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Module 6: Attaching and Printing Documents

[0 Welcome to the Cayuse424 Attaching Documents Module.

[1 In this module you will learn how to:
B Attach documents to your grant proposal.
B View the grant proposal and attachments in PDF format.
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Basic Concepts

A complete grant proposal includes many
attachments.

Make sure all required attachments are added in the
proper PDF format to your grant proposal.
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The Basic Process

L] The basic process for attaching documents Is
the same for all attachments:
B Go to the appropriate page on the form set.
B Scroll to locate where to add the attachment.
B Click Add.
B Follow system prompts to attach the file.
B Verify attachment occurred.
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Example: Attaching Documents

[J Attaching a Budget
Justification to the
NIH Modular
Budget is illustrated
In this example.

[1 Navigate to the
Modular Budget
page.

[ Scroll to the Budget
Justifications
section.

L1 Click Add adjacent
to the justification
you are adding.

Budget Period: 1

Start Date: I H End Date: I Ef

A. Direct Costs

* Funds Reguested (F)

* Direct Cost less Consortium &4 75000
Conzartium Fas
* Total Direct Costs 75.000
B. Indirect Costs
Don't forget to enter a period start and end date st the top of the page.
Indirect Cost Type Indirect Cost Rate (%) Indirect Cost Base (§) * Funds Requested ($)
1| Basic Research - On Carmpus j
2 -
3. -
4. -
Cognizant Agency (Agency Mame, POC Mame and Phone Mumber) [ s , Janet Turner, 415-457-758:20
Indirect Cost Rate Agreement Date IUEﬂ /2005 Total Indirect Costs

C. Total Direct and Indirect Costs (& + B) Funds Requested () 75.000

Cumulative Budget Information
1. Total Costs, Entire Project Period
* Zection &, Tatal Direct Cost less Consortium F&A for Entire Project Period
Section A, Tatal Conzortium F&& for Ertire Project Period
* Section &, Total Direct Costs for Entire Project Period
* Section B, Total Indirect Costs for Entive Project Period
* Section C, Total Direct and Indirect Costs (A+8) for Entire Project Period

2. Budget Justifications

Perzonnel Justification

Consortium Justification

Additional Marrative Justification

no poif) (no sre) | Al
(nio pf) (no =rc) | Add

275,000

276,000

LI R )

275,000

Cielete

Delete

(no sre) | Al Delete
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Attaching Documents

LIThe Upload Attachment
window enables you to attach the _ .— .=
PDF and the source (Word) files.

L1t is a good practice to upload
both versions. Should the
dOCU ment req u i re ed iti ng at a o0 st anaens dfdiéﬁsgs?xep?i? Indirect Cost Base ($) * Funds Requested ($)

- On Campus j

later time the source file is easily z

found by anyone working onthe | [#F  Upload attachment
proposal.

CClick Browse to locate the files
you are attaching.

Mame: | BarsonnelJustification

S

PDF file: / Browse
Source of PDF: (optional)

* Section A, Total Di Browse. ..
Section &, Total C
Feen &, T Upload | Cancel

* Section &, Tatal Di

2 ol

* Section B, Total In
* Section €, Total Di

2. Budget Justification:

Perzonnel Justification (N pelf) (no src 1 Add Delete
Conzartium Justification (ne paif) (no sre) | Add

Delete

Additional Marrative Justification

(no pdf) (no sre 7 Add Delete
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Attaching Documents

Budget Period: 1 Start Date: I:l Ef End Date: I:l E
LlLocate the PDF version
* Direct Cost less Consortium F&A 76.000

of the file you wish to
attach. <o m

I L.ﬁ.ppendnﬂ .pdf :i :g:zlt:uhppd?f T just_personnel pdf
LIClick Open.
[IRepeat for source file.

T just_congort podf

| Appendin?. pdf T BS_frpdf T LettersofSupport2. pdf
2| Appendis3. pdf -E BS_gmocfly. pdf -E LettersofSupport3. pdf
| Appendixd. pdf -E BS_sbq.pdf -E LettersofSupport. pdf
2| Appendixb. pdf -E M arrative. pdf

= Appendisb. pdf -E Marrative_510. pdf

o Appendi . pdf ] : -E Otherdttachment. pdf
| Appendisg. pdf | Copy of TTraw. pdf ) OtherSupport. pdf

_ | Appendid pdf ) Cover pdf ) OtherSuppart_brp pdf
My Dacuments | Appendin] 0 pdf T Coverletter pof T OtherSupport_sba. pf
| Appendis. pdf -E Equipment. pdf -E OtherSupport_zc. pdf
| Biblio. pdf -E Facilities. pdf -E ScottCooley. pdf
| B pdf -E [ ntlD evE spl. paf -E subaward. pdf

E TimeTravel_1.pdf

L8 - ==

| Budgetustification. pd

s LeE gt o

My Computer [ i
y Compute T just_add)_narrative. pdf

2. Budget Just

Perzonnel
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Attaching Documents

Budget Period: 1 Start Date: I H End Date: I H

A. Direct Costs

D O n Ce * Funds Reguested (5)
* Direct Cost less Consortium F&4

75.000

Conzortium Fas

7

yo u Ve * Total Direct Costs 75000
B. Indirect Costs

ad d e d b O't h Don't forget to enter a period start and end dete at the top of the page.

Indirect Cost Type Indirect Cost Rate (%) Indirect Cost Base ($) * Funds Requested ($)
1. [Basic Research - On Campus j
- -
files, click \
y 3.

4.

