b

Sample Negotiation Manager Record

Propossl | Awsn
Search for
another record

Other Award Mumber Info

LTR DTD 05/01/2008

Staff Azsigned

Faith Norris (Lori Cole )

Go to another
record

History List Clicking on the History
List button displays all

actions/records that are
associated with this

Award Number.

Log# Statuz
282714 07252005 -

https:/fdev.sims. psu.edu - SIMS Remote List Window - Micro... [Zl[ﬁl[ﬁ_?l
~

Negotiation Manager Record History List
4 Record(s) Found
510401 Agreements for PENNDOT

Agreement
to Hold File - Hold File #22 (Hold #: 230 gqp404 wio = Mew

21964 070372005 -

to Contract File (Distribution Sent) 510401 wio 2 Mew

21501 06172005 -

to Contract File (Distribution Sent) 510401 wio 1 Mew

7526

TE26 0301/2005 - to Contract File (Distribution Senf)

510401 Master Agreement

@1995-2005 Penn State University

Generated August 04, 2005 12:50 PM  Contact SIMS PENSIATE, Iﬂﬁ
by helizza Rahan Support %5
® Thesze data are proprietary to The Pennsylvania State University and are not for release to
the public. E

&

é 0 Inkernet
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Forms Clicking on the form button (if available with your

user settings) will give you access to the Negotiation Award Clearance
Manager Forms List. Once you choose a form, SIMS fward Hofice

A B . ward Summary
will prompt you to enter the necessary information for ARL's Award Clearance

AFRL's Pl Award Motice
Subcontract Clearance
Subcontract Motice
Log Statement

the form and allow you to create the document.
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Activity Tab — Negotiation Manager

Activity Tab Selecting the Activity tab provides a history of all the logged activities
associated with this record as well as access to any additional comments that
have been entered by the negotiator.

Sample Activity Tab — Negotiation Record

A hitps:/idev.sims. psu.edu - HRESUEVEREMGUEAN _ View Activity - Microsoft Internet... |Z] O E|

of Award
Erop gl | fengegd 6&

SOCLUMENTS

NEGOTIATION MANAGER - View Activi
Log Humber OSEMumber Sponsor Frimarny Investigator

i IPP: Idaho Potato Producers NAPOLECN, D - C SC

Title
The Use of Tater Tots in United States Public Schools: Pros & Cons

INFORMATION ACTMRATY DISTRIBUTE

Displays ,, .

Cﬂf;fgﬂ“ 6/12/2005 04:01:52 PM - in Typing (Pedro Sanchez)

E/12/2005 03:17:30 PM - Contract Detail (Pedro Sanchez)
Statement (7062005 09:25:24 AM - Assigned by Team Leader (Pedro Sanche

f27f2005 10:26:43 AM - Submitted to Team Leader for Assignment (Mot Assigned) »
[rate Trigger Staff Aszigtant
08A5/2005 09:45:22 AM  Other Pedro Sanchez af awmduh Lucas
Action
to Contract File
Comments The action being
Per Deb's recommendation, proceed to contract file shown
|
Last Modified 08152005 09:45:23 AM pyLaFawnduh Lucas
S 19RS5.-2005 Fenn State University
?Momw August 15, 2005 02:30 P by Malissa M ’TN“:E‘-E: fﬁﬁ "
€l S @ Internet
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Activity Tab Definitions — Negotiation Manager

Log Number Unique ID number automatically assigned by the system. Clicking on the paper
icon (if present) will display the relevant Contract Log Statement.

OSP Number OSP number corresponding to this record. If no OSP number is present, the
record is still in negotiation with no associated proposal. Clicking on the paper
icon (if present) will display the relevant Award Statement.

Sponsor Organization sponsoring the research.

Primary Investigator

Faculty Name.

Title Title of project being negotiated.

Activities The date, time, and event being logged.

Date Date and time the activity was logged.

Action Describes the category of action this activity represents.

Trigger What prompted the action:
e E-mail e Phone
o Fax e Other
e Letter/Memo

Staff Negotiator Assigned to the record.

Assistant Staff Assistant assigned to record.

Comments Comments in addition to the activity summary.

Last Modified

Provides information about who last edited the document with time and date
stamps.
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Document Tab

Document Tab

Selecting the document tab shows all e-Documents that have been scanned that
relate to this record. Clicking on any e-document will make the image appear on
the screen (see Chapter 8).

Sample Document Tab — Negotiation Manager

- - - P - |y e 1
<N https://dev.sims. psu.edu - SIMS Negotiation Manager - Microsoft Internet Explorer |._| E|

Log Humber

DEDBEQ

Title

INFORMATION ACTMWVITY DOCUMENTS DISTRIGUTE

he Use of Tater Tots in United States Public Schools: Pros & Cons

NEGOTIATION MANAGER - Documents
OSSP Humber Sponsor Primary Investigator
DIEIEHBE IPP: |daho Potato Producers Dynamite, Mapoleon

Mo documents available for this project.

Rohan

Generated August 15, 2005 0252 Pl by Melissa Contact SIMS 551’?{

1- 10737418249 - 2110958

S19RS5-2005 Penn State University
PEMMEINIL

Support
* These data ars propristary to The Pannsdvania State University and are not for raleass to the public
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Quick Reference:

Negotiation Manager

Accessing the 1. Onyour Welcome Screen, click on Applications, then the Negotiation
Negotiation Manager Manager link.
Exiting Negotiation 1. Click on Exit. The Negotiation Manager window is closed and you are
Manager returned to your Welcome Screen.
Selecting a Record 1. On the Information page, select the record you are interested in from the

record list.

OR

Use the “GQO” button to locate the record by the log number.

OR

Use Quick Query to search using specific information
Accessing the History | 1.  Click on the History List Tab to receive a list of all relevant history for
List that Award Number.
Accessing the 1. Click on the paper icon to display the Contract Log (by log #) or
Contract Log/Award Statement of Award (by OSP#).
Statement
Accessing the Activity | 1. Click on the Activity tab.
Tab
e-Documents 1. Click on the Document Tab

2. Click on the e-Document desired
3. The e-Document will appear on the screen.
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Chapter 4: Proposal Manager

The Proposal Manager maintains a running log of all proposals submitted by PSU and logged in at
Sponsored Programs.

The Proposal Manager allows users to track proposals submitted by faculty, proposal status, and other
proposal information.

The records that are available to you depend on your administrative unit. You have access only to those
records that have primary Pls in your administrative unit.

In This Chapter e Accessing the Proposal Manager
e Information Tab
e Faculty Credit Tab
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Accessing the Proposal Manager

Proposal
Manager Form

To get started you must get to a blank proposal manager form:

There are several ways to access a blank form depending on your current location

within SIMS.

Sample Blank Proposal Manager Form

HFORMATION
PROPDSAL MANAGER - B
Quick Cuary
OISF Humbe Coollagainit 10 SolloHationfF P

|Sperser Infsamatisn

T

wwse B

e | hitps:ffdev.sims, psu.edo - 513 Proposal Manager - Microsoft Internet Explorer

lecord

Aganoy 10

Prapesal Piosesing (OSF saly)

CFA Rumbas

B i a ry Irearligatar Raceived Submittad
iCollege Ruvized Q5P St
0w panmant Daadling Fanctien
i ampui Subjects
Tite Type of Submission  Anbcipated Terms

Initial Ragudsiad Fla
sitial Fasied nitial Raguisiad Dissct (er Managument Fas) Initiad Tedal Faguatad

Tedal Rageested F&A
Total Parad Total Requerted Dinct for Managament Fae) Tolal Ragueried

D O D
S1905-2005 Penn State nives o
£] cone S W nternet

Method 1:
Applications
Menu

#

The Proposal Manager can be
accessed from your entry screen by
clicking on Proposal Manager from
the Applications Menu.

Applications J»

Funding Informj

Research Admi

Profile Manager

Perzonalize

Custom Report

Proposal Managery,

=1

Megcotiation han

Ayvard Manager

23105 02042005 Ke
Co

Headlines

22079 02022005 iy

List Mairtenance

A A . —ad

Click Proposal
Manager from
the Applications

Menu
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Method 2: If you select Proposal from

From a completed Negotiation
Negotiation Manager record, your
Manager screen may or may not

contain information; if you
selected it from a populated
negotiation manager record,
it will be filled in with
proposal data for the record
you were working on unless
there is no associated
Proposal Record.

| https:#dev.sims. psu.edu - SIMS Negotiation Manager - Microsofl Internet Explorer

Forms
Colegaiinit il

Record List | History List

Lo Humbee: O5F Humbar
7 No Link

E—

DCOP: Depantment of Environmental Protection

[Primary Invasbgator

(D8rooks, Robert P

ICallege

ice Pragident for Research

D afmant

Penn State Institutes: of the Environment

Aoard Type

(Service Purchase Confract
Tite

ivietland Maonitoring

Tasm Afilistion

Stodart

ICusent States

st Upd ate beformation

(72872005 12:01:49 PM made by Tim Stodart

Aweard Numer

3550061803

t 5t
F/28/2005 - 10 Negotiator - COP TEC signolf received from M. McCanhy 727 PR,

(A=)

Quick Query

Fraposal Subm)

NA

Click Proposal [

. from a

me| Megotiation
Ilanager

am|  Document

$2( populated cr blank)

Mot Specified to D8/20/2007
Fanction
Research

Cther fwward Humbar Inde

StaM dasigned
Tim Stodart (Wendy Peck )

> € > @

b a3 YWV (11 55ck Pl b i Fon

BAGHE-2008 Pann State Unives

inbeespity
ekl 5 M

EC I

Pt SIME

Method 3:

From Award
Manager
(Discussed later)

If you select Proposal from
a blank Award Manager,
your Proposal screen will
not contain information; if
you selected it from a
populated awards manager
record, it may be filled in
with data for the record you
were working with if there
was a proposal associated
with the award.

IFORMATIOH DOCUMENTS

| hitps:ifdev.sims. psu.edu - SIMS Award Manager - Microsoft Internet Explorer

AWARD MANAGER . Browse Re ard

Quick Quary
W05 P Number Collaga/Unit 1D Puoposal Submitted : (O5P Sttt
= 5 Click Proposal
sparon from an Award
Manager
-
document
—— [ populated or blank)
P riemary Invastigator Action
b amugailni Dapanmast Camg
Tithe
bdawaed Type  Aeward Humbar  Othes Sssard Desesiption I 11k daward Mo defier Aamard Incramant
G dgut Fund wged Satk aaed End
Drisect Amount FE&AT ee Amawnt Total Award Amoust
s Cogt Extungion (NCE) Date of NCE Pra-HCE End Dats NCE Mos #®
0w cra ata in Funds (DIF) Date of DIF Pra-DIF Amousd DIF Ameunt DIF Mod #
POUD Ak owd a80e mant w
£] teon ) @ Inkerret

(A=)

P 1 | B

Note: To exit Proposal Manager from any screen, click the exit button located at the
bottom of the screen. You may have to scroll down within the record to access this

button.
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Options on the Information Tab — Proposal Manager

Information The first page that appears on the screen is the information page. Options you can

Tab choose from the page are as follows:

Link to By clicking on the paper icon next to the OSP number the user can access the

Statements particular statement regarding this proposal. A proposal statement is provided if it is
not yet fully executed; once it is a fully executed award, an award statement is
shown.

Quick Query Quick Query allows the user to search for a different record using specific
information.

Negotiation If the proposal is in or has completed negotiations, navigation to Negotiation

Manager Manager can done by clicking “Negotiation” in the upper right portion of the screen.

Otherwise, it will send you to a blank screen.

