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1. INTRODUCTION TO SPS SYSTEM

The process of applying for external funding for a project begins with the development of a proposal
by an LSU employee. This includes faculty, professional staff, post-doctoral students, graduate assistants
(if co-principal investigator is a faculty member), and fellows on fellowship grants. Proposal requirements
are defined by the agency sponsoring the program. The Office of Sponsored Programs (OSP), in
collaboration with University Information Systems, has developed the Sponsored Programs System (SPS)
to facilitate Louisiana State University’s Research enterprise, and to streamline the proposal routing and
approval process at LSU. SPS is a web-based proposal routing and approval system.

The Sponsored Programs System (SPS) provides one common interface, regardless of the
sponsoring agency, using secure and established University authentication and encryption methods.
Identifiable data elements and narrative and multi-media objects are stored in a centralized information
system that is integrated with other LSU information systems. Access to SPS on the internet is through the
University’s secure intranet, MyLSU (formally PAWS). Users may access all project elements at any time
from any location with access to the internet. Because users preparing proposals may be at different
physical locations than that of users reviewing proposals, the coordination of obtaining approvals will be
improved. The SPS system provides for on-line entry of basic project information, investigator data,
compliance and special approval requirements, and financial information. In addition, it allows the
attachment of proposal narrative and budget files in PDF (portable document format).

Major SPS system features:

1) SPS electronically "routes" proposals for all required internal approvals, eliminating the need to obtain
hard copy signatures on the SPS Proposal Routing and Approval Data Sheet.

2) Proposal documents and budget information will be uploaded into SPS for review and approval. Users
will complete appropriate sponsor proposal and budget forms off-line, and upload into SPS as a PDF
file. A salary look-up feature is included in SPS to assist users with budget preparation.

3) Many federal agencies are currently using Grants.gov for proposal submission. SPS enables the user
to upload a Grants.gov application packages, which OSP will submit to Grants.gov.

4) SPS will allow users to upload "Source Files", (e.g. Excel budget files, Word files) in addition to PDF

files, to facilitate any necessary revisions during the review process.
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5) % Facilities and Administrative Cost and % Project Credit information will be captured for project
investigators, and used by Sponsored Program Accounting for reporting purposes.

6) University standard Document Routing and Approval (DRA) capabilities are included. Reviewers will
be pre-set by SPS, and may be added or removed as necessary. Reviewers will be notified using the
DRA workspace feature.

All new, revised, continuation, renewal and supplement proposals, as well as pre-proposals must be routed

for approval through the SPS system. Requests to modify existing projects (revised budget, no cost

extension, etc.) may also be routed electronically through SPS.
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2. CONTACTS

Web: http://www.Isu.edu/osp
Email: osp@lsu.edu

Phone: 225-578-2760

Fax: 225-578-2751

Winona Ward

Executive Director, OSP
wward@lsu.edu
Phone: 225-578-2760

Technical Assistance: For technical help with SPS or MyLSU, call the Application Service Center at

(225) 578-0100.

Frequently asked questions are available on OSP website at the following link:

http://www.Isu.edu/osp/fags.php

Proposal Routing Information is available on the OSP website at the following link:

http://www .Isu.edu/osp/proposals/proposal-routing/proposal-routing.php

University Contacts

Authorized University Representative

Darya Courville, Interim Executive Director
Office of Sponsored Programs

202 Himes Hall

(225) 578-2760 FAX (225) 578-2751

osp@lsu.edu

Sponsored Program Accounting

Janet Parks or Keri Tweed, Interim Co-Directors
336 Thomas Boyd Hall

(225) 578-5337 FAX (225) 578-4421
jparks@lsu.edu or ktiweed@lsu.edu

Office of Intellectual Property

Andrew J. Maas, Assistant Vice Chancellor
Intellectual Property, Commercialization and
Development

206 La Emerging Tech Center

(225) 615-8967

oip@lsu.edu

Authorized Fiscal Officer

Dan Layzell, Vice President

Finance and Administration/CFO
330 Thomas Boyd Hall

(225) 578-3386 FAX (225) 578-5403
dlayzell@Isu.edu

Office of Research and Economic
Development

Kalliat T. Valsaraj, Vice Chancellor
Research and Economic Development
130 David Boyd Hall

(225) 578-5833 FAX (225) 578-5983
valsaraj@lsu.edu
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3. ACCESS TO SPS

LSU full-time or part-time employees, including retirees and graduate students, may access SPS. You will
require a MyLSU account. If you do not have an account, contact the Application Service Center at (225)
578-0100. MyLSU is accessed via the internet at htip://Isu.edu/mylsu

How do you access SPS?

1. Launch your Web browser. Recommended browsers:
Internet Explorer for Windows
Safari for Macintosh

2. Enter the following web address in your browser’s Address/Location field:

http://www.Isu.edu and press Enter.

3. Click on “Login to MyLSU”
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4. Enter your PAWS username and Password and click Login.
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5. Click on Research Support

6. Click on Sponsored Programs
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7. You are now in SPS Home.
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4. SPS HOME

A Welcome Message — displays “welcome” and your name. The title Bar displays

::Sponsored Programs System::. To navigate to an existing proposal for which you know the proposal
number, type the proposal number and click Go.

There are two links available at the top of the home screen: SPS Projects and Help. These links appear
on every screen in SPS.

SPS Projects: To go to SPS Home from any screen, click on this link.

Help: This link will lead to Online help information listed by topic on OSP website. Information on
Frequently Asked Questions (FAQ) is available on the SPS Resources Website at:
http://www.lsu.edu/osp/fags.php

Links at the top of every screen
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Alert Messages are displayed as shown below. A link to OSP News and Announcements website also

appears.

Alert Messages

If you need to create a Revision, Renewal, Continuation, Supplement or Modification
for an existing proposal and do not have the option available in the drop down menu,
please contact OSP at osp@lsu.edu or 578-2760.

Click here for News and Announcements.

Actions that you can perform are as shown below:

Create New Proposal
Review Routing Proposals
View All My Proposals

View All My proposals: You will have access to those proposals for which you are the authorized PI /

COPI / Reviewer/ Grant coordinator/ Department Head/ Dean.

You can click on the double arrows to collapse or expand a section ‘Expand ] @ SelepeE - @
Transaction Statuses:

To view Transaction status definitions, click the double arrows near Expand.

You can view your proposals by proposal transaction statuses. Below are definitions of transaction
statuses:

Pre-Submission Statuses:

Pending

Pending status indicates a proposal or request is under development by the Pl. The transaction is
automatically assigned an initial “Pending” status by the system when the PI creates it.

Routing

Routing status indicates a proposal or request is considered by the Pl to be complete, and is routing for
all required internal approvals.

Withdrawn by Pl

Withdrawn by Pl is a terminal status. If a Pl withdraws a proposal or request from consideration during the

internal review process, the status of the transaction is changed from “Routing” to “Withdrawn”.

11
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Pre-Award Statuses:

Submitted

Submitted status indicates a proposal or request has been approved by LSU, and submitted to the
sponsor for consideration.

Revised

Revised is a terminal status. If the Pl revises a proposal or request, the previous transaction status
changes to “Revised”.

Withdrawn

Withdrawn is a terminal status. If the University withdraws a proposal or request from consideration by a
sponsor, the status of the transaction is changed from “Submitted” to “Withdrawn”.

You can view by Award Status

Post-Award Statuses:

Awarded

Awarded status indicates a proposal or request has been funded or approved, an award or approval
document has been received, and the document is under review by LSU.

Accepted by LSU

Accepted by LSU status indicates an award or approval document has been reviewed, the terms have
been accepted by LSU, but sponsor signature on the document is needed.

Accepted

Accepted status indicates an award or approval document has been reviewed, and the terms have been
accepted by LSU, and the document is signed (if necessary) by both LSU and the sponsor.

Declined

Declined is a terminal status. If the proposal or request is declined by the sponsor, or if the terms of an
award cannot be accepted, OSP changes the status of the transaction from “Submitted” to “Declined”.
Completed

Completed is a terminal status. This status indicates the scope of work for a funded project has been

completed, and all required final technical and financial reports have been submitted to the sponsor.

12
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Terminated

Terminated is a terminal status. When a project is terminated early, either by the sponsor or LSU, or when

the award has been transferred to another institution prior to the project end date the transaction status
changed from “Accepted” to “Terminated”.

You can Search your proposals by Sponsor, Department, Investigators or Title.

Search By Sponsor
Sponsor Code: Find Sponsor Code ol
ol
Status: ALL -
Search By Department
Department Code: Find Department Code ol
ol
Status: ALL -
Search By Investigators
SSN/LSU ID/ISO/PAWS Find PAWS ID
I Gol
Status: ALL -
Search By Title
Title:
Gol
Status: ALL -

All matching records will be displayed for which you have authorization. Sponsor and Department code
lookup searches work better when you enter a single word and click Go.
SPS Footer

The bottoms of all SPS screens include our contact information and links as shown below:

To provide feedback or request technical troubleshooting assistance on using the system,
please email osp@lsu.edu.

If you have any questions about the proposal process,
please contact the Office of Sponsored Programs at (225) 578-2760 or ospi@lsu.edu.

is

13
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OSP Link
Selecting the osp@Isu.edu email link will open your default e-mail application. From here, any questions

or comments you may have can be sent to the Office of Sponsored Programs (OSP) for a response.

5. CREATE A NEW PROPOSAL

After you login to SPS, you will be on the SPS Home screen.
Create New Proposal:

Under actions, click on Create New Proposal.

Create New
Proposal

Create New Proposal
Review Routing Proposals
View all My Proposals

Navigation Buttons: There are two main screen navigation buttons in SPS: Save & Continue and Cancel.
These buttons are generally located at the bottom of each screen. You may need to use the vertical scroll
bar to scroll down the screen to view these buttons.

Save & Continue: When selected, the Save & Continue button causes SPS to save work on the current
screen and to navigate to the next logical screen.

Cancel: When selected, the Cancel button stops all processing of work on a screen since the last gray
button on the screen was selected. The Cancel button will cause SPS to logically return you to the
previously visited screen or the SPS Home screen. If there are multiple entry points to a screen, you may
not return to the screen you are expecting. If this happens, use the navigation tools to access the desired
screen. Purple color text indicates clickable items that can be edited. Select the Cancel button to cancel
the current screen and to return to the previous screen. Tabs display as white when the tab is selected, and

as gray when not selected. Text displays as black when selected, gray when not yet available, and purple

when available for editing.

14
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The following tabs will appear

Coversheet Investigators Attachments Routing

Inactive
tabs not

New Proposal
Coversheet

Investigators Attachments Routing

Actions: L accessible
Proposal Home > Cover Sheet ..
breaderumb trail, indicates

navigation path for the current

screen

The currently active tab will appear in white background. All inactive tabs will appear grayed. A breadcrumb

trail indicates the navigation path to your current screen. In the above example navigation was from

proposal Home to Coversheet. The breadcrumb trail displays the navigation path you have taken through

SPS to get to the current screen. Click on a link in the breadcrumb trail to return to the applicable scre
If you have entered or changed data on a screen, you must click Save and Continue at the bottom of

screen to save the changes before you click on any link from the current screen.

en.

the

15
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6. COVERSHEET TAB

Here you will enter basic information about your proposal such as title, sponsor, contact person, etc. All
required fields are indicated by a red asterisk * . You must complete all required information. After you enter
all required information, and click save and continue, a check mark appears on the Coversheet Tab, and
your New Proposal will be given a proposal number which will appear as Proposal 30714-1 (Pending).

(proposal number, transaction number and status of the proposal).
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Proposal Identifier

The Proposal Identifier is displayed as 30714-1 (Pending). It consists of three components: the proposal
number, the transaction number and the project status.

