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This user guide takes you through the steps in creating BASIC proposals;
point here, click there!

If you have questions or need to do something not described here...

check the full User Guide!!!

EVERYTHING is explained there!

Remember: the full user guide is found from within Coeus at
Help>Help Topics and is SEARCHABLE...

find the topic you need fast by entering a search term and going right to that subject.

BEFORE BEGINNING

Put COEUS PREMIUM ONTO YOUR COMPUTER

Use the access instructions on the last page to put Coeus Premium onto your computer.
Your LAN administrator may have to do this if you don’t have administrator rights.

PROPOSAL CREATOR ROLE

To create proposals, you need a user account and the proposal creator role.
User accounts are currently maintained by ORIS — your department admin should contact
coeus-help@jhu.edu to let us know how we should set up your account and roles.

Once you have an account: Use your JHED credentials to log in to the system.

*EDIT VS DISPLAY MODE*

If a proposal development record is open, but

the fields are grey and you can’t change anything,
you are looking at the proposal in display mode.

Exit the proposal and return to the search screen.

Click on the Edit button on the second row of icons.
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CREATING NEW PROPOSALS

CREATING AN ORIGINAL PROPOSAL

1. Click the Maintain Proposal Development icon @ Close the search screen.

2. Click the Add a New Proposal icon .

Select the unit that will create this proposal and manage the project. Click OK. (If you don’t get this
window, you can only create accounts in one unit.)

Select Unit for New Proposal

Um._.  Umt Hame

115240...
115470... PHYSICS & ASTROMOMY Cancel

115470, [ASTROMOWY
115361 ... [NEUROSCIEMCE

I m i EMGIMEERIM

3. A new PROPOSAL DETAILS screen opens.

4. Make a note of the proposal number so you can easily return to this proposal AND so you can refer to it if
you need help from coeus-help@jhu.edu.

5. Fill out the appropriate fields on the Proposal Tab. If you have questions about the fields — consult the
FULL USER GUIDE.

6. If you need to request a new sponsor, from within the proposal development record, click on the
“Request a New Sponsor” icon. This will take you directly to a web form to request the sponsor.

File Edit Action Maintain Departmental Admin  Central Admin - Report  Window  Help
2| 7 @] 2| &|va|o8| £[wu| 238 & | B | 0| ] 8] 5|5 m|m| 4
| Emem Blemesnx 2% sl & ol§

E.4 Proposal Details - 00011003

Proposal | Organization || Mailing Info || Investigator || Key Person || Special Review || ScienggCode || Otherl

‘ Proposal No: |E|DE|11|3|:|3 | Status: |In Progress |

CREATING A NEW PROPOSAL BY COPYING

When copying a proposal, it is important to note that some data maintenance will need to be done, for
example:

Certain items are not copied

Certain changes will need to be made The full user guide has the detoils!
Certain things should be verified

A Grants.gov link may be copied; however the opportunity referenced MAY no longer be in
effect.

To Copy THE PROPOSAL

1. Click the Maintain Proposal Development icon @
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2. Enter search criteria.
3. Click Find.

4. Select the proposal to copy by single-clicking anywhere in its row.

5. Click the Copy Proposal icon .

Select Copy Options

Proposzal Number : poopaosg
Sponsor : 300365 : MATL INST OF HEALTH

Budget

(=) All versions
Cancel

Final version only

[] Marrative
[] Questionnaire

Make your selections for Budget, Narrative and Questionnaire.
Click OK.

Select the unit that will process this proposal and click OK.

© ® N o

A line for the copied proposal displays in the DEVELOPMENT PROPOSAL LIST, but not necessarily in the top
position. To find the new proposal, sort the list in reverse order by clicking in the list header next to
“Proposal Number.”