Award Manager

If the proposal has been an award associated with it, clicking on “Award” in the
upper right portion of the screen will navigate to the award manager screens.
Otherwise, it will send you to a blank screen.

Sample Proposal Manager Record — Information Tab

Link to " -
Stat L s gotiation | Auwsard
emen PROPOSAL MANAGER - Browse Pecord
of Award -
Forms Quick Query
NO5F Humber CollegaiUnit ID Solicitation/RFP Ageney ID CFDA Mumbar
[hesan SC020233 HAL-5000 0209634
Sponsor Information . Propesal Processing (OSF only)
- iy DSpace Exploration Foundation S““T'c}.l o Mone
Linkto & [priman investigator Megotiation of | peceives Submitted
Fact M DBowman, David (Astronorny) Avrard Manager | 12/21/2001 121472001
Sheets Ceollege Revised Q5P Safl
Science Mone Frank Poole
Deparment Deadline Function
Astronomy 12142001 Research
Carm pus Subjects
University Park Mone
Title Typa of Submission  Anticipated Tarms
Case Scenarios for First Contact with Biological and Anificial Mew Proposal Grant
Life Forms During Space Exploration.
Initial Requasted FEA
Initial Pariod Initial Reguested Direct (or Mansgament Fee) Initial Total Requested
07 /0142002 - 06/30/2003 $0 $0 $397 346
Total Requasted F&A
Total Pericd Total Requasted Direct (or Management Fes) Total Requested
07 /0142002 - DB/30/2006 $0 $0 $1.316 469
Last Update Information
09/11/2002 03:55:35 PM made by Rolf Halvorsen

< D D

This proposal has been awarded

£] S @ Internet
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Information Tab Definitions — Proposal Manager

OSP Number

OSP number corresponding to this record. Clicking on the paper icon will display the
proposal statement or relevant Proposal/Award Statement.

College/Unit ID

Number assigned by college, if applicable.

Solicitation/RFP

Number used if a proposal is in response to a Request For Proposal (RFP) or other
sponsor solicitation.

Agency ID Identification number associated with a Sponsor. May be used if available, but not
required.

CFDA Number  The CFDA (Catalog of Federal Domestic Assistance) number is required for all
federal and federal flow-through proposals under OMB Circular A-133. The number
is usually identified in the sponsor’s guidelines.

Primary Lead faculty member pursuing the award.

Investigator

College College or unit associated with the proposal

Department Department within college or unit associated with the proposal

Campus The PSU Campus where the associated College/Department is based.

Title Title of project being proposed.

Proposal This date is used internally only at OSP. This field is used when the proposal is

Processing (OSP
Only)

being submitted directly by OSP on behalf of a college/unit. This date corresponds
to the date OSP actually receives a copy of the proposal. This date will track the
proposal processing length and notify the assigned staff of the submission deadline
until the proposal received and submitted dates are recorded. Proposals in process
will not appear on SIMS proposal reports until the proposal is submitted to the
agency.

Received Date the proposal was received. Note: A submitted proposal can go back into the
processing stage if the received and submitted dates are removed.

Submitted Date the proposal was submitted. Note: A submitted proposal can go back into the
processing stage if the received and submitted dates are removed.

Revised Date of revision, if applicable.

OSP Staff OSP Staff assigned to the record.

Deadline Date the proposal must be submitted by.

Function Choose the nature of the proposal from a drop-down list (Research, Instruction,
etc...).

Subijects Choose subject matter category from a drop-down list (Human, Animal, DNA, Drug,

etc...).
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Type of Choose the nature of the submission from a drop-down list (New Proposal,
Submission continuation, renewal, etc...).

Anticipated Choose the anticipated terms from a drop-down list (Cooperative Agreement, Cost
Terms Contract, Grant, etc...)

Initial Period Initial Date range for the proposed project.

Total Period Total proposed period for the project.

Initial The initial requested direct cost values for the proposal being submitted (optional).
Requested

Direct

Total Requested
Direct

The Total current requested direct cost values for the proposal being submitted.
(optional)

Initial
Requested F&A

The initial requested indirect cost values associated with the proposal. (optional)

Total Requested
F&A

The Total current requested indirect cost values associated with the proposal.
(optional)

Initial This includes the Initial Requested Direct funds and the Initial Requested F&A
Requested funds. The total will be the sum of these two amounts.

Amounts

Total Requested  This includes the Total Requested Direct funds and the Total Requested F&A funds.
Amounts The total will be the sum of these two amounts.

July 23, 2009

Page 52 of 107



Locating Existing Proposal Manger Records

Locating
Records

There are three ways to locate existing proposals:
e Go Button
e Quick Query
e Proposal link from Award or Proposal Manager (already covered in previous
section).

INFORMATION FACULTY
EREDIT

 Quick Quary

S P Humber WII i BolisitalicnWAFF dganiy 10 CFDA Mumbar
SpRrgar Infoimatan Fiepsal Paspasming (O5F only)

Seatch by
Sponsor or PI

b clingrn Fwwired SEP St

Frim gy ket abor Facaingd Submimed

L'y pafimant Deadna Fynclian

I o Subyacts

Titls Searchh}r iy Typs of Submimian  Anticipsied Tamme
Huamber
Initial Raquested F &4

nitial Pariad Initia! Faquerted e (or Managamant Fas) Infligl Total Requesied

Tedsl Ruquarted FiA
Tedsd Pariod Takal Reguasied Dirnet (ot Managamant Fas) Telal Reguastad

Method 1:
Go Button

= Y
o=

This button allows you to locate a record by the OSP number by taking you to a User
Entry Prompt as shown:

Seript Promod Type O5P

gt O5P Humbex 1 rekiieves: Humber and
then click “OE”

[Tope OSP Munbes Hed e

Type in the known OSP Number and click OK to return the selected Proposal
Manager record. If the OSP Number entered does not exist, a blank Proposal
Manager record will be returned with the message “OSP number was not found.” If
the OSP Number exists, but did not have a proposal submitted, a blank Proposal
Manager record will be returned with the message “No proposal exists for OSP #.”

Method 2:
Quick Query

Quick Query allows to search and access all records in SIMS, regardless of the
record’s status. To use Quick Query, first click on the Quick Query button on the
upper left hand side. A screen will appear that can be completed with the search
criteria.
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Sample Quick Query Interface
PROPOSAL MANAGER - Quick Que

Hierarchy

O

CollegesUnit 1D

Statuz

Collage @Pending

Mot a Collegel/lUnit Code b O submitted

Cepatment Fropozal Staff

Mo College Selected hd -
Title String

Froposal |0

Froposal Range

oD a@»

When you have entered the record criteria, click on search and a list of current
documents will appear. *Note* If more than 100 records come back that match the
criteria, then you will be asked to narrow your search. You cannot sort by headings in
the Proposal Manager Record List. You can use “Custom Report” manager for more

detailed and sorted proposal/award reports.

Sample Proposal Manager Record List
A https:/fdev.sims. psu.edu - SIMS Remote List Wi... ||

Proposal Manager Record List
23 Recordis) Found
O5P# Sponsor Faculty Amount Status
89250 Space Explorstion  Bowman, David HE00,000 Pending Since
Foundation 11122003
Callege/Department: $6ience/dstranany
a747s  Space Exploration Bowman, David
Foundztion
College/Department: Svience/dstronamy
90188 Space Exploration Flowd, Heywood B 52841,051 Pending Since
Foundation 014202008

F450,830 Pending Since
Q292005

Caollage/Department: Science/dstronornny

Q6320 Space Exploration  Floyd, Heywood R F900,000 Pending Since
Foundation 02005

College/Department: Science/Astranarmy

94430 Space Exploration  Michzels, William  $2,500,000 Pending Since
Foundation 1042 T 200

Caollege/Department: Svience/istronarmy

96181 Space Exploration  Sreslow, Sndrei
Foundation

College/Department: Svience/dstronamy

Q6670 Space Exploration  Smyslow, Sndrei
Foundation

F23,000 Pending Since
02M 2005

F239.579 Pending Since
03/ 7/2005 b’

@Ll é ‘ Internet

Clicking on any of the blue text in any or the Proposal Manager Records will allow

you to access that Proposal Manager record.
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Sample Proposal Manager Record

C Negotiation | Awward 6‘&
PROPOSAL MANAGER - Browse Record

INFORMATION

Histary List Forms Quick Query
OSF Mumber CollegesUnit T Agency (D CFCA Mumber
(134954 SUIMARCH12
Sponsor Froposal Processing (OSF anly)
DCanadian Space Agency Mone
Frime Sponsar Received Submitted
0407 /2009 04,07 /2009
Frimary Inwestigator 03P Staff
(DSillanpa, Susan Debra (SPNPROG-sus14) Jahin Hanold ,
College [Lieadline Function
Senior Vice President for Research None Research
Crepartment Subjects
Office of Sponsored Programs Mane o
Type of Submission
Mew Proposal
Title
title test
Initial Period Initial Requested Direct Initial Requested Ff Initial Total Requested
15/01,/2009 - 04/30/2011 $200,000 0 $200,000
Total Periad Total Requested Direct Total Requested FEA Total Requested
15/01,/2009 - 04/30/2011 $200,000 0 $200,000
Last Update Information
04/07/2009 01:48:24 PM made by Susan Sillanpa

QO I G @ ID D

! SIMS now supports searching of the legacy numbering system used in College of
College of Medicine’s (COM) Office of Research Affairs. OSP users can locate COM number
Medicine Legacy by using “HMC” preceding the search number. Each COM record will also be
Number Search  assigned an OSP number, which uses the normal OSP number search procedure.
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Proposal
Statement

Once the page is populated with the information for the record, clicking on the paper
icon by the OSP number will display the Proposal Statement unless it is awarded. If

an award has been made, then the link will refer to the Statement of Award.

Sample Proposal Statement

G | hitps://dev.sims. psu.edu - Proposal Statement - Microsoft Internet Explorer

£l — n . — i
§ ' ) o 7 i £ = B 3 - f o I
o L/J |ﬂ @ €’ l\l f Steriel \?/\(J [FailezE €3 = 'ﬂ _J ﬁ "i & .f
”~
Office of Sponsored Programs
110 Technology Center Building
Uriversity Park, PA 18802
Proposal Statement
History | Documents | Megotiation | Statement Only
Q5FCollege [ Humber Froposal Submission [ ate
109298 August 22, 2005
Er0B0072
Sponsar Information Froposed Terms
Space Exploration Foundation 09/01/2005 to 08/31/2007
$120,000
Title
Case Scenarios for First Contact with Biological and Artificial Life Forms
Froject Investigatons)
“Bowman, David
CollegesUnit
Science
Lepartment
Astranomy
Campus
University Park
Function
Research
Subjectiz |
Mone
History
Negotiation History for Current Record
Log Humber Received Action Type Status
8374z Unkn own [l Subcontract 1040372005 - Status Update - Sponzor emailed
proposed changes:
Total $120,000 2

é 0 Internet

July 23, 2009 Page 56 of 107



Faculty Credit Distribution

Faculty Credit ~ Another piece of proposal data that is captured in SIMS is the Faculty Credit

Tab Distribution. This is the amount of time each participant in the proposal proposes to
spend on the anticipated research.
! Note: These document and it’s
percentages are the basis for the Click to wiew
!:aculty Participation totals used = Faculty Credit
in the fact sheets and content CREDIT Distribution _
reports. PROPOSAL MANAGER
Quick Query
OSP Numbar CollagesUnit Il Solicitation/RF
After clicking the “Faculty Credit” tab, a new screen will appear that shows the
estimated time distribution for this project. Each individual working with this
project will be listed on this screen. This data was required October 1, 2000.
Proposals submitted prior to that date will have data that is distributed evenly in the
Faculty Research Initiative category between all participating investigators.
Sample Faculty Credit Page from Proposal Manager
2} https://dev.sims.psu.edu - PROPOSAL FACULTY - View Pl Information - Microsoft Inter... EJ m El
INFORMATION FACULTY 2
CREDIT Megotiation | fweard
PROPOSAL FACULTY - View Pl Information
Title
Case Scenarios for First Contact with Biological and Artificial Life Forms
During Space Exploration
OSP Number Sponsor Amount Period of Perormance
B9162 Pennsylvania, University of $193,000 07/01/2004 - 06/30/2005
F acaulty List Fesearcher Hame Type
Faculty David Bowman Primary P1
mermbers R Halvorsen College Click to
contributing i |F Poole Science aiiy
to the Department g i
project Astronormy rjpu
% Credit Children, Faculty
Distribution A& Youth& Envien Lite Social  Tranzpor Resedrch
Eesearcher Humanilles_ Families ) mental - Science Materals Sciences tation Ini!iati\.res_ Total )
oo [ | [ | & [ [ | | &
R Halvorsen ] l [ [ | 45 | | ] 45
F Posle ] [ [ 10 [ [ ] | ] 10
Tt o] of o] s] of 4] of o 1o
— — B, O i —_ —_— _:.
&] Done Amount of & ® Intemet
contribution for
each category
This page will allow you to see each faculty member contributing to the proposal and
their percent contribution in the specific categories. A report of this data can also be
generated.
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w Using the report button gives the
information regarding the Total

credit distributed as a total.
Clicking the Report button on this
screen will give more detailed
information.

