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PROPOSAL DEVELOPMENT PREFACE

O ABOUT THE PROPOSAL DEVELOPMENT GUIDE

The Proposal Development User Guide provides step-by-step instructions for creating a proposal in Coeus Premium and completing
most of the functions besides the budget and certifications / approvals.

Chapter

Description

Getting Started

Provides an overview of the Proposal Development process and logging
in and getting help.

Navigating Coeus

How to navigate the Coeus system

Starting the Proposal Record

How to create the Proposal record and enter the general attributes

Assigning Proposal Roles

How grant other individuals access to the proposal

Grants.gov Connection RETIRED

How to connect / disconnect to Grants.gov

Completing the Proposal Details Section

How to complete the remaining tabs of the Proposal Details Section

Updating Proposal Personnel Information

How to modify Personnel information needed on Grants.gov forms

Attachments and Abstracts

How to upload proposal documents and complete the Brown abstract

Other Proposal Functions

How to copy or unlock your proposal and searching

Appendix A: Investigators & Key Persons for
Proposal Development Purposes

Defines who should be listed in the Investigator a Key Persons Tab of the
proposal record.

Appendix B:
Coeus Narrative Types for NIH Submission

Details which Narrative Type to use for NIH submissions

O CONVENTIONS USED IN THIS GUIDE

These typographical conventions are used throughout this guide.

Item Convention Example

Menu and List item name /
Icon that represents the same
function

Bold, separated by “—”"

Select Edit — Persons -

Section of proposal record Bold, red

Narratives Section

Screen, window, or tab name

Dotted underline

Field, checkbox, option icon, or key
name

Bold and underline, blue

Proposal No. field

Note of interest

Note image

Il

Tip Light bulb image

Start of each procedure

Bold and highlighted, grey

PROCEDURE

End of each procedure

Bold and highlighted, grey

End of Procedure

Field Definition

— Field Name, blue

— Proposal No.
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O BEFORE YOU BEGIN

To create proposals in Coeus, you must have access to Coeus and you need to be assigned the Proposal Creator role in the Lead
Department of the proposal.

In order to access Coeus you must complete the Coeus Request for Access form - found on the Computing Accounts & Passwords
Web page (https://remedyweb.brown.edu/arsys/shared/login.jsp).

This form can take up to 10 days to process.

I. GETTING STARTED

This section will introduce you the Proposal Development module, instruct you how to login to Coeus, and demonstrate how to get
help in Coeus.

O PROPOSAL DEVELOPMENT MODULE OVERVIEW

The Proposal Development module in Coeus has been designed to allow departmental administrators and investigators to develop
full proposals from the desktop, create budgets using University and/or Department approved rates, electronically route and
approve proposals, and electronically submit proposals to Grants.gov.

Work on the proposal is distributed by function (budget, narratives, and approvals) and managed through use of system roles;
proposal templates can be created and copied; and Grants.gov and other sponsor / University forms are automatically populated
and generated by Coeus.

The use of Coeus Proposal Development supports Brown’s efforts to comply with the federal mandate that requires federal
applications be submitted through one electronic portal — Grants.gov, while improving the uniformity, consistency, and productivity
of proposal preparation.

INTRODUCTION

In this topic you will learn the basic functionality of the Coeus Proposal Development module and the components of the Coeus
Proposal Development record.

The Proposal Development module in Coeus has been designed to allow Departmental Administrators and Investigators to perform
the following functions:

o Develop complete proposals from the desktop

e Create budgets that incorporate automated calculations of specific cost elements using the Institution's / Department's
Approved rates

e Upload sponsor required attachments and narratives

e Route the proposal electronically for internal reviews and approvals

e  Electronic system-to-system submission to Grants.gov

Collaborative work on the proposal is distributed by function (i.e. budget, narratives, and certifications) and managed through use of
system roles.

Proposal Roles are assigned at the departmental level. These assigned role(s) define the users’ rights to the proposals within that
department. In addition, Proposal Roles can be assigned to a specific proposal. The rights within each role are one or any
combination of the following:

For details about the functions that each Role can perform, please see — Department Roles and Rights Document located on the
Coeus Webpage.
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Coeus Proposal Roles that can be assigned to a user are:

Proposal Creator
Aggregator

;- Aggregator
% ,v Brown Assistant Aggregator Mo Budget
,v Brown Asst, Aggregator View Budget

ol ¥ Brown Certifier

= ¥ Brown Hierarchy Collaborator
=N ¥ Budget Creator

N ¥ Narrative Writer

T # Viewer

| % ¥ Role Not Used

e  Brown Assistant Aggregator No Budget

e  Brown Assistant Aggregator View Budget

e  Brown Certifier

e  Brown Hierarchy Collaborator

e  Budget Creator

e Narrative Writer

e Viewer

e Approvers (assigned by business rules / maps)

The Aggregator/Proposal Creator creates a proposal shell by entering the basic details of the proposed project, similar to what is
found on the OSP Proposal Summary and Approval Form (PSAF (http://research.brown.edu/pdf/PSAF 3-15-10.pdf ). Once the
required Proposal Detail fields are entered and the record is saved, collaborative work on the proposal can be distributed to
Investigators and / or Administrators to complete the required proposal components necessary for submission.

The 5 main components to the Proposal Development process are:
1. Proposal Details Entry

Narratives and Attachments / Abstracts

Budget Creation

Certifications

Routing / Approvals / Submission

nhwnN

I,

—— This guide will cover Section 1 — Proposal Details Entry and Section 2 — Narratives and Attachments / Abstracts.

1. Proposal Details Entry:

There are 8 tabs in the Proposal Details section where information about the proposed project are entered. The Proposal Details
tabs capture the same data that is on the PSAF. The information entered in the Proposal Details section is used to populate the
face pages of the Grants.gov forms or the Coeus generic forms that can be used for paper submissions.

EL4 Proposal Details - 00000969

PFUDUEE||Drganizatiun Mailing Info || Investigator | Key Perzon | Special Review || Science Code || Other

y |

Proposal No: 00000959 Status: In Progress

Lead Unit: |000001:Brown University

1. | Proposal | tab:
General Information or basic attributes of the proposal.

2. | Organization | tab:
Brown University and other organizations contact information and other attributes; e.g. Congressional District, DUNS #, etc.

3. | Mailing Info | tab:
Deadline date and type (Postmark / Receipt) of the proposal.

4. | Investigator | tab:
Principal Investigator and Co-Investigators.

5. | Key Persons | tab:
Individuals, who have responsibility for the design, conduct, or reporting of research.

6. | Special Review | tab:
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Only used to identify Human Research Participants or Laboratory Animal Care regulatory reviews. All other institutional and
regulatory issues are answered in the Yes / No Questions Section.

7. | Science Code | tab:
Bio-Med’s keywords used to categorize proposals.

8. | Other | tab:

Brown University’s custom fields; e.g. information specific to proposal that is captured for internal reporting purposes.

2. Narratives and Attachments / Abstracts:
The Proposal Narrative Section allows for uploading (attaching) PDF files for sponsor required documents (e.g. Science Narratives,
Bibliographies, Facilities, etc.) to the proposal record.

Personnel documents, such as Bio Sketches and Current and Pending Support, are also attached to the record. All narratives and
attachments can either be submitted electronically with the Grants.gov package or printed for manual submissions.

Brown's required Project Summary abstract will be entered in the Layman's Abstract Section in the Proposal Development Module.
3. Budget Creation:

The Budget Development Section allows you create and modify Detailed or Modular Budgets. Multiple versions of the budget can
be created for any given proposal, but only one is marked "Final" for submission.

The Budget Creation Section stores all Employee Benefit, Inflation and F&A Rates and applies these rates to applicable cost
elements / budget line items. Coeus automatically calculates Direct and Indirect Cost totals for each budget period and Fringe
Benefits for personnel categories.

In addition, detailed budgets for all budget periods subsequent to the initial budget period are automatically generated using
predefined inflation rates.

4. Certifications:

The Certifications process includes:

* Investigator Proposal Certification - Investigators certify the proposal by answering the certification statements. A web-based
certification process in Coeus, provides individuals identified as Investigators on a Proposal Development Record with a link to a
Certification Questionnaire located in Coeus Lite.

* Completing the Yes/No Questions - Investigators and/or Department Administrators answer a series of questions that address
University specific compliance issues.

5. Routing / Approvals / Submission:

Routing and Approvals are the final stages of the Proposal development process before the proposal is Submitted to the Sponsor.

The Routing and Approvals process includes:

* Validating the Proposal - The Coeus validation check will alert you if you have missed or failed to complete required elements in
your proposal based on institutional and Grants.gov requirements.

* Submit the Proposal for Approval routing - Coeus routing and business rules simulate the Department's and University's business
practices for the proposal review approval process.

Submission - Once the proposal has successfully reached final approval stage the proposal is submitted to the Sponsor.

End of Procedure
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O LOGGING INTO COEUS PREMIUM

In order to access Coeus you must complete the Coeus Request for Access form - found on the Computing Accounts & Passwords
Web page (https://remedyweb.brown.edu/arsys/shared/login.jsp).

The Coeus application authenticates using your Brown User ID and Password.
INTRODUCTION

In this topic you will learn how to log into the Coeus Premium application.

| PROCEDURE

1. To begin, use your internet browser to access the URL for the Coeus download page:
https://coeus.brown.edu

OR

Go to the Coeus Support Web page at
http://www.brown.edu/research/proposals-awards/coeus-access-support/coeus to access the link to Coeus Premium.

Coeus Premium is an application that runs partly on your desktop and partly on the network via a program called Java.
Java Run Time — JRE 1.6.0_20+ needs to be installed on your computer to use Coeus Premium Version 4.4.3

When you access the Coeus download page, the system will look to see if you which versions of Java are on your desktop.
The appropriate version of Java is required to use Coeus Premium.

i_ m; | _q| Java is enabled. The following versions are present on your system: 1.5.0_22;§1.6.0_21.

FR L R TR PR | O RO T rE

*Instructions and a link to JRE 1.6.0_24 can also be found on the Coeus Support Web page at
(http://research.brown.edu/osp/coeus/index.html)

2. To open the Coeus application; Click the Launch Coeus PREMIUM link located on the left hand side of the Web page.

Java is enabled. The following versions are present on your system: 1.5.0_22; 1.6.0_21.

| Launch Coeus Premium I

Launch Coeus Lite
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3. You will be directed to this Coeus login box after you click the Launch Coeus Premium link.

E Coeus

Enter a User ID and Password to log onto Coeus

T [ ox |
o | Pmlmrd:l || Cancel |

The Coeus application requires uses your Brown User Name and Password for login.

e Click in the User Name field and enter your Brown User Name.
e  Click in the Password field and enter your Brown Password.

Coeus Message

X

Coeus DEVL has been upgraded to version 4.5.1.P1.

[] Do not show this message again.

each time you enter Coeus, therefore do not check the "Do not show this message again" checkbox.

4. Click the [OK] button or click the red [X] button in the top right hand corner of the window to access the application.

End of Procedure
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O COEUS INTERFACE

Elements of the Coeus interface are called out in the illustration below and described in the table that follows.

&Iﬂoeus - Szulc, Katarzyna - Coeus Upgr
File Edit Action Maintain

BREEREREEE

Departmental Admin _Central Admin_Report  Window Help

G

E.d Proposal Details - 00000970

Propozal | Organization || Mailing Info || In‘.rf:stigatur" Key Perzon || Special Review || Science Code || Dther|

Propesal Moe: |ooooog7o | Status: |In Progress

Lead Unit: |000001:Brown University

Start Date: | )
Element Description
The menus and their content change depending on the screen that
O Menu bar ge dep g
has focus.
® Top toolbar The top row of icons is always the same.

The second row of icons changes depending on the screen that has

© Second toolbar
focus.

O Read-only field Read-only fields have a grey background.

A field that you can enter data in has a white background. Some of

© Read/write field these fields are required, while others are optional.

O SECTIONS OF THE PROPOSAL RECORD

Once in Coeus, the proposal record contains various sections where information gets entered. The main navigation used to navigate
to the various sections of the proposal record is the Edit menu.

The main sections are as follows: File Action Maintain Departmental Admin  Central Admin  Re
® Proposal Details Section (the default screen of the @l Narrative... \ |€5E| =5 | &l ggl i,gl H | i
record)

Budget... . -
® Proposal Roles Section Yes No Questions... Jﬂi'il @l ﬁl é
® Proposal Personnel Section Questionnaire... _
® Narrative Section Proposal Roles... nvestigatur" Key Perzon || Specia
® Abstracts Section Abstracts...
® Budget Section Proposal Personnel. .. ) 000970 |
® Yes No Questions Section Nogepad... 0001-Brown University
® (Questionnaire Section
® Grants.gov (from Action Menu) Medusa Ctrl-4
[ ]

Proposal Routing (from Action Menu)
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O GETTING HELP IN COEUS

The Coeus application contains a help link which directs the user to the Coeus Support Web page.

| PROCEDURE

To get to the Coeus Support Web page from the Coeus application:

1. Click the Help menu > Help Topics list item.
The Coeus Support Web Page will open.

Help Topics

a About
g

Research

RESEARCH * PROPOSALS & AWARDE > COEUS

Research at Brown
» Centers, Institutes,
Libraries & Resources
for Research
Research News
¥ Proposals & Awards
Award Management

¥ Coeus Access & Support

» Office of the Vice President

Developing a Coeus
Proposal

Coeus Modules
Coeus Upgrade MNotes
Reporting

COEUS User Group

¥y Compliance, Education &
Training

Folicies, Procedures &
Farms

Coeus is a research RELATED LINKS
Access Coeus

and grant management

® Coeus Lite

system, created by * Coeus Premium o Coeus Modules
1. ® Coeus Premium for
MIT, which Pt (o * Coeus Premium

centralizes stored * Coeus Lite # Coeus Proposal Development

information about

FAQSs

proposals, awards, * Coeus System Requirements
subawards, sponsors, people and much more. ® Coeus Training Courses

The purpose of the system is to simplify and make more efficient, award ® Coeus User Group
acquisition and administration for all offices within the University. Eventually ® Developing a Coeus Proposal

users from all over campus will be able to access this database to develop, share,

Office of Sponsored Projects

and report on the University’s sponsored projects. Accessing Coeus Premium

from Macs /-

2. Click the DEVELOPING A COEUS PROPOSAL link on the left-side navigation to get to the Proposal Development documentation and
training. There are various topics to choose from the left-side navigation. The right-side navigation provides additional quick
resources and training information.

3. To close the Coeus Support Webpage and return to the Coeus Application, click the red [X] button in the top right hand corner

of the window browser.

End of Procedure
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II. COEUS TOOLBARS

This section will introduce you to the Coeus Toolbars and how to navigate through the proposal record.

Coeus provides both a Menu Bar and an Icon Toolbar to perform the various functions in Coeus.
You can select the same task function from either the Menu Bar or the Icon Toolbar, based on your preference.

INTRODUCTION

O NAVIGATING COEUS USING THE MENU BAR

The Menu Bar is located at the top of the window, underneath the blue Title bar.

E{‘IC@EUS - Szulc, Katarzyna - Coeus Upgr
File Maintain Departmental Admin Central Admin Report Window Help
E—

(3| & [ue]o5 £ e DR EREE]

The File, Maintain, Departmental, Admin, Window and Help menus are available in every task module.
The Maintain menu is used to navigate to the various Coeus modules, i.e. Proposal Development, Awards, and Institute Proposal.
The Maintain menu drops down to display the list of modules.

Items that appear grayed out are sections of Coeus you do not have access to.

PROCEDURE

To open the Proposal Development module:
1. Click the Maintain Menu then select Proposal Development list item (Maintain - Proposal Development).

File Departmental Admin  Central Admin  BEeport  Window  Hel

Awards : % rg\ 2R i'g HE

Institute Proposals

Proposal Development ...

Select Development Proposal

Proposal Number Proposal Type Status Deadline Date  Investigator Ur
P

2. Click the [CANCEL] button to close out of the search window.

= As you move from the different modules in Coeus, you will find that menu options change depending on the functions you are
performing.
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5.

Once you enter a specific module you will find the addition of an Edit menu selection which will contain options that reflect the
tasks specific to the module you selected, in this case the Proposal Development module.

Eile@ Maintain Departmental Admin Central Admin  Tools Report Window Help

| v|m| 2| | & |ve|=a| £|| 2|22| =(m| 8o |m| 8 & =0/ =] 0

Click the Edit menu / The Edit Menu displays the various tasks you can do within the Proposal Development module, such as:
delete a proposal, copy a proposal, create a new proposal, modify a proposal, display a proposal, open the budget section only,
open the narrative section only, and create proposal from Grants.gov opportunity.

File

Maintain geparimeniﬁl .ﬁ.gmin Eenh'al Admin Tools Report Window Help

E[m[a]e (=] 8] &(=[m[=]
Copy Proposal... Ctrl+C
Mew Proposal. ..

Display Proposal...

Title Lead Unit Lead Unit Na_.. P

Budget
Marrative

Motepad. ..
Add Proposal Viewer

Proposal Admin Details
Medusa Ctrl+v

Create Proposal from Grants, Gov Opportunity

To close out of Proposal Development module, click the File menu and then click the Close list item (File - Close).

O NAVIGATING COEUS USING THE ICON TOOLBAR

The Icon Toolbar is located towards the top of the window, underneath the Menu Bar.

E{‘IC@EUS - Szulc, Katarzyna - Coeus Upgr

File Maintain Departmental Admin Central Admin Report Window Help
E— — S—

AR N e O N R e EE

Each Icon image represents a module or a function in Coeus and can be used to open a new module or conduct a new function when
you click on the specified Icon.

The Icons can be considered shortcuts to the same functions that are located in the Menu Bar.

Some of the icons may be dimmed / grayed out, if you are not authorized to perform that particular function.

PROCEDURE

To open the Proposal Development module:

2.

Click the Maintain Proposal Development (helicopter) icon - E.

Click the [CANCEL] button to close out of the search window.
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3. Once you are in a module, a second lcon Toolbar will display below the original Icon Toolbar. The lower icons represent
shortcuts to the various functions that are available in the selected module (in this case — Proposal Development Module) and
serve as shortcuts to many of the same tasks that are located in the Edit menu drop-down, i.e. Copy, Create New, or Modify a
Proposal Development record.

E{‘Iﬂoeus‘ - Szulc, Katarzyna - Coeus Upgr
File Edit Maintain Departmental Admin Central Admin Tools Report Window

Help
7| o] 2| D &|v|-5] &lm| g%k =m| 8o | m 8] % =n=| H]
Bl &) 2 B[S/ ¢

—
lcon Icon Name Action Menu Bar
Add a New Proposal Create a New Proposal Development record Edit
Modify Selected Proposal Edit the selected Proposal Development record Edit
s Display Selected Proposal Display the selected Proposal Development record Edit
£ Delete Proposal Delete the selected Proposal Development record Edit
% Copy Proposal Copy the selected Proposal Development record Edit
@ Notepad Open the Notepad for the selected Proposal Development Edit
record
) Open the Medusa Module for the selected proposal /
?ﬁ Medusa Displays relationships between Awards, Proposals, Edit
Development Proposals, and Subcontracts
@ Sort Proposals Sort the results from your search File
QL Search for Proposal Open the Proposal Development Search window Tools
H Save As Export the resulted search list to Excel File
ﬂ Close Close the Proposal Development Module File

4. To close out of Proposal Development module using the Icon Toolbar, click the Close (single folder) icon - ﬂ

Coeus Guides have been created for both navigation bars; click the link below to access a pdf version of each:

Menu Bar Guide —
(http://research.brown.edu/osp/coeus/PD_Documents/Proposal_Development Menu_Bars.pdf)

Icon Toolbar Guide —
(http://research.brown.edu/osp/coeus/PD Documents/Proposal Development Icon Toolbars.pdf)

End of Procedure
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III. OVERVIEW OF THE PROPOSAL CREATION PROCESS

In this section you create the framework for the proposal and fill in starting details about the proposal.

Decide whether to create a NEW
START THE PROPOSAL proposal, base it on a TEMPLATE,

}

or COPY and existing proposal.

ASSIGN ROLES TO You can assign ROLES that enable people to make changes to
INDIVIDUALS WORKING ON any part of the proposal, to make changes only to a select
THE PROPOSAL section, or to view the proposal without making changes.

ADD DETAILS IN PROPOSAL You can add information about the
DETAILS SCREEN TABS type of the proposal, the investigators,

key persons, and special rearview.

The workflow of developing a proposal record is very flexible and can be defined by the end-user. This guide will walk
through the process in a strategic way in order to point out best practices for creating your proposal.
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IV. CREATING PROPOSAL FROM GRANTS.GOV OPPORTUNITY

Coeus has functionality that allows a user to create a Proposal from a Grants.gov opportunity. This enhancement allows a user to
search for the opportunity before completing the Proposal Shell (described in the next section).

If the opportunity you are applying for is Grants.gov eligible you may use this Function.
INTRODUCTION

In this topic you learn how to create a new development proposal record by searching for the Grants.gov Opportunity first.

PROCEDURE

1. Navigate to the Proposal Development module to begin creating a new Development Proposal;

Select Maintain - Proposal Development from the menu bar - E.

Proposal Number Type Status Title Lead Unit Lead Unit Na... Pl Deadline Date = Sponsor Code = Sponsor Name

2. Since you are creating a new proposal, you will close the Select Development Proposal Window;

Click the [CANCEL] button or click the red [X] button in the top right hand corner of the window to close out.
3. Tocreate a proposal from a Grants.gov opportunity select Edit - Create Proposal from Grants.gov Opportunity

File B=:ii® Maintain Departmental Admin Tools Report Window Help

@ Delete B H E | ¢
: Copy Proposal... Ctrl+C
Mew Propaosal, ..
Modify Proposal... -
P Display Proposal... —
Budget

Marrative

Motepad. ..
Add Proposal Viewer

Proposal Admin Details

Medusa Ctrl+HM

Create Proposal from Grants. Gov Opportunity
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4. Type in the Opportunity Number in the Opportunity Id field or the CFDA Number in the CFDA Num field (it is recommended to
search by the Opportunity Number because that search is more specific) and click on the [OK] button to conduct the search.

Select an Opportunity [z|
Proposal Number: CFDA Number:
Sponsor: Funding Opportunity Mumber: PA-B1-Al
Select one the programs which you wish to submit the Propasal
Opportunity Id Opportunity Title CFDA Number pmpel

All ADOBE-FORMS-B forms

£ | >

Schema URL: http://st07apply.grants.qov /apply fopportunities fschemas fapplicant foppP A-B 1-ALL -cfda93. 838-cid ADOBE
Instruction URL:-http://at07apply.grants.gov/apply/fopportunities finstructions /oppPA-B1-ALL -cfda93.838-cdADOBE-FORM

5. Select the opportunity you want to apply and click on the [OK] button.

E.d Proposal Details - 00001009

Propozal | Organization || Mailing Info || Investigatnr” Key Perzon || Special Review || Science Cnde” Other|

Proposal No: 00001008 | Stalus: |In Progress Proposal Hierarchy: 3 Narative: 3 Budget- %
Lead Unit: |u1321 0:Chemistry |
Title:
Start Date: | End Date: | |
Proposal Type: | Award No: | |
Activity Type: | NSF Code: | ~]
Anticipated Award Type: |
Sponsor: |
Prime Sponsor: |
Sponsor Proposal No: | Original Proposal: | Y
Program Title:
Notice Of Opportunity: | | Subcontract []
Funding Opportunity Number: |PA-B1-ALL | CFDA Number- 33,835 |
Agency Program Code: | | Agency Div Code: | |

6. Complete the following fields: Title, Start Date, End Date, Proposal Type, Activity Type & Sponsor and then select

Edit - Save - E .

Once you click the [SAVE] button, the opportunity will connect to Grants.gov and the Grants.gov symbol will appear in the
Proposal Tab.
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E.4 Proposal Details - 00001009

| Key Person " Special Review " Science Code " Other‘

Proposal | Organization " Mailing Info " Investi |

Status: |In Progress Frop

Proposal No: 00001008 |
Lead Unit: |u1 3210:Chemistry

Title: | Testing

End Date: |30-lun-2013 |

Start Date: |01-Ju-2011
Proposal Type: [uew | Award Nn:| |
Activity Type: |0rganized Research LI NSF Code: | ;I

Anticipated Award Type: | hs |
Sponsor:

Prime Sponsor:
Sponsor Proposal No: |
Program Title: | 1 ADOBE-FORMS-B forms

Notice Of Opportunity: | =]
Funding Opportunity I‘h-her.|PA_B1-ALL | . » | CFDA Mnhec|93.s38 |
| L GRANTS GOV - Div Code- | |

.Hmm:meg’alth:|

Original P

Follow the instructions in the following sections to complete the rest of your proposal record.

End of Procedure
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V. STARTING THE PROPOSAL RECORD

You can also start a proposal by Creating from Grants.gov Opportunity, Copying an existing proposal or from a department
Template. (See above topic or Copying a Proposal topic in this document.)

O CREATING THE PROPOSAL SHELL

To create a new Development Proposal record in Coeus Premium you need to enter a few basic details about the proposal in order
to create and save the proposal record. Once the proposal record is created, it can be updated and modified at any time.

The following fields need to be completed to create / save the Development Proposal record:
O Title, Start Date, End Date, Proposal Type, & Activity Type

INTRODUCTION

In this topic you learn how to create a new development proposal and enter the five required fields needed to create and save the
proposal record.

PROCEDURE

In order to create a proposal, you must be assigned the role of Proposal Creator for your department(s). If you have Proposal Creator
right in just one department, the proposal will automatically be created in that department.

® Navigate to the Proposal Development module to begin creating a new Development Proposal shell;

Select Maintain - Proposal Development from the menu bar - E‘

Proposal Number Type Status Title Lead Unit Lead Unit Na... PI Deadline Date = Sponsor Code = Sponsor Name

Proposal Number Proposal Type Status Deadline Date Investigator Ur
.

® Since you are creating a new proposal, you will close the Select Development Proposal Window;

Click the [CANCEL] button or click the red [X] button in the top right hand corner of the window to close out.

® To create a new proposal, select Edit - New Proposal from the menu bar -

If you are authorized to create proposals for more than one Department, you will be prompted to indicate the unit where this
proposal will be submitted.
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Select Unit for New Proposal

Uni... Unit Hame
1 Browen University
000900 |(Coeus Training Center

Once you select a department and click the [OK] button, you cannot change it. If you have selected the wrong unit, you will have
to make a copy of the proposal under the correct unit in order to change this value.

® The Development Proposal record opens to the Proposal Tab in the Proposal Details Section.

File Edit Action Maintain Departmental Admin Central Admin Report Window Help
3| 0| m| z[D| &|ve|=5| 5|z | @ [28| (M| o 34| W[ @] [ m[m] A

o|e(r(n/z] Blo|me)=[=| 2 % sB o ¢

£.d Proposal Details - 00000971 |.l”E”z

PFUDUSE||0rganizatiun Mailing Info || Investigator | Key Person | Special Review || Science Code | Other

Proposal No: |DUUDDBT1 Status: |In Progress Proposal Hierarchy: 3 Namative: 3 Budget: 3
Lead Unit: |DUUUD1:Brnwn University |
Title:

Start Date: |
Proposal Type: |
Activity Type: |

EndDﬂe:| ‘

Award No: | 1Y

NSF Code: | -~

Ll |

Anticipated Award Type: |

Sponsor:
Prime Sponsor:

(53

There are 8 tabs in the Proposal Details Section where information about the proposed project is entered. Coeus captures the same
data that is currently entered on the PSAF form.

The information entered in the Proposal Details Section is used to populate the face pages of the Grants.gov forms necessary for

submitting proposals electronically or the Sponsor and Generic forms available for paper submissions and also meet internal
reporting requirements.

® The new proposal record has 3 fields that are automatically populated and cannot be modified by the user.

—> Proposal No. — Development Proposal number assigned by Coeus.
[Make a note of this number so you can easily return to the proposal you are working on].

—> Status — will always default to In Progress. The status will modify by the system as the proposal moves through the
approval process.
The possible statuses are:

Status Description

In Progress Proposal is being worked on; it has not been submitted for approval.
Approval in Progress Submitted for approval.

Rejected Rejected by an approver / can be edited.

Approved Accepted by University approvers.

Submitted Institute Proposal record created

As the Proposal Creator / Aggregator you have the rights to enter the proposal attributes needed to save the record, and to assign
access to other individuals who will be working on the proposal.
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There are five required pieces of data that you need to enter in order to save your proposal and allow others to work on the
proposal. These fields are:

. Title

Start Date
End Date
Proposal Type
Activity Type

AR

While the other Proposal Details fields are not initially required to save the record, they are required to be completed when
the proposal is submitted for approvals.

® Enter the required fields:

a. Title - Click in the Title field and enter the proposal title. This title can be modified at any point while the status of the
proposal is In Progress.

For electronic submissions - the title cannot contain special characters
For NIH proposals - the title cannot exceed 81 characters.
For DOD proposals — the title cannot exceed 78 characters.

b. Start Date - Enter the date the project/program is anticipated to begin in the Start Date field.
Use the MM/DD/YY format.

c. End Date - Enter the date the last proposed budget period is anticipated to end in the End Date field.
Use the MM/DD/YY format.

If you enter the date incorrectly, Coeus will pop up with an error message informing you that the value entered in the field is
invalid.
d. Proposal Type — Select the appropriate type of application / nature of the funding request from the list of values by
clicking on the arrow button to the right of the Proposal Type field to generate the drop-down menu.
The Proposal Types are as follows:

Proposal Type Description

Continuation A non-competing application for an additional funding/budget
period within a previously approved project period.

New An application that is being submitted to an agency for the first
time.

Renewal A competing application requesting additional funding for a

period subsequent to that provided by a current award.

Resubmission An application that has been previously submitted, but was not
funded, and is resubmitted for new consideration OR
for submitting a REVISED BUDGET to OSP/BMRA for approvals.
Revision An application that proposes a change in the Federal
Government’s financial obligations or contingent liability from an
existing obligation.

Task Order Project funded under a master agreement

X — Delete from System For Development Proposals you wish to purge from the system.
Any proposal with this Proposal Type will be deleted from Coeus
on a quarterly basis.
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e. Activity Type — Select the appropriate category of activity for which support is being requested from the list of values
by clicking on the arrow button to the right of the Activity Type field to generate the drop-down menu.
The Activity types are as follows:

Activity Type Description

Organized Research Basic or applied research projects.

Instruction (Institutional | An award of money or other resources to provide training in a

Training Grants) particular field.

Fellowship / Training An award made directly to an individual in support of specific

Grants (Individuals) educational pursuits. (The individual cannot be an employee of
the granting organization).

Public Service Projects which are intended to reach out to the greater
community.

Student Services Projects which focus on student life and services at Brown
University.

Other Projects that do not fall into the other listed activity types.

Construction Projects that involve construction.

It is important that the correct Activity Type is selected because the Activity Type determines the overhead rate applied in
the budget calculation of indirect costs for this proposal.

® Save the record by selecting File - Save from the menu bar - B

When you click Save, the Last Updated field becomes populated with your name (i.e. user name) and the date and time the
proposal was updated.

The "base" development proposal record has now been created. Multiple users can now work on the development proposal record.
To close out of the proposal;

Select File = Close from the menu bar - ﬂ .

End of Procedure
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O COMPLETING THE PROPOSAL TAB

of the Proposal.

INTRODUCTION

PROCEDURE

With the five required fields completed to save the record, you can continue completing the remaining fields in this tab.

Proposalfl Organization | Mailing Info | Investigator | Key Person | Special Review | Science Code || Other

Proposal No- |uuuuug71 | Status: |In Progress Proposal Hierarchy: 3 Namative: 3 Budget: ¥
Lead Unit: |[IEII]EII]1'Ernwr| University |
Title: Proposal Development Guide|
Start Date: 01-1ul2011 | End Date: [30-Jun-2014 |
Proposal Type: [iew | Award No: | 1B
Activity Type: [0rganized Research - NSF Code: | |
Anticipated Award Type: | v
Sponsor:
Prime Sponsor:
Sponsor Proposal No- | | Original Proposal: | [E)
Program Title:
Notice Of Opportunity- | | Subcontract []
Funding Opportunity Number- | | CFDA M.ni:na'| . |
Agency Frogram Code: | | Agency Div Code: | |

—> Award No. (the assigned number by Coeus for a given Brown Account) — Enter the 5-ledger Account associated with this

proposal, if applicable, by clicking on the Award Search icon - to the right of the field and search by the Title, Account

Leave this field blank for New and Resubmission proposals.

For Continuation, Revision, and Renewal proposals, you will need to indicate the Award account in this field.

Award Search
Award Search | Award Search Result

Sponsor Award ... Award Number Account Nu._. Award Status Sponsor Code  Sponsor |
S0 ~

il

In Coeus, when there is a Search icon (magnifying glass) next to a field; it means that the field is connected to a table
and the search feature is used to locate the information. When searching by Account Number, enter the 5 ledger account
without a dash after the “5”; i.e. 527111

—> NSF Code - Click the arrow button to the right of the NSF Code field to select the appropriate NSF Code from the list of values.

The NSF Code is required for all proposals, even if the proposal is not being submitted to NSF. These categories are used in
annual reporting to the Federal Government; therefore it is important that you select the code that accurately reflects the
nature of the proposal research.
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See document - Activity Code (NSF code) Definitions http://research.brown.edu/pdf/activity code definitions.pdf
— Anticipated Award Type - Select the category of Award that is anticipated. The following are the types of potential awards:

Advance — An account requested by a department prior to the receipt of the actual award.

® Contract — A mechanism for the procurement of goods and services with a mutually binding legal relationship
obligating both buyer (sponsor) and seller (recipient).

® Cooperative Agreement — A support mechanism used when there will be substantial scientific or programmatic
involvement by the Sponsor.

® FEquipment Grant — An award for the procurement of equipment only.
Equipment Contract —

® Fellowship — An award made directly to an individual in support of specific educational pursuits. (The individual
cannot be an employee of the granting organization).

®  Fixed Price Contract — A contract providing for a set lump sum payment upon satisfactory performance of the
terms of the contract.

® Grant — A financial assistance mechanism providing money to the University to carry out an approved project or
activity. This funding mechanism is used when there is no substantial programmatic involvement during
performance.

® Other Transaction Agreement - Contractual mechanisms that are not subject to the statutes and regulations
specifically applicable to the Federal procurement or grants programs.

® Training Grant - Grants that are awarded to develop or enhance research training opportunities for individuals,
selected by the institution, who are training for careers in specified areas.

If at the proposal stage it is unclear what the award instrument will be, please make an educated guess based on the
proposal information acquired at that time.

Q,

—> Sponsor - Select the external funding agency to which the proposal will be submitted to by using the Sponsor Search icon -
[For NIH submissions, select the specific NIH Institute if known.]

Sponsor Code  Sponsor Name = Acronym Postal Code Dun Bradstreet Number Dun

“MIH* ~

Use the asterisks (*) when searching Sponsor name. If you are having trouble locating your sponsor, try a keyword
surrounded by (*), i.e. *cancer*.

you are looking for and click on the name to highlight it.
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Click the [OK] button to add the sponsor to the proposal.

Sponsor Search
Spormrsea-d1| Sponsor Search Result |

Sponsor Code Sponsor Name Acronym Sponsor Type Postal Coc OK
001333 NATIONAL CANCER INSTITUTE  NCI 208528322
001353 DMNISION OF CANCER CONTRO... [NCI Federal 20852
001354 DMISION OF CLINICAL SCIENCES [MCI Federal 20857
001363 MATIONAL CENTER FOR INFECT...|NCID Federal
001354 NATIONAL CENTER FOR INJUR... [HCIPC Federal

If you cannot find the sponsor you need, contact coeus_help@brown.edu to have the sponsor updated in the sponsor table.

The Sponsor Code Number populates the Sponsor field and the Sponsor Name is displayed to the right of the field.

Start Date: |01-Jul-2011
Proposal Type: |New

End Date: |3E|-Jun—2tl14 |

Award No: | EY

MNSF Code: |F_02 : Biological - Life Sciences j

|
[
Activity Type: |Organizetl Research LI
Anticipated Award Type: Grant v
Sponsor: | 001333 .
Prime Sponsor:
Sponsor Proposal Nos | | Oniginal Proposal | [EY

NATIONAL CANCER IN STITUTEI

—> Prime Sponsor - Enter the agency that is the source of funds to the University's sponsor. Only use if Brown is a subcontract. (For
example, Miriam Hospital receives an award from the National Cancer Institute (NCl) and Subcontracts a piece of work to Brown.
Brown's Sponsor is Miriam and our Prime Sponsor is NCI.)

If the proposal is not for a subcontract enter - No Prime Sponsor (000867) in this field. / Do NOT duplicate the Sponsor in this
field.

Click the Sponsor Search icon - to select the Prime Sponsor.

To search for the No Prime Sponsor, you can enter *prime* in the Sponsor Name field or *867 in the Sponsor Code field.

—> Sponsor Proposal No. - Enter the ID Number assigned by a Sponsor to the original Proposal (i.e. Federal Identifier for NIH or
Proposal ID for NSF). Enter this field if the proposal type is a New Changed/Corrected, Resubmission, Revision, Continuation or
Renewal.

The Sponsor Proposal No field is not required for NEW proposals.

® For NIH Resubmission, Revision, Continuation or Renewal proposals — the number must be in 2- letter / 6 -digit format (i.e.
CA123456)

® For New Changed / Corrected Applications — enter the Grants.gov Tracking ID of the previously submitted proposal.

—> Original Proposal — Indicate the original proposal submitted, if applicable. This field connects to the Coeus Institute Proposal
number of the original submission.

To link to the Institute Proposal click the Proposal Search icon - to the right of the field and search by the Title, Account
number, etc. This field is informational only and serves as a reference to reviewers.

Leave the Original Proposal field blank for NEW proposals.
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1. For Renewals or Continuations / Progress Reports, you should enter the original ‘New” or ‘Renewal’ (competing renewal)
that was submitted.

2. For Resubmissions, Revisions, and Changed/Corrected applications, select the proposal that is the basis for the current
submission.

—> Program Title - Enter the program title provided by the Sponsor in the Program Title field.

If you have already connected the proposal to Grants.gov this field will be completed. If this proposal will be submitted via
Grants.gov, and you have not yet connected to it, this field will be overwritten when you associate the proposal with at Grants.gov
opportunity.

—> Notice of Opportunity - Select an entry from the drop-down list to identify how this funding opportunity was announced. This
field also includes Special Programs, i.e. REUs, Career, SBIR, etc.

Click the arrow button to the right of the Notice of Opportunity field to generate the drop-down list.

If the Notice of Opportunity is a Special Program then you will select the name of the Special Program from the list of
values. The Special Program Announcement needs to be attached to the proposal by doing either of the following:

Attach the program announcement in the Narrative section of the proposal OR enter the URL to the program announcement in
the Notepad.

When uploading the Sponsor Announcement or Sponsor Guidelines to the Coeus record, use the Narrative Type — Sponsor
Guidelines / Instructions.

—> Subcontracts - Select the Subcontract checkbox if Brown will issue one or more subcontracts for this proposal. If there will be
no subcontracts, leave it unchecked.

Program Title:
Notice Of Opportunity: | j Subcontract
Funding Opportunity Number- CFDA Number| .
Agency Program Code: Agency Div Code:

—> The Funding Opportunity Number or the CFDA No. fields are the two fields used to connect your proposal to the opportunity in
Grants.gov.

You should only enter data in only one of these fields. The following steps detail how to enter each one.

® Enter the Funding Opportunity Number - If the program you are applying to has an opportunity number provided by the
sponsor enter it as it is listed, i.e. PA-07-070.

OR

® Enter the CFDA Number -The identifying number that a federal program is assigned in the Catalog of Federal Domestic
Assistance. When you enter the CFDA No. field, click as far left in the field and enter the number without a decimal point
(Coeus enters that for you), i.e. 93.389.

In most cases a CFDA number is affiliated with more than one opportunity, therefore entering only the Opportunity Number
refines your search.
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*See the topic - Connecting to Grants.gov - for detailed instructions for linking to the proposal to Grants.gov.

—> The Agency Program Code and the Agency Div Code fields are only entered for the following types of Grants.gov submissions:
=  NSF/ Grants.gov submissions — these fields are required
=  For Opportunities that require the Agency Routing Number field to populated on the SF424 Cover page form.
(This is populated from the Agency Program Code).

If you are submitting a NSF submission through FastLane, you do NOT need to complete these fields.

Go to (https://www.fastlane.nsf.gov/pgmannounce.jsp) to search for the Division Code and Program Code for the NSF opportunity.

Update to the Federal Identifier Field on the SF242 (R&R) Form
The system has been enhanced to allow the Federal Identifier Field [4.a.] on the SF 424 (R&R) Cover Page to be populated regardless
of the proposal submission type.

Both the Sponsor Proposal No and the Agency Division Code fields map to the Federal Identifier Field on the SF 424 (R&R) Form.

e Sponsor Proposal No - Scenarios for when the Sponsor Proposal No. field will map to Field 4.a. Federal Identifier on the SF
424 (R&R) Form.
0 Changed/Corrected Applications
0 Proposal Types of Resubmission, Renewal, Revision, and Continuation
0 New NSF submissions that follow a Pre-Application.

E.4 Proposal Details - 00005512

Proposal | Organization | Mailing Info | Investigator | Key Person | Special Review || Science Code || Other

Proposal Ne: 00005512 Status: |In Progress Proposal Hierarchy: 3  Narmative: 3 Budget: ||
Lead Unit: |000001-Brown University

OMB Number: 4040-0001)
Title: | coeys Release Update Note - 4.5.1 Expiration Date: 06/30/2011

3. DATE RECEIVED BY STATE State Application Identifier
Start Date: |01-3ep-2013 RI: Rhode Island

I Proposal Type: |Renawal i I

4.a. Federal Identifier

Activity Type: |Drganized Research j 123456

Anticipated Award Type: |Grant
Sponsor: 100700
Prime Sponsor: |000857
Sponsor Proposal No: | 123456 / | Original Proposal:
Program Title: | g AT07 and NIH Ext-UAT Test FOA (R01)

e Agency Division Code - Scenarios for when the Agency Division Code field will map to Field 4.a. Federal Identifier on the SF
424 (R&R) Form.
0 Proposal Types of New or Pre-Proposal submitted to all agencies EXCEPT NSF.

£.d Proposal Details - 00005512

Proposal | Organization | Mailing Info | Investigator | Key Person | Special Review | Science Code | Other
Proposal No: 00005512 Status: |In Progress. Proposal Hierarchy- 3 Naralive- 3 Budget- ||
Lead Unit: | 000001:Brown University
Title: | oeys Release Update Note - 4.5.1
- OMB Number: 4040-0001
Expiration Date: 06/30/2011
APPLICATION FOR FEDERAL ASSISTANCE 3. DATE RECEIVED BY STATE State Application Identifier
SF 424 (R&R) RI: Rhode Island al-Life Sciences ™
1. TYPE OF SUBMISSION 4.a. Federal ldentifier
Field4 a
S = E
e P Original Proposal:
Program Title: | g AT07 and NIH Ext-UAT Test FOA (RO1)
Notics O Opportunty: rsoicies =] sbeonioat |
Funding Opportunity Number: | p2-524-R01 - » CFDA Number: 93.333
B -
Agency Program Code- h GRANTS GOV Agency Div Code: Ficld 4 a |
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Select File = Save from the menu bar - H .
& You can never save too often!

End of Procedure
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VI. ASSIGNING PROPOSAL ROLES

The Proposal Creator / Aggregator for a given proposal automatically has the rights to modify all parts of the proposal by default. In
addition, Department Aggregators will have access to modify any proposal created in their department(s). There are times, however,
when proposal work needs to be distributed to other users, i.e. Investigators need to be granted access to the proposal in order to
certify their proposal.

The aggregator(s) for the proposal may grant access to any other users who may collaborate on the development of the proposal by
assigning users to specific roles on the proposal. Any roles assigned to a user, apply only to the current proposal they are assigned
to, NOT all proposals for the department.

INTRODUCTION

In this topic you learn how to grant/assign individuals view or modify access to your proposal by assigning them to Proposal
Development roles.

*Roles can be assigned at any point once the Development Proposal shell is created.

PROCEDURE

You have the ability to grant individuals view only or modify access to your proposal.
To open the Proposal Roles Section:

1. Select Edit - Proposal Roles from the menu bar - ﬁ

(|
Proposal Number-00007073

Sponsor:
(l
[E==1] ==
UserID  User Name Unit Number  Unit Name :ggfegﬂfﬂf oK
i Ardi i A pprover
/ - - H.LIITID||I A Lo Un!versrty - Brown Assistant Aggregator No Budget
akrajews Krajewski, Andy J. 000001 Brown University T A Ay T A Eria
alie Lie, Andre . 000001 Brown University Brown Certifier
A aramer Annabella Ramer 000001 Brown University =5 ) Users
- - p Brown Hierarchy Collaborator
£ asoperjr Soper, Albert E. Jr. 000001 Brown University Budget Creator
A |awindham _|Anne Windham 000001 Brown University 1 e p—— Rights
bcherms Cherms, Bethany R. |000001 Brown University Viewer
A bhurt Beth Hurt 000001 Brown University X Role Not Used
chrownel Brownell, Comfort K. |000001 Brown University
ceutler Carol Cutler 000001 Brown University
cgs7 \Grimes, Christina 000001 Brown University
A cgrein Craig Grein 000001 Brown University
chmoore Moore, Chris 000001 Brown University
cklinzin Klinzing, Caszandra... 000001 Brown University
A crrussel Russell, Claudia R. 000001 Brown University
A cvdavis Chris Davis 055000 Non-FRS Department
dbharris Harrizon, David B. 000001 Brown University
dboylan David Boylan 000001 Brown University
dewillia Dorinda Wiliams 000001 Brown University
M |dforesti Donna Foresti 000001 Brown University
dveader 'Veader, Debra 000001 Brown University il
Arerhu Nerbw Frihe & nans3? Rin_Mad Mnls r&ll Rin Rinrhem

There are two separate panes in this window: Users and Roles.

® The Users pane (located on the left side) displays all authorized Coeus users in the Lead Department / Unit of the
proposal.

® The Roles pane (located on the right side) lists the roles that you can assign to the users. This pane also displays the
individuals who currently have access to the proposal organized by the role they have.

(Click the [+] symbol to expand the role to see all assigned users).
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The Proposal Roles are as follows:

Aggregator

Approver

Brown Assistant Aggregator No Budget
Brown Assistant Aggregator View Budget

Budget Creator

Narrative Writer

Viewer

'
[ ]
'
® Brown Certifier
'
[ ]
'

See document — Department Roles & Rights - for definitions of each role.
(http://www.research.brown.edu/osp/coeus/PD_Documents/4.4.3_Dep
artment_Roles_Rights.pdf)

Any roles you assign to a user, apply only to the current proposal. If you
copy a proposal, access rights do not carry over. Access rights apply only
to the specific proposal number in which they are granted.

e Department Aggregators’ access rights do NOT automatically carry over when a proposal is copied; only the Proposal
Creator who copied the proposal is carried to the Proposal.

e Users cannot be assigned to the Approver role; Approvers are added during the approval process or default by the approval
routing maps.

O ADDING A USER TO A ROLE FROM YOUR DEPARTMENT

To assign users to proposal roles you click and drag the selected individual from the Users pane and drop them on the name of the
role in the Roles pane.
When you are dragging the person, you will notice that the mouse pointer turns from an arrow on the Users pane to a finger on the
Roles pane. You must release the mouse button directly on the title of the role.

Once you drop the person into a role, their name will append below the role in a list. You can add any number of users to a role.

-
Proposal Roles

Proposal Mumber:gooo70ss
Sponsor-000471 : Natienal Institute of Health

- =

Users Roles
UserID  User Name Unit Number  Unit Name ) Aggregator
) ) ) . . Approver
o m— [ @ [ erown s s o v
ﬁr' 5 J_ = - - . — Brown Asst. Aggregator Wiew Budget
B Certifi
g aramer Annabella Ramer 000001 Brown University = E;E:: H;;:_Zrh Collaboratar E
jf asoperjr Soper, Albert E. Jr. ooooot Brown University Budaet Creator J
jf awindham  |[Anne Windham ooooot Brown University Narrgative Wiriter
'i‘ beherms Cherms, Bethany R. (000001 Brown University [ Viewear
jr bhurt Beth Hurt 000001 Brown University 3 Lie Andre ]
'i‘ chrownel Brownell, Comfort K. (000001 Brown University —eutler Carol CL;tIer
T |ccutler Carol Cutler 000001 Brown University * dbharrie Harrison. David B
m  [cgsT Grimeg, Chrigtina 000001 Brown University % dboylan David Eul o ’
A [caorein Craig Grein 000001 Brown University I Ia)tfman GlatmanyElena
M |(chmoore Moore, Chris 000001 Brown University * egaklad Elaine Sal:dad
T |cklinzin Klinzing, Cassandra... (000001 Brown University * |adas Ladas. Gre
JF crrussel Russell, Claudia R. 000001 Brown University * ﬁ =5 vy Hnnl meig
A Jcvdavis  |Chris Davis 095000 Non-FRS Department 4 A
# |[doharris  |Harrison, David B. 000001 Brown Universty 4 T e ey )
* dboylan David Boylan 000001 Brown University B y SEE =k
[ S Fr—— L — nnnnna T ——— “§8] X Role Not Used —_—
O ADDING A USER TO A ROLE FROM OUTSIDE YOUR DEPARTMENT
To add a user to a role from outside your department:
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1. Click the [UseRrs] button to search all Coeus Users.

In order to be assigned a Proposal Development role, the user must be set up as a Coeus user by OSP.

Users Roles
User ID User Name Unit Number Unit Name 3| Access Proposal Person Institutional Salari #
(9999993 Test Role 000001 Brown University ~ 4 Aggregator
i Ardiane Humoli 000001 Brown University b | * alie Andre Lie
akrajews  |Krajewski, AndyJ. 000001 Brown University ® ceutler Carol Cutler
alie Andre Lie 000001 Brown University # chmoore Chris Moore B
aramer Annabella Ramer 000001 Brown University # dbharris David Harrison
azoperjr Albert Soper 000001 Brown University = A dboylan Boylan, David Rights
awindham  |Anne Windham 000001 Brown University % dveader Veader, Debra
bcherms Cherms, Bethany R, [000001 Brown University % ederby Derby, Emiy A.
biravers  |Travers, Beth A. 000001 Brown University Jf eglatman Elena Glatman

2. The User Search Window will open above the Proposal Roles Window.

3. Enter the search criteria; i.e. enter the individual's last name as *lastname* in the User Name field.

User Search
User Search | User Search Result
User ID User Name Mon Employee | Unit Number Unit Name Status OK
“lazstname* ~

4. Click the [FIND] button to conduct your search.
5. Highlight the name you want to add and click the [OK] button to save your changes.
The individual will first be added to the Users pane.

Select the User you just added and drag and drop the user's name on the top of the role in the Roles pane. The user's name should
display under the assigned role.

Users are NOT automatically notified when they are added to a role.
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O REMOVING A USER FROM A ROLE

1. If necessary, click the plus button

2. Click to highlight the user's name under the role.

to expand the list of users under the role from which you want to remove a user.

3. Dragthe user's name to the trash can icon in the lower right of the screen. The name no longer displays under the role.

Proposal Number-oooo70as

Sponsor:000471 : National Institute of Health

User Name

|&rdiane Humoli

Unit Number Unit Name

|oooo01

|Eruwn University

Krajewski, Andy J.
Lie, Andre |
aramer Annabella Ramer

000001

Brown University
Brown University
Brown University

asoperjr Soper, Albert E. Jr.

000001

Brown University

awindham  |Anne Windham

000001

Brown University

becherms Cherms, Bethany R.

000001

Brown University

bhurt Beth Hurt

000001

Brown University

cbrownel Brownell, Comfort K.

000001

Brown University

ccutler Carol Cutler

000001

Brown University

cgs7 Grimes, Christina

000001

Brown University

cgrein Craig Grein

000001

Brown University

chmoore Moore, Chris.

000001

Brown University

cklinzin Klinzing, Cassandra...

000001

Brown University

crrussel Russell, Claudia R.

000001

Brown University

cvdavis Chris Davis

055000

Non-FRS Department

dbharris Harrizon, David B.

000001

Brown University

dboylan David Boylan

000001

Brown University

dewilla Dorinda Wiliams

000001

Brown University

dforesti Donna Foresti

000001

Brown University

dveader Veader, Debra

000001

Brown University

adarh Narhw Fmihe &

4. Click [OK] to save changes or click Cancel to exit without saving.

End of Procedure

nnnnng

Rrawn |Inivareits
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4 Aggregator

Approver

Brown Assistant Aggregator No Budget
Brown Asst. Aggregator View Budget
Brown Certifier

Brown Hierarchy Collaborator

Budget Creator

Narrative Writer

Viewer

ccutler Carol Cutle

'ﬁ‘ dbharris Harrison, Dawg B.

'ﬁ‘ dboylan David Boylan

ﬁ eglatman Glatman, Elena

- esaklad Elaine Saklad

'ﬁ‘ gladas Ladas, Greg

=] hy55 u, Hongmei

'ﬁ‘ miepry Mary Lepry

'ﬁ‘ njcunnin Cunningham, Nancy J.
[ X Role Not Used
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VII. GRANTS.GOV CONNECTION

This section will explain how to connect to Grants.gov, download a Grants.gov opportunity into Coeus, print Sponsor instructions,
check Grants.gov forms, and delete a Grants.gov Opportunity.

INTRODUCTION

Coeus has the ability to submit proposals created in the Proposal Development module directly to Grants.gov, system to system
(52S). Once the opportunity is known, the proposal record can be connected to Grants.gov and the forms and validations are
incorporated in the proposal record.

In this topic you learn:
® How to connect your proposal to the Grants.gov. Electronic submission system and download the notice of opportunity to
Coeus.
0 How to print Sponsor Instructions.
0 How to check Grants.gov forms.

® How to delete a Grants.gov opportunity

O CONNECTING TO GRANTS.GOV

Grants.gov is a central storehouse for information on more than 1,000 grant programs provided by 26 Federal agencies. Coeus is
programmed to submit proposals created in Proposal Development directly to Grants.gov (system-to-system or S2S).

The funding opportunity that you are responding to MUST be eligible for S2S submission. If the opportunity you have entered is not
eligible for system to system submission, the system will not allow you to connect to Grants.gov.

PROCEDURE

1. In order to connect your proposal to Grants.gov, you need to enter either the Funding opportunity Number (Opportunity

Id) or CFDA Number on the | PROPOSALTAB | to link your proposal to the correct opportunity on Grants.gov. (Do not enter
both).

Sponsor: [001333 NATIONAL CANCER INSTITUTE
Prime Sponsor: | 000357 No Prime Sponsor
Sponsor Proposal No: Original Proposal:
Program Title:

Notice Of Opportunity: [Unsolicited

| Funding Opportunity Number- |p_51_R01 -‘ — OR T/ | CFDA Number- . |

® Enter the Funding Opportunity Number - If the program you are applying to has an opportunity number provided
by the sponsor enter it as it is listed, i.e. PA-07-070.

OR

® Enter the CFDA Number -The identifying number that a federal program is assigned in the Catalog of Federal
Domestic Assistance. When you enter the CFDA No. field, click as far left in the field and enter the number without
a decimal point (Coeus enters that for you), i.e. 93.389.

Some sponsors (specifically NIH) do not use CFDA numbers to post each opportunity. If your search does not locate
an opportunity by the CFDA number, return to Proposal Details and delete the CFDA number, insert the Program number
only, and then search again.
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2. Select Action - Grants.gov from the menu bar to navigate to the Grants.gov Section (There is no icon to open the Grants.gov

File Edit maimﬁin Departmental Admin  Central Admin  Report  Window Help
3| = || & %% da| m | | @ | 34 || 8] S| =00 A

Eg>|<l;|t Submit for Approval... |ﬁ|$|%ﬂ|§|% %lgl EIEI

Grants. Gov I
Validation checks n‘.re:stigatur" Key Perzon || Special Review || Science Cude” Dther|

Show Routing
000971 | Status: | In Progress |

Propos=al

Select an Opportunity E|
Proposal Number: 00000971 CFDA Mumber:

Sponsor: 001833 : MATIOMAL CAMCER ... Funding Opportunity Number: FA-B1-RO1
Opportunity Id Opportunity Title CFDA Mumber pmpel

PA-B1RO1 G.g ATO7 and MIH Ext-UAT Test FOA (...