&I Development Proposal List

Proposal Hum...  Type Status Title Lead Unit Lead Umi

Q00056 ey Aggregator Submi... 170 I ORTHORPAEL

10. Select the line in the Development Proposal List for the new proposal. Click the Edit icon .

11. Make changes to the proposal.

12. Click the Save icon .

ADDING A NEW SPONSOR

1. Click the request a new sponsor icon. gi
2. This will open up a web form to fill out:

[ Most visited | ) Getting Started (5] Latest Headines | | Customize Links | | Free Hatmail | 7] Windows Markstplace | ] Windows Media | ] Windows

Sponsor Request Form [ +

P JOENSHOPHDNS

Sponsor Request Form

Search for Existing Sponsor Webforms Home

Sponsor Data

Customer Type
Customer/Sponsor Number
Customer/Sponsor Name

Acranvm

Coeus Version 4.3.7 Johns Hopkins University: October 2010 Page 6



ORGANIZATION TAB
ADDING A PERFORMANCE SITE

1. Click the Add button.

Proposal | Organization | Mailing Info || Investigstor | Key Person | Specisl Review | Science Code | Other

OrganizationfLocation

— p— [ 4 ]
Propozal Crganization Johns Hopkins University

Perfarming Organization Johns Hopkins University

Cther Organization MASSACHUSETTS INSTITUTE OF TECHMOLO

2. Select the Type from the drop-down list of the new line: select Performance Site or Other Organization.
Use Other Organization ONLY if you have to supply the DUNS number (find out from the FOA).

3. Type a contact or organization name in the blank Location Field.

4. Click Find Address and search. Select the address and click OK.

Address/Contact

APPLIED PHYSICS LABORATORY

11100 JOHNS HOPKING RD
LAUREL

b0 207 23-6005, US4

ADDING A CONGRESSIONAL DISTRICT (FOR OTHER ORGANIZATIONS ONLY)

Select the Add District button to create an entry field. Enter the appropriate code. Congressional District should
be represented in this form:

MN%O% ;or dtiszrict.gert\)efit o Check the FTOA to-see if
- or statewide benefi
yow need this!

US-All  for nationwide benefit
00-000 for international benefit

Congressional District
I Add District |

Name

G |JS-aLL Delete District |

MAILING INFO TAB

The MAILING INFO tab specifies the date by which the sponsor must receive the proposal. It also helps your ORA
prioritize their reviews based on deadlines.

1. Open the MAILING INFO tab. A little piece of info; but IMPORTANT!
2. Date — Enter the date the proposal is due to the sponsor.

3. Mail By — Select either OSP or Department to indicate who will submit the proposal.

4. Type — Select the option button for the carrier that will deliver the proposal.
5

The other fields are for your convenience only.

Coeus Version 4.3.7 Johns Hopkins University: October 2010 Page 7



INVESTIGATOR TAB

Identify ONLY Johns Hopkins University Principal Investigator (Pl), Multiple Investigators, and Co-
Investigators. Enter estimated percent effort over the entire project period.

LISTING INVESTIGATORS

1. Open the INVESTIGATOR tab of the PROPOSAL DETAILS screen.

E Proposal Details - 00008714

‘,PLDF'E&I, grganizaﬂani MailingLn b | Investigator | By Person ESpaciaI Review | Science Code 1l Otherj

SN——r" | T * Academic  Summer  Calondar

Person Name Pl Multi PI  Faculty  Effort % Year Effort  Year Effort | Year Effort

Find Rolodex

ik M‘\‘,‘“ra—wm oo, bk o i o MRSt i et tamed At amanime . ’“ﬂ*ﬂ&‘wmhL#mmh_w_

2. Click Find Person.
3. Enter a search term in the Full Name field. HINT: wse e
4. Click Find.
cern The 5 ORAs have
5. Click to select the row that has the investigator's name and click OK. different rules about
6. Enter the estimated full project effort, or leave the % Effort fields blank. % ef - check to-see
how they want yow
7. Make sure the Pl box is checked for the PI. All others listed on this tab to- use the system/!
without Pl checked or Multi-PI checked are named Co-Investigators.
8. Select Multi-Pl, if appropriate, for all Investigators that will be Multiple PI’s. (NIH only!)

9. Repeat steps 2 through 7 to add other investigators to this list.

INDICATING THE LEAD UNIT

The Lead Unit of the PI MUST MATCH the Lead Unit of the Proposal.

Click to select the PI's name.

Lead Unit Unit Number Unit Mame
12015100 MECHAMICAL EMNGIMEERING

et g e .\___\#-..,_ pp—— Mwhﬁ-_ﬂn-ai_"m“: _____r.\
1. Select the Lead Unit checkbox. If the PI's unit matches the unit for the proposal, stop. If the units don’t
match, a message displays.
2. Click Yes to change the Pl's unit.