Project Faculty Credit Distribution Report
Notes: Total credit distributed = 100%0 - OK

D D
"B

Sample Faculty Assignment Report

2 https:#dev.sims. psu.edu - Faculty Assignment Report - 891162 - Microsoft Internet Explorer |:||E|fg|
L ) =y N . D r y
Q- © MR G Powo e @ - LELEBE A
A
SIMS PROPOSAL FACULTY ASSIGNMENTS - Committed 6&
Proposal Information
Title
CS: First Contact with Biological and Artificial Life Forms During Space Exploration
O5F Humber Sponzor Amount Feriod of Feformance
89162 Pannsylvania, University of $a14 000 07,/01/72004 - 06/30,2008
Faculty and Credit Distribution
Children, Faculty
Arts & Wouth & Environ Life Social  Tranzpor Researnch
HameiCollege/Depatment Humanities Families mental Science Materials Sciences  tation  Initiatives  Total
David Bowerman - Prirmary Pl 45 45
Science
Astranomy
Ralf Halvarsen - Co-FI 45 45
Science
Social Science
Frank Poole - Associate 10 10
Stience
Physics
Totals 55 45 100
FENNSTATE
Generated August 17, 2005 10:50 Ak by Melizza Rohan Contact SIMS Suppaort Z1995-2005 Penn State Unive rsity @5‘fﬁ{
® These data are proprietany to The Fennsylvania State University and are not for release to the public.
v
@ é O Internet
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Quick Reference: Proposal Manager

Accessing the 1. Onyour Welcome Screen, click on Applications, then the Proposal
Proposal Manager Manager link.

OR

Click the Proposal Link from the Negotiation Manager or Award

Manager

OR

Click on the paper icon next to the OSP number in the upper left of the

Proposal Statement
Exiting the Proposal 1.  Click on Exit. Proposal Manager window is closed and you are returned
Record to your Welcome Screen.
Selecting a Proposal 1. Onthe Information page, select the record you are interested in by using
Record the “GO” button to search by OSP number.

OR

Use the Quick Query to search by specific information.
Accessing the 1.  On the Information page, click on the Paper icon beside the OSP number
Proposal Statement and the relevant Proposal Statement is displayed.
Faculty Credit 1.  Click on the faculty credit tab. The faculty credit page will be displayed.
Distribution

2. Click on report if you would like a printable report of all faculty credit.
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Chapter 5: Award Manager

The Award Manager uses the information collected from the Proposal Manager and Negotiation Manager
to create the Statement of Award. From the award manager, you can find if the record pertains to a new
grant, an action on a former one (such as no-cost extension), or a decrease in funds.

All records in Award Manager are financial. Non-financial actions logged on Negotiation Manager are
updated to the most recent OSP# at the time the action is processed. Award Manager can also read $0 if
an award is de-obligated entirely.

This page will also show the history of this award number by clicking on the History List tab, and gives
quick access to the Award Statement and all documents associated with this record.

In this Chapter e Accessing Award Manager
e Decrease in Funds
e No Cost Extensions
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Accessing Award Manager

Access Award
Manager

Access to records is achieved the same way as Proposal and Negotiator manager
using the Quick Query and Go buttons. See these chapters if needed.

The first page displayed is the Information page. It displays all the information that
will be shown on the Statement of Award. Options from this page are:

e History List Access
e Statement of Award
e Fact Sheets

Note: To exit Award Manager from any screen, click the exit button located at the
bottom of the screen.

INFORMATION

Sample Award Manager Record

DOCUMENTS

Froposal | Megotiation

AWARD MANAGER - Browse Record

Frimary Investigator

Histary L Forms Quick Query
OSSP Humber CallE g Fropozal Submitted Apward Received OSSP Staff
Dh37047 07/22/2008 JTA
= Link to = | Display History
pon=ar . Statement of list Status
(DThe Walt Disney Company Award Awearded
Frime Sponsor war Function
Cutreach
lddress Aucdivity
More
Contact Action

DSillanpa, Susan Debra (SPMPROG-2us14)

MNew or Competitive Renewsal

Collegeflnit Cepartment
Liberal Arts Wamen's Studies Program -
Title No cost Extensions and
Testing Fun Decrease in Funds \
|- Awuard Type Ayard Humber Other Awvard Description I- I-Aumard dadifier Ayuard Increment
Cooperative Agreement Check Dated Mane
Budget Fund Pumard Start FPaward End
07 /2242009 07212010

tmaunt of FEf Collacted Maiver Explanation
Full fon campus)

Fiiret urt EZ, mount E&A Farvard Amount ARRA

§0 0 5,000 000 o
Mo-Cost Extenszion (NCE) Late of NCE Fre-MCE End Date MCE Mod #
Mo
Cecrease in Funds (DIF) [rate of DIF Fre-DIF Amount CIF Amount CIF hdod #
Mo
QUL Acknowledgement
Do not acknowledge
Motes
(none)
Entry [ate Lzer Last Update Last U=zer
07 /22/2009 10:50:20 Ahd susld 07/23/2009 01:49:29 Ph sus14d
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Accessing the Once the page is populated with the information for the record, clicking on the paper
Statement icon by the OSP number will display the Award Statement

Sample Statement of Award

https://dev.sims. psu.edu - Statement of Award - Microsoft Internet Explore E
W B J Iﬂ @ ‘h 7 ) search ;\? Favatites {‘3 .’" § ""
~
PENNSTATE
Office of Sponsored Programs
% 110 Technology Center Building
University Park, PA 168802
Statement of Award
History | [ ts | Megotiation | Stat t Only
|DSP/Callege 1D Humber R " [award Date -
78981 September 11, 2002
50020233 (Proposal Submitted: 12/21/2001)
'gpor;sor.lﬁformation Auward Number
:Space Exploration Foundation Grant
1000 Space Avenue MCB-02095594
|Space City, NY BE666 =
Atten: Dr. Halvarsen
[Title Terms
ICase Scenarios for First Contact with 09/15/2002 to 08/31/2003
|Biological and Atificial Life Forms During Space  §357 346
[Exploration [Proposed: 07/01/2002 to 0B/20/2008 for $1,215,483)
|Projest Investigators) - )
=Bowman, David
[Function laction
Research MNew
Collegedlinit
|Science
[pepatment
Astronomy
[campus
University Park
e
Mane
’éuc.l.gétl'Fund
v
|comments
| ¥
@ é ‘ Intermet

Award Manager The History List tab at the top of the information screen will display, in a separate

History List window, a list of all Award records for the currently displayed Sponsor and Award
number. Clicking on any detail item in the History List will cause the information
window to display that record. To remain at the current record, click “Close” in the
History list window.

Award Manager Record History List
CBT-8514723 Agreements for National Science Foundation

OSF# Title Agreement

2041 The Measurement of Electrical Properties of 5. CBT-2514723

9797 Industry University Cooperative Research: Th... CHT-2514723 AMEND NO. 1
12345 Industry University Cooperative Research: Th... cET-8514722 Amendment 2

E995-2005 Penn State University

Generated July 29, 2005 09:55 AWM Contact SIMS PENNGIATE I’ﬁ{ﬁ
by Melissa Rehan Support @5
* Thesze data are proprietary to The Pennsylvania State University and are not for releaze to
the public.

Notes If an Award record has notes (usually entered by the negotiator) associated with it,
the first line of the note is displayed near the bottom of the information screen, along
with a small “Edit” button.
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OUD Adnoudedgement Click Edit to view

Do Mot acknowledge the entire nate
MHotes
is modification changed the end date from 2/28/06 to 8/31/05 because sponsor's Pl is lea il
Entry Date Usar Last Update Last Uses
72272005 01:00:15 PM mvsB 08/12/2005 11:35:43 AM dih17

O D D &>

Click the edit button to display the full text of the notes in a window:

<3 hitps://dev.sims. psu.edu - Award Processing Motes - Micro... Ellﬁl[ﬁ_?l

Motes

This modification changed the end date from Z/28/086 to B8/31705 b
leawving the Uniwv. of PAL and taking his prime award with him co W

Changes to notes are NOT recorded here. If you wish to change
the Notes, select "Edit" on the main screen.

< | b4

@ é a Internet

Decrease in
Funds / No Cost
Extensions

Decrease in funds is displayed on the Award Manager screen. You will notice that
the screen will display the date of the Decrease In Funds (DIF), the pre-DIF amount,
the DIF Amount, and the new Award amount, along with the modification number
that for this action.

No-cost extensions are represented similarly to the Decrease in Funds. The screen
will display the date of the NCE, the Pre-NCE End Date, and the new End Date.
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No Cost Extension / Decrease in Funds Example
2 https://dev.sims.psu.edu - SIMS Award Manager - Microsoft Internet Explorer E]__ E]

INFORMATION | CACULTY )
Fropozal | Negotiation

AWARD MANAGER - Browse Record

History List Forms Quick Query

DEF Humber Collegeinit ID Froposal Submitted Aavard Received OSP Statf

&31 95 HHDO30020 100772002 09/28/2004 EF3

Sponsor Status

@Surburban Life Institute Awarded

Prddress Funclion

301 Wystena Lane Research

Suburbia, NH 55321-0100 Activity

Contact None

Edie Britt .

primaninvestia o Mate that the Total Award -

Competitive Renewal
‘CDMAYEE' S-HDFS Amount and Award End G
ollegefUnit Depart Campus

Health and Hurman Development Huma| Date reflect the NCE and |eg University Park

Title DIF changes.