< | ¥

Schema URL: http: //5t07apply. grants.gov/fapply foppor tunities /schemas fapplicant foppPA-B 1-R0 1 fda93. 838 -cd ADOB
Instruction URL:-http: //at07apply.arants.qovfapply fopportunities finstructions joppPA-5 1-R0 1-cfda9 3. 838-cd ADOBE-FOR

3. Select the opportunity from the list (the relevant Schema and Instruction URLs display on the bottom of the pane for the
selected opportunity).
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Grants Gov Submission Details

Proposal Number - 00000971
Sponsor - 001333 : NATIOMAL CAMCER INSTITUTE
Opportunity | Forms | Submission Status
Select Opportunit
Funding Opportunity Number: PA-B1R01 | &= [ =
G.g ATOT and MIH Ext-UAT Test FOA (RO1) [ Delete Opportunity ]
Opportunity Title -
[ Validate ]
Submission Type: |.-'-\pplicaﬁ|:|n w |
Submission End Point - | 2007 End Point v |
Revision Type
Save
() Increase Award ") Increase Duration (") Other (Specify) [ ]I
(") Decrease Award () Decrease Duration
[ Print ]
CFDA Number - |93.333 Competition Id : | ADOBE-FORMS-51 | i Close ]
Opening Date : |03-5ep-2010 12:00:00 AM | Closing Date : |03-52p-2014 12:00:00 AM |
Schema URL : http: //at07apply.grants.qov /apply foppor tunities fschemas fapplicant foppP A-B 1 - =
RO1-cfda93.838-cdADOBE-FORMS-B 1. xsd
Instmction LIR1 - htto:{fat07apply.grants. gov /apply foppor tunities finstructions foppPA-B1-R01-C b
< | >

Selected 0 out of 4 Available Optional Forms

This window contains 3 tabs:
® Opportunity
® Forms
® Submission Status

find that you do not have the correct opportunity, you may choose another one.

To choose another opportunity; Click the [SELECT OPPORTUNITY] button.

> Printing Sponsor Instructions

1. When you select a Grants.gov opportunity Sponsor Instructions are included in the opportunity downloaded into Coeus.
To Print the Sponsor Instructions, click on the INSTRUCTION PAGE link at the bottom of the screen to display instructions for the
opportunity. The instructions will open in PDF or Word file on your desktop.

Do not click the ScHEMA URL link because it is not formatted for the end user.

CFDA Number - 93.533 Competition Id : |ADOBE-FORMS-81 |
Opening Date : 09-5ep-2010 12:00:00 AM | Closing Date - |05-5ep-2014 12:00:00 AM |

Schema URL : http:/fatd7apply. grants. gov/apply fopportunities fschemas fapplicant/oppPA-B1-
R01-cfdag93. 838-ddADOBE-FORMS-B1, xsd

[ Instruction URL - htto://at07apply. grants. gov /apply foppor tunities finstructions foppPA-B1-R01 ¢ ]
fd=93.838-cdADOBE-FORMS B 1-nstructions. doc
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2. Toreturn to Coeus, click the red [X] in the right hand corner of the opened file.

New Grants.gov Forms:

SF424 2 1-V2.1

Key-Contacts-V1.0

EPA_Key Contacts-V1.1
RR_Budget10_2_0-V2.0

PHS398 ModularBudget_1_2-V1.2
Performance_Site_2 0-V2.0
RR_KeyPersoneExpanded_2 0-V2.0
SSA_AdditionalAssurances-V1.1

O NN E WD

If a form is mandatory but not available, the proposal is not eligible for Coeus S2S submission to Grants.gov. An error message at the
time of Grants.gov connection would let you know the opportunity is not available for S2S submission through COEUS.

Proposal Number : 00000971
Sponsor - 001333 : NATIONAL CANCER. INSTITUTE

Oppnrb.lnit\,rl Forms |Submissinn Status

Form Name Mandatory  Incl_. | Scicet Qopantmily J
PHS Cover Letter V1-2 "] "] [ Delete Opportunity ]
RF SF 424 Y1-2 Available [ Validate l
RR Other Projects V1-3 Available
RR Key Person Expanded v1-2 Available
RR Budget v1-1 F @ Available
RR SubAward Budget V1.2 K [0 |avaizble | Save
PH5398 Cover Page Supplement V1-4 Available
PHS398 Modular Budget V1-1 K [0 |Avaiable [ Print l
PHS393 Research Plan V1-3 Available
PH5398 Checklist V1-3 Available | Cloe !
Performance Site V1-4 Available

> Reviewing Grants.gov Forms

1. Check that all forms that are checked off are tagged as Available.
2. Click the box in the Include column circled in above screenshot) to add the selected Optional form to your application
3. Click the [SAVE] button to make sure the included form is part of the package.

*Note* - If any checked Mandatory forms are listed as Not Available then this proposal is not eligible for Coeus system-to-system

submission. You should use Coeus to assist with your proposal budget preparation and electronic approval routing, but your full
proposal must be submitted to Grants.gov via the Adobe forms.

Grants.gov, the time of the submission, Grants.gov tracking ID will be downloaded into the Coeus Grants.gov Submission Status tab.
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Proposal Number : 00000371
Sponsor - 001833 : NATIOMAL CANCER. INSTITUTE

| Opportunity || Fgrml Submission 5131]J5|

[ Select Opportunity ]

Received Dale - | Last Modified Date - | |
Submission Status - | | Delete Opportuity |
Grants Tracking Id : | [ Validate l
Agency Tracking Id : Submit
Notes - Refresh
Attachments
Save

addition, the Program Title, and CFDA and Funding Opportunity Number fields will automatically populate with the appropriate
information.

£.d Proposal Details - 00000971

Proposal | Organization || Mailing Info || Investigatur" Key Perzon || Special Review || Science Code || 0ther|

Proposal No: |GGEIDD'9?1 | Status: |In Progress Proposal Hierarchy: 3 Namative: 3 Budget: 3

Lead Unit: |U-U-EIDD1:E|ruwn University |

Title: Proposzal Development Guids

Start Date: |01-Jul-2011 End Date: | 30-Jun-2014 |

Proposal Type: lew -] Award No: | I
LI NSF Code: |F_02 : Biological - Life Sciences ;I

Activity Type: |Organized Research

Anticipated Award Type: | Grant |
Sponsor: |UU1 833 | NATIONAL CANCER INSTITUTE
Prime Sponsor: |UUUB€T | Mo Prime Sponsor
Sponsor Proposal No- Original Proposal: Y,

Program Title:

G.g ATO7 and MIH Ext-UAT Test FOA (RO1)

Notice OF Opportunity- [Unsoiicted - Subcontract
J Funding Opportunity Number- |p4_51-R01 [ - ’ CFDA 93,338
= GRANTS.GOV
Agency Program Code: | [ = Agency Div Code:

6. Select File = Save from the menu bar - E

End of Procedure
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O DELETING A GRANTS.GOV OPPORTUNITY

In the event that you need to remove a Grants.gov opportunity from your development proposal record, you can do that through

PROCEDURE

There are occasions where you need to disassociate the Grants.gov opportunity with your proposal record. You may have selected
the wrong opportunity or choose to select a different opportunity, or decide that the proposal will not be submitted via Grants.gov.

To DELETE the Grants.gov opportunity with your proposal record:

1. Select Action - Grants.gov from the menu bar to navigate to the Grants.gov Section (There is no icon to open the Grants.gov

Grants Gov Submission Details

Proposal Number - 00000371
Sponsor - 001833 : NATIOMAL CAMCER INSTITUTE

Opportunity | Forms | Submission Status

Select Opportunit
Funding Opportunity Number: PA-G1-R01 | & [ unty ]
5.0 ATO7 and MIH Ext-UAT Test FOA (RO1) Delete Opportunity

Opportunity Title :

[ Validate |

Submission Type: |.-5.|:||:|Ii|:a1j|:|n w |
Submission End Point - 2007 End Point v |

2. On the Opportunity Tab click the [DELETE OPPORTUNITY] button to disconnect the Grants.gov opportunity.

A warning message will appear asking that you confirm that you would like to delete the opportunity.

E.d Coeus [‘5_(|

\‘p Do you want to delete zelected opportunity?
-

3. Click the [YEes] button.

The Grants.gov logo, Program Title, Funding Opportunity Number, and CFDA Number are removed from the proposal
development record.

sponsor is selected.

End of Procedure
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VIII. COMPLETING THE PROPOSAL DETAILS SECTIONS

This section will explain how to complete the remaining Tabs in the Proposal Details Section.
INTRODUCTION

There are 8 tabs in the Proposal Details section where information about the proposed project is entered. Coeus captures the same
data that was previously entered on the PSAF form. The information entered in the Proposal Details Section is used to populate the
face pages of the Grants.gov forms necessary for submitting proposals electronically or the Sponsor and Generic forms available for
paper submissions.

The 8 tabs are:
1. Proposal Tab - (Completed in a previous topic)
. Organization Tab
. Mailing Info Tab
. Investigator Tab
. Key Persons Tab
. Special Review Tab
. Science Code Tab
. Others Tab

c0ONO UL b WN

E_d Proposal Details - 00000971

Proposal | Organization | Mailing Info | Investigator | Key Person | Special Review || Science Code | Othe

Once a Proposal record is initiated, the Proposal Roles assigned, and the Proposal Tab completed; the remaining tabs in the Proposal
Details Section needs to be completed.

In this topic you will complete the above mentioned tabs of the Proposal Details Section.

O COMPLETING THE ORGANIZATION TAB

the project.

The tab is divided into 3 boxes: Organization / Location; Address/ Contact; Congressional District.

Proposal| Organization | Mailing Info || Investigator | Key Person || Special Review | Science Code || Other
B ——

Type Location
~g Proposal Organization Brown University
Performing Organization Brown University
Other Organization The Miriam Hospital

Carroll, Patrice A.
167 Angel Street, Providence RI 02912-0000

M
‘

Delete District
= ol

4.5.1.X — Premium Proposal Preparation Guide - V.3 Page 42 of 250



— Organization / Location Box - contains the Proposal & Performing Organizations of the proposal and any additional
locations.

Proposal Organization & Performing Organization fields default to Brown University.

[organization/Location
Type Location
~g Proposal Croanization Brown University
Performing Qrganization Brown University

*Coeus stores sponsor required data about the University, such as, the Congressional District, DUNS #, Cognizant Auditor, Assurance numbers,
etc

The Organization / Location Types are as follows:

Required:
= Proposal Organization — The legal entity for the proposal, defaults to Brown University - *Do Not Change

=  Performing Organization — The organization doing the main portion of the project work, defaults to Brown University

Not Required:
= Other Organization - If there are additional locations (i.e. the location of subcontracted work), click the [Add] button & select

Other Organization.
= Performance Site — this is a free text field to enter field sites, i.e. Mojave Desert.

— Address / Contact Box
The Address / Contact will default to the official address of the selected Organization entered in Coeus; you cannot modify

the address information for the Proposal, Performing, or Other Organization types.

Address/Contact

Carroll, Patrice A.
167 Angel Street, Providence RI02512-0000

— Congressional District Box - contains the Congressional District for the Organizations entered. This is a required field.

Congressional District
MName
~& RI-001
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PROCEDURE

1. To Navigate to the Organization Section click the Organization Tab

2. To enter Other Organization in the Qrganization Tab, click on the [AbpD] button located in the upper right of the screen. A new

Organization/Location field will be created beneath the default Organization data.

E.d Proposal Details - 00000971

Proposal UrgﬂﬂiZﬂTiU"|h‘Iailing Info || Investigator | Key Perzon || Special Review | Science Code | Other

Organization/Location
g
Type Location
L _ [ Delete |
Proposal Organization Erown University
Performing Organization Brown University Find
i -
(Other Organization
Performance Site

a. Select they Org. Type from the drop-down list: “Other Organization”.

The Other Organization type is connected to the Coeus Organization table which contains all organizations that we
subcontract work to.

b. Click the [FIND] button to open the Organization Search Window to find the other the organization in Coeus.

If you cannot find the location, contact Coeus Help@Brown.edu to have the organization added to Coeus.

Organization Search

Organization Search | Organization Search Result
Id MName Address Congr District Fed Employe... Vendor Code

*Miriam* e

c. Select a result from the search result window and click the [OK] button.

When you select the organization from the Organization table, the default address of the organization will populate the
required forms.

3. To enter Performance Site in the Organization Tab, click the [AbD] button located in the upper right of the screen. A new

Organization/Location field will be created beneath the default Organization data. (Performance Site is only used for Field Sites)

You may need to modify or update the Address / Contact or Congressional District for the Organization that was added.

a. Select the Organization Type from the drop-down list: select Performance Site. This “Type” is used to add field sites
that are not organizations, i.e. geological sites.

b. This field is a FREE TEXT field; type a contact or Location name in the blank Location Field.
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Proposal| Organization | Mailing Info || Inwvestigator | Key Perzon | Special Review | Science Code || Other

Organization/Location
[ Ad |
Type Location
- . |  Delete |
Proposal Organization Brown University
Performing Organization Brown University
Other Organization The Miriam Hospital
~g Performance Site Mojave Dezert

You have to add an Address when adding a “Performance Site” Organization Type.

c. To add the address, click the [FIND ADDRESS] button in the Address/Contact Box to open the ROLODEX SEARCH Window
and search for the address.

Address/Contact
| Find Address ||

d. Search the Rolodex for the address of the location you just entered. (You can search by Organization name). It is
recommended to use the asterisks (*) before and after your search query. For example, enter “*rhode island
hospital*”

Rolodex Search
Rolodex Search | Rolodex Search Result

Rolodex Id Sponsor Code  Sponsor Mame | Last Name First Name Middle Name
*Rhode lzland hos...

|

If the Performance Site address is not listed in the Rolodex you can contact Coeus Help@Brown.edu to have it
added to Coeus.

Many organizations will have multiple contact entries in the Rolodex. To refine your search to the official organization
address, scroll towards the right to the Comments field. Enter *base* in the field within the same row you entered the
Organization name.

Address information is needed for all Organization / Locations in order to pass Grants.gov validations.

4. Add the Congressional District for the additional organizations and locations added to the proposal by clicking on the [ApD
DisTRICT] button in the Congressional District Box. (Brown University’s Congressional District is programmed into Coeus)

Free text field will appear below the Name field. Enter the appropriate Conrgessional District in that field.

Congressional District
MName

N

Enter the Congressional District in the format: 2 character State Abbreviation — 3 character District Number. Example CA-005.
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In

If all districts in a state are affected, enter “al
Maryland.

for the district number. Example: MD-all for all congressional districts in

If nationwide (all districts in al states), enter US-all.

If the program/project is outside the US, enter 00-000.

For state and U.S. territories with only a single congressional distric enter “001” for the district code. For jurisdictions with no
representative, enter “099”. For jurisdictions with nonvoting delegate, enter “098” for the distric number. Example: DC-098, PR-

098.

To locate your congressional distric, visit the Grants.gov website. Note it is likely this field will be identical to the “Conrgessional
District of Applicant” field provided elsewhere in the application.

Use the [DELETE DISTRICT] button to remove the entry.

Congressional District is a new data requirement for the updated R&R Performance Site V1.2 form. It is a required field

5. Select File = Save from the menu bar - E

End of Procedure

O COMPLETING THE MAILING INFO TAB

be sure to enter the date it is due to the lead institution. (The date it needs to be approved by Brown).

Only enter Deadline Date & Type. Other fields on this tab are currently NOT used by Brown University.

It is important that you add the proposal deadline date. This date is used during the electronic approval routing to assist priority
indications in the Inboxes of approvers.

PROCEDURE

1.

2.

Enter the due date of the proposal in the Deadline Date field.

Use the MM/DD/YY format — For example, enter “12/01/10” as your deadline date.

E_4 Proposal Details - 00000971

Propogal | Organization

Mailing Info | Investigator | Key Person || Special Review | Science Code || Other

rDeadline r Mail By rType
Date: |(1_Fep-2011 O osP © Regular
O Receipt ) Bectronic
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3. Select the appropriate Deadline Type by clicking on the appropriate radio button to indicate whether the deadline date is a
Postmark date or the date by which the sponsor must receive the proposal, Receipt date.

E_4 Proposal Details - 00000971

Propozal | Organization| Mailing Info | Inwestigator | Key Person | Special Review || Science Code || Other

rDeadline rMail By rType
Date: |g1_Fep-2011 | ) 0sP L
) Express Courier
() Department
() Bectronic

4. Select File - Save from the menu bar - E

End of Procedure

O COMPLETING THE INVESTIGATOR TAB

the entire project period is entered for each Investigator and Investigator Certifications are completed in this tab. In addition,
designation of the lead unit for the Pl is completed in this tab.

e  Principal Investigators (Pl), Co-Principal Investigators (Co-Pl), Co-Investigator (Co-I), All investigators in a Multi-PI proposal
submission (Multi-PI) are considered "Investigators" that are entered on the Investigator Tab.

Investigator Definition for Proposal Development Purposes Only:
(*Note — There are other Investigator definitions that are used for human research policies, conflict of interest polices, etc.)

An "Investigator" means the principal investigator and any other person who is responsible for the design,
conduct, or reporting of research.

See document — Investigator & Key Persons for Proposal Development Purposes located on the Coeus Webpage for details on how
individuals entered in this tab are populated on the Grants.gov forms.

PROCEDURE

In this topic you will enter all Investigators into the Investigator Tab and define Lead Unit for the PI.

1. To navigate to the Investigator Section, click on the Investigator Tab
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& Proposal Details - 00005523

| Prupu&all Organization | Mailing Inful ||1V55ﬁ95'fﬂl'l Key Person | Special Review | Science Cl:H:IeI 0ther|

Academic Summer Calendar

Person Name Pl Multi PI Faculty Hfort % Year Effort % Year Effort % Year Effort %

Certify

Delete

Find Relodex

Certify

Credit Split

Lead Unit Unit Number Unit Name Add Unit

Delete Unit

Find Unit

e The Person Table - [FIND PERSON] button — Searches All Brown employees - populated with info from Brown's Human
Resources Database.

e The Rolodex Table - [FIND ROLODEX] button — Searches All Non-Brown employees - manually entered in the Rolodex.
(New faculty may be located in the Rolodex until they have an official record in the Human Resources database.)

2. To enter the Principal Investigator and Co-Investigators who are Brown employees, click the [FIND PERSON] button to search for
them.
(The Pl is the individual responsible for all scientific or technical aspects of the project and for the overall day-today management
of the project or program.)

E.4 Proposal Details - 00000971

Proposal | Organization | Mailing Info | Investigator | Key Person| Special Review || Science Code || Other

- Academic Summer Calendar
Perzon Name Pl Multi PI | Faculty Hfort % Year Effort Year Effort Year Effort

Person Search

You can search by Last Name, First Name, and Full Name, or by Department Name or Department Number.
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It is recommended to search the Last Name field and to use the asterisks (*) before and after all or part of the last name. For
example, enter "*lastname*". (You can narrow your search by entering *firstname* of the individual in the first name field when
searching.)

Click the [FIND] button to conduct your search.

be added as an Investigator and click the [OK] button.

Clicking the [AbD] button in the Investigator tab will add a blank line under the Person Name field and then you would click

the [FIND PERSON] button. (This creates an extra step!)

This is not a free text field; you need to use the FIND buttons to locate the name of the individual
to add as an Investigator.

& Proposal Details - 00005523

| Prnpnsall Organization | Mailing Info | Investigator | Key F‘ersnnl Special Review I Science Cu-del Other|

. Academic Summer Calendar - m
ST Pl Multi Pl Faculty Hfot% \ZoTPps o Qoo Firon % Yeor Hon % ot | ]
=N | ] o 0 oo .00 .00 .00 ® Delete

Find Roledex

3. Toadd a non-Brown Employee, click the [FIND ROLODEX] button.

Rolodex Search
Rolodex Search | Rolodex Search Result
Rolodex Id Sponsor Code  Sponsor Name =~ Last Name First Name Middle Name

fquinn® e

gl

Clear

You can search by Last Name, First Name, and Full Name, or by Department Name or Department Number. It is recommended
to search the Last Name field and to use the asterisks (*) before and after all or part of the last name.

If you do NOT find the person in the Rolodex, you can enter the individual in the Rolodex. For detailed instructions on how to
do that look at the Rolodex Guide located on the Coeus Webpage.
Be sure to include the name, address, phone, and email of the contact. (This information is needed for the Grants.gov forms).

If the proposal you are working on is a Multi-PI submission that includes Principal Investigators that have Brown University
appointments, however for this particual proposal are not being considered as Brown employees, you need to add them to the

option even though their information is loacted in the Person Table.
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4. Make sure the Pl Checkbox is checked for the PI. This is checked by default for the first person searched and entered. (Only one
Pl can be checked, see next note). All others listed on this tab without PI checked or Multi-PI checked will be maintained as Co-
Investigators. If the Pl was not the first person entered on the Investigator tab you will manually check the box next to the Lead
Pl's name.

5. Make sure the Faculty Checkbox is checked for the appropriate individuals. This box is automatically checked off if the
Investigator has a faculty member status in the Brown University’s HR Database.

6. Add Multi-Pl, if appropriate. Select the Multi Pl checkbox for all Investigators considered Multiple PI.

Use the Multi Pl checkbox to designate Investigators as Multiple PI. At this time, NIH is the only sponsor that utilizes Multi PI;
please review your NIH opportunity for more eligibility and submission requirements. The Principal Investigator selected will be
recognized as the Contact Pl by NIH.

7. Enter the % Effort for each individual who is a Brown employee in the Effort % field. The percent effort entered in that field
should be the total average of percentage of effort based on a 12 Month Salary and averaged over the number of years of the
proposal.

ONLY the Effort % field is Required. Do NOT enter anything in the Academic, Summer, Calendar Year Effort fields! Leave
those fields at .00.

& Proposal Details - 00005523

| Prupnsall Organization | Mailing Info | Investigator | Key Persunl Special Review I Science Cnﬂel 0ther|

. Academic Summer Calendar ;
Person Name Pl Multi PI Faculty§ Hfort % Year Effort % Year Effort % Year Effort % Certify

3 Szulc, Justyna o [ § s0.00 00 .00 .00 ® Delete

Find Reledex

The % Effort entered in the Investigator Tab does NOT populate the Grants.gov budget forms. The information that
populates the Grants.gov forms comes from the % effort defined in the budget.

8. Repeat the above steps to add additional investigators.

9. Indicate the Lead Unit for the Principal Investigator only. The lead unit (department) is indicated only for the PI. This is the
department in which the proposal is created and the project will be managed. The Investigator’'s Home Department / Unit is
displayed on the bottom portion of the screen. Select the Principal Investigator’s name to display their department (a small

<

white hand symbol ( ) indicates the Investigator you have selected).

Academic Summer Calendar
Year Hfort % Year Hfort % Year Hfort %

& Szule, Justyna [ [ so.00 00 00 a0 3

Person Name Pl Multi Pl Faculty Hfort % Certify

Find Rolodex

IIEH
&

Find Person

Certify

Credit Split

.

Find Unit

Lead Unit Unit Number Unit Name Add Unit
|:| 030130 Office of Sponsored Projects Delete Unit

"
]
o)}
o
(%)
o
o
=
N
wn
o
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a. Select the Lead Unit checkbox (identified above). If the PI's unit is the same as the unit for the proposal, continue
on to the next section. If the units are not the same, a prompt message similar to this displays.

_ The lead unit for thiz propozal i=
““:I'/ '000001: Brown University’.

Do vou want to 2et unit *030250° to "000001°7

b. Click the [Yes] button to change the Pl's unit. If you click No, you will be unable to save the proposal unless you
select another Pl in the Lead Department the proposal was created in.

Lead Unit Unit Number Unit Name Add Uni

~ 000001 Brown University
Delete Unit

E!

10. Select File = Save from the menu bar / or click the Save icon - E to save the record.

End of Procedure

O COMPLETING THE KEY PERSON TAB

Key Person Definition for Proposal Development Purposes Only:
(*Note — There are other Key Personnel definitions that are used for human research policies, conflict of interest polices, etc.)

Key Personnel are other individuals who are integral to the research and may or may not be responsible for the
design, conduct, or reporting of research.

See document — Investigator & Key Persons for Proposal Development Purposes located on the Coeus Webpage for details on how
individuals entered in this tab are populated on the Grants.gov forms.

PROCEDURE

In this topic you will enter all Investigators into the Investigator Tab and define Lead Unit for the PI.

1. To navigate to the Key Person Section, click on the Key Person Tab
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& Proposal Details - 00005523

| F'rupusall Organization | Mailing Info In'.re.stigaturl Key PE-‘FSUI'II| Special Review | Science Cu-del Dther|

MName Role % Hfort Faculty Certify

Delete

[ Find Person )|

(" Find Rolodex ]|

e The Person Table - [FIND PERSON] button — Searches All Brown employees - populated with info from Brown's Human
Resources Database.

e The Rolodex Table - [FIND ROLODEX] button — Searches All Non-Brown employees - manually entered in the Rolodex.
(New faculty may be located in the Rolodex until they have an official record in the Human Resources database.)

2. Click [FIND PERSON] button to add a Key Person from Brown University. The Person Search Window opens.

a. Enter a search term in the Full Name field. (The most useful term is all or part of the person's last name between
wildcards: *lastname*).

c. Click to select the row that has the person's name. Click the [OK] button.

d. Enter the role this person will assume on the project in the Role field. The Role field is a free-text field that can be
edited by typing over the information that is already populated in it.

& Proposal Details - 00005523

| F‘rupus-all Drganizatiunl Mailing InfuI Inves.tigatur| iKey Person | Special Re'.riewl Science C.u-del Dther|

MName Role % Efort Faculty Certify

g |Quinn, Jennifer L. Research Services Mana. . o0 0] 4 Delete

The Role field is important for populating the Grants.gov Senior Key Persons form.

changed to reflect the role the individual will have on the proposal.

e. Enter the estimated full project effort, or leave the % Effort field blank.
f.  If this person is a faculty member, verify that the Faculty checkbox is selected.

g. Repeat steps 2 through 2f to add others (Brown University employees) to this list.
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See document — Investigator & Key Persons for Proposal Development Purposes located on the Coeus Webpage for details on how
individuals entered in this tab are populated on the Grants.gov forms.

3. Click [Find Rolodex] button to add a Key Person from OUTSIDE Brown University. The Rolodex Search Window opens.

a. Enter a search term in the Full Name field. (The most useful term is all or part of the person's last name between
wildcards: *lastname*).

c. Click to select the row that has the person's name. Click the [OK] button.
d. Enter the role this person will assume on the project in the Role field. The Role field is a free-text field that can be
edited by typing over the information that is already populated in it. Many Rolodex entries do not have title

information so this field may not be originally populated when adding the Rolodex individual.

e. % Effort field is not required for non-Brown employees. If you are adding someone from the Rolodex who will become
a Brown employee, complete the field.

If you do NOT find the person in the Rolodex, you can enter the individual in the Rolodex. For detailed instructions on how to
do that look at the Rolodex Guide located on the Coeus Webpage.
Be sure to include the name, address, phone, and email of the contact. (This information is needed for the Grants.gov forms).

4. Select File - Save from the menu bar / or click the Save icon - E to save the record.

End of Procedure

O COMPLETING THE SPECIAL REVIEW TAB

only two Institutional Issues that should be entered in this tab.

The remaining reviews will be populated by completing the Yes/No Questions Section.

PROCEDURE

In this topic you will complete the information about Human Research Participants and Laboratory Animal Care. You should only
complete this information if Human Research Participants and/or laboratory Animals are being used in the proposal. If none of
these are present in the proposal, then omit this section.

1. To navigate to the Special Review Section, click on the Special Review Tab.

E_d Proposal Details - 00000971

Propo=al | Organization | Mailing Info | Investigator| Key Perzonf| Special Review |} Science Code | Other
Special Reviews
Special Review Approval Protocol No. | Appl. Date Appr. Date

g
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2. Toindicate that there are Human Research Participants in the proposal, click the [AbD] button.
A line appears in the Special Reviews Box.

Proposal | Organization | Mailing Info | Investigator | Key Perzon | Special Review | Science Code | Other

Special Reviews

ial Review wal Protocol Mo. . Date - Date

2 -

a. Click the drop-down box in the field labeled Special Review and select the following Review Type: Human Research
Participants

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

Special Reviews

Special Review Approval Protocol No.  Appl. Date Appr. Date

Delete

|Human Research Participants
Laboratery Animal Care

b. Click the drop-down box in the field labeled Approval and Select a status appropriate to the review.

Proposal | Organization || Mailing Info | Investigator | Key Perzon | Special Review | Science Code | Other

Special Reviews
Special Review

~g Human Research Participants
Delete

e If you select “Pending” status, then all required information has been entered.
(Leave approval date blank if pending)

o Ifyou select “Approved” status, then enter a date into the Approval Date (Appr. Date) field.

o If you select “Exempt” status, the exempt code must be entered in the Special Review Comments field. Valid
exemption codes are: E1, E2, E3, E4, E5, and E6. If multiple exempt codes are required, entries should be separated

by a comma only, not spaces (i.e. E1,E4).

Special Review Comments :

E1,E2,E3,E4 ESEG

For more information on exempt status please refer to:
http://www.hhs.gov/ohrp/policy/exempt_res_det.html#FAQ1

c. Select File © Save from the menu bar / or click the Save icon - E to save the record

4.5.1.X — Premium Proposal Preparation Guide - V.3 Page 54 of 250


http://www.hhs.gov/ohrp/policy/exempt_res_det.html#FAQ1

If there are Human Research Participants, you should select the “Yes” radio button for YNQ 0BO1 in the
Yes/No Questions Section.

3. Toindicate that there are Laboratory Animals in the proposal, click the [App] button.
A line appears in the Special Reviews Box.

a. Click the drop-down box in the field labeled Special Review and select the following Review Type: Laboratory Animal
Care

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

Special Review Approval Protocol No.  Appl. Date Appr. Date

b. Click the drop-down box in the field labeled Approval and Select a status appropriate to the review.
e If you select “Pending” status, then all required information has been entered.

(Leave approval date blank if pending)
o If you select “Approved” status, then enter a date into the Approval Date (Appr. Date) field.

c. Select File = Save from the menu bar / or click the Save icon - E to save the record.

If there is Laboratory Animal Care, you should select the “Yes” radio button for YNQ 0BO2 in the Yes/No Questions Section.

End of Procedure

O COMPLETING THE SCIENCE CODE TAB

PROCEDURE

In this topic you will identify the defined keywords that categorize the proposal. This section is required for BIO-MED proposals or
departments that have defined keywords. Up to 4 keywords can be associated with a proposal.

Bio-Med has a detailed listing of keywords: http://research.brown.edu/pdf/SPINkey17.pdf

1. To navigate to the Science Code Section, click on the Science Code Tab.
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E.d Proposal Details - 00000971

| Propozal || Organization || Mailing Info || Investig.atur" Key Person || Special P.e'.riewl Science Codell Other

Code Description

2. Click the [ApD] button. The Select Science Code Window opens above Proposal Details Window.

Select Science Code

Select Science Code | Select Science Code Result|
Code Description oK

[

3. Inthe Code field and enter an asterisks, "*" to generate the list of key words.

4. Click the [FIND] button to conduct your search. Select Science Code Result Window will open.

11 Infectious Dizease

OK
10 Hepatic
Find

4 Mo ~nlnolbralatal

5. Select the Science Code(s) that categorize the proposal.

If you need to select more than 1 Science Code, press the <Ctrl> key and click on up to 4 science codes/descriptions to make a
multiple selection.

6. Click the [OK] button to add the selected term to the tab.
7. Select File © Save from the menu bar / or click the Save icon - E to save the record.

End of Procedure
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O COMPLETING THE OTHER TAB

£ d Proposal Details - 00002386

Proposal | Organization || Mailing Info | Investigetor | Key Person | Special Reviewe | Science Codel Cther

Country 1:| |
Country 2:| |
Country 3:| |
Country 4:| |

Humber of Grad Students:| |

Number of I.Indergrads:|

Other FEESI|

5tipend:|

Student Tuitiun:|

% - Prime Recipient Pl - 1:|

% - Prime Recipient Pl - 2:|

|
|
|
|
x - NSPIRES User Name:| |
|
|
|

% - Prime Recipient Pl - 3:|

2. Complete the required fields

a. The Country Fields 1 — 4 ONLY need to be completed if you selected Yes to question H1 in the Yes No Questions Section.

H1 -Does this project involve activities outside the U.S. or partnership with International Collaborators? If Yes, identify which
countries in the Explanation field.

If the proposal project involves activities outside the U.S. or partnership with International Collaborators, enter the

e,

country or countries in the Country 1 thru Country 4 fields by clicking on the Search icon - ™ ™ to the right of the field to
search the Country Look-up Table for the appropriate response.

Lookup Values for - COUNTRY

] Code Description
A LR Mo Other Countries Invalved

P
R Arubs 3 Cancel
| AFG Afahanistan
1 aco Angala
1 Al Arguilla
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If you have less than 4 countries, please select “No Other Countries Involved” after the last Country indicated.

E.d Proposal Details - 00002363

Proposal | Organization || Mailing Info | Investigator | Key Person | Special Reviewy | Science Code | Other

Country 1:| Biis, Botzwiana

Country 2:| 225 Mo Other Countries Involved
Country 3:| 225 Mo Other Countries Involved
Country 4:| 225 Ma Other Courtries Involved

If there is NO International country collaboration proposed; leave the Country 1 thru Country 4 fields blank.

If you answer "Yes" to Yes / No Question H1 (If the proposal project involves activities outside the U.S. or partnership with
International Collaborators) the country(s) entered in the explanation box of that question should be listed here as well.

b. Enter the Student Information in the following fields: Number of Grad Students, Number of Undergrads, Other
Fees, Stipend, Student Tuition.

OSP reporting purposes only. When you build your budget, you will enter the specifics of students, etc.
If there are no students / tuition, enter “0” or N/A in each field.
Each of these fields must be completed.

3. Complete the OPTIONAL remaining fields

a. Enter the x- NSPIRES User Name

This field should only be filled for NASA submissions. If your proposal is a NASA submission enter the NASA User
Name of Brown’s AOR who submits the proposal. Contact your Contract Administrator for this information if
applicable. (This field will populate the Grants.gov forms).

Otherwise, this field can be left blank.

b. Enter the x-Prime Recipient Pl 1-3

If the proposal is a subcontract being issued to Brown, you should enter the Prime Recipient PI(s) in these
fields. (Last name, First name format).

Otherwise, these fields can be left blank.

4. Select File & Save from the menu bar or click the Save icon - E to save the record.

End of Procedure
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IX. UPDATING PROPOSAL PERSONNEL INFORMATION

Coeus maintains a database, the Person Table, of personnel information which is connected to Brown's Human Resources
system. This table stores various pieces of information that is essential to the proposal such as a user's contact information, Agency
Credentials and degree type that populate the Grants.gov forms. In some instances Individuals may want to edit that information
for a selected proposal or an individual could be missing needed information.

In addition, Principal Investigators that are added to the system from the Rolodex (i.e. an Investigator who does not have a record in
the HR system) will need to edit the Proposal Personnel Section to include their Agency Credentials and degree information so that
the information can be transferred to the Grants.gov forms.

The Proposal Personnel Section is where you can do the following functions:

The eRA Commons User Name field is now labeled Agency Credentials.

All individuals added to the Proposal from the Rolodex must update their Proposal Personnel Information.

e Order Senior / Key Persons

e Update Contact Details / Agency Credentials

e Update Degree Information of Personnel

e Upload Personnel Attachments (Instructions for this are located in section XI.)

If this information needs to be modified for the given proposal and /or the Investigator or Key Person is someone that was selected

from the Rolodex or OSP has not received their info to update, you can update personnel information in the Proposal Personnel
Section.

O NAVIGATING TO THE PROPOSAL PERSONNEL SECTION

| PROCEDURE

1. To navigate to the Proposal Personnel Section, select Edit - Proposal Personnel from the menu bar - J

Person Tabs.

E.4 Proposal Personnel

Proposal Mumber- 00000971 Sponsor- 001233 : NATIONAL CANCER INSTITUTE
Full Name Title

zulc, Katarzyna

CGuinn, Jennifer L. Specialist

This window contains the senior and key people named on the proposal. Personal information can be modified in this section,
such as Agency Credentials, degree, and contact information.

In addition, the Proposal Personnel Section stores the Biosketches and current and pending support documents. See topic -
Uploading Personnel Information.

The title is pulled from the HR system or Rolodex. The role field populates the Grants.gov Key Person form, NOT the title.
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O DETERMINING THE ORDER FOR SENIOR/KEY PERSONS

The PI is always listed first on the Grants.gov Expanded Key Persons form. The remaining Key Persons are ordered on the form

However, to have the PI listed first on the R&R Budget form, he/she needs to be listed first in the Proposal Personnel Section.

Coeus gives you the option to sort the order of the personnel if you want to control the order of how Key Persons are displayed on
the Senior Key Person Expanded form and R&R Budget form.

PROCEDURE

1. To sort the order of the personnel select Edit - Move Down or use the blue up and down arrows on the lowest Icon Toolbar

Fle Edit Maintsin Departmental Admin Central Admin Report Window Help
| 7| z|D| & |ve|o5] || £ 28] | W | @@ 38w @] %[ m|=| B
szv|E<) = Blo

Proposal Number- 00000371 Sponsor: 001833 ; NATIONAL CANCER INSTITUTE
Full Name Title

zulc, Katarzyna

Quinn, Jennifer L. Specialist

For example, if the Co-Investigator is listed below a Consultant on the Expanded Key Persons you can select the name of the
individual you wish to move and use the up or down arrow to change the order of the personnel list.

Once you have your Personnel order established, modifications to the Proposal Personnel information can be made if needed.

2. Select File = Save from the menu bar or click the Save icon - E to save the record.

O UPDATING PERSONNEL INFORMATION

Credentials and degree information is pulled into the proposal from the Brown HR system or Rolodex.

If this information needs to be modified for the given proposal and /or the Investigator or Key Person is someone that was selected
from the Rolodex or their personnel information has not yet been updated in Coeus, you can modify the necessary personnel
information for the proposal.

Any changes to these fields are for the current proposal only. This will not permanently change the Person Table loaded
from the HR system.

| PROCEDURE

1. To update proposal personnel information select the individual you want to edit the information for.

2. Go to Edit > Person Detail from the menu bar- =%
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Organization |Persanal | Contact Info | Misc | Other|

First Mame: | Justyna

Szule, Justyna
Prior Hame: User Name: |jzzul:
Email Address: Justyna_Szulc@brown.edu
Office Location: |c;5ns0red Projects Sec. Office Location:
Office Phone: | 4513533310 Sec. Office Phone:
Primary Title: | pecearch administration Specialist
Directory Title: | pecearch adgministration Specialist
Home Unit: | ;343 Directory Department: =,;0:0red Projects
Unit Name: | ;¢fice of Sponsored Projects
Division :

Salary Anniversary Date:

Office of Sponsored Projects

The fields that are editable are displayed in white. The non-editable fields are grayed out.

e Address information

e  Primary & Directory Title

e Email Address

e Division 3}51'15

e eRA Commons User Name now labeled Agency Credentials
o Degree

e Year Graduated

e  Fax Number

e Phone Number

e  Citizenship

can be modified on this tab.

Grants.gov forms use both the Directory Title and the Primary Title to populate the forms.

® The Primary Title field populates the Title field of the Key Person Expanded form.
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® The Directory Title field populates the Title field of the SF424 Cover Page

—> If you need to update the proposal person’s Title:

Click in the Directory Title and/or Primary Title field of the selected individual and modify accordingly.

4,

| Organization | F‘ers.nnall Contact ||'|fUI Mis.cl Other

Address 1: Box 2010
Address 2:
Address 3:

City: |Providence County:
State/ Province Mame: Iﬁ«lﬂbﬂmﬂ LI Postal Code: 029122010

Country: |Un'rted States LI Fax:
Pager:

Agency Credentials: |

a. Update the Agency Credentials if necessary; Enter the Commons User Name or CMDRP User Name in the Agency
Credentials field

- a)\%Agency Credentials field:

The eRA Commons User Name field is now labeled Agency Credentials field.

This field tracks the eRA Commons Name for NIH submissions, NSF ID for NSF Submissions, and the CDMRP User
Name for DOD submissions. This is a required field for any NIH or DOD submission.

For Brown faculty, eRA Commons User Names are loaded into Coeus at the time of set-up into the Agency

change it here. Ifit is entered incorrectly, please email Coeus_Help@brown.edu.

b. Make sure that the address information is complete and that the Postal Code is in the 9-digit format.

This will have to be manually entered for any Pl added from the Rolodex.

5. Enter the appropriate citizenship code if required by the sponsor in the Other Tabh.
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Person Details

| Organization || Perzonal || Contact Info || r.'Iisc| Dtherl

[ >

Citizenship Hn:l |

a. Click on the Search icon - gﬁ
appropriate Citizenship Info.

Lookup Yalues

Value Description l

Mon-U.%. Citizen with temporary visa

Permanent Re=sident of U.5.

Permanent Rezident of U.5. Pending
U.5. Citizen or noncitizen national

o[o[=

b. Select the appropriate value and click [OK]. The value selected will populate the Citizenship Info field and the
description will appear to the right of the search icon.
6. Click on the [OK] to exit out of the Person Details Window and return to the Proposal Personnel Section.

7. Select File - Save from the menu bar or click the Save icon - E to save the changes you have made.
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O UPDATING DEGREE INFORMATION

For Brown faculty, Degree, School and Year Graduated information is loaded into Coeus at the time of their department set-up. If it
needs to be modified for the proposal, change it here. If it is entered incorrectly, please email Coeus Help@brown.edu.

If OSP was not informed of the Investigator’s Degree, School, and Year Graduated, it will have to be manually entered in
the Proposal Personnel Section if required by the sponsor.

FOR NIH SUBMISSIONS: Degree information for PI’s is now collected from the eRA Commons profile, rather than from the Proposal
Personnel Section. Users submitting to NIH should verify that their information is current and correct in the eRA Commons system,
and can leave these fields blank in Coeus.

However, the RR Key Person Expanded form does have a field for Degree Type and Year Graduated. To fill in these fields for this
form, users should enter that information in the Degree Details Section.

PROCEDURE

1. To update the degree information for a selected individual, select Edit - Degree Info from the menu bar - :

Degree Details for Quinn, Jennifer L.

Proposal Number: 00000371
Educational degree info for Quinn, Jennifer L.

Degree Type Graduaticn Date Degree School

2. Click the [ADD] button.

E.d Person Degree Detail

[T o ¥ Bachelor of Arts (AB) l [ ]

Feld Of Study: | |

Specialization: | |

School

hlaune:|

Id Code:| | ID:

3. Click the Arrow to the right of the Degree Type field to select the degree type. The Degree Type drop-down displays a listing;
use the scroll bar to find the appropriate Degree Type.

4.5.1.X — Premium Proposal Preparation Guide - V.3 Page 64 of 250


mailto:Coeus_Help@brown.edu

To display Degree Type - PhD on the Grants.gov forms, you need to click the Doctor of Philosophy list item.
4. Enter the graduation year for the Degree Type selected in the Graduation Date field (use the following format: YYYY).
5. Enter the Degree in the Degree field. This field does not populate the Grants.gov forms

For example, click in the Degree field and enter "Ph.D.".

6. The remaining fields (Field of Study, Specialization, School Name and ID Code) are NOT needed to populate Grants.gov forms.
These fields are optional.

Section.

End of Procedure
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X. COMPLETING THE PROPOSAL ABSRTACTS SECTION

This section of Coeus is mainly used to add Brown’s proposal abstract to the proposal record.

It is also used to add the following information for NSF Grants.gov submissions:

® Suggested Reviewers
® Reviewers Not to Include
® Deviation Authorization

There are various abstract tabs that are named with titles that relate to some of the Grants.gov categories. The Abstract Section
is NOT used to populate the Grants.gov forms with the exception of NSF Grants.gov submissions (tabs mentioned above).

For details on how to complete the tabs needed for the NSF / Grants.gov submission, please refer to the
NSF Agency Specific Instructions located on the Coeus Webpage.

INTRODUCTION

PROCEDURE

1. To navigate to the Abstract Section, Select Edit < Abstracts from the menu bar or click the Proposal Abstracts icon.

E.d Proposal Abstracts

Proposal Number:- 00000971
Sponsor: 001833 : NATIONAL CANCER INSTITUTE

Other Faciltiez: Equipment Other Resources Suggested Reviewers icat jewers Not to Include Deviation Autherization Areas Affected
Relevance | Project Summary Technical Abstract Layman Abstract Labs Clinical Animal Computer O ffice

2. Click on the Layman Abstract Tab to enter Brown University’s required Proposal Abstract.

3. Inthe Layman Abstract field enter your text. You can copy and paste the abstract from a Word program / email.

The right-hand click of your mouse does not work in Coeus; if you need to copy and paste, use your <Ctrl> key plus C for
copying or V for pasting.

4. Select File - Save from the menu bar or click the Save icon - E to save the changes you have made.

5. Select File - Close from the menu bar - gto close out of the Proposal Abstracts Section and return to the Proposal Details
Section.

End of Procedure
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XI. UPLOADING ATTACHMENTS (NARRATIVES)

This section will explain how to include personnel and proposal attachments (narratives).

INTRODUCTION

(Biosketch and Current and Pending documents). Also, you will learn how to upload and attach sponsor and/or Brown specific
Narratives / Attachments; delete attachments; and modify existing attachments in the Narrative Module Section.

I,

—— A new upload function in Coeus now recalls the last folder from which an upload was obtained. This eliminates the need to
repeat the search for files to be uploaded for a proposal as the last will automatically open when clicking on the [UpLoAD] button in

the Add Module Window.

requirements for the format, content, and length of the documents to upload.

The Biosketch (also known as a Curriculum Vita) and the Current & Pending documents are often required for all Investigators and
Key Persons, but should be confirmed in your announcement of opportunity.

Since many sponsors require a specific number of pages for the Biosketch and Current & Pending, it is recommended that you save
these documents in the PDF format, which will guarantee that the document opens for the sponsor exactly as you prepared it.

The Biosketch and the Current and Pending documents are stored in the Proposal Personnel Section.

PROCEDURE

1. To navigate to the Proposal Personnel Section, select Edit - Proposal Personnel from the menu bar - J

E.4 Proposal Personnel

Proposal Number: 00000971 Sponsor: 001333 : NATIONAL CANMCER INSTITUTE
Full Name Title

Szulc, Katarzyna

Quinn, Jennifer L. Specialist

In addition to storing Biosketches and Current and Pending support, the Proposal Personnel Section can be used to display or
update person information such as Agency Credentials, degree, and address, etc. See topic ~ Updating Proposal Personnel
Information.

To sort the order of the personnel, you can use the blue up and down arrows on the lowest Icon Toolbar to move a selected
individual up or down the list.

Attaching documents to proposal personnel is a two-step approach:

1. Add a Module for each document you are uploading
2. Attach the Document to the Module
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For example, if you are uploading a Biosketch document and a Current and Pending document for an Investigator, you will be adding
two modules and attaching the Biosketch to one module and Current and Pending to a second module.

2. Click on the individual you want to upload the document for and select Edit > Add Module from the menu bar - .

A blank white module line will appear at the bottom pane under Description.

Full Name Title
zulc, Katarzyna
Quinn, Jennifer L. Specialist
DﬁcﬁEim Document Type
=N ] -
Biozketch
Current and Pending
Budget Detailz
Statement of Commitmen
Other

3. Enter a description in the Description field (do not use any special characters or blanks in this field) and select the Document
Type from the drop-down menu (click the arrow to the right of the Document Type field to generate the drop down menu).

The description can be anything you wish. The Document Type selected becomes the filename of the document that is sent

to the sponsor, unless you choose Other as the document type.

Use Other ONLY when sponsor requires that you attach a personnel document with a specific filename. (DOD submissions require
specific file names). NIH does not accept the Other Document Type.

4. Select Edit - Upload Attachment from the menu bar - @

An Open Window appears that allows you to search for the document that you want to upload that is stored on your computer
or network.
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Look in: | My Documents ': ¥ "'"E'

J Bluetooth Exchange Folder

, OneNote Notebooks

J Snaglt

] (Kuali)KRMS TERM DEMO.decx
(] Biosketch.docx

! ] CurrentandPending.docx
Desktop Eﬂ Related Links and policies.docx

L
=
Recent Items

| My Documents

A

L

Computer

i&; File name: | Open

Network  Fies of type: | all Fles -

While any file type can be uploaded, PDF is required for certain Grants.gov forms. Check the sponsor instructions to requisite
file formats.

5. Select the files and click the [OPEN] button.

The PDF symbol will appear next to the Description field indicates that the Biosketch document for the selected individual is
now attached.

Description Document Type
Biosketch

Last Updated by - |Szulc, Justyna at 07-May-2013 11:38:13 AW
Last Document Uploaded by - |Szulc, Justyna at 07-May-2013 11:38:13 AM
File Name: | gigsketch docx

Towards the bottom of the screen you will also see display Last Updated by, Last Document Uploaded by, and File Name fields
that populate automatically when an action is performed.

To view the uploaded document;

e  Double-click the PDF icon next to the description to view the document or;
e Select Edit - View Attachment

6. Follow the same process to add other Personnel attachments, such as Current & Pending Support.

%The Upload function in Coeus now recalls the last folder from which an upload was obtained. This eliminates the need to
repeat the search for files to be uploaded as the last accessed folder will automatically open when clicking on the [Upload] button

=]
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Look in: | My Documents 'j ¥ ?’E

J Bluetooth Exchange Folder

/ OneNote Notebooks

J Snaglt

(] (Kuali)KRMS TERM DEMO.docx
] Biosketch.docx

! ] CurrentandPending.doce
Desktop [l Related Links and policies.docx

L
=

Recent Items

My Documents

5

LY

Computer

=}

A File name: | Open
Netwerk  Fies of type: [ Al Files v

Continue uploading personnel documents for all your Investigators and Key Personnel in the same manner.

For Grants.gov submissions, be sure when attaching PDF documents to Coeus that you remove all headers and footers within
your original documents. Failure to do so will result in documents with inconsistent formatting as they are translated from Coeus to
the Grants.gov forms. A header will be system-generated that references the name of the PD/PI. Page numbers for the footer will
be system-generated in the complete application, with all pages sequentially numbered.

For more information on Grants.gov guidelines on formatting see (http://grants.nih.gov/grants/funding/424/SF424 RR
Guide General Ver2.pdf)

> Replacing Personnel Attachments

Select the name of the person whose personnel attachment you need to update. All uploaded attachments for this person display at
the bottom of the window.

To override the previous attachment, simply follow the process stated previously to upload an updated version of the document.
(Edit > Upload Attachment - E ).

When you upload a new file to an already created document module, it will override the previously uploaded document.
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> Deleting Personnel Attachments

Select the name of the person whose personnel attachment you will delete. All uploaded attachments for this person display at the
bottom of the window.

Click the Delete Module list item from the Edit Menu drop-down.

(Edit > Delete Module - :=%.)

You will be asked, "Are you sure you want to delete this biography?"

This action removes the attachment as well as the Document module.

Click the [Yes] button to delete the attachment.

7. Select File - Save from the menu bar or click the Save icon - E when you have completed uploading/updating your Proposal
Personnel attachments.

8. Select File - Close from the menu bar - ﬂto close out of the Proposal Personnel Section and return to the Proposal Details
Section.

End of Procedure

O UPLOADING PROPOSAL NARRATIVES AND ATTACHMENTS

The term NARRATIVE type can be used interchangeably with ATTACHMENT type. The selection of Narrative (Attachments) in the
drop down list is filtered based on the Grants.gov opportunity selected in the proposal.

If no opportunity is selected, a standard set of narrative types will be listed.

In this topic you will learn how to upload and attach sponsor and/or Brown specific Narratives / Attachments; delete attachments;
and modify existing attachments.

The Narrative Module is where the majority of proposal attachments are stored. The Narrative Section allows you to upload PDF or
Word DOC files to your proposal from your computer desktop; including most of the proposal related documents such as, science,
budget justification, equipment, etc.

The Narrative Types currently available in Coeus contain a standard set of narrative types for all proposals; specific Grants.gov

narrative types based on downloaded opportunity; and a few Brown specific narrative types to track proposal information that does
not need to get sent to the sponsor.
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PROCEDURE

1. To navigate to the Narrative Section, select Edit - Narrative from the menu bar - ' .

*You can also access the Narrative Section from the Development Proposal List window (Edit = Narrative).

£ d Narrative for Proposal 00000971

No. Status Namative Type Title User Right=

Coeus uses Narrative Modules as "containers" for documents that are created outside of Coeus and are required for most
submissions.

Documents should be prepared according to instructions in the announcement / sponsor requirements and saved as a PDF or
other file type specified by the sponsor.

You then upload the document to the Narrative Module in Coeus.

Coeus requires that you follow a two-step approach to attaching documents to the Narrative section.

1. Add a Module for each document you are uploading
2. Attach the Document to the Module

2. To add a Module, select Edit = Add - 5

Add Module 3]
Proposal No.: 00000952 No.: |1 | [ ok ]
Modude No.: Status:
Narrative Type: |Narrative Ll
Module Title: |
File Name: | ‘ [ Upload ]
Contact Name: | | View
Email Addrss: | |
Comments:
User Rights
ALE (Lie, Andre 1.} () Read (&) Modify ) None #*
CCUTLER (Carol Cutier) ) Read (& Modify O None
CHMODRE (Chris Moore) O Read @ Wodify O None
DBHARRIS (David Harrison) () Read () Modify () None
DBOYLAN (David Boylan) C Read (& Modify O None
EDERBY (Derby, Emiy A.) Read (%) Modify () None ™
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3. Select the Narrative Type by clicking on the Arrow to the right of the Narrative Type field.

Marrative Type: |Marrative P‘
Module Title: i

Facilitiez

Equipment

Bibliography

Project_Summary

Pre-Application

File Name: [Budget_Justification

Other

ladditional_Key_Perzonz

Pt Number- lAdditional_Equipment
Perzonal_Data

Email Address: [PHS_Cover_Letter

_ [Performance_sites

" [RRSF424 SFLLL_OtherExplanatory
PHS_Re=zTrainingPlan_Introduction b

Contact Name:

A base list of Narrative Types will always be presented, including University specific types to support local business practices.

For Grants.gov submissions, the types in the drop-down list have been filtered to display the available types to support the
forms utilized by the Grants.gov opportunity selected. If a Grants.gov opportunity has NOT been selected, only the default
list of Narratives displays.

Use the scroll bar to see the complete listing of Narrative Types.

Click the appropriate Narrative Type for the document you have to upload.

Most Narrative Types can be used only once. If you select a Narrative Type that can be used only once and that has already
been used, a warning message will appear.

4. Enter a Module Title if needed in the Module Title field.

For a single-use Narrative Type this field is for your reference and is optional. If it is a Grants.gov submission, Coeus will send
the Narrative Type name as the file name of the document.

The Module Title field is required, however, if the Narrative Type is one that can be used more than once. When the narrative
is one of those types, the entry in the Module Title field is used as the file name. (See the funding opportunity or the sponsor

requirements for file naming conventions.) Enter a unique title, and do not use any spaces or special characters.

5. If desired, complete the Contact Name, Phone Number, Email Address and Comments Fields (these fields are optional).

Contact Name:
Phone Number:
Email Address:

Comments:

computer files and upload the desired attachment. You can upload a PDF (or other type depending on the Sponsor Instructions)
document that is stored anywhere on your computer or network.
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Add Module

LJ[ES

Proposal No.: 00000353 Sequence Mo.: |1 | [ OK

Medule No.: |1 | Status: [ncomplete - |
Namative Type: [[EEHE ﬂ

Module Title:-
File Name: |
Select the desired file on your computer or network and click the [OPEN] button. The document name will appear in the File
Name field.
Add Module [X]

Proposal No_- 00000971 Sequence No.: |1 [ ok |

Module No .- |1 | Status: |In|:um|:|lete LI
Namative Type: |Narrat'r'.fe LI
Module Title:

|Narrati1.re.|:ldf

Contact HEI'IE::|

7. To view the document, click on the [VIEw] button. The PDF document that you have attached will open.

> Assigning Narrative Rights to Users

This feature is useful if you are attaching a document that contains confidential information that you don’t want others (besides
OSP Administration) to be able to view or edit it.

