COEUS USER MANUAL

VERSION 3.8

January, 2005
Prepared by Patty Kingsmill

Sponsored Research Office

Desert Research Institute


3COEUS USER MANUAL


3INTRODUCTION


3The Proposal Development Module


3The Proposal Module


4The Award Module


4Person Module


4The Report Tracking Module


5GETTING STARTED


5Logging On To Coeus


5Change Password


6Closing Coeus


6Menus


6Field Access


6Enlarging Toolbars


7Productivity Tip


7Help About


9SEARCHING IN COEUS


12Saving Search Data


14PROPOSAL DEVELOPMENT


15Available Buttons


21Abstracts


23Budget


31Cost Share


35Narrative


37Comments/Notes


38Proposal Roles


38Submitting proposal for approval


41Send Proposal Notification


41Copy an Existing Proposal


43IN-BOX


46INSTITUTE PROPOSALS


53ROLODEX ENTRIES


54ADD USERS AND ASSIGN ROLES


58MAINTAIN PERSON


62AWARDS


72Award Hierarchy


76REPORTS


78Report Status


81APPENDIX A  - Indirect Cost


82APPENDIX B – DRI Roles


88APPENDIX C:  Science Codes





COEUS USER MANUAL

INTRODUCTION

Developed by Massachusetts Institute of Technology, Coeus is one of the first cradle-to-grave award management tools in the nation.  It includes a comprehensive proposal development module that allows departmental users to create a full proposal (including science and budget), route it internally to obtain proper approvals, and then submit it to the sponsor, all on-line. 

Coeus also includes a robust post award module that stores detailed information on awards, agency contacts, reporting requirements, terms and conditions, as well as the required approvals for the award.  The purpose of the system is to simplify and make more efficient award acquisition and administration for all offices within the Institute. The main modules in Coeus are: Proposal Development, Proposals, Awards, Subcontracts, Negotiations, Person, Conflict of Interest and Report Tracking.  DRI in its initial implementation will be using the Proposal Development, Proposals, Awards, Person, and Report Tracking modules.

The Proposal Development Module

The Proposal Development Module has been designed to allow departmental administrators and investigators to construct full proposals from the desktop.  First, the user is required to create a proposal shell, which includes the basic header information typically found on an institutional proposal routing form.  Once this piece is done, work on the proposal can be distributed by function and managed through use of system roles.  The Proposal Development Module also contains a robust tool for creating budgets.  It stores all approved fringe benefit and indirect cost rates, inflation factors, and ensures compliance with the Cost Accounting Standards (CAS) by allowing the user to budget in the same manner in which expenditures will be incurred. 

After the budget has been created and the science appended, the proposal gets marked complete.  The user then submits the proposal for on-line approvals.  The system applies business rules created at the departmental level, securing appropriate approvals along the way. When complete, the proposal is submitted electronically to those sponsors that can accept an electronic proposal.  Alternatively, the proposal can be printed for those sponsors that will require a paper proposal.  The Proposal Development Module also is integrated with the Sponsor table (list of all sponsors) and Rolodex table (list of sponsor contacts). 

The Proposal Module

The Proposal Module contains those works that have been submitted to sponsoring organizations for funding.  Where works in progress are stored and edited in the Proposal Development Module, only completed works are stored in the Proposal Module.  Each proposal that has been officially submitted by the organization to the external sponsor is assigned a unique identifier. Through this identifier, the user can view basic data on funding source, title, department, principal investigators, and amount proposed. Also in this module, the user is able to generate a Current and Pending Support Report for any investigator listed in the proposal. Current and Pending information can be downloaded in a variety of formats for subsequent modification to conform to individual sponsor's requirements.  Once a proposal is funded, the information in the Proposal Module forms the basis of the actual award.

The Award Module

The Award Module maintains detailed information on awards and subcontracts including a complete history of every change made to an award and subcontract from notice through closeout.  The Coeus system stores all agency contacts (in the electronic rolodex), maintains all reporting requirements (financial, technical, property, patents), maintains the terms and conditions, required cost sharing, special reviews (animals, human subjects, biohazards, etc.), F&A rates (whether limited by agency or fixed for the life of the project on federal awards), as well as the required approvals for the equipment, foreign travel, and subcontracts.

Person Module

The Person Module is the central repository for information regarding employees and students that may be associated with proposals or awards.  The person module allows for multiple degree records to be stored, allows for biosketch information in Word and PDF format to be stored, allows the user to produce current and pending support lists for any investigator, and tracks all required training.

The Report Tracking Module

The Report Tracking Module tracks due dates and maintains the report status for required reports for an award.  This module has sophisticated grouping and sorting capabilities to allow custom reports to be generated directly from the application that are relevant to the PI, department administrators and/or central offices.  Three views are available at the click of an icon for the most useful views of the data.  These views can be subsequently modified to tailor the report to the desired user specification.  Once the reports are sorted and grouped, the information can be downloaded.  

GETTING STARTED

[image: image100.wmf] 

Double Click Here

 

 

Logging On To Coeus

Double click on the Coeus icon on your desktop

Type your User ID, which is the same as your email address.

Tab to Password and type in your password

Click OK
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The first time you login, you will need to change your password from the default, which is the same as your user ID.  See instructions below.

Change Password

Select File > Change Password
Enter your current password and new password and select OK.

Passwords can be 4 to 32 characters long, containing both letters and numbers.  Passwords are not case-sensitive.
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Closing Coeus

[image: image102.emf]To close Coeus, click the X in the upper right corner of the window OR select File > Exit. 

You may also click on the Exit button on the upper toolbar. 
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Exit Button

 

 


Menus

When you log on to Coeus, you’ll see the main menu bar, parts of which change as you proceed, providing options most closely related to your current task.

The Maintain, Departmental, and Admin menus list the same options no matter what Coeus task you are performing.

Toolbar buttons may be used instead of pull-down menus in order to speed up your work.  The top row of buttons are the most common Coeus tasks while the second row of buttons contain tasks for the active window.  Hold the cursor over the button for a few seconds and its name will appear.

Field Access

Some fields in Coeus are auto-populated by the database, such as user identifications and date stamps.  These fields are gray and cannot be edited.

Enlarging Toolbars

To enlarge and display labels on the buttons select Window > Toolbars.  On the Customize Toolbars screen click on Large Buttons.  

[image: image103.emf]
Click on Apply and close the window.  The toolbar is displayed as below.  You could also right click on the toolbar menu and select Show Text.
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Repeat this process each time you log in, as the settings are not saved.

Productivity Tip

Coeus drop-down fields provide a list of values from which to select.  As you become familiar with the choices, speed up your work by entering the first letter of the desired value.  The full value appears in the field.  For example, on the window Add Proposal, in the Proposal Type field, enter “r”, and the value “renewal” appears.

Help About

By using the menu options Help > About, Coeus will display your version number.  Double-click in the Coeus logo to view details about the database link.
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SEARCHING IN COEUS

If a field is associated with a value table, it is identified by a search [image: image5.png]


 button next to the input area.  A search button [image: image6.png]


 is also displayed on the toolbar to be used to find an existing proposal, award, sponsor, etc.  

All search screens use the same techniques.  You must enter the name, number, etc. exactly as it appears in Coeus OR use the word like with % signs as shown in the examples below.

