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Grant Preparation and Approval Routing — In4Grants

Getting Started with Grant Preparation on In4Grants:

“I have been involved with In4Grants from the start and they continue to improve the product. | love the new user
interface; it is clean and intuitive. This is what research development professionals need for effective collaboration. I like
the ability to be able to go directly to the sources, and the customized filters—things like number of awards, closing date,
and estimated total program funding—make it very easy to find the information we are looking for. The ease of the
software, and the fact that it is not complicated to use, makes this a tool that faculty and researchers will be able to adapt
to quite easily. The search and discovery of opportunities is better than anything | have seen—this is truly a game
changer.”

- Matthew Christian, Assistant Vice President for Program Development, Co-director, Arete Initiative, The University of
Chicago

In4Grants is a third-party web-based platform that allows the Office of Grants and Research Administration
to quickly set up workspaces for project development with project manager and team. With the ability to
share documents directly from the project’s workspace, introduce collaborators from within and outside of
the institution, provide supporting documents, and route forms for authorizations, we find that OGRA is
able to move swiftly with grant preparation without the loss of information, material and people.

The following procedure is for proposals where CSU is the Prime Institution and
where CSU is the Subcontractor to another institution.
Getting Set up in In4Grants:

(1) The process begins with OGRA sending a request to review a grant opportunity from In4Grants. This request
can be generated in one of two ways: (A) OGRA’s search reveals a grant opportunity that might be of interest
to you and sent you a request to review the grant opportunity; or (B) You sent OGRA an email about a grant
opportunity and asked OGRA to search for the information in In4Grant after which OGRA sends you a request
to review the grant opportunity. In either case, you will receive the following email:

In4Grants - Grant Opportunity Review Request from ahopgood@csu.edu
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(2) To launch you into In4Grants workspace, open up the email and click on: Like ﬂnDislike;
which will take you to the following site on In4Grants:

@ In&Grants - Moxill Firefox |
\Ele Edt Yiew Higtory Bookmarks Tooks Hep
€5 B3+ [T1 www Iokgrants.com//u/main him = GFMILEIAIAERa=0pp ) 0 - C| [ Googie Ale
- » . m— = - e — e > T — = e — — — -
2 Most Visited ®® Institutionsl Service H... # SENSE - Tools to Help .. I CHE Home (5 ndR.. | | [ InGrants L Tactics Trainer - Chess... ™ Map Room _ | * ol »
Shrepage: 3 » 5@ Y, ERo0MI0 sl o
BT 3 T P REE S T - E= <[l =
[ Welcome, Yvonne Harrs! (for Ohicago State Universty) 3
INBGrants wpotesmrecion- P
i#] 2] i
Uke (0) Dsee (0) %)
Projects gl [ uea
& Opportunity 125757 ) )
7 Office of Postsecondary Education (OPE): Minority Science and Engineering
B ooy teom ¥ Improvement Program (MSEIP) CFDA Number 84.120A
@ Owose Project
148 125757
& Mach o a Project Agency Name: Department of Education
Opportunity tumber: CRANTS 08031100 rime
= Estimated Total Program Funding: $3,035,168.00
Act on this Expected Awards: 15
Posted Date: 03-40g-2011
opponumty Current Closing Date for Apphications: 02-5ep-2011
- Appications: o2sep-2011
Award Ceiling: $300,000.00
Angela Hopgood durad 8 norta x50 | Amaed Flooe 2.00
i Post a Comment Category of Funding Activity: Edcaton
- Vhew all Adtivity Description:
s View ey, Free
S View Keyword Tage apphcation
34120, the MSEIP, CFDA b 34,120,
you vl be able and then
agpicaton
appicaton
number.| .g., search for 84,120, not 84. 1204).
Eligible Applicants:
Additional Information on Eligibility:
The alghity rant. There are four types rants: rattutons
propects, ecal project, cooperatve, and desgn.
grants support acthities thet: (1) mprove quality
There are
gon ast,
erogram.
A For

- B T e |

If you click on Comment; this will take you to the following site on In4Grants where you can click

on: Like ﬂnDislike and you can add a comment.
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(3) Once you click on ‘Like’, OGRA will see that you have reviewed the opportunity and that you are

interested in submitting a proposal. At this point, OGRA will then ‘Create Project’ for you. Once this
is done you will get an email stating:

“l created this opportunity project and would like you to be the project leader if possible. Thank
you, yharri20@csu.edu” This message may also be from ahopgood@csu.edu.
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(4) Once you accept the invitation to be project leader your workspace is created. In this workspace
you can begin building your grant team by ‘inviting a team’ member or ‘adding Team Members.’

w IndGrants - Mozilla Firefox
File Edit View History Bookmarks Tools Help
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' Welcome, Yvonne Harris! (for Chicago State University)
Logout | Change password
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Welcome to the collaboration workspace. @

Projects e
Project 125757-(3)

@ o . : Office of Postsecondary Education (OPE): Minority Science and Engineering
Project (2) was created about an hour from
Improvement Program (MSEIP) CFDA Number 84.120A
@ Copy from Bxdsting Project View original opportunity
@ Choose Project
Id#: 125757 (Go to original opportunity)
Organization : Chicago State University
i i Created By : Yvonne Harris
Act on this prOjeCt Owner: Yvonne Harris
8 Owner Acceptance: Accepted
= < Created On: 16-Apr-2012 02:39:42 PM
52 Add Team Members Amount Sought: $0.00
Amount Awarded: $0.00
[} Document Library Department:
Purpose Of Funding:
[ Post a Comment
Description :
0 Send a Message
[ Timeline All activity (1)
Al 30Days 80Days 90Days SelectDate Range Select type of activity: All B

[ Set Project Status

(4 Edit Project Details o
To begin, please invite a team member or upload a document.