3. Ifyou click No, add the PI’s primary unit or any other appropriate reviewing units for this PI..

ADDING A UNIT
1. If you know the unit number:

a. Click Add Unit. An empty field opens.

b. Enter the unit number in the Number field. Press the Enter key. The Name field is filled in.
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2. If you do not know the unit number:

a. Click Find Unit
b. Enter search criteria using asterisks if necessary. Click Find.
3. Select the appropriate entry from the results list. Click OK.

Don't list external
people on the
CERTIFYING THE INVESTIGATORS Investigator tal - we
The Principal Investigator, Multi-Investigators, and Co-Investigators must be certified. can't certify people
who-awenw't here/
1. Select a name in the Person Name list.
2. Click Certify.
Person Name Pl MuliPl Faculy Effotz | poademe o Summel o Colendar
=3 Morthale, Ellen P O 0O oo 0o oo 0o
i
\,.*‘\‘--M&*-N‘—A-u\w_’.‘“‘Wum._'*'_._.‘.‘,_*n.w\_. - sl

3. Click the appropriate Yes or No option button for each question.

Certify for Morthole, Ellen P

Proposal Humber:

Sponsor:

Question Answer

Hawe loblbying activities been conducted on behalf of this
aroposal? Oves Oto
Are you currertly debarred, suspended, proposed for
debarment, declared ineligible or voluntarily excluded from curr
transactions by a federal department or agency™?

. . —
B s~ wr=ryrar ¥ LN S0

OYBS OND

4. When you have answered all questions, click OK.

5. When you have finished filling out an electronic certificate for each Investigator, you may choose to
print the certifications. Select Action > Print Certifications....

E‘I Print Certifications

Person Mame
Morthale, Ellzn P
Schleicher, Timathy M

o A'*“"r““‘ ‘x"f\_\ r.4 P A — .

6. Click Print All. A PDF file of the certifications is created.
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Key PERSON TAB
Identify both JHU and external-to-JHU key people for the project.

LISTING KEY PERSONS WITHIN JOHNS HOPKINS

1. Open the Key PERSONS tab of the PROPOSAL DETAILS screen.

K Propuesal Details - GO00E714

Froposel | Crganazanon | Malng it mum pece fieviw | Science Code | Omner

% Effot  Faculty [ A

R At e it A B A e e | A s o p— A

Click Find Person. Be suwre to-change the
Enter a search term in the Full Name field. directory title to-the
Click Find. role ontheproject!

Click to select the row that has the person's name. Click OK.
Enter the project role in the Role field. This is what’s printed on forms.
Enter the estimated full project effort, or leave the % Effort field blank.

If this person is a faculty member, verify that the Faculty checkbox is selected.

© ® N UV AW

Repeat steps 2 through 8 to add others to this list.

LISTING KEY PERSONS FROM OUTSIDE OF JOHNS HOPKINS

Click Find Rolodex.

Enter search criteria.

Click Find.

Click to select the row that has the person's name. Click OK.

Enter the project role in the Role field. This is what’s printed on forms.

o vk W R

Enter the estimated full project effort, or leave the % Effort field blank.

ADDING A NAME TO THE ROLODEX
1. Click the Maintain Rolodex icon .

2. Click Cancel to close the ROLODEX SEARCH window.

3. Click the Add icon or select Edit > Add.

Rulodes 1d Lol Ujubate Upedated By
Lo L s =n
Hame: || i ]
Sudfiv: Prafiv: Title: Sponsor |
Sponsar
Diganizstion:
M_aetr.i ;
 — o
St [ e ] e —
Coitey [rinigos 7] Phins:
E Mad | Fox:
Commsnnts
R T e TR L PR iy TN
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4. Complete the AbD NEw ROLODEX form. At a minimum, the highlighted fields are required:

5. Click OK. The Rolodex window now has a line for this entry.

SPECIAL REVIEW TAB

1. Open the SPECIAL REVIEW tab.

£_4Proposal Details - 00008714

Propozal | Organization | Mailing Info | Investigator | Key Persd

Special Reviews

Special Review Approval Protocol No.  Appl. Date Appr. D

o I e A e R 0 PR P

2. Click Add..

3. Insert details in these fields:
o Special Review — Select a category for the special review from the drop-down list.
o Approval — Select the current status of the special review from the drop-down list.
o Protocol — If you have a protocol number, enter it.
o Appl. Date — If the application has been submitted for review, enter the date applied.

o Appr. Date — If approval has been granted, enter the approval date.

o Special Review Comments — If the status in the Approval field is Exempt, this field must contain
only the exempt code. If there are multiple codes, separate them with commas (for example: E4,

E6). For other statuses, add comments if desired for the line selected.