User Rights
ALIE (Lie, Andre L) () Read (%) Modify () Mone *
CCUTLER (Carol Cutler) ) Read (*) Modify ) Mone
CHMOORE (Chris Meore) O Read (& Modify O None
DBHARRIS (David Harrizon) () Read (%) Modify () None
DBOYLAN (David Boylan) () Read (%) Modify ) None
EDERBY (Derby, Emily A.) () Read () Modify () None ¥

When uploading Narrative Attachments one has the ability to assign the following Rights to Users:

> Read - able to view the attachment only
» Modify — able to view and edit the attachment (Default Selection)
» None —do not have the rights to view or edit the attachment
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If a user with “Read” right attempts to edit a narrative the following message will appear: “You do not have the rights to
modify this narrative.”

If a user with “None” right attempts to edit a narrative the following message will appear: “You do not have the rights to
modify this narrative,” and if the user attempts to view the narrative the following message will appear: “You do not have

the rights to view this narrative.”

8. Set the Status of your Attachment to either Complete or Incomplete in the Status field.

Add Module X]

Proposal No_: 00000871 Sequence MNo. OK
Module No.: |1 |

[~
MNammative Type: |I‘-.|-.=_|rrat'r|.re Complete

Module Title: |

9. Click on the [OK] button to exit out of the Add Module window and return to the Narrative for Proposal Section.

The PDF symbol next to the No. field indicates that the specified document for the selected Narrative Module is now
attached. These files are stored on the Coeus Server.

& Narrative for Proposal 00005521

No. Status Mamative Type Title

Incomplete Marrative

To view the document from this window, you can click Edit < View Attachment list item from the Edit drop-down menu.

(You can also double-click the PDF icon next to the Narrative Module to view the document).

Marrative

Incomplete Project_Summary

1. Select the Narrative Module you want to upload the attachment for.

2. Click the Edit - Upload Attachment list item from the Edit drop-down menu -
3. Select the desired file on your computer or network and click the [OPEN] button.

4. The PDF symbol will appear next to the No. field indicating that the specified document for the selected Narrative Module is
now attached.

& Narrative for Proposal 00005521

Mamative Type Title
Marrative

Incomplete Project_Summary
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> Updating Narrative Attachments

Uploaded documents can be updated at any point while the Narrative Module Status field is set to Incomplete.

® |f you need to upload a new attachment to an already existing module, simply follow the process stated previously (Edit =
Upload Attachments).

® To Update the Narrative Attachment Status, select the desire attachment and Click the Edit & Modify list item of the Edit

|

When you upload a new file to an already created document module, it will override the previously uploaded document.

menu -

Click the Arrow to the right of the Status field and select the Complete/Incomplete list item.

» Creating a Narrative Place Holder

You also have the ability to create a Narrative placeholder. This means that you can add the correct Narrative Type module and
upload the document at a later date.

1. Click Edit - Add -
2. Select a Narrative Type
3. Click the [OK] button to return to the Narrative for Proposal Window

You cannot mark the module as complete because no file has been uploaded.

You have created a Narrative container to upload an attachment to when you are ready.

> Deleting a Narrative Module

To delete a Narrative:
1. Select the narrative Module of the attachment type you would like to delete.
2. Select Edit - Delete Module from the menu bar -
3. Coeus will prompt you and ask if you are sure you want to delete the record; Click the [Yes]
button
The Narrative record is deleted. The numbering sequence stays the same with the number of the record you deleted missing.

If you need to upload a new attachment only, simply follow the process stated previously.

This action removes the attachment as well as the Narrative Module.

10. Continue adding Narrative Modules and attachments to the proposal based on the sponsor requirements.
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11. Select File - Save from the menu bar or click the Save icon - E when you have completed uploading/updating your Proposal
Narratives/Attachments.

12. When you have completed uploading all your narratives; select File < Close from the menu bar - Elto close out of the
Narrative for Proposal Section.

Notice the green checkmark next to the Narrative field. This indicates that one or more narratives have been attached and are ALL
marked as COMPLETE.

E_d Proposal Details - 00000971

Proposal | Organization || IMailing Info || Investigatl:lr” Key Person || Special Review || Science Cude” Other|

Proposal No: |uuuuug?1 | Status: |In Progress Proposal Hierarchy: Narrative: Budget: ||

Lead Umit: |EID-EID-EI1:E|mwn University |

If a Narrative has been attached but NOT marked as complete, then two blue lines would appear after the Narrative field to indicate
that one or more narratives have been attached but are INCOMPLETE.

&«I Proposal Details - 00000971

Proposal | Urganizatiun" Mailing Info || Investigatur" Key Persun" Special Review || Science Code || Other|

Proposal No: |EIDEID0971 | Status: |In Progress Proposal Hierarchy: 3 )| Namative: ||} Budget: ||
Lead Unit: |EII}EII}EI1:Bruwn University

End of Procedure

All Narratives/Attachments have to be marked COMPLETE before the proposal can be routed for approval.
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XII. OTHER PROPOSAL FUNCTIONS

This section covers other proposal functions; copying a proposal, unlocking a proposal, deleting a proposal and special instructions.
INTRODUCTION

In this topic you will learn how to copy an existing Development Proposal to create a new Development Proposal; how to unlock a
proposal that has been locked for editing; how to search for Development Proposal Records, conduct specialized searches, and
organize your search results; and how to move between windows in the Coeus Application.

0 CoOPYING A PROPOSAL
There are occasions when it will be advantageous to copy and an existing proposal in Coeus instead of creating one from scratch.

The copy feature in Coeus allows you to copy an existing proposal to create a new proposal; this is an excellent way to save time and
effort when submitting a proposal that is very similar to a Development Proposal record that has already been created.

Instead of having to create a brand new proposal, entering all of the details, the budget and the narratives, one can copy an existing
proposal with all of these modules and make additions and changes as desired.

Copying a development proposal saves from having to re-enter information if a proposal or budget has a lot of the same information
as an existing proposal. This might come up for a number of reasons, but the most common are:

e The Budgets of two proposals are very similar; you can select to copy all versions of the budget or only the final version.

e You are doing a Revision, Resubmission, Change/Corrected, or Competing Renewal of a submitted proposal.

e The Lead Unit of the proposal needs to be changed.

e The proposal has been corrupted by a system error. Unfortunately, Coeus can hiccup from time to time, corrupting the data
on a proposal. Many times, this problem can be corrected by making a copy.

Following are the items that are NOT copied over from the previous Proposal:
® Status —the status will automatically be set to “In Progress”
® |nvestigator Certifications — All Investigators will need certify the newly created proposal
® Notepad Entries — any notes entered in the previous proposal will not be included in the new proposal
® Additional users added to the proposal, including Department level aggregators

PROCEDURE

1. Navigate to the Proposal Development, select Maintain - Proposal Development from the main Coeus screen - §' A
2. Search for your proposal. You can search by various fields. For example, you can search for the proposal you wish to copy by

using the (Development) Proposal Number.
Enter all or part of the proposal number in the Proposal Number field.

Remember to use asterisks (*) if you do not enter the whole number.

3. Review the selected proposal before copying to be sure you have selected the appropriate record.

Click Edit > Display Proposal from the menu drop-down - ==
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£ You can also double-click on the highlighted proposal in the Development Proposal List window to open the record.
Once you have reviewed the Development Proposal record, close out of the proposal to make a copy.

proposal should be selected.

gl

4. To make a copy of the selected proposal, click Edit < Copy Proposal from the menu drop-down -

Select Copy Options E|

Propesal Number - go000371
Sponsor - (01333 : NATIONAL CANCER INSTITUTE

Budget

() All versions

(") Final version only
[] Namative
[] Questionnaire

Coeus automatically copies the Proposal Details, the Grants.gov Connection, and Modular Budget Check Box from the Budget
Summary tab. Since the Grants.gov Connection is copied it is imperative that you check the Funding Opportunity Number that
was copied to be sure it is still active and that it uses the correct version of the forms. Also, check the Closing Date in the

On another hand, Coues allows you to select whether or not you want to copy the following items:

® Budget (All Versions or Final Version Only)
Narrative

® Questionnaire (available questionnaires in Coeus are: Questions for Grants.gov S2S Forms, NSF Cover
Page Form Questionnaire, PHS Fellowship Supplemental Form Questionnaire, and PHS398 Training
Budget Form Questionnaire, NIH Additional Investigators, NSF Additional Investigators, Cost Sharing-
Direct Cost, and Cost Sharing-Indirect Cost

If the Budget or Narrative copy options are grayed out, that means one of the following:

1. You are not an Aggregator on the proposal you want to copy and have no rights to copy the budget / narrative.
2. There were neither narratives nor a budget entered in the original proposal you want to copy.

Choosing whether to copy the Narratives of the original proposal:
e When you copy a proposal, you have the option to include the previous submitted narratives in the copied version.
*We CAUTION users against this for proposals where you will be changing the majority of the narratives. It can get
confusing swapping old and new attachments.

5. Select the Items you want to copy and click [OK] button to make a copy of the selected proposal.

of the data from the original proposal.
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£.4 Development Proposal List

Deadline Date = Sponsor Code = Sponsor Name
00000871 New In Proaress Proposal Develoo... (000001 Brown University  Szulc. Katarzwna 201 1/02/01 001833 NATIONAL CANC.

0000100 New ______lpprogress lpropocaipeveion logao1n lchomin zule Kaigrevng loogaooint loggaan vationar canc )

The newly created proposal made by copying will typically appear as the last proposal in the Development Proposal
List window unless you have your proposals sorted in another fashion.

If you have trouble locating the newly copied proposal, sort the Proposal Number column in descending order (click 3 times on
that column heading) to bring the highest Proposal Number to the top of the list.

6. Select the Copied proposal and click Edit - Modify Proposal from the menu drop-down - to open the proposal in Edit
Mode.

7. Review/Update copied proposal.
You can now make any necessary changes before submitting the proposal.
Modify the details of the copied proposal:

e All fields on the newly copied proposal should be reviewed and modified accordingly.

e The Start and End Dates on the Proposal Tab should be updated to reflect the new time period.

e Ifitis a Grants.gov submission, you should make sure that the copied Grants.gov connection is correct and appropriate
for this new submission.

e If the Proposal uses a questionnaire make sure that the copied Questionnaire is correct and appropriate for this new
submission.

e Remember to update the Layman Abstract in the Abstract section

e Update the Deadline Date in the Mailing Info Tab

e Yes No Questions must be reviewed / modified — the yes no questions are pre-populated on the new proposal based on
the previous submission.

e  Make any other necessary changes, including the Other Tab details.

Modify the Budget of the copied proposal:

e When you first open the Budget of the copied proposal, it is recommended to make a copy of the final budget version
in the Select Budget window.

e You can choose if you want to Copy period 1 only or Copy all periods — This will be dependent on what needs to be
modified. If you have lots of changes, you should only copy period 1.

e  *SYNC the rates — be sure you have the most up to date fiscal year rates for the new budget.

e  Adjust your PERSONEL Line Items - Modify the Start & End Dates in the Personnel Budget Details window to define
the new time periods.

e If the previous budget had a modular budget created or subaward budgets attached, those will copy into the new
proposal as well; modify accordingly

e  Make any other necessary changes.

8. Select File - Save from the menu bar or click the Save icon - E when you have completed updating you copied proposal.

End of Procedure
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0 UNLOCKING A PROPOSAL
Coeus allows three users to access the same Development Proposal record at once but they must be in different locations: Proposal
Details, Budget, and Narrative. If you try to enter a section that is being modified by another user, you will receive a message that

the proposal has been locked. You must wait to enter that particular session until the other user has closed out of the record.

Occasionally, you may inadvertently lock a proposal that you are editing while you are in the record or if you exit Coeus without
closing the Development Proposal record. Coeus allows you to unlock a proposal that you, yourself, have locked.

Before you “unlock” a proposal, be sure that the proposal has not been minimized on your desktop; if you "unlock" a proposal
that is already open, you could lose any unsaved data in your proposal.

Locks can also occur when there is a disconnection between the user's computer and Coeus. The disconnection can be caused by a
computer crash, a network glitch or failure, or a server issue. Leaving a proposal open in Modify mode overnight may cause the
proposal to lock if the Coeus server is rebooted for maintenance.

On occasions, when you go to modify a proposal, you will receive a message that the proposal has been locked.

A prompt window will alert you of the user with the lock, and offer to let you continue to open the proposal in Display mode.

&I Coeus

Qwinn, Jennifer L. is using Development Proposal 00000343, Do you wwant to open this Proposal in display mode?

[YBSHND]

Click the [NO] button.

If a different user has locked the proposal, he/she may be working on the proposal at that time. If another user has it locked, but is
not currently editing the proposal, you can ask him/her to unlock the proposal for you.

PROCEDURE

1. To begin unlocking the selected proposal Select File < Current Locks from the menu bar.

5= Edit Action Maintain Department

Current And Pending Report...

Close

Save Ctrl+5
Change Password

Delegations

Preferences
Exit
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,
= ms_ —

Module Create Timestamp Update Timestamp
Development Proposal |DDDD?085 |Szu|c, Justyna |2n134:15-23 09:30:26.0 |2n134:15-23 10:52:13.0 | -

2. Select the correct Development Proposal # (Item) that is locked.
3. Click the [uNLock] button to delete the current lock.

“Are you sure you want to delete the lock on the Development Proposal?” question pops up to confirm that you wish to delete

the lock.
' ™
i Cocus A |

—
5 A

Are you sure you want to unlock Development Proposal 000070857

=% ]

The lock for the proposal has been deleted and you can now edit the proposal. To do so, select Edit - Modify Proposal from
the menu drop-down - . The proposal will open, ready for editing.

End of Procedure

O DELETING PROPOSAL RECORD

Coeus has a new functionality that allows a user to DELETE Proposals that are “In Progress.” Only an Individual who is an Aggregator
on a Proposal may delete that Proposal.

PROCEDURE

1. To begin, search for the proposal you want to delete by selectlng Maintain - Proposal Development (Select Development

2. Select the Proposal you want to delete and go to Edit - Delete - ﬂ

File Maintain Departmental Admin  Tools Report Window Help
%l Delete | H | .l g
Copy Proposal... Ctrl+C
Mew Proposal. .,
Modify Proposal... -
Display Proposal. .. —

A window will appear asking if you are sure that you want to delete the proposal.

4.5.1.X — Premium Proposal Preparation Guide - V.3 Page 82 of 250



&rl Coeus E'

‘i) Are you =ure you want to delete thiz Propo=al?

3. Select the [YEs] button. Your proposal will be deleted from the system and will no longer appear in the Development Proposal

The Delete function only works on Proposals that are “In Progress” status. If proposal is in an “Approved” or “Submitted”
status it cannot be deleted from the system.

End of Procedure

O SEARCHING DEVELOPMENT PROPOSALS RECORDS

There are various ways to search for records in Coeus. When you open a module in Coeus, a Search window initially opens. In
addition, the system allows for more refined search and sort features to organize your proposals.

| PROCEDURE

1. To begin your search for proposals, from the main Coeus screen select Maintain - Proposal Development from the menu bar -

=

E.¢ Development Proposal List

Proposzal Number Type Status Title Lead Unit Lead Unit Na... PI Deadline Date = Sponsor Code = Sponsor Name

Select Development Proposal

Proposal Number Proposal Type Deadline Date  Investigator

You can also open the Select Development Proposal window by selecting Tools = Search on the Menu bar or using the Search

e

icon -

There are numerous columns available to search for particular proposals. Notice that there are horizontal and vertical scrollbars that
allow you to view more columns of search fields or rows in which to enter multiple criteria for your queries.

Some fields in the Search window have drop-down lists associated with them, so you can select a value from the list.

choose from. (You will not see the drop-down list arrow until you click in the field.)
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2. To conduct your search enter search criteria in one or more fields of the Select Development Proposal Window. (See examples
of search criteria below) and click the [FIND] button.

® In the fields that do not contain a drop-down list, you will need to enter all or part of a value you are searching for;
values must match exactly how data was entered in Coeus.

® To enter partial values, you must use a Wildcard placeholder — Wildcards are characters that are used when entering
search criteria in place of one or more unknown characters.

® Use the * (asterisk) operator to indicate that there may be any number of unspecified characters before or after the
text.

Coeus will search for proposals that:

® Satisfy the criteria you entered in the search window, and
® You have one or more of these roles in: aggregator, approver, budget creator, narrative writer, or viewer.

If you do not have a role on a proposal, it will not appear in your search results.

Searching for ALL your Proposals

1. Enter a wildcard (asterisk — *) in the Proposal Number field.

Select Development Proposal

2. Click the [Find] button to conduct your search.

The search will return all proposals where you have a role.

Searching for your IN-PROGRESS Proposals

1. Select In Progress from the drop-down menu in the Status field.

Select Development Proposal
Proposal Humber Proposal Type

Status Deadline Date h‘v&digﬂnr Ur

lin Proaress
lApproval In Progress
Rejected

lApproved Cancel
Submitted
Post-Submission Approva .
Po=t-Submizsion Rejection

[

2. Click the [FIND] button to conduct your search.

This search returns a list of all proposals that you have a role in and that have the status In Progress.
(You can also search for Submitted, Approval in Progress, and Rejected proposals by this method).
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Searching by PROPOSAL NUMBER

1. Enter the number in the Proposal Number field. Using the wildcard saves entering “0000” at the start of the number.

Select Development Proposal

Proposal Humber] Proposal Type Status Deadline Date  Investigator Ur
0T { 4_\

2. Click the [FIND] button to conduct your search.

The search will return the exact proposal you are looking for.

Searching by PRINCIPAL INVESTIGATOR/INVESTIGATOR

1. Enter the name of the Principal Investigator/Investigator in the Investigator field. Use the wildcard in the Investigator field to
search for a proposal by Investigator name. Coeus stores individuals’ names very specifically so it is important to use the
wildcard for this type of search.

Status Deadline Date | Investigator Unit Number Unit Name Titl
Squinn® ~

e |

—
[

2. Click the [FIND] button to conduct your search.

The search will return all the proposals that the individuals is an Investigator on.

Other searches you can conduct:

Proposal Type — Use this field to search for your Department’s Template.
Deadline Date

Title

Sponsor

OO0 O0Oo

Searching for MULTIPLE CRITERIA

You can search for items that satisfy more than one criterion. When you enter search terms in the same row, you are looking for
items that satisfy all of the conditions entered. When you enter them in different rows, you search for items that satisfy any of the
conditions entered.

e In the Same Row (Narrows your search)
In this example, the search is for In Progress proposals from a specific unit. You can enter any number of terms to narrow
the search, but be sure to enter them in the same row if you want to find items that meet all of the criteria.

Example: All In Progress proposals with Christopher Davis as the Investigator.
1. Select In Progress from the drop-down menu in the Status field.
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2. Enter the name of the Principal Investigator/Investigator in the Investigator field.

elect Developme Proposa
Proposal Type Status Deadline Date | Investigator Uit Number Uit
In Progress Davis® b

3. Click the [FIND] button to conduct your search.

Entering criteria within the same row works as an And operator. The resulting list contains only those proposals that
satisfy all the requirements entered.

e |n Different Row (Expands your search)
When you enter search terms in different rows, you tell Coeus to expand the search by looking for items that satisfy one or
more of the criteria entered.
Example: All New proposals for a selection of Investigators, i.e., Quinn & Davis

1. Select New from the drop-down menu in the Proposal Type field in Row 1 and 2.

2. Enter the name of one Principal Investigator/Investigator in the Investigator field in Row 1 and of the second Principal
Investigator/Investigator in the Investigator field in Row 2.

Select Development Proposal

Proposal herf Proposal Type Status Deadline Date | Investigator Lir
New Quinn® L
‘> e J Favi&s* J [ Clear ]

3. Click the [FIND] button to conduct your search.

Entering criteria in different rows works as an OR operator. The resulting list contains all the proposals that satisfy the
criterion of both rows.

e Searching for a Range
You can search for a range of proposals by using the greater than or less than or equal operators.

Example: You wish to view the status of all proposals with a deadline date between January 1, 2010 & March 31, 2010.

Select Development Proposal

aposal Type Status Deadline Date | Investigator Unit Humber Unit Han
in
1243109 ~
‘hnd 411 A0 ) [ Clear ]
|

The word and is important for this search.

If you do not add this operator in your search criteria, the search would bring back results matching the criteria in the first
cell or the second cell, but not necessarily matching both criteria.
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O SORTING AND SAVING YOUR SEARCH RESULTS

PROCEDURE

Expand Column Widths
Within the list window, the data in the columns is cut off because the column width is not wide enough to display the full details.

To expand a column width, click and hold the faint Gray Line between the field headings and drag it towards the right of the screen.

£.4 Development Proposal List

| § Lead Unit Na|l_§ P1
In Progress 4 4 3 Testing-Test... 000001 Brown University  Szulc, Katarzyna 20108 1401
NSF Test Propozal (000001
IDUUDUTBB |Submit'lel:l |Data OverrideTes...lﬂﬂﬂﬂm

Brown University  |Szulc, Katarzyna
|Bruwn University |Szulc, Katarzyna |2lJ1Ds'11s’D1 |UD1333 |NATIONAL CANC..

Single-Level Sort
In the single-level sort you sort by one column. Click on the Column Heading you want to sort by.

£ 4 Development Proposal List

Proposal Number Type Status Title & i Lead Unit Lead Unit Na... Pl Deadline Date  Sponsor Code = Sponsor Name
ooo00a04 New In Progress =22 Testing 000001 Brown University |Szulc, Katarzyna (20104114041 000471 NATIONAL INSTIT...
IDUDUDBZT New In Progress: 4.4.3 Testing ooooo Brown University |Szulc, Katarzyna  [2010/11/01 000471 NATIONAL INSTIT...
IDUDUDS32 New In Progress: 4.4.3 Testing ooooo Brown University |Szulc, Katarzyna  [2010/11/01 000471 NATIONAL INSTIT...
IUUUUUB&T New Submitted 4.4.3 Testing- 013210 Chemistry Szulc, Katarzyna 201001 1/01 000471 NATIONAL INSTIT...

The number of times you click determines the resulting order:
e Once —ascending.
e Twice —descending.
e Three times —return to the original order.

Multiple-Level Sort
A multiple-level sort lets you sort by more than one column.

The black triangle pointing upwards signifies that it has been sorted in ascending order.

1. Click the Sorticon Eor select File © Sort. ST r>_<|
The Sort window box opens. S—
Columns Awvailable for Sorting Sort Columns Ascending
2. Dragthe names of the columns to use in the Froposal Number Title
sort from the pane on the left (Columns Status Type
Available for Sorting) to the pane on the right Lead Unit Deadline Date
(Sort Columns). The order of column names on Lead Unit Mame
the right is the sort order. F1
Sponsor Code
3. The Ascending checkbox is selected by default; Sponsor Mame
clear the checkbox if you want the sort for that
level to be descending.

4. Click the [OK] button.

Saving your Search Results
You can save your search results as an Excel spreadsheet.
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Save in: |Ekszu|c V| ¥ ”llEI

Y (=) Desktop
. E ‘_\5 L? Favorites
select the following Icon - . MyRecent | [ My Documents

Cocament= (£ Start Menu

1. From the search results screen, select File = Save As or

«

................... Desktop

2. Select the location of the file to save the results to, and . D;cjents
supply a file name.

My Computer

%‘ File name: |My7PI'DDDSa|S | [ Save ]

My Metwork
Places Files of type: |_\'|_5 w | [ Cancel ]

3. Click [SAVE] button

End of Procedure

O MOVING BETWEEN WINDOWS

As you work in Coeus, screens open as windows on top of each other. You can use the window menu to control how your active
open windows are displayed.

As you work in Coeus, you can have multiple windows open and display more than one window at a time. The Window menu on the
Menu Bar allows the user to navigate and control the windows they have open. This menu provides various window view options
and keeps track of which windows a user has open.

PROCEDURE

1. To open the Window display opens, click the Window menu.

The Window menu drops down to display a list of the various items you can select under this menu.

E.d Coeus - Szulc, Katarzyna -
File Edit Action Maintain Departmental Admin Central Admin Report U6

B oo 2| D & ve|=8] klm| et = m =

Coeus Upgr

Help

Cascade

\

- = - Tile Harizontal
Eﬁ) = r En | 5 . «_.rfi\ 85 t # % % Ell= Tile Vertical
f.d Proposal Details - 00000971 Layer

Minimize All Windows
i LIndo Minimize

F'F'JPUE-E||Drgﬂnizatinn Mailing Info || Investigator | Key Per=zon || Special Revi

Proposal No: |E|I:|EIIZIIZIE!T1 |
Development Proposal List

Lead Unit: ||:||:||:||:||:|'1ZBFEIWI'I UI'Ii‘-’EFSi't}" MFDDDSEH Details - 00000971 ‘

The top portion contains the different screen controls for displaying the windows.
The bottom portion provides a listing of which windows you have open.
The black checkmark next to the list item indicates which window is open on top.

2. From the window you have opened, you can select any other window from the drop-down to display on top. For example, click
the Development Proposal List item to display that window on top of the current window you have opened.
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Open MULTIPLE Windows in ONE Screen

Alternatively, you can select to view multiple opened windows in one screen in a variety of formats. This is especially useful when
comparing the data between two development proposal records.

Icon Function
Eﬂh Cascade Cascade all open screens; title bars are visible.
E Tile Horizontal Arrange all open screens horizontally.
M Tile Vertical Arrange all open screens vertically.
Layer Maximize all open screens and arrange them one on top of another.
ﬂ Close Close the screen that has focus.
j!! Exit Exit Coeus.

Example of Tile Vertical view of 3 opened windows:

EJ@E‘ E.4 Proposal Details - 00000850

- DX/ Ed

| Science code | other |

| KevPerson. Special Review | Science Code | Other ||| Propesal Number| Type & Status Title & | Kev Person Sg.cia.lﬂeview : :
Proposal | Organization ” Mailing Info " i | 00000298 New In Progress ANNIVER A Proposal | Organization H Mailing Info || In |

In Progress Annivers
copying [
copying
00000921 New Post- iz=ion ... |copying [
ooooosz22 New Post. ig=ion ... (copying |
o0o000s23 New In Progress copying |

Proposal No: |DDDDUBSD |
Lead Unit: |DDDDD1 Brown University

Proposal No- | 00000871 |

Lead Unit: |DDDDD1 Brown University
Title:

In Progress

Title: | o5t Element Time Perinds Testing - D

Propozal Development Guide

Start Date: |D1-Sep—2011

Start Date: |01-Ju-2011

To display only one window again, double click on the one of the horizontally tiled windows or;

Click the Window menu to select the record from the menu list.

End of Procedure
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BUDGET DEVELOPMENT PREFACE
O ABOUT THE BUDGET DEVELOPMENT USER GUIDE

The Budget Development User Guide provides step-by-step instructions for creating a complete budget in Coeus Premium as well as
numerous other budget functions.

Chapter Description

Creating a new budget; Syncing Budget Personnel; Completing the

Starting the Budget Budget Persons window

Entering Personnel Line Items, Non-Personnel Line Items, Subcontract
Entering Initial Detailed Budget (Period One) &

Line Items
Completing Remaining Budget Periods Generating the remaining budget periods; Modifying period line items
Other Budget Features Creating a Modular Budget, Attaching Subaward budgets, Cost Sharing

Creating new budget versions, modifying proposal rates, adjusting

Modifying the Budget budget dates

Finalizing and Printing Budget Printing Coeus Budget forms; Printing Grants.gov Budget forms

Appendix A:

Submitting a Revised Budget Creating a revised budget to submit for approval.

O CONVENTIONS USED IN THIS GUIDE

These typographical conventions are used throughout this guide.

Item Convention Example
Menu and List item name /
Bold, separated by “>” : %"
Icon that represents the same function P vy Select Edit > Persons -
Section of proposal record Bold, red Narratives Section
Screen, window, or tab name Dotted underline Proposal Development List Window
Field, checkbox, option icon, or ke . .
name P ¥ Bold and underline, blue Proposal No. field
Note of interest Note image ==
Tip Light bulb image .

O BEFORE YOU BEGIN
To create proposals in Coeus, you must have access to Coeus and you need to be assigned the Proposal Creator role in the Lead
Department of the proposal.

In order to access Coeus you must complete the Coeus Request for Access form - found on the Computing Accounts & Passwords
Web page (https://remedyweb.brown.edu/arsys/shared/login.jsp).

This form can take up to 10 days to process.
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I. OVERVIEW OF THE BUDGET PROCESS

The process of creating a new budget includes the steps shown below. This chapter also includes information about copying and
modifying an existing budget and about creating a modular budget

e  Enter Information in Summary Tab

CREATE A NEW BUDGET e Verify Rates
e (Create Budget Persons List

ADD DETAILS FOR THE FIRST YEAR

e Select Costs Elements

e Add Persons

Personnel Line Items e  Enter Details

Non-Personnel Line Items
(Supplies, Equipment and
Other Items) e  Enter Details

e Select Cost Elements

e Select Cost Elements

Subcontract Line Items e Enter Details
GENERATING REMAINING e [nflation rate determines the amount the
BUDGET PERIODS WITH cost increases in the following years.
INFLATION

e Add Line ltems
Modify an Existing e Delete Line Items
Budget e Modify Cost Details
l e  Adiust Limits and Svnc

PRINT A SUMMARY REPORT

Additional Budget Functions

l UPLOAD SUBAWARD
BUDGETS

FINALIZE THE BUDGET

CREATE A MODULAR
BUDGET
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II. STARTING THE BUDGET

The Proposal Development Module contains a robust tool for creating budgets. It stores all approved Facilities and Administrative
Rates, Employee Benefit Rates, & Inflation Rates to automate those calculations when you add your cost elements.

You can create an initial budget that includes the period of performance and the detailed personnel / non-personnel cost
elements. Coeus will automatically calculate inflation and salary increases as well as overhead.

This section will explain how to create a budget and sync Proposal Personnel with the budget. It will also explain how to Sync the

O CREATING A NEW BUDGET AND SYNCING PROPOSAL PERSONNEL

The initial step of the budget creation process is to start a new budget and "Sync" the Proposal Details with the Budget.

PROCEDURE

In order to be able to create a budget for a proposal, the proposal shell in the Proposal Details Section must be completed.

» Opening the Budget

Whether you are creating a new budget, creating a new version, or modifying a budget, you have a choice of two methods for
opening a budget:

O From the Development Proposal List Window,

File W=:i® Maintzsin Departmental Admin  Central Admin  Tools Report Window Help
Delete
| pee 2|l |8 oM ||
: Copy Proposal. .. Cirl+C
| Mew Proposal. ..
Display Proposal. ..
Title Lead Uni
pgp | Budget 000001

Marrative

From the opened Proposal in the Proposals Details Section:
Select Budget

. ) . . ‘; Proposal Number: 00002329
1. Once in the Proposal Details Section, select Edit - Budget - =, Sponsor 000471 | NATIONAL INSTITUTE OF HEALTH
Budgetl Status: (None) Final Version-

Version  Start Date End Date Total Cost Final
"""""""""""""""""""""""""""""""""

This window displays the budget(s) created for the selected proposal.
Since this proposal does not yet contain a budget, there are no budget
versions displayed and the only option is to create a NEW budget.

Direct Cost: £.00 Undemecovery: £.00

Indirect Cost: £.00 Residual Funds: £.00
Cost Sharing: 5.00 OH Rate Type:
= Comments:

If someone else is working on the proposal you are trying to open
the budget for, use the first method to access the Budget Section (from

the Development Proposal List Window). If you are the only person Last Updated:[  UpdatedUser|
working on this proposal, you can use either method to access the Budget.
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> Creating a New Budget

To create a new budget:

1. Inthe Select Budget window, click on the [NEw] button.
a. If you added Proposal Personnel to the Investigator Tab and Key Person Tab, when you click the [NEw] button, the Sync

Sync Budget Persons rz|
Select Appointment Type and Jobcode for following persons

Name Appointment Type Job Code
Szule, Katarzyna REG EMPLOYEE X
Cloze
X

Quinn, Jennifer L. REG EMPLOYEE
Derby, Emily 4. REG EMPLOYEE X

Budget Summary Tab”

> Syncing Budget Personnel

See topic - Complete the Budget Persons Window
Before you Sync the Budget Persons, you must select the appropriate Appointment Type for each individual listed in this window.

The Appointment Type indicates the duration (period of time) the individual is employed for at the University.

Sync Budget Persons g|
Select Appointment Type and Jobcode for following persons

Name ] Appointment Type Job Code
Szul, Katarzyna REG EMPLOYEE [~ |x
Close
x

Quinn, Jennifer L. REG EMPLOYEE
Derby, Emily A, REG EMPLOYEE X

For instance, if you select 9M Duration, the base salary is for a 9 month appointment. The "M" refers to months of the appointment,
thus a professor with a 9 month appointment will have a 9M Duration Appointment Type.

—— The Appointment Type field determines the period of time that divides the base salary to calculate salary details in the budget.
The Appointment Type defaults to Reg Employee.
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1. Select the appropriate Appointment Type for each individual listed in the Sync Budget Persons window by clicking the arrow

button to the right of the Appointment Type field to generate the drop-down menu and select the Appointment Type. The
Appointment Types are as follows:

Appointment Type Description

9M Duration Base Salary + 9 Months

10M Duration Base Salary + 10 Months

11M Duration Not used at Brown

12M Duration Base Salary + 12 Months

Reg Employee Base Salary + 12 Months

Sum Employee Summer Base Salary (2 or 3 Month Salary)
TMP Employee Monthly Salary

* For Non-Brown employees included in the budget, i.e. consultants, select the TMP Employee Appointment Type. The Job Code
field is NOT used at Brown; the Job Code will default to X.

2. Continue to select the Appointment Type for the remaining individuals listed in the Sync Budget Persons Window. When

Version: |2 Final: [] Start Date: |g1-sep-2011 End Date: |31-Aug-2012
Residual Funds: &.00 Total Cost Limit: 5.00 OH Rate Type:
Total Cost- 5.00| Total Direct Cost Limit- §.00 Direct Cost- £.00
Indirect Cost: £.00 Undemmecovery: £.00 Cost Sharing: £.00
C ite: Budget Status: Incomplete
UR Rate Tpe:

On/Off Campus:
Modular Budget: [ |

Submit Cost Sharing:

Proposal Hierarchy: 3§

Perod  Start Date End Date Mo. of Monthe  Total Cost Direct Cost Indirect Cost Cost Sharing Undemecovery
| 1|11-5ep-2011  [31-Aug-2012 12.0 5.00 s.00| s.00] £.00 $.00

You have successfully created a new budget and synced the budget persons for the Development Proposal.

End of Procedure
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O VERIFYING/MODIFYING THE BUDGET SUMMARY TAB

information.

Ed Create Budget for Proposal 00002366, Version 1

summary | Period 1| Total

{ version: [ } Final: [ Start Date: |01-0ct-2011 | End Date: 30-5ep-201 |
Residual Funds: | s.00| Total Cost Limit: | s.00| OH Rate Type: [iT0c -
Total Cost: | $.00| Total Direct Cost Limit: | 500 Direct Cost: | $.00 |
Indirect Cost: | $.00 | Undemecovery: | $.00 | Cost Sharing: | $.00 |

Comments: Budget Status: (None)
UR Rate Type: [uT0c ~|
On/Off Campus: |Defau|t Vl

Modular Budget: ||

Submit Cost Sharing:
Proposal Hierarchy: 3§

Peried = Start Date End Date MNo. of Months  Total Cost Direct Cost Indirect Cost Cost Sharing Undemecovery
1|01-0ct-2011 30-Sep-2012 12.0 5.00 5.00 £.00 £.00 £.00
2|01-0ct-2012 30-Sep-2013 12.0 £.00 £.00 5.00 £.00 £.00
3 |1-0ct-2013 30-Sep-2014 12.0 5.00 5.00 5.00 s.00 £.00
4(01-0ct-2014 30-Sep-2015 12.0 £.00 £.00 5.00 £.00 £.00
5|01-0ct-2015 30-Sep-20186 12.0 5.00 5.00 5.00 s.00 £.00

indirect costs, and the overhead rate type for the project.

!

' Please notice that when you are in a Budget Section, the Menu Bar and the Icon Toolbar change to budget specific items.

File Edit Eiewl&n:tinn Budget Periods  Items | Maintain Departmental Admin  Central Admin  Report  Window Help
B v|m| 2| | & |ve]-8| £|z| 2|22 = m |8 0| m| 8 &=/ n/=| @

||! & |G [3] % %’|E H "",

INTRODUCTION

Since this is the first budget created for the proposal, by default, the budget will be Version 1.

fields on this tab, however, that require editing or verification that the data was populated appropriately
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| PROCEDURE

E.d Create Budget for Proposal 00002366, Version 1

Summary | Period 1| Total|

Version: Final: [] Start Date: |01-0ct-2011 End Dale:|3u-5ep-zu15

Residual Funds: | $.00 | Total Cost Limit- £.00 OH Rate Type: |\70C -
Total Cost: | $.00| Total Direct Cost Limit- | <00 Direct Cost: | £.00 |
Indirect Cost: | $.00] Underrecovery: | §.00 | Cost Sharing: | §.00 |

Start and End Dates in that tab. See Topic ~ Adjust Budget Dates/Periods.

E«I Proposal Details - 00002366

Proposal | Organizatinn" Mailing Info || Invm;tigatnr" Key F\ersnn" Special Review || Science Code || Otherl

Proposal No: ||]|]uuzaﬁﬁ | Status: |In Progress Proposal Hierarchy: 3 Narative: 3 Budget: ||

Lead Umit: ||]|]DDE|-1:Eern University |
Title:

Off Campus Rates

l Start Date: |01-0ct-2011 ' End Date: |30-52p-2016

Proposal Type: |ew ~| Award No:

—> Enter the Residual Funds, if applicable — This is an optional field. If a proposal is a Continuation or Renewal and funds remain
from the previous award, enter the amount of carry forward dollars in the Residual Funds field.
—> Enter the Total Cost Limit, if desired — This is an optional field.

Enter the maximum cost (including indirect costs) to be covered by the total award in the Total Cost Limit field if you want to
limit the costs in your proposal.

Il

—— When you enter dollar amounts in budget fields, Coeus inserts the dollar sign and comma separators. You need to enter only
the numbers.

E.d Create Budget for Proposal 00002366, Version 1

Summary | period 1 | Total|

Version: Final: ] Start Date: |01-0ct-2011 End Date: | 30-5¢p-2015 |

Residual Funds: | s00| [ Total Cost Limit- OH Rate Type: |mnc -]
Total Cost: | $.00| Total Direct Cost Limit: £.00 Direct Cost: | $.00 |
Indirect Cost: | $.DU| Undemecovery: | $.UU| Cost Sharing: | $.DU|

[N

I1f

—— This field can be used as a reminder, but is not necessary to fill it in. The Total Cost Limit feature does not limit the budget or
warn you while you are in the process of creating the budget; if you enter a value in this field, Coeus will warn you when you SAVE
the budget if your total exceeds the value that you have entered.
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— Enter the Total Direct Cost Limit, if desired — This is an optional field.

Enter the maximum Direct cost to be covered by the total award in the Total Direct Cost Limit field if you want to limit the
direct costs in your proposal. This function may be useful when submitting a Modular Budget to NIH.

E.4 Create Budget for Proposal 00002366, Version 1

Summary | Period 1 | Total

Version: End Date: | 20-5¢p-2016 |
Residual Funds: OH Rate Type: |uToC ~|
Total Cost: Direct Cost: | §.00 |
Indirect Cost: | .00/ Underrecovery: | 5.00| Cost Sharing: | .00/

= This field can be used as a reminder, but is not necessary to fill it in. The Total Direct Cost Limit feature does not limit the
budget or warn you while you are in the process of creating the budget; if you enter a value in this field, Coeus will warn you when
you SAVE the budget if your Direct total exceeds the value that you have entered.

—> Verify/Modify the OR Rate Type for the proposal — The OH Rate Type defines how the F&A gets calculated on the proposal.
The field defaults to MTDC (Modified Total Direct Costs) on all proposals.

If you need to change overhead (F&A) rate type to TDC (Total Direct Costs), click in the field and select TDC from the drop-down
menu. (Other OH Rate Types are not used at Brown).

E.4 Create Budget for Proposal 00002366, Yersion 1

summary | Period 1 Total

Version: Final: [] Start Date: 1-0ct-2011 | End Date: |30-3ep-2016

Residual Funds: | $.00| Total Cost Limit: | $.00|
Total Cost: | 5.00| Total Direct Cost Limit: | £.00/
Indirect Cost: | $.00| Undemecovery: | $.Uﬂ|

Comments: |

Changing OH Rate Type, will rezult in recalculation of the budget.

\:J) If vou changed OH Rate type, yvou have to rediztribute the Under recovery amount.
Do you want to change the OH Rate Type?

Click the [Yes] button.

Do NOT select “Not Used” as an OH Rate Type. If your proposal does not include F&A, change the percentage to zero in
the Rates table. See Topic ~ Adjust Proposal Rates (F&A, Inflation)
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—> UR Rate Type — Brown does_NOT use the UR Rate Type Field. Please do not make any changes to this field.

—> Verify/Modify the On/Off Campus field for the proposal — The On/Off Campus rates will default to the Default setting which
calculates On campus rates.

If your proposal is using OFF campus rates, select Off from the drop-down menu, otherwise you can leave it set to Default.

E.d Create Budget for Proposal 00002366, Version 1

Summary | Period 1 | Total

Version: Final- [] Start Date: |01-0ct-2011 | End Date:

Residual Funds: | £.00| Total Cost Limit: | £.00 | OHRate Type:[toc = |

Total Cost: | $.00 Total Direct Cost Limit: | £.00 | Direct Cost: | $.00

Indirect Cost: | $.00| Underrecovery: | $.00 | Cost Sharing: | $.00
Comments: Budget Status: (None)

—> Enter Comments — This field is optional.

Enter notes in the Comments field if you wish to distinguish between different versions of your budget.

amCoeus Budget Forms which are accessed from the Budget Section of the Proposal under File - Budget Summary, now

print the comments or not.

. 5 Print : Pi | Budget Re
£ d Create Budget for Proposal 00002366, Version 1
e Report Name Print Budget Comments i Print
Summary | Period 1| Total Budget Summary by Period i Close
| Cost Sharing Summary by Period ||
Version:- |1 Final- Cumulative Budget ; O
I:l Budget Total / ]
Residual Funds: | c.00 | Total Industrial Budget by Period / ]
Tndustrial Cumlative Rudnet / ]
Total Cost: | £.00| Total Direct : . . .
Indirect Cost: g.00 Undemecovery: .00 / Cost Sharing: | .00 |
Comments: / Budget Status: (Mone)
UR Rate Type: [imoc =1
On/Off Campus: | =TI |

Modular Budget - [
it Cost Sharing: [v]
Proposal Hierarchy: 3§

If you choose to print the budget comments, they will appear on the Coeus Budget Forms.
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Start Date EndDate ES Raty

—> Verify/Check Modular Budget checkbox

Coeus Proposal Development - Cost Sharing Summary
Summary | Period 1| Period 2 | Total Proposal Nomber: 00005515
Proposal Title: Coeus Felease Update Mo - 451
Version: Final : Investizator Name: Szule, Katarzyns
Residual Funds: | $.00 | Comments: Comments testing
Total Cost: | $295,009.63| Tot R
Period: 1 01 Sep 2013 - 31 Ang 2014
Indirect Cost: | $19,926.64
Personnel Category
Comments: :
Commentz testing Sanior Personnel
Testing
Testind

The Modular Budget checkbox will default to blank. This box should only be checked if you are submitting an NIH Modular

Budget Submission, otherwise, please leave the checkbox blank.

E.d Create Budget for Proposal 00002366, Version 1

Summary | Period 1 | Total

Version: Final: [] Start Date: |u1-Dct-2011

Residual Funds: | $.00| Total Cost Limit: | $.00|

Total Cost: | $.00| Total Direct Cost Limit: | $.00 |

Indirect Cost: | $.00 | Underrecovery: | $.00 |
Comments:

—> Verify/Check Submit Cost Sharing checkbox

End Date: |30-SE|:|-2016 |

OH Rate Type: [ioc -1
Direct Cost: | $.00 |
Cost Sharing: | $.00 |
Budget Status: (MNong)
UR Rate Type: |ioc -1

The Submit Cost Sharing checkbox will default to checked. If you have cost sharing in your proposal and would like to submit it

to the Sponsor, leave the checkbox checked.
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E.4 Create Budget for Proposal 00002366, Version 1

Summary | Period 1 | Total

Version: Final: [] Start Date: |u1_r_:.:t_2u11 ‘ End Date: ‘SD—SEFI—ZU'IE |

Residual Funds: | $.00| Total Cost Limit: | $.00 | OH Rate Type: [iToc ~|
Total Cost: | 5.00 | Total Direct Cost Limit: | $.00 Direct Cost: | $.00
Indirect Cost: | $.00 | Underrecovery: | $.00| Cost Sharing: | $.00|
Comments: Budget Status:  (Mone)
UR Rate Type: [uoC |
On/Off Campus: |EFTTIINNN ~ |
Modular Budget -

Submit Cost Sharing:
Proposal Hierarchy: 3¢

If you wish not to Submit Cost Sharing, uncheck the Submit Cost Sharing checkbox.

Version: Final: [] Start Date: |u1_0.:1_2n11 | End Date: ‘BU—SEFI—EU'IE |

Residual Funds: | 5.00 | Total Cost Limit: | s.00 | OH Rate Type: [1T0C -]
Total Cost: | $3,240.00 | Total Direct Cost Limit: | 500/ Direct Cost: | $2,000.00
Indirect Cost: | $1,240.00 | Underrecovery: | $.00 | Cost Sharing: | $.00 |
Comments: Budget Status: Incomplets
UR Rate Type: [imoc ~|
On/Off Campus: |Defﬂurt V|
40 0UISE Budget. [

lSLiJrrl't Cost Sharing: I
Proposal Hierarchy: 3§

There is also an option to Submit Cost Sharing by line item which is discussed in Cost Sharing Section of this guide.

You cannot directly modify the contents of these fields, but you can make changes in other fields that will in turn edit the Read-Only
fields in this tab.

The Read Only Fields are:

c. Version —The version of the budget
Total Cost — Sum of all costs in all budget periods; calculated by Coeus from data entered in the budget
Direct Cost — Total of direct costs in all budget periods; calculated by Coeus from data entered in the budget
Indirect Cost — Total of indirect costs in all budget periods; calculated by Coeus from data entered in the budget
Underrecovery — Total of underrecovery costs in all budget periods; calculated by Coeus from data entered in the budget
Cost Sharing — Total of Cost Sharing in all budget periods; calculated by Coeus from data entered in the budget
Budget Status — Displays the status of the budget [Complete/Incomplete]; can be edited if the Final box is checked off
Proposal Hierarchy — the symbol will change depending on weather the budget is part of Proposal Hierarchy. Please refer to
Proposal Hierarchy User Guide for more details.

- T@ o o

.

- NOT part of Budget Hierarchy

Il ﬁﬂ: - Parent Budget in a Proposal Hierarchy

1. '%:'

- Child Budget in a Proposal Hierarchy
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E_.4 Modify Budget for Proposal 00002366, Version 1

Summary | period 1| Total

Start Date: |u1-0-:1-2n11 | End Date- ‘30—5&}2015 |

Residual Funds: : Total Cost Limit: | $.00]

5.00 ) Total Direct Cost Limit: £.00
L Undemecovery: ﬂ
Comments: | Incomplete
UR Rate Type:jyroc~~ ~|
On/Off Campus: [ Defaut v|

Modular Budget: [
Submit Cost Sharing: [+]
Proposal Hierarchy: 3§

Indirect Cost, Cost Sharing, and Underrecovery are displayed for each budget period.

Period = Start Date End Date No. of Months ~ Total Cost Direct Cost Indirect Cost Cost Sharing Undemecovery
1(01-0ct-2011 30-Sep-2012 12.0 £.00 £.00 .00 5.00 5.00
2|1-0ct-2012 30-5ep-2013 12.0 £.00 £.00 .00 5.00 5.00
3 |01-0ct-2013 30-Sep-2014 12.0 5.00 5.00 £.00 £.00 £.00
4|01-0ct-2014 30-5ep-2015 12.0 5.00 5.00 £.00 £.00 £.00
5 |01-0ct-2015 30-5ep-2016 12.0 5.00 5.00 .00 £.00 5.00

These values are connected to the equivalent values on the Period Tabs so when you enter line items for your budget the
Direct, Indirect, and Total Cost fields will be filled out on the Summary Tab.

When the budget is complete, the | SummARY TAB | will display the total (direct & indirect) amounts by Period based on what was
entered for all periods of the budget.

End of Procedure

0 PROPOSAL RATES (F&A, EMPLOYEE BENEFIT, INFLATION)

> Syncing to Proposal Rates

After completing the Budget Summary tab the next step is to review the University Rates and then sync or update your Proposal
Rates.

Coeus stores various university approved rates that are needed for budget development, i.e. F&A (Facilities and Administrative), EB
(Employee Benefits) and Inflation. Rates are set for each fiscal year and Rates are applied to cost elements within the budget.

Negotiated / pre-determined F&A, EB, and inflation rates are set up in Coeus for each fiscal year. These rates are applied to
budgeted costs. Each Cost Element/Sub Code is mapped to the negotiated/pre-determined rates and Coeus will automatically
calculate F&A, fringe, and inflation when applicable.

To be sure that your proposal is using the most up-to-date indirect, employee benefit, and inflation rates; you must
synchronize (Sync) your Proposal Rates table to the Institute Rates table. If you are using a copied proposal, this action is
imperative; a newly generated proposal's rates should be valid, but a copied proposal may have old rates that require synchronizing.
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PROCEDURE

To open the Proposal Rates Section:

s

1. While in the Budget Section, select Edit < Rates from the menu bar -

Start Institute  Applicable
DS Date Rate Rate
MTDC MTDC ~
2012 Off Organized Research 01 Jul 2011 26.00 26.00 [ Reset ]
202 Qn Organized Research 01 Jul 2011 52.00 52.00
2013 Off Organized Research 01 Jul 2012 26.00 26.00
2013 an Organized Research 01 Jul 2012 62.00 §2.00
2014 Off Organized Research 01 Jul 2013 26.00 26.00
2014 On Organized Research 01 Jul 2013 82.00 82.00
2015 Off Organized Research 01 Jul 2014 26.00 26.00
2015 an Organized Research 01 Jul 2014 62.00 §2.00
2016 Off Organized Research 01 Jul 2015 26.00 26.00
2016 On Organized Research 01 Jul 2015 62.00 62.00
207 Off Organized Research 01 Jul 2018 26.00 26.00( |w

The rates that are shown are specific to the Activity Type selected for the proposal in the | PRoPOSAL TAB | of the Proposal
Details Section and whether the proposed project will occur On or Off campus.

The Rates table displays the University's negotiated/pre-determined Indirect Cost and Fringe Benefit rates. In addition, the
rates table contains the Inflation rates for each applicable Rate Class. These rates will be applied to all proposals by default,

unless they are manually changed for a specific proposal.

The Rates Table only displays the rates applicable for that proposal's period and are ordered as follows:

MTDC — Modified Total Direct Costs
TDC - Total Direct Costs

Fringe Rates are set up for following categories:
e  FT Rate (Faculty)
e  FT Rate (Staff)
e PTRate
Inflation Rates are set up for the following cost element
categories:
e  Faculty Salaries
e  Staff Salaries
e  Technical Staff Salaries
e Materials and Services
e Graduate Students (Hourly)
e  Graduate Tuition
e Health Fees
e Health Insurance
e  Stipends (Grad RAs)
e Undergraduate Students
e  Faculty Salaries — Manual Inflation
e Travel

Employee Benefits (Fringe)

Inflation

4.5.1.X — Premium Proposal Preparation Guide - V.3 Page 102 of 250



2. Review the University/Department Rates in the rate table. If the rates displayed are accurate, it is still best practice to
synchronize the proposal rates table (i.e. rates that will be applied to the proposal) to the University/Department rates table.

If rates need to be modified, refer to the topic - Adjust Proposal Rates (F&A, Inflation).

3. To Sync the Proposal Rates to the University Rates, click the [SYnc] button.

Modify Rates for Proposal 00002366, Yersion 1

- If you are using a copied proposal or have adjusted the budget dates or periods, synchronizing the proposal is required.

Institute |
Fiscal On/OFF Activity Type Start Institute  Applicable
Year Campus Date Rate Rate
2012 Off Organized Research 01 Jul 2011 4.00 4.00
2012 On Organized Research 01 Jul 2011 4.00 4.00
2013 Off Organized Research 01 Jul 2012 4.00 4.00
2013 On Organized Research 01 Jul 2012 4.00 4.00

A verification message will open and you will be prompted to answer the following question: “Do you want to Sync Proposal

rates with the current Institute rates?”

5. Click the [OK] button to close out.

A verification message will open and you will be prompted to answer the following question: “Saving will entail recalculation of

the budget. Continue?”

6. Click the [YEs] button. The message window will close and you will be back to the Modify Budget for Proposal Window.

End of Procedure

> Adjusting Proposal Rates (F&A, Inflation)

F&A or Inflation rates for the proposal can be modified in the Proposal Rates window at any time during the Budget Development
Process. Be sure that when changing the rates that you change them for every fiscal year of the budget, not just the first one.

PROCEDURE
1. Navigate to the Budget Section of your proposal by selecting Edit - Budget from the menu bar- *='|
Make sure you open the Budget in Modify view.
ik
2. Once in the Budget Section, navigate to the Proposal Rates Window by selecting Edit - Rates from the menu bar - “ to
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Modify Rates for Proposal 00002366, Version 1

Institute |
Fiscal On/OfF Activity Type Start Institute  Applicable
Year Campus Date Rate Rate
[ Cencel |
MTDC MTDC ~
2012 Off Organized Research 01 Jul 2011 26.00 2600 Reset
2012 on QOrganized Research 01 Jul 2011 62.00 62.00
2013 Off QOrganized Research 01 Jul 2012 26.00 25.00
2013 on QOrganized Research 01 Jul 2012 62.00 62.00
2014 Off QOrganized Research 01 Jul 2013 26.00 28.00
2014 On Organized Research 01 Jul 2013 62.00 62.00

Example:
Let’s assume that for the proposal we are working on is “On Campus” and that the proposal instructions allow only 20% IDC

rate. Also, you want to increase the inflation rate for Faculty salaries for all years on the proposal from 4% to 5%.

3. Enter the correct indirect cost rate in the Applicable Rate field for each fiscal year for “On Campus” —in our case the rate is 20%

Modify Rates for Proposal 00002366, Version 1

Institute |
Fiscal On/OFF Activity Type Start Institute  Applicable
Year Campus Date Rate Rate

MTDC WMTDC ~
2mz2 Off Organized Research 01 Jul 2011 26.00 2600
2012 On Organized Research 01 Jul 2011 62.00 20.00
2013 Off Organized Rezearch 01 Jul 2012 26.00 26.00
2013 On Organized Research 01 Jul 2012 62.00 20.00
2014 Off Organized Research 01 Jul 2013 26.00 25.00
2014 On Crganized Re=search 01 Jul 2013 §62.00 20.00
2015 Off Organized Research 01 Jul 2014 26.00 25.00
2015 On Crganized Research 01 Jul 2014 §2.00 20.00
2016 Off Organized Research 01 Jul 2015 26.00 25.00
2016 On Organized Research 01 Jul 2015 62.00 20.00
2017 Off Organized Research 01 Jul 2018 26.00 2000| »

4. Scroll down to enter the correct inflation rate in the Applicable Rate field for Faculty Salaries for each fiscal year — in our case
the rate is 5%.