Television's Influence on M ge, Birth an

- Aweard Type Award Numbar Other Award Desciption 11 / Nl-fomard Modifier Asward Incremant The box

Grant 1 RO3 HDO44694-01 A | draven on

Budget Fund Bavard Start Bamard End this eraphic
09/27/2004 08/31/2006 Erap
Direct Amount F&A/Fee Amount Total Aveard Amount shows the
$0 $0 72,000 | areato find

Mo-Cost Extension (NCE) Drate of NCE Fre-NCE End Date NCE Mod # NCE and

Yes . 07012005 Q7,/212005 DIF

Decreaze in Fundz (DIF) Drate of DIF Fre-DIF Amount  DIF Amount l DIF hod # information

- 1 4 $77 000 $5,000
4 Mo Cost Extension (NCE) was 2002200 ¥ - J
entered on T 105 It extended the - v
end date from 7/31/05 to 8/31/06. Decrease in funds (DIF)
I Information: On 12/2/2004 the

funds were reduced by § 5.000.

F&A
The following changes will be made to Negotiation Manager “Contract Detail” activity and Award
Manager based on a request from OSP: July 2009. Waiver options will only be available for financial
documents that receive a new OSP number.

Negotiation Manger “Contract Detail” activity and Award Manager will be validated for proper waiver

input before save.

Award Manager - New Record

Amount of F&h Collected Wfaiver Explanation

o |

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)
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Quick Reference

: Award Manager

Accessing the 1. Onyour Welcome Screen, click on Applications, then the Award Manager
Award Manager link.

OR

Click “Award” from the Negotiation Manager or Proposal Manager
Selectinga Record | 1.  On the Information page, select the record you are interested in by using the

“GO” button, or Quick Query.
Exiting the Award | 1.  Click on Exit. Award Manager window is closed and you are returned to
Manager your Welcome Screen.
Accessing the 1. On the Information page, click on the Paper icon beside the OSP number and
Award Statement the relevant Award Statement is displayed.
Award Manager 1.  Click the History List tab on the information page.
History List

2. Click any entry to view that entry

OR

Click the close button to keep the current record information.
Notes 1.  Toaccess Award Notes, click “edit” beside the notes line.
Decrease in Funds | 1. On the information page, Decrease in Funds will be displayed at the bottom.
No Cost Extensions | 1. On the Information Page, No Cost Extensions will be displayed at the bottom.
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Chapter 6: Quick Query From the Welcome Page

Quick Query The SIMS Quick Query feature on the Welcome Page permits you to
perform a simple query based on such specifics as project title, sponsor
name, OSP number, or faculty name.

In This Chapter e Using the Quick Query
o Keyword Search
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Using Quick Query

Access Quick When using Quick Query from the Welcome Page you have two search options. The

Query first is by typing in the OSP number or the Award Number. A second way to use
Quick Query is by keyword.

Method 1: Quick Query is a good tool to quickly access a record from the Welcome Page when

OSP/Award you already know the specific OSP or Award Number.

Number

Type in the OSP or Award Number and click GO! If you are using the Award
number, be sure to use the entire number, including the letters preceding it. If you
are looking for a specific amendment, place a space between the last number of the
award and the amendment number:

Wmi%%fﬂﬁ o et et 5

Serving the Penn State Research Community Tha National

the ‘Washington

Welcome Paul Hewman - Logout

o]

Applications Type in O3F or

Funding Information J» Award Humber Quiick Quary
o 78981 D
Research Administration J»
Step 2. An award statement appears. The Award Statement is divided into three sections
@ including the Statement of Award, History and documents. You can use the

hyperlinks throughout the statement to access other information such as fact sheets
and other Statements of Awards.
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Sample Statement of Award

W) ) |ﬂ @ _;\] /T“ Search ./\_‘/ Favorites &“? (- 7 v - . ‘ ﬂ '3 ﬂ ""'.
PENNSTATE i
Office of Sponsored Programs
110 Technology Center Building
% University Park, PA 16802
Histony | D | Negatiation | Only

OSFiCallege ID Humber " leward Date
78981 September 11, 2002
SC020233 (Proposal Submitted: 12/21/2001)
Spanzer Inform ation laard Mumber
Space Exploration Foundation Grant
1000 Space Avenue IMCE-0208554
\Space City, MY BEEEE
Atten: Dr. Halvorsen
'Elg;e Scenarios for First Contact with E;:fr‘?ss,fzuuz to 08/31/2003
Biological and Anificial Life Forms During Space 15397 346
Explaration (Proposed: 07/01/2002 to DB/30/2006 for $1,316,459)
Project Investigators)
*Bowman, David
Function actian
'Re_search NE
CollegersUnit
Science
[Depatment
Astronomy
[Campus
University Park
Subjectis
None
|BudgetFund
It
[Comments

g“l é i Inkernet ;

Step 4. To print the Award Statement, click on your browser’s print icon. To close the
report window, click on the close window button (the “X” at the upper right of the
window).

Method 2: A second way to use Quick Query is by keyword.

Keyword Search

Step 1. Enter the keyword (or any part of the word), which could be a faculty name, sponsor

Ty name, address, etc. into the Quick Query Box. For example, we may be looking for
an award that may have the word *“agriculture” in the title. We would type that in
and click GO!

PENNSTITE 4 4 Welcome Paul Hewman - Logout

W‘ -

Serving the Penn State Research Community
Typein

Applications p» ﬁﬁﬁii

Funding Information )» GO Quick Query

aion) oo | @D
Research Administration J»
Step 2 The following screen will appear with that keyword or any portion of that word that

appears either in the faculty name, sponsor name, or title.
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Sample Quick Query Results

2 hitps:/idev.sims.psu.edu - SIS Ouick Query Results - Microsoft Internet Explorer

X 2

"
N
| B}

D

SIMS found 19 record(s) containing “agriculture”.

New Query: agriculture

« Search by Project Title using "agriculture".\l

« Agriculture & Extension Education found in t

o DAgriculture & Co.op Alliance Association fq
table.

s Search by Sponsor Address using "agriculturg”™

Red “F
icons || * TCOP: Dept of Agriculture Safety found in thg
linkto )

fact + Dean's Office in Agriculture found in the depa
sheets.
+ [DMadison Mountain Agriculture Progress F
the sponsor table.
&) Done

DX
O Type inancther [07 o 27 l!;'
keyword and =
click GOl Fora
Y —
= Search Settings =
Type
Avpards bt
Action
Current Activity v
Output
P department table.] | Full Detail v
Period
und in the sponsor to
5| Clicking an This box
BELUE TgEX%r o sets seareh
within the search patateters
results will run a to natrowr
| search on the search
stated criteria v
usitiz the segch B @ Intermnet
patameters defined
under *Jearch
Zettings*

! If you would like to see a particular faculty member fact sheet or a sponsor fact
sheet, click on the ”i” icon and SIMS will generate those reports. You can also
narrow the search by defining the search criteria under “search settings” and then
clicking on a blue link.

Step 3. You now can further define your search. If you would like to search for Keywords

in either the project title or the address, click on the blue hyperlinked text and you
will receive a listing for that category of all currently active awards. You can also
change the search by defining other search criteria under “search settings” and then
clicking on a blue link. Let’s look at the search for Project Titles including the word

“agriculture” by clicking on that link:
3 . HE
A @ ' ) | ® My
€ ) > i'] =l AR | Search Bl Favorites {- = W - n
-~
SIMS Quick Query Results
New Query: 8gnculture @
SIMS found 19 record(s) containing "agriculture™ ® Search Settings *
Type
« Search by Project Titlewsing "agriculture™ Aweards b
) Clicking “Froject petlon -
+ Search by Sponsor Address using "a Title™ will search Current Activity b
for Avwrards with Sltpvb e
» Agriculture & Extension Education found [ 00y Activity & Full Detail '~
that bas the word L
» DAgriculture Awareness Foundation of Re ooy ogitre” in the P! to
table. Project Titls with
Full Detail Output.
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Step 4. Step 3 returned a Quick Query list with 19 records. You can now choose one of
these records to view or export your results to an Excel Spreadsheet by clicking on

the 3& jcon. By clicking on “Project Title” SIMS will search for Awards with
Current Activity that has the word “agriculture” in the Project Title with Full Detail
Output.

The following list details the SIMS column heading for exported reports:

rptnote: proprietary data reminder

nospkey: OSP number

ccuid: College Id

cstatus: Award Status

cfunction: Research, Instruction, or CE

dpropdate: date proposal submitted

dawarddate: date award received

CSpONSOr: Sponsor name

cspontype: sponsor type

ccollege: college submitting the proposal

cdepartmen: department submitting the proposal
depttype: Hershey use only

agttype: agreement type

cawrdnuml-3: award numbers for the award (three places to enter. For example
1=award number, 2=task order, 3=amendment number.
ypropamt: amount proposed

yawrdamt: amount received

ctitle: title of the proposal

cpil-6: names of the first 6 Pls

dpropbegin: proposed start date

dpropend: proposed end date

dawrdbegin: start date of the award

dawrdend: end date of the award

cpi7-25: names of the 7™ through 25" Pls
cpilpropcredit: amount of proposal credit for the first Pl
cpilawrdcredit: amount of the award credit for the first Pl

cpi25properedit: amount of the proposal credit for the 25" PI
cpi25awrdcredit: amount of the award credit for the 25" PI

July 23, 2009 Page 70 of 107



Sample Quick Query Search Report

2N https://dev.sims. psu.edu - Quick Query - Sponsor: COP: Department of Agriculture - Current Acti - Micro... E|E|g|

: » A . 5 2
€ O ¥ B @ Pt Joraers @ -z mw - [ K€ B 9 "
.Y
Quick Query
Project Title: agriculture
Current Activity Awards
Summarny: Statistics, Sponsor, Faculty, College, Depatment
Displaying 1 to 25 of 190 Records Found. x
Fage 1 of G: [1] [2] ] ] [5] [5]
Proposals Submitted Proposals Pending Awards Received

Total: 91 Totaling $25,769,123 0 Totaling %0 150 Totaling $62,765,540

OSP File ID  Status Sponsor Infermation Affiliation Terms

@95395  Proposal Submitted: COP: Department of Agricultural Sciences 07,/01/,2005-

AGOAO373 03/03/2005 Agriculture Safety E:E::;yi?:ksmences 0B/30/2003
Award Status: Awarded 1000 Farmland Avenue $5 500
08/16/2005 Heartland, IL 45612 Mew
Continuing Ed. Contract Atten: John Mellencamp
Contract
445114

Title Investigator(s)

Mutrient Managernent Education Program Nelson, Willie

OSP File ID Status Sponsor Infarmation Affiliation Terms

@109122 Proposal Submitted: Mo COP: Department of Agricultural Sciences 01/01/2005-

D Proposal Agriculture Safety Qﬁ;fn“e“e”,'ij'g& Binlogica| 0B/30/2006
Award Status: Awarded Contracts and Procurement Univatsity Fark $25 430
08/15/2005 Section Incremental Funds =
Damramee b Tanteaet S R e - P

@ é ﬂ Internek

Search Settings  Note that the time period box should only be used if using the “Defined Period”
action. The other action selections define the time period for you. Below is a listing
of “Type” and “Action” selections and the expected query result you will get:
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Search Settings Quick Reference

Type Action Result

Propozals Activitywein | All proposals submitted within the current fiscal yvear.
Fiscal Year | Period values are ignored.

Avvards Activitywin | All active awards within the current fiscal vear. Period
Fiscal Year | walues are ignored.

Proposals Activitywwin | All proposals submitted and active evvards within the current

8 Myvetdds Fizcal Year | fizcal yvear. Period values are ignored.

Proposals Activitywwin [ All proposals submitted within the last year from the current
Last Year date. Period values are ignored.

Awvards Activitywwin | All active awards within the last year from the current date.
Last Year Petiod values are ignored.

Proposals Activitywwin | All proposals submitted and active avvards within the last

& Mperds Last Year vear from the current date. Period values are ignored.