Example 1:
Contains a word or string

To search for Sponsors with the word “foundation” in them, type:

like % foundation% in the Sponsor Name field.
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Example 2: 
Begins with a word or string

To search for a Title that begins with the word “test” type:

like test% in the Title field
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Example 3:
Ends with a word or a string

To search for a Sponsor Code ending in “0” type:

like %0 in the Sponsor Code field
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Example 4:
Return all information for a given field

Type like %% in the field
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Example 5:
Searching for multiple criteria (single row invokes logical AND)

To search for all proposals currently “Pending” AND for PI “McDonald”

Select Pending from the drop-down box in the Status field and type like McDonald% in the Unit Number field.
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Example 6:
Searching for Either/Or criteria (multiple row invokes logical OR)

Searching for all Sponsors whose names end with corporation or incorporated

[image: image12.png]lInvestigator

[Sponsor Name

like Zoorporation
like Zincorporated





Example 7:
Searching for groups of records

Enter the range with the following parameters

First line >= (greater than or equal to)


Second line use “and” to override the OR relationship between rows
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	Operator
	Use to locate

	Like
	All values that include the text that follows the like operator.  Use the wildcard % at the beginning or end of a text string, to indicate that there may be any number of characters before or after the text, but you can’t use the % wildcard in the middle of a text string.

Use the wildcard _ (underscore) in any position to indicate that there is one unknown character in that position.  The search is not case sensitive.

	No operator
	All values that equal the text entered in the search field.  Wildcards will be treated as text.

	<
	All values that are less than the value that follows.  For numeric values, include any leading zeros, since the search fields are not numeric.

	>
	All values that are greater than the value that follows.  For numeric values, include any leading zeros, since the search fields are not numeric.

	<=
	All values that are less than or equal to the value that follows.  For numeric values, include any leading zeros, since the search fields are not numeric.

	>=
	All values that are greater than or equal to the value that follows.  For numeric values, include any leading zeros, since the search fields are not numeric.


If you click on the various fields in the search window, you will notice that some fields have drop-down lists associated with them, while others do not.

If the value you enter is not specific enough, the result will retrieve more than the maximum allowable number of rows.  The limit is 2750 rows that can be displayed at one time in the search window.  If your search criteria would return more than 2750 rows, an error message will be displayed prompting you to enter a more restrictive search criteria.  

In a Proposal Development search, the lower window can be used to search for proposals by roles.  The values in the selected roles list box will limit the search, since the search values entered in the upper part of the window will only be matched against proposals in the selected roles which you have one of the selected roles.


[image: image14.wmf] 
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All columns in the result screen can be used as sort operators.  To sort by a single field, click once on the column header.  To sort by multiple fields, use the Sort button. [image: image15.png]



You may divide the grid into two regions that can scroll independently of each other.  Position your mouse pointer at the left end of the horizontal scrollbar.  When the pointer changes to a two-headed arrow,
[image: image16.png]


  press and hold the left mouse button and drag the mouse to the right to create a new horizontal scrolling border.  Release the mouse button.

Saving Search Data

The result of any search can be exported to any number of file formats.  After you perform the search, chose the menu items File > Save As to select a filename and format.
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When the data is exported to Excel, it is transferred as text and not numeric.

To change the text numbers to numeric data, do the following:

· Select a blank cell with the General number format.  (If you aren’t sure of the cell format, click Cells on the Format menu, and then click the Number tab.  In the Category box, click General, and then click OK).

· In the cell, type 1 .

· Select the cell and then click Copy.
· Select the range of cells that contain the “text” numbers.

· On the Edit menu, click Paste Special, click Multiply and then click OK.

Likewise with date fields, they are transferred as text.  To reformat the field:

· Select a blank field to format using the DATE category.

· Select the cell and click Copy.
· Select the range of cells that contain the “text” dates.

· On the Edit menu, click Paste Special, click Formats and then click OK.

PROPOSAL DEVELOPMENT 

[image: image105.emf]
From the Main Coeus menu click on the Maintain Proposal Development button or use the menu options Maintain > Proposal Development.

A search screen will open.  The lower section of the window lists proposal roles for which you are authorized.  Perform a search to find a proposal created through this module.  
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Highlight the proposal and complete your selection using the Edit menu 
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[image: image107.emf][image: image108.emf]or clicking the appropriate button to view, copy or modify.  

Double clicking on the highlighted proposal will open it in display mode.

If this is a new proposal close the search screen using the Close button.

[image: image109.emf]Click on Add a new proposal button.

If you belong to more than one Department (Unit), a screen will appear asking you to select the Unit in which you wish to create a proposal.  Once you have selected the Unit, it cannot be changed later in the proposal life cycle.

Available Buttons

	
[image: image19.wmf] 

Submit 

 


	Submit proposal for approval.  The proposal will be sent to the Inbox of the person within the department with approval authority.
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Map

 


	Select approval map. There is a default map for each department.  Use this button if you wish to add additional routing maps for this proposal.
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Notification

 


	Send a message to the Inbox of selected individuals to notify them of the progress of the proposal, or of work they need to contribute.  They will also receive an email notification.

	
[image: image22.wmf] 

Narrative

 



	Display the Narrative window, where you can enter the title, status, contact name, and other narrative information about the proposal.

	
[image: image23.wmf] 

Budget

 


	Display the Budget window, where you can set the proposal limits, and enter budget line items.

	
[image: image24.wmf] 

Special Review

 


	Display the Special Review window, used to collect information about animal or human subjects, biohazard materials, or radioactive isotopes.

	  
[image: image25.wmf] 

Yes/No Questions

 


	Display the Yes/No Questions window to answer questions about the proposal.
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Print

 


	Printing the proposal
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Roles

 


	Proposal Roles maintenance to assign different staff members in your department to work on the proposal.

	
[image: image28.wmf] 

Abstracts

 


	Display the Abstracts window, where you can enter the various abstracts associated with the proposal.  You can edit documents from this window, using cut and past to copy material from other sources.

	
[image: image29.wmf] 

Proposal Persons

 

 


	Display the Proposal Personnel window to add, change, or delete the personnel assigned to the project.

	
[image: image30.wmf] 

Notepad

 


	Display the notepad for the proposal.
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Medusa

 


	Display information about relationships between Institute Proposals, Awards, Development Proposals and subcontracts.
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Save
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Close

 

 
	Close the proposal window.  If you have not saved changes, you will be prompted to save before Coeus will close the proposal.



[image: image110.emf]Add Proposal Tabs

· Proposal 

The proposal number is automatically assigned by Coeus as well as the proposal status:

	In progress
	Proposal has been created but not yet submitted for approvals

	Rejected
	Proposal was rejected

	Approval in Progress
	Submitted by proposal aggregator for internal approvals

	Approved
	Internal approval routing is complete

	Submitted
	Submitted to sponsor


Fields to Complete:

· Start Date

· End Date

· Title

· Proposal Type:  select from the drop-down menu

· Award No.  – used for supplements, competing continuations to link to the award.

· NSF Code

· Other Agency

· [image: image111.emf]Subcontract

· Sponsor, Prime Sponsor:  Perform a Search by clicking on the Search
button, the choice of TBD (To Be Determined) is available for sponsors that have not yet been entered in the sponsor table.

· Sponsor Proposal No.

· Activity Type:
select from the drop-down menu

· Program Title

· Notice of Opportunity:  select from the drop-down menu

· Program No.

Note: Fields that have a blue background are necessary, but not required.

The Narrative and Budget fields are auto-populated with the status of these items.

Last Update and Update User fields are used by Coeus to keep track of the date and User ID of the individual that last made changes to the proposal.

· [image: image112.emf]Organization Tab:
this sheet is populated with the default information in Coeus. You may click on the Search button to select an alternate office location. 

 Additional Organizational data can be accessed through the menu options Admin > Organization and use the tabs to view other types of information.
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· Mailing Info:

· Deadline Date – this field will be used to code messages submitted for approval 

· Deadline Type

· Mail by Department or Sponsored Research Office

· Type 

· Mail Account:
this is a field for the division account to charge for mailing 

expenses.  Enter the digits of the account number, Coeus will display it in the 

Fund-Agency-Org format.

· No. of copies 

· Mailing Address:  Perform a search on the Rolodex to select the correct 

[image: image113.emf]mailing address.  This button is used to erase the field.

· Mail Description – any special mailing instructions can be typed here

Carrier Code and Carrier Code Type will not be used by DRI.
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· Investigator:  Click on Find Person (for DRI employee) or Find Rolodex (for non-DRI employees) and search for the Investigators for this project.