Modify Rates for Proposal 00002366, Version 1

Institute |
Fizcal On/Off Activity Type Start Institute  Applicable
Year Campus Date Rate Rate
Z0T7 Uff  Urganized Hesearch 0T JuT 2076 B30 B30 A Cancel
2017 On Organized Research 01 Jul 2016 8.30 gan|
Inflation Faculty Salaries I
2011 off Organized Research 01 Jul 2010 4.00 5.00 Sync
2011 On Organized Research 01 Jul 2010 4.00 S00g
2012 Off Organized Research 01 Jul 2011 4.00 5.00
2012 On Organized Research 01 Jul 2011 4.00 5.00
2013 off Organized Research 01 Jul 2012 4.00 5.00
2013 On Organized Research 01 Jul 2012 4.00 5.00
2014 Off Organized Research 01 Jul 2013 4.00 5.00
2014 On Organized Research 01 Jul 2013 4.00 5.00
2015 Off Organized Research 01 Jul 2014 4.00 5.00 3
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5. Once you have completed updating all the rates, click the [OK] button. You will receive the following message:

6. Click [Yes] to have the recalculation of your budget take place with the new rates and to return to the Modify Budget for

Notice the change in the Indirect Costs in your budget as well as the increase in Faculty Salaries since the rates applicable
to these categories have been changed.

7. Select File - Save from the menu bar - E to save your changes.

that window. If you select [ReseT] all the changes you have made will be undone and if you select [SYnc], the rates will be synced
with the institutional rates.

End of Procedure

O COMPLETING THE BUDGET PERSONS WINDOW

As you add Cost Elements/Subcodes to your budgets that are for salaries for faculty and staff, you will need to add the individuals

information. Coeus will inflate for annual salary increases and then calculate direct and indirect costs based on the dates of
performance and % of Effort.

You will add all named and TBA personnel in the proposal to this window. Any investigators you added to the proposal under the

Proposal Number- 00005515 Version: 1
Name Job Code Appointment Type Hf Date Calc Ba... .. Base_salary_p1 Base_salary ’ OK l
=3 Quinn, Jennifer L. X 9M DURATION 2013-07-01 £.00 S.00 ’ C . l
Szule, Katarzyna x REG EMPLOYEE 2013-07-01 £.00 s.00
Derby, Emily A. x REG EMPLOYEE 2013-07-01 £.00 S.00 ’ Add l
’ Find Person l
[ Find Rolodex |
[ Add TBA |
’ Delete ]
. = +|| Calculate All Base Sal |
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PROCEDURE

B
1. Navigate to the Budget Section by selecting Edit - Budget from the menu bar - (b . If you already created a budget select
the version you want to modify, otherwise create a new budget. (Ignore this step if you are already in the Budget Section.)

%F N

Proposal Number: 00005515 Version: 1

MName Job Code Appointment Type Hf Date Calc Ba
~& Quinn, Jennifer L. X SM DURATION 2013-07-01

Szulc, Katarzyna X REG EMPLOYEE 2013-07-01
Derby, Emily A. X REG EMPLOYEE 2013-07-01

Add TBA

Delete

Calculate All Baze Sal

l
l
l
l
Find Rolodex |
l
l
l

> Budget Persons Window Overview:

e The Budget Persons Window contains information (i.e. Appointment Type, Base Salary, and Effective Date of last salary
increase) about each individual that is used when calculating budget salary amounts. The Appointment Type, Effective
Date of last salary increase, Calc Base salary are used to calculate and inflate the individual's salary for each period.

e All Project Personnel should be included in this window (Named and TBA).

the Proposal Details section that were synced to the budget when it was first created (See topic - Creating a New Budget).
e You can add other personnel as necessary. In addition, if some participants do not need to be named, you use the TBA
placeholders to include them in the budget.

e Persons in this list are included in the budget only when you add them to line items. They do not automatically become

at some point in the project.

& Remember: It is the number entered in the Calc Base field of the Budget Persons window that will be
used to calculate the salary information within each period. The Base Salary p field number will only
populate the specified Grants.gov form fields.

3. If necessary, update the following information for all of the individuals already added to the window:

a. Appointment Type - The Appointment Type defaults to Reg Employee.
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Select the appropriate appointment type for each individual by clicking on the arrow button right of the Appointment
Type field to generate the drop-down menu.

Budget Persons

Proposal Number- 00002366 Version: 1
Name Job Code IﬁppoirimiType lEﬂDale Calc Base
~g» Derby, Emily A. X IREG EMPLOYEE :ljlo:tfzon S.00
Quinn, Jennifer L. i 10K DURATION 1-Oct-2011 £.00
h [11M DURATION
Szulc, Katarzyna X 121 DURATION 1-Oct-2011 5.00
SN DURATION
[SUNM EMPLOYEE
MP EMPLOYEE
The available Appointment Types are:
Appointment Type Description
9M Duration Base Salary + 9 Months
10M Duration Base Salary + 10 Months
11M Duration Not used at Brown
12M Duration Base Salary + 12 Months
Reg Employee Base Salary + 12 Months
Sum Employee Summer Base Salary (2 or 3 Month Salary)
TMP Employee Monthly Salary

‘ For Non-Brown employees included in the budget, i.e. consultants, select the TMP Employee Appointment Type.
If you have already selected the Appointment Type when you created a New Budget you can ignore this step. If you
need to make changes to this information you can modify individual's information here.
b. Effective Date - The Effective Date is the date of the employee's last annual salary increase. Coeus uses the Effective
Date to calculate salary inflation.

Coeus will automatically default the Eff Date field to the start date of the proposal.

Change Eff Date field to the Effective Date of the employee's last annual salary increase.
[Enter the date as MM/DD/YY].

* Most employees' salary increases occur at the start of the University's fiscal year (July 1). In order for inflation to
calculate correctly, enter the Effective Date as 07/01/YYYY of the last salary increase for the Base salary that will be
entered. Inflation will be calculated starting with the first fiscal year / month after the Effective Date for the person’s

base salary!
Eff Date
Faculty, Staff, Technical Staff, Graduate Students (Hourly), 07/01/YYYY.
Undergraduate Students
Grad RAs Stipends 09/01/YYYY.
Post-Doc Manual Inflation Start of the Project (Default Date that

automatically populates the field) OR Date of Hire
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c. Calc Base — The Calc Base is the individual's current base salary as of the Effective Date you entered in the Eff Date
field. (This is the annual salary as of the date of the last increase based on Appointment Type selected).

For example, if you enter a base salary of $100,000 for an individual with a 10M Duration (i.e. 10 month
appointment), salary calculations will be based on $10,000 per month.

> Calculating the Base Salary Amount to Populate the R&R Budget Form

This new enhancement offers options to control the Base Salary Values that appear on certain Grants.gov Budget Forms.

Prior to this new functionality, the same Base Salary populated each year of the project on the Budget Forms and did not inflate.

Section of the Proposal:

-> Base_salary p fields
—> [CALCULATE ALL BASE SAL] button

Budget Persons F§|
Proposal Number- 00005515 Version: 1 —
Name Jo__| Appointment | Eff Date | Calc Base | | Base salary p1 | Base salary p2 [ oK ]
Quinn, Jennifer L, X M DURATION 2013-07-01 $50,000.00 5.00 5.00

3 Saule, Katarzyna X REG EMPLOYEE 2013-07-01 5.00 s.oo[ Cancel ]
| Add |

[t

[ Find Rolodex |

[ AddzBA |

[ e

= 5|| Calculate Al Base Sal |

If you want to display “0.00” in the Base Salary field on the Grants.gov Budget Forms in each Project Period:

1. Leave the Base Salary fields in Coeus to what the system defaults them to — “0.00".

Budget Persons

Proposal Number: 00005515 Version: 1
Name J... | Appointme... Hf Date CalcB... Base salary p1 = Base_salary p2 ’ oK l
S buinn, Jennifer L[} aM DURATION  2013-07-01 $90,000.00 £.00 €.008
l Cancel l
Szulc, Katarzyna X REG EMPLOYEE 2013-07-01 $50,000.00 £.00 <008
I Add l

To display the Current Base Salary (same in each year) in the Base Salary field on the Grants.gov Budget Forms in each
Project Period:

1. Inthe Budget Person Window select an individual by clicking on the person.

2. Click the [CALCULATE ALL BASE SAL] button.
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Budget Persons

Proposal Number: 00005515 Version: 1
Name ... Appointment... HFf Date Calc Base .. Base salary p1 Base salary p2
~@ Quinn, Jernifer L.X  5M DURATION 2013-07-01 $90,000.00 €.00 S.00
Szulc, Katarzyna X REG EMPLOYEE 2013-07-01 §50,000.00 §.00 5.00

Find Person
Find Rolodex

Add TBA

E9)

Delete

ate All Base Sal

3. Upon clicking on the [CALCULATE ALL BASE SAL] button, the Base_salary p fields will populate with the same information
that is in the Calc Base field.

Budget Persons

Proposal Number: 00005515 Version: 1
Mame ... Appointment... HFf Date Calc Base .. Base salary p1 Base salary p2
& Quinn, Jennifer L.¥ SMDURATION  2013-07-01 $50,000.00 £90,000.00 £90,000.00
Szulc, Katarzyna ¥ REG EMPLOYEE 2013-07-01 £50,000.00 £50,000.00 £50,000.00

The Base Salary will display in the Base Salary field on the Grants.gov Budget Forms.

RESEARCH & RELATED BUDGET - SECTION A
* ORGANIZATIONAL DUNS: DD17E3542

*Budget Typs: @ Project () SubawardiConsortium
Enisr namsa of Organization: Brown University

= Start Date: 09-01-2013 * End Date: 08-31-2014
& Senlon/Key Person
Prefix * First Hame Middie Name * Last Hama Suffx * Projact Baze
Role Salary (§)
1. Katarzyna Saulc POVPI 50,000.00
Z. Jennifer L. Quinn Co- 90,0a0.00
Investigator

Total Funds Requested for all Senlor Key Parsons In the attached file
Additional Senlor Key Persons: File Mame: Mime Typs:

To display a Specific/Different Base Salary in the Base Salary field on the Grants.gov Budget Forms in each Project
Period:

1. Inthe Budget Person Window in the Base_salary p fields on an individual, manually enter the Base Salary that you want

to appear on the Grants.gov Budget Forms in each project period.

Budget Persons

Proposal Number: 00005515 Version: 1
MName ... Appointm... H©f Date Calc ... .. Base salary_ pl1 Base salary_p?
=S Cuinn, Jennifer LJES O9M DURATION 2013-07-01 £90,000,00 £95,000.00 £100,000,00
Szulc, Katarzyna X REG EMPLOYEE 2013-07-01 S50,000.00 £50,333.00 £52,346.00
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The Specific/Different Base Salary will display in the Base Salary field on the Grants.gov Budget Forms.

RESEARCH & RELATED BUDGET - SECTION A
* ORGAMIZATIOMAL DUMS: DD1TES542

* Budget Type: @ Project () SubawardiConsartum
Entsr nams of Organization: Brown University

* Start daba: 09-01-2013 * End Date: 08-31-2014
& Senlor’Key Person
Prefix * Flrat Hamea Middle Name * Lasi Nama Sufme * Projact Baze
Role Salary (%)
1. Katarzyna Saulc PO 50,333.00
Z. Jennifer L. Quinn Co- 9E,000.00
Investigator

Total Funds Requested for all Senlor Key Parsons In the attached file
Additional Senlor Key Persons: Flle Mame: Mime Type:

» Adding Named and TBA Personnel to the Budget Persons Window:

i. To add a Brown Employee - Click the [FIND PERSON] button to open the Person Search Window

I Budget Persons

Proposal Number: 00005515 Version: 1
Name Job Code Appointment Type HFf Date Calc Ba... ... Base_salary_p1 Base_salary [ oK ]
~& Quinn, Jennifer L. X 9M DURATION 2013-07-01 £.00 £.00 ’ C. . ]
Szulc, Katarzyna ¥ REG EMPLOYEE 2013-07-01 £.00 £.00

Derby, Emily A, X REG EMPLOYEE 2013-07-01 £.00 .00 Add

Calculate All Base Sal

l l
[ Delete ]
l l

4 1 3

- If you click the [AbD] button, an extra line will appear that you will have to delete.

Person Search
Person Search | Person Search Result
Last Name First Name Full Name User Name Email Departme

Q
g

iv. You can search by Last Name, First Name, or Full Name.
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It is recommended to search the Last Name field and to use the asterisks (*) before and after all or part of the
last name. You can narrow your search by entering *firstname* of the individual in the first name field when
searching.

v. Click the [FIND] button to conduct your search.

vi. Highlight the individual to be added to the Budget Persons Window.

vii. Click the [OK] button.

2. To add a TBA individual to the Budget Persons Window:

iii. Click the [FIND] button to conduct your search.

The following TBA Placeholders are available (each category contains 5 entries; e.g. TBA 1 through TBA 5):
e TBA
e  TBA-Administrative Support
e TBA-Consultant
e TBA-Grad RA
e TBA-Post-Doc
e TBA-Project Manager
e TBA-Research Assistant
e TBA-Technician
e TBA-Undergraduate

iv. Select the TBA placeholder you wish to add and click the [OK] button.

5. To select two or more individuals at the same time, press the [CTRL] key and click the rows you would like to choose.

3.

Proposal Number- 00005515 Version: 1

Name Job Code Appointment Type Hf Date Calc Ba... .. Base salary_p1 Base_salary [ 0K ]
Quinn, Jennifer L. X M DURATION 2013-07-01 5100.00 5.00 [ C I ]

Szule, Katarzyna X REG EMPLOYEE 2013-07-01 £10,000.00 .00
[erby Fmily E A BFG FMPLOYFE 2013-07-01 21 000,00 < 00 [ Add ]

3 TBA-Grad RA 1 X 9M DURATION 2013-09-01 0.00 .00 l

& il spo [ Find Person ]
[ Find Rolodex ]

4. Once you are finished adding personnel and updating their information in the Budget Persons Window, click the [OK] button to

Keep in mind that this table can be updated at any stage of the budget development process by selecting Edit < Persons

%- .

from the menu bar -
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5. Select File - Save from the menu bar - E . (The more you save — the better!)

» Personnel who work during both the Academic and Summer Periods:

When entering budget details by Cost Element/Sub Code, certain individuals (i.e. faculty and graduate students) may be entered in
the budget under more than one sub code (i.e. Faculty Academic - 1070, Faculty Summer -1090; Grad Student R/A -Academic Year -
1550, Grad Student R/A - Summer -1590) because of reporting requirements (i.e. summer effort) or for fringe benefit calculation
purposes (i.e. Grad Student summer takes fringe).

for the summer months.

E.4 Modify Budget for Proposal 00002366, Version 1

Summary | Period 1 |Tota|

Start Date: 01-0ct-2011 | End Date: 305ep-2012 | Cost Limit- 5.00| No. of Months:
Total Cost: | 5298.80|  Direct Cost: | $18444)  Indirect Cost: $114.36
Underrecovery: | $.00| Cost Sharing: | .00 Direct Cost Limit: $.00
Line CE Cost Hement Description Description Qnty Cost Start Date End Date
1ja011070 a) Faculty Salary - Academic 1.00 £104.45(01-0ct-2011 30-Sep-2012
2|A031090 a) Faculty Salary - Summer 1.00| £35.59|01-0Oct-2011 30-Sep-2012

used for the period of 06/01 to 08/31.

In rare circumstances, if the individual’s Academic and Summer salaries are based on different bases (this applies to some Grad
RAs in certain departments where they may get a Summer Stipend that is not based on the Academic year Stipend) then the Grad
RA would be entered twice (Grand RA 1 and Grad RA 2) into the Budget Persons window; once (Grad RA 1) as having the
Academic Appointment with the salary base corresponding to that; and once (Grad RA 2) as having a Summer Appointment with
the salary base corresponding to the summer months.

End of Procedure
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III. ENTERING INITIAL DETAILED BUDGET [PERIOD ONE]

Budgets are created by period. You will create a period 1 budget that you will populate with line items that will appear in every
period of your budget. Coeus will use Period 1 as a base to inflate for future periods.

You will tweak individual periods, add, remove and/or revise line item values, to complete your budget.

Once you’ve created a base budget, you can copy it and tweak it. You can perform this copy/adjustment function any number of
times, adjusting even the period dates so that you can convert to institutional, calendar, or government fiscal years as needed until
you pick a final budget to be submitted with your proposal.

To create the budget for Period 1, you will enter line items for personnel salary, non-personnel costs, and subcontract expenses.

O ENTERING PERSONNEL LINE ITEMS

Personnel Line Items (or Personnel Cost Elements / subcodes) within a budget describe who will be paid out of the award if the
proposal is funded. Coeus allows you to add named persons (Investigators, Key Persons) as well as persons to be named (TBA
Postdocs, TBA Graduate Research Assistants, etc.) if the proposal is funded.

budget periods.

Adding Personnel to the budget involves two steps:

1. Select the Salary Line Item (Cost Element/Sub Code).
2. Add the Personnel Budget Details for the salary Line Item (Cost Element/Sub Code).

PROCEDURE

1. Navigate to Period 1 of the budget to begin adding line items by clicking on the Period 1 tab.

The Period 1 Tab opens and you can begin adding Personnel Line Items

E.d Modify Budget for Proposal 00002366, Version 1
Summary Total

Start Date: |01-Oct-2011 End Date: |30-5ep-2012 Cost Limit- £.00| No.of Months: 120
Total Cost: $.00 Direct Cost: $.00 Indirect Cost: $.00
Undemecovery: £.00 | Cost Sharing: £.00 | Direct Cost Limit: £.00
Line CE Cost Hement Description Description Qnty Cost Start Date End Date

> Selecting Salary Line Items

2. Select Items = Add Line Item from the menu bar -

2. You can use the keyboard shortcut <Ctrl> + <A> (or <Command> + <A> for Mac users) to add a line item without having to
use the mouse. This can be a big time saver since you will be adding many line items per budget.

A blank line item will display in the Period 1 tab, highlighted is yellow.
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£.4 Modify Budget for Proposal 00002366, Yersion 1

Summary | Period 1 |Toiﬁ|

Start Date: 01-0ct-2011

£.00| No. of Months:

Total Cost: |

Undemecovery: |

| End Date: |30-5ep-2012 | Cost Limit:
$.00|  Direct Cost:| 500 Indirect Cost: 5.00
$.00| Cost Sharing: | $.00| Direct Cost Limit: &.00
$.00[01-0ct-2011

CT - T T

|30-5ep-2012

3. Select Items -» Select Cost Element from the menu bar or double click on the CE field to display the list of Available Cost

Elements.

MOS000 Direct Costs - Mot to be used in Proposal Development
0S9a0 Indirect Costs - Not to be used in Proposal Development
A1070 a} Faculty Salary - Academic

A031080 a} Faculty Salary - Summer

A121070 a) Faculty Zalary - NIH CAP - Academic / vear
A131080 a) Faculty Salary - NIH CAP - Summer

A151081 a) Faculty Zalary - NIH CAP -Non-Regular Rezearch
A0S1070 a} Faculty Salary - Manual Inflation

A141081 a} Faculty Salary - Non-Regular Re=earch

A0Z1060 ay Faculty Salary - Part Time (PT Rate)

A0G1061 a} Post Doc (Non-Senior) - Manual Inflation
A101061 ak  Pn=t Do (Seninrd - Manoaal Inflatinn

=

The Line Items (Cost Elements/Sub Codes) are grouped by category and within the category they are grouped alphabetically. Use

the scroll bar on the right-side of the window to navigate down the Cost Element/Sub Code list.

The categories are organized as follows:

a) Personnel/Graduate fees (Senior/Key Personnel/Post Docs/Grad RAs/Related Fees)

b) Personnel (Staff/Students)

c) Operating Expenses
d) Subcontracts

e) Property

f) Trainee/Participants

g) Facilities

There are various faculty categories to reflect the different periods of work, the NIH Cap, or to manually inflate.

The full listing of all Coeus Cost elements can be found on the Coeus Webpage.

4. Inthe Cost Element window, click on the cost element you want to include and click the [OK] button.

For example, select the a) Faculty Salary — Academic cost element and click the [OK] button.
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The selected personnel line item will display in Period 1 tab, highlighted in yellow.

£.4 Modify Budget for Proposal 00002366, Version 1

Summary| Period 1 |Tota|

Start Date: [01-Oct-2011 End Date: |30-5ep-2012 Cost Limit: 5.00| No. of Months:
Total Cost: S.00 Direct Cost: £.00 Indirect Cost- &.00
Undemecovery: %.00| Cost Sharing: %.00| Direct Cost Limit: 5.00

* Any modifications to salary line items, i.e. turning off inflation, selecting Off Campus rates, need to be made at this point,

BEFORE adding Budget Person(s) to the salary line item.

» Modifying the Budget — Line Item Detail:

To modify the information in the line item, select Items - Edit Details form the menu bar or double click on the Cost Element to

Budget - Line ltem Detail

Catesy S orcumpes_Ooncampe 1] 0K

Cost Hm: AO0N11070 |a) Faculty Salary - Academic Cancel

Start Date: |01-0ct-2011

Cost: . ity: 00§ Apply Inflation:

Cost Sharing: | .00 Submit Cost Sharing: Undemrecovery: 5.00|
MTDC MTDC 5.00 5.00
Employee Benefitz FT Rate (Faculty) .00 2.00

In this window you can:

Verify/Modify whether On Campus or Off Campus rates are being applied (Defaults to On Campus rates, if Off Campus
Rates apply the [OFF CAMPUS] radio button should be selected)

Enter a Description (Internal Purposes only except for Equipment line items)

Turn off Inflation (The Apply Inflation checkbox is defaulted with a check and is not based on if the line item/cost
element/sub code is set up in the rates table to calculate inflation. If the Line Item selected is set to have inflation
applied to it, you can choose to uncheck the Apply Inflation checkbox if you do not want Coeus to calculate inflation on
this particular line item)

Submit or Not Submit Cost Sharing for this line item (if cost sharing is present)

Check if Overhead and Employee Benefit rates are applied

Justify the Personnel Line Item (The Justification field can be used and assist you as you prepare the proposal budget
justification, which is uploaded in the Narratives / Attachments section. In addition, this feature is especially helpful to
approvers, as they review the budget.)

4.5.1.X — Premium Proposal Preparation Guide - V.3 Page 115 of 250




> Adding the Personnel Budget Details for the Salary Line Item (Cost Element/Sub Code)

To add Personnel Budget detail for the salary line item, select Items - Personnel Budget from the menu bar - w .

This step is extremely important for establishing the accurate salary amount of personnel and for calculating the appropriate
person months on the Grants.gov budget forms.

are included in this salary line item/cost element/sub code)

Personnel Budget Details

Desc.:

| |
T e— e " —f

Cost BIm.- | 1511070 |a) Facutty Salary - Academic | Start Date -g1oct2011 | End Date = 30.5¢52012 _
[ ]

Name | Job Code| Start Date | EndDate | Period | %Charged| % Hfort |  Salary |

5. Click on the [ADD] button to open the Select Budget Persons Window.

Select Budget Persons

MName Job Code Appointment Type 0K
X 2L DURATION
Szulc, Katarzyna X REG EMPLOYEE
TBA-Grad RA 1 X S DURATION

6. Select from the list in the Select Budget Persons Window, the people whose salaries are included in this line item/cost

element/sub code and click the [OK] button.

5. You can select multiple names per line item if those individuals fall under the same line item/cost element/sub code.

Use <Ctrl> + click on name(s) (or <Command> + click for Mac users) to select more than one individual for this salary line
item/cost element/sub code.
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Personnel Budget Details

Cost BIm.- | 4311070 |a) Facutty Salary - Academic | Start Date - gqoct2011 | End Date - 30.5ep.2012 _

Desc.: |

Con:| o] Undemoovery: | 5o Cou Shre:| o] Qumnty

MName Job Cede| Start Date | End Date Pericd % % Hifort

—
Euinn, Jennifer L. [ 011-0ct-2011  [30-Sep-2012 [Cyde 0 00y

The personnel details identify in this window are the effort and time frame the individual will commit to the project.

Completing the personnel details for each individual on the project is a critical component to ensure Coeus makes the
accurate salary calculations for budgeted personnel.

7. Verify/modify the Start and End Dates for the selected individual.

For example, in the instance above, we have added J. Quinn in the Faculty Salary — Academic Line item and she has a 9M Academic
Appointment.

Let’s assume that she will be working a percentage of time during her entire academic appointment period, so in the instance
described above she will need to be entered twice into the Personnel Budget Details window because the Project Performance
Period (10/01/2011 — 09/30/2012) spans over two different academic years (09/01/2011 - 05/31/2012 and 09/01/2012 -
05/31/2013). In the first academic year she would be working a percentage of time during the 8 months period (10/01/2011 -
05/31/2012) and in the second academic year she would be working a percentage of time during the 1 month period (09/01/2012 —
09/30/2012). In total, the two number of months in the two academic periods equals to 9 months (which is the type of the
appointment that she has)

She should be entered as follow with the following Start and End Dates:

Personnel Budget Details

Cost BIm. | 1311070 |a) Facutty Salary - Academic | Start Date -|gqoct2011 | End Date - 30.5ep.2012

Desc.: |

e T e " "

Delete
Name Job Codef Start Date | EndDate | Period | % Charged | % Effort Salary
Detail
Quinn, Jennifer L. X fo1-oct2011 [31-may-2012 [Fyce 00 loo 5.00
Quinn, Jennifer L. X @_snap_zmz 30-Sep-2012 J:yde 00 00 500 [ Calculate ]

- The Summer months (in this instance 06/01/2012 — 08/31/2012) are not included in the Academic Salary line items!

8. Select the appropriate Period from the drop down list. The field defaults to Cycle and must be changed to reflect the
appropriate period.
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The Period defines the committed time frame for the individual and is used to calculate the number of Person Months that
populates the Grants.gov budget forms.

The Periods are defined as follows:

Academic the 9 or 10 month academic year period, from September 1 through May 31 or June 30
Calendar the 12 month calendar year
Cycle same as Calendar — 12 months
the Summer period is the 2 or 3 months not covered by the Academic period; it can
Summer
extend from June 1 through August 31

e -1
|
|
|

! In the example above, J. Quinn is working during the Academic Period; therefore we would change the Period to Academic for both
i lines.

Personnel Budget Details

Cost Bm.- 1q11070 |a) Facuty Salary- Academic | Start Date - g1.gcto011 | End Date - (30552012

Desc.:

|

|

|

|

|

|

|
|

| o ==
|

| e o [ spfCoushe ] G| 1

|

.
|

|
|

|

|

|

|

|

|

|

|

MName Job Code| Start Date Salary -
Quinn, lennifer L. (X 01-0ct-2011 5,001 Lo
Quinn, lennifer L. (X D1-Sep-2012 .00 [ Calculate ]

9. Enter the percentage of the person’s salary to be charged to the project in the % Charged field -i.e. portion of costs borne by
sponsor. (This value cannot be greater than the % Effort value.)

For example, in the scenario above, click in the % Charged field and enter “10” (both lines)

Personnel Budget Details

Cost Bm.- | 1011070 |a) Facutty Salary - Academic | Start Date :|g1oct2011 | End Date = |30 5ep 2012

Desc.: | |

Cost:| 510015 Undemrecovery: | 500 Cos Share | 530 Qo |0
Delete

Name Job Code| Start Date | End Date Period
Quinn, Jennifer L. B 01-0ct-2011  |[31-May-2012 |Academic

Quinn, Jennifer L. B¢ 1-5ep-2012 [30-Sep-2012 Academic
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10. Enter the percentage of the person’s time to be charged to the project in the % Effort field.

—— When % Effort is greater than the % Charged, Cost Sharing will be generated when the [CALCULATE] button is clicked. If there is
no salary cost sharing, then the % Charged and % Effort fields are the same. (See related topic - Cost Sharing)

For example, click in the % Effort field and enter "10” (both lines)

Personnel Budget Details

Cost Bm.- | 311070

|a} Faculty Salary - Academic

Start Date - | gq_0ct-2011 End Date - 37.52p-2012 _

Desc.: |
Cost: 2104 458 Uﬂﬂm‘?ﬁl’i 00 Cost Share: 200 &ﬂiily: 1.00
Delete
Name Job Code| Start Date | End Date Period % Chamgedf % Hfort Salary
- Detail
Quinn, Jennifer L. [ 10/01/2011 31-May-2012  |Academic 10.0 1 EI'.EI'EI 25244 S
Qinn, Jennifer L. iy 011-Sep-2012  30-Sep-2012  Academic 1D.Dl 1I2I.I2Ij S12.02 [ Calculate ]

—— The Salary is calculated using the salary entered in the Calc Base field in the Budget Persons window; the period dates the
individual is set to work on the project, the % effort and the Inflation rates that are defined in the Rates table. That’'s why it is

imperative that this information is entered correctly!

Delete
MName Job Code| Start Date | End Date Period % Charged | % Effort Salary
] Detail
Quinn, Jennifer L. 01-0ct-2011  [31-May-2012  JAcademic 10.00¢ 10.00 552.44 i
Quinn, Jennifer L. 01-5ep-2012 [30-5ep-2012  Academic 10.00 10.00 212.02 [ Calculate ]
[ Persons ]
Rate Class | Rate Type | Apply| Cost Cost Sharing
MTDC MTDC 57548 .00
Employee Benefitz FT Rate (Faculty) £29.30 £.00
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11. Add other individuals that would fall under this line item category and complete their information as described in the
instructions above.

12. Click the [OK] button to close out of the Personnel Budget Details and return to Period 1 Tab

13. Follow the step outlined above to continue adding additional Personnel Line Items.

14. Select File - Save from the menu bar - E . (The more you save — the better!)

> Entering Faculty or Graduate Students who work during both, the Academic and Summer Periods

Some positions are divided between academic and summer periods because of fringe benefit rates that may or may not be
associated with that personnel line item they are assigned to or for tracking purposes.

Coeus contains salary line items that reflect both academic and summer periods for Faculty and Graduate RAs. For example, if a
faculty member will be working during the academic year and summer months, they will be entered in two personnel line items/cost
elements/sub codes - Faculty Salary and Faculty Summer Salary.

E.d Modify Budget for Proposal 00002366, Version 1

Summary | Period 1 |Tota|

Start Date: 01-0ct-2011 | End Date: 305ep-2012 | Cost Limit: | 5.00| No. of Months:
Total Cost: | 5298.8[1| Direct Cost: | 5184.44| Indirect Cost: | 5114.36 |
Undemrecovery: | $.00| Cost Sharing: | $.00| Direct Cost Limit- | 5.00|
Line CE Cost Hement Description Description Qnty Cost Start Date End Date
1|a011070 a) Faculty Salary - Academic 1.00 $104.46|01-0ct-2011 30-5ep-2012
2|AD31090 a) Faculty Salary - Summer 1.00 £35,59/01-0ct-2011 30-5ep-2012

— The Cost field displays the total salary amount for all personnel included in the Personnel Budget Details of the selected line
item.

The Qnty field displays how many persons have been added to that line item.

The Qnty field should not be changed! Coeus automatically completes this field and changing the field manually will cause an
ERROR!

E.4 Modify Budget for Proposal 00002366, Version 1

Summary | Period 1 |Tota|

Start Date: 01-0ct-2011 | End Date: |305ep-2012 | Cost Limit: | 5.00 No. of Months:
Total Cost: | $637.26|  Direct Cost:| $393.37|  Indirect Cost: | $243.89
Underrecovery: | £.00| Cost Sharing: | .00 Direct Cost Limit: | 5.00 |
Line CE Cost Hement Description Description Qnty Cost art Date End Date
14011070 a) Faculty Salary - Academic lQuinn_ 1.0 5104.46| 1-Oct-2011 30-5ep-2012
2|an31090 2) Faculty Salary - Summer Quinn I 1.0[' 535.59|[Il-0ct—2011 30-Sep-2012
3|A061550 a) Grad R/A Academic Year (Mo FE) Graduate Student RA ! 1.0* $208.93j’1—0ct—2011 30-Sep-2012

You have successfully learned how to enter Personnel Line Items to the Period 1 budget.
End of Procedure
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O ENTERING PERSONNEL LINE ITEMS — ANNIVERSARY DATE INFLATION (MANUAL INFLATION)

While most salary increases for Brown personnel occur on the start of the new fiscal year (July 1st), there are some individuals that
have their salary increase based on the Date of Hire or Anniversary Date (e.g. post docs).

Currently, Coeus only allows salary inflation to be set for one defined date.

At Brown University the majority of salary increases go into effect at the start of each fiscal year, July 1st. (In Coeus, the salary
inflation rates table is set to automatically increase salaries on July 1st.)

In order to apply inflation based on Anniversary Date of Hire instead of 07/01/FY, multiple entries are created for the individual in

The following procedures document how to enter the personnel whose salary increase is effective on hire date anniversary.

INTRODUCTION

The following Personnel Line Items (Cost Elements/Sub Codes) correspond to the personnel types whose salary increases on hire
date anniversary:

* A081070 - a) Faculty Salary - Manual Inflation - (Full FB)
* A091061 - a) Post Doc (Non-Senior) - Manual Inflation (Full FB)
* A101061 - a) Post Doc (Senior) - Manual Inflation (Full FB)

Each of the noted budget line items / Sub Codes are mapped to the Inflation Type - Faculty Salaries — Manual Inflation. This Inflation
Type does not calculate inflation (i.e. inflation rate is set to 0%) across budget periods.

The following scenario will walk you through the process:

Proposal is budgeting for a TBA Post-Doc whose salary increase occurs on the anniversary date of hire. The Proposal Budget details
are:

Proposal Start Date: 10/01/2011

Proposal End Date: 09/30/2016

TBA Post-Doc Hire Date is 10/01/2011 (4% increase is scheduled for hire date anniversary: 10/01/2012, 10/01/2013,
10/01/2014, and 10/01/2015)

TBA Post-Doc Starting Salary: $34,000

PROCEDURE

1. In the Budget Section, navigate to the Budget Persons Window to update the personnel by selecting Edit - Persons from the

=

menu bar -

4.5.1.X — Premium Proposal Preparation Guide - V.3 Page 121 of 250




2.

3.

4,

fBucqet Persons )

Proposal Number: 00005515

Name

Derby, Emily A,
~g TBA-Grad RA 1

Quinn, Jennifer L.

Szulc, Katarzyna

Job Code Appointment Type HIf Date

X
X
X
X

your search and generate the listing of TBA placeholders to choose from.

Person Search

9M DURATION
REG EMPLOYEE
REG EMPLOYEE
9M DURATION

Version: 1
Calc Ba...
2013-07-401 $100.00
201307401 §10,000,00
2013-07-01 £1,000.00
2013-09-01 £p00.00

. Base_salary pl Bam_ﬁia']’ 0K ]
£.00 ’ C I ]
5,00
£.00 ’ Add ]
.00 | Find P I
[ Find Rolodex ]

Full Hame Prior Name User Name Home Unit Scheol Email Addres
TBA-Grad RA 1 095000
TBA-Grad RA 2 055000
TBA-Grad RA 3 095000
TBA-Grad RA 4 052000
TEA-Grad BA S 095000
TBA-Post-Doc 1 055000
TBA-Post-Doc 2 055000
TBA-Post-Doc 3 055000
TEA-Post-Doc 4 055000
TBA-Post-Doc 5 099000
TBA-Project Mana... 099000
TBA-Project Mana... 055000
< | *

ok |
-
1
Clear
b’

Select the appropriate TBA placeholder(s) you wish to add by clicking the name to highlight it and click on the [OK] button

Proposal Number- 00005515 Version: 1
MName Job Code Appointment Type HI Date Calc Ba... ... Base_salary pl Base_salany
Quinn, Jennifer L. X 9M DURATION 2013-07-01 £100.00 .00
Szule, Katarzyna X REG EMPLOYEE 2013-07-01 510,000,00 .00
Derby, Emily A. X REG EMPLOYEE 20150701 51,000.00 5.00
TBA-Grad RA 1 * 9M DURATION 2013-09-01 £200.00 .00
TBA-Post-Doc 1 x 12M DURATION 2013-09-01 .00 .00 I

Find Person
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5. Complete the Appointment Type, Eff Date and Cal Base fields for that indivdual based on the information providede earlier in

this section:
Appointment Type: Reg Emplyee
Eff Date: 10/01/2013 (Date of Hire)
Calc Base: 34000 (starting salary)
Budget Person
Proposal Number: D0005515 Version: 1
Name Job Code Appointment Type Hf Date Calc Ba... .. Base_salary_p1 Base_salary l OK l
Quinn, Jennifer L. ¥ 9M DURATION 2013-07-01 $100.00 £.00 l ]
Szulc, Katarzyna ¥ REG EMPLOYEE 20130701 $10,000.00 £.00
Derby, Emily A, X REG EMPLOYEE 2013-07-01 §1,000.00 £.00 [ Add ]
RA 1 X af DR ATTOMN 201130901 52[]& (W] £ 00 l Find ]
[TBA-Post-Doc 1 REG EMPLOYEE 2013-10-01  $34,000.00 £.00 l ]
Find Rolodex
[ Add TBA |
l Delete ]
. m || Calculate All Base Sal |

same individual for year 2 with a 4% salary increase.

7. In the Persons Table enter tha* in the Last Name field of the Person Search window and click on the [FIND] button to conduct
your search and generate the listing of TBA placeholders to choose from. Select the TBA-Post-Doc 1 to add the SAME TBA -
Post-Doc previously added. Click the [OK] button.

Proposal Number: 00002366 Version: 1

Name Job Code Appointment Type Eff Date Calc Baze ’ 0K ]

Derby, Emily A. X REG EMPLOYEE 01-1ul-2010 $100.00
| Cancel |

Quinn, Jennifer L. X 9M DURATION 01-1ul-2010 §1,000.00
Szule, Katarzyna X REG EMPLOYEE 01-1ul-2010 £100.00 ’ Add ]
TBA-Grad RA 1 X 9M DURATION 01-52p-2010 $200.00 :
| Find Person |
TBA-PostDoc 1 X REG EMPLOYEE 01-Oct-2011 $34,000.00 ;
< [rBA-Post-Doc 1 X REG EMPLOYEE 01-Oct-2011 £.00 ’ Find Rolodex ]

8. Complete the Appointment Type, Eff Date and Cal Base fields for that indivdual as follows:

Appointment Type: Reg Emplyee (same as the one previously entered)
Eff Date: 10/01/2012 (date of next salary increase)
Calc Base: 35360 (increased salary for year 2)
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Budget Persons

g

£3

S S S S

Proposal Mumber: 00002366 Version: 1
MName Job Code Appointment Type Hf Date Calc Base ’ 0K
Derby, Emily A. X REG EMPLOYEE 01-ul-2010 £100.00
| Cancel
Quinn, Jennifer L. X 9M DURATION 01-Jul-2010 £1,000.00
Szule, Katarzyna X REG EMPLOYEE 01-Jul-2010 £100.00 ’ Add
TBA-Grad RA 1 X 9M DURATION 01-5ep-2010 £200.00
’ Find Person
TBA-Post-Doc 1 X REG EMPLOYEE 01-Oct-2011 $34,000.00
freaPost-Doc 1 X REG EMPLOYEE 01-Oct-2012 £35,360.00 ’ Find Rolodex l

9. Continue adding the additional entries for TBA-Post-Doc 1 for each period of the budget. (Increasing the salary by 4% each year
and adjusting the Effective Date to the anniversary date for each period.)

increased salary at the anniversary start date for each period and it should look like this:

Budget Persons

g

Proposal Number: 00002366 Version: 1
Name Job Code Appointment Type Hf Date Calc Base
Derby, Emily A, X REG EMPLOYEE 01-Jul-2010 £100.00
Quinn, Jennifer L. X 9M DURATIOM 01-Jul-2010 £1,000.00
Szulc, Katarzyna X REG EMPLOYEE 01-Jul-2010 £100.00
TEA-Grad RA 1 H M DURATION 01-5ep-2010 £200.00
TBA-Post-Doc 1 k REG EMPLOYEE 01-0ct-2011 £34,000.04
TBA-Fost-Doc 1 X REG EMPLOYEE 01-0ct-2012 £35,350.00
TBA-Fost-Doc 1 X REG EMPLOYEE 01-0ct-2013 530,774,440
TBA-Fost-Doc 1 X REG EMPLOYEE 01-0ct-2014 538,245.39
TEA-FPost-Doc 1 X REG EMPLOYEE 01-0ct-2015 £39,775.19

3

g

Find Rolodex

Add TBA

|
|
|
| Find Person
|
|
|

Delete

11. In Period 1 Tab, select Items - Add Line Item from the menu bar -

A blank line item will display in the Period 1 tab, highlighted is yellow.

E.4 Modify Budget for Proposal 00002366, Version 1

Summary | Period 1 |T013I

Start Date: 01-Oct-2011 | End Date: | 305ep-2012 | Cost Limit- 5.00| No. of Months:
Total Cnst:| $63?.26| Direct Coel:l $393.3?| Indirect Cost: $243.89
Underrecovery: | $.00| Cost Sharing: | .00 Direct Cost Limit: £.00
Line CE Cost Hement Descriplion Description Qnty Cost Start Date End Date
14011070 a) Faculty Salary - Academic Quinn 1.00 §104.46|01-Oct-2011 30-Sep-2012
2|a031080 a) Faculty Salary - Summer Quinn 1.00 §35.59(01-0ct-2011 30-5ep-2012
34061550 a) Grad R/A Academic Year (Mo FB Graduate Student RA £203.93/01-0ct-2011 30-5ep-2012

4 0.00 30-5ep-2012

£.00(01-0ct-2011
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12. Select Items - Select Cost Element from the menu bar or double click on the CE field to display the list of Available Cost

13. Select the appropriate Salary Line item; you can chose from the following:

&I Cost Elements

Cnch:l:| Description: |

o ——r
151081 Al faculty Salap MM CAP Non-Begular Bezeareh A

121070 alFacutty Salacy - KManualloflation | ’ Cancel ]
A141081 a) Faculty Salary - Non-Regular Research b

A021080 a} Faculty Salary - Part Time (PT Rate)

40581081 a) Pozt Doc (Nen-Senior) - Manual Inflation

101061 Al Postloc (Seninr 2 Kanislinflation

For our example, we will chose A091061 — a) Post-Doc (Non-Senior) — Manual Inflation and click the [OK] button.

A091061 Post Doc (Non-Senior) is used for TBA Post-Docs since they are not considered Senior / Key Personnel. This
category will map to the Post Doctoral Associates under Other Personnel on the R&R Budget form.

The selected personnel line item is displayed highlighted in yellow.

E.4 Modify Budget for Proposal 00002366, Version 1

Summary | Peried 1 |T013I|

Start Date: |01-0ct-2011 | End Date: |305ep-2012 | Cost Limit- 5.00| MNo. of Months:
Total Cnst:l $63?.26| Direct Cnst:l $393.3?| Indirect Cost: $243.89
Underrecovery: | $.00| Cost Sharing: | $.00 Direct Cost Limit: £.00
Line CE Cost Hement Description Description Qnty Cost Start Date End Date
1jan11070 &) Faculty Salary - Academic Quinn 1.00 £104.46(01-0ct-2011 30-Sep-2012
2(a031090 &) Faculty Salary - Summer Quinn 1.00 £35.59|01-0ct-2011 30-Sep-2012
3061550 a) Grad R/A Academic Year (Mo FEB) Graduate Student RA 1.00 £203.93(01-0ct-2011 30-5ep-2012
4| ADS106 1| a) Post Doc (Mon-Senior) - Manual Inflation 0.00, £.00/01-Oct-2011 30-5ep-2012

14. To add Personnel Budget detail for the salary line item, select Items -> Personnel Budget from the menu bar -

This step is extremely important for establishing the accurate salary amount of personnel and for calculating the appropriate
person months on the Grants.gov budget forms.
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Select Budget Persons

MName Job Code Appeointment Type 0K
Derby, Emiby A. REG EMPLOYEE
Quinn, Jennifer L. SK DURATION
Szulc, Katarzvna REG EMPLOYEE
THA-Grad R4 1 SI DUBRATION

IT8A-Post-Doc 1

REG EMPLOYEE
E—

TBA-Post-Doc 1

REG EMPLOYEE

TBA-Post-Doc 1

REG EMPLOYEE

TBA-Post-Doc 1

REG EMPLOYEE

EIEA R ES B B

TBA-Post-Doc 1 REG EMPLOYEE

multiple entries for the individual with Anniversary Date of Hire; in this example, TBA-Post-Doc 1.

16. Click one of the TBA-Post-Doc 1 and click the [OK] button.

It does not matter which entry you click on for the TBA Post-doc 1, Coeus will use the correct TBA-Post Doc 1 entry based
on the Effective Date entered and the dates of the period the individual is being added to.

time frame the individual will commit to the project.

Personnel Budget Details

Cost BIm.- | 1551061

|3t|:|uc(Nnn-5eniur}-r.'|anua||nﬂatiun|5lﬂﬂ Date - |g1_pct-2014 End Date - |3).5ep-2012
Desc.:| | Concel |
Cost: Urderrecovery: Cost Share: Guankity: 1.00

BA-Pozt-Doc 1

Completing the personnel details for each individual on the project is a critical component to ensure Coeus makes the
accurate salary calculations for budgeted personnel.

17. Check and adjust if necessary the Start Date and End Date fields for each individual added to the salary cost element. The Start
Date and End Date for the selected personnel default to the Start and End Date of the proposal period. Typically, Post-Docs
work the full period/calendar period. If that is the case you do not need to modify the dates.

18. Select the appropriate Period from the drop down list. The field defaults to Cycle and must be changed to reflect the
appropriate period.

The Period defines the committed time frame for the individual and is used to calculate the number of Person Months that
populates the Grants.gov budget forms.

In this example, select Calendar from the Period drop-down menu.

19. Enter the percentage of the person’s salary to be charged to the project in the % Charged field -i.e. portion of costs borne by
sponsor. (This value cannot be greater than the % Effort value.)
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In this example, enter 100.

20. Enter the percentage of the person’s time to be charged to the project in the % Effort field.
TN

' When % Effort is greater than the % Charged, Cost Sharing will be generated when the [CALCULATE] button is clicked. If
there is no salary cost sharing, then the % Charged and % Effort fields are the same. (See related topic - Cost Sharing)

In this example, enter 100.

Personnel Budget Details

Cost Bm.- | 1091051 |t Doc (Non-Senior) - Manual Infiation | Start Date -|g1_oct2011 | End Date = |30.5ep 2012

Desc.:

Cost: | 3430000] Undemocovery: | 5o Cont Shar | 500 Qe

MName Job Code| Start Date | End Date Period XCha'Ead % Hfort Salary
I'I'E!A—F‘I:rs-t—DDl: 1 HM-0ct-2011  [30-Sep-2012  Calendar 100.00 100.00 $34,000.04

E.4 Modify Budget for Proposal 00002366, Version 1

Summary | Period 1 |To13|

Start Date: |01-Oct-2011 End Date: |30-5ep-2012 Cost Limit: 5.00| No. of Months:
Total Cost: §73,177.62 Direct Cost: §45,171.37 Indirect Cost: §28,006.25
Undemecovery: 5,00 | Cost Sharing: £.00| Direct Cost Limit: £.00
Line CE Cost Hement Descriplion Description Qnity Cost Start Date End Date
1|A011070 a) Faculty Salary - Academic Quinn 1.00 £104.46(01-0ct-2011 30-Sep-2012
2|A031090 a) Faculty Salary - Summer Quinn 1.00 £35,59|01-0ct-2011 30-Sep-2012
34061550 a) Grad R/A Academic Year (Mo FB) Graduate Student RA 1.00 £208.93(01-0ct-2011 30-Sep-2012
I 4|A091061 a) Post Doc {Mon-Senior) - Manual Inflation 1.00] £34,000.00|01-0ct-2011 30-5ep-2012

When the out-years of the budget are generated, Coeus will enter the appropriate salary for this individual, for each budget
period based on the Effective Date of the salary and the Period dates.

22. Select File - Save from the menu bar - E . (Remember to save often!)

End of Procedure

O ENTERING NON-PERSONNEL LINE ITEMS
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Non-Personnel Line Items within a budget (or Non-Personnel Cost Elements) describe what goods or services will be purchased out
of the award funded to the proposal. Such items include equipment, maintenance contracts, travel expenses, tuition fees, supplies,
and other operating expenses.

You will begin by adding the line items to Period 1 of the budget, and Coeus will use the information entered as the base for the
remaining years.

PROCEDURE

1. Inthe Budget Section, navigate to the Period 1 Tab to begin adding non-personnel line items.

2. Select Items - Add Line Item from the menu bar - .

£+ You can use the keyboard shortcut <Ctrl> + <A> (or <Command> + <A> for Mac users) to add a line item without having to
use the mouse. This can be a big time saver since you will be adding many line items per budget.

E.d Modify Budget for Proposal 00002366, Version 1

Summary | Peried 1 |T013I|

Start Date: |01-0ct-2011 | End Date: |305ep-2012 | Cost Limit: 5.00| No. of Months:

Total Cost: | §73,177.62|  Direct Cost: | $45,171.37|  Indirect Cost: | $25,006.25

Underrecovery: | 5.00| Cost Sharing: | 5.00| Direct Cost Limit: | s.00
Line CE Cost Hement Description Description Qnity Cost Start Date End Date
1|a011070 &) Faculty Salary - Academic Quinn 1.00 $104.46|01-0ct-2011 30-5ep-2012
2|A031080 a) Faculty Salary - Summer Quinn 1.00 $35.59(01-0ct-2011 30-5ep-2012
3|Aa051550 &) Grad RfA Academic Year (Mo FB) Graduate Student RA 1.00 §208.93(01-0ct-2011 30-5ep-2012
44091061 Post Dioc - Manual Inflation  |PostDoc £34,000.0001-Oct-2011 30-5ep-2012

£.00(01-0ct-2011

3. Select Items -> Select Cost Element from the menu bar or double click on the CE field to display the list of Available Cost
Elements.

Code: Description:

Direct Costs - Mot to be u=ed in Propozal Development

005530 Indirect Costs - Not to be uzed in Proposal Development B
AO11070 ay Faculty Salary - Academic

A031080 a} Faculty Salary - Summer

A121070 a} Faculty Zalary - NIH CAP - Academic / vear

A131080 a) Faculty Salary - NIH CAP - Summer

A151081 a) Faculty Salary - NIH CAP -Non-Regular Research

ALS1070 a} Faculty Salary - Manual Inflation

The Line Items (Cost Elements/Sub Codes) are grouped by category and within the category they are grouped alphabetically. Use
the scroll bar on the right-side of the window to navigate down the Cost Element/Sub Code list.
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The categories are organized as follows:

a) Personnel/Graduate fees (Senior/Key Personnel/Post Docs/Grad RAs/Related Fees)

b) Personnel (Staff/Students)
c) Operating Expenses

d) Subcontracts

e) Property

f) Trainee/Participants

g) Facilities

The full listing of all Coeus Cost elements can be found on the Coeus Webpage.

4. Inthe Cost Element Window, click on the non-personnel cost element you want to include and click the [OK] button.

E.4 Modify Budget for Proposal 00002366, Version 1

Summary | Peried 1 |T0ta|

Start Date: |01-0ct-2011 | End Date: |305ep-2012 | Cost Limit- 5.00| MNo. of Months:
Total Cost- | £73,177.62|  Direct Cost- | $45,17.37|  Indirect Cost: $28,006.25
Underrecovery: | 5.00| Cost Sharing: | $.00 Direct Cost Limit: £.00
Line CE Cost Hement Description Description Qnity Cost Start Date End Date
1/4011070 &) Faculty Salary - Academic Quinn 1.00 $104.46(01-0ct-2011 30-5ep-2012
2|A031080 a) Faculty Salary - Summer Quinn 1.00 $35.59(01-0ct-2011 30-5ep-2012
3|Aa051550 &) Grad RfA Academic Year (Mo FB) Graduate Student RA 1.00 §208.93(01-0ct-2011 30-5ep-2012
4|a091061 &) PostDoc (Mon-Senior) - Manual Inflation  |PostDoc 1.00 £34,000.00(01-0ct-2011 30-5ep-2012
I 5|C1340 1lJ| ) Equipment 0.00 €.00(01-0ct-2011 30-5ep-2012

5. For non-personnel budget items, you can enter the costs directly on the line item or in the Budget - Line Item Detail Window.
a. To enter the costs directly on the line item:

Enter the description in the Description field. This field is required for equipment! (The description entered in
the Equipment line item will print on the Grants.gov detailed budget forms.)

For example, click in the Description field and enter "Centrifuge".

Equipment must be budgeted using individual line items for each piece of equipment with a
description entered in the Description field. This is required for Grants.gov submissions, but it is also good
practice for all budgets.

Enter a Quantity (if desired) in the Qnty field.
Leave the Quantity field blank, unless you want to record a quantity for your records. This value does not
dffect the line item cost. (In other words, the Cost is not multiplied by the Quantity to get a total cost for the

line item.)

For example, click in the Qnty field and enter "1".

If completing the quantity field, you must enter whole numbers only. If you enter fractions (e.g. 1.5
or 0.5) you will receive an error when trying to submit the application.
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iii. Enter the estimated costs in the Cost field

For example, click in the Cost field and enter "10000" (enter dollar amount with no commas).

E.4 Modify Budget for Proposal 00002366, Version 1

Summary | Period 1 |To13|

Start Date: 01-0ct-2011 | End Date: | 305ep-2012 | Cost Limit- 5.00| No. of Months:
Total Cost: | 533,1??.62| Direct Cﬂd:l $55,1?1.3?| Indirect Cost: §28,006.25
Underrecovery: | £.00| Cost Sharing: | .00 Direct Cost Limit: §.00
Line CE Cost Hement Description Description Qnty Cost Start Date End Date
1la011070 a) Faculty Salary - Academic Quinn 1.00 §104.46|01-Oct-2011 30-5ep-2012
2|A0310580 a) Faculty Salary - Summer Quinn 1.00 §35.59(01-0ct-2011 30-5ep-2012
3|A061550 a) Grad F/A Academic Year (Mo FB) Graduate Student RA 1.00 §208.93|01-0ct-2011 30-5ep-2012
4|A091061 a) Post Doc (Mon-Senior) - Manual Inflation  |PostDoc 1.00 £34,000,00/01-Oct-2011 30-5ep-2012
5 C13401I3| c) Equipment Centrifuge 1.00 £10,000.00(01-0ct-2011 30-5ep-2012

and go to Items - Edit Details (Alternatively you can double-click in the Cost Element Description field to open the cost
element details).

Budget - Line Item Detail

Category: [Si{Ii=1 n '@' On Campuz {:} Off Campuz
Cost Hm: |C134010 |c) Eguipment

Start Date: ||:|1—UE1—2|:|'11 | End Date: |3U—5E‘.|:I—2|:|12 |
Description: Centrifuge

Cost: | $10,000.00 Quantity: Apply Inflation: ]

Cost Sharing: | 5.00 | Submit Cost Sharing: Underrecovery: | 5.00|

Rate Class Rate Type | Apply | Cost | Cost Sharing |

the fields in this window will already be populated with that information.

Every Cost Element is assigned to a budget category based on Sponsor's definitions (Category field). This field is appropriately set
for Grants.gov forms.

If this field needs to be modified to support a specific budget submission requirement, please contact Coeus Help
(Coeus Help@brown.edu).
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Verify/Modify whether On Campus or Off Campus rates are being applied (Defaults to On Campus rates, if Off Campus
Rates apply the [Off Campus] radio button should be selected)

Start Date & End Date fields default to the Budget Period dates. These should not be modified

Enter a Description (Internal Purposes only except for Equipment line items). The Description field is required for
Equipment and each piece of equipment must be budgeted using individual line items.

Enter the Estimated Cost - Cost values can be entered to the penny, but are rounded to the nearest dollar value when
printed. However, the more precise values are used in calculations

Enter a Quantity - Leave the Quantity field blank, unless you want to record a quantity for your records. This value does
not affect the line item cost. (In other words, the Cost is not multiplied by the Quantity to get a total cost for the line item.)
The Quantity field can only be whole numbers (fractions in that field will cause an error)

Turn off Inflation (The Apply Inflation checkbox is defaulted with a check and is not based on if the line item/cost
element/sub code is set up in the rates table to calculate inflation. If the Line Item selected is set to have inflation applied
to it, you can choose to uncheck the Apply Inflation checkbox if you do not want Coeus to calculate inflation on this
particular line item)

Enter Cost Sharing is applicable - Leave the Cost Sharing field blank unless a portion of the cost of the line item is cost
shared (i.e. by department or OVPR funds). Refer to the topic Cost Sharing for more information on entering the amount
funded by the other source in the Cost Sharing field

Submit or Not Submit Cost Sharing for this line item (if cost sharing is present) Refer to the topic Cost Sharing for more
information.