Proposals Currert All currently pending proposals. Period values are ignored.
Activity

Aovvercls Currert All currently active awards. Period values are ignored.
Activity

Proposals Currert Al currently perding proposals and active ewards. Period

& Myerds Activity values are ignored.

Proposals Defined All proposals submitted within the defined period values.
Period

Aovvercls Defined Al active awards within the defined period values.
Period

Proposals Defined All proposals submitted and active ewerds within the

& &werds Period defined period values.

Propozals Previous All proposals submitted for the previous month. Period
Maonth values ae ignored.

Avverds Previous Al active anvards for the previous month. Period values are
Maonth igriored.

Propozals Previous All propo=zalz submitted and active eweards for the previous

& Mwverds Maonth month. Period values are ignored.

* Note that if you use Defined Period and do not specify start and end dates, then SIMS
will default to Current Fiscal Year.
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Quick Reference: Quick Query

Using Quick 1.  Enter award or OSP number.
Query—OSP/Award
Number 2. Click Go!
3. Award Statement appears.
4.  Print the report using the browsers print icon.
Using Quick 1. Type in the keyword of the item you want to search on.
Query—Keyword
Search 2. Click Go! The list of available selections is displayed.
3. Select the element you want to search on.
4.  Define search parameters
5. Click on item.
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Chapter 7: Custom Reports and Predefined Reports

This section allows you to create custom reports and use predefined reports already established in SIMS.
These reports are more complex than those that can be created using the Quick Query.

The reports that are available for display on your Welcome Screen, while many, only represent a limited
portion of the reports that you might need. The SIMS Custom Report feature permits you to create ad
hoc reports based on your specific needs and then save them for future use.

In This Chapter e Defining a Custom Report
e Running a Custom Report
e Using Predefined Reports
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Defining a Custom Report

Creating a New
Custom Report

Custom reports offer you the flexibility of custom designing a report that fits your
needs. Custom reports can be designed and then saved for the next time you need

the same information. You can define and save the search parameters for multiple

Custom Queries in SIMS.

Step 1.

On your Welcome Screen, click on the

“Edit” button beside the Custom

Report. The SIMS Custom Report
Manager will be displayed with the

“Custom” search tab page active.

page is “read only” as indicated by the

v| Go Links *

Mondzy, August 02, 2005 11:40:10 A A

Wl an Oct

The < here

“sunglasses” icon (See Sample Custom

Report Manager Screen).

*Note that Custom Reports is also
accessible from the applications menu.

1al Meeting
i Annualbesting will be held at the WMidwest Express

nternational.arg ‘(
Custom Report edi

previously saved
repott and click

ober 15 to 19

Click Edit to
defitie a new
repott of edit an
existing one.

—MNO REPORT SELECTED — v

@D

Select a

GOltomnit fpoap Last Year %
$5,260,625 $6,151,135 +36.07%
$60,090 $15,300 +202 4%
$214,532 $306,394 44 5%
0 $0 N
$2,813,200 $4.907 694 22 3%
$1,925,921 $242,159 +436.4%

Sample Custom Report Manager Screen
Custom Tab - “Write Protected”

Customn Predefined

S pongor Eponsor Location (Cibw'StateZip)
Fagulty

CaollegeUnit
All Al

Subjecd Type Function Type

Al Al

Famaid Type Special Activity

to
Lamard Humbar Amount

Agraemant Type
Raeport Title

i
Sort Order

| https:ffdev.sims. psu.edu - 5IMS Custom Report Manager - Microsoft Internet Explorer
ICUSTOM REPORT MANAGER

— Mo Query Selected — v

Credit

Dapatment

Henyword
Al

Action Type

to

Pariod (mmfddiynnd
All Activity win P
Perod Type

qm

CUSTOM REPORT

All Falze
ign

Sponsor Type Fare

Department Type

Collegeinit IC

griod

Cutput

Click “Mew™ to

B IMS

Eo&
&le)

activate the
Generated Su g:.lst 22, 2005 0298 PM by Melissa Fh?hln Cont “write enahled” 200S Penn State Unive ity
These data are proprielary o The Pennsylvan) re nof for release to the public
custotm tah. -
&] Done 5 @ tnkemet
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Step 2. Click on New. The Custom tab page will be "write enabled” as indicated by the

J@ “pencil” icon (See Sample Custom Report Manager Screen below). This simply
means that you may choose values from drop down menus, type in text and/or input
results from Sponsor or Faculty searches.

Sample Custom Report Manager Screen

Custom Tab - “Write Enabled”
CUSTOM REFPORT MAMNAGER

Custom Fredefined %

CUSTOM REPORT

| O I v| O
Sp-:-nsu:-r Hierarchy  Sponsor Location (Citw'StateZip) Sponsar Type Foreign
: | E Frojects in College/Department [Mo Full Credit] e |
Credit
F aculty
V’| |N|:u college has been selected V|
CollegeUnit Depatment
Al W | v | | | | v |
Subject Type Function Type Kennmard Lepartment Type
Al v| LAl v| LAl v |
levard Twpe Special Activity Action Type CollegesUnit ID
| | o] . o] |
Funard Mumber Amount Feriod (mm/ddinnng
v | &l ctivity vin Perind v
Mgreement Type Feriod Type
| | Partial Detai v |
Fepart Title Output
v/ |/ |
Sort Order
Step 3. Define your Custom Report by selecting values from the drop-down lists and/or
@ @ choosing specific Sponsors and Faculty Members associated with your search.
There are numerous fields that you may define. Each field containing information
will constrain the search by those parameters. Undefined fields do not constrain the
results. Below is an example:
! Note: fields with a drop-down list are constrained to those predefined values.
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Field
Information:

The fields and their allowable values are:

Sponsor

Select the name of a specific sponsor using the lookup feature described in Chapter
7.

Sponsor
Hierarchy

Checking the box will include all subsidiaries of that sponsor.

Sponsor
Location

The city, state, or zip code of interest. These fields are typically used when looking
for Sponsors with multiple locations.

Sponsor Type

Valid selections from the drop-down list are: All (default), Associations, Institutes,
Societies and Voluntary Health Agencies, Commonwealth of Pennsylvania,
Corporations, Federal Agencies, Federal Laboratories, Foreign Governments and
International Agencies, Hospitals, Industrial Sponsored Research Organizations,
Local Governments (other than Pennsylvania), Local Governments (Pennsylvania),
Miscellaneous Other, Nonprofit Foundations, Quasi Governmental and Independent
Agencies, States (other than Pennsylvania), Universities and Colleges.

Foreign

Check the box if the Sponsor is a foreign entity

Faculty

Select the name of a specific faculty member using the lookup feature described in
Chapter 7.

Credit

Valid selections from the drop-down list and their explanations are:

Faculty Participation Awards — Bases the report on records affiliated with the
requested college/department and on the percentage of money Faculty associated
with your college/department contributes.

Projects for College/Department w/Outside Faculty — Bases the report on records
affiliated with the requested college/department, which contain Faculty from outside
college/departments.

Projects for Faculty in Other Colleges/Departments — Bases the report on records
affiliated with other college/departments with which Faculty associated with the
requested college/departments are included.

Projects in College/Department (No Full Credit) — Bases the report on records
affiliated with requested college/department.

Projects or Faculty in College/Department (All Full Credit) — Bases the report on
records affiliated with requested college/department and lists total dollar amounts.

College

Select a college or unit from the drop-down list.

Department

Select a department from the drop-down list. Departments available are constrained
by the college selected.

Subject Type

Valid selections from the drop-down list are: All (default), Animal, Biosafety, DNA,
Drug, Human and Radioactive.

Function Type

Valid selections from the drop-down list are: All (default), Instruction, Outreach,
Research, and Service — Hershey Only.

Keyword

Type in the Proposal/Award keywords (title field search only).
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Department Valid Selections from the drop-down list are: Basic, Clinical, General and Other
Type (Used only by Hershey).
Award Type Valid selections from the drop-down list are: All (default), Contract, and Grants.

Special Activity

Valid selections from the drop-down list are: All (default), Fellowship, Traineeship,
and Tuition.

Action Type

Valid selections from the drop-down list are: All (default), Continuation,
Incremental Funds, New or Competitive Renewal, Supplemental Funds.

College/Unit ID

Type in the College/Unit ID number.

Award Number

This is a free-form field and performs a "string search™ on the Award Number field.
For instance, by typing "CMS," all records containing the character string CMS
somewhere in the Award Number will be returned.

Amount

e Make a selection from the drop-down list for searching on the value of the
proposal or award. Valid selections are: Between, Equal to, Greater than, and
Less than.

e Type in the (one or two) dollar value(s) required to fully specify the search
criteria.

Period

Type in the period of time you would like to search through. Period refers to the
start/end dates of the search. Must be used when “within period” is selected.

Agreement Type

Valid selections from the drop-down list are: Contract, Cooperative Agreement,
Countersignature Letter, Grant, IUCRA, No Formal Agreement, Non-Financial,
Other, Penn State Subcontract, Purchase Order, RSA (Research Service Agreement),
Service Purchase Contract, Solicitation/RFP, Subcontract, University Grant-In-Aid

Period Type

Valid selections from the drop-down list and their explanations are:

All Activity w/n
Period (default)

Returns awards made or proposals submitted during the period (must have start/end
dates).

Active Awards
w/n FY

Returns awards that were active for some portion of the current fiscal year.

Active Awards
w/n Last Year

Returns awards that were active for some portion of the last year (from today's date
back).

Active Awards
w/n Period

Returns awards that were active for some portion of the period you defined (must
have start/end dates).

Activity for
Previous Month

Returns awards made or proposals submitted during the previous calendar month.

Awards for
Previous Month

Returns awards made during the previous calendar month.

Awards w/n FY

Returns awards that were made during the last fiscal year.
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Awards w/n Returns awards that were made during the last year (from today's date back one
Last Year year).

Awards w/n Returns awards that were made during the period you define.

Period

Currently Returns those awards that are currently active. Currently active is defined as a start

Active Awards

date today or before, and an end date today or after).

Currently
Pending
Proposals

Returns those proposals that have been submitted but yet not approved.

Not Funded w/n
Period

Returns those proposals that have been not funded during the period you defined.

Pending
Proposals w/n
Period

Returns those proposals that were pending during any part of the period you defined
(they could have been submitted prior to the period).

Proposals for
Previous Month

Returns those proposals that were submitted during the previous calendar month.

Proposals
Submitted w/n
Period

Returns those proposals that were submitted during the period you defined.

Proposals w/n
FY

Returns those proposals that were submitted during the current fiscal year.

Proposals w/n
Last Year

Returns those proposals that were submitted during the last year (from today's date
back one year).

Note: For all reports requesting both a start and end date (w/n Period notation in the
name), the following rules apply: If the begin and end dates are not defined the
report will cover the current fiscal year. If the begin date is specified and the end
date is not the report will cover from the begin date to the current date.

Report Title

Title you assign to the report. The title must be unique and if the report is being
saved, the report title is a mandatory field.

Output

Valid selections from the drop-down list are: Partial Detail (gives basic information)
Full Detail Format 1 (gives full detail with Pl name at the bottom of each entry), and
Full Detail Format 2 (gives full detail with Pl name at the top of each entry).