Proposal Number: The proposal number is a unique number used by SPS to distinguish an individual
project within the SPS application. SPS automatically assigns the next available proposal number to a new

proposal.
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Transaction Number: SPS uses the transaction number to maintain the history of a project. Any newly
created proposal will display its system-assigned proposal number followed by a hyphen and a transaction
number of “1”. If the original proposal is later modified, SPS assigns the next transaction the same proposal
number, but increments the transaction number by one. For example, a proposal that has been approved
and submitted to a sponsor can be revised. If a revision is prepared, the original proposal is saved as
30714-1, and the revised proposal is saved as 30714-2. Additional revisions, if needed, are assigned
consecutive transaction numbers.

Project Status: SPS displays the current status of the project as part of the proposal identifier. As a project
moves through SPS processing, its status changes. For example, a newly created project displays a status
of “Pending” until the point that it is routed for approval. Once submitted for approval, its status changes to
“Routing”.

Errors: SPS displays error messages on the screen as red colored text if data is omitted or not correct.
Number of errors found is displayed at the top of the screen. The actual errors are displayed in red text at
the location where an error is found. You will have to scroll through the screen to find any errors.
Specified formats: Some fields will indicate that the data should be entered in a specific format. In such
cases, the proper format of the field will be indicated by a parenthetical reference next to the fields.

6.1 Project Data

Enter the Transaction Type, Proposal Type, Project Title, Mailing Deadline and Proposed Start Date. Enter
the Proposed Duration in months.

Transaction Type

When creating a new proposal there are two transaction types in the list box: New and Preproposal/NOI.
Choose the appropriate transaction type. A preproposal/notice of intent may include a total cost estimate
or a detailed budget, but is not expected to result directly in an award. The purpose of a preproposal/notice

of intent is usually to inform and interest the potential sponsor enough to request a detailed full proposal.

17
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Proposal Home = Cowver Sheet

Project Data
Required fields are indicated by *
* Transaction Type: Mew w

* Proposal Type:
* proiect Title: Preproposal/NOl |

Proposal Type

Choose the appropriate Proposal Type from the list box. For example, if your proposal involves

collaboration with Agricultural Center, then choose “Ag Center” from the drop down list.

Project Data WA
Required fields are indicated by *
* Transaction Type: Mew w
* Proposal Type: Mew v\
* Project Title:
Renewal
Ag Center

Mon-Compete/SMNAP

PBRC (Pennington)
Mailing Deadline: — [(EX.UZ/06/2006)

Proposed Start Date: |:| (EX. 02/06/2006)

Proposed Duration: |:| (in months)

If you choose renewal, then you will have to enter the original LSU project number in the editable text field.
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Project Function:

Choose the appropriate Project Function from the list box. You have completed the project data section of
the Coversheet. The next section is the sponsor information section. For definitions of different Project
Functions, see OSP Guide information at the following link:

http://www.lIsu.edu/osp/Isu-research-intro/project-function-types.php

Required fields are indicated by *.

* Transaction Type: Mew »
* Proposal Type: Mew V|
* Project Title: Flow Regime Effects on Marsh

sustenance in a Mississippi River
FloodPrlain Estuary

Mailing Deadline: 01/09/2006 |(EX. 02/06/2006)
Proposed Start Date: (09/01/2006 |(EX. 02/06/2006)

Proposed Duration: (in months)

* Project Function: Select the appropriate function
which best describes the type

Research - of project you are proposing.
Most projects will be for the
conduct of research, instruction

Instruction or public service activities.
Public Senice
Scholarship/Fellowship

6.2 Sponsor Information

Each sponsor in the SPS system has a unique code assigned to it that identifies that sponsor. On the
Coversheet you must select the sponsor to whom your proposal will be submitted. You may enter the
sponsor code (if known) or use the sponsor search function to find and select your sponsor. If you are a
subcontractor, you will also need to enter the original (prime) sponsor code. To access the sponsor lookup

table, click on Find Sponsor code.
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Sponsor Information @ 6
“Sponsor Code: || Find sponsor code

Sponsor Program Mame

Find Program Code Search for your program using

the 'Find Program Code' link. If
your program is available,
select it there.

|Original Sponsor Code : o
e eI _If LSU will be a subrecipient,
s insert the sponsor code for the

Original Sponsor.

CFDA Program Code :
Find CFDA Code S il

Type the sponsor name and click on Look Up Sponsors. Searches will display better results or matches

if you enter a single word rather than enter the complete sponsor name.

2 https://test008.1su.edu/spm/spmentry.nsf/Sp... |:||E||E

For the best results, use a single word to find your sponsor. The
search looks for an exact match; it does not use fuzzy logic.
Ifyou can't find the sponsor, please select Other,

Look up Sponsors
| | [ Look Up Sponsors

£] Dore S 4 mtermet
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Choose the option button that matches your sponsor name. If you cannot find your sponsor, type your

sponsor name in the text field Other Name. Click Save and continue.

For the hest results, use a single word to find yoursponsar, The
search looks for an exact mateh; it does not use fuzzy logic,
[fwau can'tfind the sponsor, please select Other,

I;u__ol_{ up Sr:-ansms_

\nisf | LookUp Sponsars |

Select a Sponsor to Add:
C,Natin:uﬂal Science Foundation - MSF (F47000)

4 Fetroleum Technology Transfer Council (210119)

Can't find your Sponsor:

If the sponsor vou are looking for is not listed, please
fill in Cther Name and click 'Save and Continue’,

Cther Marme! | | 3
|  Save and Continue |

&1 Done 2 @ tnternet

Enter Program code, Original Sponsor code and CFDA code if applicable. These are not mandatory fields.

A look up is available to find Program code and CFDA code.

Sponsor Information

“Sponsor Code: F47000 | Find Sponsor Code Collapse a

Mational Science Foundation - MSF section

You have completed the Sponsor Information section of the Coversheet. You can hide a section by clicking

on the arrow pointing upwards. You can expand a section by clicking on the arrow pointing downwards.

6.3 Request For Proposals
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If you are responding to a published RFP or announcement, you may either attach a PDF file of your

proposal RFP in the Attachment Tab section or enter a website address where the RFP can be found.

Request For Proposals (RFP)
Either attach the RFP in the attachment section, or enter a URL below.
Enter URL: |http:ffwww.nsf.gnv |

6.4 Budget Information

Enter Total Funds Requested and other applicable information. Enter Fringe Benefits and Facilities and
Administrative Cost (F&A) rates. Choose available options for F&A Base Type from the drop down list. If

you have chosen other, then enter text in Specify Other Base: field. If Sponsor has Limited Rate, check

the Sponsor Limited Rate checkbox.

3 g Mpaers00 2. bsw, e d ul pwsieans, i DeskdopTopenapentl pliest - Micresolt Intornet Cxplorar = e[
Fie Edl Wew Fowcbe Tock  Hel 2
am"e) I_.ljal' sewch 3 rFavrees @) | [ ST R |

i -ﬂliln r.fmmlw rareind [Teskiop? -'-Mm w By ek ¥
Gn-'xk- f(m-#gmuﬁ AR chech = 4 putoek = O] Auerl B Optoes & -
hs | semrih et « 7 :E ﬁ ﬂ ':jru ﬁmr&w . ﬂh\-ﬁ qfud * Dranc s Cimywebs @pesoas -

i e Enmr WRL: | B ] | &
Mall desgunt Total Funds Beguarstocd: = J,II:!Q 00
Adsae. LA -Eml L5\ Match (busdgeted): 000 3

e Total Extamal Match (budgetad): $ 000
4 LooouT Faolty Fenovabions: —_— £0.00
Rates {Requestod Funds

: 'f"h""""::_m""‘_u_" ringu Baruhits Ratn: 000 |{Ex: 30,000
¥ rm..-r:'u‘lv'.ruw ' ‘aclities and Administrative Cost Rate: (0.00 | (EX: 47.00)
¥ Computing Serdces Basa Typa! (Sedect Rate Base |
¥ bepartment Resources Spealy Other Base: F&A Base
F Financial temdcss s P, Modihied Talal Dinect Costs (MTDC)
P Blaneicg Rascirsss i s B Satanies and Wagpn (SEW) tvbes
- " on Salarias, Wages and Frings Bansfas (SWEF) -

ey $03 Tasd (5 On-Campes Tatal Direct Costs (TOC) m:g'.
N Epangneed Prenrarny O OffC ampous |Caheer e aMLS

Farges braliom Saurvic ws fmumapﬂgmm-nmmwﬁpmm
¥ inatrctiana support s of the odf-campus rate must be provided with the
P Tesk Applications propogal Adddonal costng information may be

reguestod by 350 bo documént the apphicateity of the
oft-campus rate, Al documents can be uploaded In

Fybiis applicpivn oo IH::‘;I.EEIEII'I = o |
nMan Hako ﬁarmaﬂy I|| mm:l'nn h.lnds ars ﬂiﬂhﬁad in the budget. If your proposal indudes m:ﬂ
Bawy FAD Faswdbed #‘nh“? or matchin I‘un:l-s that will not ba inchided in the budgst, (dentiy balaw,
[T add, Match tnut dgeted), please dick on the expand button,
Fxpand - @ Collapsa - @
O || [rotal Lsu Match inot-budpeted): $0.00 '
T | FOtaEVTRTAL MAAET (nat-Ategiiad) - S — t . e
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Enter Activity Location: On or Off Campus. Enter Total LSU and External Match (not-budgeted), if
applicable. You have completed the Budget Information section of the Coversheet. The next section is the

Additional Proposal Information section.

Activity Location

() On-Campus If more than 50% of a project will be performed off-
campus (i.e. greater than 50% of direct costs will be
O off-campus incurred during off-campus activities), the off-campus

rate will apply to the entire project. A justification for
use of the off-campus rate must be provided with the
proposal. Additional costing information may be
requested by OSP to document the applicability of the
off-campus rate. All documents can be uploaded in
attachment section.

LSU and External Match (not-budgeted) Information

Generally, all matching funds are identified in the budget. If your proposal includes cost
sharing or matching funds that will not be included in the budget, identify below.
To add, Match (not-budgeted), please dlick on the expand button.

Expand - @ Collapse - @

Total LSU Match (not-budgeted): $| |
Total External Match (not-budgeted): $| |

6.5 Additional Proposal Information

Check all items which apply to your proposed project.

A check mark appears as you select each box as shown below.

Additional Proposal Information @ @

[V Prek - 12 School Involvement
Proposal requires electronic submission.
Project involves international activities.

[] The RFP/Announcement includes the award terms and conditions. (You must attach the
RFP or a link to the RFP in yvour proposal.)

[ Proposal includes subrecipient(s).
["|Prepare LSU agreement.

[ 1nternal LSU proposal.
[]Create separate task for supplement or large center proposal with multiple accounts.
(See User Manual Section 6.5 for applicability and use instructions.)

[“lProposal is a limited submission.

You have completed the Additional Proposal Information section of the Coversheet. Choose separate task
checkbox in the following instances only (See section 15 for additional information.):
1. For NSF REU supplement proposals where P1/Co-Pl(s) and %F&A and %Project Credit will be different

than the base NSF project. Record the supplement proposal as Task 2.
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2. For large, multidisciplinary center proposals when prior approval for multiple accounts has been given

by Office of Sponsored Programs (OSP).

6.6 Special Approvals

Compliance and Special Approvals

Some projects require approval by Compliance Committees or by designated University personnel prior to
submission. Before you can route your proposal in SPS, you must answer “Yes” or “No” to the Compliance
and Special Approvals questions.

Special Approvals @ @I

Mark either Yes or No for each of the following according to whether the following
committee approvals will be needed for the project.