Justify the Personnel Line Item - Click the [JusTIFY] button. (The Justification field can be used and assist you as you prepare
the proposal budget justification, which is uploaded in the Narratives / Attachments section. In addition, this feature is
especially helpful to approvers, as they review the budget.)

i. Click the [OK] button to close out of the Budget — Line Item Detail window and return to the Modify Budget for

6. Select File = Save from the menu bar - B . (Remember to Save often!)

7.

Repeat this procedure for all other Non-Personnel Line items you need to add to your budget.

End of Procedure
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IV. COMPLETING REMAINING BUDGET PERIODS

Budgets in Coeus are created by Period. Once the first period is completed with budget line items, Coeus uses that as a base to
calculate amounts for future periods. The generated budget periods can then be modified to customize your budget accordingly.

O GENERATING REMAINING BUDGET PERIODS

Once all of your Budget Line Items (Cost Elements) are added to the Period 1 budget, Coeus has a function to generate the
remaining budget periods. The budget line items are duplicated into each period and inflation is applied, if applicable, to the line
items within each budget period.

I,

—— The Generating all Periods function can be done only once per budget version; therefore, before you generate the remaining
budget periods, you should review the Period 1 budget for accuracy.

(However, single budget line items can be added and applied to later periods at any time - See topic - Apply Line Items to Future
Periods.)

| PROCEDURE

1. Click on the Period 1 Tab to Review Period 1 budget.

Review you Personnel, Non-Personnel, and Subcontract budget line items (cost elements) to make sure you have included all
the line items you that will be needed for future periods.

L)
2. Check the Inflation Rates by clicking on the Edit < Rates list item from the menu bar - % . Make sure that the inflation rates

that you want to apply are the rates that are stored in that table.

If you need to modify the Inflation rates, see the topic - Adjusting Proposal Rates (F&A, Inflation).

3. To Generate the Remaining Periods, click on the Budget Period - Generate All Periods from the menu bar - g .

&‘I Coeus -
Eile Edit Wiew Action EEIGLEAZGEE Items  Maintzin  Departmental  Ad

2| slo|z|a] X
Desw E

Calculate All Periods
E.d Modify Budget for Calculate Current Period

Szulc, Katarzyna - Coeus Production

Summary | Period 1 | TotEIE Gl All Periods

4. The remaining periods will be generated by Coeus and the tabs will be displayed for each period of the proposal.

E_4 Modify Budget for Proposal 00002366, Version 1

Summary I Period 1 | Period 2 || Period 3| Period 4| Period 5 I Total

Start Date: |01-Oct-2011 End Date: |30-5ep-2012 Cost Limit: 5.00| No. of Months:
Total Cost: £143,677.62 Direct Cost:- £100,171.37 Indirect Cost:- £43,506.25
Underrecovery: | 5.00| Cost Sharing: | $.00| Direct Cost Limit | 5,00

Each tab will display the same line items in each period with the appropriate inflation of the costs.
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Period 1 Tab:

£.4 Modify Budget for Proposal 00002366, Version 1

Summary | Period 1 | Period 2 | Period 3 | Period 4 || Period 5 | Total

Start Date: |01-0ct-2011 | End Date: 305ep-2012 | Cost Limit- 5.00| No. of Months:

Total Cost: | $143,677.62)  Direct Cost: | $100,171.37  Indirect Cost: £43,506.25

Underrecovery: | 5.0, Cost Sharing: | $.00| Direct Cost Limit: §.00
Line CE Cost Hement Description Description Qnty Cost Start Date End Date
1:A011070 a) Faculty Salary - Academic Quinn 1.00 £104.46)01-Oct-2011 30-5ep-2012
2|AD31090 a) Faculty Salary - Summer Quinn 1.00 $35.5901-Oct-2011 30-Sep-2012
3|a061550 a) Grad R/A Academic Year (Mo FB) Graduate Student RA 1.00 $208.9301-0ct-2011 30-5ep-2012
44091061 a) Post Doc (Mon-Senior) - Manual Inflation  [PostDoc 1.00 $34,000.00§01-0ct-2011 30-5ep-2012
5/C134010 ) Equipment Centrifuge 1.00 $10,000.00(01-0ct-2011 30-5ep-2012

Start Date: | 10/01/2012] End Date: |30-Sep-2013 Cost Limit: £00| No. of Months:

Total Cost: $146,606.30 |  Direct Cost: $101,979.56 Indirect Cost: $44,627.34

Underrecovery: | 5.00| Cost Sharing: 5.00| Direct Cost Limit- 500
Line EE Cost Hement Description Description Qnity Cost Start Date End Date
1/a011070 a) Faculty Salary - Academic Quinn 1.00 £109.04P1-0ct-2012 30-Sep-2013
2|A0310%0 a) Faculty Salary - Summer Quinn 1.00 $£37.01pP1-0ct-2012 30-5ep-2013
3|A0&1550 a) Grad /A Academic Year (Mo FE) Graduate Student RA 1.00 §218.09P1-0ct-2012 30-5ep-2013
4|A091061 a) Post Doc (Mon-Senior) - Manual Inflation  [PostDoc 1.00 $35,360.00P1-0ct-2012 30-Sep-2013
5|C134010 c) Eguipment Centrifuge 1.00 £10,000.00(01-0ct-2012 30-5ep-2013

All the budget line items from Period 1 populated Period 2 with an inflation calculated on the budget line items that take inflation.

Notice that the Equipment and Subcontract line items have no inflation calculated; these cost elements, are programmed in Coeus
not to calculate inflation.

5. Click on the Total Tab to see the totals for all budget periods.

d Budge Proposal 00002366, Ve

Summary | Period 1| Period 2 || Period 3 | Period 4 || Period 5 | Total |

Cost Hement Description Period 1 ' Period 2 ' Period 3 ' Period 4 | Period 5 | Total

AD11070 a) Faculty Salary - Academic S104 45 $109.04 $113 40| S117.94 122 21 $567.05
A031090 a) Faculty Salary - Summer §35.59) $37.01 $33.50| $40.04) 54164 $192.78
AD61550 a) Grad R/A Academic Year (Mo FB) 5208.93 5218.09) 5226.31 523538 5244 41 $1.134.12
ADS1061 a) Post Doc (Non-Senior) - Manual Inflation $34,000.00) $35,360.00) $36,774.40) $38,245.38 539,775.19 $184,154.97
C134010 c} Equipment §10,000.00) §10,000.00) £10,000.00) £10,000.00) £10,000.00) $50.000.00(

6. Select File = Save from the menu bar - E to save your generated periods. (Remember to save often!)

With all the Budget Periods generated, you may need to make a number of adjustments to the budget. See topic - Modify
Line Items by Period.

End of Procedure
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O MODIFYING LINE ITEMS BY PERIOD

After you have generated all the budget periods, you may need to make adjustments to the budget, such as deleting an expense
that isn’t appropriate in a later period, or adding line items to one or more periods.

Once your budget periods have been generated with using the Period 1 budget as the base, you can further modify a specific budget
period.

There are several adjustments that can be made to a selected budget period:

1. Edit a Non-Personnel Line Item
2. Editing a Personnel Line ltem
3. Add aline ltem
4. Delete a Non-Personnel Line Item
5. Delete a Personnel Line Item
| PROCEDURE

> Editing a Non-Personnel Line Item
Line Items Cost Elements can always be modified during the budget building process and any or all budget periods can be modified.

The information below is a sample of what may be edited:
A. Description, Qnty, Cost fields, etc. of a selected cost element.
1. Open the tab for the budget period you want to EDIT a Line Item in by clicking on that Tab.
In this example, click | Period 2 Tab |.
2. Select the Cost Element you want to edit and make the necessary changes.

In this example, select the Equipment line item and change the Description to Microscope, the Qnty field to 2, and the Cost to

$15,000.
E.4 Modify Budget for Proposal 00002366, Version 1
Summary | Period 1 | Period 2  period 3 | Period 4| Period 5 | Total

Start Date: |01-0ct-2012 End Date: |30-5ep-2013 Cost Limit: $.00| No. of Months:

Total Cost: £151,606.50 Direct Cost: £106,579.56 Indirect Cost: §94,627.34

— - S
Line CE Cost Hement Description Description Qnty Cost Start Date End Date
1011070 @) Faculty Salary - Academic Quinn 1.00 §109.04/01-0ct-2012 30-Sep-2013
2|A031090 @) Faculty Salary - Summer Quinn 1.00 §37.01/01-Oct-2012 30-Sep-2013
3/A061550 a) Grad RfA Academic Year (Mo FB) Graduate Student RA 1.00 $218.09/01-0ct-2012 30-5ep-2013
4|A091061 3) Post Doc (Mon-Senior) - Manual Inflation  |PostDoc 1.00 §35,360.00|01-0ct-2012 30-58p-2013
I 5| C134010\ c) Equipment Microscope 2.00| £15,000.00/01-0ct-2012 30-5ep-2013

3. Select File - Save from the menu bar - E to save your changes.

> Editing a Personnel Line Item
To edit personnel salary you must modify Individual’s % Effort in a Personnel budget details of a salary line item:

1. Open the tab for the budget period you want to edit the information for.

In this example, click | Period 3 Tab |.
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2. Select the appropriate salary line item that stores the individual you want to modify the effort for and select Items - Personnel

Budget from the menu bar - E

&I Coeus - Szulc, Katarzyna - Coeus Production
Budget Periods

|-|J@|‘|m|3§|# Add Line Ttem.. Cirl+A ﬁl.l.l %lglﬂull il

Ctrl4+1

File Edit View Action

—l Insert Line Item..
0/®| o[ 8[8] %] oceteroe en..
| Summary || Period 1| Period z| Period 3 | Select Cost Element...

!
Start Date- |01-Oct-2013 Sync to Period Cost Limit Cirl+z 2014 Cost Limit: | 5.00| No. of Months:

Total Cost: Sync to Direct Cost Limit Cirl4D $103,858.74 Indirect Cost: | $45,?92.41|

Und ’7 Agplytolater periods - £.00| Direct Cost Ijr-'l:| s.DD|

Line CE Cost Hement Description Description Qnity Cost Start Date End Date

1a011070  |a) Faculty Salary - Academic \GQuinn | 1.00) $113.40(01-0ct-2013 30-Sep-2014 |
T T N T T T 1 T |

Maintain Departmental Admin  Central Admin  Report Window Help

Desc-- | gyjinn

Cost: 5112.40| Undemecovery: z.pp| Cost Share: cgp| ‘Quantity: 1.00

Cost Hm.- | 511070 |a) Facutty salary - Academic | Start Date - [g1.gct2013 | End Date - 305652014

Delete
Name Job Code| Start Date | End Date Period % Chamged | % Hiort Salary -
Quinn, Jennifer L. X 01-0ct-2013  |01-Jun-2014  Academic 10.00] 10.00] F100.40)
Quinn, Jennifer L. 01-S2p-2014  |30-Sep-2014  Academic 10.00 10.00 $12.00 ’ Calculate ]

3. Modify the % Charged and % Effort fields for the selected personnel.

In this example, change the % Charged to 50 and % Effort to 75 for both lines.

Personnel Budget Details

Desc.: |Quinn |

Cost:—01] Undomocoveny: | s00] Cost Shae: | sz Qo100

Cost Bm.- | 4511070 |a) Facuty Salary - Academic | Start Dalte -|g1oct2013 | End Date - 30.5¢p.2014 _

Delete
MName Job Code| Start Date | End Date Period % Charged | % Hfort Salary
i Detail
Quinn, Jennifer L. [ 01-0ct-2013  |M-Jun-2014  Academic 50.00 To. 3502.02 .
Quinn, Jennifer L. [ 01-Sep-2014 [30-Sep-2014  Acadermnic 50.00 TE-.IIIIZII 25495 [ Calculate ]

The selected individual's salary will be modified based on the new %Charged / Effort entered.

4. Click the [OK] button to close out of the Personnel Budget Details window and return to the Period tabs.

5. Select File - Save from the menu bar - E to save your changes.
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> Adding a Line Item

There are times that you want to specifically add a line item to just a certain period.
1. Open the tab for the budget period you want to Add a Line Item

In this example, click | Period 4 Tab |.

2. Select Items - Add Line Item from the menu bar -

Line EE Cost Hement Description Description Qnty Cost Start Date End Date
14011070 a) Faculty Salary - Academic Quinn 1.00 £117.94(01-0Oct-2014 30-5ep-2015
2/a031090 a) Faculty Salary - Summer Quinn 1.00 $40.04(01-0ct-2014 30-5ep-2015
3|A061550 a) Grad R/A Academic Year (Mo FB) Graduate Student RA 1.00 £235.88(01-0ct-2014 30-5ep-2015
44091061 a) PostDoc {(Non-Senior) - Manual Inflation  |PostDoc 1.00 $38,245,38|01-0ct-2014 30-5ep-2015
5(C134010 c) Equipment Centrifuge 1.00 $10,000,00(01-0ct-2014 30-5ep-2015
60039400 d) Subcontracts-Direct (Brown F&A Applie... |Miriam Hospital - First 25K Direct Costs 1.00 §25,000.00|01-0Oct-2014 30-5ep-2015
7|D043400 d) Subcontracts-Direct (Mo Brown F&A) - MIH |Miriam Hospital - Reminder Direct Costs 1.00 §5,000.00|01-Oct-2014 30-5ep-2015
3(D063400 d) Subcontracts-Indirect (No Brown F&A) - ... [Miriam Hospital - Indirect Costs 1.00 $15,000.00(01-Oct-2014 30-Sep-2015

| a|| 0.00 £.00(01-Oct-2014 30-5ep-2015

For this example, let’s add Travel — Domestic line Item with cost of 5100

3. Select Items - Select Cost Element from the menu bar or double click on the CE field to display the list of Available Cost
Elements.

5. Complete the necessary fields and select File = Save from the menu bar - E to save your changes

Line CE Cost Hement Description Description Qnty Cost Start Date End Date
1011070 a) Faculty Salary - Academic Quinn 1.00 $117.94(01-Oct-2014 30-5ep-2015
2|A031080 a) Faculty Salary - Summer Quinn 1.00 £40.04(01-Oct-2014 30-5ep-2015
34061550 a) Grad R/A Academic Year (Mo FE) Graduate Student RA 1.00 £235.88(01-0ct-2014 30-Sep-2015
4|A091061 a) Post Doc (Mon-Senior) - Manual Inflation  |PostDoc 1.00 £38,245,38|01-0ct-2014 30-Sep-2015
5/C134010 c) Equipment Centrifuge 1.00 $10,000.00(01-0ct-2014 30-5ep-2015
5|0032400 d) Subcontracts-Direct (Brown F&A Applie... |Miriam Hospital - First 25K Direct Costs 1.00 $25,000,00(01-0ct-2014 30-5ep-2015
70043400 d) Subcontracts-Direct (Mo Brown F&A) - NIH [Miriam Hospital - Reminder Direct Costs 1.00 55,000.00|01-0ct-2014 30-Sep-2015
3|D063400 d) Subcontracts-Indirect (Mo Brown F&A) - ... Miriam Hospital - Indirect Costs 1.00 £15,000.00|01-Oct-2014 30-Sep-2015

I 9|c323910| c) Travel Domestic 0.00| £100.00(01-0ct-2014 30-Sep-2015

Follow the instructions in the topics: Entering Personnel Line Items, Entering Non-Personnel Line Items, and Entering
Subcontract Line Items for more details on how to enter the required information.

» Deleting a Non-Personnel Line Item

There are times when you may want to delete certain line items from a budget period.
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1. Open the tab for the budget period you want to delete a Line Item from.
In this example, click | Period 2 Tab |
2. Select the Non-Personnel line item you want to delete.

In this example, select the Subcontract — Direct (Brown F&A Applied) Line Item.

3. Click on the Items - Delete Line Item from the menu bar - ﬂ

&ICoeus - Szulc, Katarzyna - Coeus Production
File Edit View Action BudgetPeriods Maintain  Departmental

El ||§,|@|‘|m|m€|€? Add Line Ttem. .. Cirl+A ﬁl.l.l @Elgluullil

) Insert Line Item... Ctrl+L
| E | Delete Line Item...

Admin  Central Admin  Report  Window Help

E_d Modify Budget for Proposal 000 Edit Details...

Period 3| Select Cost Element...
Perzonnel Budget. ..

Summary || Period 1

Start Date: |01-Oct-2012 Sync to Period Cost Uimit Ciri+z 1013 Cost Limit: £.00| No. of Months:
Total Cost: €1  Sync to Direct Cost Limit Ctrl4+D §106,979.56 Indirect Cost: §44,627.34
Undi e |: Agply tln later periods - :-‘FUU‘ Direct Cost Limit: .00
Line CE Cost Hement Description Description Qnty Cost Start Date End Date
1)4011070 a) Faculty Salary - Academic Quinn 1.00 £109.04/01-0ct-2012 30-Sep-2013
2|A031080 a) Faculty Salary - Summer Quinn 1.00 $37.01/01-Oct-2012 30-5ep-2013
3|A061550 &) Grad RfA Academic Year (Mo FE) Graduate Student RA 1.00 $213.09(01-Oct-2012 30-5ep-2013
4/a021061 &) PostDoc (Mon-Senior) - Manual Inflation  [PostDoc 1.00 $35,360.00|01-0ct-2012 30-5ep-2013
5lC134010 c) Equipment Microscope 200 £15,000.00(01-0ct-2012 30-5ep-2013
65|D035400 d) Subcontracts-Direct (Brown F&a Applie... [Miriam Hospital - First 25K Direct Costs 1.00 £25,000.00(01-0ct-2012 30-5ep-2013
7049400 d) Subcontracts-Direct (Mo Brown F&A) - NIH |Miriam Hospital - Reminder Direct Costs 1.00 £5,000.00(01-0ct-2012 30-Sep-2013
3[D05%400 d) Subcontracts-Indirect (Mo Brown F&A) - ... |Miriam Hospital - Indirect Costs 1.00 £15,000,00(01-0ct-2012 30-Sep-2013

4. You will receive the following message:

\‘i) Do you want to delete the current Line tem ?
-

| Yes || No |

5. Click the [YEes] button to complete the delete process.

6. Select File - Save from the menu bar - E to save your changes.

> Deleting a Personnel Line Item

Deleting a Personnel Line Item is a two-step process. It requires that you first remove any Personnel Details affiliated with the salary
line item and then you can delete the Personnel cost element.

If you try to delete a Personnel Line Item from a period without removing the Personnel Details first, you will receive the following
message:

"This line item contains personnel budget details. Cannot be deleted."
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4.

5.

Personnel Budget Details

In this example, click | Period 3 Tab |

Select the Personnel line item you want to delete.

Select Items - Personnel Budget from the menu bar -

Cost Hm.: |A|]G1 SEl

In this example, select the a) Grad R/A Academic Year (No FB) Line Item.

Open the tab for the budget period you want to delete the Personnel Line Item from.

|) Grad RIA Academic Year (No Fa}| Start Date - |pq.get-2013 | BEnd Date - |3p.5ep-2014

Desc-- | Graguate Student RA

o sz Uy | sop|Con S [ sp] Qi

Name Job Code| Start Date | End Date Period % Charged | % Hfort Salary
TBA-Grad RA 1 (X 01-0ct-2013  [01-Jun-2014  [Academic 100.00 100.00 520081
TBA-Grad RA 1 [K 01-Sep-2014  [30-Sep-2014  |Academic 100.00 100.00 526.00 l Cal

You cannot select more than one individual at a time to remove.

A verification message will appear asking: "Do you want to delete this row?"

Select the individuals listed in this window and click the [DELETE] button to remove them.

-- | ADB1550

|} Grad Ria Academic vear (uo FB)| Start Date - [p1_0ct-2013

End Date - |30.5ep-2014

-- | Graduate Student RA

Cost: s226 81| Undemecovery: z.gp| Cost Share: gon| Quantity: 1.00

Click the [YEs] button.

Delete
Name Job Code| Start Date | End Date Period | % Charged| % Bffort Salary -
A-Grad RA 1 Ix D1-0ct-2013  [01-Jun-2014  JAcademic 100.00) 100.00 5200.81 e
TBA-Grad R 1 Ix 01-Sep-2014 [30-Sep-2014 |Academic 100.00 100.00 s26.00 [ Calculate |

\‘\?/‘ Do you want to delete thiz row ?
.
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ECoeus -
File Edit View Action

2| 7|0 2| 54|57

bl®[s]w

E.4 Modify Budget for Proposal 000

Szulc, Katarzyna -

Budget Periods

summary || Period 1| Period 2| Period 3 |_P

Coeus Production
Maintain Departmental Admin Central Admin  Report Window Help

Add Line Ttem... Cirl+A
Cirl+1

Insert Line Item...
Delete Line Item...
Edit Details. ..

Select Cost Element...
Personnel Budget...

CILIE i =l

9. You will receive the following message:

\:?/'- Do you want to delete the current Line tem 7
-

10. Click the [YES] button to complete the delete process.

11. Select File - Save from the menu bar - E to save your changes.

End of Procedure

O APPLYING LINE ITEMS TO FUTURE PERIODS

You may discover that you need to add a line item for one or more periods. If the item is only needed in one period, you can simply

add the line item in the period.

If the line item is needed in several consecutive periods, you can add the line item in the first period where it's required and then

apply it to the later periods.

Start Date: |01-0ct-2013 Sync to Period Cost Limit Cirlaz 014 Cost Limit: 5.00| No. of Months:
Total Cost: &1  Sync to Direct Cost Limit Ctrl4+D 5104,229.33 Indirect Cost: | $46,022.19 |
Underrecovery: Apply 0 later periods . $504.83 | Direct Cost Limit: | 5.00|
Line CE Cost Hement Description Description Qnty Cost Start Date End Date
1|A011070 a) Faculty Salary - Academic Quinn 1.00 €567.01(01-0ct-2013 30-5ep-2014
2|a031090 a) Faculty Salary - Summer Quinn 1.00 $38.50(01-0ct-2013 30-5ep-2014
I 3|a061550 a) Grad RfA Academic Year (Mo FB) Graduate Student RA 0.00 £.00(01-0ct-2013 30-5ep-2014
4{A091061 a) Post Doc (Mon-Senior) - Manual Inflation  |PostDac 1.00 £36,774.40(01-0ct-2013 30-5ep-2014

This is especially helpful because Coeus will calculate the correct amount of inflation for the later budget periods.

PROCEDURE

1. Navigate to the earliest Period tab that you wish to add a new line item to.

2. To add the Line Item, Select Items = Add Line Item from the menu bar -

A blank line item will display, highlighted is yellow.

3. Select Items - Select Cost Element from the menu bar or double click on the CE field to display the list of Available Cost

Elements.

4. Select the Personnel/Non-Personnel Line Item (Cost Element / Sub Code) you wish to add.
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applying to later periods.

When adding a new Personnel cost element, you will have to enter the Personnel Details for that cost element before

For this example, select the C263310 - c) Professional Services cost element and Click the [OK] button.

5.

E.d Modify Budget for Proposal 00002366, Version 1

Summary | Period 1 | Period 2 | Period 3 | Period 4 | Period 5 | Total|

Complete the Line Item Details: Description, Qnty, Cost, etc for the line item just added.

Start Date: 01-0ct-2011 | End Date: | 305ep-2012 | Cost Limit: | 5.00| No. of Months:
Total Cost: | $151,777.62|  Direct Cost: | $105,171.37 | Indirect Cost: | $96,606.25 |
Underrecovery: | $.00 Cost Sharing: | $.00| Dircct Cost Limit: | 5.00|
Line CE Cost Hement Descriplion Description Qnity Cost Start Date End Date
1|4011070 a) Faculty Salary - Academic Quinn 1.00 £104.46(01-0ct-2011 30-Sep-2012
2|A031050 a) Faculty Salary - Summer Quinn 1.00 £35,59|01-0ct-2011 30-Sep-2012
3|A061550 a) Grad R/A Academic Year (Mo FB) Graduate Student RA 1.00 §208.93|01-0ct-2011 30-Sep-2012
4|A091061 a) Post Doc (Mon-Senior) - Manual Inflation  |PostDoc 1.00 $34,000,00(01-0Oct-2011 30-5ep-2012
5C134010 c) Equipment Centrifuge 1.00 £10,000.00|01-0ct-2011 30-5ep-2012
5|0033400 d) Subcontracts-Direct (Brown F&A Applie... [Miriam Hospital - First 25K Direct Costs 1.00 §25,000.00(01-Oct-2011 30-5ep-2012
70043400 d) Subcontracts-Direct (Mo Brown F&A) - NIH |Miriam Hospital - Reminder Direct Costs 1.00 £5,000.00|01-0ct-2011 30-Sep-2012
3|D063400 d) Subcontracts-Indirect (Mo Brown F&A) - ... |Miriam Hospital - Indirect Costs 1.00 £15,000,00|01-0ct-2011 30-Sep-2012
9|C263310 c) Professional / Consultant Services Consultant 2.00 £5,000.00(01-0ct-2011 30-Sep-2012

File Edit View Action
B o |m| 2| @ & v|e5 4

||r’-’?|@| |E| f’|%’|

E.d Modify Budget for Proposal 000

&

Summary | Period 1 | Period 2 | Period 3 ||_P'

Start Date: |01-0ct-2011
Total Cost: g1

Departmental Admin  Central Admin  Report  Window Help

Add Line Item... Cirl+a &El.l.l %lgluull iﬂl
Insert Line Item. .. Cirl+I —
Delete Line Item...

Select Cost Element. ..

Personnel Budaet. ..

Undemecovery: |

Sync to Period CostLimit Ctrl+z 012 | Cost Limit: [
Sync to Direct Cost Limit Ctrl+D $105,1?1.3?| Indirect Cost: I:
i Apply to later periods i <00 | Direct Cost Limik- |—

7.

8. Select File - Save from the menu bar - E .

9. Repeat this procedure for all other Line items

The line item will be applied with the correct amount of inflation to the remaining budget periods.

(Remember to save often!)

you need to add to your budget and apply to later periods.

You have successfully learned how to apply line items to the future periods in your Budget.

End of Procedure

4.5.1.X — Premium Proposal Preparation Guide - V.

3

Page 140 of 250



O SYNCING LINE ITEMS TO COSTS LIMITS

Syncing a non-personnel line item to the Period Cost Limit or Period Direct Cost Limit is useful for tidying up your budget to a round
number by period, or for most effectively keeping a cap on your budget without doing a number of complicated manual calculations.
Coeus will adjust a single line item, reducing or increasing it in order to bring your period cost to an exact amount. This calculation
tool enables the user to adjust a non-personnel line item to meet a total cost limit. Coeus calculates the required overhead, adds (or
subtracts) the direct cost to the selected line item, and calculates the indirect cost. If the amount of a line item is reduced, Coeus
displays a confirmation message.

INTRODUCTION

You cannot sync a Personnel Line Item to the Period Total Cost Limit nor the Total Direct Cost Limit.

In this topic you will learn how to sync Line Items to costs limits.

PROCEDURE

1. Navigate to the Period tab that you wish to work in.

2. Enter the limit for the period in either the Period Cost Limit field or Direct Cost Limit

E.4 Modify Budget for Proposal 00002366, Version 1

Summary ||PE|'i'3':| 1| Period 2 | Period 3 | Period 4 | Period 5 | Total

Start Date: 01-0ct-2011 End Date: |30-Sep-2012 | Cost Limit- £.00| No. of Months:
Total Cost: 5151,777.62 Direct Cost: 5$105,171.37 Indirect Cost: 546,606.25
Underrecovery: 5.00| Cost Sharing: $.00 | |Dircct Cost Limit: £105,000}00
Line CE Cost Hement Description Description Qnty Cost Start Date End Date
14011070 a) Faculty Salary - Academic Quinn 1.00 £104.46(01-0ct-2011 30-5ep-2012
2|A031080 a) Faculty Salary - Summer Quinn 1.00 $35.59(01-0Oct-2011 30-5ep-2012
3061550 a) Grad R/A Academic Year (Mo FB) Graduate Student RA 1.00 §208.93|01-Oct-2011 30-Sep-2012
4|A091061 a) Post Doc (Mon-Senior) - Manual Inflation  |PostDoc 1.00 £34,000.00|01-Oct-2011 30-Sep-2012
5/C134010 c) Equipment Centrifuge 1.00 $10,000.00(01-0Oct-2011 30-5ep-2012
&|0033400 d) Subcontracts-Direct (Brown F&A Applie... |Miriam Hospital - First 25K Direct Costs 1.00 §25,000,00(01-0Oct-2011 30-5ep-2012
70043400 d) Subcontracts-Direct (Mo Brown F&A) - NIH [Miriam Hospital - Reminder Direct Costs 1.00 $5,000.00/01-0Oct-2011 30-5ep-2012
30062400 d) Subcontracts-Indirect (Mo Brown F&A) - ... [Miriam Hospital - Indirect Costs 1.00 $15,000,00(01-0Oct-2011 30-5ep-2012
9|C263310 c) Professional / Consultant Services Consultant 2.00 §5,000.00/01-0ct-2011 30-5ep-2012

3. Click to select a non-personnel line item to adjust.

For this example, select the Equipment Line Item.
4. Depending on what you want to sync your line item to, from the menu bar select either:
a. Items -» Sync to Period Cost Limit or
b. Items - Sync to Direct Cost Limit

For this example, Items - Sync to Direct Cost Limit applies.
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&If_oeus - Szulc, Katarzyna - Coeus Production
File Edit WView Action Maintain Departmental Admin  Central Admin  Report Window Help

B 7o 2| &|veeg[g Aerene e g imE| &= Mm@ @
- X Insert Line Item. .. Cirl+1
: & | 2| o |5 Delete Line Item. ..

Summaryl Period 1 | Period 2 || Period 3| ¢ Select Cost Element...

Budget Periods

Personnel Budget. ..

Start Date: |01-Oct-2011 Sync to Period CostLimit Cirl+z 1912 Cost Limit: $.00| No.of Months:

Total Cost: s Sync to Direct Cost Limit Ctrl+D £105,171.37 Indirect Cost: 846,606.25

; EE ’7 Agply bI: later periods . —WI Direct Cost Limit- £105,000.00
Line CE Cost Hement Description Description Qnty Cost Start Date End Date
1|A011070 a) Faculty Salary - Academic Quinn 1.00 $104.46(01-Oct-2011 30-5ep-2012
2|A031090 a) Faculty Salary - Summer Quinn 1.00 £35.59(01-Oct-2011 30-5ep-2012
3|A061550 a) Grad R/A Academic Year (Mo FEB) Graduate Student RA 1.00 $208.93(01-Oct-2011 30-5ep-2012
4{a091061 a) PostDoc (Mon-Senior) - Manual Inflation  [PostDoc 1.00 $34,000.00(01-0ct-2011 30-5ep-2012
I 5/C134010 c) Equipment Centrifuge 1.00! £10,000.00/01-Oct-2011 30-Sep-2012
6|D033400 d) Subcontracts-Direct {Brown F&A Applie,.. [Miriam Hospital - First 25K Direct Costs 1.00 $25,000.00(01-Oct-2011 30-5ep-2012
70045400 d) Subcontracts-Direct (Mo Brown F&A) - MIH [Miriam Hospital - Reminder Direct Costs 1.00 $5,000.00|01-Oct-2011 30-5ep-2012
(0055400 d) Subcontracts-Indirect (Mo Brown F&A) - ... [Miriam Hospital - Indirect Costs 1.00 $15,000.00(01-0ct-2011 30-5ep-2012
9|C263310 c) Professional [ Consultant Services Consultant 2.00 £5,000.00|01-0ct-2011 30-5ep-2012

If the budget is being decreased, you will be asked if you want to reduce the line item cost to make the direct cost same as
direct cost limit:

direct cost 2ame as direct cost limit

\::) Period direct cost iz greater than the direct cost limit for this period. Do you want to reduce this ling item cost to make the

| Yes |[ Mo |

5. Click the [Yes] button. The amount in the Cost field of the selected line item will decrease.

If the budget is being increased, the amount in the Cost field of the selected line item will increase.

6. Select File = Save from the menu bar - E . (Remember to save often!)

7. Repeat this procedure for all the periods in your budget you want to set the limit for.

This calculation tool is designed to get your budget period close to the limit as possible, but due to rounding and overhead,
it may not be able to calculate the budget to the exact amount you specified. The calculation may be a penny more or a penny
less than the limit. If it calculates the line item so that the total budget is a penny more than the specified limit, reduce the line
item by a penny and save.

You have successfully learned how to Sync line items to cost limits.

End of Procedure
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V. OTHER BUDGET FEATURES

This section will introduce you to other Budget Features available in Coeus. More closely it will explain how to create a Modular
Budget, upload Sub Award Budgets and how to enter Cost Sharing in a budget.

0 NEW SUB AWARD BUDGET PROCESS DRIE

If your proposal is a Grants.gov submission and you will be issuing Sub Awards, you need to upload the Sub Award budgets in the
Budget Section of Coeus.

The new sub award budget process is a user-friendly process that automatically adds Sub Award Line Items/ Cost Elements to the
budget based on:

—>the Sub Award Budget Uploaded; or

Users will no longer have to manually add Sub Award Line Items/Cost Elements to their budgets.

Coeus will parse the data into the appropriate Line Items/Cost Elements in each budget period, including determining the first
$25,000, F & A exemption, etc.

Subcontract Budgets are entered on the Adobe Sub Award Budget Attachment (RR Budget V1.0, V1.1, or V1.2) Form extracted from
the appropriate Grants.gov Adobe form package.

Clase Form_| [ Mext | [ checkFom forErrors | | Sav= || PrintPage | | about
RESEARCH & RELATED BUDGET - SECTION A & B, BUDGET PERIOD 1

* ORGANIZATIONAL DUNS:
* Budget Typa: I Project Subaward/Consortium I

Enter nama of Organization: |

|
e - strtose ] enanate | ] ovsgetpancs

A. SenlorKey Parson

Cal. Acad. Sum. * Requestsd *Fringe

Prefix  *FirestMame  Middle Name * Last Name Sufmix ‘ProjectRole  Base Salary($) Moniha Months Monthe  Salary ($)  Banefita {$) * Funds Requestsd ($)
| I I [ leoses I | | I I ]
2 [ I I I [ I I | I[ IL |
3 [ I I I I I I Il IL |
[ [ I I I =i I I | I[ IL |
s [_[ I I | - I I I Il IL |
L I I I =i I I | I[ IL |
| I | I G I | | N I | | I |
bl N 7 I I I | I | | I | |
9. Taotal Funds requested for all Senlor Key Persons In the aftached file ]

L —

> New Subaward Budget Upload Process ﬂlﬁ‘k

INTRODUCTION
In this topic you will learn how to upload, translate and include Sub Award budgets to your proposal.
Complete your budget in Coeus as you usually would with the following EXCEPTIONS:

—>DO NOT add any Sub Award Cost Elements into your budget manually.

—>Generate all your Budget Periods before entering Sub Award Budget details.
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PROCEDURE

These steps must be followed for every detailed Sub Award budget file you want to include with the proposal submission:

1.

2.

3.

4.

5.

Navigate to the Budget Section of your proposal.

Erll‘loeus - Szulc, Katarzyna - Coeus Production
File W=s[88 View Action BudgetPeriods Items Maintain Depart

| Betes || 838 & @

Persons...
= CostSharing Distribution. .. = B ﬂ
M Under Recovery Distribution... Byt iRt A VA |

me—=  Budget Justification...

5 i -
ur Project Income... Period 4 | Period 5 | Total

Modular Budget

— :

&q‘l Sub Award Budget

Proposal Number: 00005515 Version Number: 1
. Organization Name Form Name PDF XML [ 0K |
[ Caneel |
| Add |
Cam ]
I A L il

Click the [ApD] button to reveal the required fields.

Enter the required information in the Organization Name field in accordance with the required naming conventions. (Enter the
name with no spaces or special characters.)

&4‘] Sub Award Budget

Proposal Number: 00005515 Version Mumber: 1
.| Organization Name Form Name PDF XML [ oK ]
Test _ ® ¥ Not Generated | [ Cancel ]
l Add ]
T

Click on the [urLOAD] button to search your computer and select the Sub Award Budget file you want to upload.

15 Version Mumber: 1
Form Name PDF XML [ 0K ]
B BT
[ Add ]
[ Doae ]
i Upload i
I Translate ]
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6. Once you select the file you want to upload, click on the [TRANSLATE] button.

7. Click on the [SuB AWARD DETAILS] button to open the Sub Award Details Entry Window.

Proposal Number: 00005515
. Organization Name XML
| 38 Not Generated |

By

including the extracted Direct, Indirect, and Total Sub Award Costs.

&'I Sub Award Detail Entry
Name: Test

Peried Direct Cost Indirect Cost Cost Sharing Total Cost oK
1 $43,200.00 $30,750.00 $.00 §79,950.00) | Syne w1

2 540,200.00 £25,125.00 8.00 855,325.00 CI

Use the Comments box to insert any notes you wish about the uploaded Sub Award files.

Comments:

8. Close out of the Sub Award Budget Section by clicking on the [OK] button.
o
' You will notice that upon closing out of the Sub Award Section, the Subcontract Line Items/Cost Elements are
automatically added to the applicable project periods.

Summary| Period 1 | Period 2 | Total
Start Date: |01-5ep-2013 End Date: |31-Aug-2014 Cost Limit: $.00| No.of Months:
Total Cost: £81,950.00 Direct Cost: £79,950.00 Indirect Cost: £2,000.00
Undermecovery: £.00| Cost Sharing: £.00| Direct Cost Limit: £.00
Line CE Cost Hement Description Description Qnty Cost Start Date End Date
1039400 d) Subcontracts-Direct (Brown F&A Applie... [Test 0.00| £25,000.00|01-5ep-2013 31-Aug-2014
2|D049400 d) Subcontracts-Direct (Mo Brown F&A) - MIH [Test 0.00| $24,200.00|01-5ep-2013 31-Aug-2014
3(D0&3400 d) Subcontracts-Indirect (Mo Brown F&A) - ... Test 0.00 $30,750.00|01-5ep-2013 31-Aug-2014

End of Procedure
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> Replacing an Uploaded Subaward File

- You cannot modify the Sub Award files once they are uploaded in Coeus — it becomes a non-editable file after
uploading and translating to XML. To make updates to the Sub Award budget file or its Justification, return to the
original file to make the changes, and then replace the uploaded Sub Award file.

To replace an uploaded Sub Award file:

1. From the Modify Budget for Proposal Section, select Edit < Sub Award to open the Sub Award Budget Window.
2. Select the line for the subcontractor whose Adobe file you want to replace.

3. Click the [UpPLOAD] button. A file browser window opens.

4. Find the Subcontract Adobe file on your computer, select it, and click [OPEN].

The file browser will close and the screen will return to the SuB AWARD BUDGET window.

5. Click the [TRANSLATE] button. The Adobe file will translate to XML. The last updated time stamps will indicate that the XML has
generated successfully.

If your file has uploaded successfully you should see the following:
0 Green checkmark in XML filed
0 A system generated name of the uploaded file in the Attachments field
0 A message stating “XML Generated successfully” in the Status field.

> Viewing the Uploaded Sub Award File

To view the uploaded Sub Award form:

If any of the above messages are missing, your file may NOT have generated correctly.

1. Click the [VIEw FORM] button.

&‘I Sub Award Budget
Proposal Number: 00002355
. Organization Name

PDF XML

1 MiriamHospital RR Budget V1-1

Details | View XML

The file will display in a new browser window.

> New Sub Award Budget Manual Entry Process £ EW S

—— Complete your budget in Coeus as you usually would with the following EXCEPTIONS:
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- DO NOT add any Sub Award Cost Elements into your budget manually.

—-> Generate all your Budget Periods before entering Sub Award Budget details.

PROCEDURE

1. Once your Budget Periods are generated, select Edit < Sub Award from the Menu.

&I Coeus - Szulc, Katarzyna - Coeus Production

File Q=+ View Action BudgetPeriods [tems Maintain Depart
G| Betes.. A

Persons...
Cost Sharing Distribution. .. E E ﬂ

M Under Recovery Distribution. .. 002366, Yersion 1

=== Budget Justification...
S Project Income. . Period 4 | Period 5 | Total
Modular Budget
Fnat: (] s

2. Click on the [ADD] button to reveal the required fields.

&‘I Sub Award Budget
Proposal Mumber: 00005515 Version Number: 1

Organization Name Form Name PDF XML

LW

{

|
|
|
Ié

3. Enter the required information in Organization Name field in accordance with the required naming conventions.

&‘I Sub Award Budget

Proposal Number: 00005515 Version Number: 1
. Organization Name Form Name PDF XML [ 0K |
Test _ k-4 3 Mot Generated | [ Cancel ]
[ Add |
[ b

4. Click on the [SuB AWARD DETAILS] button to open the Sub Award Details Entry Window.

E.d Sub Award Budget
Proposal Number: 00005515 Version Number: 1

... Organization Name Form Name PDF XML

]
]
Add ]
]
]
]

Translate

—— — —
[

Sub Award Details ]l

A
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5. Inthe Sub Award Details Entry Window enter the Sub Award’s applicable Direct, Indirect and Cost Sharing Costs for each year
E.d Sub Award Detail Entry
MName: Test _Manual
Period Direct Cost Indirect Cost Cost Sharing Total Cost OK
1 £25,000.00 £1,000.00 £500.,00 £26,000.00
2 £25,000.00 £1,000,00 $EUULUU £26,000.00 C I
6. Inthe Sub Award Details Window click on the [OK] button to close the window and return to the Sub Award Budget Section.
7. Close out of the Sub Award Budget Section by clicking on the [OK] button.

I,

Subcontract Line Items/Cost Elements are automatically

—— You will notice that upon closing out of the Sub Award Section, the
added to the applicable project periods.

£.4 Modify Budget for Proposal 00005515, Version 1

Summary| Period 1 | Period 2 || Total
Start Date: |D1-52p-2013 End Date: |31-ug-2014 Cost Limit: $.00| No. of Months:
Total Cost: $23,000.00 Direct Cost: 5£26,000.00 Indirect Cost: 5$2,000.00
Undemecovery: £.00| Cost Sharing: £540.00 | Direct Cost Limit: 5.00
Line CE Cost Hement Description Description Qnty Cost Start Date End Date
10039400 d) Subcontracts-Direct (Brown F&A Applie... [Test _Manual 0.00 £25,000.00(01-5ep-2013 31-Aug-2014
2|D0&9400 d) Subcontracts-Indirect (Mo Brown F&A) - ... [Test _Manual 0.00 £1,000.00|01-5ep-2013 31-Aug-2014

End of Procedure

O CREATING A MODULAR BUDGET

Modular Budgets, one of the two NIH budget components, are applicable to certain research grant applications from domestic
organizations requesting $250,000 or less per year for direct costs. International organizations and others that do not fall under this
definition and they should use the detailed budget forms. Note consortium/contractual F&A costs are not factored into the direct
cost limit. They may be requested in addition to the $250,000 limit. Modular budgets are simplified; therefore, detailed categorical
information is not to be submitted with the application. The modular budget is only applicable to R01, R03, R15, R21, and R34
applications.

For more information on Modular budgets go to http://grants.nih.gov/grants/funding/modular/modular.htm.

Coeus builds the Modular Budget from the Detailed Budget created; therefore the Detailed Budget must be entered first.

PROCEDURE

1.

2.
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E.d Modify Budget for Proposal 00002366, Version 1

Summary | Period 1 || Period 2 || Period 3 | Period 4 | Period 5 | Total|

Versr: Fra: [ St Dot Erd Dot w5205
Rt Furce TorlCont - OH Rte Tpe:
Torl Cost: o Dvect Con imt: s DwatCom: smamam
idrect Cost: — Cou Stamm: | saer

- Budget Status: Incomplete
UR Rate Ty

On/Off Campus: [Detautt |
Modular Budget: [+
Submit Cost Sharing:
Proposal Hierarchy: 3§

3. Select Edit > Modular Budget from the menu bar to open the Modular Budget for Proposal Window.

= View Action BudgetPerinds Items Maintain  Departmental Admin  Central Admin  Report  Window Help

Rots.. AR P I IS E =Y

- Persons...
_E Cost Sharing Distribution. .. JE' EI EI
Budget Justification. ..

 Period 4 | Period 5 || Total|

Project Income...
Modular Budget
Sub Award Final: [] Start Date: |01-0ct-2011 | End Dat

Modular Budget for Proposal 00002366, Version 1

Period 1 | Period 2 | Period 3 || Period 4 | Period 5 || Cumulative|
Start Date: 01-0ct-2011 End Date: 30-5ep-2012 OK
Direct Costs
Cancel
Direct Cost less Consortium F&A: .00 -
Corotin T e |
Total Direct Costs: £.00
indirect Costs [ ]
Rate Nu... Indirect Cost Type  IDC Rate (%) IDC Base Funds Reguested Delete
Total Indirect Costs: $.00
Total Direct and Indirect Costs
Funds Requested: 5.00

Il

= There are tabs for each budget period located at the top of the window. In addition, there is a tab labeled, Cumulative, which
shows the totals for all the periods of your Modular budget.

4. Since the details of the Detailed Budget do not populate the Modular Budget window until you synchronize the budgets. Click
the [SYNC] button. The following message will be displayed.

4.5.1.X — Premium Proposal Preparation Guide - V.3 Page 149 of 250



‘:'/' Are you sure you want to sync the budget modular #
-
-

5. Click the [YEes] button.

When you synchronize the budget by clicking the Sync button, Coeus brings in the associated rates and Direct and Indirect costs
from the detailed budget and applies them to the budget periods in the Modular budget.

Modular Budget for Proposal 00002366, Yersion 1

Period 1 | Period 2 || Period 3 || Period 4 || Period 5 | Cumulative
Start Date: 01-0ct-2011 End Date: 30-Sep-2012
oo
Direct Cost less Consortium F&A: £100,000.00 =
Consortium F&A: £15,000.00
Total Direct Costs: £115,000.00
indect Costs
Rate Nu._.. Indirect Cost Type IDC Rate (%) IDC Base Funds Requested Delete
1 MTDC EZD| 75,171 .3E§| 546,60'5.25|
Total Indirect Costs: 548 606.25
Total Direct and Indirect Costs
Funds Requested: %161,606.25

The Modular Budget Window (each period tab) has the following fields:

Direct Costs Area:

Direct Costs less Consortium F&A — this field is the summary of the direct cost line items excluding [d) Subcontracts-Indirect

(with Brown F&A) and d) Subcontracts-Indirect (without Brown F&A)] for that period, it is rounded up to the nearest
$25,000.

Consortium F&A — this field is the total F&A included in subcontract budget(s) [d) Subcontracts-Indirect (with Brown F&A)
and d) Subcontract-Indirect (without Brown F&A)]. This total is not rounded.

Total Direct Costs — this field is the total of the Direct Costs less Consortium F&A and Consortium F&A.

Indirect Costs Area (Each period has an indirect costs area that shows the total indirect costs for each IDC Rate within that period. If

there are multiple IDC Rates within a period, a separate row will be displayed for each IDC Rate):

Indirect Cost Type — this field indicates the type of IDC base, such as modified total direct cost (MTDC) or total direct cost
(TDC), etc.

IDC Rate (%) — this field indicates the rate of indirect cost applied.
IDC Base — this field total of the direct cost line items that accrue IDC.
*Note - Coeus populates this field with the IDC Base of the Detailed budget. This field should be modified to be the IDC

base calculated from the Modular Budget.

Total Indirect Costs — this field displays the total Indirect Costs requested.
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Total Direct and indirect Costs Area
e  Funds Requested — this field displays the total Direct Costs plus the applicable F&A.

6. To view the Modular Budget for another period, click on that period. To view the Total Modular budget for all the periods, click
on the Cumulative Tab.

Modular Budget for Proposal 00002366, Version 1
Period 1 || Period 2 || Period 3 || Period 4 || Period 5

Total Costs, Entire Project Period

il

Total Direct Cost less Consortium F&A for Entire Project Period: 5425,DDD.DD|
Total Consortium F&A for Entire Project Period: 525,DDD.DD|

Total Indirect Costs for Entire Project Period:
Total Direct Costs and Indirect Costs for Entire Project Period:

5183,943.55|

|
|
Total Direct Costs for Entire Project Period: | 5450,000.nn|
|
|

5533,943.55|

7. You can make any changes necessary to the synchronized Modular Budget by clicking in the field and changing the value.
Remember to make adjustments to the modular budget for each individual period if necessary.

—— If you manually edit the fields in the Modular Budget window do not click on the [SyNc] button again. If you do click the
[SYNC] button, any data that you had entered in the fields will be overwritten with the information from the Detailed Budget!

8. When the Modular Budget is complete click the [OK] button to close out of the window.

9. Select File - Save from the menu bar - E . (Remember to save often!)

2. For Grants.gov submissions, once you have completed the Modular Budget, you need to make sure that the PHS398 Modular
Budget form is set to “Include” with your submission.

To include the Modular Budget Form with your submission follow these steps:
1. Inthe Proposal Development Section, select Action -» Grants.gov to open the Grants.gov Submission Details widow.
2. Click the Forms tab to view the Forms that are included with the submission.

3. For the PHS398 Modular Budget form, click the checkbox in the “Include” column.

Grants Gov Submission Details

Proposal Number - 00002365
Sponsor - 000471 : NATIONAL INSTITUTE OF HEALTH

Opportunity | Forms | Submission Status

Form Name
PHS Cover Letter V1-2

@OooEEREOE

Available

RR. 5F 424V1-2
RR Other Projects V1-3

Avaiable

Available

!DD!!!DE
3

RR Key Person Expanded V1-2 \Available
RR BudgetV1-1 \Available
RR SubAward Budget V1.2 \Available
PHS398 Cover Page Supplement V1-4 \Available

PHS398 Modular Budget V1-1
PHS338 Research Plan V1-3
PHS398 Checklist V1-3
Performance Site V1-4

Available

L

Available

Available

HE|E
HE|E

Available

4. Click the [SAVE] button and save the changes and then click on the [CLOSE] button to close out of the window.
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5. Submission of a Modular Budget may also require the following additional narratives/attachments: Personnel Justification,
Consortium Justification, and Narrative Justification.

These documents need to be uploaded in the Narratives for Proposal Section of the Proposal. For complete instructions on how to
upload Narratives please refer to CO1 — COEUS Premium Proposal Preparation User Guide.

You have successfully created a Modular Budget from a Detailed Budget.

End of Procedure

O CoOST SHARING

All Brown University Cost-Sharing on proposals needs the appropriate approvals and account numbers. Cost Sharing is recorded
in the Coeus budget by Cost Element/Line ltem or the Rates table.

Following types of Cost Share may exist in a Proposal:

e Salary & Fringe is cost shared by putting forth more % Effort than you are charging in the Personnel Budget Detail
window.

e Equipment & Other Direct Costs are cost shared by manually entering the amount covered by Brown in the Budget - Line
Item Detail window.

o F&A (Indirect Costs) is cost shared by reducing the overhead rates in the Rate table for the proposal and answering the
Yes/No question 0B16 as "No." (This type of Cost Sharing requires a manual update to the Institute Proposal record)

e NIH Salary Cap is the difference between what is charged to the grant and the full budgeted salary of the individual.

e NONBRW is Subaward Cost Sharing that must be entered into the Subaward Budget Section of Coeus but is not being
tracked by Brown.

PROCEDURE

Entering Cost Sharing

1. To begin entering Cost Sharing, navigate to the Budget Section by selecting Edit - Budget from the menu bar - |,

Sharing to your Budget.

2. Navigate to the Period Tab you want to enter the cost sharing in. Follow the next steps to enter the different types of Cost

> Entering Cost Sharing for Salary and Fringe Benefits

e Identify which individuals will have their salary partially/fully covered by Brown.
e Once you have identified the person, you will need to go into the Budget Person Window to modify the % Effort and %

2. Select Items - Personnel Budget from the menu bar - w to open the Personnel Budget Details Window.
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Personnel Budget Details

Cost Bm.- | 4p11070 |a) Facutty Salary - Academic | Start Date - g1oct2011 | End Date - 30.5ep.2012

Desc.: |Cluinn |

Cont: |51 Undomecovery. |0 Cos Share |10 Quant

MName Job Code| Start Date | End Date Period % Charged | % Hfort Salary
Quinn, Jennifer L. [ 01-0ct-2011  [31-May-2012  Academic 10.00 10.00 25244
Quinn, Jennifer L. [ 01-Sep-2012  [30-Sep-2012  Acadermnic 10.00 10.00 21202 [ Calculate ]

In the example, Jennifer L. Quinn will be putting forth 10% Effort on the project but charging only 5%. 5% of the salary and fringe will
be cost shared by the department.

3. Adjust the %Charged field to "5" to generate 5% of the salary & fringe to be cost shared.

Personnel Budget Details

Cost Share Amount
Cost Bm.: | 5511070 [a) Facuty salary - Academic for Saary End Date - |30.5ep-2012

Cancel
Desc.: um -
Cost:|  gepp3 Undemecovery: 5.00 | [Fost Share:] ss223] Quantity: 100

Name Job Cede| Start Date | End Date Period % Charged | % Hfort Salary -
Quinn, Jennifer L. (X 01-0ct-2011  [31-May-2012  Academic 5.00) 10.00] 54622 Details
Quinn, Jennifer L. 01-5ep-2012  [30-Sep-2012 |Academic 5.00 10.00 55.01 I Calculate ]

Cost Share Amounts for -~
Fringe Benefit { Indirect

| Rate Class | Rate Type | Apply| Cost
MTDC MTDC 237.74
Employee Benefits FT Rate (Faculty) 514,65

The Cost Share field displays the total amount of Salaries cost shared for the individual.

It is listed individually for each individual line. Select the name (line) of the individual you wish to view cost sharing details
so and it will display below.

4. When you have completed entering the details for the personnel listed in the line item, click the [OK] button to close

5. Select File - Save from the menu bar - E to save your changes.
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> Entering Cost Sharing for Equipment and Other Direct Costs

e Identify which Cost Elements Budget Line Items will be partially/fully covered by Brown.
e Once you have identified the item, you will need to manually enter the amount covered by Brown for the Cost Element

double-click in the Cost Element Description field to open the cost element details).

Budget - Line ltem Detail

Category: [T, n @ On Campus {:} Off Campus
Cost Hm: |C132010 | c) Equipment

Start Date: |01-0ct-2011 | End Date: |30-5ep-2012 |
S

- |Centrifuge
Cost: | 59,828.63 Quantity- Apply Inflation: [ ]
Cost Sharing: | 5.00| Submit Cost Sharing: Underrecovery: | $.00|
Rate Class Rate Type | Apply| Cost | Cost Sharing |

This window displays various details for that budget line item, including Cost and Cost Sharing. The amount entered in the
Cost Sharing field is not subtracted from the Cost field. It is what is being cost shared in addition to the sponsor's cost.

In this example, the equipment costs 510,000. 59828.63 is entered in the Cost field and you will need to enter "171.37" into the Cost
Sharing field to get the total of 510,000.

3. Clickin the Cost Share field and enter "2000".
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Budget - Line ltem Detail

Category: [0 n (%) On Campuz () Off Campus
Cost Bm: |C134010 |c) Eguipment

Start Date: ||:|1—UI21—2|]11 | End Date: |3U—5E|:I—2|:|12 |
Description: |centrifuge

Cost: $9,328.63 Quantity: Apply Inflation: [_]

Sharing: §171.37 Submit Cost Sharing: Underrecovery: | 5.00|

Rate Class | Rate Type | Apply | Cost | Cost Sharing |

4. When you have completed entering the details for the Equipment Cost Sharing, Click the [OK] button to close out the

5. Select File - Save from the menu bar - E to save your changes.

If you had any other Direct Costs being cost shared, you would enter them for the corresponding Budget - Line items just like
you did in the example above.

> Indicating Cost Sharing for F&A (Indirect Costs)

F&A Cost Sharing is not directly entered in the Coeus budget. It is indicated on the proposal record and manually updated by OSP on
the Institute Proposal record. There is a two-step process for indicating F&A Cost Sharing on a proposal.

1. Reduce the overhead rates in the Rate table for the proposal.

2. Answer the Yes/No question 0B16 as "No."

g

* This is typically done when you initially create the budget, but can be modified at a time.