Lels

U pload . O Upload attachment B
In |

C. Total Di m
Cumulatiy Mame: | Pers onnelJustification

116 FOFfile: |54k PDFs\Budgetlu | Browse..

* T 3 .

o source of FDF: (optional) o4 b ot \WordiBudgefpc) | Browse..

*se (Upluad Cancel |

*ge ——

* Se
2. Budget

Personnel Justification (no pdf) (no src) | Add Delata

Consortium Justification (no pdf) (no sre) | Add Deleta
Additional Marrative Justification {no pdfl ino sre) | Add Delete
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Attaching Documents

L1The files have been uploaded when you see pdf and src in
blue.

L11f you need to edit a document once it has been attached:
B Click src to open.
B Edit the source file and save to your system.
B Create a new PDF file from the source on your system.
B Click Delete to remove the previously attached files.
M Click Add to upload revised files.

* Zection A, Total Direct Cost less Consortium F&4 for Entire Project Period g
Section A, Total Consortium F&A for Entire Project Period g
* Section A, Total Direct Costs for Entire Project Period g
* Section B, Total Indirect Costs for Entire Project Period T
* Zection C, Total Direct and Indirect Costs (A+B) for Entire Project Period g
2. Budget Justifications

Personnel Justification Perzonnellustification pdf src | ;20dd: | | Delete |
Conzortium Justification (no paf (o tr

Additional Marrative Justification (no pdf} (no src) | Add |
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Attaching Documents

[JUse this basic process to attach documents
when an attachment Is required.

L1Always attach a PDF version.

11t is good practice to also attach the Word
source document.
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Viewing Grant Proposals in PDF Format

[JYou can generate a PDF to see how your
proposal looks at any time.

BClick Icon at the top of the proposal

Dverview Proposals Routing People Institutions Reports Preferences Wwelcome, Yona Prost (yprost). [signout]
&ll Proposals » Effects of Radiation on Humans

& B IQ

B cr42arr =1 |[Effects of Radiation on Humans
q =
2 APPLICATION FOR FEDERAL ASSISTANCE 2. DATE SUBMITTED Applicant Identifier
SF 424 (R&R) = |
p SF424 RR Performance Sites
1 3. DATE RECEIVED BY STATE State Application Identifier
¥ 5424 RR Other Project Inform i | |
1
F SF424 RR KeyPersons 1. * TYPE OF SUBMISSIOHN 4. Federal Identifier
1 o Pre-application I
e -
I- 5F424 RR Budget Application
1 & ChangediCorrected Application
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Viewing Grant Proposals in PDF Format

Check all

appropriate
sections. You
can select as
many or as few
sections as
desired.

Do not select the

“Proposal” option

Click Generate

PDF.

People Institutions Reports

Preferences

Welcome, Yona Prost (yprost). [signout]

https: / ftrainingtest. cayused24_com: 8451

| % |

Generate PDF

MYriza rr
I F424 RR Perforrnance Sites

I_ SF424 RR KeyPersons
I_ SF4Z24 RR Budget
dular Budget

( Shbaward Budget

S 398 Research Plan

r 424 RR Cther Project Information

I_ FHS 298 Cover Page Supplerment

select all | wnzeledt all | select included forms

7 Include any attachrments
= Include Subaward Prapazals

Applicant Identifier

State Application Identifier

Generate POF ’

————— s

Cancel |

3456784

arfford
Ro10
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Viewing Grant Proposals in PDF Format

= se.com:8080 - printForms.do (application/pdf Object) - Mozilla Firefox
DCayused24 will —————""—"—"="— - R :
generate a PDF
Of a” Sel e Cte d '203 FE’HRFEJQS-L ASSISTANCE |3 '.?Q‘E&U:,E,—!H'TTED Applicant Identifier

3. DATE RECEIVED BY STATE State Application ldentifier
JF SUBMISSION

Sectl O n S . lication ) Applicaton 4. Federal ldentifier

anged/Corrected Appication

BNT INFORMATION * Organizational DUNS:6032847382
l 'Se t e SC ro ne: University of Massachusetts Medical School

t Drivision:
- 5 Lake Awvenue Morth Street2
bar to reVI eW th e sester County: Worcester * State: MA: Massachu-
setis
- * Country: USA- UNITED STATES * ZIP | Postal Code: 016855
e ntl re p rO posal . e contacted on matters invalving this application
* First Mame Middle Mame: * Last Name: Suffix:
Quentin Bugsy Ackerman
D Y imber Fax Mumber: Ermnail
O u Can Save Or JYER IDENTIFICATION NUMBER [EiN) or {TIN): T.*TYPE OF APPLICANT
352 H: PubficdState Controlled Institution of Higher Education
p r i nt th e IF APPLICATION: @ New Other (Specify]:
i C Y Cand «' . Small Business Organization Type
isic Renewal Continuation Rewisicn - i
“ ~ ~ () Women Cwned () Socially and Economically Disadvantaged
P D F mark agpropriate boxies) 3. * NAME OF FEDERAL AGENCY:
g e n e rate ase Award ) B. Decrease Award () C. Increase Duration | 10. CATALOG OF FEDERAL DOMESTIC ASSISTANCE NUMBER:
zase DurationJ) E. Other (specifir): TITLE: RD1 System-to-System Program Anncuncement
Ve rS I O n Of O u r slication being submitied to other agencies? L Yes @ No
Agencies?

‘RIPTIVE TITLE OF APPLICANT'S PROJECT:

g rant p rO posal 15 AFFECTED BY PROJECT (cities, counfies, stafes, efc.)
L ]

JSED PROJECT: 14, CONGRESSIONAL DISTRICTS OF:

| * Start Nata * Endinn Nata 2 " Annlicant b * Precaet
Done

[
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