Sort Order

You can define up to three tiers of sorting for all reports. Valid sorting selections
from each of the three drop-down lists are: Amount, Award Number, Campus,
Chronological Order, College/Unit, Department, Faculty, Function, OSP Number,
Reverse Chronological Order, Sponsor, Sponsor Type, Status, and Title.
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‘A https:fidev.sims. psu.edu - SIMS Custom Report Manager - Microsoft Internet Explorer |Z

Sample Custom Report Parameters

CUSTOM REPORT MANAGER
Custom Predefined
CUSTOM REPORT
[-lational Science Foundatiy | | All .
nsar Sponsor Location (City/State/Zip) Sponsor Type Peoelig
| Projects in College/Department (Mo Full Credif) V|
Credit
3 | v
Lepatment
v A | || v
Function Tyvpe Kewword Cepatment Type
A (a g [ ]
Auward Type Special Activity Action Type ___———————EoHagaillnit ID
| | oo @ |so oemizznns )
Auward Number Amount Feriod (MM
V| _ CL_II Activity win Perl—_:) V|
greement Type Feriod Type
| | Partial Detail |
Report Title Cutput
/| |/
- —
Sort Order
bl
@ é  Internet

Step 3.

Q'

You may run the report you have before saving it by clicking on Run. The report
will be displayed.
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3 https://dev.sims. psu.edu - SIMS Report Generated by Melissa Rohan - Microsoft Intern... EI[E|E|
3>

OBack - &4 Iﬂ \ELI _:‘J /-'-\: Search ‘E:IT'\'{:’Fa\-'Drites @T - ;?_ ] - '1'

Sample Custom Report Run

Displaying 1 to 4 of 4 Records Found. x
Proposals Submitted Proposals Pending Awards Received
Total: 4 Totaling $40,450 0 Totaling $0 4 Totaling $39,000
OSPID  Primary  Sponsor College Department Campus Status Period Amount Award Mumber
Investigator

91573 Lange

CAREER: Investigations into DMNA traits in inherited blindness versus being "Blinded By
Science”
91812 Pyke

P

SIMS Report Generated by Thomas Dolhy

Summary: Statistics, Sponsor, Faculty, College, Depatment

MSF SC CHEM P Awarded D5/01/2004- 1§ 29 000 Grant
OF2242004 O7f31/2005 hCE-9584129
Armendrment
Mo, 007

MEF SC BMEBE LR Awarded 03/01/2002-  §6,000 Grant
0EA 542004 02£28/2005 hCB-0133826
Armendrment w

;&1 Dane

é ‘ Inkernet

Step 4.

Once you are satisfied with your Custom Report, you can click the “Save” button to
store your report for future use.

Note: You must enter a title in a report title field to save the Custom Report. You
can run the report without a title, but MUST have one to Save it.

Step 5.

Y

You will now be returned to the Custom Report Manager. A message will be
displayed indicating “Report Added.” Click on Exit. The Custom Report will no
longer be displayed. When your Welcome Page is refreshed (three to five seconds),
the new Custom Report will be listed in the Custom Report drop-down list.
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Saved Report
CUSTOM REPORT MANAGER

Custom Predefined

mcience DMNA Report i 6&
CUSTOM REPORT
Mational =cience Foundation True Falze

Sponsor Hierarchy  Sponsor Location (CitwStatedZip) Sponsor Type Fareign
Projects in College/Department (Mo Full Credit)
Credit
Lepartment
Function Type ey rd Lepatment Type
All All
funard Type Special Activity Auotion Type CollegedUnit 10
to 07,/01.2004 to 06/01/2005
fumard Mumber Amount Feriad (mmdddhnnngd
All Activity we'n Period
greement Type Feriod Type
=cience DNA Repart Fartial Detail
Feport Title Cutput

O € D O ©D

Report Added

Step 6. Check to make sure that your report shows
up on the Welcome Screen Custom Reports
drop-down menu:

Custom Report [edit]

— MO REPORT SELECTED — v | @&
—NO BEPORT SELECTED —

Fredefined 1
Science DMNA Feports

ment.

Thic Yaar 1 act Yaar

July 23, 2009 Page 82 of 107



Editing Custom  Once you have created a custom report, you may need to make changes from time to

Reports time. You will also find that you will no longer need a report and wish to remove it
from the list.
Step 1. After accessing the Custom Report Manager, select the Custom Report you want to

edit from the drop down list of previously saved custom reports. The Custom Report
you selected will be displayed in "read only™ mode.

I Mt paz e, shm_paa odu - SIS Cusiom Boport Manaper - Microsoli bniereet Explonss

Example of Selecting a Custom Report to be Edited

212 ] 3 http: oo, b, e - SUMS Custom Report Monages - Microsolt atoret Explones

USTOM REFORT MANAGER » QCUSTOM REPORT MANAGER )
Pracpfired Soiance DMA Fapois
Faisa Natienal Science Fousdatien Al Falue
=P e Fiyiga Spasamt Syrhin st (Ol Tpsosa: Trpa Fansign
Propecis i ColsgeTapanment (he Ful Credi)
v tam Select report to Py s
b opidal R he edited. [N Digadereat
Al D an
Resb ot Fee Futitiin Tppe f— Dapatmasd Tyza abieel Trre Famsion Tt ] Dapastmad Tros
Al AN A Geaniy ] Al
ol Ty o desiien Trys P—— il g Bpans i sy rarag Pr———
[ B3 ba O 004 bo OB 005
e, G AN Aty we Pind [ i A0 Actiaty win Parod
sgaiminl Trp el o Partial Deatad
apat T [ Dty
M L
Phiee X it Y o> <D T
S | Click “Edit” to | ——
marms b wimns Mnbins Crmtich GRS o 60552008 Fxs i ipmicamty 5l
b g T ey - Chatis TEpOFE [l g sy oo ok s
&l 2 W ireorat &l S @ et
Step 2. The previously saved report will appear in the Custom Report Manager. To edit the

D

<D
<D
L Now

report, click on Edit. The report will now be "write-enabled.” Edit the report as
described in the section "Creating a new Custom Report.”

To Delete the report, click on Delete. You will be returned to the empty Custom
Report Manager window shown at the start of this section.

To Run the report, click on Run. The report will be displayed.

Note: You may also create a new Custom Report from this page by clicking on New.
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Running a Custom Report

Running the

Report

Once you have selected the report and save it, you will want to run the report.

Step 1.

»

From your Welcome Screen

H Custom Report edit
select a previously saved P

Custom Report from the Science DNA Reports - @D
drop-down list —NO REFPORT SELECTED —
' —Fredsfined 1 —_—

Science DMA Reports

1ent.

Select the
repott you
wish to run and
click GOl

Step 2.

S3

Click Go. The report will be generated.

Step 3.

To print the report, click on your browser's print icon. To close the report window,
click on the close window button (X in the upper right of the window). To export to

Excel, click the P icon.

<M https://dev.sims. psu.edu - Science DNA Reports - Microsoft Internet Explorer g@g]
N S " i »
@Ba:k - &I ﬂ |#] G ) search 5 ¢ Favorites ﬁ?ﬂ 63~ % W] - ‘
N Close the |
- Report
Science DNA Repaorts Print the B
Report
Summany: Statistios, Sponsor, Faculty, College, Depadment
Displaying 1 to 4 of 4 Records Found, z
Proposals Submitted Proposals Pending Awards Received
Total: 4 Totaling $40,450 0 Totaling %0 4 Totaling $39,000 | Export the
- Report
OSPID Primary Sponsor College Department Campus Status Period Amount Award Humber

Invastigator

91573 Lange NSF SC CHEM UP Awarded 05/01/2004- § 29000 Grant
06/22/2004 073172005 MCB-9984129
Amendment

Mo. 007
CAREER: Investigations into DMA traits in inherited blindness versus being "Blinded By

Science”
91812 Pyke NSF SC BMB UP Awarded 0301/2002- $2,000 Grant
06152004 022872005 MCB-0133626
Amendmeant

£] 5 Internet

Mo. 004 v
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Reading a Report

Understanding
Reports

Reports can be viewed in several different ways. The default report is a “Full
Report”. From there you can sort your report by Sponsor, Faculty, College,
Department or Statistics.

If you are running a report based on Faculty Participation, your reports will be based
on the portion of money brought in by Faculty within your associated
College/Department. A Full Credit report will be based on all money brought in
affiliated to your college/department.

Sample Custom Report

-2 https:/fdev.sims. psu.edu - Science DNA Reports - Microsoft Internet Explorer g@@

@Bﬂck . > ﬂ E :‘ y. ) Sesrch 'Z',lZ'F“WRBS -Q-‘T (Hrem W - "-?

»

Displaying 1 to 4 of 4 Records Found, a%
Proposals Submitted Proposals Pending Awarids Received
Total: 4 Totaling $40,450 0 Totaling 80 4 Totaling $39,000
O5P D Primary Sponsor Collage Department Campus Status Pariod Amount Award Number
Invastigator
9573 Lange NEF SC  CHEM up Awarded 05/01/2004- % 29,000 Grant
06/22/2004 073172005 MCB-2384129
Amendment
No. 007
CAREER: Investigations into DMA traits in inherited blindness versus being "Blinded By
Science”
91812 Pyke NSF SC BMB UP  Awarded 03012002  $2,000 Grant
06/15/2004 0272872005 MCB-0133626
Amendment
Nao. 004 s
| S P nternet

Sub-Feports -
Science DNA Reports

Summanyg|Statizticz, Spongor, Faculty, College, Depadment

Sub-reports

At the top of the report under the title you will see a list of Sub-reports. These Sub-
reports are broken down into:

e Full Report  The Full Report lists the vital information for each Record such as Faculty, Sponsor,
OSP number, Amount, Period of Performance, Title, etc.

e Statistics A breakdown of various reporting data giving averages, maximums, minimums, and
means. Numbers are based on actual award numbers not on Faculty Participation
unless otherwise stated.

e Sponsor Sorts the report according to Sponsor. Sponsor Fact Sheets are accessible by clicking
the “i” icon next to the sponsor. Following each sponsor is the number of proposals;
dollar amount of proposals; number of awards; dollar amount of awards.
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e Faculty

Sorts the report according to Faculty. Faculty Fact Sheets are accessible by clicking
the “i” icon next to the faculty, provided that the faculty is within your authorized area.
Following each faculty is the number of proposals defined by your report constraints,
dollar amount of proposals received defined by your report constraints, number of
awards defined by your report constrains, dollar amount of awards received defined by
your report constraints.

e College

Sorts the report according to College as defined by your report constraints. Following
each college is the number of proposals defined by your report constraints, dollar
amount of proposals received defined by your report constraints, number of awards that
faculty defined by your report constrains, dollar amount of awards received defined by
your report constraints. Note: In reports based on Faculty Participation, numbers
preceding dollar amounts reflect the number of faculty members in your unit that are
listed in the subsequent records, NOT on the actual number of Proposals/Awards.

e Department

Sorts the report according to Department as defined by your report constraints.
Following each department is the number of proposals defined by your report
constraints, dollar amount of proposals received defined by your report constraints,
number of awards defined by your report constrains, dollar amount of awards received
defined by your report constraints. Note: In reports based on Faculty Participation,
numbers preceding dollar amounts reflect the number of faculty members in your unit
that are listed in the subsequent records, NOT on the actual number of
Proposals/Awards.
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Using Predefined Reports

Using
Predefined
Reports

While SIMS' Custom Report feature is reasonably flexible, there may be times, due to
formatting or query issues, when you can't create the report you require using Custom
Reports. SIMS addresses this need through Predefined Reports.

Predefined Reports are managed and accessed through SIMS' Custom Report feature.
Predefined Reports are created by SIMS system administration.

Creating a Predefined Report

Step 1. Access the Custom Report Manager by clicking on the “Edit” link beside the Custom

f@ Report on your Welcome Screen or from the Applications Menu (as described in
"Defining a Custom Report™). The SIMS Custom Report Manager is displayed with
the Custom tab page active. The page is "read only."