Step 1: Reducing the overhead rates in the Rate Table

o,

1. While in the Budget Section, select Edit - Rates from the menu bar - % to open the Modify Rates for
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Modify Rates for Proposal 00002366, Version 1

Institute |
Fiscal On/OFF Activity Type Start Institute  Applicable
Year Campus Date Rate Rate

MTDC MTDC ~
2012 Off  Organized Research 01 Jul 2011 26.00 26.00| —
202 On Organized Re=earch 01 Jul 2011 62.00 52.00
2013 Off Organized Research 01 Jul 2012 26.00 28.00
2013 On Organized Research 01 Jul 2012 62.00 §2.00
2014 Off Organized Research 01 Jul 2013 26.00 25.00
2014 On Organized Rezearch 01 Jul 2013 62.00 §2.00
2015 Off Organized Research 01 Jul 2014 26.00 25.00
2015 On Organized Research 01 Jul 2014 62.00 62.00
2016 Off Organized Research 01 Jul 2015 26.00 25.00
2016 On Organized Research 01 Jul 2015 62.00 62.00
2017 oOff Organized Research 01 Jul 2018 26.00 2500

In this example, you will Reduce the MTDC (F&A Rate) (University's standard rate that is defaulted for all proposals) from 62.00% to
10.00%.

2. Click in the Applicable Rate field and enter "10" for all the Fiscal Years of the proposal.

irg

* Select the Applicable Rate field to modify based on whether the project is occurring ON / OFF Campus.

Modify Rates for Proposal 00002366, Version 1

Institute |
Fiscal ~ On/Off  Activity Type Start Institute | Applicable oK
Year Campus Date Rate Rate

MTDC MTDC bl
2012 Off  Organized Research 01Jul 2011 26.00 2600 |
202 On Organized Re=earch 01 Jul 2011 62.00 10.00
2013 Off Organized Research 01 Jul 2012 26.00 28.00
2013 On Organized Research 01 Jul 2012 62.00 10.00
2014 Off Organized Research 01 Jul 2013 26.00 25.00
2014 On Organized Rezearch 01 Jul 2013 62.00 10.00
2015 Off Organized Research 01 Jul 2014 26.00 25.00
2015 On Organized Research 01 Jul 2014 62.00 10.00
2016 Off Organized Research 01 Jul 2015 26.00 25.00
2016 On Organized Research 01 Jul 2015 62.00 10.00
2017 oOff Organized Research 01 Jul 2018 26.00 25.00| fw

3. When you are finished modifying the rates, click the [OK] button. If you have already created budget items,
you will be receive the following message:
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&‘I Coeus E'

€} | Saving wil entail recalculation of the budget. Continue ?
\..‘Q/

e [ Mo |

4. Click the [YEs] button.

5. Select File - Save from the menu bar - E to save your changes.

—— After changing your Proposal Rates do not hit the [RESET] or the [SYNC] buttons. If you select [RESET] all the changes you have
made will be undone and if you select [SYNC], the rates will be synced back with the institutional rates.

Step 2: Answering the Yes/No Question 0B16 as “NO”

Reducing the F&A rate on the proposal alone does not indicate that there is Cost Sharing of F&A.

You must answer the YNQ 0B16 - Is this the maximum F&A rate allowed by sponsor - as "No." in the Yes/No Question Section of the
proposal. Please see C03 — Coeus Premium Proposal Finalization User Guide for Instructions on answering the Yes/No questions.
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» Entering Sub Award Cost Sharing alm

e  Obtain the correct cost sharing amounts and the necessary cost sharing approvals from the subawardee.
e Once you have gathered the necessary information, you will need to manually enter the cost sharing amount covered

For this exercise you will enter cost sharing for one of your Sub Awards.

1. Once your Budget Periods are generated, select Edit - Sub Award from the Menu.

ECoeus - Szulc, Katarzyna - Coeus Production
File Q=5 View Action BudgetPeriods [tems Maintain Depart

G et LA

Persons...
Cost Sharing Distribution. .. JE‘ % ﬂ

M Under Recovery Distribution. .. 002366, Version 1

m===  Budget Justification...

Sur i i
Project Income. .. Period 4| Period 5 | Total

Maodular Budget

Coones —— RE :

E.d Sub Award Budget
Propo=al Number: 00005515 Version Number: 1

..., Organization Name Form Name PDF XML

Translate

]
]
= ]
]
]
]

S — — —
I

Sub Aw=d Details ]l

AL

3. Inthe Sub Award Details Entry Window enter the Sub Award’s applicable Cost Sharing Amounts for each year.

EI Sub Award Detail Entry

MName: Test _Manual
Pericd Direct Cost Indirect Cost Cost Sharing Total Cost OK
i §25,000.00 $1,000.00 500,00 $26,000.00  Sync XML
2 £25,000.00 $1,000.00 $500}00 £26,000.00

4. Inthe Sub Award Details Window click on the [OK] button to close the window and return to the Sub Award Budget

Section.

5. Close out of the Sub Award Budget Section by clicking on the [OK] button.
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> Viewing Cost Sharing

You can view the Cost Sharing entered in your proposal in a couple of ways in Coeus.

show the total Cost Sharing for all Periods
and total Cost Sharing by each period

E.d Modify Budget for Proposal 00002366, Version 1

Summary | Period 1| Period 2 | Period 3 | Period 4 | Period 5 || Total|

Version: Final: []

T T

Residual Funds: Total Cost Limit- .00 OH Rate Type:
Total Cost- Total Direct Cost Limit- Direct Cost- §371,443.01 Tﬂﬁﬁ

Indirect Cost: Underrecovery: §154,275.25 | Cost Sharing: §1,247.04

Budget Status:  Incomplete
UR Rate Type: [M7T0OC
On/Off Campus:

Comments:

Modular Budget: [7]

-

Total Cost
Submit Cost Sharing: [_] Sharing by
Proposal Hierarchy: 3§ Periods
Pericd  Start Date End Date No. of Months  Total Cost Direct Cost Indirect Cost Cost Sharing Undemecovery
1|01-0ct-2011 J0-Sep-2012 12.0 $112,941.4% $104,931.22 £7,510.27] $247.04 $39,089.12
2|01-0ct-2012 30-Sep-2013 120 $102,342.51 §97,129.56 £5,212.95 $1,000,00 $27,107.38
3 (01-0ct-2013 20-Sep-2014 12,0 §59,987.22 $54,533.83 £5,453.39 .00 £28,357.59
4|01-0ct-2014 30-Sep-2015 12.0 562,014,490 $56,375.74 $5,637.68 .00 $29,315.90
5 [M1-0ct-2015 30-Sep-2018 12.0 £54,318.82 £58,471.66 £5,847.18 .00 £30,405.20

E.4 Modify Budget for Proposal 00002366, Version 1

Summary | Period 1 | Period 2 | Period 3 | Period 4| Period 5 || Total

Start Date: | 10/01/2011 | End Date: 305ep-2012 Cost Limit: | 5.00| No. of Months:
Total Cost: | $112,441.49|  Direct Cost: §104,931.22 Indirect Cost: $7,510.27
Undemrecovery: | $39,089.12 ICﬂet Sharing: §247.04| Direct Cost Limit: | $105,000.00 |
Line CE Cost Hement Description Description Qnty Cost Start Date End Date
1|A011[J]"0 |a} Faculty Salary - Academic |Quinn | 1.uu| $52.23|01—Oct—2011 30-5ep-2012
) [R— | P— | . anl RO | —

Or you can view the cost sharing by line item. To view the cost sharing by line item follow these steps:

1.

2.
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Customize View

Start Date
End Date

|:| Show Calculated Amounts

[] underrecovery

[ cost Share

®3

() Grouped By Category

Show Columns
Cost Element Cost |:| Campus Flag
Cost Element Description Quantity
Line tem Description [ category

3. Inthat window in the “Show Columns” section check the Cost Share checkbox and click [OK] button. You will return to the

3 | Period 3| Perdd 3| Prrod 4 Pared 5| Totl

E.d Modify Budget for Proposal 00002366, Version 1

Summary | Period 1 | Period 2 | Period 3 | Period 4 || Period 5 | Total|

SRt Date: 0002003 U Dalw: 30 %00 2012 Cost Limst: £90 Mo.of Monthe: 120
Totod Cont $ULALG|  Dewct Cont 83493122 inchemct Cont: 28027
Underrecavery 439.005.13 Cost S £247.04| Dhmct Cost Lima: $108,000.50

e CE Cost Bemert Descrption [oeespion ey o= it Dtz [ et Dt
VMM a) Paity Salay - Aadens Quen L x50
Taonom  w) Fe ey - e rn | e =]
HA08190 ) Grmt A Academe Tew (o H) Graduate sadet s 108 20 Ses-201
GANRIAL ) Post Doc PlonSerser) - Maruis st PonDoc 108 3 Se 2012
SC%E K Dament Gt o8 Wiz
Voo @ rowe Pk e, B o er— 5
TOORAN ) Subcovwacts Crect e Irown FAA] - R M Hortal - Rande Dreci ot | 100 5
SDOMPN0 ) Sexermacts deirest (e Brime P4 -, Mrim Hosla - Feirect Costy [T 0 Sa0r201,
SCRIM €] hobesors | Cormtan Servees Koreitant 208 30500

.

Start Date: |10/01/2011 | End Date: | 305ep-2012 | Cost Limit: | 5.00] No. of Months:
Total Cost: | §112,441.43|  Direct Cost: | §104,931.22|  Indirect Cost: | $7,510.27 |
Underrecovery: | $35,082.12| Cost Sharing: | $247.04| Direct Cost Limit | $105,000.00 |
Line CE Cost Hement Description Description Qnty Cost Start Date End Date Cost Share
1{A011070 a) Faculty Salary - Academic Quinn 1.00| £52,23(01-0ct-2011 30-Sep-2012 852,23
2|a031080 a) Faculty Salary - Summer Quinn 1.00 £35.59(01-0ct-2011 30-5ep-2012 .00
3|Aa051550 &) Grad RfA Academic Year (Mo FB) Graduate Student RA 1.00 $208.93(01-0ct-2011 30-5ep-2012 .00
4lang1061 @) Post Doc (Mon-Senior) - Manual Inflation PostDoc 1.00 534,000.00(01-0ct-2011 30-Sep-2012 5.00
5)C134010 c) Equipment Centrifuge 1.00 $9,828.63(01-0ct-2011 30-5ep-2012 $171.37
6(D033400 d) Subcontracts-Direct {Brown F&A Applied) - NIH [Miriam Hospital - First 25 Direct Costs 1.00/ $25,000.00/01-0ct-2011 30-Sep-2012 .00
70043400 d) Subcontracts-Direct (Mo Brown F&A) - NIH Miriam Hospital - Reminder Direct Costs 1.00 £5,000.00/01-0ct-2011 30-5ep-2012 .00
&|D0E2400 d) Subcontracts-Indirect (Mo Brown F&A) - NIH Miriam Hospital - Indirect Costs 1.00/ $15,000.00[01-Oct-2011 30-5ep-2012 £.00
9|C263310 c) Professional / Consultant Services Consultant 2.00 £5,000.00/01-0ct-2011 30-5ep-2012 .00

= You will need to follow the above instructions in each period tab you want to see the Cost Sharing Column for the Line
Items/Cost Elements.
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> Submitting Cost Sharing to the Sponsor

Coeus allows users decide whether or not they want to submit cost sharing present in a proposal to the sponsor. Prior to this
enhancement, any cost sharing present would automatically appear on the SF 424 (R&R) form, Box 15 b. Total Non-Federal Funds
field.

With this enhancement users are allowed to:
e Submit NONE of the Cost Share present in the Budget
e  Submit ALL the Cost Share present in the Budget
e  Submit SOME of the Cost Share Cost Share present in the Budget (by line item)

To Submit NONE of the Cost Share present in the Budget:

1. Navigate to the Budget Section by selecting Edit - Budget from the menu bar - & .

2. Inthe Summary tab of your budget, there is a checkbox for Submit Cost Sharing. The default selection for this box is checked

(meaning that all the cost share would be submitted to Sponsor)

E.4 Modify Budget for Proposal 00002366, Version 1

Summary | Period 1| Period 2 || Period 3 | Period 4 || Period 5 || Total

Version: Final: Start Date: |11-5ep-2011 | End Date: |31-Aug-2015 |
Residual Funds: | s.00 Total Cost Limit- | £.00/ OH Rate Type: |ut0C ~|
Total Cost: | $555,031.35| Total Direct Cost Limit: | £.00 | Direct Cost: | $371,250.41]
Indirect Cost: | $183,780.94 Underrecovery: | $.00 | Cost Sharing: | $1,282.31|
. Budget Status: ||n-:um|:|lete V|
UR Rate Type: [imoc ~|
On/Off Campus: | Defaut |

Modular Budget:

|Submit Cost Sharing: []|
Proposal Hierarchy: 3§

3. Uncheck the Submit Cost Sharing checkbox to indicate that you do not want to submit any of the cost sharing present in the
budget to the sponsor.

E.d Modify Budget for Proposal 00002366, Version 1

Summary | Period 1| Period 2 || Period 3 | Period 4 || Period 5 | Total

Version: Final: Start Date: |01-Sep-2011 | End Date: 31-Aug-2015 |
Residual Funds: | $.00 | Total Cost Limit: | 5.00 OH Rate Type: [utoc |
Total Cost: | $555,031.35| Total Direct Cost Limit: | $.00| Direct Cost: | $371,250.41|
Indirect Cost- $183,780.94 Underrecovery: | $.00| Cost Sharing: | $1,282.31
- Budget Status: |In|:c|m|:|lete V|
UR Rate Type: [uT0c =]
On/Off Campus: |Defaut |

Modular Budget -

| Submit Cost Sharing: [] |
Proposal Hierarchy: 3§

4. Select File - Save from the menu bar - E to save the changes you have made.
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—— With the Submit Cost Sharing checkbox not checked, none of the Cost Share in the proposal will be submitted to Sponsor. Also,
in the SF 424 (R&R) form, Box 15 b. Total Non-Federal Funds field you will see $0.00

To Submit ALL of the Cost Share present in the Budget:

1. Navigate to the Budget Section by selecting Edit - Budget from the menu bar - & A

2. Inthe Summary Tab of your budget, there is a checkbox for Submit Cost Sharing. The default selection for this box is checked

(meaning that all the cost share would be submitted to Sponsor)

E.d Modify Budget for Proposal 00002366, Version 1

Summary |Peri0d 1| Period 2 || Period 3 | Period 4 || Period 5 || Total

Version: Final: Start Date: |01-Sep-2011 | End Date: |31-Aug-2015 |
Residual Funds: | 5.00| Total Cost Limit: | 5.00 OH Rate Type: [uTDC ~|
Total Cost: | $555,031.35 | Total Direct Cost Limit: | $.00| Direct Cost: | $371,250.41
Indirect Cost: | $183,780.34 Underrecovery: | 5.00 | Cost Sharing: | $1,282.31|

- Budget Status: ||n-:-:|m|:|lete V|

UR Rate Type: [uroc |

On/Off Campus: |Defaurt "|

Modular Budget: [v]
|submit Cost Sharing: []|
Proposal Hierarchy: 3§

3. Leave the Submit Cost Sharing checkbox checked to indicate that you do want to submit ALL of the cost sharing present in the
budget to the sponsor.

4. Select File - Save from the menu bar - E to save the changes you have made.

—— With the Submit Cost Sharing checkbox checked, ALL of the Cost Share in the proposal will be submitted to Sponsor. Also, in
the SF 424 (R&R) form, Box 15 b. Total Non-Federal Funds field you will see the total amount of cost share present in the proposal
budget.

To Submit SOME of the Cost Share present in the Budget (By Line Item):

1. Navigate to the Budget Section by selecting Edit - Budget from the menu bar - & .

2. Inthe Summary Tab of your budget, there is a checkbox for Submit Cost Sharing. The default selection for this box is checked

(meaning that all the cost share would be submitted to Sponsor)
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E.d Modify Budget for Proposal 00002366, Version 1

Summary | Period 1| Period 2 || Period 3 | Period 4 || Period 5 || Total

Version: Final: Start Date: |91-Sep-2011 | End Date: |31-Aug-2015 |
Residual Funds: | $.00 | Total Cost Limit: | s.00 OH Rate Type: [uTDC ~|
Total Cost: | $555,031.35 | Total Direct Cost Limit: | £.00/ Direct Cost: | $371,250.41 |
Indirect Cost- $183,780.94 Underrecovery: | $.00 | Cost Sharing: | $1,282.31|
Comments: Budgetl Status: |Inu:u:|rn|:|lete V|
UR Rate Type: [imoc ~|
On/Off Campus: | Defaut v

Medular Budget -

|Submit Cost Sharing: [/]|
Proposal Hierarchy: 3§

3. Leave the Submit Cost Sharing checkbox checked to indicate that you do want to submit the cost sharing present in the budget
to the sponsor.

4. Navigate to the Period Tab in your budget that has Cost Sharing and select the Line Item that contains Cost Sharing.

E.4 Modify Budget for Proposal 00002366, Version 1

summary | Period 1 | Period 2 | Period 3 || Period 4| Period 5 || Total

Start Date: |9/01/2011 | End Date: |31-8u0-2013 | Cost Limit: | 5.00| No. of Months:
Total Cost: | $226,935.52  Direct Cost: | §151,500.11)  Indirect Cost: $75,435.71
Underrecovery: | £.00| Cost Sharing: | £252.31| Direct Cost Limit: | $105,000.00
Line CE Cost Hement Description Description Qnity Cost Start Date End Date Cost Share
I 1/A011070 a) Faculty Salary - Academic Quinn 1.00 £52,00(01-5ep-2011  [31-Aug-2013 £52.0
2|A031080 a) Faculty Salary - Summer Quinn 1.00 $35.59|01-5ep-2011 31-Aug-2013 £.00
3061550 a) Grad R/A Academic Year (Mo FB) Graduate Student RA 1.00 $203.00(01-5ep-2011 31-Aug-2013 £.00
4(a091051 a) Post Doc (Mon-Senior) - Manual Inflation PostDoc 1.00 $59,360.00/01-5ep-2011 31-Aug-2013 £.00

5. Select Items - Edit Details form the menu bar or double click on the Cost Element to open the Budget — Line Item Detail

Budget - Line ltem Detail

Category: |Seni|:|r Perzonnel _I @ On Campus {:} Off Campus

Cost Hm:- |A011070 |a) Facuty Salary - Academic
Start Date: ||:|'1—5E=|}-2|]'11 | End Date: |31—Aug—2l}13 |
Description: |q,inn

Cost: | $52.00 Quantity: 100/ Apply Inflation:
Cost Sharing: | $52.00| Submit Cost Sharing: Underrecovery: | 5.00
Rate Class | Rate Type | Apply| Cost | Cost Sharing |
MTDC MTDC 542 46 $42 46
Emplovee Benefiz FT Rate (Faculty) £16.48 51648

(meaning that the cost share for this line item would be submitted to Sponsor).

6. If you do NOT want to submit Cost Sharing for this line Item, uncheck the Submit Cost Sharing checkbox.
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Budget - Line ltem Detail

Category: |Senin:|r Perzonnel _I (%) On Campuz () Off Campus

Cost Hm:- |A011070 |a) Facutty Salary - Academic
Start Date: |01-Sep-2011 | End Date: |31-Aug-2013 |
Description: |q,inn

Cost: | 552.IIIIII| Quantity: 1.00 Apply Inflation:
Cost Sharing: | $52.00 Liibmit Cost Sharng:[ ]|  Underrecovery- | .00
Rate Class Rate Type | .prlr| Cost | Cost Sharing |
MTDC MTDC 242 46 542 46
Employee Benefitz FT Rate (Faculty} 516 48 51648

7. Click [OK] to close out of the Budget — Line Item Details window.
8. Select File - Save from the menu bar - E to save the changes you have made.

9. Repeat these steps for all the line items that you do not want to submit cost sharing for.

I,

Sharing Box unchecked, ONLY the Cost Share for the Line Items that have the Submit Cost Sharing checkbox checked will be
submitted to the Sponsor. Also, in the SF 424 (R&R) form, Box 15 b. Total Non-Federal Funds field you will only see the total amount
of cost share for those line items that have the Submit Cost Sharing checkbox checked. (All the other line items will be excluded.)
For this option the Submit Cost Sharing checkbox on the Summary Tab must be checked.

End of Procedure
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VI. MODIFYING THE BUDGET

This section will introduce you to modifying Overhead and Inflation Rates on a Proposal Level, to adjust Budget Dates/Period
Boundaries, and how to create alternative budget versions.

O ADJUSTING BUDGET DATES

To change the Budget Dates of a proposal, you must first change the Start and End Dates in the Proposal tab of the Proposal Details
section. Once those dates are changed, when you navigate to the budget, you’ll be asked if you want to adjust the budget to the
new time period.

PROCEDURE

1. To navigate to the Proposal Tab in the Proposal Details Section.

2. Type in the new Start and End Dates in the Start and End Date fields and Select File < Save from the menu bar - E to save
your changes.

E.d Proposal Details - 00002366

Proposal | Organization | Mailing Info | Investigator | Key Person | Special Review | Science Code | Other

Proposal No: |uuu&2395 Stabus: |In Progress Proposal Hierarchy: 3 Namative: 3§ Budget: ||

Lead Unit: |DDDU-EI1:E|r|}wn University |
Title:

Guide Propozal

| Start Date: [01-sep-2011 | IEnd Date: |

|
Proposal Type: |iew ~] Award Nn:| |

iy
3. Navigate to the Budget Section of your proposal by selecting Edit - Budget from the menu bar - & . Select the Budget you
want to open and click the [MobIFY] button.

You will receive the following message:

\.‘i) The budget dates are not within the project =tart date and end date, do you want to adjust the period boundariez
-

| Yes || No |

4. Click the [YEs] button. The Define Periods Window will open to confirm the new budget periods. If those are correct, click the
[OK] button.

Define Periods

Budget Start Date: 1 5cn 2011
w End Date: 31—AIJQ—2U‘1E
Period Start Date End Date Default
5 | ) looin1/2011 31-Aug-2012
| 2 01-5ep-2012 31-Aug-2013
| 3 01-5ep-2013 31-Aug-2014
| 401-5ep-2014 31-Aug-2015 Lot
| 5 01-5ep-2015 31-Aug-2016
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5. You should click the [YES] button to sync the Proposal Rates to the most current University rates.

When changing budget dates, always check the Budget Persons Table and the Personnel Budget Details of the personnel
line items to be sure the correct time frames are reflected and if not make sure that you make the necessary adjustments!

6. Select File - Save from the menu bar - E to save your changes.

End of Procedure

O ADJUSTING PERIOD BOUNDARIES

Coeus creates 12-month budget periods by default, but you can adjust the number of periods and their lengths based on sponsor
requirements.

INTRODUCTION

In this topic you will learn how to adjust Period Boundaries.

PROCEDURE

1. To navigate to the Proposal Tab in the Proposal Details Section.
2. |If applicable, type in the new Start and End Dates in the Start and End Date fields and Select File - Save from the menu bar -

E to save your changes. Omit this step if the Start and End Dates are not changing.

B
3. Navigate to the Budget Section of your proposal by selecting Edit - Budget from the menu bar - &3 . Select the Budget you

want to open and click the [MoDIFY] button.

entered in step Error! Reference source not found. For Proposal Details. If you did not make any changes in step 2,
omit this step.

5. Select Budget Periods - Adjust Period Boundaries.
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ECDEUS - Szulc, Katarzyna - Coeus Production
File Edit View Action Items Maintain Departmental Admin  Central Admin  Report Window Help

AR IS =E]
0

Delete. ..

Calculate All Periods
Calculate Current Period

Generate All Periods 5| Total|

Adjust Period Boundaries

Define Periods

Budget Start Date: [o1.sep-2011 |
Budget End Date: [31.au9-2016 |

Period Start Date End Date Default
05/01/2011 31-Aug-2012
201-5ep-2012 31-Aug-2013
3 01-5ep-2013 31-Aug-2014
401-5ep-2014 31-Aug-2015 L=
5 01-5ep-2015 21-Aug-2018

6. Make the necessary changes.

Use the button for the following actions:

BuTTON ACTION

Add a period at the end of the list

Insert a period before the selected period. The selected period
has the pointing finger icon to the left and is highlighted in
yellow. To select a period, click in the row

Delete Delete the selected period

Default Sync to the default 12-month periods defined by the Start
Date and End Date on the SUMMARY tab

For Example,

Adjust the Dates for Period 1 to: 09/01/2011 — 08/31/2013
Adjust the Dates for Period 2 to: 09/01/2013 — 01/31/2014
Adjust the Dates for Period 3 to: 02/01/2014 — 08/31/2014
Adjust the Dates for Period 4 to: 09/01/2014 — 12/31/2015
Adjust the Dates for Period 5 to: 01/01/2016 — 08/31/2016
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Budget Start Date:
Budget End Dot

Pericd | Start Date End Date

| 1D1-5ep-2011 31-Aug-2013

| 2{01-5ep-2013 31-Jan-2014

| 3p1-Feb-2014 31-Aug-2014

| 401-5ep-2014 31-Dec-2015

& | 5 D1-Jan-2016 08/31/201]

7. Click the [OK] button to save the changes you have made in that window.

\‘i) Do you want to Sync Proposal rates with the currrent Institute rates 7
-

8. You should click the [YES] button to sync the Proposal Rates to the most current University rates.

When changing budget dates, always check the Budget Persons Table and the Personnel Budget Details of the personnel
line items to be sure the correct time frames are reflected and if not make sure that you make the necessary adjustments!

9. Select File - Save from the menu bar - E to save your changes.

E.4 Modify Budget for Proposal 00002366, Version 1

Summary | Period 1| Period 2 || Period 3 || Period 4 | Period 5 | Total

Version: Final - Start Date:
Resius Furcs: Toal Cot tt:
Total Cost: Total Direct Cost Limit: 5.00
et Cont A—

Comments:

£ Dte: s aug20is |

OH Rate Type:froc___— ]
Direct Cos:
T
Budet Staus:
T —
On/OH Campus:

Modular Budget: [v]
Submit Cost Sharing: [
Proposal Hierarchy: 3§

Period  Start Date End Date No. of Months | Total Cost Direct Cost Indirect Cost Cost Sharing Undemecovery
1|01-Sep-2011 31-Aug-2013 24.0 £226,935.82 £151,500.11 £75,435.71 £282.31 .00
2|01-5ep-2013 31-Jan-2014 5.0 $36,518.36 570,628.61 £15,889.75 $1,000.00 £.00
3|01-Feb-2014 31-Aug-2014 7.0 §55,529.91 $34,277.72, £21,252.19 5.00 £.00
4|01-5ep-2014 31-Dec-2015 15.0 £119,614.77 §73,836.27 £45,778.50 £.00 .00
5|01-Jan-2018 31-Aug-2018 8.0 $56,432.49 541,007.70 £25,424.79 5.00 .00
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End of Procedure

O CREATING AN ALTERNATIVE BUDGET VERSION

You can create as many budget versions on a proposal as needed. A New budget version can be created or you can make a copy of a
previously created budget version and then make changes to it according to your needs.

Select Budget

Proposal Number: 00002355
Sponsor: 000471 : NATIONAL INSTITUTE OF HEALTH

Status: | Incomplets + | Final Version: 1 |

B3
oK
Version  Start Date  End Date Total Cost Final
New

3 1 01Sep2011 31 Aug 2016 5§555,031.35
Modify
Display
Copy
NEW Allows you to create a whole NEW budget — this will
NOT copy over your Budget Persons Table
MODIFY Allows you to modify the selected budget
DISPLAY Allows you to display the selected budget (View
Mode)
COPY Allows you to copy the selected budget
FINAL Allows you to mark the budget as final
BUDGET STATUS Allows you to mark your budget as incomplete or
Complete/Incomplete complete

If you want to create a New Budget version from scratch, you can select the [NEw] button and follow the instructions in this guide
for completing the required sections of the budget.

You can also copy the budget you already created and make changes to it according to your needs by selecting the [CopY] button.

You should know what kind of changes you will be making to the budget before you copy a budget to decide if you want to copy
Period 1 or all Periods. If you will be making a minor change to the budget that will occur in only one or two periods, you should
copy all periods. On the other hand, if you will be making major changes to the budget, but you would like to retain the input from
Period 1 to start with, you should copy Period 1 only, make your changes and then generate the remaining budget periods.

If there is only one version of the budget, it is automatically selected and will be the one copied. However, if there is more than one
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!

Select Budget

Proposal Number: g0002358
Sponsor: 000471 : NATIONAL INSTITUTE OF HEALTH

Budget Status: Final Version: 1
Version Start Date  End Date Total Cost  Final
==Y 1 01Sep2011 31 Aug 2016 $555,031.35

The following copy window will open up with two choices: Copy period one only or Copy all periods.

Copy Budget E'

A new Version of the budget will be 0K
created based on version 1

© Copy period one orly

() Copy all periods

2. Select the desired copy option and click the [OK] button. This will open a copied version of your budget with either one period
or all periods, depending on what copy option you have selected.

E.d Modify Budget for Proposal 00002366, Version 2

{Summary || Period 1 | Total

I Version: |2 I Final: [] Start Date: |D1-Se|:|-2l]11 | End Date: |31-Aug-2016 |
Residual Funds: | s.00| Total Cost Limit: | s.00| OH Rate Type: [iT0c -
Total Cost: | $226,935.52 | Total Direct Cost Limit: | 500 Direct Cost: | $151,500. 11 |
Indirect Cost: | $75,435.71 | Undemrecovery: | $.00 | Cost Sharing: | $282.31

Note that the copied version has a new Version number which is 2 in our example above.

3. You can write a note to yourself to distinguish between versions of your budget so that you will know what changes you have
made in the Comments field in the Summary Tab (for example enter “A copy of Budget Version 1”)

4. Sync your proposal rates to the current institute rates and make any changes to the rates that are necessary by selecting Edit -

L]
Rates from the menu bar - £0 to open the Modify Rates for Proposal Window.

5. To being making the changes to the new budget versions follow the applicable instructions in this guide.

6. Select File - Save from the menu bar or click the Save icon - E to save the changes you have made.

End of Procedure
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VII. FINALIZING AND PRINTING BUDGETS

This section will cover how to finalize a budget for submission and how to select the appropriate Grants.gov budget forms. In
addition, the topic will cover the various print options for budgets.

O FINALIZING THE BUDGET
You can work on the budget for as long as you need to, saving it between sessions as needed. A version of the budget needs to be

marked as final and complete before the proposal is submitted for routing. If you have created a number of budget versions you
need to select one to be the Final Version of your budget.

PROCEDURE

1. Navigate to the Select Budget Window by selecting Edit - Budget from the menu bar -

Select Budget

Proposal Number: 00002366
Sponsor: 000471 : NATIONAL INSTITUTE OF HEALTH

Budget Status: Final Version:

Verzsion Start Date End Date Total Cost Final
1 01Sep2011 31 Aug 2016 555503135 [

3 2 015ep2011 31 Aug 2016 522693582 [

| (e
N
X)

=2

Direct Cost- | §151,500.11 Undemrecovery- | &.00
indirect Cost: | §75,435.71  Residual Funds: | &.00
Cost Sharing: | £782.31 OH Rate Type: MTDC

Comments:
Last Updated: | 15-Mar-2011 05:35:03 P Updated User- [Szulc, Katarzyna

2. Click on the budget you want to select as Final and check the Final checkbox. Upon checking the Final checkbox, you will receive
the following message:

&‘I Coeus

X

€} \ ‘“You are designating a new final version. Are you sure?
\._f/'

[ Yes || No |

3. Click the [Yes] button. The Budget Version you have selected will become the final version.
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Select Budget

Proposal Number: 000023585
Sponsor: 000471 : NATIONAL INSTITUTE OF HEALTH

Budget Status: |Fma| Version: 1 | oK
Version Start Date  End Date  Total Cost  [Final
= 1 01Sep2011 31 Aug 2016 $555,031.35 | [

2 013ep2011 31 Aug 2016 s22893582 [

<]

JUZUEN.

This indicates that only this version of the budget will be transmitted to the sponsor. (You can also indicate this Final status
on the Summary tab of the Budget Details by checking the Final Checkbox). Also, if this budget is a modular budget, be sure that the
Modular Budget checkbox is checked on the Budget Summary Tab.

E_4 Modify Budget for Proposal 00002366, Version 1

Summary | Period 1| Period 2 || Period 3 | Period 4 || Period 5 | Total

Version: Final:- Start Date: |(1-5ep-2011 | End Date: | 31-Aug-2016 |
Residual Funds: | £.00| Total Cost Limit: | £.00| OH Rate Type: [17Dc |
Total Cost: | $555,031.35| Total Direct Cost Limit: | 500 Direct Cost: | $371,250.41
Indirect Cost: | $183,780.94 Underrecovery: | $.00| Cost Sharing: | $1,282.31]
Comments- Budget Status: ||n|:um|:|lete V|

UR Rate Type: fimnc =]

On/Off Campus: |Defﬂurt V|

| Modular Budget: []
Submit Cost Sharing: ||
Proposal Hierarchy: 3¢

4. Inthe Select Budget Window, after marking the budget as final, set the status of the final budget to Complete by clicking on the

Arrow to the right of the Budget Status to display the available selections. Select the “Complete” option.

Select Budget

Proposal Number: oooozass
Sponzor: 000471 : NATIONAL INSTITUTE OF HEALTH

Budget sliil-lﬁ‘-II Incomplete + | Final Version: 1
Total Cost Rnal
$555,031.35

s2e5835.82 [

alrly] B
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Upon setting the final budget to Complete, the budget validations will be run at that time. If you have checked the Modular
Budget checkbox but did not create a Modular Budget, the system will let you know and you will need to correct these things before
you can set the budget to Complete.
budget is set to Complete, you can no longer open it in Modify View. If you want to open it in Modify View you will need set the
budget back to Incomplete status.

5. When you have selected a version as Final and Complete, click the [OK] button to close out of the Select Budget Window.

E_d Proposal Details - 00002366

PFUIJUSE||Organizaticln Mailing Info || Investigator | Key Perzon || Special Review | Science Code | Other

Propesal No- ||]|JU|]2355 Status: |In Progress Proposal Hierarchy: 3§ Namative: 3 |Budget:

Lead Unit: |IJIJDIJD1:Br|:|wn University |
Title:

Guide Proposal

Start Date: ||]1—SE|:|—2EI11 | End Date: |31—Aug—201ﬁ |
Proposal Type: [iew -] Award No:| [E
Activity Type: |0rganized Research LI NSF Code: |F_D1 . Agricultural - Life Sciences LI

6. To print out the Grants.gov Detailed or Modular Budget Forms, while in the Proposal Details Section, select Action -

Grants Gov Submission Details

Proposal Number - 00002356
Sponsor : 000471 : NATIONAL INSTITUTE OF HEALTH

Opportunity ‘ Forms || Submission Status

Funding Opportunity Number: [PA-10-067 | &8 Select Opportunity
esearch Project Grant (Parent RO1) Delete Opportunity
Opportunity Title -
Type: | Application ~
Submission End Point :| 2007 End Point v
Revision Type
Save
() Increase Award () Increase Duration () Other (Spedify)
() Decrease Award () Decrease Duration
CFDANumber: | | Competition Id - [ADOBEFORMS 51 T
Opening Date - |15-Oct-2010 12:00:00 AM Closing Date : |07-Jan-2013 12:00:00 AM
Schema URL : http: //applyd7.grants.gov/fapply/opportunities jschemas fapplicant foppP A-10-06
7-cidADOBE-FORMS-B 1. xsd
Instmichinn LIR1 - http:/fapply07.grants.gov fapply foppor tunities finstructions fopoP A-10-067-cd [
< | >

Selected 1 out of 4 Available Optional Forms

submission.
8. If the budget is a Modular Budget click the PHS398 Modular Budget V1-1 Form Include checkmark to have the form included in

the submission. If the budget is NOT a Modular Budget click the RR Budget V1-1 Form Include checkmark to have the form
included in the submission.
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Grants Gov Submission Details

Proposal Number - 00002366
Sponsor - 000471 : NATIOMAL INSTITUTE OF HEALTH

Opportunity I Forms I Submission Status

Form Name er— e [ Select Opportunity ]
PHS Cover Letter V1-2 O [ |Available [ Delete Opportunity ]
RR SF 424 V1-2 [ Validate ]
RR. Other Projects V1-3 Available Subm
RR. Key Person Expanded V1-2 Available

R Budget V1-1 O O] |avaiable ‘\ Refrech
RR. SubAward Budget 1.2 | [0 [|available I Save I
PHS5398 Cover Page Supplement W1-4 Available O R
PHS 398 Modular Budget V1-1 g g Available ( I Print |
PHS398 Research Plan V1-3 Available
PHS398 Checklist V1-3 Available [ B ]
Performance Site V1-4 Available

9. After selecting the Budget form you want to include with the submission, click the [SAVE] button. To print out the form click the
[PRINT] button and the PDF of the budget form will appear in a new browser window.

End of Procedure

O PRINTING BUDGET FORMS

There are a variety of Budget forms that can be printed from Coeus. The Budget section contains 6 budget forms that look at
different slices of the budget, while the Grants.gov window contains the required Budget forms available for each particular
Grants.gov submission.

Coeus gives you the option to print the following Budget Forms:
e  Budget Summary by Period
e  Cost Sharing Summary by Period
e  Cumulative Budget
e  Budget Total
e Industrial Budget by Period
e Industrial Cumulative Budget

When you print the forms from Coeus, a PDF document will be generated. Then you can print a hard copy from Adobe.

INTRODUCTION
In this topic, you will learn how to print the budget forms from the Budget Section, Grants.gov Section and Proposal Details Section
in Coeus.

PROCEDURE

> Printing Coeus Budget Forms:
1. Navigate to the Budget Section of your proposal by selecting Edit < Budget from the menu bar - =],

2. Once in the Budget Section, select File & Budget Summary from the menu bar. (You can also select the Print Total item —
however it is just one form.)
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ECOEUS- - Szulc, Katarzyna - Coeus Productio
5= Fdit View Action BudgetPerinds Items Maintain

Inbox big Eﬁlﬁ%l%lrglggl

Close ||%|E’|U;?|!I _lf:

posal 00002366, Versio

Print Total Period 3 | Period 4| Period 5

Budget Summary...
et e

Change Password

£.00

Delegations. .. |
$555,031.35 | Total

Prefe

references $183,?BU.94|

Exit

"_‘5
— Coeus Budget Forms now have the option to populate the Comments which are entered in the Comments field of the

whether you want to print the comments or not. %

Print : Proposal Budget Reports

Report Name Print Budget Comments

Cost Sharing Summary by Period

Cumulative Budget

Budget Total

Industrial Budget by Period

O|ioOoo;

Industrial Cumulative Budget

3. If you wish to print the Comments, check the checkbox in the Print Budget Comments Column for the form you want to print
and then click on the [PRINT] button.

Print : Proposal Budget Reports

Report Hame Primt
[ ]

Cost Sharing Summary by Period

Cumulative Budget

Budget Total
Industrial Budget by Period

Industrial Cumulative Budget

4. The selected form will open as a PDF in a separate window. If you have selected to have the comments printed, the comments
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Summary | Period 1| Period 2 | Total

Version: Final: Start Date:

Residual Funds: | £.00| Total Cost Limit:
Total Cost: | 52'36;00'3-63| Coeus Proposal Development - Cost Sharing Summary
Indirect Cost: | $19,926.64 Propasal Number: 00005515
Proposal Title: Cioens Belease Update Nowe - 451
Comments: Comments testing Investigater Name: Szulc, Katarzyna
Testing Comments: Conunents testing
Testind Testing
Testing
Period: 1 01 Sep 2013 - 31 Aug 2014
Personnel Category StartDate EndDate  EB Ratd
Senior Personnel

5. After you have printed all the required forms, click the [CLOSE] button in the Proposal Budgets Reports Window to close out of
that window.

» Printing Grants.gov Budget Forms:

If the proposal you are working on is a Grants.gov submission, you can print the applicable budget forms from the Grants.gov
Submissions Details window.

1. To print out the Grants.gov Budget Forms, while in the Proposal Details Section, select Action = Grants.gov to open the

Grants Gov Submission Details E|
Proposal Number - 00002366
Sponsor - 000471 : NATIONAL INSTITUTE OF HEALTH
Opportunity | Forms | submission Status
= _
Funding Opportunity Number-|PA-10-057 | [_Setect Opportunity |
esearch Project Grant (Parent RO1) Delete Opportunity
Opportunity Title :
sion Type: | Application ~|
ion End Point | 2007 End Point ~|

Revision Type

() Increase Award () Increase Duration (O Other (Spedify)

() Decrease Award () Decrease Duration

CFDA Number - | | Competition Id : [ADOBE FORMSB1 Towe
Opening Date : |15-Oct-2010 12:00:00 AM Closing Date - [07-Jan-2013 12:00:00 AM
Schema URL : h Iv07.crants a
7-0dADOBE-FORMS 61 xsd
inn URI - http:/jappiyD7.crants Sortuniti Uctions/oppPA-10-057-cid =
< ] >
[Selected 1 out of 4 Available Optional Forms

2. Click on the Forms Tab to see all the available forms for this submission

3. Select the budget form you want to print and click the [PRINT] button.
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Proposal Number - 00005515
Sponsor - 000471 : NATIOMAL INSTITUTE OF HEALTH-v

| opportunity| Ferms | submission status

Form Name
PHS Cover Letter V1-2

E

1100|0000 0008 O

Available

RR SF 424 V1-2 Available

Performance Site V1-4 Available
RR Other Projects ¥1-3

RR Key Person Expanded V1-2

PHS 398 Training Budget V1-0

PHS 398 Training SubAward Budget V1-0
3R Budget V1-1

RR SubAward Budget V1.2

PHS5398 Cover Page Supplement V1-4
PHS 398 Modular Budget V1-1

PHS398 Research Plan V1-3

Available

Available

Available

Available

Available

Available

Available

Available

Available

1|00 0OooooooREE

<

Selected 0 out of 15 Available Optional Forms

4. The PDF of the budget form will appear in a new browser window and if you want to print the form, print it from that window
using the print options available.

of that window.

End of Procedure

» Printing Non-Grants.gov Budget Forms (PH5398 & NSF Budget)

Coeus also contains a few Non-Grants.gov Forms (PHS398 and NSF Budget Forms) that may be printed to assist with your proposal
preparation.

PROCEDURE

1. To navigate to the Non-Grants.gov forms, while in a Proposal Details Section, select File = Print from the menu bar.

Print Proposal : 00002326

Brown Custom Forms

Select page[s] to print Print all pages [

Budget- Summary Period 1.xsl

Budget- Summary Period 2.xs|
Budget- Summary Period 3.xsl
Budget- Summary Period 4. xsl
Budget- Summary Period 5.xsl
Budget- Summary Total. xsl

Cover Page.xs|
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button.

l% If you wish to print more than one form, use the <Ctrl> key to select more than one form or to print all the available
forms, check the Print all pages checkbox.

4. The form(s) will open as a PDF. Use the Adobe Reader button available to print or save the form(s).

End of Procedure

4.5.1.X — Premium Proposal Preparation Guide - V.3 Page 178 of 250



VIII: SUBMITTING A REVISED BUDGET

In this topic you will learn how to create and submit a Revised Budget for approval routing. The following directions define the
process and identify specific data that is needed in the proposal record for Revised Budgets.

Completing the Development Proposal record for a Revised Budget is streamlined by making a copy of the original Development
Proposal record submitted.

» Searching for the Original Development Proposal Record

To begin creating a Revised Budget in Coeus, first search for the Development Proposal record that was submitted and for which you
have been requested to complete a revised budget. Also, before you create the revised proposal, you will need to get the Institute

PROCEDURE

1. To begin your search for the proposal records, from the main Coeus screen, select Maintain - Proposal Development from the

menu bar - z. .

E.r Development Proposal List

Propozal Number Type Status Title Lead Unit Lead Unit Na... PI Deadline Date = Sponszor Code  Sponsor Mame

Select Development Proposal
Proposal Number Proposal Type Deadline Date

Investigator

You can also open the Select Development Proposal window by selecting Tools = Search on the Menu bar or using the Search

e

icon -

There are numerous columns available to search for particular proposals. Notice that there are horizontal and vertical scrollbars that
allow you to view more columns of search fields or rows in which to enter multiple criteria for your queries.

Some fields in the Search window have drop-down lists associated with them, so you can select a value from the list.

the [FIND] button.

® In the fields that do not contain a drop-down list, you will need to enter all or part of a value you are searching for;
values must match exactly how data was entered in Coeus.

® To enter partial values, you must use a Wildcard placeholder — Wildcards are characters that are used when entering
search criteria in place of one or more unknown characters.

® Use the * (asterisk) operator to indicate that there may be any number of unspecified characters before or after the
text.

Coeus will search for proposals that:

® Satisfy the criteria you entered in the search window, and
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® You have one or more of these roles in: aggregator, approver, budget creator, narrative writer, or viewer.

3. The proposal(s) that match your search criteria will be listed in the Development Proposal List Window.

5

4. Select the proposal you need to obtain the Institute Proposal record number and click Edit — Medusa from the menu bar -

= |9 Maintsin  Departmental Admin  Central Admin  Tools R

Modify Proposal...

@
_l5

Display Proposal. ..

Title
Budget —
Narrative rontribu
MNotepad. .. tollabor:
Add Proposal Viewer tathway
Proposal Admin Details evelopi

the number to the right of that icon is the Institute Proposal number

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

View Proposal No: 00000008 Status: Submitted

(%) Proposal —> Award Lead Unit: 013210:Chemistry
) A s P | Start Date: 01-Jun-2009 End Date: 31-May-2012

Title: Manocapsules: Polymer Shells Derived from Colloid Templates
Institute Proposal Record

Number

=-ER os030218

=l 00000003
Type: MNew

5. Record the Institute Proposal record number on a piece of paper (you will need it to complete the Revised Budget Proposal
Record)

6. To close out of the Medusa Window, click the File > Close from the menu bar. You will return to your search results in the

» Making a Copy of the Original Development Proposal Record

Completing the Development Proposal record for a Revised Budget is streamlined by making a copy of the original Development
Proposal record submitted.

PROCEDURE

1. To make a copy of the original Development Proposal record, select it in the Development Proposal List window and click Edit =

]

Copy Proposal from the menu drop-down -
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Select Copy Options fgl

Proposal Mumber - gpoopo7
Sponsor - 01833 - NATIONAL CANCER INSTITUTE

Budget

) All versions

) Binal version only
[ ] Namrative
|:| Questionnaire

Coeus copies the Proposal Details, the Grants.gov Connection, Modular Budget Check Box if selected in the copied Budget and it
allows you to select whether or not you want to copy the following items:

® Budget (All Versions or Final Version Only)
Narrative

® (Note: The answers to the NIH — Additional Investigator(s) Questionnaire, the NSF — Additional
Investigator(s) Questionnaire, Cost Sharing-Direct Cost, and Cost Sharing-Indirect Cost DO NOT copy over)

If the Budget or Narrative copy options are grayed out, that means one of the following:

1. You are not an Aggregator on the proposal you want to copy and have no rights to copy the budget / narrative.
2. There were neither narratives nor a budget entered in the original proposal you want to copy.

2. Under the checked Budget box, click the Final version only radio option to make a copy of the proposal with the final budget
version included.

Do NOT check the Narrative box; the original Narratives are not needed for a Revised Budget submission.

Select Copy Options f'>_<|

Proposal Mumber - gpoozass
Sponsor - (00430 : NATIONAL SCIENCE FOUNDATION

e

::::ﬂllva’sinns

3. Click the [OK] button to generate the copy.

of the data from the original proposal.

£.4 Development Proposal List

00000971 New In Proaress Propo=al Develoo... 000001 Brown University  Szulc. Katarzwna  2011/02/01 001833 NATIONAL CANC.

0000100s New _____lpprogress lproposaineveion o010 lchemiatn 2y iaiarzvna Dogyooint loggass lyatonar canc )

The newly created proposal made by copying will typically appear as the last proposal in the Development Proposal
List window unless you have your proposals sorted in another fashion.
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If you have trouble locating the newly copied proposal, sort the Proposal Number column in descending order (click 3 times on
that column heading) to bring the highest Proposal Number to the top of the list.

4. Select the newly created proposal and click Edit - Modify Proposal from the menu drop-down - to open the proposal in
Edit Mode.

» Updating the Newly Created Development Proposal Record

The next step is to verify and modify data in the proposal development record pertaining to the Revised Budget.

The following instructions identify specific data that is needed in the proposal record for Revised Budget proposals.

Please refer to the Training Guides for detailed instruction on how to complete each section, the guides can be found on the Coeus
Webpage.

PROCEDURE

Modifying the Proposal Details Section:

1. Inthe Proposal Tab, enter/modify the required information. Follow regular instructions for completing the fields.

i. Start and End Date fields — adjust if necessary

ii. Proposal Type field — select Resubmission

iii. Original Proposal field - Enter the Institute Proposal number for the original submission.
[To link to the Institute Proposal record, click the Search (magnifying glass) icon to the right of the field and
search by the Title, PI, and Sponsor)

* It is very important to set the Proposal Type to Resubmission for the Revised Budget to route appropriately.

£.4 Proposal Details - 00002396

Propo=al | Organization | Mailing Info | Investigator | Key Person | Special Review || Science Code | Other
Propesal Ne: 00002395 Status: |In Progress Proposal Hierarchy: 3 MNamative: 3 Budget: ||
Lead Unit: |000001:Brown University
Title: | peyised Budget
Start Date: |01-Sep-2011 End Date: |31-Aug-2016
Proposal Type: |Resubmissiun LI Award No:
Activity Type: |Organized Research ;I NSF Code: [F .01 : Agricuttural - Life Sciences LI
Anticipated Award Type: |Grant “
Sponsor: | (00480 NATIONAL SCIENCE FOUNDATION
Prime Sponsor: | (00857 Mo Prime Sponsor
Sponsor Proposal No: Original Proposal- |P0086127
Program Title:
Notice Of Opportunity: [Jnsolicted - Subcontract [[]
Funding Opportunity Number: |NsF 11-505 CFDA Number: .
Agency Program Code: Agency Div Code:

2. Inthe QOrganization Tab follow the regular instructions for completing the fields.

3. Inthe Mailing Info Tab enter the Deadline and the Deadline Type for the Revised Budget.

4. In the Investigator Tab if any Investigator effort is being changed as a result of the Revised Budget, adjust the Effort % field

accordingly.
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& Proposal Details - 00005523

| Prupusall Organization | Mailing Info | Investigater | Key Person | Special Review | Science Cudel 0ther|

. |Academic Summer Calendar . Add
Person Name Pl Multi PI  Faculty] Hfort % Year Effort % Year Hfort % Year Effort % Certify
=3 Szule, Justyna = [ [ s0.00 0 00 00 ® Delete
Find Rolodex

8. Inthe YNQ Section of the proposal record, you must indicate in question 0B19 that the submission is a Revised Budget.

Proposal Question

Proposal Number: 00002395
Sponsor: 000430 : NATIONAL SCIENCE FOUNDATION

X
Code  Question Answer

0B18 If applicable, are propesed salaries over the cap? If Yes,
include NIH Salary Cap Workzheet with ubmizzion. O Yes @' No

[

0B19 Iz thiz =ubmiz=ion a Revized Budget?

* ves () No

irg

* After copying the original proposal, this question will be populated with “NO”, be sure to change this to “YES” for all Revised
Budget proposals.

9. Select File - Save from the menu bar - E to save your changes.

» Revising the Budget

Enter the Budget section to revise your budget. Please refer to the Training Guide — C02 for detailed instruction on how to complete
the Proposal Budget Section, located on the Coeus Webpage.

1)

If you choose, you can make a copy of the original proposal and only include Period 1 in order to have the ability to generate
the out years for the revised Budget.

Proposal Number: 00002395
Sponsor: 000480 : NATIONAL SCIENCE FOUNDATION

Budget Status: Final Version: 1
Version Start Date  End Date  Total Cost  Final
B 1 01Sep2011 31 Aug2016 8§555,031.35

Copy Budget

A new Version of the budget will be
created based on version 1

Al

(=) Copy period one only
Direct Co () Copy all periods
Indirect Cost: | $183,730.94  Residual Funds: | £.00

Cost Sharing: £1,232.31 OH Rate Type: MTDC
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» Completing the Narrative Section

Upload any necessary documents needed to support the Revised Budget in the Narrative for Proposal Section.

» Completing the Certifications for All Investigators

The PI, Co-Pls and Is do NOT need to certify the proposal for Revised Budget submissions. To complete this step:

1. Navigate to the Investigator Tab and select the [CERTIFY] button for the PI.

& Proposal Details - 00005521

| Proposal | organization | Maiing Info | Investigator | Key Person | Special Review | Science Code | Other|

Person Name Pl MuliPl Facully Hfor% Goooome —Summer - Calendar  Conify
< Davis, Christopher V. 100 00 10.0 00 ®
Quinn, Jennifer L. 0 B 200 00 00 00 *®
Schasel, Marisa J. 0 = [ 50 5.0 5.0 00 *®

2. Answer all the certification questions as “N/A”

Investigator Proposal Certification

Previous Modify  Start Over

Have you filed the annual Assurance of C i form and if y, @ Reporting form as More
required by the University's Conflict of Interest Policy for Officers of Instruction and Research?
Dves O no| O nia
2) Do you have a sjgnificany financial interest related to your professional expertise or institutional More
responsibilitiesg
Divas O ol O mim
3) Do you have a ggnificanffinancial interest related to this research project? More

O ves O Mol O na

Do you agree if pn award is made as a result of this application, to accept responsibility for the
4} scientific and tdchnical qonduct of this project, to provide the reguired technical reports, and to More
administer the project infaccordance with the policies of the sponsor and the University?

@ ¥es O Nol © NiA

Are you or anyane propofed to work on this project, to the best of their knowledge, excluded from
5) participation in federallyffunded activities as a result of government-wide suspension or More
debarment?

Dves O nof O A

| certify that thelinformafjon contained in this proposal application is true, complete, and accurate
6) to the best of my knowlefige and belief and that any false, fictitious, or fraudulent statements or ~ More
claims may suljject me ip criminal, civil, or administrative penalties.

Cves O Mo| O WA

T} Have lobbying activities Been ducted regarding this pr I? More
Dives O o] © win

Save |

3. Repeat these steps for all investigators in that tab.

» Submitting the Proposal for Approval Routing

Delete

Find Rol

7
1

The Approval Routing of Revised Budgets will bypass the Department Chair sign-off since they are not needed for this type of

submission.
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PROPOSAL FINALIZATION AND APPROVAL PREFACE

O ABOUT THE PROPOSAL FINALIZATION AND APPROVAL USER GUIDE

The Proposal Finalization and Approval User Guide provides step-by-step instructions for finalizing your proposal in Coeus Premium.

Chapter Description

Answering the Yes/No Questions, Answering the Questionnaire,

Completing the Proposal Completing the Investigator Certifications, Validating Proposal

Submitting proposal for approval, Maintaining the Inbox, Approving a

Submitting and Approving Proposals Proposal, Rejecting a Proposal

Printing the Brown Custom Forms, Printing Grants.gov Forms, Printing

Printing the Proposal Non-Grants.gov Forms

Viewing and Sending Comments, Checking Grants.gov Submission Status,
Other Coeus Functions Submitting a Changed/Corrected Application to NIH in Coeus, Submitting
an eSNAP Progress Report.

O CONVENTIONS USED IN THIS GUIDE
These typographical conventions are used throughout this guide.

Item Convention Example
Menu and List item name / « n
Icon that represents the same function Bold, separated by "— Select Edit — Persons -
Section of proposal record Bold, red Narratives Section
Screen, window, or tab name Dotted underline Proposal. Development List Window
Field, checkbox, option icon, or key Bold and underline, blue Proposal No. field
name
Note of interest Note image =
Tip Light bulb image &
(&)
New Functionality/Enhancement New sign %
Start of each procedure Bold and highlighted, grey ‘ PROCEDURE
End of each procedure Bold and highlighted, grey End of Procedure
Field Definition — Field Name, blue — Proposal No.

O BEFORE YOU BEGIN
To create proposals in Coeus, you must have access to Coeus and you need to be assigned the Proposal Creator role in the Lead
Department of the proposal.