Highlight the Lead PI name and specify a Lead Unit at the bottom of the screen by selecting the default unit or performing a search.  You can have more than one unit for an investigator or delete those unit associations that do not apply for the proposal.

[image: image114.emf]
Co-PI’s can be designated by clicking in the CoPI field next to the investigator’s name.  

Note:  there can be only one lead PI for each proposal.

Effort Month(s) field is the number of months for one year.  If this is a multi-year proposal then use the average number of months for one year.

All investigators will need to be certified by answering the questions listed when you click on the Certify button.
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· Key Person:  Perform a search using the Find Person or Find Rolodex button and select.  Enter his/her effort months for the proposal and his/her role.  Key Persons are any non-faculty employees that have a role in the project.

Note:  The Investigator and Key Person tabs are what build the Current and Pending Report.  [image: image37.png]Proposal
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[image: image115.emf]Click on the Proposal Persons button.  This screen will be populated with the names of individuals listed in the Investigator and Key Person tabs. 
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A screen will appear that says “Bio information exists for ____ do you want to Synchronize the info   Yes/No”.  If you select yes, Coeus will retrieve from the database the resumes/bio sketches that are associated with the individual.

Notice that for each person, at the bottom of the screen are Word documents that contain CV’s or biographical data.  These documents are automatically associated with the proposal and can be modified for just this proposal.  Any changes made to the document will not alter the source document for the individual.

[image: image116.emf]Degree information can be displayed through the Displays Educational Qualifications button or the menu options Edit > Degree Info.

[image: image117.emf]
Additional biographic information is contained in the Proposal Person Detail screen, or the Edit > Person Detail menu options.

[image: image118.emf]
Click on the Close button to exit the screen and return to the proposal.
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· Science Codes:  select Add to perform a search and select a Science Code(s) to categorize the type of work performed.  See Appendix B for a list of DRI Science Codes.

[image: image119.emf]This is a good time to save your work.

Abstracts

The Proposal Abstracts window contains tab pages for entering and storing additional proposal components – technical and non-technical abstracts, a project summary, lab data, and a bibliography, etc.  An extra tab page, called Other, can be used to store any type of proposal information.

[image: image120.png](€. Award Report Terms

Sponsor Award Number:Subeontract No, 5294300102
Award Number: 000023001

Sequence Number: 1

Class: Fiscal oK

Cancel

‘ Frequency: SRO Distiibution:

Frequency Base: Due Date:

Recipients:

Contact Name/Organization Copies Add

lote




Click on the Abstract button to open the following screen:


[image: image40.wmf] 

Data indicator

 

 


Information can be copied from a Word document using cut (Ctrl+C) and paste (Ctrl+V).  As you add information to each of the tabs, Coeus will place a symbol (() next to the name of the tab to indicate that there is information contained within that tab.

You can also type directly on the screen.  Use carriage returns only to separate paragraphs, as Coeus will format text for printing in standard page width.

Budget

Available Buttons:
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Add Line Item

[image: image122.wmf] 


Line Item Details

[image: image123.emf]
Delete Line Item

[image: image124.emf]
Personnel Budget for Line Item

[image: image125.emf]
Calculate Budget
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Generate all periods

[image: image127.emf]
Maintain rates for the proposal

[image: image128.emf]
Budget Persons

[image: image129.emf]
Customize View

[image: image130.emf]
Save

[image: image131.emf]
  Close

Coeus sets up a budget period for each twelve months that fall within the proposal start and end dates.  Any remaining months become the last budget period.

[image: image132.emf]
Click on the Budget button located on the second row.

The window Select Budget appears.
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Make budget status Incomplete and Press New.  When you create a new budget or a new budget version, a budget summary page and a page for the first budget period appear. Coeus also generates a budget total page.  The Total page shows proposal totals and subtotals for each budget period by cost element.  

To copy a budget, select the appropriate budget version, then the Copy button.  On the Copy Budget window, select the option Copy period one only.  Modify the new version as needed and generate any remaining budget periods.

If you copy a version of the budget that is checked as final, it will lose that status in favor of the new version, which will be assigned the final status when you save it.
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On the Budget Summary Page select the correct OH Rate Type (see Appendix A for DRI’s current types) from the drop-down menu.   You can use the summary tab for a high-level budget for routing purposes.  However, there is not sufficient data on the summary tab to print agency forms and there are no calculations performed on the summary tab.  Therefore, it is recommended that the Period tabs be completed for budgets.

If you choose to only use the Budget Summary, and you have a multi-year project, you will need to delete the extra periods.  Use the menu items Budget Periods > Delete to remove the extraneous periods.  You can then change the start and end dates for the remaining budget period to consolidate the reporting of direct and indirect costs.

If the proposal is for a continuation or renewal, and there are residual funds from the previous award, enter the amount in the Residual Funds field.

Go to the Period 1 tab to enter budget line items, and the dollar amount for any non-salary expenses.  Salary amounts are derived from effort months entered on the Personnel Budget screen.
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When you are working in the Period window of the budget, you can customize the view to show additional information that is not normally included.  However, you can click on the Customize View [image: image44.png]


 button in the Proposal Budget toolbar to display additional options such as Line Item Cost Share and calculated costs for Fringe Benefits and IC.
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Click on the Add Line Item button.

Double click on the new line and a list of the Cost Elements will appear.  If you click on the column heading Code, the items will be sorted by object code.  Likewise, if you click on the column heading Description, the items will be sorted according to their description.  
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As each line item is added, if you would like to add a budget justification, double click on the Description field to open the Budget – Line Item Detail panel.
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Click on the Justify button to display the Justification pane of the Detail window.
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Type the justification and click OK to return to the Period panel.

[image: image135.emf]
Next, click on the Budget Persons button and use the search button to obtain the annual salary rate of persons who are to charge their time to the project.  Select OK to return to the budget.

[image: image136.emf]
Next, associate individuals with each salary line.  Highlight the salary line on the Period 1 budget page. 
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Click on the Personnel Budget for Line Item button.  

Press Add.  The window Select Budget Persons appears.  

[image: image138.emf]
Highlight the appropriate name and press OK to populate the Personnel Budget Details screen.  Enter his/her percent charged and percent effort and press OK.  If the % Effort is greater than the % Charged, the cost difference will appear in the Cost Share field.

[image: image139.emf]
[image: image140.emf]
Press the Calculate Budget button.  The salary to be distributed appears in the salary field and in the cost field above.  Indirect cost itemizations appear in the lower section of the window.

Press OK to close the Personnel Budget Details window.  The budget period page reappears.
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If this is a multi-year budget, use the button Generate All Periods to create the remaining budget periods for the proposal, based on the costs you entered for the first period.  You can then adjust costs for each period as needed.

The duration of the periods can be adjusted by entering new start and end dates on each period tab or on one panel where you can see all the period start and end dates.  With the budget displayed, select Budget Periods > Adjust Period Boundaries from the menu.  This displays the Define Periods window.
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Click on the field you wish to change and type the new date.  When you have made all the required changes, click on the OK button to return to the budget.  The line item dates will be changed to reflect the new dates.

If you need additional periods, go to the Summary tab.  Use the Edit > Add to create additional budget periods.  Enter the start and end date for the new budget period and click on the Generate All Periods button.

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 item in the first period where it’s required, and then apply it to the later periods using the menu options Items > Apply to later periods.  Likewise, items can be deleted or modified with the changes applied to later periods using the same method.

[image: image142.emf]If you set a total cost limit for a proposal or a cost limit for a budget period, a warning message appears if you try to save an amount that exceeds the limit.  Highlight a non-salary cost item and then from the menu select Items-Sync to Period Cost Limit.  Coeus will adjust the amount of the line item so that costs for the period equal the cost limit.