I S S R
-

Special Review Comments :

SRR Y, FEEs PP, "~

4“\-.’ r—

4. Repeat steps 2 and 3 to add other special reviews.

5. Click the Save icon .

Science CoDE TAB

Johns Hopkins uses this data to identify populations served by this proposal for reporting needs.

ADD A SciENcE CODE

1. From the SciENce CODE tab, click Add.

£.4 Proposal Details - 00008714

Proposal | Organization || Mailing Info || Investigator | Key Person | Special Revie

Code Description
Add

B T T T
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2.
3.

Enter an asterisk in the field for Code. This displays all of the Science Codes used by Johns Hopkins.

Select a result or results. Select OK to apply the code(s).

OTHER TAB

1.

o v oA oW

AOR NSPIRES User Name - Used for NASA Grants.Gov Submissions only. The AOR is typically the
person in Research Administration who submits the proposal to Grants.Gov.

Comments — This field allows 255 characters for specific notes that may be necessary or helpful to
approvers.

Proposal Contact — Who should Research Admin contact with questions about the proposal.
Proposal Contact E-mail —The e-mail address of the Proposal Contact.
Proposal Contact Telephone — The telephone number of the Proposal Contact.

SAP RESP COST CENTER - This is a required field to workflow the proposal development record.
Enter the full 10-digit responsible cost center for the proposal.

E.d Proposal Details - 00008714
Proposal | Organization || Mailing Info | Investigator | Key Person | Special Review ScienceCo

ADR NSPIRES User Name:| |
Comments:
Proposal Contact:
Proposal Contact Email:

Proposal Contact Teleplt

SAP RESP COST CENTER:| 1234567390

B M.w\n\_‘n\:w-M-—--..\& f*.-h-‘-.d»\ ra.-.u“...-h e e it et

Personnel Attachments
(BIOGRAPHICAL SKETCHES, CURRENT & PENDING...)

Personnel attachments are required for everyone listed in the INVESTIGATOR and KEY PERSON tabs.

Note: File names containing a “special character” will cause a submission error at Grants.Gov, even
though the proposal may pass Coeus validations. Special characters include spaces, as well as characters

such as

"l/’\l()l*l&ll\l>l%l$’#l!Iand@'

CHANGING THE ORDER OF PROPOSAL PERSONNEL
1. Click the Proposal Persons icon .
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2.

Full Hame
Maorthale, Ellen P

Schleicher, Timothy M Director Oris
g T e v R ST S

To change the order in which names appear in this window and are printed on forms:

a. Click on a name.

b. Click the Move Up or Move Down icon.

UPLOADING PERSONNEL ATTACHMENTS

1.

Click on a name.

Click the Add Module icon .
Enter a description in the Description field.

Make a selection in the Document Type drop-down list.

Click the Upload Attachment icon @
Navigate to the needed file, select the file and click Open.

Repeat steps 1 through 7 to upload other attachments for each person.

DELETING PERSONNEL ATTACHMENTS@

Select the name of the person whose personnel attachment you will delete.

Click to select the attachment to delete.

Click the Delete Module icon IEI
A confirmation message displays.

Click Yes to delete the attachment or No to stop

EDITING PROPOSAL PERSON DETAILS
1. Click the Proposal Persons icon .

2.
3.

Select the name of the person whose contact data requires revisions.