Mark All Mo

“Radioisotopes or radiation sources used (includes use of CAMD & @
Beamling)? ) ¥eg @ Ng
=Classified material? D yes @ No
*New courses or programs proposed? D ¥as @ No
“Extra compensation proposed? @ ves ) No

“Does sponsor claim rights to intellectual property, or project involve a P, @
material transfer agreement? “Yes @No

*F & A Reduction or Waiver (Mark "Yes" only when ORED approval is

X N o i@l @
needed. ORED approval is not required for sponsor limited F&A rates.) — Yes @ No
“New center proposed? D Yes @ No
“Human subjects records or samples? @ ves ) No

Mo Recommendation -
Exempt #: ]
IRBE #: Expires on:
“Vertebrate animals used? @ ves ) No

Mo Recommendation -

Exempt #. TACUC #. ]
Expires on:
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“Recombinant DNA, agents infectious to animals/plants? D) Yes @ No

Mo Recommendation -

“Special Facilities, Services, Centers, Institutes (e.g. CCT, CAMD, C5I)

. ) @

required? List here. JY¥es @ No
Description:

“Export Controls - D ves © No

Does this project require any of the following:

(1) LSU personnel to hand-carry, deliver or ship equipment, components, materials, or
software on media internationally; or

(2) Export-controlled, confidential or proprietary information to be received on campus; or
(3) Restrict foreign national participation or dissemination of results (e.g. publication
restrictions); or

(4) A portion of the work to be conducted outside of the U.S. and/or foreign sponsor or
researcher involvement; or

(5) Development of encryption software?

See | SU Export Control Compliance Manual on ORED website for details.

Mo Recommendation -

“PM-67 Financial Interests - Cyes ) No
Does the Principal Investigator, any other project personnel, or other department
personnel (including any immediate families) have a financial interest in the sponsor?
Examples of interest may include: stocks, stock options, other ownership interests.
See PM-567 for detailed guidance.

“PS 98 NSF/PHS Prime Funding Agency: Disclosure of Significant
Financial Interests -

Does any Investigator(s) or his/her Family as defined in PS 98 have any Significant Financial
Interests to disclose? If ves, a completed Significant Financial Interests Disclosure Form
available on OSP's website must be submitted to OSP for each affected individual reguired
by PS5 98,

Yas ) No

If you answer “Yes” to a question, SPS will determine which Compliance Committees or University
personnel to notify, and will send a workspace notification to review your proposal. Special approvals
documentation (justification for extra-compensation, IACUC forms etc) must be attached in the Attachment
Tab section. If you answered “Yes” to “Special Facilities, Services, Centers, Institutes (e.g. CCT, CAMD,
CSI) required?” please also add the name in the “Description:” text box. For more information on special
approvals, go to this web link:

http://www.Isu.edu/osp/requlatory-compliance.php
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6.7 OSP Review

Choose Streamlined or Expanded Review. At a minimum upload specified proposal information for

Streamlined review, or upload complete proposal if Expanded review option is chosen.

Select which review you would like OSP to conduct.

signature or contain financial information.

disciplinary, or center proposals).

6.8 Grant Coordinator / Contact Information

(*) Streamlined - OSP will review SPS coversheet, investigator information, budget &
budget justification, institution approvals and any other documents that require LSU

) Expanded - OSP will perform a streamlined review as well as review the complete

proposal for adherence to sponsor guidelines. This review is available for proposals
submitted timely (three days for standard proposals [/ ten days for collaborative, multi-

The contact information for a proposal should be set to the person whom OSP should contact if there are

questions regarding the proposal.

| ¥ wocouw

farant Ceorilinng

| F nursnnsl Dretuemmnces Céect contict i Change It el i bt 15 providid this Syt will
¥ perertmey Infarmiation Lise the camgus -
b ; * Beamie contact * E-mail Address
I T [Test, Prancapal- T pltest@lsu.eda

¥ Lampiting tarvices
F pepartmant Besamras
| ¥ pinsncisl Samaices

Change Coatact

[ Saves Continue__| [Cancel |

L PSS p—

The information in this section defaults to the Department or College Grant Coordinator. If you do not have

a Department or College Grant Coordinator, it will default to the person who created the proposal. The

contact information should be reviewed and updated as needed. If contact information is correct, click Save

and Continue. If you would like to change the contact person, click on Change Contact.

r 1 X

@ PAWS ID Search - Mozilla Firefox = (B &

B https/(applilStm.lsu.edu/spmispmentry.nsf/Namelookup?Openfc |

|
|

Look up Names Eef

— = | -

Look Up Names |
(i.e. Firsthfame Lasthame or Lasthame) =

[Please Type in a Name |

Enter the person’s name and click on Look Up Names.
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Choose the option button that matches the person for whom you are searching. Click Save and Continue
at the bottom of the Coversheet. If you have omitted any information, you will receive number of errors

found on top of the screen. The error message text will appear in red color in the location where an error

has been detected.

3 hitp: M pews002, sy, edo/pwstrans. nsf Meskiopfopenagentipites - Micresoft Inlernet Fxplarer
Flls Edt WView Favoibes Took  Help

GE&&L = igd L‘ﬂ ‘ﬂ ;* / | Smarch - Favorites .Ej ;_:"- = | ﬁ
=5 | ] betpiifpams002 . sdufpwstrans. nef {OwsktopTopsnagant Sphast
(:u...ghs- ¥ G Sewch - 0 |EN Popips chay || 4F
YT - 2 ¥ [searchweb = 7 [l

Chedk = o Ackolnk = [ Autord By Options ¥
&mr*ﬂm:'ﬂm 1

Principal-Inves*
Desktop

& Locour

P baisnnal Braferences

_

Proposal #:

Number of
m ertors found
4 2 error{s) found

SPS Prajects | Help

Winkoorne Frincipal-fnves Baator Test
Proposal 30686 - 1 (Pending )

l::uuenheeft .g::' Inuulimtnrs mn:hmtntc

...u*r ] b

File  Edit Wiew Faworites

Q- O KRG

Tools  Help

'. ! Search M\_"Favorltes E‘.‘ [;:"'.' :*- |@ =i | ﬁ

Lddress |@ http:/fpaws002.Isu. edufpwstrans. nsfiDesktop?openagent&pitest

Goagle - |

vl |G| search = g2 | Popups okayl AEC Check = i Autolirk T L] AutoRll B Options

X! - 2

V|Search Web = s& IE' @' @l = Mail = @My Yahoo! = m.ﬁ.nswers - WHotJobs - ‘ﬁ}

Principal-Inves'
Desktop

Mail Account
Address Book
PAWS Page
Tigerilare

% LoGouT

b Personal Preferences
b Directory Information
Campus Community

P Computing Services
’ Department Resources

b Financial Services

Planning Resources

| |
Mailing Deadline: | (Ex. 02/06/2006)
Proposed Start Date: (EX. 02/06/2006)
Proposed Duration: 0.0o {in manths)
*  Project Function:

Select the appropriate function
which best describes the type
of project you are proposing.
e =¢ts will be for the
=search, instruction

( Location error \Lice activities.

Research Vl

Sponsor Information

°Sp0n50r Code: ind Sponsaor Code

Sponsor code required

If a checkmark appears on the Coversheet tab, you have completed the Coversheet information correctly.
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Fhe Gt Vem Feariies Toh lep r

Q- O o] @6 P e @ 13- 5 & -LTH D
-u*:r!-eu-wrh-u - —/ \ - Eﬁi e

A check mark indicates
information on Coversheet is
completed

T

& Llotour

| T —
P Directory Intnrmatisa
| P A,
P Cumputing Sarvices The total % Fia Distributsars, and Tocsl % Fropect Credi for
P Dapbitniat Ranaurces egual 100%. To e %% FAA Distnbubon and % Projeck

P Fanancial Sersices DT

P plannisg Rasnumras
* Researh Sappart jfT oo fooo |

JiAm 5P Tads =
ARROAGLED 6 SOt N T
¥ nagistration Services
%Eanﬂkmﬂw.numﬂﬂglwﬂﬂimﬂ“ﬂm*nm
T e — logonid {ex. mtigeri), and cick "&dd New Investigator.”
P Teat A pplicatins B yota add £ investigator by SEN/TS0S8, satary mformation will be retriaved.
[SSNISO & Add Mew Investigator
3 | om =
PAWS ID: Find PAWS 10
Gite Map bl
. ..
L&l Humn

i by 55 of 150 are displaved n thes
e ok Ik ko look wp salary farmatien for other myesbigators lor whoen vou have
[B5H or 150 rusmbde, pheaen Lins SALAY LODK LS LITILITY. :
\Investigator  Current Salary (monthlv)  Appointment Tver  Oblect Code
|Thers are N MVesigators added by SSNTS0,

[ Sawe & Conbinue | [ Cancd |

Crwalad i 2471 A/ID0G
[-ER TR
5PS Praseces | Help

Ta prnmins faadnark ar Cal ol T A g tha wpEnem.
| tuairs N wrt tive 555 Fwwdbach fom, I -
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fe Cdt Vew Fewries Tosh el r

Qui - O o] (@ 2 e Frpwem @) 305 W - ,-'E?»“”‘“ =
i i After the coversheet is
m saved a proposal
¥ <oc tenpacts | inlp + number, transaction
s e Waicorne frincisi et cacor Taat number and status is
%?__m:m' Propossl 30714 = 1 {Pending}

assigned to the proposal

i Laesiy : "Ww
B B evind Pt B Dedett Transaction | Rugeent OSE Heview. | Lt
F Diractory Intnrmatiss
] Paerijiin. Esmiviiriinily

F Depertrmet wesoures
¥ Financial Services are inthcated by =,

Tl I Home = Cowver Sheet

P Plannisg Besnurces i‘ Tramasctsan Typa: | Hirw -

14 g2 et .-
foum GBS Tt [ ronassl yps; New T * =
ipnotnrad Soceams [* Praject Tithe: |Flow gegine Effects on Marsh

¥ Hagistrutsen Barvices
Inubruriiansl Gappaet
P Yok A pplatives

Sustenance 1o a mississippl kiver
Eloadelain ERTUArY

Mg Deadine: |00/08/2006 (B, 02/06/2006)

Bl Janigmes Propased Start Date: |09/01/2006 | (EX, 03/D6/2006)
Gns Mag Hsig i 1
Mon fRe Proposed Durabicn: JD:W (i monchs) ;
L&l Hum = Project Puncioni |Salect the appreriate huncicn
(wilmch best desondies the hype
Frrsmarch - of praject yos: are
| praparta will he for the

of rRsAaTCh, INETuction
pubilc senice actnahas

ar Ciodka: \F47000 | Find Sponsor Code
0m13 1143 BN | Natsnal Ssencs Foundaban - NG

[ m 2 )
Firnid Presram Cde Search fod your program using,

Crwalasd i B4 14/3006

%

Once the Coversheet is saved, you may add Investigator information in the Investigators Tab or upload

your attachments in the Attachments Tab.
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7. INVESTIGATORS TAB

The Investigators section of the proposal is where you will designate and enter information about the
Principal Investigator and Co-Investigators associated with the project. The percentage of Facilities and
Administrative Costs distribution and % Project Credit for projects will be captured for all PI/Co-Pls. The
total % F&A distribution, and total % Project Credit for all investigators must each equal 100%. You will

receive error messages in red text if the F&A total is not 100% and Project Credit total is not 100%.

T
Fizarfins
z ke TN

W ooy I Commants | Vi PInsSomiioed Fropoesal | AL s Managenme

L ISP S—— ‘Dalote Framuecta | st O Rowey | Lt Troansaon
’mm!-l-—uh.u

¥ Frrpoped & i | ore

Carapas Crmasas by |

e e The tolal % FRA, and botal % Project Cradd for all evesbgston must easch

| R F—— noual 100%. To s % FAA Dustrbutnn and S Praject Credit, cick on the nvestgator s

P Fimancis Sarces NEDE

Pammry Researen pratanorge ———— = o — ———
- |
Rtk gt Tootod: (TN (VT R
' e T

TP P N R . o

| T a0 a new Investgator, enter an SSN of 150 # (rambers only; 0o dastes | O 3 PRWS

¥ttt tzpars |§umrmml}.m:i&'mmwh il

| T — I you add the wvestigator by SSM/1508, salary information will e retrieved.