To view salary detail, select salaries from the View menu to see detail by person for all proposal periods.  The salary detail only displays salaries for persons – if you have a personnel cost element without a person attached, it won’t show in the salary window – but it will show up on the summary tab.

Cost Share

Cost share can be recorded at the budget summary or line item detail level.

To enter total cost share amounts at the budget summary level, open the budget screen and on the summary tab, enter total cost share and under recovery amounts per period at the bottom of the screen.

To enter cost share at the line item detail level, go to each period tab.  Double click on the specific line item to open the Budget – Line Item Detail screen.
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The cost share amount for this line item is entered on this screen.  The Cost field should be the total of the sponsor cost plus DRI match.  

Any notes about the source of the cost share funds can be entered on the Justify screen.

For under recovery of indirect cost, open the Budget – Line Item Detail screen for the particular cost element and uncheck the “Apply” box.

If the cost share is an under recovery of indirect cost applied equally to all cost elements, use the menu options Edit > Rates to modify the rates for this proposal.
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With any cost share amount you are required to complete the Cost Sharing Distribution screen.  Use the menu options Edit > Cost Sharing Distribution.
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A source account number is required on this screen. 

· For ARI funds enter a 6108 account number

· Division funds use the fund number or the Org, whichever you chose.

· All 9’s can be used to fill the field if the account number is unknown.

The Budget Summary report will show a breakdown of proposed costs for the Sponsor and the DRI match.  Use the menu options File > Budget Summary for a print preview of the report.
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Consolidating Budget Justifications

You can consolidate the justifications entered for each line item on one screen to be edited for inclusion on the sponsor form.

Select Edit > Budget Justification from the menu.  The Budget Justification window is displayed.  If this is the first time you are consolidating justifications for this proposal, nothing will appear in the box.

If text is displayed from a prior consolidation, highlight the text and press the Delete key before continuing.

Click on the Consolidate button to display all the line item justifications.  The justifications are listed in order within each period.  You can change the values here by simply typing in the text box.  However, this data will not be carried over to the line items in the budget.

Click OK to return to the budget window.

[image: image143.emf]
Save the budget and close.

Narrative

In Coeus, proposal sections and chapters are called modules.

[image: image144.emf]
From the proposal window, click on the Narrative button.
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The left section of the window is the list of modules, status, title, etc.  The right section lists the user with rights to read or edit each module.  The lower section contains contact information for the highlighted module.
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Click on the Add Module button or highlight a module and click on the Edit button.

The Edit Module Details window appears.
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Enter the Module Title, Status (complete or incomplete).  Use the radio buttons in the lower section to restrict access to the module.  

Note:  you cannot broaden access rights for the narrative or module here.   That task must be done when assigning proposal roles.

If you are adding a module, after you close the window and save your entries, the narrative window reappears, with a new line for the module in the left section and contact information in the lower section.

To import a document, in the left section of the window, highlight the line of the module for which you will import a Word or PDF file.  On the Edit menu, select Word Files or PDF files and Save to database.  A selection window appears showing the files on your computer.  Select the Word or PDF file to be imported.  The PDF or Word icon appears in the first or second position of the module line.

[image: image148.emf]To Edit the Word Source, highlight the module and select Edit > Word Source from the menu or click on the appropriate button.

[image: image149.emf]The default order of modules is the order in which they are added to Coeus.  Reorder a module by highlighting the line and selecting the green up or down arrow buttons in the toolbar.  If you have both Word and PDF versions of the module, both are reordered.

Comments/Notes
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Click on the Notepad button  to enter any notes related to the proposal.  
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Click the Add a New Row button and the notepad will record the user and date of the note.
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Save and close the screen
 

Proposal Roles

If you would like another user that is not in your department to be able to view, create a budget, etc. for your proposal, then you must assign that user the roles you want them to have.  

[image: image154.emf][image: image155.emf]From the Modify Proposal window, select Edit > Proposal Roles from the drop-down menu or click on the Proposal Roles Maintenance button.

If the user is listed on the left side of the screen then click on their name, and drag them to the role you wish to assign to them on the right side of the screen.  You must make sure that the role you are assigning them is highlighted before dropping the name or the new role will not be given to them.

Submitting proposal for approval

When the proposal aggregator submits a proposal for approvals, the routing process begins.

A narrative is not mandatory for proposal submission.  To submit a proposal without a narrative, be sure that the Narrative field on the Proposal Page shows “none”.

When a proposal is submitted for approvals, its status changes from “in progress” to “approvals in progress” and no further changes can be made unless the proposal is rejected at one of the approval stops.

Before submitting a proposal, Coeus will ensure that it meets the following requirements:

· Start Date

· End Date

· Proposal Type

· Activity

· Title  

· Sponsor Narrative, if included, and Budget must have a final version

Click on the Budget button so that the Select Budget screen appears. 

Click the box under the final column and change the budget status to Complete.

Press OK. 


Click on the Narrative button and change the status of a module to Complete.

· Investigators have been certified and a Lead Unit has been identified.

Each investigator must be certified as free of legal and financial issues or conflicts.  Open the Investigator Tab. Click on the Certify button and answer the questions listed.  To access information about a selected question, select the button More.

[image: image156.emf]
Select Cancel to close the More window.  Select OK to close the Certify window.

· Science Codes

· Yes/No questions have been answered.

[image: image157.emf]
Click on the button and answer the questions listed.

[image: image158.emf]Click on Submit Proposal for Approval.

Coeus will validate the data entered against business rules that may apply.  For each type of information missing or other validation problem, a warning message appears.  If no problems exist, a message appears stating that all validation rules were passed successfully.  Select OK to close the window.

Next, the Proposal Routing window appears showing approval stops.  When you close the Proposal Routing window, the proposal status changes to Approval in Progress and an approval message is sent to the first Approver’s Inbox, and to any alternate approvers.  No modifications can be made to the proposal after this point.

Note:  After you have submitted a proposal, the only change allowable is for the proposal aggregator or a proposal approver to add additional Coeus users as viewers for the proposal.

[image: image159.emf]On the Proposal List, highlight the proposal.  On the Edit menu, select Add Proposal Viewer.  If you have already opened the proposal in Display mode, select Add Viewer on the Action menu.

The window Proposal Viewers appears.  Select Add.  The query page of the Select User window appears.

Enter search criteria, highlight the desired person and press OK.  The Proposal Viewers window reappears, and the person is listed.

Press OK to close the window.  Save changes when prompted.

Send Proposal Notification

[image: image160.emf]A proposal can be manually routed to someone by clicking on the Proposal Notification button.

In the resulting screen, drag and drop a “player” to the “Send to” box and type a comment.  Click OK when you have finished and the proposal will be appropriately routed.

[image: image161.emf]
Copy an Existing Proposal

If you have a proposal template, or if you have another proposal very similar to the one you are creating, you can copy the existing proposal, and then simply make changes as needed.

You may copy a proposal in any status, including a status that prevents modification of the proposal.

Perform a search for the existing proposal and highlight the proposal you want to copy.

Click on the Copy Proposal button [image: image53.png]


.  The Select Copy Options window will be displayed, so you can indicate which components you want to copy.
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When you have made your selections, click the OK button.  You will be returned to the Proposal Search screen, where the new proposal will be shown at the bottom of the list.

IN-BOX
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The In-Box button will take you to the screen showing messages of three kinds:  Notification, For Approval and Rejected.  Messages are classified as resolved or unresolved, and the Inbox contains a separate listing for each of these two types.
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Proposals arriving in the In Box requiring approval are color-coded:

Red

The proposal is due to the sponsor in 2 days or less

Yellow

The proposal is due in 3-4 days

Green

The proposal is due in 5-10 days

White

The proposal is due in 11 or more days

Additionally, bold and italics are used to represent those actions where the user may be listed as the primary or alternate approver.