Select Edit > Person Details.
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Person Details le

Organizetion | Personal | Contact Info | Misc | Other |

Cancel

Last Mame: | Schleicher | First Name:| Tirnothy
Middle: |N

Full Name: | schieicher, Timathry 1

Prior Name: | | User Name: | TSCHLEI

Email Address: | coeus-helpg@iiu edu

Office Phone: | 410.516.7025 |  Sec. Office Phone: |

Primary Title: | Principal Investigator

Directory Title: | Principal Investigator

Home Unit: | 10100501 | Directory Department: | Research nformation Syste

|
|
|
|
|
Office Location: | 3400 M. Charles Street | Sec. Dffice Location: | |
|
|
|
|
|

Unit Mame: | oFFICE OF RESEARCH INFORMATION SYSTEMS

Salary Anniversary Date: | |

4. For NIH proposals: Degree information for PI’s is now collected from the eRA Commons profile.

5. The RR Key Person Expanded form has a field for Degree Type and Year Graduated. To fill in these
fields, enter that information on the “Personal” tab in this window.

6. For NIH proposals: Be sure to enter the NIH eCommons User ID on the Contact Info tab if this data is
not present.

only do-this

| Organ‘\‘z-;{ién Il Personal| Cortct Info I.r;l.l.isc il C;t-l.ﬁ-er.| ét% ﬁj—l/’ ﬂl@
A&:s 1:| 3400 1. Charles 5t | PI!
Address 2: | WWADD Wyrman Park | Lﬂj I]CyO'l/f-/ enter
Address 3:! . . | wac}r
T o
State: Postal Code: El B B
| uobie:| | for everyone
eRA Commons User Mame: | tschiet | a‘M’d/ W[u/
returw o
ervvor if there
s any sort of
differencel

7. For NIH K proposals: select the Other Tab (image below), and for the field Citizenship, use the search
button and make the appropriate choice from the list presented.

Person Details

| Organization | Personal | Contact Info || MiscI Other |

Citizenship Infu:! | (‘—/

Rt R m SR, Mot e e bt flw ot e SRR e et il el
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LINKING THE PROPOSAL TO A GRANTS.GOV OPPORTUNITY

1. Onthe PROPOSAL tab, insert the federal sponsor code in the Sponsor field.

2. If you do not know the sponsor code, do the following:

a. Click the Search icon next to the field.
b. Enter the Sponsor Name or Acronym in the appropriate column and click Find.
3. Enter either a Program No. or CFDA No. in the appropriate field of the PROPOSAL tab. Do not enter both.

4. Select Action > Grants.Gov.

Select an Opportunity E|
Proposal Number: 00001654 CFDA Number: 93,389
Sponsor: 300865 @ MATL INST OF HEALTH Funding Opportunity Number: PAR-4A-RO1
Opportunity |d Opportunity Title CFDA Number = Competition Id  Starting Dat
PAR-AA-EDZ G.0 ATO? and MIH Ext-UAT Test OPT-... [93.359 ADOBE-FORMS-A  |11-Dec-2008 4
G.0 ATO? and NIH Ext-UAT Test OPT-,., (93,339 ADOBE-FORMS-4  [11-Dec-2003

PAR-AA-KOE

PAR.-A

PA-AA-RLS

.0 ATO7 and NIH Ext-UAT Test

93,369

5.
6.

3.0 ATO? and NIH Ext-UAT Test FOA (L., ADOBE-FORMS-4  [11-Dec-2008
Pa-A4-R1S G.9 ATO? and NIH Ext-UAT Test FOA {,..[93,389 ADOBE-FORMS-4  [11-Dec-2008 o
< >
Schema URL: L ! !

http: iy
RMS-Arinstructions

.pf

Instruction URL:

Select the opportunity from the list click OK.

Click Close in the GRANTS Gov SuBMISSION DETAILS window. The window closes, and the Grants.Gov logo
(circled below) displays near the bottom of the PROPOSAL DETAILS screen.

—" =" Sbhs . .apdsardo: I"'v' PORERC vT._'-' o e T e e e '-'/Urlgﬁ’l'a'l Piépﬁsél‘-[f B /q@— :
Program Title: Research Project Grant (Parent RO1)
o~ Y
Motice Of Opportunity: | LI Subcontract [|

unding Opportunity Number: | PA-10-067 |

Agency Program Code: |

B i e O

CFDA Number, |

h:. -
| - SRANTS. GOV Agency Div Code: | ‘

oy I e e st s B gt

REVIEW GRANTS.GOV FORMS

A proposal is eligible for electronic submission via Grants.Gov if all mandatory forms are available.