SENIS0 1 [ st P Imepsbigator I
e

Fnd PAWS 1D

sl wolkd By o gk up Lalay infoemahion lop ofie
BEN or 150 numbor, pleasn use SALERY LOOK U8 UTILITY,

| Imvestigator m-t’ﬁh-rt-mﬂﬁ‘ Appuimtment Type  Objedd Codo

| There ara no nwmmwsmm

To add an investigator, enter a PAWS ID and click Add New Investigator, or enter SSN/ISO Number and
click Add New Investigator. If you have added PI/CO-PI information using SSN/ISO, salary information

will be available in the Current Salary Information section.
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Choose Investigator type from the drop down list.

Fle bdi Vew Feardies Tosk  lep r

Qui - O o] (8 P Frrwem @) [2-5 B-LYSH S
ckrens | e R0 2 b e vt s, D s et Bt v B m™
e i
Rail Accoum
#ddrean
e T
ISR ; N (Voo Wae o Pt —
| Y. S S— Dot Teamsaction | Rodquet DSP Ravigw, | Leck Tranaaetions :
F [irsctesry Indnrmabisa
[ Bl Pre 3l Home = [meestisséees = Wi W¥inona
¥ Lompling Servees Entter the sopraphiate informaton and dck "Save & Continue.” % Faa Distributson i the
P it Kot agresd upen spbt betwesn unsts for Fachles and Admirsstrative (FBA) ool datrbndnn., %
P il B ian Project Credt 8 the spbt bebween umls for reportmg/oedt puposes,
¥ pranning Resaurcas To split % FRA and/or % Credit betwesn multipls unis for 3 ingle invesniganor, cic ~Add
" Revesnh Sappart Linit.”
Han SRS Tank
apnnEared Seesr Ry

¥ Nagistretien Sarvices 3 Ward, Winnna Landry
! Oy SN LAY
Inatruriiansl Gappart (Investigator Type: Principal Imesligalor pes
¥ toat Al slicni | mips D0 marstigaton

Investigator Type

Puhle Asgiissnny [l=

S Hia - Haln {[Caga |

Click here for
Denartment Code

i Mamn . . |
Teotal: (TR (FY TR

SPE Projerts | Maip

Crwalasd i 247 10/3006
GT13TZE AN

Tu pruride fewdbatk o reguesl tmdvenal irelinshsuting asshlacss en seing the system,
b 1[5 ol (i 3P Fumel s dimsvin.

|'| rq-u-m-u any gwestions soys the progous process. -
s il Fimbspaiif oo o A - el e

Enter Department Code or Find Department Code using look up table. Choose the option button that

matches your Department.

A https://test008.Isu.edu/spm/spmentry.nsf/De... _ 2 5

For the best results, use a single word to find your department.
The search looks for an exact match; it does not use fuzzy logic.

Look up Department
\Math | Look Up Departments |

Select a Sponsor to Add:
{7y MATH & PHYSICAL SCIENCES (20730)

() MATHEMATICS (10760)
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Enter % F&A and % Project Credit. The initial department code displayed is that of the home department
on the person’s personnel forms. Double check the code to ensure that it is correct and that it is a
department code, not a college code (XXX-01). College or higher level unit codes will only be used in
exceptional circumstances. If the department code is not that of the department to receive the F&A and
Project Credit, please enter the correct five-digit department code. You may enter a Co-PI with 0 % F&A
and 0 % Project Credit if necessary. If there is more than one F&A and/or Project Credit recipient, the F&A
and/or Project Credit percentage should be entered as a number less than 100, with no more than two
decimal places. For example, acceptable entries are 5, 10, 50.5, 90.25 and 100. All entries must total
100%.

Qu-Q HEG Fos frwe @ 2-5 8- _@TL I

b ] e ) Sk alfn prrag * Elts s ®
W Y
S o 1 et O S
R W/ Al Camimasin | VepmPrmDEwiloes TToaaRsl | ACiss NAageeant
Csilotis Trarscactien | Ramisss 5P Resw | Lt Tranascion
E""‘! E Lma. Fi iy 3 IrEalbtin = Ward, Wnons
AT Broe
TR Erter Ha aporopriate mfonmation & Conbrie.
1I#|H ﬂmmmrmmmmmﬂmmn
& ictoas nmum-ﬂuﬂmmmhwuﬂm
I puoswndt Prafesemia To sl % FAA andiod T Crede Datw esn musupls unds for 3 ungle neesngacor, ok “Add
¥ Dirmctimy Informidiian s
[ T ————— e frwpdagalon
F G rssspmtiog v es iMama: Ward, Wantna Laneky
W e pe——— flemmstigator Type: Pl It =

Nk N m-ﬂﬂ‘l Dt anis: . FEA SCrade hrTan
¥ mamarih Sappey | 10780 -IE’ MATHEMATICS w1 5o
S EEF Taak |
" prenre=s e T T |[Caai e |
MeglstraiionSorvisis @m-h-mumn-mm
L N 1
R - - Coweiomiom |(comeal]
P O = —————————— _—— . — _—— |
bl AdEiuiid |z A1
Mo Tupe Do
R | oo : Dlsriatton Coudt
Sem B0 Fesfack R Booe  Jooo |
L e

Click Save and Continue.
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If the Pl has an appointment with multiple departments and would like to spilt the % F&A and % Project

Credit between two or more departments, click on Add Unit.
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Enter the second department, % F&A and % Project Credit and click Save and continue.

Fla bdi Vew Pewries Took  lep

Q-0 W@h FeeFfiee= @35 8-UNYEH S

Sy ﬂ hﬂ#w:hmu—a-nrﬁmw

# Llotour

| S e Nea—
F Dusctoey Intnrmatisa
| I S——
Serevpin

| Invastigators | Reiieg )
Py MMMIHMWWIWW
Doty Transaction | Rempest O5F fiesiew | List Transadions =~ -

Fr pmal Hinne e moesfigilin = Wand, Winona Lacels

Enter the appeopnate informaten and dick “Save b Contingt.” % FRA
AmwﬂmmmleﬂWMﬂﬂﬂm%
Project Crudht is the spbt bebwaen Lnits for reporting/o ol purpeses,

wtmmn Cretiit between multiple urits for & single irvestigator, dhck “add

Haree:

Ward, Winana Landry

¥ Financial Services

P Planrig Resourcas

" Aevsarh Sappart
ngw:?i'l'.lg

¥ Negintrutien Services
F 1nstrurtiansl Suppart
P Yok b ppliatives

vwalad i ) L IBOE
OT13ZE AN

linvestigatar Typed Prncipal hnastigator -

DeptCods  Dept Nams WFRA . WCrade  fAchan
{10760 | ()  memHEMATICS [s6 0

[11535 | (@ 25 T}
CraE]

m wnThin ran 1 And dapamTesr casies.

e Stwe et on G

5F5 Propocin | Help

T prmwiia faadNark Or FRgUeEt IerRraal g BIStAcatng STETtAATE on wwing tha Tparem,
ehuans 118 out the 555 Pewdbeck fom.

I yeas Bibwn Ay Suamtians sbout tha sroceasl peotaln.
i B-AdE6

W OFosd PAWS ek Page. Seed Commarts ar Quautions o pewring sy
Copyright € 2006, Loutblas Stide Uriivmriety. AY Riphls Resoed.
vl | Pt | Pescack | PANS FAD) | Saiety | L34 Heorm

34



SPS User Guide

Enter Co-PIl information and click Save and Continue.
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If you would like to edit the % F&A and % Project Credit split, click on the Pl name, change the % F&A and

% Project Credit and click save and continue. Click the investigator name link to edit any Principal

Investigator or Co-Pls information.
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To delete a PI/CO-PI, click on the investigator name link and click on Delete.
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All delete requests will prompt you to confirm the deletion. To confirm, click OK and click Save &

Continue. To cancel the deletion, click Cancel.
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Click on Save and Continue at the bottom of the Investigator Tab Screen.

38



SPS User Guide

3 b a0 2 s sl pastrans nel esioopf spenagwer Bpites Mdrrpsal i bknrmet Explosn i .E
Fle [dt Vew Fevories Toch  lep r
Qe - ) (x] [ Fren e @) (25 B ENE S
smenr @] S e 2 e et e, D e Lt - ﬂ. rem @
= Proposal 30714 - 1 [Pending) -
m Cavnrrel ! Inenstigntors 0 | Aftcimets o0 )
Weklmne. Wi Al Burmemunin | Visw/BrinkTowniead Propanal | Aoasn Marageemard

e 3 Dadete Transaction | Request 0GR Review | Lt Fransatbons

-*id!m.!: 'uml" Fropossl Hume » |retstasiors

Tartrovate

e Lotal %6 FRA Distribution, snd totsl % Propett Credit (of all mvestigators must each
§ iscoir egual 100%:. To edi % Fil Distribution and % Profec Credit, dick on Hhe incestagaio’s
hame.

P parssaal Prafrescas
et MME—LHW

: s Eamintly Principal Investigator :
4 :::1,:::'*" [Fioeepas, Suvita émr::s£|fﬁiﬂm 2500 2500 %F&A =100%
P Financial Sarsices | 70 - ARTS K S i o 3 o o
Luu_::::m“ | Wi, Wanona Landry hnmm%!&&tﬁﬂs SoubG 50000 Yo Pr0]ect Credit =100%
¥ Recearh 11535 - BASIC SCIENCES =
“Hrnr 5P ;:::_-"" COMPUTER SCIENCE 25200 25.00 |
Lponegnad DO T S = |

F nagintrutsen Sarvices

b sttt caspent |
F'l..ll.,.,.l.‘l_... o dchd 3 riew enilir an 55N of 50 8 [|1|.|mbu|tu|'iy med dashea) OF 4 PAWS

irvestigator,
(ex. mivgari], amd dick "Add New Imesligatorn.
1 you add the nvestigator by SSNIS0S, salary I'lfmrnm watll B refriened.

Puhie Apalicatans S‘Sl'ﬂ'.'l;: = [ Tad New In oator l
G0s Mag Wsly |
o £ el PAWS T | Find Baw 1o Save
Bridad by S5M of 1508 Ara displayed = thes saction. Investlgator
H'-ou would lils to Inak up satary nformation for other owestigators for wi Informatlon

SSN I:I.rlﬁﬂl'lm pease wes SALARY LOOE LB lJTII.I'I'I'

Current Salary {menthiy)
II"iM:ﬂM. E:a-.-n!u 2,500,00

Eave & Contmue 1( Cantsl |

Crmalasd i B4/ 102006 l
7133122 AN

SPFS Propecty | Malp

A “Salary lookup utility” link is available to lookup the current salary information for other project
personnel. The system retrieves the current salary information from the Human Resource Management
(HRM) system. This will assist you with development of your project budget. Click on Salary Look Up
Utility. Enter SSN, LSU ID, ISO # and click on Look Up Salary button. Current salary information will be

displayed. Click on Close window.

Look up Salary Utili

Please enter S5M, LSU ID or ISO number to look up salary information.
SSN/LSU ID/ISO #: | Look Up Salary |
| Close Window |

You have now completed the Investigator Section. A check mark appears on the investigators tab.
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8. ATTACHMENTS TAB

All proposal attachments must be uploaded in PDF (portable document format). Grants.gov is the federal
portal for all federal proposals. Grants.gov requires applications be submitted in PDF format . PDF is the
universal file format which can be used on windows and Macintosh machines.