In order to access Coeus you must complete the Coeus Request for Access form - found on the Computing Accounts & Passwords
Web page (https://remedyweb.brown.edu/arsys/shared/login.jsp).

This form can take up to 10 days to process.
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I. OVERVIEW OF THE PROPOSAL FINALIZATION & APPROVAL PROCESS

The process of finalizing and approving your proposal includes the steps shown below. This guide also includes information about
checking the Grants.gov Status, submitting a Changed/Corrected application, and submitting an eSNAP Report.

COMPLETE THE PROPOSAL

This section includes a series of
Answer Yes/No Questions compliance questions required by either
the University or the Sponsor or both.

Contains specific Questions that are
required to populate some of the
Answer the Questionnaire Grants.gov forms & questionnaires to
identify any additional individuals, other
than the Pl, who meet the definition of an

Masimnkimatav ) and mack Alhavin~

All PIs, Multi-Pls, and Co-Is designated in
the Investigator Tab in the Proposal Details
Section need to complete the required
certifications.

Investigator Certification

Include Grants.gov Optional

Make sure to include all the necessary
Forms

Grants.gov Forms for submission.

Internal Validations
Validate the Proposal Grants.gov Validations
Coeus Validations

SUBMIT THE PROPOSAL FOR Viewihg.Routing Maps Additional Information
N —— Submitting the Proposal
for Routing
CHECK GRANTS.GOV
‘ SUBMISSION STATUS
APPROVE OR REJECT THE

PROPOSAL

l SUBMIT A

CHANGED/CORRECTED
APPLICATION
PRINT THE PROPOSAL

SuBMmIT AN ESNAP
PROGRESS REPORT
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II. COMPLETING THE YES NO QUESTIONS AND QUESTIONNAIRE

You will need to complete the Yes No Questions for all proposal submissions. These are a series of Brown compliance questions.

il

—— Sponsor Specific YNQs have been moved to the Questionnaire Section - Grants.gov Questions. Only Brown University’s
Institutional and Regulatory Questions will appear in the Yes No Questions Section of the Proposal (0B Questions only). Non-

Federal/Non-Grants.gov Proposals will no longer require Sponsor Specific Grants.gov questions to be answered.

O CoMPLETING THE YES/NO QUESTIONS

Before a proposal can be submitted for approval, a series of compliance questions need to be answered in the Yes/No Questions
Section of the Proposal Development record. These questions relate to compliance issues required by the University.

i)

Be sure to review the questions with the Pl before answering, or give the Pl the aggregator role so he or she can answer the
questions.

PROCEDURE

cal

1. To navigate to the Yes/No Question section, select Edit = Yes No Questions from the menu bar -

ECOEUS - Szulc, Katarzyna - Coeus Production
=s|0M Action Maintain  Departmental Admin  Central Admin  Report Window Help

| 2| 2 28] =@ |80 [ m] 8] &[=(n]/=] 4

Budget... T IE> @ % @@ ﬂ

Yes Mo Questions...

Questionnaire...

Proposal Question le

Proposal Number: 00002365
Sponsor: 000480 : NATIONAL SCIENCE FOUNDATION

Code = Question Answer 0
0B01 Human Research Participants A

Oves Oto o
0B02 Laberatory Animal Care

O Yes O No
0B03 Recombinant DNA

O Yes O No
0B04 Potentially infecticus agents, including human blood or tizsuss

O Yes O No

Explanation: More

Rovow Date: ||
These questions address compliance issues for Brown University.

Each question MUST be answered. Additionally, an explanation may be required for certain questions, depending upon the answer
given.
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- You can save partial entries in this section, although all questions will NEED to be answered before a proposal can be
submitted for approval.

All of the questions that begin with OB are Brown specific questions that address regulatory and institutional issues for the
University.

With the exception of 0BO1 (Human Research Participants) and 0B02 (Laboratory Animal Care), the 0B series of questions populate

Proposal Question

Proposal Mumber: 10002355
Sponszor: 0004280 : NATIONAL SCIENCE FOUNDATION

Code  Question Answer
oBo1 Hurnan Research Participantz ~

® ves Ote
0B02 Laboratory Animal Care

(® vez (O No

0 Some Questions require an Explanation to be entered in addition to answering the question. The Explanation is required
depending on how you answered a particular question. If requested in the question, enter information in the Explanation
field in the prescribed format (if specified).

-> Question H1 is an example of a question that requires an explanation if you select Yes to this question.

Doe= thizs project involve activities outzide the U.S. or
partnership with International Collaborators? If Yes, identify .@. Yes 'O' Mo
which countriez in the Explanation fiel.
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0 If you are unsure how to answer a particular question, you can view an explanation of the question as well as the current
policies (if applicable) to help decide on the appropriate response. This information is located in the [MORE] button. Select
the question you need more information about (question will appear in red) and click the [MORE] button next to the
Explanation field.

Proposal Question

Proposzal Number: 000022385
Sponsor: 100480 : NATIONAL SCIENCE FOUNDATION

Code  Question Answer
26 *For Department of Education propo=alz only® - Is this a ~ :I
Department of Education grant giving special congideration to O ves Ono O na =

novice applicants? Check N4 for all other proposals.
27 *For proposale that have an actual or potential impact on the
environment® - Has an exemption been authorized or an O ves Ono O wa
environmental assessment (EA) or environmental impact
=0 m o LHNm-ar thars
{:) ez (::) No
28 le the Government permitted to disclose the project title, and the B
contact information of the signing official, to organizations that O Yes ‘C:) No
may be interested in centacting you for further information #? -

Explanation: I More I

particular question:

E‘I Question: More

Question | Explanation | Policy Regulatiunl

27 *For propozals that have an actual or potential impact on the environment®* -
Ha= an exemption been authorized or an environmental azzez=ment (EA) or
envirenmental impact ztatement (EIS) been performed? If Yesz, pleaze explain in

the Explanation field.

4.5.1.X — Premium Proposal Preparation Guide - V.3 Page 189 of 250



&‘I Question: More

Explanation

Check NiA if thiz propozal doez not have an actual or potential impact on the
environment. Check ez if an exemption haz been authorized or an
Environmental Az=zez=ment (EA) or an Environmental Impact Statement (EIS) been

performed and then explain in the Explanation field.

Otherwize, check No.

Question Policy || Regulation

0 Click the [CANCEL] button to close out of the Question: More Window.

0 Since the list of compliance questions is longer than the window can show, you will need to scroll down to answer the
remaining questions.

3. When you have completed answering all the questions, click the [OK] button.

‘ You must answer every Yes/No question! If the question is not applicable to the proposal answer NO or N/A depending on
the options.

If you accidentally miss a question, Coeus will notify you with a pop-up window to ask you to complete the question when you
attempt to submit your proposal for approval. If you have failed to enter an explanation to a question when one is required,
Coeus will alert you and it will not allow you to leave the Yes/No Question window until all required questions and explanations
are complete.

End of Procedure

0 COMPLETING THE QUESTIONNAIRE

The Coeus Questionnaire Section contains questionnaires that populate certain Grants.gov forms and questionnaires to identify any
additional individuals, other than the PI, who meet the definition of an “Investigator” (responsible for the design, conduct or
reposting of research) on the project. The system currently only uses the Questionnaire for all NIH and NSF application, NSF
Grants.gov applications, NIH Fellowship Applications and NIH Training Applications.

* Sponsor Specific YNQs have been moved to the Questionnaire Section - Grants.gov Questions. Only Brown University’s
Institutional and Regulator Questions will appear in the Yes No Questions Section of the Proposal (mostly 0B Questions). Non-

Federal/Non-Grants.gov Proposals will no longer require Sponsor Specific Grants.gov questions to be answered.

There are eight active questionnaires:

e NIH — Additional Investigator(s) Questionnaire

e NSF - Additional Investigator(s) Questionnaire

e  Cost Sharing — Direct Cost

e  Cost Sharing — Indirect Cost %

e  Grants.gov Questions

e NSF Cover Page Form Questionnaire

e  PHS Fellowship Supplemental Form Questionnaire
e  PHS398 Training Budget Form Questionnaire

The NIH - Additional Investigator(s) Questionnaire and the NSF — Additional Investigator(s) Questionnaire will be available
whenever the Sponsor or the Prime Sponsor selected in the General Info Section of the Proposal is NSF or NIH (including all
agencies within NIH). The Cost Sharing — Direct Cost and Cost Sharing — Indirect Cost Questionnaires will be available whenever the
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Proposal includes Cost Sharing. The other four questionnaires will only be available if the opportunity selected contains forms that
are mapped to the questionnaire. All sets of questions within a questionnaire must be answered in order to pass validation checks
prior to submission. You will receive a Coeus or Grants.gov error message that prompts you to the questionnaire if it is needed.

irg

' Completing the Yes/No Question Section is still required in addition to answering the Questionnaire questions.

| PROCEDURE

» Answering the Questionnaire

1. To navigate to the Questionnaire Section, select Edit - Questionnaire from the menu bar.

EC{EUS - Shelly Hull - Coeus Devl
File Q=¥ Action Maintain Departmental Admin Report  Window Help

| e | %% 82| 2| m || @ |4

I EI=E]

@ |6x% 2 % a8 o o

Yes Mo Questions...

Questionnaire...

Drn Prooosal Raoles... . ___ Py —— r——— e — | —— ] w—

ZCDeus - Szulg, Justyna - Coeus Pprd

File Edit Maintain Departmental Admin Report Window Help

3| 7|3 2| D) & |ve|o8| £|m| 222 [ 8 | @

oaaH ol
i & Proposal Questionnaire 00007085
Questionnaire Question
Grants.gov Questions 1 Is this a Grants.gov syst
NIH Additional Investigator(s) to the forms in your spor
@ Yes © No

2. Click on the Grants.gov Questions Questionnaire on the left side of the window to reveal the questions within the
questionnaire.

& Proposal Questionnaire 00007085

Questionnaire Question “ P "

Grants.gov Questions 1 Is this a Grants.gov system-to-system (s2s) submission? If Yes, you wil be presented with guestions related E S & Complet
NIH Additional Investigator(s) to the forms in your sponsor opportunity. ove e
© Yes @ No fjliac

3. Complete the questions by selecting the appropriate radio button (or by entering the appropriate answer) and click the [Save &
Proceed] button to continue and to reveal the next set of questions.

F.A Proposal Questionnaire 00007085

Questionnaire Question
1 I= this a Grants.gov system-to-system (s2s) submizsion? If Yes, you wil be presented with guestions related E

NIH Additional Investigator(s) to the forms in your sponsor opportunity. Save & Complete
© ves @ No =

The questions in the questionnaires depend on the response selected to a previous questions, the [Save & Proceed] button saves
your responses and then brings you to the appropriate next set of questions for the questionnaire.
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To View the full content of the Questions:

If you are unsure about how to answer a particular question or the text of the question is too long for allotted space, you can view
the entire text and explanation of the question.

This information is located in the More link.

Question | Explanation | Pulicyl Regulﬁtiun|

128: Is this application being submitted to other agencies?

e The Question section displays the whole question if it is cut off.
e The Explanation section references the federal form and field that the question populates and provides details and
instruction on how to answer the question.

| Question | Explanation | policy | Reguiation|

5F424 (R&R) - Cover Page / Box 8
- Check Yes if this proposal is being submitted to another federal agency or agencies.

e The Policy section references Brown specific policy that is related to the question.
e The Regulation section references the Federal regulation that is related to the question.

The NSF Cover Page Form Questionnaire will display all questions on the same screen and it will only have a [SAVE] button instead of
the [SAVE & PROCEED] button.
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E.4 Proposal Questionnaire 00002380 |ZHE|E‘

Questionnaire Question
NSFCover Page -required for g.... 1 Are you currently serving (or have previously served) as a Pl, co-Pl or Program Director (PD) on any Federally E
funded project?

@ ves O No

2 Are you an NSF Beginning Investigator (GPG Chapter 1.G.2)7 E
O Yes @ No

3 Does this proposal include a request for Rapid Responze Grants? RAPID (GPG, Chapter I1LD.1) E
O Yes @ No

4 Does this proposal include a request for EArty-concept Grants for Exploratory Research? EAGER (GPG, E
Chapter I1.D.2)

O Yes @ No
5 Iz thiz proposal an NSF Accomplishment Based renewal? (GPG, Chapter V.B.} E

OY% @ND

1 Does the proposal contain high resclution graphics or other graphics where exact color representation is E
required for proper interpretation (GPG, Chapter 1.G.1)7

@ ves O No

4. Once you click the [SAVE] button and you have completed all the questions within the questionnaire, you will receive the
following message:

[ P Coeus M1

Questionnaire Completed for proposal00007085

5. Click the [OK] button. Upon clicking the [OK] button you will see that the questionnaire becomes grayed out and the [SAVE] and
[Go BAck] buttons are no longer active.

& Proposal Questionnaire 00007085
Questionnaire Question

Save & Proceed
Frants.gov Questions 1 Is this a Grants.gov system-to-system (32s) submission? If Yes, you will be presented with questions related E i 5 e
NIH Additional Investigator(s) to the forms in your sponsor opportunity. ave mplete

@ Yes No Go Back

2 Is this application being submitted to other agencies? E
Yes @ No

S Is the proposal subject to review by state executive order 12372 process? E

Yes (@ No

» Modifying the Questionnaire

Once the questionnaire is complete you can modify the selected answers.

1. Navigate to the Questionnaire Section by selecting Edit - Questionnaire from the menu bar. The Proposal Questionnaire

that it is complete.

a Proposal Questionnaire 00007085

Questionnaire Question

I Save & Proceed
w#  Grants.gov Questions I

Save & Complete
NIH Additional Investigator(s) E

Go Back

2. Click on the questionnaire on the left side of the window to reveal the questions within the questionnaire.
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3. Select Edit - Modify from the menu bar

i Coeus - Sale Justyna - ComusPprd

File [Edit] Maintain Departmental Admin Report Window Help

P veary ]| & [e[o8] k]| 2 2R 5[ m (808w 8 == m|m] 9]
@ statover

& Proposal Questicnnaire 00007085

Questionnaire Question
Iz thiz a Grantz.gov system-to-system (222) submigsion? If Yes, you wil be presented with guestions related |

NIH Additional Investigator(s) to the forms in vour sponsor opportunity. ‘ ‘

@) Yes No

OR

Click on the in the toolbar to open the questions in the Edit Mode.

£ Conss - saic huyna ~ Conus P I

File Edit Maintain Departmental Admin Report Window Help

P| =[] 2D & |ve[=5] &[5 2 28] 2 W[ 4| @ 34 W | 8] %S| m| =] B
IEICTIE

F quml Questionnaire 00007085

hﬁslinrna’m ‘ Question
1

rants.gov Questions Is this a Grants.gov system-to-system (52s) submission? If Yes, you will be presented with questions related ol
NIH Additional Investigator(s) to the ferms in your sponsor opportunity. ‘ ‘

@ Yes No

4. Once you open the questions in the Edit Mode, the answer choices are no longer grayed out and you are able to change your
answers.

> Starting the Questionnaire Over

Once the questionnaire is complete you can complete the questionnaire over again from scratch if you find that you have answered
it incorrectly.

1. Nawgate to the Questlonnalre Sectlon by selecting Edit - Questlonnalre from the menu bar. The Proposal Questlonnalre

thatitis complete.

& Proposal Questionnaire 00007085
Questionnaire Question

%#  Grants.gov Questions |

NIH Additional Investigator(s)

Save & Proceed

Save & Complete

Go Back

2. Click on the questionnaire on the left side of the window to reveal the questions within the questionnaire.

3. Select Edit - Modify from the menu bar
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File [Edit] Maintain Departmental Admin Repert Window Help
B woaty ]| & |ve|=3| k|5 g[5x 2w 8o k(w8 % s 0= A
E Start Qver
& Proposal Questionnaire 00007085

Questionnaire Question

i Is thiz a Grantz.gov system-to-system (323) submission? If Yes, you will be presented with guestions related i

NIH Additional Investigator(s) to the forms in your spensor opportunity.
@ Yes Mo

OR

Click on the in the toolbar to open the questions in the Edit Mode.

g(:oeus - Szulc, Justyna - Coeus Pprc

File Edit Maintain Departmental Admin Report Window Help

B 7|m| | D] & |5 k|| 228 m A oM w8 & =0 =] A

LTI
2 plposal Questionnaire 00007085
h.eallmmm Question
i I thiz a Grants.gov system-to-system (828} submission? If Yes, you will be presented with questions related i
NIH Additional Investigator(s) to the forms in your spensor opportunity.
@ Yes Mo H

4. Once you open the questions in the Edit Mode, select Edit - Start Over from the menu bar or click on the @ in the toolbar
to erase all the previous answers.

B Coeus - Seulc Justyna - CoeusPpd e

File Edit Maintain Departmental Admin Report Window Help
2| 7|3 2|5 & |ve[=5] || & 28| oW | 8@ || W8] %S| m| =] A
o[ala 8| o

. Pn:: Quﬁtmnnalre 00007085

Question
rants.gov QUESUOH“ i Is this a Grants.gov system-to-system (32s) submission? If Y'es, you will be presented with questions related
NIH Additional Investigator(s) to the forms in your sponsor opportunity.
@ ves (O No

5. Upon selecting that option you will receive the following message. Click [YES] if you want to restart the questionnaire and
continue.

b ] } Thiz will delete all the answers for the Questionnaire. Do you really want to Restart?
L]

Upon clicking the [YES] button, all the prior answers get deleted.
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> Printing the Questionnaire

Once the questionnaire is complete you can print the questionnaire.

1. Navigate to the Questionnaire Section by selecting Edit - Questionnaire from the menu bar. The Proposal Questionnaire

that it is complete.

f k. Proposal Questionnaire 00005521
Questionnaire Question
¥  Questions for Grants.gov Forms I
Additional Investigator(s)

Save & Proceed

Save & Complete

Go Back

2. Click on the questionnaire on the left side of the window to reveal the questions within the questionnaire.

=

3. Select File = Print from the menu bar or click on the in the toolbar.

A new browser window will open with a Questionnaire in a PDF format. You can select to print from that window.

Questionnaire

Questionnaire Name: 4.5 s2s-Grants.gov Smart Questionnaire

Description: Questions triggered by rules, several questions support multiple form versions

Module: Development Proposal Sub Module:

Proposal Number: 00005521 Principal Investigator: Davis, Christopher V
Title: Coeus 4.5.1. Testing

Is this a Grants.gov system-to-system (s2s) submission? If Yes, you will be presented with questions related to the forms
in your sponsor opportunity.

Yes

End of Procedure
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Ill. COMPLETING THE INVESTIGATOR PROPOSAL CERTIFICATION 3=E

Section need to answer and sign the required certifications.
Certifying investigators involves answering a series of questions in an electronic certificate in Coeus.
The electronic certification must be completed in order for the proposal to be submitted for approvals and then to the Sponsor.

The Investigator Certification in Coeus contains all the same elements that Investigators certify to on the PSAF and the Grant
application.

a]Eml‘Coeus Web Based Certification Tool:
The New web based tool captures electronic certification for proposals. The web based tool notifies individuals identified as
investigators in a Proposal Development Record and solicits their certification by providing an email link to a web based Certification

Questionnaire.

In case the investigators are unable to log into Coeus, the Proposal Aggregator has the right to proxy certify every proposal person.

*If Investigators are not going to certify themselves in Coeus, the ‘Investigator Disclosures & Assurances’ form must be
completed by each Investigator and submitted to OSP.

0 AGGREGATOR ACTIONS REQUIRED FOR INVESTIGATOR SELF-CERTIFICATION PROCESS

| PROCEDURE

1. Whilein the Proposal Record, select Action - Send Notification from the Menu Bar.

E{‘I(loeus - Szulc, Katarzyna - Coeus Devl
File Edit B0 M Maintain Departmental Admin  Central Ad

3| #| #|m| 2z &
mﬁ> <|; E Submit for Approval... [ g- @ g

Grants.Gov
validation chedks vestigator | Key Person

Propozal

Show Routing

~& 5z
o1

Select Approval Map...

Send

2. You can select:

1. Select All/None to select All or None of the individuals; or
2. Manually click a checkbox under the Select column to pick individuals.
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[7] select AlNone

Select  Name Last Notification Send
[l Szule, Katarzyna
| |:| Quinn, Jennifer L.

3. Click on the [SEND] button to send the notification.

Send Notification

Select AllfMone
Select = Name Last Notification | Send |

Szulc, Katarzyna %:'
Qinn, Jennifer L.

Upon clicking on the [SEND] button you will get a message stating that ‘All Notifications are Sent.’

Once the Notifications have been sent, the date and time of the Last Notification will be displayed:

Send Notification

] select allfane

Select = Name Last Notification Send
|:| Szule, Katarzyna 2013-04-25 10:068:10.0 I
|:| Quinn, Jennifer L. 2013-04-25 10:06:10.0

Each individual that the Notification was sent to, will receive an email message with a personalized certification link for that

individual to go into Coeus Lite and Certify.

Fwd: Please Certify your Proposal nbox % a '
Szulc, Katarzyna 9:27 AM (3 minutes ago) -, =
to me (=

—————————— Forwarded message ———
From: <gcoeus@brown. edus

Date: Thu, May 23, 2013 at 9:22 AM
Subject: Please Certify your Proposal
To: coeus_test_mail@brown edu

TEST MODE
In Production mode this mail will be sent to [ Justyna_Szulc@brown.edu ]

Please certify the proposal by clicking on the link at the bottom of the email.

Pl :Szule, Justyna

Lead Unit 000001 - Brown University

Proposal Number : 00007085

Sponsor: Mational Institute of Health

Deadline Date:

Title: TEST

Sponsor Announcement: G.g ATO7 and NIH Ext-UAT Test FOA (R01)
You have been named as Investigator for the above referenced project.

Please use the link given below for the project details.
https://coeus-gas . brown. edu/pprd/proposalPersonsCertify. do?proposalMo=00007085&personld=100266327

End of Procedure
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O PRoXY CERTIFICATION PROCESS

| PROCEDURE

To open the Investigator Certification Questions:

1. Navigate to the Investigator Tab in the Proposal Details Section.

2. Select the Individual that you want to complete the Certification for and click the [Certify] button. (The hand icon to the left of
the Person Name field indicates which Investigator is selected.)

E.d Proposal Details - 00002380

Prnpnsal" 0rganizatinn|| Mailing Info | Investigator | Key Perzon || Special Review || Science Code || 0ther|

- Academic Summer Calendar
Perzon Name Pl Multi PI  Faculty Hfert % Year Effort Year Effort Year Efort
E |awinn, Jennifer L. [ O] oo 00 00 00 | Delete
Carroll, Patrice 4. O O O oo 00 00 00

Find Rolodex

Find Person

L Split

3. Upon clicking on the [CERTIFY] button, a new Internet Browser Window will open asking you to login to Coeus Lite. Enter your
User name and Password and click on the [LOGIN] button.

Use ofthis CoeusLite™
requires a username and password.

—— =

Il

—— Once you are logged in to certify a particular investigator, you can certify other investigators located under Proposal Persons,
located in the left corner of the Coeus Lite Page.
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Coeus Home My Proposals My IACUC Protocols Inbox Logout

Proposal Persons | Return to Proposal
Quinn, Jennifer L.{P1} | == d
Szulc, Katarzyna B4 Jennifer L. Proposal #: 00007085 (In Progress) }
m T : National Institute of Health Proposal Period: 06/01/2014 - 06/01/2017 ——
LIS TEST = GRANTS.GOV
Certification
Investigator Proposal Direct Cost Indirect Cost Total Cost
Certification Under Recovery Cost Share Period

GoTo Certification for - Quinn, Jennifer L.

o mrenoeat o
Full Proposal Details Investigator Proposal Certification

TSI EET S Previous  Modify  Start Over

) Have you filed the annual Assurance of Compliance form and if necessary, a Reporting form as required by the
University's Conflict of Interest Policy for Officers of Instruction and Research?

Cives O MNo O WA

More

Note on the Proposal Persons Panel:

Coeus Home My Proposals My IACUC Protocols Inbox Logout

Proposal Persons
Quinn, Jennifer L.{Pl} ==

Szulc, Katarzyna asti H Quinn, Jennifer L. Proposal #: 00007085 (In Progress) ,
= ¥ 000471 : National Institute of Health Proposal Period: 06/01/2014 - 06/01/2017 [
e TEST = GRANTS.GOV™
Certification
Investigator Proposal Indirect Cost Total Cost
Certification Cost Share Period

Go To Certification for : Quinn, Jennifer L.

Proposal Summary
Full Proposal Details
Investigator Details

Investigator Proposal Certification

Previous Modify Start Over

1 Have you filed the annual Assurance of Compliance form and if necessary, a Reporting form as required by the
University's Conflict of Interest Policy for Officers of Instruction and Research?

Oves O No O NA

More

individual identify as a Key Person is not required to complete the Investigator Certification.

There are 7 compliance questions listed that contain the same information that an Investigator certifies to on the Pl Assurance page
of the PSAF and the Grant application.

To View the full content of the Investigator Certification Questions:
If you are unsure about how to answer a particular question or the text of the question is too long for allotted space, you can view
the entire text and explanation of the question.

This information is located in the MoRE link.

Click on the MoRre link located on the right hand side of the question you need more information on. A new window will open and
contain 4 sections of information relevant to the specific question.
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-
(@) CoeusLite Web Page - Mozilla Firefox

| (%] coeus-dev.brown.edu:B080/ devl/showQuestionExplanation.do?guestionMo=12308 questionDesc=Do you have a significant financial intere 77

1230:

Certification Question

Explanation

‘Significant financial interest means an investigators, s financial interest (and those of the investigator;s spouse and dependent children) that
directly or indirectly related to the investigators, s University responsibilities or professional expertise, when: (1) the aggregated value of any
equity interest in and remuneration received from a publicly traded entity in the preceding twelve months exceeds $5,000; or (2) the aggregate
value of any remuneration received from a non-publicly traded entity in the preceding 12 months exceeds $5,000; or (3) the investigator (or the
investigator;s spouse or dependent children) owns any equity interest in a non-publicly traded entity; or (4) the income received from
intellectual property rights and interests (e.g., patents, copyrights) from Brown or another entity in the preceding twelve months exceeds §5,0(
(The term significant financial interest does not include income from investmentvehicles such as mutual funds and retirement accounts, as |=
long as the investigator does not directly control the investment decisions made in these vehicles; income from service on advisory committe
or review panels for a Federal, state, or local government agency, an Institution of higher education, an academic teaching hospital, a medica
center, or a research institute that is affiliated with an Institution of higher education; income from seminars, lectures, orteaching engagemer
sponsored by a Federal, state, or local government agency, an Institution of higher education, an academic teaching hospital, a medical centy
or a research institute that is affiliated with an Institution of higher education.)

Regulation

_
—

4

e The Certification Question section displays the whole question if it is cut off.
e The Explanation section provides details and instruction on how to answer the question.
e The Policy section references Brown specific policy that is related to the question.
e The Regulation section references the Federal regulation that is related to the question.

4. Answer all the certification questions by selecting the appropriate Yes or No radio buttons.

[

=

— Do not select N/A that is only used for submitting Revised Budgets!

1

2)

3)

4)

5

€)

Certification for : Quinn, Jennifer L.

Investigator Proposal Certification

Previous Modifly Start Over

Have you filed the annual Assurance of Compliance form and if necessary, a Reporting form as required by the

University's Conflict of Interest Policy for Officers of Instruction and Research?
@ ves O No O A

Do you have a significant financial interest related to your professional expertise or institutional
responsibilities?

Oves @ No O A

Do you have a significant financial interest related to this research project?
O Yes @ No O A

Do you agree if an award is made as a result of this application, to accept responsibility for the scientific and
technical conduct of this project, to provide the required technical reports, and to administer the project in
accordance with the policies of the sponsor and the University?

@ves Mo CMIA

Are you or anyone proposed to work on this project, to the best of their k sled luded from partici
in Federally funded activities as a result of government-wide suspension or debarment?

Oves @ nNo O A

1 certify that the information contained in this proposal application is true, complete, and accurate to the best of

my knowledge and belief and that any false, fictitious, or fraudulent statements or claims may subject me to
criminal, civil, or administrative penalties.

®Yes O No ©NA

Have lobbying activities been conducted regarding this proposal?
Oves @ No O A

More

More

More

More

More

More

More

Save |
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5. When you have completed answering the questions, click the [SAVE] button. A completion message will appear click the [OK]
button.

Questionnaire “Investigator Proposal Cerification™is Completed

[,

If the certification questions are incomplete and you select to “Save”, you will be prompted to answer the certification
questions before you will be able to save the document.

6. Once the Investigator Certification questions are complete and saved, the system will identify who answered the questions and
provide a time stamp in the header of the Certification Questionnaire.

Proposal Summary

Investigator: Quinn, Jennifer L. Proposal # : 00007085 (In Progress) )
Agency/Sponsor: 000471 : National Institute of Health Proposal Period: 06/01/2014 - 06/01/2017 [

Title: TEST = GRANTS. GOV
Direct Cost Indirect Cost Total Cost

Under Recovery Cost Share Period

Certification for : Quinn, Jennifer L. and Answered By: jszulc - 05/23/20132 09:48:56

Investigator Proposal Certification

Previous Modify Start Over

1 Have you filed the annual Assurance of Compliance form and if necessary, a Reporting form as required by the
University's Conflict of Interest Policy for Officers of Instruction and Research?

@ Yes Mo | NIA

More

—— When you submit your proposal for Approval routing, you will be required to submit a hard copy of the Investigator
Certification form to the Office of Sponsored Projects or BMIRA before the proposal is submitted to the Sponsor.

7. To print the certification, click on the [PRINT] button at the bottom of the page.

Certification for : Quinn, Jennifer L. and Answered By: jszulc - 05/23/2013 09:48:56

Investigator Proposal Certification
Previous Modify Start Over
1 Have you filed the annual Assurance of C I form and if v, Reporting form as required by the
University's Conflict of Interest Policy for Officers of Instruction and Research?
@ Yes No ' NIA
3 Do you have a significant financial interest related to your pr i expertise or i "
) responsibilities? o
Yes ©@No NA
3) Do you have a significant financial interest related to this research project? More
Yes @No  NA
Do you agree if an award is made as a result of this ication, to accept ibility for the scientific and
4) technical conduct of this project, to provide the required technical reports, and to administer the project in More
accordance with the policies of the sponsor and the University?
@ Yes No ' NIA
5) Are you or anyone proposed to work on this project, to the best of their knowledge, excluded from participation "
) in Federally funded activities as a result of government-wide suspension or debarment? o
Yes ©@No A
| certify that the information contained in this proposal application is true, complete, and accurate to the best of
6) my knowledge and belief and that any false, fictitious, or fraudulent statements or claims may subjectmeto  More
criminal, civil, or administrative penalties.
@ Yes No ' NIA
7) Have lobbying activities been conducted regarding this proposal? More:
Yes ©@No A
I Print I
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When you click [PRINT], a PDF document of the answered certification questions will be generated.

Brown University
e Office of Sponsored Projects
miml BROWN Box 1929, 164 Angell Street
@ @ Providence, Rhode Island
02912-9093

Date: 05/23/2013

Description: Investigator Proposal Certification

Proposal Number: 00007085

Proposal Title: TEST

Investigator: Quinn, Jennifer L.

My signature below certifies that | hereby authorize Brown University to submit the above referenced proposal as an
institutionally authorized proposal.
Further, as a Principal Investigator/Co-Principal Investigater/Co-Investigator | certify that:

1. I have filed the annual Assurance of Compliance Form and am in compliance with the reporting requirements
of the University's Conflict of Interest Policy for Officers of Instruction and Research.

2. | do not have a significant financial interest related to my professional expertise or institutional responsibilities
as defined in the University's Conflict of Interest policy.

3. |do not have a significant financial interest that is related to this project.

8. Click the PDF [PRINT] button to print the file or the PDF [SAVE] button to save it.

9. Click the red close [X] button in the right hand corner to close out of the PDF and return to Coeus.

individuals whose certification is complete.

E.4 Proposal Details - 00005511

Proposal | Organization | Mailing Info | Investigater | Key Person | Special Review | Science Code || Other N
'1 1. - o, (- 1 ‘I Y
Person Name Pl Multi... Faculty Hifort % Year Effort Year Effort Year Hfort Certify
=3 |Szulc, Katarzynath | O O 100 .00 .00 .00 W
Quinn, Jennifer L. O O O oo .00 .00 .00 W

End of Procedure
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IV. REVIEW AND FINALIZE THE PROPOSAL

Before submitting your proposal for approval, you will need to review all the components of the proposal and mark the necessary
sections as final and complete in order to submit it for Approval routing. The entire proposal should be reviewed.

Use the PROPOSAL CHECKLIST as guide to walk thru the proposal and ensure that you completed the necessary components.
(http://research.brown.edu/osp/coeus/PD_Documents/Proposal Development Checklist.pdf)

* Coeus validations will check to make sure these components are complete before you submit the proposal.

O MARK THE STATUS OF THE NARRATIVE AND BUDGET SECTIONS TO COMPLETE /INCOMPLETE

Status of the budget must display as complete before you can route the proposal for approval. In accordance with the Proposal
Submission Policy Update on the Five-Day Rule Narrative Replacement Process effective May 1, 2013, the status of the Narrative
section can be set to Incomplete when routing the proposal for approval. These statuses are displayed on the | Proposal Tab | of
the Proposals Details Section.

In the upper right corner of the tab symbols are used to let the end-user know the status of the Narrative and Budget sections.

E.d Proposal Details - 00005567

Proposal | QOrganization | Mailing Info || Investigator | Key Person || Special Review | Science Code || Other

Proposal Mo- | 00005557 Status: |In Progress IPI'DDOSd Hierarchy: 3 Namative: || Budget:
Lead Unil: |000001:Brown Universiy
Title: |7esTiG
Start Date: |01-Jun-2013 End Date: | 11-Jun-2018
Proposal Type: |New ;' Award No:
Activity Type: |0rganized Research j NSF Cede: |F 02 : Biological - Life Sciences LI
The available statuses and their meanings are:
For Narrative For Budget

Green Checkmark LA At least one narrative document has
been uploaded and all narrative documents have been marked
as “Complete”. (Coeus does not verify that you have included
the correct narratives based on Sponsor / Grants.gov
instructions).

Green Checkmark L AP One version of the budget has been
designated as Final and marked as “Complete.”

Parallel Blue Lines LI Narratives exist for this proposal Parallel Blue Lines I There is at least one version of the
however at least one narrative is mark as “Incomplete.” Open budget created, but there is no budget version designated as
the Narrative section and check that all narrative documents Final and “Complete.” Coeus is indicating that the budget is still
have been uploaded, are up-to-date, and have been marked as in progress. Navigate to the budget section and designate one
“Complete” or “Incomplete”. version of the budget as Final and Complete.

Red X ® - No Narrative/ Attachment Types have been added

to the Narrative window. Red X ® - No budget has been created for this proposal.

Make any changes necessary to the budget and/or narrative if the status indicators are not displaying appropriately.
(See topics - Uploading Proposal Narratives & Attachments or Finalize Budget)
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http://research.brown.edu/osp/coeus/PD_Documents/Proposal_Development_Checklist.pdf

O REVIEW GRANTS.GOV FORMS & INCLUDE OPTIONAL GRANTS.GOV FORMS

For Grants.gov submissions, an important step is to review the Coeus versions of the Grants.gov forms. These forms will help you
verify the data you entered into Coeus and will also reflect the specific data items that are transmitted to the agency via Grants.gov.

Make sure you include all the necessary Grants.gov forms for the submission.

&IC@EUS - Szulc, Katarzyna - Coeus Trng
File Edit WXS0W8 Maintain Departmental Admin  Central Admin  Report  Window Help

| |5 | @ |28 22 (m |4 @ |34 m |8 & =|m|m| 9
Eg>| |E Submit for Approval... |@|$|§|g|§l %lgl EIEI
E.d Propc

Propozal AT n'.restigatur" Key Perzon || Special Review || Science Code || Dther|

Show Routing
- AT | Clabime- ||n Prrnrezs |

2. The Grants.gov Submission Details Window will open. Click on the Forms Tab to view the Mandatory and Optional forms

associated with the selected opportunity.

Grants Gov Submission Details

Proposal Number : 00002397
Sponsor : 001333 : MATIOMAL CAMCER. INSTITUTE

| Opportunity | Forms | submission Status

Form Nome — [ Select Opportunity ]
PHS Cover Letter V1-2 H [ [ Delete Opportunity ]
RR SF 424v1-2 Available ’ Validate ]
RR. Other Projects V1-3 Available -

RR Key Person Expanded v1-2 vailable

RR Budget V1-1 O [] |available ol

RR SubAward Budget V1.2 F [1 |availzble ’ Save ]I
PHS5398 Cover Page Supplement V1-4 Available

PHS398 Modular Budget v1-1 i [0 |avaiable [ Print ]|
PHS398 Research Plan V1-3 available

PHS398 Checklist V1-3 Available | S ]
Performance Site V1-4 vailable

> Review the Grants.gov Forms
1. Select the form you want to print and click the [PRINT] button.
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Grants Gov Submission Details

Proposal Mumber : 00002337
Sponsor - 001833 : NATIONAL CANCER. INSTITUTE

Oppnrtunit\,rl Farms ISubmission Status

Form Name Mandatory = Incl

PHS Cover Letter V1-2 O O |available

RR SF 424 V12 Available

RR Other Projects V1-3 Available

RR Key Person Expanded v1-2 Available

RF. Budget V1-1 | Available

RR Subfward Budget V1.2 | [0 [|available

PH5398 Cover Page Supplement V1-4 Available

PHS398 Modular Budget V1-1 | O [|available I Print I
PHS398 Research Plan V1-3 Available = ‘-Fr'rp
PH5398 Checklist v1-3 Available [ gosé\_)

time.

You have the option of printing each form separately, printing them out in one package, or printing out a couple of forms at a

¢ To print out each form separately: highlight the form you want, and click the [PRINT] button.

¢ To print out all the forms in one package: highlight the first form in the list, press the [SHIFT] key, then click the last form
on the list, and then click the [PRINT] button.

¢ To print out a couple of forms at the same time: highlight the desired form, then press the [CTRL] key, highlight the next
desired form, and then click the [PRINT] button.

2. The PDF of the form will appear in a new browser window.

APPLICATION FOR FEDERAL ASSISTANCE 3. DATE RECEIVED BY STATE State Application Identifier
SF 424 (R&R) RI: Rhode Island

1. TYPE OF SUBMISSION 4.a. Federal Identifier

(0 Pre-application @ Application (O Changed/Corrected b. Agency Routing Number

Application
2. DATE SUBMITTED Application Identifier
2011-04-05 00002397

5. APPLICANT INFORMATION * Organizational DUNS:001785542

* Legal Name: Brown University

Department: COEUS Training Division: COEUS Training

* Street1: Office of Sponsored Projects Street2: Box 1929, 164 Angell Street

* City: Providence County: Providence * State: RI: Rhode Island

Province: * Country: USA: UNITED STATES * ZIP / Postal Code:

029121929

3. Review the data on these forms to be sure that required fields are completed and that required documents are attached to the
forms.

> Include Optional Grants.gov Forms with the Submission

You must select and save certain forms in the Grants.gov window if any of the following apply to your proposal:
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* You are applying for an NIH opportunity where you have a choice to include either the detailed budget or the Modular budget
form
eYou are submitting a subcontract budget

*You want to include optional Grants.gov forms with your application (i.e. PHS Cover Letter).

- If you don’t select the budget form, subaward form, or any optional forms that you want to include and/or if you do not
save your choices, the forms will not be sent to Grants.gov.

For each Grants.gov form listed, the following information is displayed:
Mandatory: If this form has to be submitted with the proposal it will have a check in the checkbox in this column.

Include: If this form is optional and it will not be submitted with the proposal, then the checkbox will be blank. If it will be submitted
with the proposal, then you need to place a checkmark in the box.

Availability: This column lets you know if the optional form is available or not in Coeus.

NIH/Grants.gov forms:
NIH opportunities grant the end-user the option to select if a Detailed or Modular budget will be submitted.

Both form options will default to an empty Include checkbox; you must check the Include box for the NIH budget you wish to
transmit with the opportunity.

Oppu:urb.lnitﬂ Faorms | Submission Status

Form Name Mandatory  Incl...
PHS Cover Letter ¥1-2 F F
RR SF 424 V1-2 Available
RR. Other Projects v1-3 Available
RR Key Person Expanded V1-2 Available
F. Budget V1-1 =] [0 |available
RR SubAward Budget V1.2 [l [ |available
PHS393 Cover Page Supplement V1-4 Available
H5398 Modular Budget V1-1 0 =[] |Available
PH5393 Research Plan V1-3 Available
PHS5398 Checklist v1-3 Available
Performance Site V1-4 Available

You need to select the Include checkbox for either the PHS398 Modular Budget V1-1 or the detailed RR Budget V1-1 form.

1. Select the Include checkbox for all the forms that you want to include in addition to those already selected and click the [SAVE]
button.

- To un-include a form, deselect the Include checkbox for the originally selected form.
2. Click the [CLOSE] button to exit out of the Grants.gov Submission Details Window.

End of Procedure
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V. VALIDATING A PROPOSAL

When you run the Coeus Validation check, it will notify you if you have missed or failed to complete required elements of your
proposal. The validations review your proposal data and will check Coeus specific, Brown specific, and in some instances, sponsor

specific requirements.

In addition, for eligible electronic S2S submissions to Grants.gov via Coeus, you can validate the proposal with Grants.gov. This
validation determines whether or not all your sponsor's Grants.gov required elements for the selected opportunity have been

entered.

— Before validating with Grants.gov, you must complete your proposal preparation and attachments, enter a CFDA number or
Funding Opportunity number and selected a Grants.gov Opportunity in order to run the validation check.

O ABOUT VALIDATIONS

Coeus contains few different validations that are used to verify that the data you entered in the proposal meets the criteria of the

selected validation that is run against the proposal.
There are four unique validation mechanisms in Coeus:

1) Internal Validations (Brown Specific)
2) Budget Validations

3) Grants.gov Validations

4) Coeus Validations

O INTERNAL VALIDATIONS (BROWN SPECIFIC)

This validation checks for completion of University required data. i.e. - Brown Specific validations.

1. To perform the Internal Validation checks navigate to the Validation action by selecting Action - Validation Checks from the

menu bar.

E.d Coeus - Szulc, Katarzyna - Coeus Trng

File Edit WY& Maintain Departmental Admin Central Admin  Report  Window

ke (d EEAEALE L 1P YCI)

Help

u:§[> t Submit for Approval... 3 t %ﬁ % % % E ﬂ
&Ipm

Propo=al

Grants.Gov

vestigator | Key Perzon || Special Review | Science Code || Other

HE %snm 8

The Internal (Brown specific) validations will run against the proposal.
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Validation Rules
The Proposal 00002397 validated with Following Erors. Please fix them

Department : Brown University 4
The budget for this proposal indicates subcontracts, but the Subcontract Box en the Proposal Tab
iz not checked. Pleaze correct thiz inconzsitency.

The Proposal 00002397 validated with the Following Wamings

Department : Brown University !
For Cost Sharing Types other than NIH CAP, please indicate the Cost Sharing Type code value in
the Cost Sharing Distribution window.

Department : Brown University !
The Deadline Date for submisszion of thiz proposal is less than 5 days away. Please contact OSP
to werify that it can be procezsed in time.

Brown has implemented some internal validations that are required to be remedied before the proposal can be submitted to
the sponsor.

2. Review the failed validations and revise your application prior to submitting the proposal for approval routing.

4. Make the necessary corrections and when you have resolved the issues with the Internal Validations, re-run the validation
checks by following the steps above.

When you have passed the Internal Validations successfully, you will receive the following verification message.

\il) All Coeus validation rules were passed successfully

5. Click the [OK] button

O BUDGET VALIDATIONS

This validation determines if all budget requirements are met before the budget is set to complete and the proposal is routed for
approval.

The Budget Validations are automatically run when you try to set the budget to the “Complete Status” or the Budget Validation
checks can be performed manually while in the Budget for Proposal Section.

Manual Budget Validation Checks

1. Navigate to the Budget for Proposal Section and select Action = Validation Checks from the menu bar.

&IC@EUS - 5zulc, Katarzyna - Coeus Trng
File Edit View Tyl Items Maintain Departmental

| ¥|m BRI AR =E Y

@ <9

E.d Modify Budget for Proposal 00002397, Version 1

Budget Periods Admin Central Admin Report  Window Help

Summary | Period 1| Total|
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The Budget validations will run against the proposal budget.

Validation Rules

The budget for Proposal 00002397 validated with following Emors. Please fix them

Department : Brown University b4
Pleaze include tuition for the Grad RA(z) in your Budget. You should charge 25% of tuition. This
budget can not be marked complete until this error is resohved.

2. Review the failed validations.

4. Make the necessary corrections and when you have resolved the issues with the Budget Validations, re-run the validation
checks by following the steps above.

When you have passed the Budget Validations successfully, you will receive the following verification message.

5. Click the [OK] button.

Automatic Budget Validation Checks

Validation Rules

The budget for Proposal 00002397 validated with following Emors. Please fix them

Department - Brown University 8
Pleaze include tuition for the Grad RA(z) in your Budget. You should charge 25% of tuition. This
budget can not be marked complete until this error is resohved.

2. Review the failed validations.

3. Click the [OK] button to close out of the Validation Rules Window.
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4. Make the necessary corrections and when you have resolved the issues with the Budget Validations, try to set the status of the
selected budget to Complete again.

When all the Budget Validations have been passed successfully, the status of your budget will be set to Complete.

O GRANTS.GOV VALIDATIONS

This validation check determines if all grants.gov elements required for this announcement are complete. If the proposal is eligible
for electronic System to System submission by Coeus to Grants.gov, the proposal must also pass the Grants.gov validation criteria
before it can be submitted for approval routing. Grants.gov validations do not pick up all the agency specific validations. Each
sponsor may run a set of their own validations after it has been transmitted via Grants.gov.

irg

I

* The proposal must be connected to Grants.gov via the Funding Opportunity Number or the CFDA Number to run this validation.

1. To perform the Grants.gov Validation checks, navigate to the Grants.gov_Submission_Details Window by selecting Action -

Grants.gov from the menu bar.

&ICﬂeus - Szulc, Katarzyna - Coeus Trng
File Edit PT&ilM Maintain Departmental

2| @] | |2| 822 e[ m| | 3| m| & %=/ m|=|

u:ﬁ> t Submit for Approval... 83 * %,.| % % % E ﬂ

& Propd
validation d ! nvestigator | Key Per=zon | Special Review | Science Code | Other

Admin Central Admin  Report Window Help

Proposal
Show Routing

2. The Grants.gov Submission Details Window will open. Click on the [VALIDATE] button to run the validation checks.

nnanT | Crahe- |I|'| Pranress

Grants Gov Submission Details

Proposal Number - 00002397
Sponsor - 001833 : MATIONAL CANCER. INSTITUTE

Opportunity | Forms | Submission Status

Funding Opportunity Number- PA-51R01 4
5.9 ATOF and NIH Ext-UAT Test FOA (RO1) l Delete Opportunity ]

Opportunity Title -
Submission Type:lhpplication v|
Submissien End Point :| 2007 End Point v

Validation Errors [z|
Proposal Mumber - 00002397
Spon=sor Number - 001233 : NATIOMAL CAMCER INSTITUTE
Program Mumber - PA-B1-RO1 CFDA Number - 93.838

Schema URL : http: //at07apply.grants.gov/apply joppor tunities fschemas /applicant/oppP A-B 1-R01-cfda23.838 cd ADCBE-FORM

Instruction URL : http://at07apply.arants. gov /apply fopportunities finstructions foppPA-B1-R01-cfda33, 838-cdADOBE-FORMS-B 1-r

Comect the following emors
RR Key Person BExpanded V1-2
GrantApplication/Forms/RR Key Person Expanded V1-2/PDPUProfie/BioSketchsAttached The field is empty.
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3. Review the failed validations and revise your application prior to submitting the proposal for approval routing.

5. Make the necessary corrections and when you have resolved the issues with the Grants.gov Validations, re-run the validation

checks by following the steps above.

When you have passed the Grants.gov Validations successfully, you will receive the following verification message.

i 1 All validations passed successfully

6. Click the [OK] button.

O COEUS VALIDATIONS

This validation check looks at the required elements a proposal needs to have completed before it is submitted for approval routing.

Coeus will notify you upon initiating the approval process if you have failed to complete a required element for your proposal

The final Coeus validation verifies that the following sections are complete:

e  Proposal Budget is Finalized

e  Proposal Narrative / Attachments are all Finalized
e All the Yes/No Questions are answered

e All Investigators are Certified

1. To perform the final Coeus Validation checks, select Action < Submit for Approval from the menu bar.

&Iﬂoeus - Szulc, Katarzyna - Coeus Trng
File Edit a0l Maintain Departmental

Admin  Central Admin  Report  Window Help

ERELEIEIL DI E R =g

Submit for Approvah,,

Iﬁtﬁ'%%%@ =)

validation checks nvestigator | Key Perzon | Special Review | Science Code || Other

Show Routing

Biraris

The Final Coeus validation checks will be performed and if there are Coeus validation errors, a Coeus message will display with

the item that needs to be corrected — for example:

i ) “ou must certify all investigaters before submitting the proposal
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2. Click the [OK] button to close out of the message.

3. Make the necessary corrections and when you have resolved the issue re-run the validation checks by following the steps
above.

When you have passed all the final Coeus validations checks successfully, you will receive the following verification message.

\lr) All Cosus validation rules were pazsed successfully

4. Click the [OK] button.

' Even with these four validation checks, you may have warnings/errors with your proposal after it reaches the sponsor (i.e.
NIH - eRA Commons) and the Sponsor validates your proposal.

Brown, Coeus, and Grants.gov cannot anticipate each and every rule that a sponsor may impose before accepting a proposal. It is

important that you follow all of the guidelines outlined in the sponsor instructions for your particular funding opportunity.

End of Procedure
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VI. SUBMITTING PROPOSAL FOR APPROVAL ROUTING

This section will explain how to view the routing map of your proposal and how to submit a proposal for approval routing.

Coeus electronically routes your proposal for the necessary University approvals based on your department's business
processes. Your proposal must past the required validations before you can route the proposal.

Once the proposal passes the Coeus and Grants.gov validations successfully (See the topic - Validating the Proposal) the proposal
can be submitted for approvals through the Coeus electronic routing system.

Also, before submission, you can view the routing map of the proposal to see the chain of approvers that need to review and
approve the proposal.

O VIEW ROUTING MAPS

PROCEDURE

To view the proposal routing process:
1. Select Action - Show Routing from the menu bar.

ECOEUS - Szulc, Katarzyna - Coeus Trng
File Edit WM Maintain Departmental Admin  Central Admin  Report  Window

#2822 z(m 8 e |8 m| 8 & =/n= 9

Submit for Approval. .. [ t # @ % =) E ﬂ

— Grants.Gov
Proposal validation checks nwestigator | Key Per=zon || Special Review || Science Code | Other

Help

02397 | Status: ‘In Progress | I

can be submitted to the sponsor.

Proposal Routing ['5_<|

Routing Start Date:
Routing End Date:
Submission Number: 1
g Routing
EI% (000001) FIMAL STOP - OSP or EMRA

=" (000001) Contract Administrator Stop
«& (000001) Department - Coeus Training

Seqguential Stop 1

/ﬂ’b""— ederby Derby, Emily A. To be submitted
S jguinn Quinn, Jennifer L. To be submitted
SW kzzulc: Szulc, Katarzyna Ta be submitted

‘ The routing map reflects your department's business process for approving proposals.
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You can view each step in the approval process and see all of the people who will ultimately review/approve the proposal.

The routing order is listed in descending order with the first approval step listed at the bottom; in this example, Department
Approver is the first stop.

Within a step, there are Sequential Stops. This determines the order of approval for the selected Routing step.

The Names of the individuals at this stop are listed in the bottom pane under which stop they approve in, in the Sequential Stop
box. Only one person listed in the Sequential Stop box must approve at that specific level (not all of the Individuals listed in that

Sequential Stop box).

2. Click on the Contract Administrator Stop to view the approvers for the next routing step.

x|

Proposal Routing

Routing Start Date:
Routing End Date:
Submission Number: 1

g Routing

= (000001) FINAL STOP - OSP or BMRA
=Xl (00000 1) Contract Administrator Stop

----- {D00001) Deg fiment - Coeus Training

Sequential Stop 1

/@ ederby Derby, Emily A. To be submitted
B8 jquinn Quinn, Jennifer L. To be submitted
M kszulc Szulc, Katarzyna To be submitted

3. Click on the Final Stop — OSP or BMRA to view the approvers for the final routing step

Proposal Routing

Routing Start Date:
Routing End Date:
Submission Number: 1

@ Routing
[EF-58 (00000 1) FINAL STOP - OSP or BMRA
= Administrator Stop

nt - Coeus Training

]
g

Sequential Stop 1

/ﬂ@ ederby Derby, Emily A. To be submitted
M jguinn Quinn, Jennifer L. To be submitted
W kezule Szulc, Katarzyna To be submitted

The final Routing step is the authorized approvers at OSP or BMRA that sign off on the proposal and submit it to the sponsor if it
is a Grants.gov submission.
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4. When you have finished reviewing the Proposal Routing Map, click the [CLOSE] button.

O SUBMIT PROPOSAL FOR ROUTING

Once the proposal passes all the Coeus and Grants.gov validations successfully it is ready to be submitted for approvals through the
Coeus electronic routing system.

B
1. Select Action - Submit for Approval from the menu bar - M

ECOEUS - Szulc, Katarzyna - Coeus Trng
File Edit :Tai 08 Maintain Departmental Admin  Central Admin  Report  Window Help

|85 | 28] 2 || @ |34 0| B %[ S| || A

o= || 2 %) 8B =] 0

Submit for Approvah,., -

You will receive the following message letting you know that all Coeus Validation rules were passed successfully.

\1‘) All Cosus validation rulez were pazsed successfulty

2. Click the [OK] button. Upon clicking the [OK] button you will receive the following message:

i , The proposal has been successfully submitted for routing.

3. Click the [OK] button.

B. If you are the first Approver, the Proposal Routing Window will open and you will be able to approve the proposal from that
window.
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Proposal Routing

X

Routing Start Date: 2011-03-31 14:023:56.0 by Szulc, Katarzyna
Routing End Date:
Submission Number: 1
g Routing
=" (000001) FINAL STOP - OSP or BMRA
E}a (00000 1) Contract Administrator Stop

ﬁ (000001) Department - Coeus Training

Sequential Step 1
|/§ ederby Derby, Emily A. Waiting for Approval
S\%’ jquinn Quinn, Jennifer L. Waiting for Approval
&Q kzzulc Szule, Katarzyna Waiting for Approval

You will see that next to the approvers' name it states, Waiting for Approval. Once the approver hits the Approve/Reject button, the
window will update with the correct information based on the action that was taken during the approval process.

4. Click the [CLoSE] button. The proposal will close out and the Development Proposal list window will display the record in the list.
The proposal's status will change from In Progress to Approval in Progress.

The proposal can no longer be modified, including the proposal details, budget, abstracts, narratives, etc.

* If you find that you need to make changes to the proposal before it is submitted to the sponsor, you can ask any approvers in
the approval map to Reject the proposal. This action will return the proposal to the Aggregator and it will be unlocked for editing.

End of Procedure
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VII. APPROVING OR REJECTING A PROPOSAL

Coeus approval routing and business rules simulate the Department's and University's business practices for the proposal review
approval process. When a proposal is submitted for routing, an email is sent to the next individual on the approval list, as well as an
electronic notification in Coeus. Once the proposal has successfully reached final approval stage the proposal is submitted to the
Sponsor. This section will go over the Coeus Inbox functions and approving or rejecting a proposal.

O MAINTAINING THE INBOX

Your Coeus Inbox functions like a mailbox and serves as a central location where you can access a listing of proposals that require
your attention; i.e. proposals in need of an approval, notifications about proposals, etc.

For all proposals that you require your attention, you will be notified by email to your Brown email account.

The email will come from:
coeus@brown.edu.

For each approval or notification email you receive you will also receive a message in your Coeus Inbox.