The approver or alternate approves or rejects a proposal as follows:
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Highlight the line of the desired “approval” message.  Click the Display the Selected Proposal button.  Review the proposal.  
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Click on the Change the Status button and either Approve or Reject the proposal.

[image: image165.emf]
If you are approving, enter comments as needed and select Approve. 
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The Proposal Routing Window reappears, with the approval icon and the approval date by your name in the routing list.  Coeus sends a message to the next approver, as determined by the business rules that apply to the proposal.

If you are rejecting a proposal, enter comments (required) and select Reject.  The Proposal Routing window reappears, with the rejection icon and the rejection date by your name in the routing list.  On the administrative proposal pages, the proposal status now appears as “rejected” and a “reject” message is sent to the aggregator and to those who have already approved the proposal.

[image: image167.emf]
A rejected proposal can be edited and resubmitted.

When all approvals are complete, a Coeus message is sent to all approvers, and the proposal status changes to “accepted.”

An alternative to frequently checking your Coeus In-box is to have notification of new messages sent to your email address.  To enable this capability, select the menu options File > Preferences.  A screen appears:

[image: image168.emf]Set Email Notifications to Yes and click on OK.

INSTITUTE PROPOSALS

When a proposal is not created within Coeus Proposal Development, the proposal must be logged and minimal information entered in the database.

Note:  any proposal that has been submitted to the sponsor is an Institute Proposal

Open the Proposal Log using the menu options Maintain > Proposal Log
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[image: image169.emf]
Click New Log Button

Note:
The Temp Log is used with the Negotiations Module.

Enter information using drop-down menus, buttons and keyboard.
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Click Log Proposal Button to save the log and assign a number.

Close all windows.

[image: image170.emf]To complete the entry process, click on Maintain Proposals button.

[image: image171.emf]Close the search window and click New button.

Search for the Proposal Log.

Click OK to open and transfer information to the Institute Proposal window.
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Note: Fields that have a blue background are necessary, but not required.

The Award No. field is used if this proposal can be attributed to an existing award.  Entering the award number will create a “soft link” between the proposal and award in the Medusa view.

Status:  Status defaults to “Pending” when a new proposal is created.  Other choices in the drop-down list are:

	Deactivated

	Funded

	Hold for Funds Availability

	Rejected

	Revision Requested

	Void

	Withdrawn


· Mailing Info:

· Deadline Date – this field will be used to code messages submitted for approval 

· Deadline Type

· Mail by Department or Sponsored Research Office

· Type 

· Mail Account:
this is a field for the division account to charge for mailing 

expenses.  Enter the digits of the account number, Coeus will display it in the 

Fund-Agency-Org format.

· No. of copies 

· Mailing Address:  Perform a search on the Rolodex to select the correct 

[image: image172.emf]mailing address.  This button is used to erase the field.

· Mail Description – any special mailing instructions can be typed here

Carrier Code and Carrier Code Type will not be used by DRI.
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· Investigator:  Click on Find Person (for DRI employee) or Find Rolodex (for non-DRI employees) and search for the Investigators for this project.

Highlight the Lead PI name and specify a Lead Unit at the bottom of the screen by selecting the default unit or performing a search.  You can have more than one unit for an investigator or delete those unit associations that do not apply for the proposal.

[image: image173.emf]
Co-PI’s can be designated by clicking in the CoPI field next to the investigator’s name.  

Note:  there can be only one lead PI for each proposal.

Effort Month(s) field is the number of months for one year.  If this is a multi-year proposal then use the average number of months for one year.
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For the Cost Sharing tab the percentage field is not required but is the percentage of the total budget that the cost sharing represents.  The source account is required.
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The IDC rates tab contains information for under recovery of indirect cost.  
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Special Review tab is for recording reviews for human subjects, hazardous waste, space changes, etc.
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The Science Code tab is used to identify the type of research for this proposal.  See Appendix C for a list of Science Codes by Division.
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IP Review tab is for Intellectual Property.
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The Other Tab will store information related to Collaborators for this proposal.
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[image: image174.emf]
When you are finished click Save and exit the screen.

ROLODEX ENTRIES

The rolodex allows you to enter sponsor mailing and contact information that can be accessed when a new proposal is created.  Information you enter here does not change anything in the Sponsor Table that is maintained by the Sponsored Research Office.

[image: image175.emf]
Click on the Maintain Rolodex button

[image: image176.emf][image: image177.emf][image: image178.emf]
[image: image179.emf]Perform a search for an existing Rolodex entry to edit, display, delete or copy

To add an entry to the Rolodex:

Close the search screen.

[image: image180.emf]
Click on the Add a New Rolodex Entry button.

[image: image181.emf]
Add New Rolodex window will appear.

The Organization information can be populated for you by clicking on the Sponsor button and performing a search for the sponsor name.  If the Organization is not in the sponsor table, or if the contact address differs from the sponsor address, you can still link the entry to a Sponsor and type in these fields.

When finished, click OK to save and exit the screen.

ADD USERS AND ASSIGN ROLES

In order for users to log on to Coeus, an individual must be in the HR database, (i.e, an employee) and assigned an email address.  

Then they can be added as Coeus users and assign proposal roles to them.  Roles are used to create logical groups of privileges based on responsibilities and access control strategies.

Roles in Coeus – authorizations to perform specific tasks – fall into 3 groups:  

	Institute Roles (Red)
 



	Institute-wide roles, usually for administrative offices.



	Proposal Development Roles (blue)



	Roles to ensure that only specified users can view or change all or parts of a proposal.

	
	· Aggregator – puts the parts of the proposal together and submits the proposal for routing.

· Approver – approves a proposal 

· Budget Creator – creates the proposal budget

· Narrative Writer – creates the proposal narrative

· Viewer – views the proposal – cannot create or change any part of the proposal.

	Department Roles (yellow)



	Department wide administrative roles, for adding users (system administrator), creating proposals, maintaining business rules, rolodex, sponsors, etc.  

These roles can be set up to descend to related departments.

A proposal creator is automatically assigned the role of aggregator for that proposal, but additional aggregators can be assigned.


See Appendix C for DRI’s list of roles and their rights.

ADD A COEUS USER

Be sure you are logged in the unit that you want to add users to.

[image: image182.emf]
Click on the Maintain Users button.

The User Maintenance Window appears.  The left side shows the active Coeus users for your department.  The right side shows existing role assignments.
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[image: image183.emf]
Click on the Add a New User button.  

The User Maintenance window appears. Perform a search to find the person you would like to add.  Click OK.  Their User ID and User Name will be populated in the Maintenance screen.
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In the Status pull-down window, leave the default value as Active, for logon capability.

Leave the New Database User box unchecked, in most cases, new users also become new database users.

Enter their User ID as their password (this will be changed by the individual the first time they log in to Coeus).

Assign roles for the user by highlighting the role and press Add.  The role appears in the Roles Assigned section.  

Note:  Create Proposal role must be specifically added to any user in order to have the capability to create a proposal.

Press OK when you are finished to return to the User Maintenance screen.

By double clicking on a User Name you can see what roles have been assigned to that individual.  


[image: image69.wmf] 

Double click here…

 

To show roles assigned to the individual

 

 


[image: image184.emf]
Click on a Role and hit the Role Rights button to see what capabilities are assigned to that role.

Double click on a Role to view which individuals have that role.


[image: image70.wmf] 

Double click here …

 

To show which 

individuals are 

assigned that role

 


[image: image185.emf]
Indicates that a role authorization can “descend” to related departments.

[image: image186.emf]
Indicates that a role authorization cannot “descend” to related departments.

[image: image187.emf]To delete a person from role assignments, click on the user name under the Roles section and drag to the trashcan in the lower right hand corner of the window.

[image: image188.emf]
Remember to save!  

To remove someone’s access to the system, change the user status to “inactive.”  This will prevent the user from logging into the system. 

MAINTAIN PERSON

[image: image189.emf]
Click on Maintain Personnel button.