Select a document type to upload from the drop down list. Browse the file on your computer and
click upload. If you have chosen OSP Expanded Review, you will need to upload the complete proposal
either as one single PDF file or as multiple PDF files. If you are submitting to a federal sponsor that requires
Grants.gov submission, please select “Grants.gov Application Package” from the document type list and
upload your PDF file. You must upload at least one file before you may route your proposal. Any sponsor-

required forms or documents that require LSU signature or contain financial information (ex. budget, budget

justification, sub recipient approval documents, etc.) must also be uploaded as PDF files.
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IE:I[ | Saves Contue | [ Cancel |

Choose the file description type from the drop down list, browse for your file, click open and then click the

upload button. You can upload a complete proposal in PDF format or different sections as separate PDF

files.
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Temporary source document storage is also available. You may upload your source file(s) for grant

specialists in the Current Source Documents section. This is optional. Only Word and Excel files can be
uploaded in this section. Note: Reviewers will not be able to view these files from View/Print Download

Proposal Screen.

42



SPS User Guide

If you upload a Grants.gov Application Package, it will print separately from other files. A list of currently

uploaded files is displayed along with the file name and time stamp.
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Use the arrows to change the printing order of your documents.
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You can view any file or delete any unwanted files. The Routing Tab will become available after you have

uploaded your budget file (at a minimum) in PDF format.
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You may load more than one file for each document type. For example, if you have to load two budgets,

one for LSU (modular spreadsheet) and one for NIH (modular budget in NIH format), then choose budget

as the description for both, and load the two separate files in PDF with different names.
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After you have uploaded all necessary proposal files, click save and continue at the bottom of the

screen.
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A check appears on the Attachments Tab, and the Routing Tab becomes available. You have completed

the Attachments Tab section.
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9. ROUTING TAB

Based on information entered for the proposal, SPS will determine required internal approvals. Required

reviewers will be displayed on the Routing Tab.
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Double check all information, and if correct and you are ready to route your proposal, click on Route

Proposal.
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SPS will verify that the proposal is complete, and then notify reviewers that a proposal is awaiting their
approval. All reviewers receive an electronic workspace notification simultaneously, and can review the
proposal concurrently.

Scroll down on the routing tab. You may add additional reviewers by entering the MyLSU ID and clicking
Add Reviewer. Reviewers will have read only access to your proposal and will be required to approve the
proposal. If you would like to remove added reviewers, choose from the drop down list and click on Remove

Reviewer button.

Remove Reviewers
Flease select desired reviewer from the list, and click on "Remove Reviewer",

Feviewers: Courville, Darya Delaune (Additional Re =T V|

| Remove Reviewer |
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The proposal status will change to Routing and all PI/COPI/Dean/Dept Heads/Reviewers/Special Approval
committee members and added reviewers will receive a notification in their MyLSU workspace. In addition,

certain elements of the proposal will be locked. (See Section 1)

3 hitp:paws02. liw. e dulpwstrans. mlMekioplopenapaniBpliest - Micrasolt Intarnet Caplarar
Fie Edl Wew Fowdes Todh Heb

Q= 0 FRER A pas

Srreors 0 05- o moc )

Adci v | ] bt rmmmnmmwmw-u w Fle e ¥
Gargle v G sewh - BB roncschay | % Ced = Ak - [ [ S & -
¥ - & “lsewhwnt « 2 e B @ Cived - Dyvacet o Qacwwrs o+ Agronts ¢ Dmax + Grrwe 4
i Eal
m Sponsored Programs System (TEST)
Proposal Status
i nt o

Frfe changes from pending

EAWE D AaN

Tiausw ary

to Routing

4 Locouy

¥ parsonal Prafermnces
¥ Birwtury Tnfwrmmatien
P tarmgus Cansmunity
¥ Computing Servces

Propoxal Mavigation

] Depertmant Resources

‘0 WiEW OF prink proposal informaton and doosmentation requirad for Spacial Approvals
kﬂl‘l‘ll‘l‘ll‘ﬂli Reviaw, dick on "Wiew Propasal Home * and “Visw Proposal Attachments™,
o Vb Propasal Home

- 1 & \iew Proposal Arackmants
Fay !E} T’“
¥ R gebralion Tarvices %n your racommandaton an! BALHT MY COMMBNTS you m
Pente: Once a recommendation has been mads, it can unhr hu changed by the Office of
P tnstnutionad support Sponsored Programs,

¥ Teak Applisations

By signature below, Principal and Co-Investigators certify that:
1) to the bast of their knowladpe, informiation providad in proposal and on this form is

Bl spplicpivh accurate and complets;
S5 Sk Hal 2} Eogt ?i"ﬁwmamw&m itantifiad in the proposal and hudget ans committad and.ror|
: e, o
Mlﬁ&:m {3 ther principal invostgator, co-invirstigators, and senor porsonnal for which funds are nat|

udgoted (requested or cost share) will spered [oss than 5% time on the project (dide hore
r sddonal nformation), ~ -
4) the proposal complies with fedaral regulations ﬂm Etandards for rity of
0 r s | research, AFPnnouncemenk requirements, and Univarsity Polices and Prmra
H-"ﬂ Investgators have read and comphed with tha LS Policy on Disdosure nfﬁu;nrﬁcatt w

48



SPS User Guide

10. Approve Routing Proposals and Modification Requests

SPS electronically "routes" proposals for all required internal approvals, eliminating the need to obtain hard
copy signatures on the LSU SPS Proposal Routing and Approval Data Sheet.

To approve a proposal/request as PI:

Once you have completed your proposal/request and clicked Route Proposal, you will need to give your
approval as Pl. On the Routing Tab, scroll down to the Recommendation section. Click Approve option

button and click Save Recommendations.
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To approve a proposal/request as Co-Pl or Reviewer:

1) Proposal/Request Notification: Each required reviewer for a proposal/request (including Pls, CO-Pls,
Dept. Heads, Deans, and Special Approvals Committee members) will receive a notification in their MyLSU
Workspace requesting electronic approval. MyLSU Workspace includes a "Notification Option" where
users may elect to receive an email message when new notifications are posted to their Workspace. (See
section 12 for detailed information on workspace.)

2) Access Proposal/Request: Access the proposal by clicking the hyperlink provided in the Workspace
notification message.

3) View Proposal/Request Information: There are two links available on the Routing Tab under Proposal
Navigation. To view summary information for the proposal, click View Proposal Home. To view the
proposal information (budget, narrative, etc.) click View Proposal Attachments. Select View/Print

Complete Proposal to view the entire proposal and SPS Proposal Routing and Approval Data Sheet as one
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document. If the proposal includes a Grants.gov application package, the complete proposal will not be
compiled by SPS. Each individual PDF document will have to be viewed/opened separately.

4) Add Reviewers (optional): SPS will determine all required reviewers for the proposal. However, you
may add additional reviewers, as needed, prior to making your recommendation. To add a reviewer, in the
Add Reviewer section on the Routing Tab, enter MyLSU Logon ID for the new reviewer, and click Add
Reviewer.

5) Approve Proposal/Request: Once you have reviewed the proposal/request, you will make your
recommendation. Scroll down to the Recommendation section on the Routing Tab. In the Recommendation
section, select Approve, or Disapprove (explanation for disapproval in the comments section is required),
and click Save Recommendation. Once you have given a recommendation, you will not be able to change

it. Contact OSP if you need to change your recommendation.
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Recommendation screen before approval:
Reviewers for the proposal and the status of their approval can be viewed in the Routing Tab on the

recommendation screen. Initially the recommendation status is “Pending”.
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Recommendation screen after approval:

After an approval is given, recommendation status will change to “Approve” or “Disapproved” and will
display a timestamp for when the recommendation was given. After all required electronic approvals are
obtained and appropriate proposal documents are approved for submission, OSP will approve the proposal,

the proposal status will be changed to Submitted, and the proposal will be sent to the Sponsor.
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To access and approve a proposal from Pl Home Screen:
Enter the proposal number and click on the GO button. Click on the link which displays “To submit your

recommendation, please Click Here”. This link will display the recommendation screen where you can

approve the proposal.
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11. Locked Elements in Routing Status

Once the proposal is in routing status, following information will be locked.
e Coversheet Tab
— Budget Information (Total Funds Requested, Total LSU Match, etc.)
—  Special Approvals
— Multi-task project selection
¢ Investigators Tab
— Investigator information, % F&A and % Project Credit
e Attachments Tab
— You may upload or delete file attachments, but we ask that you first notify the proposal
specialist, as they may have started to review the information.

Since reviewers are reviewing/approving the proposal based on the information entered in the
summary budget and investigator sections, to maintain the data integrity for reviewers, this information is
locked. Special approvals are locked since the system adds required reviewers based on the answers to
these questions. Task project selection is locked since the selection creates a new layer of coversheet and
investigator information in the project record.

OSP has edit access to all of the above mentioned information. If any of this data needs to be
changed during the routing process, the OSP specialist will work with the Pl to make the necessary
changes, and obtain additional approvals, if necessary. After OSP approves your proposal, all data

elements will be locked
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12. WORKSPACE NOTIFICATIONS

Overview

The Workspace is an electronic “in-box” used by web based systems at LSU to communicate to
reviewers when a proposal is available for review and/or approval. The Workspace system only contains
the link to the document in its system of origin (SPS) and not the document itself. Workspace can be

accessed from the MyLSU desktop where it is shown as a link at the top.
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The Workspace Toolbar
The Workspace toolbar is located at the top of every screen throughout the Workspace system as
shown below.

# My Workspace | Action Items | Notification Option | Workspace Roles

The My Workspace link will display the first screen of the Workspace system. The Action Items link will
display all items in a user’s Workspace. The Notification Option link will display a screen that will allow
the user to choose whether they would like to receive emails as documents are routed to their workspace.

The Workspace Roles link allows users to designate signature authority (refer section 17).

New Documents.
Once the Workspace link is clicked, a screen will appear that will display any new proposals that have

been routed to the user for review. This is seen in the example below.
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The screen can also be accessed by clicking the My Workspace link from the Workspace toolbar.
The date the proposal were routed and the proposal nhumber along with due date will display. To access

information about the proposal, click on the purple proposal number link. This will display additional

summary information about the proposal.
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While viewing proposal information under the Document Entry section (as shown below), the user has
several options. The user can Mark as read, which means the document will no longer display on the initial
Workspace screen where new documents are listed. The user can Mark as unread, which will cause the
document to appear as a new document. The user can choose to Mark as Hidden. Hidden documents

will only appear when the View Hidden link is chosen. Documents can also be deleted from Workspace

by clicking the Delete Message option.

3 hitp:ipawsD0 3. beu, e dulpestrans. miMedoplopenagoniBsal - Microsefl Internel Explares '_ '5_{
Fie Edl Wew Fawrbes Took  Help >
O © W @6 Pwa Jorvem @3- 5 -
A o4 i]lftn;rmmwnm.mwmmph. w Fleo Lo ®
Coigle « = (Gl Search - G B Pomcschay | W Check - 5 fuolink - Bl & # -
T - ¥ |somthweb + [ B D Tl o Dty raeet o larwwers + pgrovcts + Trtami Ly e e ”
m"
ket # Mv Workspace | Action Items | Notification Optian
Acddrar) Bogh
PAWE Pagy
Tinethvies Hello, 50l il
- T T

View By System 1D | View By Subject | View By Date | View Hidden

4 ‘ocoor Click here to
¥ pupuanal prefurmnces
| I TR S ——— Mpssage OatefTime: D8 OS5/2008 - 0% 16:43 go to proposal
be . System 10 SPM 30642
i g Messagn Type: APPRCTAL
Epegniing Sasvins Expira Date: 0Bf04/2006
F iriphoyes nassircas Subipct: Proposal 30642~ 1 DUE 05/10/7006
] Libaramy Plaasain aa Meszage: Your appraval has been requested proposal I0642- 1
1 Firsarcind 3 3y ALLRES Chek Riars £ vidw e nformatarn,

¥ Blaneing Resourcss
T Rasraril Supgpict
F Offsel BAWE Wk fepu. Favd Convreands or Guuibivss be g @hivwdy

Capreight § 2008, Liwisvane Habe Univeridy. AT Slghls Answrred.
Siwip | Rasm | Fosdnas | PAWE FAJ | Seanch | LEU Foms

¥ B trativn Seevies
P fratructionsd Support
¥ truttent Lervices
P rest applicatsons

¢ Anplicamen

Bita Map Halg
Hawl FAD Fradback
| Hgir

Z) il Lie s o Bt

To access the proposal, click on the purple link that reads “Click here to view the information”.