1. From a proposal is connected to Grants.Gov, select Action > Grants.Gov.

2. The GRANTS GOV SUBMISSION DETAILS window opens.

3. Click the Forms tab. A list of forms displays.

4. Check that all forms marked Mandatory are also tagged Available.

5. Click the box in the Include column (circled) to add optional forms to your application.

Coeus Version 4.3.7
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CREATING A NEwW BUDGET

Subawards are explained in detail in the full user guide.
Remember, look

OPENING A BUDGET to-the
{ql' I
1. From the PrRoPOSAL DETAILS screen click the Proposal Budget icon . ﬁAlL wser W
2. Click New. for move
Select Budget 7 l//, l’i b 1 ma/tw 1AYA%Y Ld/
Proposal Number: L
Budget Status: Final Version: O]C all tz’u/l/lg/é/
Version  Start Date End Date Total Cost Final C !

R P R TR et Bl

3. The Create Budget for Proposal Screen opens:

' Create Budget for Proposal 00008714, Version 1

Summary | Period 1| Tatal

Version: Final: [] Start Date: End Date:
Residual Funds: Total Cost Limit: OH Rate Type:
Total Cost: Total Direct Cost Limit: Direct Cost:
Indirect Cost: Undermecovery: Cost Sharing:
Comments: Budget Status:

ke Al I il ‘Ir_“"‘—»‘*“"‘*\.\'\ B T ! e B

ADJUSTING PERIOD BOUNDARIES

Coeus default to create 12-month budget periods, but you can adjust the number of periods and their lengths
based on sponsor requirements.

1. Select Budget Periods > Adjust Period Boundaries.

Define Periods | |

(X

Budget Start Date: | 20 par-2010
Budget End Date: | 1q_par.2015
Peri._.  Start Date End Date
= | 1 | TETEE 19-Mar-2011
| 2 20-Mar-2011 19-Mar-2012

| 3 20-Mar-2012 19-Mar-2013
| 4 20-Mar-2013 19-Mar-2014

NI ] 15 2= 19-Mar-201

2. Use the buttons for the following actions:
a. Add — Add a period at the end of the list.
b. Insert — Insert a period before the selected period. To select a period, click in the row.
c. Delete — Delete the selected period.

d. Default — Sync to the default 12-month periods defined by the Start Date and End Date on
the SUMMARY tab.

3. Click in the Start Date or End Date field and enter or revise the date in mm/dd/yyyy format.

4. Click OK to save changes or Cancel to take no action. Any changes are reflected in the grid at the
bottom of the SUMMARY tab.

Coeus Version 4.3.7 Johns Hopkins University: October 2010
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ADJUSTING PROPOSAL RATES

o
1. Click the Maintain Rates for the Proposal icon .

Modify Rates for Proposal 00008714, Version, 1

2. Change a rate by clicking in the appropriate Applicable Rate field and entering the new rate.

Institute |

Fiscal On/OFf Activity Type Start Institute  Applicable
Year Campus Date Rate Rate

MTDC TS -
2007 Off Crganized Research 01 Jul 2006 26.00 26.00 l Reset ]
2008 an Crganized Research 01 Jul 2007 64.00 G4.00 E

TDC T

Ls xmra .\gﬂ.-d""‘“-mamh‘m Wﬂ&_rmﬂﬁxmg

3. Click OK. A verification message opens: “Saving will entail recalculation of the budget. Continue?”

4. Click Yes.

RETURNING TO DEFAULT RATES

To return to the currently applicable rates, open the MobIFy RATES window and click Sync.

BUDGET PERSONS LIST

1. From the PerioD 1 tab Click the Budget Persons icon The BUDGET PERSONS window opens, already
showing the names from the INVESTIGATORS and KEY PERSONS tabs.

et Person

Proposal Number: 00001648 Version: 1

Name

99993 REG EMPLOYEE

Schigicher, Timothy N o151 REG EMPLOYEE

Taylor, Rokert £ uoost REG EMPLOYEE

Job Code Appointment Type Eff Date
01-Jul-2009

Calc Base

01-Jul-2008
01-Jul-2009

$.00
%00
$.00

Anniv Date

Cancel

Find Person
Find Rolodex
Add TBA

Delete

2. Add other named personnel to the list.
=  Click Find Person.
=  Enter search criteria. Click Find.
=  Click a name to select it.