Perform a search.

[image: image190.emf]
To view personnel details click on the Display Person Details button.

[image: image191.emf]
[image: image192.emf]
[image: image193.emf]
This information is populated by a nightly feed from HRS (Human Resources System) and cannot be changed in Coeus.

Click Close to return to the Person list.

[image: image194.emf]To display educational information, click on the Show Educational Qualifications of the Selected Person button.

[image: image195.emf]
Although you can add information to this screen, the database will be receiving a feed from HRS to populate this data.

Click OK or Cancel to close the screen.

[image: image196.emf]
For bio info click on the Show Biographical Information for the Person button.

This is where CV’s, and other Word or PDF documents are to be added and accessed through Proposal Development.
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[image: image197.emf]
Click on the Add Module button.

Enter a description for the document to be attached.  From the Edit menu select Word Files > Save to Database.  Select the file to attach.
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Save your work.

[image: image199.emf]
From the Person List you can also print a Current and Pending Report 
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[image: image200.emf]or view Training Information for the selected individual.
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[image: image201.emf]AWARDS

Click on the Maintain Awards button.

[image: image202.emf][image: image203.emf]
Perform a search to find an existing award to edit or display

[image: image204.emf]
by choosing an award and clicking on the Award New Entry button to add a modification to that award.

Additional available buttons can be used to:
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Show Award Hierarchy, 
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make a Notepad entry for an award,  
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invoke Medusa, 

[image: image208.emf]
Sort the search result, 
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or view an Award Summary, 

To enter a new award:
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Close the Award Search screen.

Click on the New Award button.

Search for the Proposal to award.

Note:  linking a Proposal to an Award is not required.
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Select the correct proposal and click OK.

Note: Fields that have a blue background are necessary, but not required.

On the Award screen select the Award status from the drop-down list.

	Status
	Definition

	Active
	Normal award has been received.  Billable.

	Inactive
	Award should not have been created or is past the end date of the contract.  

	Pending
	Not yet billable – used for 90-day pre award costs or extension pending.

	Hold
	Do not enter in the accounting system at this time.

	Terminated
	

	Closed
	File is complete


Complete the Account Number and Activity Type and Award Type fields.
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Start Date:  Effective date from original award document.

TC Change Date:  When award terms are modified during the life of the award, the date on which changes take effect may be entered in this field as a flag that terms were changed.  The field should be blank on new awards or when there are no changes to the terms of the award.

Decision Date:  Sponsor execution date of most recent modification

On the Other Header tab select a Template and complete the Prime Sponsor field if applicable.  Templates contain standard terms and conditions for a particular sponsor.  If the appropriate template is not listed, or you are unsure of the terms and conditions, select the “SRO Default Template”.  The Sponsored Research Office will then review the award and complete the Terms and Conditions requirements.
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Available Templates:

	!EPA--40CFR various parts INFORMAL

	*NSF--GC-1 July, 2002

	Great Basin CESU

	ONR (non-FDP)

	*DOE Grant regs 10 CFR 600

	AFOSR: (grants after 3/1/95) (non-FDP)

	NASA: NHB 5800.1B (non-FDP)

	!NASA (9/96)

	!U.S. Department of Commerce, NOAA

	ARPA

	*EPRI

	!No Terms

	*DOE Grant regs 10 CFR 605

	!ONR-FDP

	*Army-ARO Dec 1997

	!AFOSR (Grants after 3/1/95) 

	SRO Default Template

	*NOAA CIASTA

	*DOE NTS Contract

	*DOC NOAA Climate Center Contract

	*DOE NREL
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Obligated Amount:  Amounts obligated to date, sponsor funding provided to date under the award.  Does not include cost share.  Obligated Total must be equal to or less than Anticipated Total.

Anticipated Amount:  Sponsor funding anticipated for the entire project – current obligation plus anticipated incremental funding and future year funding, including possible option years.

Obligation Effective Date:  Effective date of current funding period.  Must be the same as or later than award effective date.

Obligation Expiration Date:  End date of current funding period.  Must be the same as or earlier than final expiration date.

Final Expiration Date:  Expiration date of currently funded period plus anticipated unfunded periods, including possible option years.

Buttons on the Right

Summary  
Select a line, then the Summary button to view summary information.  On the summary window, use the Prev and Next buttons to view information for other acocunts/objects.

History  
View listing of all transactions for the selected item.

Expand All
View all parent and child accounts/objects.

Go To

For quick access to an item in a long list of parent and child accounts/objects, enter search criteria in the Go To window.

Lower Buttons

	If you want to see…
	Use Lower Buttons

	Totals and dates (default view)
	Total and Dates

	Distributed amounts and dates
	Distributed and Dates

	Distributable amounts and dates
	Distributable and Dates

	Totals and distributed amounts
	Distributed, and deselect Dates

	Totals and distributable amounts
	Distributable, and deselect Dates



	Distributed amounts without dates or totals
	Distributed, and deselect all others

	Distributable amounts without dates or totals
	Distributable, and deselect all others


Budget

Click on the Budget button [image: image78.png]


  to show the allocation by object code, of the awarded amount.
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For multiple accounts, enter account 

number here.

 


The budget can be printed from this screen and used as an account set-up form.

Contacts Tab
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If you use a template this screen will be automatically populated but you can add, modify, or delete an item.

The Sync button on the Contacts Tab is used to ensure that the information is synchronized with the chosen template.

Reports Tab


[image: image81.wmf] 

Data indicator

 


The numbers in parentheses are the Coeus internal report class codes.

The types of report for each class appear at the lower left.  The Detail section on the right shows the number of report copies required, the awarding office contact, the report due date.  Use the scrollbar at the bottom of the window to see the due date.
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[image: image212.emf]A blank icon means no information has been entered for that type of report; a lined icon means that information exists for that report type.

To add a report to the list, highlight the report type, then click the Add button.  The Award Report Terms window opens.[image: image213.emf]
Select a report type from the drop-down list and enter a due date.  An entry must be made for each report due.  Alternatively, if the report is a recurring requirement (for example, a quarterly progress report), then a frequency and frequency base can be selected from the drop-down lists and Coeus will determine the due dates and number of reports required. (A frequency base of “Effective Date” is the “Start Date” from the Award Detail tab.) If a due date is entered, Coeus will not determine the due dates. The SRO Distribution is a required field.
The recipient for the report can be entered using the Add button.  The individuals on the contact tab will be listed and can be selected as a recipient for the report.

Double click on the contact name to see Rolodex information for the contact person.

Click OK when the entry is complete. Coeus will generate the due dates when the award is saved.
Terms Tab
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View each type of sponsor requirement for travel, equipment purchases, intellectual property, etc. related to the award.

Select one of the Terms categories on the left.  The term items for the category you selected appear in the rightmost window.

Investigator Tab
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This tab looks much like the screen from Proposal Development with the addition of the name of the assigned Administrator for the award.

Comments Tab
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Use this tab, then select a comment type to see award-specific comments related to Categories, Fiscal Report, Intellectual Property, etc.  The abstract is entered as type 12 – Proposal Summary.

The Subcontracts/Collaborators tab is used to identify those individuals/centers/divisions that contribute time/effort/money to the actual project.  The Subcontractor/Collaborator field is populated through a drop-down box format.  The default value is Subcontractor.[image: image85.png]Correct Award : 000012-001 : Sequence 1
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Cost Share

To enter cost share information for the award, use the menu options Details > Cost Sharing.  
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Required fields are the Type, Fiscal Year, Source Account Number and Destination Account Number (Populate one with 9’s and the other with 8’s).

The Comment section can be used to describe the source of funds (PI Funds, IR&D, ARI, etc.).

[image: image214.emf]Save when you have completed your work.

Award Hierarchy

All awards in Coeus are represented through the award hierarchy where the “Parent” ( –001 award number) is a summary of the award and all subsequent “Children” ( –002 and higher) are the funding history of the award.