This will close Workspace and open the document in its system of origin (SPS).
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You will be directed to Recommendation Screen on the Routing Tab as shown below. After you have
reviewed the proposal, click Approve and click Save Recommendations. (See section 10 for details on

how to approve proposals.)
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Existing Documents

Once a document’s information has been viewed in Workspace or a document has been launched from
Workspace, it will no longer be listed on the first screen that appears when Workspace is opened. In order
to access past notifications, click on the Action Items link in the Workspace Toolbar that appears at the top

of the screen as shown below.

+« My Workspace | Action Items | Notification Option

All items in the Workspace will display along with the date the item was routed. Items that have not been

viewed will display in red. Items that have been viewed will display in black as shown in the example below.
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Next to each notification is an arrow with a circle around it. This is a link that will launch the document in its
system of origin (SPS). To view brief information about the proposal without launching it, click on the
proposal number.

Sorting Documents

Documents viewed through the Action Items link can be sorted in a number of ways. Documents can be
sorted by System, Subject, and Date. The System sort groups all documents from the same system
together. The Subject sort lists all documents regardless of system (PRO, SPS etc) by subject

alphabetically. The Date sort orders documents regardless of system in order of the date routed.
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The user can also choose to view documents marked hidden. These sorts are available on the Action ltems

screen beneath the Workspace toolbar as shown in the image below.

.n.c:tin Items

View By System ID | ¥Yiew By Subject | Yiew By Date | Yiew Hidden

System 1D
Records per page:
Filtar Wigw:

Once a sort is chosen, additional options will display beneath the Sort Options. The options will change
depending on the sort method chosen. If the user is viewing by System ID, the user can select the number
of records that will appear on the page. The user can also choose to filter the view to only one system. This
will only display documents for the system selected in the Filter View drop down. The View by Subject,

Date, and Hidden all have the option to specify how many documents will appear on the screen.
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13. ACTIONS

Additional screen functions are available in the form of links at the top of each screen. Available actions
include View/Add Comments, View/Print/Download Proposal, Access Management, Withdraw Proposal,

List Transactions. Other Actions will become available depending on the tab and status of your proposal.

13.1 View/Add Comments

You can add comments to your proposal at any time by clicking on View/Add Comments. You can add

multiple comments and click Add after each comment. Click Save and Continue.

3 hitp: Hpaers003. bsw, e d ul pwstrans. mi DeskiopTopenapentB pliest - Misresalt Intornet Caplorar

Fie Fdi Vew Faowebes Tooh I-hb .-“

am ol | 3 I!] _'.‘;| : - Sewch L Feretes 40 "“-f- = L ﬁ

Adidies i]umrmmmmnmmmmwm w EYso Lo ¥

Coogle « -;.m-nﬁgﬁm MG Chedh = T otk = ] ontions & -

- & | semthwet + 7 (ke #r @ Cinaed - D vaoct - Caoen - Sistoroes - DiMac + L34y wahe i
- Ll

m SPOnSn I'IF_“"P BErams System CIICk VleW/Add

Comments

frr _,_.',:';
:I"':?'f""f" Propasal Hlihl i I_I-'I-II-I Ing)
Cn ool TP Aftachwents g
& tocour ‘i wm&!mmwm | Ve, Prnt/Diowni cﬁ'munnl Aoy Management

| N S — Oulate Transaction | Reguest OISR Raview | List Transactions

¥ B by Tniburrrvatioes
P tamguim Commurity

¥ Computing Serdces

b Dregrartivienl Rokourses
F Financial temdrss

[ P ——

Fropueial Home = Commants

Add comments ]

No comment has besn added yer.

T sanarch Saippoet Name: Principal-Investgator Test
May 393 Taud Daba: 06/07/2006 03:21:31 PM
§ Enansared Preararmg omment Type: Proposal Comment
Bagpstrativm Smrvic e Please add comsents hecel
¥ irabre tianad Sppert
¥ Teut Appliuatien nmrm:.nt

. lel.-t r::i Cth Add J>I':j &

Save b Continua I
Cancel |

¢ ] SFS Projects | delp w

61



SPS User Guide

A Message will display at the top of the screen to indicate that your comments were added successfully.
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13.2 View/Print Download Proposal

Select View/Print/Download Proposal. This action will bring you to a screen where you can generate a PDF
version of your entire proposal, or specific proposal elements to view/print or download. Click on View/Print
to create a temporary PDF file which you can view online or print. Click on Download to create a file which

you can download to your computer, or save and send hardcopy to a potential sponsor.
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If you click the Complete Proposal links, your SPS Proposal Routing and Approval Datasheet, and all
PDF attachments that you have uploaded will bundle up in to one PDF file. You can View/Print/Download
your proposal at any time. If the proposal contains a Grants.gov application package, each PDF

document must be viewed and printed separately.
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13.3 Delete Transaction

The "delete transaction" link is only available to Pls while a project transaction is in pending status.
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13.4 Access Management.

While a proposal is in Pending or Routing Status, the Principal Investigator and Co-Investigators have

automatic editor access to the proposal, and reviewers have reader access. If you want to allow reader

or editor access to an additional person, select Access Management from the Actions Menu.
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Access management allows you to give additional users (research associates, graduate students) access

to your proposal.

Enter the person’s SSN/ISO, or PAWS logon ID, select Access Level (reader or editor)

and click Add New User.
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New User is added successfully. You can delete any reviewers that you have added by clicking Delete.

66



SPS User Guide

13.5 Withdraw Proposal

If you have routed your proposal but decide not to submit the proposal to the sponsor, click on Withdraw

Proposal. Enter the reason for your withdrawal, and click Submit Request. Pl can request withdrawal of

a proposal in Routing or Submitted status.
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13.6 Request Status Update
If you would like to notify OSP that your proposal has been declined, click Request Status Update. Enter
information and click Submit Request. The proposal has to be in Submitted status in order to request

status update.
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13.7 Request OSP Review

If you would like OSP to review preliminary budget and/or proposal information before officially routing your
proposal, click Request OSP Review. From the Proposal Home screen, select Request OSP Review from

the Actions Menu. Enter an explanation for your request in the text box, and click Save & Continue. An

email will be sent to OSP with your request.
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13.8 List Transactions

List Transactions link will take you to a list of transactions for the project. You can List Transactions at any

time. To access information within a particular transaction, click on the proposal number, you are now in

Proposal Home for the transaction. If your proposal has multiple transactions, it will appear as proposal

number - transaction number (Example: 30714-1, 30714-2, etc.)

Fie Bdt Vew Favorbe Tooh el

Qus- D HWBH Fon v @) 3-5 8- O9YSH 3

b ] b ) s ek : &

& iocnain

'th-r-rﬂ-n

If proposal has single transaction, it would appear as shown below
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O - O W@ v frewm @ 2005 W .0

ANi- ﬂmﬂmn&.wiw ¢ 1 CT2 2300 24718 0 TS OperCoas

!BSMIM

Click here to go to
Proposal Home
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Riviw FloodPian Estuary
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If proposal has multiple transactions, it will appear as shown below

Mail Account
Address Book
PAMIS Page
TigerWare

% LOGOUT

b Personal Preferences
4 Directory Information
Campus Community

Computing Services
Department Resources
Financial Services
Planning Resources

¥ Research Support
Mew SPS Test
Sponsored Programs

’ Registration Services
b Instructional Support
b Test Applications

Public Applications

Site Map Help
Mews FAQ Feedback

(=T pe——

04/17/2006

Sponsor: Mational Aeronautics & Space
Administration - MASA

£563,286.00 Fending
Tyoe, Revision

Date Aoproved:

0633 -3
Project Tithe: LAND CONNECTIVITY AND INFLUENCES OM COASTAL WATERS
1IN A LARGE RIVER-DOMINATED DELTAIC ENVIRCOMNMEMT: AN ASSESSMENT
USIMNG FIELD, SATELLITE AMND MODEL STUDIES
Sroposal Speciaiist: Award Specialist:
04/17/2006 $563,286.00 Pending
Sponsor! Mational Aeronautics & Space ) -
Adrinistration - MASA 1Ees RETSien
Date Aoproved: 04/25/2006
30633 -2 Praject Titte: LAND CONNECTIVITY AND INFLUENCES ON COASTAL WATERS
IM A LARGE RIVER-DOMINATED DELTAIC ENVIROMMENT: AN ASSESSMENT
LISING FIELD, SATELLITE AND MODEL STUDIES
Sroposal Speciaiist: Award Specialist:
Graham, Patricia P
0441772006 $563,286.00 Submitted
Sponsor: Mational Aeronautics & Space )
Adrinistration - NASA Type: New
Date Aoproved: 04/25/2006
Ine33 -1

Project Tithe: LAND CONMECTIVITY AND INFLUENCES OMN COASTAL WATERS
IM A LARGE RIVER-DOMIMATED DELTAIC ENVIRONMENT: AN ASSESSMENT
USING FIELD, SATELLITE AND MODEL STUDIES

Sroposal Speciziist: Award Specialist:
Graham, Patricia P
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13.9 Proposal Types: New, Revised, Renewal, Continuation, and Supplement
New Proposal

A New Proposal is a proposal that is being submitted to a sponsor for the first time, or a proposal that is
being re-submitted after having been officially declined by the sponsor. Award transfers to LSU from
another institution are considered new proposals for LSU. To create a new proposal, go to OSP Home
and click Create New Proposal. To create a full proposal after submission of a notice of intent (NOI) or

Preproposal, go to the Proposal Home for the NOI transaction, click Create New and select New from the

drop down box. Follow the steps identified in Sections 6 — 9 to complete and route your proposal.
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- Ll
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+* FPE Frojects | His pl'l:lﬂﬂ‘lﬂ!.'_i ___jGol
Ml &cognt
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BAMWE Taas
- O i S Funit J"jIIIIHI.'.I:JII'I.lﬂ' b et NReRD IR 1
& Locony LTI
1] Forsonal Profermnces Prepassl Hafd = Cover Shast
¥ Birwctury Taiheriatien _
L i s
P

Required fields are indicatad by =,
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¥ Pinancial temdrns
e —
" * Project Tle -

o1 B3 T

Enananred Prenrarny
¥ Banges trativn Sarvim
¥ jra b tianad Sppert
¥ Teuk Applisatbans

o

Mading Deadline: | | (EX. 2062006}
. Proposed Start Date; [EX. D2/06/2006)
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LE Proposed Duraton: {in manthe)
i Mad Halo ———r 7
Nt !.l_.'.\_f Famdbpch |* Brajact Functon |Galact tha appropriate fundan |
il Hame wrhinr- baﬂdﬂwhﬂ it type |
B h - of projidct, You are proposesg, - |
fesmyel [Most propicts wil be for the |
0 & {eanduct of research, nstrscton |
P = . | \or public servica acovities. | a

B Mo cller Th Ay 1% T008 i
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Revised Proposal

A proposal can be revised from an existing transaction in Submitted Status. A revised proposal keeps the
same proposal number as the originally submitted proposal, and modifies a pending or un-funded
proposal (if a declined proposal is resubmitted, it is a new proposal). Follow the steps identified in

Sections 6 — 9 to complete and route your proposal.