(% Delete Project

Yvonne Harris
Project Project 125757-(2) created.
Date: 16-Apr-2012 02:39:42 PM

(5) In the left panel; in the ‘Document Library’ folder, OGRA will upload the Intent to Submit a Proposal
and OGRA’s Detailed Budget forms. You can access the form by double clicking on the title link.
This downloads and opens the form for you to complete. Save the form under a different file title
such as “ISP-Harris”. This allows us to discriminate between the original blank form and the one you
completed.

(6) Upload the completed form with the different file title. Also, upload the following:
Project Description

OGRA’s detailed budget (ROUGH)

Budget Justification (ROUGH)

Draft of Support Letter

Written approval for Release Time, Additional Space and/or Matching Funds
Rough Draft of a Memorandum of Understanding (if applicable)

mmoowp



(7)

(8)

(9)

Uploading to In4Grants:
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Make sure that you complete the form correctly. Also, make sure all of the support documents are
loaded and you have a complete proposal packet. NOTE: Failure to follow instructions will only
delay the processing of the authorizations.

Once you have submitted a complete proposal packet, the Pre-Grants and Contract Administrator
(PreGCA) will review. Once she has approved all of the documents she will send out a request for
authorization to the Chair of the Department and the Dean of the College. Once the Chair and Dean
have approved the proposal packet, the PreGCA will forward the request for authorization to the
AVP of Sponsored Programs. Once the AVP approves the proposal packet, she forward on to the
Provost for authorization.

Once the Intent to Submit a Proposal (ISP) is fully authorized, the PreGCA will upload the Proposal
Approval Form (PAF) and the routing for authorization will be repeated.

You can access the Document Library from the left side panel:
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Projects

@ Create Project

Project (2) was created about 23 hours ago

@1 Copy from Exsting Project

@Chooserject

Act on this project

52 Add Team Members

Welcome to the collaboration workspace.

Project 125757-(3)

Welcome, Yvonne Harris! (for Chicago State University)
Logout | Change password

Office of Postsecondary Education (OPE): Minority Science and Engineering
Improvement Program (MSEIP) CFDA Number 84.120A

Id#:

Organization :
Created By :
Owner :

Owner Acceptance:
Status:

Created On:

[l Document Library

mnt Awarded:
rtment:

(10)

[=] Post a Comment

@ Send a Message
[*] Timeline

[ Set Project Status
[ Edit Project Details

[3% Delete Project

Purpose Of Funding:

Description :

All activity (1)
All 30Days 60Days 90Days Select Date Range

View original opportunity

125757 (Go to original opportunity)
Chicago State University

‘fvanne Harris

‘fvonne Harris

Accepted

Fending

16-Apr-2012 02:39:42 PM

$0.00

£0.00

Select type of activity:  All |z|

To begin, please invite a team member or uplead a document.

Yvonne Harris
Project Project 125757-(3) created.
Date: 16-Apr-2012 02:39:42 PM

Click on ‘Document Library’ and the following page will load with an ‘Upload Documents’ link and
listing of documents that are stored in the library.
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Projects

@ Create Project
Project (2) was crested sbout 23
E Copy from BEdsting Project

@ Choose Project

Act on this project
View all Activity
22 Add Team Members

= Post a Comment

&) Send a Message
[ Timeline

[P Set Project Status
[Z Edit Project Details

[ Delete Project

3 hours ago

Welcome to the collaboration workspace.

Project 125757-(3)

Welcome, Yvonne Harris! (for Chicago State University)
Logout | Change password

Office of Postsecondary Education (OPE): Minority Science and Engineering
Improvement Program (MSEIP) CFDA Number 84.120A

Document Summary (0)

View original opportunity

Showetails 3 Upload Documents

—

Find documents, check their boxes, then Show Details

Id Document Name
Ll 5

¥

Search:
Category Uploaded On Status
~ ~ ~
- v v

Clicking on “Upload Documents” opens the window below where you can upload your documents.

[
Upload Document(s) for this Project

Document Name:

You may send up to 3 documents at a time

Browse...

Document Category:

Click in the box to uSe an EXiSting Category, if any, or type in & new one

Send Email Notification to:

Select Team Members to send to

Comment:
Characters left: 1000

Cancel Upload Document(s)

4

IT IS IMPORTANT THAT YOU READ THE INSTRUCTIONS CAREFULLY. ALL INCOMPLETE AND/OR INCORRECT
FORMS WILL BE REJECTED AND THIS DELAY MAY LEAD TO THE PROPOSAL NOT BEING SUBMITTED FOR

CONSIDERATION.

START EARLY!!!! IF YOU HAVE ANY QUESTIONS, PLEASE CONTACT OGRA 773-995-3598.