To complete the awarding process, a child must be created to show the first funding amount awarded:

Search for the original award

Click on the Award Hierarchy button
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The Award Hierarchy screen is displayed.  
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Highlight the parent award ( ###-001) and click on New Child
The next screen will ask how to create the new child:
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This will create the next award increment and open the award in edit mode.

Go to the Money and End Dates tab (notice at the bottom of the screen it indicates that you are in the Change/Dates view).  

Enter the dollar amount in both the obligated and anticipated fields.  

[image: image215.emf]Save when you have completed your work.

The history button shows all sequences and the change amounts.  At the bottom of the Money and End Dates tab, the total view should now indicate the total project amount. 

For subsequent funding, repeat the steps to add a child.  Enter the modification or amendment number on the Award Detail tab.  On the Money and End Dates tab, add the funded amount to both the Parent and the Child.  Before exiting the award, check the entry by hitting the Total button at the bottom of the screen.

To link the proposal to the child, use the menu options Details > Funding Proposals.  
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Use the Add button to search for the proposal related to the new child.  Highlight the correct proposal and click OK.  The proposal will be referenced on the Funding Proposals screen.  Click OK to close the screen.  

Medusa will display all increments of the award and their related proposals.

If a proposal has been funded in error, search for the proposal.  Use the Proposal New Entry button [image: image90.png]JE |



.  Use the menu options File > Unlock Proposal.  The Award List for Proposal window will appear.  Select the appropriate award and click OK.  Confirm that you want to remove the proposal’s association with the selected award.  The proposal will now have a status of pending.
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REPORTS

The Reports Module is used to query the database for reports required for awarded projects and to update the status of the deliverable.

Access the module through the Maintain > Award Reporting Requirements menu options.
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[image: image217.emf]A query screen appears.  Data can be queried by Report Type, Investigator, Unit Name, etc.
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The result screen can then be printed in its entirety,

[image: image219.emf]printed as a select group, 

[image: image220.emf]
saved in a selected file format,

or simply viewed.  View has 3 options for its format:

[image: image221.emf]View 1, or the default view shows reports by Type.
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Double Click Here

 

 


View 2 shows reports by Investigator.

View 3 shows reports by Sponsor.


You can also customize the view.  

Report Status

There are three methods to access the screen allowing you to change the status of a deliverable from Pending to Received. Regardless of the method used, the award cannot be in Edit or Modify mode. It must be in Display mode or closed.
Method 1 – Award window not active

From the main menu use the options Maintain > Award Reporting Requirements
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A search screen appears where you can search by award, PI, Division, etc.

The result of the search is a split screen with PI information in the top window and the award information in the bottom window.
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Select an award to update in the lower window and from the menu select View > Reporting Requirements for Award
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If you click on the status, a drop down menu appears and you can update to Received, etc. If you would like to track the received date, use the Activity Date box. Comments can be entered into the Comments field. 
To Person field cannot be altered from this screen. The Edit Reporting Requirements screen must be used. To access the edit screen, highlight the report to be edited (bottom half of the screen) and from the main menu choose Edit > Modify. 
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Close the window to return to the Reporting Requirements screen.

Method 2 – Award List window active (after award search)
Highlight the award of interest, and from the main menu select Edit > Reporting Requirements.
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This will bring up the Reporting Requirements for Award window. Follow directions in Method 1 for this screen.

Method 3 – Award window active, in display mode

From the main menu, select Details > Reporting Requirements.

[image: image99.png]Mairtain Departmental Admin Central Admin Window Help

Cost sharing, rBE wE0M0

et o,
oyt Schee
Scons Cod
Soelnat,
Spocl R, Josss | Contacts | Repots | Tems. | invesigator | Comts | uboonsate/Colartos

uonce No: [I Status: fioie

Sponsor Funding Transferred.

‘Approved Equpment,
Appraved Foreign Tris,

Funding Proposaks. NSFCode: [

Start Date: [Fian 2002
Award Closeout

Notepad Decision Date: [FDec200i

ashoe Courty Health Department

Coistt Project Location: [Las Vegas

Award Type: Contiact Cfda No:

Account Type: [Fegur Dfafs No:

Sub Plan [ ] Unknown Procurement Priority Code:

"Ple—Awald

Authorized Amount:[00 Effective Date:

Title: [FH-10 Effient Stieet Sweeper Test

Last Updato: 16902005 G206 pm Update User KATHY A 1D: |





This will bring up the Reporting Requirements for Award window. Proceed as above in Method 1.

APPENDIX A  - Indirect Cost

The following overhead rate types are used for Coeus budgets:

· Federal MTDC:
Federal rate applied to modified total direct cost (direct cost excluding equipment and subcontract amounts over $25,000)

· Federal – No IR&D MTDC :
Federal rate, less independent research and development, applied to modified total direct cost

· Commercial MTDC:
Commercial rate applied to modified total direct cost

· State of Nevada MTDC:
State of Nevada sponsor, rate applied to modified total direct cost

· Other Governments MTDC:
Non federal, non state of Nevada rate applied to modified total direct cost

· TDC:
Total direct cost

APPENDIX B – DRI Roles

Role Name:
PI

Rights:



Add a new Rolodex entry

Certify

Construct Proposal Narrative 




Create a new proposal

Maintain Financial Conflict of Interest for person

Maintain Personnel information

Assign users to Proposal Roles

Maintain reporting requirements for award

Select routing map for proposal

Modify negotiation activities

Create/Modify proposal budget

Create/Modify a proposal narrative

Modify proposal negotiations

Modify a proposal

Modify a rolodex entry owned by the user

Print any proposal on a sponsor specific path

Submit the proposal for approval

View all parts of a Development Proposal

View an award

View an award template

View proposal budget

View financial conflict of interest for person

View an Institutional Proposal

View a proposal narrative

View proposal negotiations

View a proposal

View proposal log

View subcontract

Role Name:
Business Manager

Rights:

Add a routing map


Add a new rolodex entry

Add a user

Change proposal master data once the proposal is locked

Approve a proposal at OSP

Bypass an approver stop

Certify

Construct proposal narrative

Create an award

Create an award based on an incoming EDI 850 transaction

Create a new award template

Create an Institutional Proposal

Create a new proposal

Create a new proposal log

Create a subcontract

Create temporary proposal log

Delete a routing map

Generate the EDI transaction 194 for a proposal

Maintain financial conflict of interest for person

Maintain personnel information

Assign users to proposal roles

Maintain reporting requirements for award

Add/Modify/Delete rolodex records owned by the unit

Select routing map for the proposal

Add/Modify/Delete sponsor forms

Add/Modify/Delete roles at a unit level

Assign users to roles

Modify negotiation activities

Modify an award

Modify an award template

Create/Modify proposal budget

Modify delegations for users in unit

Modify an Institutional Proposal

Modify a routing map

Create/Modify a proposal narrative

Modify proposal negotiations

Modify a proposal

Modify a proposal log

Modify a rolodex entry owned by the user

Modify a subcontract

Maintain subcontracting goals

Print any proposal on a sponsor specific path

Submit the proposal for approval

Submit the proposal to the agency

View all parts of a Development Proposal

View an award

View an award template

View proposal budget

View financial conflict of interest for person

View an Institutional Proposal

View a proposal narrative

View proposal negotiations

View a proposal

View proposal log

View subcontract

Role Name:
Admin Assistant

Rights:


Add a new rolodex entry

Certify

Construct proposal narrative

Create an award

Create an award based on an incoming EDI 850 transaction

Create a new award template

Create an Institutional Proposal

Create a new proposal

Create a new proposal log

Create a subcontract

Create temporary proposal log

Maintain financial conflict of interest for person

Maintain personnel information

Assign users to proposal roles

Maintain reporting requirements for award

Add/Modify/Delete rolodex records owned by the unit


Select routing map for the proposal

Add/Modify/Delete sponsor forms

Modify negotiation activities

Modify an award

Modify an award template

Create/Modify proposal budget

Modify delegations for users in unit

Modify an Institutional Proposal

Create/Modify a proposal narrative

Modify proposal negotiations

Modify a proposal

Modify a proposal log

Modify a rolodex entry owned by the user

Modify a subcontract

Maintain subcontracting goals

Print any proposal on a sponsor specific path

Submit the proposal for approval

Submit the proposal to the agency

View all parts of a Development Proposal

View an award


View an award template

View proposal budget

View financial conflict of interest for person

View an Institutional Proposal

View a proposal narrative

View proposal negotiations

View a proposal

View proposal log

View a subcontract

Role:
Director

Rights:


Add a new rolodex entry

Bypass an approver stop

Certify

Construct proposal narrative

Create a new proposal

Maintain financial conflict of interest for person

Maintain personnel information

Assign users to proposal roles

Maintain reporting requirements for award

Add/Modify/Delete rolodex records owned by the unit

Select routing map for the proposal

Modify negotiation activities

Create/Modify proposal budget

Create/Modify a proposal narrative

Modify proposal negotiations

Modify a proposal

Modify a rolodex entry owned by the user

Modify a subcontract

Role:
SRO

Rights:


Add a unit business rule

Add a routing map

Add a new rolodex entry

Add a sponsor record

Add sponsor business rule

Add a user

Change proposal master data once the proposal is locked

Approve a proposal at OSP

Bypass an approver stop

Certify

Construct proposal narrative

Create an award

Create an award based on an incoming EDI 850 transaction

Create a new award template

Create an Institutional Proposal

Create a new proposal

Create a new proposal log

Create a subcontract

Create temporary proposal log

Delete an award template

Delete unit business rule

Delete a routing map

Delete sponsor business rule

Send a notification to all users

Maintain financial conflict of interest for person

Add or modify organizational data

Assign users to proposal roles

Add/Modify/Delete IP review information

Maintain reporting requirements for award

Add/Modify/Delete rolodex records owned by the unit

Select routing map for the proposal

Add/Modify/Delete sponsor records owned by the unit

Add/Modify/Delete sponsor forms

Add/Modify/Delete roles at a unit level

Assign users to roles

Modify negotiation activities

Modify an award

Modify an award template

Create/Modify proposal budget

Modify unit business rule

Modify delegations for users in unit

Modify an Institutional Proposal

Modify a routing map

Create/Modify a proposal narrative

Modify proposal negotiations

Modify a proposal

Modify a proposal log

Modify a rolodex entry owned by the user

Modify a sponsor record

Modify sponsor business rule

Modify a subcontract

Print any proposal on a sponsor specific path

Receive financial interest disclosure notice

Submit the proposal for approval

Submit the proposal to the agency

View all parts of a Development Proposal

View an award

View an award template

View proposal budget

View financial conflict of interest for person

View an Institutional Proposal

View a proposal narrative

View proposal negotiations

View an award template

View proposal budget

View financial conflict of interest for person

View an Institutional Proposal

View a proposal narrative

View proposal negotiations

View a proposal

View proposal log

View a subcontract

APPENDIX C:  Science Codes                          updated Jan. 6, 2005
	Code
	Description

	4207
	3-D Numerical Modeling

	5105
	Abiotic Stress

	3004
	ACES

	6101
	Aerosols

	6400
	Air Quality

	6501
	Air Quality Standards & Regulation

	6402
	Air Toxics

	4307
	Alluvial Fan Hydrology

	6502
	Alternative Fuels

	3007
	Analysis

	5410
	Anthropology, Cultural & Social

	4210
	Aquatic Biology

	4209
	Aquatic Chemistry

	5504
	Archaeology

	5106
	Astrobiology

	6113
	Atmospheric Chemistry

	3101
	Atmospheric Modeling

	6117
	Atmospheric Physics

	6115
	Atmospheric Processes

	5104
	Biogeochemical Cycles

	3011
	Biogeochemical Modeling

	5102
	Bioinformatics

	5201
	Biology, Conservation

	6114
	Biosphere/Atmosphere Interactions

	3003
	CALEM

	5506
	Carbon Dating

	5205
	Carbon Sequestration

	5507
	Ceramic Studies

	3005
	CERM

	3012
	CIASTA

	6200
	Climate

	6201
	Climate Change

	6203
	Climate Information

	6202
	Climate Variability

	6102
	Cloud Chemistry/Physics

	6103
	Cloud Condensation Nuclei

	5406
	Cold Regions Ecology

	4308
	Contaminant Transport

	6301
	Continuous Emissions Monitoring

	6106
	Contrails

	6107
	Convective Clouds

	6401
	Criteria Pollutants

	5508
	Cultural Resource Stewardship

	3006
	Database

	5407
	Desert Ecology

	5411
	Desertification

	5415
	Ecological Engineering

	5401
	Ecological Rates of Change

	5202
	Ecology

	5408
	Ecosystem Ecology

	4303
	Ecosystem Stress

	6504
	Education/Technical Training

	6302
	Emission Inventories

	6300
	Emissions

	6507
	Engineering Support

	5416
	Environmental Engineering

	5417
	Environmental Science

	5501
	Ethnography

	5207
	Exobiology

	3013
	Federal Initiatives

	6404
	Field Study

	5103
	Genomics

	5512
	Geoarchaeology

	4201
	Geochemistry

	5513
	Geochronology

	5301
	Geography

	5307
	Geology

	5302
	Geomorphology

	5308
	Geophysics

	4501
	Geothermal Energy

	3008
	GIS/Spatial Analysis

	4203
	Glaciology

	4304
	Global Change

	5418
	Global Change Biology

	5404
	Global Warming

	5405
	Greenhouse Gases

	4305
	Ground Water Hydrology

	4302
	Hazardous Wastes

	5514
	Historic Preservation

	4211
	Hydrogeology

	4204
	Hydrology

	6505
	Instrumentation

	3001
	International Work

	4206
	Isotope Geochemistry

	6509
	Laboratory Services

	4306
	Landfills

	5414
	Landscape Ecology

	5419
	Life in Extreme Environments

	4101
	Limnology

	4102
	Luminescence Dating

	6100
	Meteorology

	5210
	Microbial Ecology

	5203
	Microbiology

	6303
	Mobile Sources

	6407
	Modeling

	6403
	Monitoring

	6110
	Mountain Meteorology

	5510
	Native American Artifacts

	4309
	Natural Hazards

	5206
	Nitrogen Fixation

	4401
	Nuclear Radioactive Wastes

	6108
	Orographic Clouds

	5515
	Paleoecology

	5516
	Paleoenvironments

	5303
	Paleontology

	6409
	Photochemistry

	5204
	Photosynthesis

	5209
	Physiology

	5211
	Plant Physiology

	5208
	Plant Science

	3009
	Science Policy

	6105
	Precipitation

	5502
	Prehistoric Cultures

	5503
	Primitive Society

	5511
	Primitive Utensils

	6104
	Solar Radiation

	5304
	Remote Sensing

	6503
	Renewable Energy

	6508
	Risk Assessment/Health Physics

	5409
	Sand Dunes

	6116
	Satellite Meteorology

	4310
	Sediment Transport

	5305
	Sedimentology

	5306
	Soil Science/Pedology

	6406
	Source Apportionment Modeling

	6304
	Stationary Sources

	4311
	Stream Restoration

	4312
	Surface Water Hydrology

	5412
	Threatened and Endangered

	4313
	Vadose Zone Hydrology

	6405
	Visibility/Regional Haze

	4208
	Water Quality

	4301
	Water Resources Engineering

	4314
	Watershed Processes

	6111
	Weather Forecast

	6112
	Weather Modification

	3002
	WES

	4212
	Wetlands

	6506
	Wildfire Management

	5413
	Wildlife Ecology
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