3 hitp:ipawsD0S. sy, e dulpeatrans. nfMerkiopTopenapentB pliest - Micresolt Intarnet Explarer

File Edr W Pavoresr  Todk  Hele
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Coogle « -;.m-#gmm B Chech = 4 Autolek = o tpiees & -
Yf‘ . g ¥lsemthiet « 2 (e B @) Eeywets Cine o @y raon + @ Bastial + 0 s - ) avevemrs, = e

¥

¥ parsonal Prafermres

LT R S Ta—
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¥ Computing Serdces

F teg artmant Brsour e

LOGouY
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» | Project Tithe |
R [Test ww/se
ey 505 Tagt | Transaction Type Proposal Type Prajuct Punctlon I
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it anes, | Maliing Deadiing Proposed Start Date Proposed Duration
b '"T i | 07/01/2006 100
- i!!nluli by OSP Date Approved Released by O5P
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St Mas Hals Etrgarmbirigd
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il same
{Da File Purge Dato Origsy # (if Renewal)
|URL
. 0 F " * | Dept, Contact Name Dupt, tunl.ul:l Fm1l [)“L Contact Phong N hr !
€
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Renewal, Continuation and Supplemental Proposals
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[ § TESE S | TESE WW/ 5P
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e lLiTer | Supplament Hew Pubhs Servica
| Mailing Deadiine Proposed Starl Date Propased Duration
: ::_‘::‘:_:""" |05/G/z008 07 /01 /006 1200
Bl M_m" | Received by OSP Dale Approved Ruleased by O5P
| 4112006 04137000 o4f13/2006
|Review Days Allowed Review Type Praposal Specialist
Fibhg Soplicpichi i Srreadmlined Ethridge, Robin B
Hite Man bald | Sponsor Proposal Kumber  Grants.gov Tracking & Spansor Tracking &
Hawi FAS Fasdbedk [
|BEp Filn Burgs Date Orig s # (IF Renewal )
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o & || Dept Contact Mann Dept. Cantact Emall Dept. Cantact Phane Number |
" ¥ ¥ 'Test Principal- Imlaﬂ:natur wwarddisu.edu @-4353 w

[ =erti Frwwpedl - i =1 o S e T

Renewal Proposal, also known as a Competing Continuation Proposal, requests new funding to continue
an existing awarded project beyond its original term. This type of proposal requests additional funds to
continue a project that has already been completed, and proposes a new scope of work. It is treated as a
new proposal and receives a new LSU Proposal Number. A renewal proposal may include any or all

elements of a new proposal.

Continuation Proposal, a continuation proposal keeps the same proposal number as the originally
submitted proposal because the additional funding comes in the form of an amendment to the original
award. Under transaction type “Continuation” there are two proposal types. The first is “New” which is a
proposal requesting additional funds and additional time not originally approved in a single year or multi-

year award. The second type is “Non-Compete/SNAP” which is a proposal requesting next year funds
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already approved in a multi-year or multi-phase award. This proposal type is usually in the form of a

progress report (e.g. NIH-SNAP, DOE'’s plan for next year’s funds).

Supplemental Proposal requests an increase in support for a funded project in a current budget period
and may include expansion of the project’s approved scope. A supplement is a request for additional
funding within the original time period. Supplemental proposal keeps the same proposal number as the
originally submitted proposal. All project information may change. Because additional funding is requested,
a separate budget is required.

To create a renewal, continuation, or supplement proposal select the appropriate proposal type from

the Create New box, and follow the steps in Sections 6 — 9 to complete and route your proposal.
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13.10 Create Modification Request

At any time during the life of a sponsored project, a variety of modifications may be necessary. Any request
to modify any aspect of a sponsored project must be approved by LSU prior to submission to sponsor. A
request to modify a project may include one or several of the following: No-Cost Extension, Revised Budget,
Change of Principal Investigator, Transfer of an Award, Termination of an Award, Change in Scope/P| Effort
and Other. You can create modifications for projects in Accepted status.

Choose modification from the Create New drop down list.
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76



SPS User Guide

Modification Tab

The Modification Tab is currently active. Check all that apply to your modification request. If you choose
other, you must enter a description in the text box. Enter information in either the Modification Types
(Sponsor approval required) or Internal Prior Approval (Expanded Authorities) section of the tab.

Modification Types:

Select all applicable items for which sponsor approval is being requested.
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Internal Prior Approval

If your project is funded by a Federal grant or Cooperative agreement, LSU may have “Expanded
Authorities”. Under Expanded Authorities, LSU may internally approve certain modification requests. For
internal approval under expanded Authorities, check the appropriate modification type(s) in the Internal

Prior Approval Section.
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CoverSheet Tab

Basic project information will copy automatically from the proposal transaction Coversheet to the
modification request coversheet. For the purpose of creating and routing a modification request, you will
not change or update information in the Project Data, Sponsor and Budget Sections. You may enter a
mailing deadline for the modification request, if applicable. Proposal Information and Special approvals

will only change if your modification request affects any of these items, otherwise ignore. Click Save and

Continue.
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Investigator Tab

If the modification request includes a change of Pl and/or CoPI(s), Update Investigator Tab information

accordingly (including % F&A and % Project Credit). Click Save and Continue.
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Attachments tab

Upload your Modification request information and click Save and Continue.The OSP-2 Form will be

generated by the system.
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Routing Tab

Click Route Proposal.
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BAEWE Daa

Inaswary Propussl Haime > Roabin

& Locooy

¥ parsnnal Praferances En Fm FEVIEWEFS w! E nnﬁﬂa! onte thiz proposal starts rouning. To Star routng,

¥ Bty Silorraibian click Route Proposal below,

P tampun Comnmmity —— e —- i
B Investigators - = ==

13 :i-p-':rl'r-ﬂl II-N::\- [ﬂﬂr_w"m?"-" Lamdry 11520 - BASIC SCIENCES - CHEMISTRY wwardigluodu |

P Finsncial temaras I

b (e =
= o Test, WC-Regaarch 11520 - BASIC SCIENCES - CHEMISTEY tvcorgsidliu.aduy |

ey 503 Tast Test, Sponsored-Programs 1 - Belon Rouge Campous

Epananeed Prearamy
Ty — Additonal Reviewers Route
P instnactionsd Support Thiores are i acddatms) reviiwiers, Pl‘Oposal
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g i as bl [__Route Froposal |
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Modification requests will route electronically to required reviewers similar to the proposal routing process.

See Section 10 for information on how to approve Modification requests.
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13.11. Route Paper Awards and Modification Approvals

Grant and contract awards, amendments and sponsor approval of modification requests will continue to
be routed hard copy. Awards, amendments and modification approvals will be sent via hard copy to OSP
with completed and signed OSP-2 Form. OSP will review, negotiate and accept awards, amendments
and modifications. Appropriate information will be recorded in SPS. Fully executed award documents will

be sent to SPA for account set-up and administration.
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14. PROPOSAL HOME

The Proposal Home displays all information you have entered for the transaction. For additional proposal

information and special approvals, only those options that you have chosen or checked will display.

Progosal 30714 - 1 (Rowting )

on a :
TO subimi voar recommandation, Dlease Chck Here.
Pt iy ————— ——— ]

Project Title
Flow Regime ENects on Marsh Sustenance =7 3 Missisapps Brver Floodlam Estuary
Tramsaction Type Proposal Type Project Function
New New Reseatch
Mailing Deadiine Proposed Start Date Propased Duration
DLN0S/2006 09/01/2006 36.00
‘Received by OSP Date Approved Released by OSP
04/15/2006

few Days All d Review Typa Proposal Spedialist

Streamined
Spansor Proposal Number  Gramts.gov Tracking # Sponsor Tracking

RFP File Purge Date Orig LSU # (I Remewal)
URL
Dept. Contact Name Dopt. Contact Email mﬂﬁmll&
Pirnepak, Saveha savenaSisi ey 5781168
Spansor Sponsor Program Name
Natonal Soence Foundation - NSF - F47000
Ovigisal Spansor CFDA
F B A Rate (requested) Rate Base Sponsor Limited Rate
47,00 MIDC »
Fringe Rate Location
30.00 On-Campus
LSU Match Extornal Match
T Berewter (budgeted) (budgeted)
(895.656.00 0.00 0,00
| LSU Match Match
Ficity Rasaistng § (not- budgeted) (not-budgeted)
000 0.00 0.00
Date Declimed Dute Withdrawn Withdrawn By 11
Investigator List - - . AR
Fan Project
Name Tvwe Dopt DBL  Conin
Ward, Wnona  Proepal T060-ARTS & SCIENCES «
Landry Investigatce  MATHEMATICS 5000 S0.00
Ward, Winona  Pricpal 3 1535.8AS1C SCIENCES « 2500 2500
Landry Investigator COMPUTER SCIENCE e
noegal, Precpal 11535-8A5IC SCIENCES - 2500 2500
Savtha Investigator COMPUTER SCIENCE

Sl Propuail SArmAtGR TF =
' Prek - 12 Schaol Involvement

V Propossl reqaren sletioes SubmI,

v broject evolves intematicnal

~ The RFP/Announcoment mcudes thw anand Sorme and condarme, (You must attach
the RFP or & ink tO the RFP i your proposal)

v | Inchudes subr rais)

V' Prepare LSU agraement.

+ NSEPHS Proposals Only, Faancsl Drectsure: Are Uwre ary persone not named on
this Foem who dne responaitile for dasgn, Conduct o (eportng of the projoct? I yes, vou
must ensure they are aware of the Signd F ol (raevest Dasch recae

T a— e —— -
Approval

Rademotopus or radation
Classfiod mateial

Now COurses of progtam
Cara compensition
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,wdm:mno- o Lo peojact mvolves A matenal tramdr
agreemont

Human Subject
| Exempes: 1Ras: Exptes On:

Vertebrate Arvmals

Exempte: IAMCuCE;  Expwes On:
| Recombinart DA
| Coitbialaiadp - = v= TS S RGN E— — —|
| Dete Name Comment

w:smoe""""““" Ploase revew my propos s befove Apedl 30th 2000 as |

[nvastigaton will ba out of tawn for 2 months

[ Award Rocvived  Award To P1 fer Review PI Review Recoived

A d by LSU & o Tor Signatwre  Accepted by LSU aud Sponsor
Award to SPA Award Specialist

5 Commeras were acded.

w Botimeted  Total Award Bogin Date End Date Sponsor Award Number

5P Progesss | bl

Th irete Feedback of |8quest Taitow ol 17Cublest I0ting EaRIIrce O weng he TRIR T,
please NI out the I8 fandtpsy loem

If you hawve any Gueatons sbout the srcpane! process.
Lontad the of e Wt i2241 STR. . —

§ Sl Pas Wek fage Sed Cumments o Guesbions be seesbBies e
Copypright € J006 Lovsmans State Lmsernty AS Kghts Suserved
e | S | Vet ® ) P S0 ) Bt | LS e

All administrative dates will be entered by OSP. If the proposal is funded, award information will also be

available on the Proposal Home screen.
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15. MULTITASK PROPOSAL

Choose separate task checkbox in the following instances only:
1. For NSF REU supplement proposals where P1/Co-PI(s) and %F&A and %Project Credit will be

different than the base NSF project. Record the supplement proposal as Task 2.

2. For large, multidisciplinary center proposals when prior approval for multiple accounts has been given

by Office of Sponsored Programs (OSP).

Additional Proposal Information @l @

[T Prek - 12 School Involvement

[ Proposal requires electronic submission.

[7] Project involves international activities.

[[] The RFP/Announcement includes the awarg
RFP or a link to the RFP in your proposal.)

[Tl Proposal includes subrecipient(s).

] Prepare LSL agreement.