Step 2. Click on the Predefined tab to enter the Predefined Report area of the Custom Report
Manager.

Step 3. Click “New” to begin a new Predefined Report.

5. 0 2l A

.” By

ps://dev.sims. psu.edu - SIMS Custom Report Manager - Microsoft Internet Explorer
CUSTOM REPORT MANAGER

SponEor

E sl

RT MAMAGI Click on the
Predefined Predefined

CUSTOM REPO

Sponsor Location (CiyiState/ip; g! E®
Click “New”

Custom _ s Predefined

— Mo Query Selected —
[ PREDEEINED REPORT
Please select a report from the drop down list or press the "New" button to create a new
report,

Tah

/T

Step 4. Select a report class A hitps://dev.si du - SIMS Custom Report M Microsoft |
- § HH EV.5IMS. psu.edu - g ustom Repor ANAgEr - MICrosn n
from the drop-down list = : F 2
. CUSTOM REPORT MANAGER
to begin.
Custom _/ Predefined
PREDEFINED REPORT
Raport Class
w
Awvard Statement List
CSHE Faculty Participation Repol
CYFC Faculty Participation Repon Select any Report
CYFC Lead Investigator Report Clazs from the
Daily Log Report ~
Daily Log Report by College/Unit or Deparime drop-down menu
Daily Log Report by OSP Staff memega.ma Ben
Maike | me Bonne bae Staf Accictant niversity and are not forn
! Note: Predefined reports are specific to user types. If no Predefined Reports are
available in your drop-down list, it is because none have been defined for your user
type. If you need a Predefined Report created for you, please contact SIMS
Administration at SIMSadmin@psu.edu -
Step 5. Once the Class is chosen, information blanks (or parameters) that are specific for that
@ class are populated.
Step 6. Fill in the appropriate fields needed for your specific report type.
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mailto:SIMSadmin@psu.edu

__ Sample Predefined Report — Award Statement List
2 https:/fdev.sims.psu.edu - SIMS Custom Report Manager, - Microsoft Internet Explorer |Z||:
CUSTOM REPORT MANAGER

Custom _J Predefined

[E3

PREDEFINED REPORT
Feport Clazs

Aweard Staterment List V|
Feport Title

Caollege
Mo college has been selected V|

Sponsor Type Function Type Puuard Type
3 w g I

Ayeards for Current Month -+ |
Sort Order

LUpdatzgCancel

FERNSTATE I’?’{ﬁ
iFenerated August 23, 2005 03:22 P by Melissa Rohan Contact SIS Support @1995-2005 Penn State University tﬁﬁ
* These data are proprietany to The Fennsylvania State University and are not for release to the public.

(=]

1 - 107 27HE24 - TTIEzg
@ é a Internet
Step 7. Click on Update. You are returned to the Custom Report Manager Predefined tab
page.
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To Use a Saved Predefined Report

Step 1.

I

From your Welcome Screen
select a previously saved
Predefined Report from the
drop-down list

Custom Report edit

_NO REPORT SELECTED — ~ | @

—MNO REFORT SELECTED —
Science DMNA Reports

Y06)

and home departm

This Year Last Year
§14,118,855 52,445,912
F113,085 $15,300
F253 532 $520,500
%0 S0

%

+31.65%
+E45.0%
-51.3%
MA

Step 2. Click on Go! The report will be generated.
'
Step 3. To print the report, click on your browser's print icon. To close the report window,

click on the close window button (upper right of the window).
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Quick Reference:

Custom Reports and Predefined Reports

Accessing the Custom 1. Click on the Edit button beside the Custom Report box.
Report Manager
Creating a New 1. Click on New.
Custom Report 2. Define report search parameters.
3. Click on Run.
4, If the report is as desired, click Update to save the report.
5. Click Exit to leave the custom report screen.
Editing a Custom 1. Access Custom Report Manager. Select a report to edit from the drop-down
Report list.
2. Click on Edit or Delete.
Using Predefined 1. Access the Custom Report Manager.
Reports
2. Click the Predefined Tab to display the page.
3. Click on New
4, Select a report class
5. Fill in Information blanks populated by Report Class choice
6. Name the report in the title field
7. Click on Update.
Running a Saved 1. Select a previously saved report from the drop-down list on the Welcome
Custom or Predefined Screen.
Report
2. Click Go to generate the report
3. Print the report using the browser’s print icon.
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Chapter 8: Accessing e-Document Images

E-Document “files” are currently being created when awards are fully executed. The file contains
scanned images of all hardcopy or documents in their native electronic format (pdf, doc, xlIs, etc) when
available. SIMS now allows users to access documents on-line rather than having to physically get a file
for review. E-Document images can be accessed from two different places: the Negotiation Manager

and the Award Statement.

In This Chapter: e Accessing the image
e Viewing the image

PLEASE NOTE: We have taken great measures to insure the accuracy of the

scanning process. Although we have done this, there may be rare occurrences

where the wrong document has been attached to an OSP number, or erroneous
& documents are included or documents are missing. If you discover such an

occurrence, please contact your Team Leader. They will contact SIMS
Administration directly.
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To Access from Negotiation Manager:

Step 1. Access Negotiation Manager using any of the methods described in Chapter 3 of this
f@ manual.
Step 2. Select the record you are interested in viewing
Step 3. Click on “Documents” tab.
! Not all users have access to the “Document” tab. If you feel that you need this

functionality but do not currently have access, contact SIMS Administration.

Document Tab Example

Click D t
=} hitps:/idev.sims. psu.edu - SIMS Neg:rlintinn

ift Internet Explorer EJ m EJ
-~

INFORMATION ACTATY POCUMENTS MSTRIBUTE
NEGOTIATION MANAGER - Browse Record
Record List ~ History List Forms Quick Query
Log Humber O5P Humber Collegenit ID Froposal Submitbed Hotioe Received
D‘IEBIBQ EIEIO1994 1211272004 0772772005

SpOnEor Aution
IDIPP: Idaho Potato Producers Additional Funds
Primany Investigator Faderal Flow Th A133
DDynamite, Napoleon &, A
College #Amount
tAgricultural Sciences $32.703
Depantment Start- End Date
Culinary Seience 0710172005 to 12/31/2006

Function

Research
baweard Type Sgaard Number Diher fevard Number Info
Contract 444238 LTR OTD 7/7 05
Title
The Use of Tater Tots in United States Public Schools: Pros & Cons
Team Affiliation Staff Assignad
Sanchez Pedro Sanchez (Deb)
Curment Status
08,/15/2005 - to Contract File
Last Update Information
08,/15/2005 09:45:37 AM made hy_u:Fawm%Lucag . -

SU1FR5-2005 Pann Siate Univeesity
Gransiated Guane 15 PONS N7 N8 PR ke Malicea Nantant SIMR MG, edd S
€] Done 8 @ intemet
Step 4. A screen will appear with a list of all the images that are associated with that

particular document.
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Negotiation Manager Documents

& | https:/fdev.sims, psu.edu - $IMS Negotiation Manager - Microsoft Internet Explorer

IHFORMATION ACTRATY R EE

HEGOTIATION MANAGER - Documents

Log Humber 5P Number Sponsor Frimary Inw

DSEBE'-] D1 09132 IPP: Idaho Potato Producers Dynamite Choose a
Tite docutnent to
The Use of Tater Tots in United States Public Schools: Pros & Cons VIEW

AWARD SUMMARY (08/23/2005 07:53:
AWARDIAMENDMENT (08/23/2005 08:00:41 Ah) (OSP#109132)

DISTRIBUTE

Proposal | fevard

AM) (OSP#109132)

Generated August 24, 2005 1005 AM by Melissa
Rahan

1 1073741824 - 902632

* These data are proprietary to The Pennsylvania State University and are not for release to the public

Contact SIS

21005.2005 Pann State Univassity

LM S

Support

€] Done S @ Internet
Step 5. Click on the document you would like to see. A screen will appear asking you if you
would like to open the file or save it to disk. Note: You may also get a security
warning first depending on your PCs individual Settings. If so, click Yes to allow
access.
Security Warning Example / File Download Screen
File Download E|
Do you want to open or save thiz hle?
T Mare: 153911, kF
3 Type: Microsoft Office Document Imaging File, 51,6 KB
Security Warning [X|

The current Web page is trying to open a site in your Trusted
sites list. Do you want to allow this?

Current site! dev.sims.psu.edu

Trusted site:  secure.sims.psu.edu

‘Warning: allowing this can expoze your computer bo security risk s, [f
you don't brust the current Web page, chooge Mo,

From: secure.sims.psu.edu

Cancel

J [ J |

QOpen Save

Alwayps azk before opening thiz tppe of file

9

While files fram the Internet can be uzeful, some filez can patertially
harm your computer. IF vou do not trust the source, do not open or
zave thiz file. What's the risk?

Step 6.

i

Click “Open” to view the scanned document

July 23, 2009

Page 93 of 107



! NOTE: If the above screen does not appear; however another screen appears asking
you to choose the program with which to open this file, please see Chapter 1, setting
up the image viewer.

Step 7. The document will appear. In this example the document appears using the
Microsoft Office Document Imaging program.

Sample Scanned Document View
Microsoft Office Document Imaging Program
2 153911[1] - Microsaft Office Document Imaging =X
e Edt Wew Boge Iook Window belp

EH& 3 = o M T ior1 14» | O
B[ | zoom s MRA Lol 2-BE8

Award Summary orne 109133

Lag Ne HIRRG

Contract No.:_444238 LTR DD 7705
Sponsor:_LPP: ldaho Potato Froducers
Principal Investigator: » [nnamiic
Amount:_512,70]

Type: Cost Reimbursement X Fixed Price __ Other:
Period of Performance: 01012005 1o 12312006

Federal Funding: Yes_ NoX If Yes, Federal Agency:

CFDA No. DFAS Rating:

Payment Clause: Article in Agreement  N/A__
Monthly _ Quarterly _ Semi-annual _ Annual _ Up-From
Other:

Audit Requirements: A-133 Other. NIA__

{Cost covered by project}

Equipment/Property Title to: PSU _ Sponsor

No Equipment Authorized _

Prior Writien Approval of Sponsor Required _
Equipment/Property Definition Amount: $5000 _ S1000 _ Other_ N/A__
Equipment/Property Notes:

AR AL AL AL AR A AR A LA LA LA AL L AL AL LA AL L AL L AL L S L4

Subcontracts/Subawards: Yes No _ I,\;Tlf/{
Subcontractors: 3
FéA Rate and/or Administrative Fee: N/A f
Daras NATTW™ T Cithar ¥
Ready DR Language: Englsh
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To Access from the Award Statement

Step 1. Access the desired award statement using any of the methods already described in
this manual.