This topic you will learn how to maintain your Coeus Inbox. Additionally, this topic will cover how to use the Resolved and
Unresolved tabs and how to delete resolved items on which you have taken action.

To access your Coeus Inbox:

PROCEDURE

1. While in the main Coeus screen, select File = Inbox from the menu bar -

Ea‘lflﬂeus - Szulc, Katarzyna - Coeus Trng
Maintain Departmental

Inbox

Admin Central Admin Report Window Help

Save
Save Ag

Close

Channe Pazawnrd

Szulc, Katarzyna 0313172011 02:03 PM Approval Development Propesal 00002397 01-May-2011 Approval In Progress  NATIONAL CANCER I...
Wilkie, Douglas M. 030272011 04:23 PKM Approval Development Propesal  |00002333 0&-Mar-2011 Approval In Pregress  |NATIOMAL SCIEMCE F... (013
030272011 02:05 PKM Approval Development Propesal  |00002119 0g-Mar-2011 Approval In Pregress  |Office of Naval Rezea... 013
Kostyshak, Michasl A, [02/16/2011 11:52 AW |Notification Development Proposal (00002124 17-Febk-2011 Submitted NATIOMAL INSTITUTE ... |013
Kostyshak, Michasl A, [02/16/2011 11:50 AW [Notification Development Proposal (00002124 17-Febk-2011 Submitted NATIOMAL INSTITUTE ... |013
02/07/2011 11:27 AW |Notification Development Proposal (00002188 07-Febk-2011 Submitted NATIOMAL SCIENCE F... |013
12/16/2010 04:08 PN |Notification Development Proposal (00001385 17-Dec-2010 Submitted NATIOMAL SCIENCE F... |013

The Coeus Inbox has two tabs:

1. Unresolved - displays the items needing action, such as Proposal awaiting your approval.
2. Resolved -displays those items on which you have already taken action.
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When a proposal is submitted for approval, Coeus will generate a message to the Approver(s) on the first level of the routing map,
alerting them a proposal is waiting for their review and approval. The first level Approver is typically at the Department, Lab or

Center.

There are three types of entries that may appear in your Inbox:

Notification entries will have a subject of Notification, and a proposal number in the Item column. Notifications remain in your
Unresolved tab until you either delete them from the Inbox or change their status to Resolved.

Approval entries will have a subject of Approval, and a proposal number in the Item column. Approval entries will move
automatically from the Unresolved tab to the Resolved tab when you approve or reject the proposal.

Rejection entries will have a subject of Rejection, and a proposal number in the Item column. These entries appear in the Inbox of
the Aggregator when the proposal is rejected by an approver.

2. To sort your proposals click on the header of the column you wish to sort by. For example, you can sort by Deadline Date.

— Each proposal is color coded according to the deadline.

Yellow

White

3. When you select a proposal, workflow comments are displayed in the Message box in the bottom pane.

6 — 10 days until due to Sponsor

10+ days until due to Sponsor

Unresolved \ Resolved

&

ou are designated as an akernate approver for this proposal.

Date Sent Subject Module ltem Deadline Status Sponsor Name Le
Szulc, Katarzyna 03/31/2011 02:03 PW Approval Development Proposal 00002387 01-May-2011 Approval In Progress ~ NATIONAL CANCER |
03/02/2011 02.05PM  |Approval Development Proposal (00002119 09-Mar-2011 \Approval In Progress  [Office of Naval Resea...| 013
Wilkie, Douglas M 03/02/2011 04:23 P |Approval Development Proposal (00002333 08-Mar-2011 \Approval In Progress  [NATIONAL SCIENCE F.__|013
Kostyshak, Michael A. |0216/2011 11.52 AM  |Notification Development Proposal (00002124 17-Feb-2011 Submitted NATIONAL INSTITUTE ...|013
Kostyshak, Michael A |02M6/2011 11:50 AW |Notification Development Proposal (00002124 17-Feb-2011 Submitted NATIONAL NSTTUTE __|013
02/07/2011 11:27 AM | Notification Development Proposal (00002188 07-Feb-2011 Submitted NATIONAL SCIENCE F...|013
12/16/2010 01:53 PM Notification Development Proposal (00001830 |22-Dec-2010 Submitted Office of Naval Resea. |013
12/16/2010 09:32 AM | Notification Development Propesal |00001830 |22-Dec-2010 Submitted (Office of Naval Resea...| 013
12/16/2010 04:08 PM Notification Development Proposal  |00001865 17-Dec-2010 Submitted NATIONAL SCIENCE F__|013
12/16/2010 08:08 AM Notification Development Proposal (00001832 17-Dec-2010 Submitted NATIONAL SCIENCE F...|013
12/15/2010 05:20 PM Notification Development Proposal (00001865 17-Dec-2010 Submitted NATIONAL SCIENCE F...|013
12/15/2010 05:02 PM Notification Development Proposal (00001833 17-Dec-2010 Submitted NATIONAL SCIENCE F...|013
12/10/2010 10:47 AM | Notification Development Proposal (00001875 17-Dec-2010 Submitted NATIONAL SCIENCE F...|013
11/02/2010 08:11 AWM Notification Development Proposal (00001638 02-Nov-2010 Submitted Office of Naval Resea..|013
10/29/2010 04:20 PM Notification Development Proposal (00001629 31-0ct-2010 Submitted NATIONAL SCIENCE F...|013
< >
Message

4. You can open the proposal from your Inbox in display or edit mode, dependent on what task needs to occur on the proposal.

— If the status of the Proposal is Approval in Progress, you will not be able to open the proposal in Edit mode.
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5. As you take action on an item (such as approving a proposal) in your Unresolved list, it will move to the Resolved Tab

03112011 Approval Development Proposal 00002358 12-Jan-2009 Submitted NATIONAL SCIENCE F...

03112011 12:14 PR Approval Development Proposal (00002358 12-Jan-200% Submitted NATIONAL SCIENCE F... |C
02/25/2011 02:33 P Approval Development Proposal (00002265 03-Mar-2011 Submitted NATIONAL SCIENCE F... |C
NZ242011 0522 PM Annroval Nevelnnment Pronnzal  I00O0DZ203 N3-Mar-2011 Sihmittad MATIOMAI SCIFNCFF I

Eile Maintain  Departmental

B e AL E OO E =1

Display

View [Tl Admin Central Admin Report Window Help

Proposal Summary

Delete Message.,”

Unresolvet

Subject Module lkem Deadline Status Sponsor Name
Derby, Emiby & 0311/2011 1214 P |Approval Development Proposal  |00002358 12-Jan-2009 Submitted WATIONAL SCIENCE F...|C#
Derby, Emiby & 0311/2011 1214 P |Approval Development Proposal  |00002358 12-Jan-2009 Submitted MATIONAL SCIENCEF... |C
02/25/2011 02:33 P |Approval Development Proposal  |00002265 03-Mar-2011 Submitted MATIONAL SCIENCEF... |C

Approval Development Proposal 00002293 03-Mar-2011 Submi MATIONAL SCIENCE F... (
Approval Development Proposal  |00002247 28-Feb-2011 Submitted MATIONAL SCIENCEF... |C

Click the [Yes] button to continue.

[

7. The Refresh function in Coeus will update your inbox with the most current items that required your attention. To refresh the

Inbox, select View - Refresh from the menu bar - E
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£.d Coeus - Szule, Katarzyna - Coeus Trng

Action

Maintain Departmental

|| & |me|=8| #|=| &2z &|m|m 0|8 |m|8| &=|=|n|

Admin Central Admin Report Window Help

" @

[E]

Wilkie, Douglas M.

03/31/2011 02:03 PM
03/02/2011 04:23 PM

Approval

Approval

Development Proposal

00002397

01-May-2011

0&-Mar-2011

Approval In Progress

Approval In Progrezss

Modify
Display

Eile view QYSGM Maintain Departmental

Propozal Summary

Delete Message. ..
Change Statu

[namamna nnne om

IF——

Admin Central Admin Report Window Help

PRI IR

[no trar 9014

AENI=E]

[ % mmrnceal in Braneans

Subject Module Item Deadline Status Sponsor Mame Le

Szulc, Katarzyna 033142011 02:03 PM Approval Development Propo=al  |00002397 01-May-2011 Approval In Progress |NATIOMAL CANCER L. |000
Wilkie, Douglas M. 030242011 04:23 PN Approval Development Proposal (00002333 02-Mar-2011 Approval In Progress  |NATIONAL SCIENCE F... {013
030272011 02:05 PM Approval Development Proposal (00002115 08-Mar-2011 Approval In Progress  |Office of Naval Resea... [013

Kostyshak, Michasl A, [02M16/2011 11:50 AN |Notification Development Proposal (00002124 17-Feb-2011 Submitted NATIONAL INSTITUTE ... |013:

NATIONAL SCIENCEF... 013
Office of Naval Resea... [013.

12/16/2010 04:08 PM
12(16/2010 01:53 PM

17-Dec-2010
22-Dec-2010

Motification

Development Proposal | 00001865

Notification Development Propozal  |0000185%0 Submitted

9. To exit the Inbox, select File - Close from the menu bar - ﬂ

End of Procedure

O APPROVING A PROPOSAL
When a proposal is routed to you for your approval, there are other approval functions that the approver can perform:
¢ Add an additional Approver to the Approval path
¢ Add an alternate Approver to the additional approver
* Pass your approval (and that of your alternates) to another
When you are designated as an approver or an alternate approver on a proposal, an e-mail will be sent to your inbox.
The common stops a proposal makes in the routing process are as follows:
Department Manager Stop
Contract Administrator Stop

OSP Final Stop

In this topic you will learn how to approve a proposal yourself, or pass your approval to another approver.

PROCEDURE

1. While in the main Coeus screen, select File < Inbox from the menu bar - i to navigate to your Inbox.
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K. Coeus - Szulc, Katarzyna - Coeus Trng

Mairtain

Inbox

Save

Departmental

Admin Central Admin Report Window Help

Save As

Close

Channe Pazawnrd

that appeared in the e-mail.

2. Select the Proposal that requires your approval and click Action = Display from the menu bar -

&I Coeus -

File View QN0

Szulc, Katarzyna -
Maintain

Coeus Trng

Departmental Admin Central Admin Report Window Help

Modify

Delete Message. ..
Change Status

Subject
Approval
Approval

Development Proposal

Development Propozal

Item
00002397
00002333

Deadline
01-May-2011
02-Mar-2011

Status
Approval In Progress

Approval In Progrezs

NATIONAL CANCERI...
NATIONAL SCIENCEF...

ooo

03/02/2011 02:05 PM Approval

Dewvelopment Proposal

00002119

08-Mar-2011

Approval In Progress

Office of Maval Resea...

When you are notified of a proposal which requires approval, you should review the proposal carefully before approving it, making
sure that the areas you are responsible for are complete and correct. If you are an approver at more than one stop, you have the

option to approve the proposal for all stops.

3. Review the proposal record and if it is ready to be approved, select Action - Approve/Rejection from the menu bar - D

B Coeus - Szulc, Katarzyna - Coeus Trng

Proposal

File Edit Rl

Maintain
ApprovalRejectigns. .

Departmental

Admin Central Admin Report  Window Help

Grants. Gov
Validation checks

| [zn| & 28] | m @ |34 0 B %|s|m|=| 9

® = |#| 2 % 8u ¥ o

nvestigator || Key Person || Special Review || Science Code || Dtherl

Add Viewer
Select Approval Map. ..

Print Certifications...

002397 | Status: |Appr|:r‘.ral In Progress Propesal Hie
0555:COEUS Training
alizing Guide
[
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Proposal Routing

Routing End Date:
Submission Number: 1

Routing Start Date: 2011-03-31 14:03:55.0 by Szulz, Katarzyna

)

Appmve

g Routing

=& (000001) FINAL STOP - OSF or BMRA

Erﬁ (000001) Contract Administrator Stop
i {000001) Department - Coeus Training

gl |
H

4,

Proposal Approval

Sequential Stop 1

/% ederby Derby, Emily A. Waiting for Approval
g\g jguinn Quinn, Jennifer L. Waiting for Approval
&g kszulc Szulc, Katarzyna Waiting for Appraoval

(]

Comments | Attachments

Comments:
Add Altemnate
Pass
(Soveblow] [ Mew [ Corcd |

At this point you can either:
[ ]

4.5.1.X — Premium Proposal Preparation Guide - V.3

Modify

Approve the Proposal Yourself by selecting the [APPROVE] button; or
Add an Approver or Pass your Approval to Another Approver by selecting the [AbD APPROVER] button
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> To Approve the Proposal Yourself:
1. Click the [ApPROVE] button in the Proposal Approval Window.

i)

* If you want you can add a comment in the Comments box, however completing this field is not required when Approving a
Proposal. When you reject a proposal you do need to complete the Comments box.

Once the proposal has been approved, Coeus will place a Stamp next to the name of the person who has approved the proposal.

3

Proposal Routing

Routing Start Date: 2011-03-31 14:03:55.0 by Szulc, Katarzyna
Routing End Date:
Submission Number: 1
H, Routing
EI% (000001) FIMAL STOP - OSP or BMRA

=& (000001) Contract Administrator Stop
=y P (000001) Department - Coeus Training

Approve
Reject

Sequential Stop 1

,#1 ederby Derby, Emily A. Approved by other 4/4f11 11:07

% jquinn Quinn, Jennifer L. Approved by other 4/4f11 11:07
B kezulc Szulc, Katarzyna Approved 4/4/11 11:07

2. Click the [CLOSE] button to close the Proposal Routing Window.

4.5.1.X — Premium Proposal Preparation Guide - V.3
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> To Add an Approver or Pass your Approval to Another Approver:

In order to pass your approval on to another approver, you must first add an alternate approver (or approvers if you would like to
pass your approval to a selection of approvers). Once your alternate(s) is (are) selected, you then may elect to pass your approval to
the alternate(s).

1. Click the [ApD ApPROVER] button in the Proposal Approval Window.

User Search
User Search | User Search Result
User ID Liser Name MNon Employee = Unit Number Unit Name Status

|

2. Search for and select the alternate approver you want to add. The Approver selected will appear in the New Approvers Section

Proposal Approval ['>__<|
Comments | Attachments ’ Approve l
('l_:nmisz ’ Add Approver l

[ Add Altemate ]

S s [t —

New Approvers:

;:’ efaling Faling, Eva 1.

=%
—— It is a good practice to send a comment to your alternate explaining why you have chosen this user to approve a proposal
either in addition to or in lieu of yourself. Click in the Comments: box and enter a message, i.e. "This proposal needs your approval".

3. Click the [PAss] button to pass the approval to a different approver.

to another approver within this Sequential Stop.
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Proposal Routing

Routing Start Date: 2011-03-31 14:03:55.0 by Szulc, Katarzyna
Routing End Date:
Submission Number: 1

@ Routing Approve
=& (000001) FINAL STOP - OSP or BMRA
(=38 (000001) Contract Administrator Stop Reject

‘.. & (000001) Department - Coeus Training

Sequential Stop 1

AJ ederby Derby, Emily A. Paszed by other 4411 11:22
jquinn Quinn, Jennifer L. Pazzed by other 44§11 11:22
kzzuls Szulc, Katarzyna Passed 4411 11:22
efaling Faling, Eva 1. Waiting for Approval

4. Click the [CLOSE] button to close the Proposal Routing Window.

End of Procedure

O REJECTING A PROPOSAL

When a proposal is routed to you for your approval, you may decide that after your review you need to reject the proposal and
return it to the Aggregator for corrections.

When you are designated as an approver or an alternate approver on a proposal, an e-mail will be sent to your inbox.
The common stops a proposal makes in the routing process are as follows:
Department Manager Stop

Contract Administrator Stop
OSP Final Stop

PROCEDURE

1. While in the main Coeus screen, select File < Inbox from the menu bar - ito navigate to your Inbox.

&lﬁoeus - Szulc, Katarzyna - Coeus Trng

Maintain Departmental Admin  Central Admin  Report Window Help

Inbox 4/ AEU=E]

Save

Save As

Close

Channe Pazsward
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that appeared in the e-mail.

2.

&‘I Coeus -

Szulc, Katarzyna -

Coeus Trng

Select the Proposal that requires your approval and click Action = Display from the menu bar -

Eile View WY, Maintzin Departmental Admin Central Admin  Report Window Help

o8| £|m| 81| 2w | Ao | 1|08 %[s|n=| B

=
&&= _ Proposa mary
Unresplve:  Change Status
From Date Sent Subject Module ltem

03/31/2011 02:03 PM

Deadline

Status

c, Approval Development Proposal | 00002397 01-May-2011 Approval In Progress NATIONAL CANCER L. 000
Wilkie, Douglas M. 030202011 04:23 PM Approval Development Proposal  |00002333 0&-Mar-2011 Approval In Progress (NATIONAL SCIENCE F... [013:
03022011 0205 PM Approval Development Preposal (00002119 0%-Mar-2011 Approval In Progress |Office of Naval Rezea... [013:

When you are notified of a proposal which requires approval, you should review the proposal carefully before approving it, making
sure that the areas you are responsible for are complete and correct.

3. Review the proposal record and if it contains errors or it is missing certain materials, select Action = Approve/Rejection from

the menu bar - mto begin the rejection process.

E.d Coeus - Szulc, Katarzyna - Coeus Trng

Edit Pl Maintain

Departmental
ApprovalRejection:..

3

Admin  Central Admin Report  Window Help
L B I S

o8| 5| @ | S| B O

Grants.Gov
Validation checks

Propozal

nv&stigatnr" Key Perzon || Special Review || Science Code || Dther|

02387 | Status: |Appr|:wal In Progress | Propozal Hie
Add Viewer

1555:COEUS Training
Select Approval Map...

alizing Guide

Print Certifications. ..
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4,

Proposal Routing

Routing End Date:
Submission Number: 1

Routing Start Date: 2011-04-04 11:42:23.0 by Szulc, Katarzyna

x)

ﬂ Routing

EI% (000001) FIMAL STOP - QOSP or BMRA
B'ﬁ (000001) Contract Administrator Stop
ﬁ (000001) Department - Coeus Training

Sequential Stop 1

Derby, Emily A,

/f% ederby

Waiting for Approval

Quinn, Jennifer L,

§\g jquinn
E\g kszulc

Click the [REJECT] button to start rejecting the proposal.

Szulc, Katarzyna

Proposal Rejection

Waiting for Approval

Waiting for Approval

Confirm your Rejection of the Proposal

Comments | Attachments

Comments:

Miz=zing Budget Justification Attach rnenﬂ

Save &New | [ New

Modify

Enter the explanation why you are rejection the proposal in the Comments field (when rejecting a proposal this field is
required). The text of your rejection appears in the e-mail message sent to the aggregator, and it is stored in the notepad

section of the proposal. May be used for audit trail.

6. Click the [REJECT] button.

7. Once the proposal has been rejected, Coeus will place an

4.5.1.X — Premium Proposal Preparation Guide - V.3

next to the name of the person who has rejected the proposal.
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%)

History Details

Routing Start Date: 2011-04-04 11:42:23.0 by Szulc, Katarzyna
Routing End Date: 2011-04-04 11:51:51.0 by Szulc, Katarzyna
Submission Number: 1
g Routing

= (000001) FINAL STOP - OSP or BMRA
E}ﬁ (000001) Contract Administrator Stop

------ » -4l (000001) Department - Coeus Training

il

Sequential Stop 1
,,41‘ ederby Derby, Emily A, Rejected by other 4411 11:51
& jquinn Quinn, Jennifer L. Rejected by other 4/4f11 11:51
k=zulc Szulc, Katarzyna Rejected 4411 11:51

Comments | Attachments
IMissing Budget Justification Attachment (=]
I

8. Click the [CLOSE] button to close the Proposal Routing Window.

The Status of the Proposal will be changed to “Rejected”

i,

* The rejection process sends the proposal back to the proposal aggregators with a Rejected status, which allows the proposal to
be modified. The proposal is sent back to the Department and not the previous approval stop. The proposal should be corrected
accordingly, and resubmitted for approval.

When you reject a proposal, you are required to enter a comment explaining why the proposal was rejected, and provide
information on what must be changed to permit approval. This comment will be saved with the proposal, and can be viewed in the

Notepad. Coeus will also generate an email which will be sent to all Aggregators listed on the proposal.

End of Procedure
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VIII. PRINTING THE PROPOSAL

This section will explain how to print various forms from Coeus:

(0}

e  Brown Custom Forms
e  Grants.gov Forms
e Non-Grants.gov Forms

PRINTING BROWN CUSTOM FORMS

The Brown Custom Forms package contains the Brown University optional forms:

>

>

>

Proposal Summary Form - The Proposal Submission Form provides an overview of main attributes of the submitted
proposal. It includes general project information, Investigator details, and lists institutional and regulatory issues.

Investigator Disclosures & Assurance Form - This form is used by Investigators to manually document assurances and

disclosures in the following two cases:

e NIH proposals where Co-Investigators are listed in the Key Persons Tab rather than the Investigator Tab.

e Investigator is not set up in Coeus or does not complete the certification process in Coeus. (This is a limited case - all
Investigators should complete the assurances & disclosures within Coeus).

Department Head / Designee Approval Form - This form is used by Department Heads/Designees to document required
proposal approvals in cases where the Department Head/Designee does not have access to Coeus or in circumstances where
proposal approvals within Coeus are bypassed by OSP.

Additional NRSA Fellow Certification Form - This form is required to be submitted to OSP for Ruth L. Kirschstein National
Research Service Award (NRSA) PHS 416-1 grant applications, PHS 416-9 progress reports, and post-award prior approval
requests for individual fellowships. This form needs to be signed by the NRSA Fellow and the applicable NRSA Sponsor.

PROCEDURE

1.

2.

To navigate to the Brown Custom Forms, while in a Proposal Details Section, select File = Print from the menu bar.

Print Proposal : 00002397 X]

Select a package to print

Brown Custom Forms
MIH PHS 398 Forms - (Rev. 6/09)

Select pagelz] to print Print all pages [

Proposal Summary Form

Investigator Disclosures & Assurances Form
Department Head f Designee Approval Form
Additional MRSA Fellow Certification Form
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3. Inthe “Select page[s] to print” section in the Print Proposal Window, select the form you wish to print and click the [Print]
button.

Print Proposal : 00002397 B3

Select a package to print

Print
MIH PHS 393 Forms - (Rev. 5/09) @D

Select pagels] to print Print all pages [ |

Investigator Disclosures & Assurances Form
Department Head [ Designee Approval Form
Additional MR.SA Fellow Certification Form

If you wish to print more than one form, use the <Ctrl> key to select more than one form or to print all the available
forms, check the Print all pages checkbox.

4. The form(s) will open as a PDF. Use the Adobe Reader button to print or save the form(s).

OSP Use Only

B ROWN Coeus Institute Prop. #:

Proposal Summary Form

Project Information

Coeus Development proposal #: 00002397

Lead unit: 000555 COEUS Training

Title: Finalizing Guide

Sponsor Name: NATIONAL CANCER INSTITUTE
Prime Sponsor: No Prime Sponsor

5. Click the [CLOSE] button in the Print Proposal Window to close out of that screen and return to the Proposal Details Section.

End of Procedure
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O NARRATIVES AND QUESTIONNAIRES BOOKMARKED IN BROWN CUSTOM PRINT FORMS NS
Coeus now has the ability to bookmark all Narratives and Questionnaires in the Brown Custom Print Forms.
This enhancement appends all the attachments that are uploaded in the Narrative Section and the Questionnaire answers of your

Premium and print one of the forms that are stored there, the attachments and the questionnaires will print along with that form.

PROCEDURE

1. While in a Proposal Record, select File = Print from the Menu bar.

Edit Action Maintain Departmental Admin Central Admin R

Inbox N
[pe JEETEE]
MNext !
Previous
1t|:rr| Key Person I Special
Current And Pending Report...

Select a package to print

Brown CustomForms o M. =
NIH PHS 398 Forms - (Rev. 6/03) —

Select pagels] to print Print all pages [ |
Investigator Disclosures & Assurances Form_appl. ksl
Department Head / Designee Approval Form
Additional NRSA Fellow Certification Form

2. Select the Form you want to print and click on the [PRINT] button. The PDF document will be generated.

B ProposalPrint00005515001500.pdf - Adobe Reader (=1t
File Edit Wew Document Tools Window Help £
B &S e[ ®® [ > = i

~
=] ~
g L

OSP Use Only

Coeus Institute Prop. #:

Proposal Summary Form

Project Information
Coeus Development proposal #: 00005515
Lead unit: 000001 Brown University

3. Inthe PDF document generated, click on the bookmark symbol to reveal the bookmarked sections (all the appended
attachments and questionnaires).
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& ProposalPrint00005515001500.pdf - Adobe Reader
File Edit WView Document Iools window Help

®® [mo%| - t
|§ Bookmarks
oy - .
Lo OSP Use Only
E Proposal Summary Form BROWN Coeus Institute Prop. #:
iy [

E Budgetlustification

m Questions for Grants.gov
Forms-5

& PHS398 Training Budget
Form Questions-3

Proposal Summary Form

Project Infermation

Coeus Development proposal #: 00005515

[
L)

* If you want to just print the specific Brown Custom form without the attachments and questionnaire, you will need to specify

Print X

Printer

Mame: | \Pprint\OSP-4 340 15% v|
Status: Ready Comments and Forms:

Type:  HP Universal Printing PCL 5 |D|:|cument and Markups “ |
Print Range Preview: Compaosite

Qal k 35 y
) Current view P

O Current page & A

groe T

|® Pages | 1-2 I Prepoal Sursmarny Paen

Subset: | Al pages in range w

[[reverse pages

Page Handling

Copies: 1 e il

Page Scaling: |Fit to Printable Area w

End of Procedure
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O PRINTING GRANTS.GOV FORMS

Coeus allows you to print a paper version of you proposal, appearing as if it were typed directly within the specific government

required forms.

PROCEDURE

1. To print out the Grants.gov Forms, while in the Proposal Details Section, select Action = Grants.gov to open the Grants.gov

Grants Gov Submission Details

Proposal Number - 00002365

Sponsor - 000471 : NATIOMAL INSTITUTE OF HEALTH

Opportunity | Forms | Submission Status

Funding Oy

Number: |PA-10-067

Opportunity Title -

Type:

research Project Grant (Parent RO1)

| Application

¥

Revision Type

() Increase Award
() Dearease Award

CFDA Number :
Opening Date -
Schema URL :

Instruction 1IRI
<

Submission End Point -

| 2007 End Point

¥

() Increase Duration

(7) Decrease Duration

L]

Competition Id - |ADOBE-FORMS-B1

|15-0(.t—2010 12:00:00 AM

Z-cidADOBE-FORMS-B 1. xsd

() Other (Specify)

| Closing Date - |07-Jan-2013 12:00:00 AM

http: /{apoly07.arants.gov fapplv/oppor tunities ischemas (applicant foppPA-10-06

- http:/fapply07.grants.gov/apply/oppor tunities finstructions foppPA-10-06 7-cid

| £

felecbed 1 out of 4 Available Optional Forms

2. Click on the Forms Tab to see all the available forms for this submission

3. Select the form you want to print and click the [PRINT] button.

Grants Gov Submission Details

Proposal Number - 00002357

Opportunityl Forms ISubmission Status

Sponsor - 001333 : NATIOMAL CAMCER. INSTITUTE

Form Name Mandatory = Incl..
FHS Cover Letter V1-2 O [0 |available
RR SF 424 V1-2 Available
RR Other Projects V1-3 Available
RR Key Person Expanded Y 1-2 Available
RR Budget V1-1 F Available
RR. SubAward Budget V1.2 [l [0 |Available
PH5398 Cover Page Supplement V1-4 Available
PH5398 Modular Budget V1-1 O [0 |available
PH5353 Research Plan V1-3 Available
PH5398 Checklist V1-3 Available

time.

¢ To print out each form separately: highlight the form you want, and click the [PRINT] button.

You have the option of printing each form separately, printing them out in one package, or printing out a couple of forms at a

¢ To print out all the forms in one package: highlight the first form in the list, press the [SHIFT] key, then click the last form
on the list, and then click the [PRINT] button.
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¢ To print out a couple of forms at the same time: highlight the desired form, then press the [CTRL] key, highlight the next

desired form, and then click the [PRINT] button.

4. The PDF of the form will appear in a new browser window and if you want to print the form, print it from that window using the

print options available.

APPLICATION FOR FEDERAL ASSISTANCE

SF 424 (R&R)

3. DATE RECEIVED BY STATE

State Application ldentifier
RI: Rhode Island

1.” TYPE OF SUBMISSION

4.a. Federal Identifier

(O Pre-application @ Application (O Changed/Corrected
Application
2. DATE SUBMITTED Application Identifier
2011-04-05 00002397

b. Agency Routing Number

5. APPLICANT INFORMATION
* Legal Name: Brown University

* State: RI: Rhode Island

* ZIP | Postal Code:
029121929

Department: COEUS Training Division: COEUS Training

* Street1: Office of Sponsored Projects Street2: Box 1929, 164 Angell Street
* City: Providence County: Providence

Province: * Country: USA: UNITED STATES

* Organizational DUNS:001785542

of that window and return to the Proposal Details Section.

When you print out a couple of forms at the same time, Adobe will separate them into sections according to the forms.

If you do not have access to the budget, and you try to print the Grants.gov Budget form, an error message will come up that
states, "Please check to see you have appropriate rights to view the document."

CoeuslLite

\n Error has Occured:

lease check to see you have appropriate rights to view the document

Details ==

© 2006, MIT

End of Procedure

O PRINTING NON-GRANTS.GOV FORMS (PHS398 & NSF BUDGET)

© 2006, MIT Coens

Coeus also contains a few Non-Grants.gov Forms (PHS398 and NSF Budget Forms) that may be printed to assist with your proposal

preparation.

PROCEDURE

1. To navigate to the Non-Grants.gov forms, while in a Proposal Details Section, select File = Print from the menu bar.
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Print Proposal : 00002397 3

Select a package to print

Brown Custom Forms
NIH PHS 398 Forms - (Rev. 6/09)

Select pagels] to print Print all pages [ ]
Investigator Disclosures & Assurances Form
Department Head / Designee Approval Form
Additional MRSA Fellow Certification Form

The Brown Custom Forms package will always appear no matter the sponsor.

The other packages that may appear, the NIH PHS 398 - Non-Grants.gov Forms or the NSF Budget Forms depend on the sponsor
that you have chosen for your proposal. If the Sponsor is NIH, the NIH PHS 398 Forms will show up. If the sponsor is NSF, for
example, then the NSF Budget Forms will show up in place of the NIH package, etc.

2. Inthe “Select a package to print” section in the Print Proposal Window, select the NIH PHS 398 Forms — (Rev. 6/09).

Print Proposal : 00002416 X

Select a package to print

NIH PHS 398 Forms - (Rev. 5/09)

Select page[s] to print Print all pages [ ]

Form Page 1-continued: Additional form if Multiple PD/PIs

Form Page 2: Summary, Relevance, Performance Sites, Personnel

Form Page 4: Detailed Budget for initial Budget Period

3. Inthe “Select page[s] to print” section in the Print Proposal Window, select the form you wish to print and click the [PRINT]
button.

If you wish to print more than one form, use the <Ctrl> key to select more than one form or to print all the available
forms, check the Print all pages checkbox.
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4. The form(s) will open as a PDF. Use the Adobe Reader button available to print or save the form(s).

Form Approved Through 6/30/2012 OMB No. 0925-0001
Department of Health and Human Services LEAVE BLANK-FOR PHS USE ONLY.
Public Health Services Type IACliVif}’ Number
Grant Application Review Group Formerly
Do not exeed character length restrictions indicated k?auncil-"Board (Month, Year) Date Received
1. TITLE OF PROJECT (Do not exceed 81 characters, including spaces and punctuation):
Finalizing Guide

2. RESPONSE TO SPECIFIC REQUEST FOR APPLICATIONS OF. PROGRAM ANNOUNCEMENT OR SOLICITATION D No m Yes
(If "Yes", state number and title)

Number, PA-B1-R01 Title: G.g AT07 and NIH Ext-UAT Test FOA (R01)
3. PROGRAM DIRECTOR/PRINCIPAL INVESTIGATOR
3a. NAME (Last, first. middle) 3b. DEGREE(S) 3h. eRA Commons User Name
Derby. Enuly A. trest
3c. POSITION TITLE 3d. MATLING ADDRESS (Street, city. state. zip code)
Coeus Admuinistrative Assistant
3e. DEPARTMENT. SERVICE, LABORATORY. OR EQUIVALENT Box 1986
© COEUS Traming : -OREQ Providence, RI 029121986
E-MAIL ADDRESS:
3£ MAJOR SUBDIVISION Emly Derby@brown.edu
COEUS Training -
3g. TELEPHONE AND FAX (Area code, number and extension)
TEL: 4018636837 FAX:

5. Click the [CLOSE] button in the Print Proposal Window to close out of that screen and return to the Proposal Details Section.

End of Procedure
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IX. COMMUNICATION AND FOLLOW-UP

This section will introduce you to other functions available in Coeus. More closely it will explain how to view and send comments,
and how to check the Grants.gov Submission status of your proposal.

0 NOTEPAD COMMENTS

As proposals are routed through their approval path, Approvers can make comments along the way to share with other
approvers. Many times these comments are not relayed through the email notification process by default, i.e., Approval
Comments.

The Notepad within Coeus stores various comments about the proposal. Many comments are added to the Notepad automatically
by Coeus, i.e. Approver's rejections and central office Data Overrides. The Notepad allows you to view the workflow comments

generated for a particular proposal, as well as generate new comments and route them manually.

Within the Notepad, you can view these comments, make new comments, and send comments to other Coeus users regarding the
proposal. This function can be performed while the proposal is in the “In Progress” status or “Approval in Progress” status.

Alternatively, if you are viewing comments for multiple proposals, you can save time by choosing the Notepad icon within the
Development Proposal List window without having to open each proposal individually to view the comments.

INTRODUCTION

In this topic you will learn how to view and send comments for a proposal.

PROCEDURE

1. While in a Proposal Details Section, select Edit - Notepad from the menu bar - @ A

and the Approvers. Each comment is automatically stamped with a date and time as well as the name of the individual who
made the comments.

E.d Notepad

View Notes for Development Proposal - 00002416
(*) Proposal —> Award
() Award —> Proposal By: Szule, Katarzyna On: 05-Apr-2011 03:51:09 PM Restricted View: [ |
z‘ Pleaze review the propo=al before it iz routed for approwval.
By: Szulc, Katarzyna On: 04-Apr-2011 11:51:51 AM Restricted View: [ |
Propo=al rejected: Mis=ing Budget Justification Attachment

The Proposal Development comments do not flow into the Institute Proposal record. These comments are generated while
the proposal is being created or when the proposal is routed before being submitted to the sponsor.
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Institute Proposal comments- those comments that are generated after the proposal has been awarded by the sponsor; these exist
within the Institute Proposal module of Coleus.

2. To add a new comment, select Edit = Add from the menu bar - .
A new comment box will appear.

E_4 Notepad
~View
(%) Proposal — Award
() Award —> Proposal By: Szulc, Katarzyna On: 05-Apr-2011 03:54:47 PM Restricted View: [ |
-~
------ k400002416 | =
v
By: Szulc, Katarzyna On: 05-Apr-2011 03:51:08 PM Restricted View: [ ]
Pleaze review the proposal before it is routed for approval.

3. Click the Comments box and enter the applicable message. Select File - Save from the menu bar - E to save the comment.

EI Notepad

By: Szulc, Katarzyna On: 05-Apr-2011 03:58:11 PM

TESTING
------ k2100002416

4. To send a comment to another user, select Edit - Notify from the menu bar - @

to.

Send Mail

Subject Ijne1
Message Body:
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5. Select the individual you want to send a message to by using the [ADD PERSON] or [ADD ROLODEX] search options. Type in the
subject of your message in the Subject field and type your message in the Message Body field.

Send Mail X
Send Tonerpy, Emily A, Add Role “
Quinn, Jennifer L. Add E
Add Rolodex
Delete

Subject Line- 5,4get lert]

Message Body: pjeose pay dose attention to the Budget

6. Click the [SEND] button to send your comment.

7. When you have completed adding and sending comments, select File = Close from the menu bar - ﬂ to close out of the
Notepad window and return to the Proposal Details Section.

End of Procedure

O CHECKING GRANTS.GOV SUBMISSION STATUS

Once your proposal has been submitted for approval, you can track your proposal through the Brown approval process as well as the
Grants.gov submission process. This allows you to know exactly what the status of your proposal is at any time from creation to
submission to retrieval by the sponsor.

Following Institutional submission of your proposal, you can check on the submission status via Grants.gov. You can only check on
the status of the specific proposal number that you are currently working in; you cannot check any other Grants.gov submission
status. You must always open the proposal number that you want to check on.

When you submit the proposal through Grants.gov, Grants.gov will automatically update the submission status in Coeus.

There are four Grants.gov Submission Statuses:
¢ Pre-Validation (The Pre-validation status of a proposal is extremely rare. In most cases you would not see it. This
status is only applicable when you click the Submit button on the Submission Status tab, but it hasn't really been
submitted yet)
¢ Submitted to Grants.gov
Validated
¢ Received by Agency

*

PROCEDURE

1. To navigate to the Grants.gov Submission Details, while in the Proposal Details Section, select Action = Grants.gov to open the

Grants.gov Tracking Id, Agency Tracking Id, Notes, etc.)
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Grants Gov Submission Details

Proposal Number - 00002124
Sponsor : 001839 : NATIOMAL INSTITUTE OF ENVIROMMENTAL HEALTH SCIENCE

| Opportunity | Forms || Submission Status |

Select Opportunity

Received Date : |16-Feb-2011 11:54:14 AM Last Medified Date : |16—Feb—2011 11:59:21 AM |

- Delete Opportunity
Submission Status - |.|'-\gean Tracking Mumber Assigned |B
Grants Tracking Id - |GRANT 10801230 | Validate
Agency Tracking Id : |3371383 Submit
Notes : 4 ived | and igned tracking id I
gency received proposal and assigned tracking Ref

Attachments =
¥ Save

M-5_Facilities

M-3_PHS_ResearchPlan_ResearchStrateay [

M-10_PHS_ResearchPlan_LettersOfSuppart I. o ]I
M-4_PHS_ModBud_PersonJustification

M-12_Marrative
ID-010331073_BM-1_BIOSKETCH

[<

<

Lise Agency Tracking Id for further correspondence with Sponsor

Details Section.

End of Procedure
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APPENDIX A: INVESTIGATORS & KEY PERSONS FOR PROPOSAL DEVELOPMENT PURPOSES

PROPOSAL DEVELOPMENT MODULE — INVESTIGATOR TAB

& Proposal Details - 00005521

| Prupusall Organization | Mailing Info  Investigator § Key Person | Special Review | Science Cu-del Dtherl

Person Name Pl Mulii PI Faculty HEfort % Y"‘:"“"‘"H H'["fdz YS“H"‘H'B'I = 5,::";?’ o
=& Quinn, Jennifer L. ] 200 00 .00 00

Szule, Justyna [F [ I 00 .00 00

Szule, Katarzyna [l [l ] o0 00 .00 00

® Individuals included in the Investigator Tab:

Investigator Definition for Proposal Development Purposes Only:
(*Note — There are other Investigator definitions that are used for human research policies, conflict of interest polices, etc.)

An "Investigator" means the principal investigator and any other person who is responsible for the design,
conduct, or reporting of research.

Certify

Principal Investigators (Pl), Co-Principal Investigators (Co-Pl), Co-Investigator (Co-l), All Investigators in a Multi-Pl proposal

submission (Multi-P1) are considered "Investigators" that are entered on the Investigator Tab.

® R & R Grants.gov forms that are populated with information from the Investigator Tab:

SF 424 (R&R) Form - Box 14: Project Director/Principal Investigator Contact Information (Investigator on the Investigator

Tab with the Pl Checkbox checked)

APPLICATION FOR FEDERAL ASSISTANCE

SF 424 (R&R)

3. DATE RECEIVED BY STATE State Application Identifier

RI: Rhode Island

1. TYPE OF SUBMISSION 4.a. Federal Identifier

Position/Title: Application Support Specialist
Department: Brown University

* Street1: Box 1929

* City: Providence

(J Pre-application @ Application () Changed/Corrected b. Agency Routing Number
Application
2. DATE SUBMITTED Application Identifier
2011-01-31 00000971

* Start Date * Ending Date a. * Applicant

07/01/2011 06/30/2015 RI-001
FPROJECT DIRECTOR/PRINCIPAL INVESTIGATOR CONTACT INFORMATION i
Prefix: * First Name: Middle Name: * Last Name: Suffix:

Jennifer L. Quinn

Province: * Country: USA: UNITED STATES * ZIP / Postal Code:
029121929
grjone Number: 4018633310 Fax Number: * Email: Jennifer_Quinn@brown.edu g
—

* Organization Name: Brown University
Division: Brown University
Street2:

County: * State: RI: Rhode Island
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& Proposal Details - 00005521

| Proposal | Organization | Mailing Infof Investigator

Key Person I Special Review I Science Code | Otherl

Perzon Name

~g Davis, Christopher V.
Quinn, Jennifer L.

Schasel, Marisa J.

RESEARCH & RELATED Senior/Key Person Profile (Expanded)

Pl Multi Pl Faculty Hfot% hcodeme —— Summer - Calendar - oy
1 100 .00 10.0 .00 %
[ [ 200 00 .00 .00 *®
= ] [ 5o 5.0 5.0 .00 %

PROFILE - Projsct DirsctonPrincipal Investigator

* First Hame Middie Name * Last Name S
{:Uﬂtﬂm Pl ‘Chnstopher W Davis
IAnalyst Department Comp and Info Senices
Organization Name: Sown Lniversky Divislon: Comg and Info Semvices
" Sireeti: Bax 1885 Street
* Clty: Prowidence County: * Siate: Al Rhode 5~ Province:
land
* Country: US& UNITED STATES * Jp [ Postal Code: 02912
“Phone Mumber Fam Mumioer *E-Mail
AD1BEITITY Chrisiopher_Davisghbrown.edu
Credental, e.g., agency login: COAVIS
* Project Rols: PO Oiher Project Role Category:
Fliz Mame Mime Type
* sttach Blographical Skatch ID-0 1015779 1_BMN-1_BIOSKETCH. pdf application/octet-siream
attach Currant & Pending Support

PROFILE - Senlor/Kay Person

Multi PI

" First Name
Jennifer

Organtzation Mame: Brown Universiy
* Streetl: Box 1929

Middiz Name * Last Mame Sy
L Cwinn
Department: Office of Sponsored Projects

Division: OMce of Sponsored Projects
Sirests:

* Clty: Prowidence County: * Siate: Al Rhode 5~ Province:
land
* Country: US& UNITED STATES * Jp [ Postal Code: 02912
“Phong Mumbsr Fax Nurmiber " E-Mall
401E633310 <ennifer_CulnnEonman.edu
Credentlal, 2.g., agency bogin: JLEUINN
* Project Rols: PO Oiher Project Role Category:
Fliz Mame Mime Type
* sttach Blographical Skatch ID-0 10178519 BN-1_BIOSKETCH. pdf application/octet-siream
attach Currant & Pending Support

PROFILE - Senlor/Kay Parson

Middiz Mame * Last Name
o Schasal

Department: Ofca of Sponsared Projacts
Diwision: OMce of Sponsored Projects

Sireet:
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Research & Related Budget
0 Contact Pl — Individual listed as Contact PI (Individual on the Investigator Tab with the Pl checkbox checked) will
O  Multi PI - All Individuals listed as a Multi PI (Individuals on the Investigator Tab with the Multi Pl checkbox checked) will
automatically be listed in this section.
0 Any other Investigator who is ALSO entered in the Personnel Budget Details.

RESEARCH & RELATED BUDGET - SECTION A & B, BUDGET PERIOD 1
* ORGANIZATIONAL DUNS: 001785542
* Budget Type: @ Froject ) Subaward/Consortium

Enter name of Organization: Brown University
* Start Date: 12-01-2008 * End Date: 11-30-2010 Budget Period: 1
A. Senior/Key Person \
Prefix * First Mame Middle Name * Last Name Suffix * Project Role Base Salary  Cal. Acad. Sum. *Requested *Fringe  * Funds Requested ($)

% Months Months Months  Salary ($)  Benefits (§)
1. Christopher . Davis PDIPI 100.,000.00 o ] 1.20 10.428.75 312863 13,557.38
2 Jennifer L. Quinmn PDIPI 100.000.00 2.40 ] o 20,857 .50 8.257.25 27.114.75
3 Marisa -0 Schasel Co-Investigator 100.000.00 o 0.50 010 5.214.38 1.564.31 6.778.6!
Total Funds Requested for all Senicr Key Persons in the attached file
Additional Senior Kev Persons: File Mama- Mime Twpa: Taotal SenioriKev Person AT 4507

PROPOSAL DEVELOPMENT MODULE — KEY PERSON TAB

& Proposal Details - 00005521

|Prnpusal|0rganizatiun Mailing Info | Investigator | Key Person | Special Review Sciencetuﬂ&lother|

MName Role % Hfort Faculty Certify
%3 Moore, Chris Statistician 2500 [ ®

® |ndividuals included in the Key Person Tab:

Key Person Definition for Proposal Development Purposes Only:
(*Note — There are other Key Personnel definitions that are used for human research policies, conflict of interest polices, etc.)

Key Personnel are other individuals who are integral to the research and may or may not be responsible for the design,
conduct, or reporting of research.

form.)

PROFILE - Senior/Key Person
Prefix * First Name Middle Name * Last Name Suffix
Chris Moore

Position/Title: Lead Programmer/Analyst Department: Comp and Info Services
Organization Name: Brown University Division: Comp and Info Services
* Street1: Box 1885 Street2:
* City: Providence County * State: RI: Rhode Is- Province:

land
* Country: USA: UNITED STATES * Zip / Postal Code: 02912
*Phone Number Fax Number * E-Mail
4018637359 Chris_Moore@brown.edu

Credential, e.g., agency login:

* Project Role: Other (Specify) Other Project Role Category: Statician
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Research & Related Budget

RESEARCH & RELATED BUDGET - SECTION A & B, BUDGET PERIOD 1

" ORGANIZATIONAL DUNS: 001785542
* Budget Type: @ Froject (2 Subaward/Consortium

Enter name of Organization: Brown University
* Start Date: 12-01-2000

* End Date: 11-30-2010

(

Budget Period: 1

A. Senior/Key Person

Prefix * First Name Middle Name * Last Name Suffix
1. Christopher W Davis
2. Jennifer L. ‘Quinn
3. Mariza J Schasel
4. Chris Moore

Total Funds Requested for all Senior Key Persons in the attached file

4.5.1.X — Premium Proposal Preparation Guide - V.3

* Project Role

FDIPI
PDPI
Co-Investigator
Statician

Base Salary
[E3]
100,000.00
100.000.00
20,000.00
75,000.00

\

Cal. Acad. Sum. *Requested *Fringe  * Funds Requested ($},
Months Months Months — Salary ($) Benefits ($)
o o 1.20 10.428.75 3.128.63 13,567.28
14.40 o o 120,857.50 36.257.25 157,114.75
o 047 3.13 100,877.74 3,702.01
3.00 o o 18,553 81 6,278.81

113,670.8
25,830
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APPENDIX B: COEUS NARRATIVE TYPES FOR STANDARD GRANTS. GOV/NIH FOrRMS
*This chart does not include training grant or fellowship applications.

All Grants.gov attachments are uploaded in the Narrative Section of Coeus with the exception of Personnel attachments (i.e.

Biosketch / Current & Pending Support) which are uploaded in the Proposal Personnel Section.
Please refer to sponsor-specific instructions for requirements and criteria of attachments.

The NIH Narratives Types will only be accessible once the proposal is connected to Grants.gov.

SFLLL or other Explanatory
Documentation

RRSF424_SFLLL_OtherExplanatory

Bottom of Page | | Additional Locations | Performance sites | |

Pre-application

Pre-Application

*Select from the Document Type
drop-down menu in the

Proposal Personnel window (not
Narratives)

_ Budget Justification Budget_Justification -

Biographical Sketch

7 Project Summary/Abstract Project_Summary

8 Project Narrative Narrative

9 g;}:elgagraphy & References Bibliography

10 Facilities & Other Resources Facilities

11 Equipment Equipment

12 Other Attachments Other (Title Required)

Biosketch

Current & Pending Support

Current and Pending

Statement of Commitment

Statement of Commitment

Other

Other (Description will populate the form)

Attach your subawardee Edit - Sub Award; Files uploaded to the Sub Award
budget files Budget window
Mandatory Cover Letter File PHS_Cover_Letter
Name
Introduction to Application

1 (Resubmission & Revisions PHS_ResearchPlan_IntroductionToApplication
only)

Research Plan 2 Specific Aims PHS_ResearchPlan_SpecificAims
Attachments 3 Research Strategy PHS_ResearchPlan_ResearchStrategy

4 Inclusion Enrollement Reprot | PHS_ResearchPlan_InclusionEnrollmentReport

5 Eirsc;gress Report Publication PHS_ResearchPlan_ProgressReportPublicationList

6 Prot.ectlon of Human PHS_ResearchPlan_ProtectionOfHumanSubjects
Subjects

. Inclusion of Woman and . S
Human Subject 7 Minorities PHS_ResearchPlan_InclusionOfWomenAndMinorities
Sections

T Pl

8 argeted/Planned PHS_ResearchPlan_TargetedPlannedEnrollmentTable
Enrollment

9 Inclusion of Children PHS_ResearchPlan_InclusionOfChildren

Other Research Plan 10 Vertebrate Animals PHS_ResearchPlan_VertebrateAnimals
Sections 11 Select Agent Research PHS_ResearchPlan_SelectAgentResearch
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12

Multiple PD/PI Leadership
Plan

PHS_ResearchPlan_MultiplePlLeadershipPlan

13

Consortium/Contractual
Arrangements

PHS_ResearchPlan_ConsortiumContractualArrangements

14

Letters of Support

PHS_ResearchPlan_LettersOfSupport

15

Resource Sharing Plan(s)

PHS_ResearchPlan_ResourceSharingPlans

16

Appendix

Personnel Justification

PHS_ResearchPlan_Appendix (Filename will not appear in
box 18 but the attachment is included with the form)

PHS_MoBud_Personnellustification

Consortium Justification

PHS_MoBud_ConsortiumlJustification

Additional Narrative
Justification

PHS_MoBud_Narativelustification
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APPENDIX C: OVERVIEW OF THE NON-GRANTS.GOV PROPOSAL SUBMISSION PROCESS

Complete the Proposal Details
Section
Proposal Tab
Organization Tab
Mailing Info Tab
Investigator Tab
Key Person Tab
Special Review Tab
Science Code Tab
Other Tab
NIH or NSF Additional Investigator
Questionnaire (if applicable)

CREATE A PROPOSAL IN COEUS

Upload the applicable Proposal
Attachments in the Narrative
for Proposal Section

(Some of the available attachment types
are described in the table provided —
only use the attachments types that

apply to your proposal)

|

Complete the Proposal Abstract

Section

Complete the Budget Section

}

Complete the YNQ Section and
Investigator Certification

}

Submit the Proposal for
Approval Routing

I I S

* & & o o

*

Enter the Proposal attributes in the Proposal Tab

If applicable, enter Subawardee information in the Organization Tab

Enter the Deadline information in the Mailing Info Tab

Add Investigators/Key Personnel

If applicable, add Human Research Participants or Laboratory Animal

Care in the Special Review Tab

If applicable, enter project Key Words in the Science Code Tab
Enter the Number of Grad Student, Number of Undergrads, Other
Fees, Stipend, Student Tuition and other required information in the

Other Tab

May be used to upload your application
package

Should be used to upload your NSF Application
package

Should be used to upload the Scope of work
Use this attachment to upload any applicable
Sub Award Documents

May be used to upload the Budget Justification
May be used to upload other necessary
attachments

This should be used to upload the guidelines
for special programs

Use this attachment type when completing the
eSNAP Progress Report

Use this attachment to upload the necessary
approval for any cost sharing present in the
budget

Enter the required Brown’s proposal abstract in the Proposal Abstract

section of the proposal.

Create a detailed budget for the period of performance of the project

Enter your budget line items: Personnel Line Items, Non-Personnel Line

Items, and Subcontract Line Items

If applicable, distribute all the Cost Sharing that is present in the budget

Answer the YNQ section which includes a series of compliance questions

required by the University

All Pls, Multi-Pls, and Co-Is designated in the Investigator Tab in the

Proposal Details Section need to complete the required certifications

Coeus electronically routes your proposal for the necessary University

approvals based on your department's business processes.
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CHANGES MADE TO THE PROPOSAL DEVELOPMENT USER GUIDE

Version /
Date Topic Change
Page No. P g
4/15/09 34 sponsor Proposal No. Updated the definition to |n'clude Continuations and better explain
what Sponsor Proposal No. is.
9/1/09 4.3.4 updates & processes Updated various components in the document to reflect the 4.3.4
changes.
1/25/10 4.3.6 Update No major business process changes, just clarification of current
processes.
Reordering of TOC/ Moved Searching Development Proposals and Moving Between
5/1/10 . . . . ;
Subjects Windows section to the Other Proposal Function section.
Clarificati Abstract
arlﬂc'a fon o_f bstract & Overall streamlining and consistency of document. Clarified Abstract
7/12/10 v.2 Narrative section, . .
and Narrative sections.
document clean-up
Updated Original Proposal tJopS;';eC? ;:eociie?:;iorotooisr;cllude Renewals and better explain when
7/19/10 v.3 field instructions / Copying & proposa.
| instructi
@ proposal instructions Updated Copying a proposal with details about the questionnaire.
7/22/10 va/p23 Updated Agerﬂrcy Program Updated instructions to include how that field populates the SF424
Code Instructions Cover page form.
8/3/10 v.5/p.52 Updated Citizenship Info Updated Citizenship info details about capitalization requirements.
2/4/11 v 4.4.3 Update Updated various components in the document to reflect the 4.4.3
changes.
June 2013 Version 3 4.5.1 P1 Updates Updated varl'ous components in the document to reflect the 4.5.1 P1
changes. Major Changes!
R Il Cost Sharil
May 2014 Version 3 emoved all Cost Sharing Cost Sharing Distribution is no longer required in the Coeus Budget

Distribution references

CHANGES MADE TO THE BUDGET DEVELOPMENT USER GUIDE

Version /

Date Page No. Topic Change

01/25/2010 4.3.6 Update No major business process changes, just clarification of current
processes.

07/28/2010 Added screenshots Adding screenshots and clarified text.

03/16/2011 | Version 1 4.4.3 Update Updated varl.ous components in the document to reflect the 4.4.3
changes. Major Changes!

04/28/2011 | Version 2 Final updates for 4.4.3 Tweéked the final version of the document / updated Cost Sharing
Section.

June 2013 Version 3 4.5.1 P1 Updates Updated varlou? components in the document to reflect the 4.5.1
P1 changes. Major Changes!

May 2014 Version 3 Removed all Cost Sharing Cost Sharing Distribution is no longer required in the Coeus

Distribution references

Budget

CHANGES MADE TO THE PROPOSAL FINALIZATION & APPROVAL USER GUIDE

Version / .
Date Page No. Topic Change
02/08/2010 4.3.6 Update No major business process changes, just clarification of
current processes.
02/22/2010 | Pages 6-7 Questionnaire Adding section for Questionnaires
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Updated various components in the document to reflect

04/05/2011 | Version 2 4.4.3 Update the 4.4.3 changes. Major Changes!
04/28/211 Version 2 Final updates for 4.4.3 Tweaked the final version of the document.
12/05/2011 | Version 1 Update Title & Version of Coeus to 4.4.4 | Just a title / Coeus Version # / and Date change
Updated th ide with the additi f the NIH & NSF
NIH & NSF Additional Investigator(s) P .a.e e sul .e W e .I on .O N .
. , . . Additional Investigator(s) questionnaire and revised
08/21/2012 | Version 2 Questionnaire and Investigator . p .
g . Investigator Certification Questions (per NIH FCOI
Certification .
requirements)
Iune 2013 Version 3 4.5.1 P1 Updates Updated various components in the document to reflect
e P the 4.5.1 P1 changes. Major Changes!
May 2014 Version 3 Removed all Cost Sharing Distribution Cost Sharing Distribution is no longer required in the

references

Coeus Budget
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