[ Interna i

Create separate task for supplement or large center proposal with multiple accounts.
(See User Manual Section 6.5 for applicability and use instructions.)

[l Proposal is a limited submission.

oou must attach the

Check this option to
create separate
task(s)

Task 1 will be automatically created. For each task, you will be required to enter abbreviated Coversheet

information specific to the task, as well as PI/Co-Pl and % F&A / % Project Credit information. (See Sections

6 and 7 for information on how to enter Coversheet and Investigator data.)
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Mail Aeroanm
Addrem ook

Tipriiniy

# Llomour

P parssaal Praforesces
P Diractory Intormatisa
b Fampus Cmmmmanily
| P
' Deperires! Hesuures
P Fnancal Sersices
¥ Plannisg Resnurcas
il Py ——
hian 5P Taat
: =
¥ Registrutien Gervices
F 1nstrurtianst Suppert
P Yok A ppliatinus

Crmaladi ) LAIIBOE
SHILIET AN

M'

Dedote Tranartion | Rnguent 058 Kaview, | Lt Tranaddions.

Pry i Home = Tasks

Tou have Tasks, or

mmwmnﬁ is nat correch, retum o e coversheet and
mﬁmm “hdditivsal Proposal Inlurmation,”

¢ ﬂlmumlmh
Tulmhr
Naticnal Soence Faundation - NSF

[ Save & Contnue | [ Canesl |

&F5 Frojects | Halp

T prereisie lmmlliark mr ool G bees sl mobleshemling atsnlares om cwieg the spabee,
plesns 1B st the 555 Fasdnsd inm.

I! wou haew any geestions |ip-oq.n1h- el procans.
386 oy u

W Offioul FAINS Web Page Sesd Cammests o Qowstisny fo perwaititis s
Cegyright & 3008, Lovinibsd Stade Unvvarncy. AN fphls Basarvad,
itaip | Vv | Feacina | PAWE Pt | Seaesh | LEL Hora
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Also Edit, Copy to New and Insert After features are available to enter task information for task 2, task 3

etc.

3 Sponsored Pregrams System - Mizresaft Internal Explaros L
Fin Edf Wew Fomebes Tooh  Hel F 3

O O W@ G P dyrees @3- 5FLE

Al ']Hl:m uﬂnmmm rdﬁ}ﬂn[ﬁhmmlmlm

w 50 I

Gnuglr- -'{.m-lﬁ-gmw 'fM"\. 1L W tptees # -
¥t - & |somhwet + 2 fEl B [ S - Dy raeet o Qamwes + G prawokon ¢+ Dves - G My webe »
Fropozal #ome = Tasks ]
u have proposal regu rent Investigator for p or
multiple LSU account numbers, tflhh Is not correct, return to the coversheet lrlﬂ
unicheck this eptlon under "Additlonal Proposal Information.”™
Add toew Taek
infarmation <) : EOIt | Cop¥ To Hew | Insart &ter
Dascniption: quram bmm J".G;ﬂr
Bponsor: Nabonal Oceanic md.ﬂmmuhln; Adiminestration (HoAA)
Prinitipal Investgator Wilson, Charles A
Hutammiktian vestlantars < ) gdit | Cony To New. | insert After
Dagrpnion: Eragram Davelopment (MALE)
Bponaor Hananal Ocnanic and Armasphene Admanistrabiaon (NOAA)
Princpal Investigator Witsnn, Charhes &
,ﬂmm&wmmm&) Edir | Copy Ta Maw | ineer After
Darsonption: Publieation and Inlsrmation Disseminabion (AP-01)
SOr Natmonal Coearc and Atmgsphont Admemesiratson [NOAA)
Prncpel Investgetor: Kron, Foy E TN
Anf ; BEOFYe? ) Bt | Coor To New | Ineeit dlter
Desonption: Sea Grant Extension (A/EXT-01] :
50! National Oceanic and Armospheric Admantetramon (hoda)
Erincipal Investgator: Liffmann, Michael M
1] on = F Edit | Copy To New | Inseft After
Descnpbon: Sea Grant Legal Advisory Sarvce (A/L-01)
Spongor; MNatianal Ocaanic and Atmagphanc Admanistratian (MNOaA)
Printpal Investgason Wilkiins, Mames G:uam ] -

You can click on Edit to edit an existing task. Copy to New will create a new task by copying the

Information and Investigation data from the existing task. Once the new task is created, you may modify
the data as you see fit. Insert After will insert a new blank task after the current task. All Coversheet

Information and Investigator data will need to be entered in the new task.
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16. LOGGING OUT

Logging out of the LSU MyLSU ends your current session. Click Logout on your MyLSU Webpage on the

left, or close your browser.

3 hitp: Hpaers00 2. 0ew, w d ul pwatrans. el DeskdopTopanapenti pliest - Micresalt Intornel Cxplorer

[ I
Fla Bl Vew Foweber Tk Heb 2
@m g = 3 ,'.‘s-.d. Srreats @) (3. w - | i
o ljﬂm:rmw-mqmww-x - R
Caogle « = G fewdh - P Bruncecar | % Ow - 5 Awelek = 0 oo & & -
xr-& lsewcnwet 2 igle e @) | Camnwebe Cined 0 @myvaet -+ Tncaaros © Dk (5w - »

| ® sox proicts | i Proposal #:

-Invesbigator Tzt

« AZEANE - New SP5 Appheation is schaduled 1o be dans

) Porsonad raferences | |

___fcerl

¥ Birwtury Tntwrsmatie Craate New Propossl
: Fhenpon Contaronity Rbvsew AOUting Propasals
Elrgriiing Landioes Viaw Al My Proposals
P Gepartruet Rasources bt
P Fiancit tomicns =
.wn—__- laase note that following searches will anly search the progosals that you havs sccess to.
'. i
%m" o iaw matus definitions dick on the axpand butoan,
B kel Erpand - (i) Collapse - (&)
F tnaenstiond Sipport Wlows By Proposal Status -
¥ Teat Applications s Pandng = [usapproved
» Pouting & Withdraywmn
= Submied o Withdrawn by Pl
Fubi applicHighl
s $A2 Pardlad. View By Aveard Stotus
e Awarded » Comoleted
= Accaptad By LSU » Decinad
o s Accepted » Tormanated
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17.0 Designating Signature Authority in SPS
Login to PAWS account

Click on Workspace Link

sl | b

Mal Ac=muni
EENAEA By
=

Click on Workspace
link

aTm
EE L]

4 voaoe o - -
Froposals & Awards

el &N || Collames A0 DAk Agraariand Proposais
Awnith |
TP S Te—— ¥ - BawiewfApproee i LT T Frojeats |
B i b b g |y Propasale Pioposats & Avwarids
¥ s ity iy Avrards Pranosals |

| Shn—— Awmide

| T T R T— T : |
[T — Apnnes Mansgament I"’,.I:'_‘_'" S :';::;';:n'-l BT

P s il Barm s

My nEraneoT Progeam Manegensent Pl Megimt Mansgaient
g T Propossl Atcens Mansguimmnt Trassetive atlises

iy i Sl (el Apibeatices FropeiTes

C sl Projecis Pending OSP Approwval Bamred |

¥ g bt b [Froponads & Awards Bareh Frajecty |
L T e et by Adbwariced Searth
F siednnt Barsisss Ao arils Baarify Cnbwar Agiesiheris
- st A ansigrraid Projects tiy S sl

Earkanacs E i bst All Projocis

i | (Propossss B swards

L] * DlFeir Agrearmsmts | -

g N1 Al b

Wi Inimrosi | g lnrs:

Click on
Workspace
Roles

Fis [de Ve Favortos Tooke eip

e

t fa thrar d Peaad
& wosoRr

11/ 15,2008 Proposal 11503

LA AT Proposal 31SA6. 3 -
T - LT I007 Proposal 11540 3 ,,, N
il 28| O N T 2007 Propossl 11545 1 OUE G20173007 . =
1r X2/ 2007 Proposal 31548 1 DUE 020012003 -
B mesianad Ireaderennus 141 142007 Froposal 31530 1 DUE D1/013007
B Busiiny falnranelien LA L2007 ropossl 31539 | DUE @ LA0 172007 =
I i s 11/ 32006 Fropossl 315346 1 DUE 02/06/3007 -
11437 2008 Froposal 31300~ 1 DUE 11, 10/23006 o
: npptapuinfiig. By olsinsh 1142 12008 Bropanal 11504 1 OUE 10722/ 2008 e
Emuloyss Basioss 11/ 21,2008 Proposal 31534- 1 DUE 1073275000 -
P ity M sints e 1 1//200,/ 2008 Proposal 11460 1 DUE 11/11/3008 -
[ — 1 Ly 20y 2006 Proposal 31405 1 DIGE 1171 12004 -
I bt 0 i 1L/ 200G Fyoponal 31530 1 DUE 107203005 s
11/ 86 Z006 Fropogal 31533 1 DUGE 10/20/3008 .
11/ 38,2008 Froposal 31501 1 DUE 02/01/2007 -
11/35/3006 Ereposal 11308 1 DU 111572008
11158/ T008 Propoasl 11502 1 DUE 1315/ 3008
1
i
i
1
1
1
1
1
"

DUE Ga/08/2007 -
11/ 1 3 2006 opossl 31503 DLIE D4 D8 2007 -
LA LA 2006 Fropossd 51530 by
13,/ 147 2006 ' DUG D4/08/2007 tem
11/14/2008 Froposal 31504- 1 DUE 0408/ 3007 tm
b 11/07 /2008 Propaual 11495~ 1 DUE 10402/ 2008 -
arar s ajogpiacur it 1 1/0% TO08 Propossl 31404 i
1 L4507 2006 Pyoposal 31493 e
= 10 30 200 A ared Ls T 6 04 33 -Matoal, =
« N . h ooe 1aT61. & - -

Four tabs are displayed

My Workspace: Lists all new action items
Action Items: Provides sorting capability and allows you to launch the proposal by clicking on the arrow.

Notification Option: Allows user to opt to receive an email when a new workspace notification arrives.

90



SPS User Guide

Workspace Roles: Displays all of your roles in SPS system and allows user to delegate, change and

remove profile.
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To delegate your authority, enter MyLSU ID of the LSU employee

Choose the delegation option

Delegate authority for entire scope of (your unit code) example 12701 ( 5 digits)
Delegate authority for lower level, Enter Authority level

Enter Begin Date and End Date

Choose whether the employee has to be a current LSU employee

Click Designate Profile
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18. RESOURCES AND REQUIRED SOFTWARE

RESOURCES

OSP Guide - http://www.lsu.edu/osp/osp-guide.php

SPA Post Award & PAR Manuals - http://www.Isu.edu/administration/ofa/oas/spa/manuals/manuals.php

REQUIRED SOFTWARE
Adobe Acrobat Professional/Standard
The standard file format in SPS is PDF. In order to view attached documentation, you must download and

install the free Adobe Acrobat Reader, available at http:/get.adobe.com/reader/. If you want to attach

documentation to a proposal and do not know how to generate PDF files, contact the Application Service
Center for help.

Adobe Acrobat Writer

To convert files into PDF format, users must either use Adobe Acrobat Writer or a free PDF converter. LSU
has established a pricing agreement with Adobe that provides LSU faculty, staff, and students with the
ability to purchase Adobe Software at a significantly reduced cost. Additional information can be found on

the LSU Tigerware website which is accessible via your MyLSU desktop or at http://tigerware.lsu.edu.

Grants.gov

LSU is already registered for Grants.gov. Individual Pls do not register with Grants.Gov.

Grants.gov’'s submission system uses Adobe PDF forms for submitting grant applications. Compatible
versions of Adobe software must be used. To check if your version is compatible, go to

http://www.grants.gov/web/grants/applicants/adobe-software-compatibility.html
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