Proposal Tracking — Tips, Guidelines

e Open your browser to http://research.unm.edu -Click “databases”.
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e Next, click “Login now to eRA Portal”.
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eRA Portal: Includes SMARTS|GEMNIUS and Proposal Tracking - two integrated programs from Infoed International wwhich allow L
administrators to setup an online profile; receive funding information automatically via email; and track and report on proposal anc
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IMidas Databases of Funding Scurces: £An online service which allows the University community to search a wide variety of data
and opportunities including grants, contracts, fellowships and sponsored support. Users can also access and search relevant fun

Ididas Databases of Funding Scurces Instructions (PDF)
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Click “Login”.
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> welcome to the InfoEd eRA Portal for Electronic Grants administration

InfoEd is the leading provider of software solutions
for managing sponsored programs.

worldwide, over six hundred academic, medical and scientific institutions rely on
InfoEd to support their grant and contract activity, InfoEd's proven web-based
modules streamline processes, enable proactive monitoring of compliance, and
enhance internal and external collaboration.

The company provides the most comprehensive and
integrated line of sponsored programs software.

e Click “Proposals”.
0 Proposals are organized into 4 categories.

» Pending, Active, Under Development, and Closed.

e Click on the [& icon next to the category of the proposals you wish to
view.
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¢ In addition to the four categories you can also open a proposal by the
Institution number. Type the number in the text box and click “Go”.
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e To view the entire proposal click on the " icon under tracking.
0 The proposal will be listed with the department it was
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e Security levels within eRA Portal vary. Your screen’s can differ.
e To view the entire list of proposals with in your security level click the
“Go” button next to “Show All”.
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Filters can be applied by customizing the following screens. You can choose
to show all results or filter by any of the following options. Click the “Set”
button next to any of the browse by fields and/or click the check box next to
the proposal status options.
e To utilize any of the browse by options click the “Set” button next to
the filter of choice.
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e Select the letter that corresponds to your search choice and click the
drop down box.
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e Scroll through the list and select an option.
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e C(Click “Save”.
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e To apply the filter click “Go”.
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e The results will be displayed in the format shown below.
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e The remaining filter types under “browse by” will work in the same

fashion.

0 The Associated Department - referrers to the department the grant

is housed under.

0 Principal Investigator - the main person on the grant.

0 The PI Department - the department the PI’s holds an academic
appointment with.

0 Investigator — other investigators working on the grant.

0 Investigator Department - department the investigator holds an
academic appointment with.

¢ In addition to the browse by function you can filter by the proposal

status. The check boxes below can be used with the browse by options or

on their own.
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Reports
e To access the reporting function click “Reports”.
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e To access the global reports created by OVPRED click “Get Report”.
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e Alist of frequently used reports will be displayed. To access the reports
click the & icon.
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e (Click “Run”.
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e The report may take some time to display depending on the amount of
information it contains.

Quick Report
e Click “Award Listing” for a quick view of awards.

Reports l

b Award Listing } Reporting Tool

b Cross Module Report b Search for Parent/Subproject

Click the blue triangle to run the requested report.
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Mame Run

Current Month
Last Month
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Last Year
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Specify From To

Personal Reports
e To create your own report you will utilize some of the fields below.
0 To add query options click “Add” to remove query options click the
arrow under remove.
= Remember not all fields are in use. It is best to stay with the
reports that have been previously created by OVPRED.

Query

Search Field Condition Value Remove
fwarded Increment Award Date 3w 0 Today |+ ¥ Day(z) % & |30-Jun-2003

Awarded Increment Award Date {8 O Today |+ ¥ Day(z) ~ (& |01-Jul-2004

Award Increment Tatal Sponsor Costs O 0

fssociated Department - Proposal Primary | = v Lookup Anderson Schools of Management



e To change the sort order of the report click “Reorder”. To add fields click
“Add”, to clear this list and start fresh click “Clear”. To remove one of the
fields click the arrow under remove. \ \

Layout (Reerder | [(Ada | [gi=ar ]
Mo Do Mot

Search Field 1 2 3 Sort Subtotal Collapse Live Link Display Remove
Aszszaciated Departrnent - Proposal Primnary {Code - Institution) ® O O [ 2] (] (] ,-Q
Associated Departrent - Proposal Primary @@ (O 1 1 Ll 2

PI Full Mame o ® O O = O O <
Subritted Date ® o @ O 1 1 0 &
Institution Murmber o O ® O ] | [ L4l &
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e Any report created here can by saved for future use. Once the layout is
setup click on “Save Report”. Give it a name and a description of
significance. This report will save under your profile for your use only.
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e Once the report has been generated you have the option of copying all
the information and pasting it into Excel. Simply highlight the
information, right click — select copy; open Excel, right click — select
paste.

0 With the information now in Excel you can manipulate the format
to fit your department’s needs.

0 Any report you generate can be copied into Excel. Including the
reports created by OVPRED.

Alerts

e To have a report sent to you via email you can setup an alert. Click on
“Save Alert” name the Alert, and give a brief description. Chose the
frequency, and a subject for the email message.

Save alert:

MNane
DescHpbon

PunTinee
Alert Statbus Drisabled
D Hourlw
2 Dailw at E e
Freqguency
o wreekly at |12 Ak [~ | on | Sundayw -

0 Monthly at | 12 am [~ on 1 [

From:
Set

Subject:

Body:




e Choose who will receive the message and click save. Remember the alert
will be sent to the email address listed in your account. Initially it is best
to send the report only to “self”. Once you receive the report it can be
forwarded on.

®

Email Report

Self _

Module Administrators
Research Administrators
PI

Inwestgators
Department Heads

Department Administrators

Individuals

OO0O0O000O000

Remowve

s

e If you have any further question please email research@unm.edu