Step 2. Click the “Documents” tab at the top of the page.

i

Document Tab in Award Manager

A hitps: M dev.sims. psu.edu - SIMS Award Manager - Microsoft Internet Explorer E| m| m

FACULTY
CREDIT

DOCUMENTS

FProposal | Negotiatien

AWARD MANAGER - Documents

0SP Humber  Sponzor

TmmyN  Choosea
R3195 Suburban Life Institute Mayer, S 4
Tiite Ucur_nent to
Television's Influence on Marnage, Birth and Divorce in Suburbia VIEW
AWARD SUIMMARY (09/28/2004 01:22:45 PM) (DSF#53195)

AWARD/AMENDMENT (Part 1 09/28/2004 01:23:59 Ph) (OSP#83195)
AWARD/AMENDMENT (Part 3 09/28/2004 01:25:21 PM) (OSP#83195)
AWARDAMENDMENT (Part 2 09/268/2004 01:24:49 PM) (OSP#33195)
AWARD/AMENDMENT (Part 4 09/26/2004 01:26:07 PM) (OSP#83195)

COF (09/23/2004 03:53:12 PM) (OSP#33195)

CORRESPONDENGE (09/28{2004 01:27:46 PM) (OSP#53195)

CORRESPONDENCE (09/29/2004 04:02:53 PM) (OSP#83195)

PROPOSAL {Part 3 09/29/2004 D4:01-55 PM) (OSP#83195)

PROPOSAL (Part 1 097/29/2004 0355726 PM) (0SP#63195) v

@1995-2005 Pann State Lnive ity

Ganerated August 29, 2005 1053 AM by Melissa Contact SIME wmiggrﬁ{ﬁ
Rohan §!!E0ﬂ v

" These data are proprietary to The Penngylvania State University and are not for mlease fo the public

1- 1073791824 - 910556

S @ ntermet
Step 3. The above screen (which is part of the Statement of Award) will be displayed.
J@ Choose the document you would like to view and click on it (the same process as in
negotiation manager).
Step 4. The document will appear after the steps described above.
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Quick Reference: Accessing Document Imaging

From 1. Access the Negotiation Manager.

Negotiation

Manager 2. Select record.
3. Click “Documents” tab.
4. A screen appears with all associated images.
5. Click on the document you would like to see.
6. Click “open this file from its current location.”
7. The document appears.

From Award 1. Access Award Statement.

Statement
2. Click on “Documents” tab.
3. Click on desired document.
5. Click on the document you would like to see.
6. Click “open this file from its current location.”
7. The document appears.
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Chapter 9: Personal Profile

SIMS® Personal Profile capability permits you to view and specify many of the display characteristics
of the information that you choose to display. Each individual SIMS user can set his or her own
preferences and these will be used each time SIMS is launched or until the preferences are changed.

SIMS profiles features are grouped into three categories: Personal, Password and Administrative.
Most users have access to the first two categories. Access to Administrative features is restricted to
system administrators.

In This Chapter e Accessing the Personal Profile
e Changing Personal Settings
e Changing Your Password
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Accessing the Personal Profile

Accessing the SIMS’ Personal Profile is accessed from your Welcome Screen.
Personal Profile

Step 1. Mouse over “Applications” and

J@ then click Profile Manager. The PENNSIATE , o £ f-m S

Profile Manager Personal tab page

is displayed in "read onIy" mode. Serving the Penn State Research Community

Applications

Profile Manager
Funding Inform = EeyE s
Custom Report
Propo=zal Manager

Research Admil

Megatistion Manager —

(o 1 Awvard Manager
23517 0852492005 R

Headlines of Ne

Lizt Mairtenance
g

Sample User Profile
< | https:ffdev.sims_psu.edu - SIMS Profile Manager, - Microsoft Internet Explorer

Password

Personal Administrative

PROFILE MANAGER

Current User: Melissa

Personal Options
Rohan

Jp\;“ag JDSEFII"I Patemo Level: Administrator
Uszerl D First Hame Last Mame

0203 Lasch Football Bldy .

Campus Address Campus %Find Profile
514-865-5554 Jpv39Epsu. edu

Fhaone Faw Email

Office of Corporate Contraller Mo Department

CollegeUnit Affiliation Depatment Affiliation

False False 25 5 2 == Site Admin

Funding Opps Grant & Contract Regs  pi7 Ljte Displaw Records  Yearsto Archive Report Font Size PENNSTATE 5
HaIM

He=der Color Record Separator Color

<@ G D €&

PEhNE;«.!.TE I’ﬁﬁ

Generated August 24, 2005 11:11 Abd by Melizsa Rohan Contact SIMS Support @1995-2008 Penn State University g
* These data are proprietary to The Pennsylvania State University and are not for release to the public.

1- 1072741224 - 220240

@I é ‘ Internet
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Changing Personal Settings

Editing Settings

User settings contain your contact information and can change access levels to

different areas within SIMS. Check with your Systems Administrator if you are not

sure your settings are correct.

»

After accessing the Profile Manager (as described above), click on Edit. The Profile
Manager Personal tab page is displayed in "write" mode. When edit is selected, the

eye glass icon changes to a pencil icon.

Edit Profile

k| hitps:ffdev.sims. psu.edu - SIMS Profile Manager - Microsoft Internet Explorer E| o @
Personal Password  Administrative
w
PROFILE MANAGER &e
Personal Gptions Current User Meltssa
Q J h Bat Rohan

|pVes 0sep! atama Level: Adminishator
UizerlD First Hame Last Hame
0203 Lasch Football Bldg i
Campus Address Campus "?Fil‘ld Profile

14-865-5555 ipva9igpsu. edu AT —
Fhone Fax Email (B User List
Office of Corporate Controller Mo Depatment

College/Unit Affiliation Depafment Affiliation e =
False 25 5 2 L3 Site Admin |

Falze
Funding Opps Grart & Contract Regs g7 Ljge Dizplay Records e to Archive Repor Font Size PRSI 5
Blue maIM

Header Color Record Separator Color

(Generated August 24, 2005 11:11 AM by Melisza Rehan Coniact SIMS Suppor @1005-2005 Penn State Univermity

- 10737482 - BE0340

<D €

Click “Edit”

" These dals are piopiietary to The Pennsylvania Stale University and dre not tor ielease 1o the public.

£] S @ Internet

Step 2. The parameters you may change depend on your work unit. For instance, as a
College-level research administrator you cannot reassign your College/Unit
Affiliation but you can specify a Department Affiliation. You may edit those fields
that are displayed in the light colored boxes. The fields and their descriptions are as
follows:
First Name Free text field.
Last Name Free text field.
Campus Address | Free text field.
Phone Free text field.
Fax Free text field.
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Email Free text field.

College/Unit Drop-down list when available.

Affiliation

Department Drop-down list when available. Only those departments
Affiliation associated with the College/Unit.

Display Records

Defines the number of records that are displayed on each page
of reports you generate using Quick Query, Custom Reports, or
Predefined Reports (default is 25).

Years to Archive

Defines the number of years of history that are displayed on the
Faculty and Sponsor Fact Sheets (default is 5).

Report Font Size

Defines the font size for the reports you generate using Quick
Query, Custom Reports, and Predefined Reports. The options
are 1 (small sized fonts) and 2 (larger fonts).

Header Color

Drop-down list to define the header color used on your
Welcome Screen.

Record
Separator Color

Drop-down list to define the record separator color used on all
SIMS report windows.

Click on Update. The Profile Manager Personal tab will be displayed in "read only"
mode and the message User Profile Updated! is displayed.

Click on Exit. The Profile Manager page closes.
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User Profile in “Edit Mode”

2 hitps:/fdev.sims. psu.edu - SIMS Profile Manager - Microsoft Intern

Personal Password Administrative

PROFILE MANAGER
iﬁfs Joseph Paterno

First Hame ) Last Name
D203 Lasch Football Bldg

Campue Address Campus
[314-855-5555 JpvESi@psu.edu
hone Fax Email
Office of Corporate Controller Mo Department
College/init Affillation Pepatment Affiliation ;
O O 5 | 5 2 ]
g s Grant & Contract Regs FIT L pisplay Rucords Year to Archive Report Fort Size
Biue v Green, Light
Headaer Color Racord Separator Color
_|Click “Update”™
after you make i .ﬂ“ﬁ
Ganerated changes AM by Melissa Rohan Contgc SIMS Syppodt @1805-2005 Fenn $iale Univerity 5
popiietary to The Pennsylvania State University and aie not for ieléase 1o the public

1- 1073741824 - 834554

&] Done 5 @ mbernet
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Changing Your Password

Changing SIMS uses the University's DCE user authentication system. To change your
Password password, go to the Center for Academic Computing’s Web site at
http://www.work.psu.edu and follow the instructions there.
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Quick Reference: Personal Profile

Accessing 1. Onyour Welcome Screen click on the link named Profile Manager.
Personal Profile
Changing 1. After accessing the Personal Profile, on the Personal tab page, click on Edit.
Personal Settings

2. Modify your profile parameters.

3. Click on Update.

4.  Click on Exit.
Changing Your 1.  Go to www.work.psu.edu and follow the instructions given on that page.

Password
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Chapter 10: Miscellaneous SIMS Procedures

We believe that most of the SIMS interface is intuitive to users who are
familiar with the Web. There is one feature that is not so intuitive; it is
explained in this chapter.

In This Chapter e  Using the lookup tool.

July 23, 2009 Page 104 of 107



Lookup Tool

Using the
Lookup Tool

Many of the search parameters (values) that can be entered into SIMS reporting
filters can be ambiguous. For instance, there are many matching records for the
faculty member name of Smith. Likewise there will be many matching records for
the sponsor name of Ford (for instance, Ford Motor Company, Ford Foundation, and
Crawford County).

For fields that are potentially ambiguous SIMS permits you to lookup and choose the
correct value. Fields with the lookup tool capability are designated with the
magnifying glass icon.

Note: The lookup button is displayed only for those lists that have defined entries.
For searches using fields that do not have defined membership (for instance, Title
Keyword) the lookup button will not be displayed. If the lookup feature is not used
(when it is available) the query will return records where any portion of the field
being searched on matches the search string. For instance, search in the Sponsor
field on the string "XYZ" will return records containing that string, so, the records
returned would include sponsors: XYZ Inc., XYZ Foundation, and ABCXYZ Inc.

Type in the value you want. In the example it is "COP" for Commonwealth of
Pennsylvania.

Click on the Magnifying Glass icon.

Type desired text and click icon

CUSTOM REPOR T o
Custom Predefined é AN
CUSTOM REPORT
r
Spansor Location (Cityw/State/Zip) Spansor Type fereion
IFacu\ty Paricipation Awards j
Faculty Credit
Engineering j | j
College Cepatment
Al | [0 | |
Subject Type Funetion Type Keyword Department Type
Al - Al [l = |
Pumard Type Special Activity Action Type CallegeUnit 1D
| to | to |
(fuvard Humber Amount Feriod (mmsddiyynn)
= | 3| [ All Activity win Period R
Agreement Type Ferod Type
IPartiaI Detail 'l
Report Title Output
Y | |
Sort Order
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Step 3. The scrollable lookup list is displayed. Select the value you want (in this case
@ "COP: Department of Agriculture".

© https:/idev.sims.psu.edu - SIMS Re... EI;

-~

lcop (Go: J

L 95 records found forsearch criteria. Select from list
| COP: Commanwealth Libraries ~ Select the value
| COP: Commonwealth of Pennsylvania you want.
COP: Council on Economic Education
| COP: Council on the Arts
| COP: Department of Aging
| COP: Department of Agriculture
| COP: Department of Banking
COP: Department of Commerce
| COP: Department of Community Affairs
| COP: Department of Cormmunity and v

~

< >
Dane dev.sims.psu.edy &%

Step 5. The value you have selected is entered in the field.

Custom Predefined

CUSTOM REPORT MANAGER g

CUSTOM REPORT

ta[cor: Departrment of Agricult I -
Sponser Location (CitwState/Zip) Sponsor Type Foreign
|Pr0jects in College/Department (Mo Full Credit) j
F aculty Credit
j IND college has been selected j
Collage Depatment
All =l Jan =l
Subjest Type Function Type [r—
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Quick Reference:

Miscellaneous SIMS Procedures

Lookup Tool 1. Type in the value you want to search on.
2. Click on the Magnifying Glass icon.
3. Select the value you want from the scrollable list.
4. The value is entered into the field.
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