= Click OK.

3. Add placeholders for any personnel who do not need to be named. There are two methods:

=  To Use THE ADD TBA FEATURE:

1. Click Add TBA.

2. The TBA PERSON window opens listing the maintained To Be Announced placeholders.

3. From the list, select placeholders that reflect the positions needed.

Coeus Version 4.3.7
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4.

TBA Persons

TBA Id Person Name Job Code
-

Post Doc Felow LI0147

Research Azsistant L0161
L MMPW pepl TR I i agtimngags e TR

Click OK.

= To USE THE TBA SEARCH METHOD: Using the second method, is best, if

yow want PGY salary info-to-
automatically populate the budget.

1. Click Find Person. The PERSON SEARCH window opens.
Enter “TBA*” as the search criteria.
Click Find. The PERSON SEARCH RESULT tab opens, listing the TBA positions.

Click an entry to select.

vk W

Click OK. The PERSON SEARCH window closes, and the focus returns to the BUDGET PERSONS
window, which now contains the TBA persons you located.

4. Do the following for each row in the list:

o

o

Accept the suggested job code, or make an entry in the Job Code field.

Check the Appointment Type field to confirm the appointment is correct for this proposal. To
change it, click in the Appointment Type field to display the drop-down list.

Enter the person's base salary in the Calc Base field. This is the annual salary as of the project
period start date.

The Eff Date field defaults to the start date of the proposal, however if planned salary increases
are expected, more precise amounts are obtained when you enter the effective date of the new
salary.

Anniv Date is the person’s salary anniversary date. Coeus prorates salaries based on the
individual’s salary anniversary data in SAP (this data field can be edited in budget persons
window if the default data is not correct

5. Click OK. The BUDGET PERSONS window closes.

CREATING THE BUDGET FROM PERIOD 1

Populate Period 1 only with line items that will recur in every period. Coeus uses Period 1 as a base to
calculate amounts for future periods.

To create the budget for Period 1, enter line items for personnel salary, non-personnel costs, and subcontract

expenses.

PERSONNEL LINE ITEMS AND ADDING NAMES

1. From the PErIOD 1 tab of the CREATE BUDGET screen, click the Add Line Item icon .

Coeus Version 4.3.7 Johns Hopkins University: October 2010 Page 18



EEELEEREEENE

E.., _reate Budget for Proposal 00009072, Version 1

157 K”Y‘ Period 1 |ﬂ:

e o] s ] e s T

Start Date: |15-Jan-2011 End Date: |14-Jan-2012 Cost Limit: | $.00| Mo of Months: {120 |

[t — [ —_ —_ S —
Total Cost: | $00|  Direct Cost: | .00 Indirect Cost: | .00
Il o i
Undenecovery: $.DD! Cost Sharing: $.DD! Direct Cost Limit: | $.00

Line CE Cost Element Description Description Bnty Cost Start Date End Date |
1| | | o 4.00(15-Jan-2011 14-Jan-2012 |I
- B T P e e ok .'*J o

2. Double-click the CE field.

3. From the Cost Elements window, click to select a salary cost element and click OK.

&‘I Cost Elements

This enters the cost element into the line item:

Summary| Period 1 | Tetal |

Start Date: | 01-Jul-2009 End Date: | 30-Jun-2010 Cost Limit: F.00
Total Cost: $.00 Direct Cost: §.00 Indirect Cost: $.00
Underecovery: $.00 | Cost Sharing: Direct Cost Limit: F.00
Line CE Cost Element Descriplion Description Onty Cost Start Dale End Date
1 B11DU1| |SALARV - FACULTY FTPT | | U.UU| $.00)01 -Jul-2009 30-Jun-2010

4. With the line item still selected, click the Personnel Budget for Line Item icon .

5. Click Add. The SELECT BUDGET PERSONS window opens showing only those people who can be budgeted
against the cost element.

Select Budget Persons

MName Job Code Appointment Type

Schigicher, Timathey M 0151 REG EMPLOYEE
harthole, Ellen P 0151 REG EMPLOYEE

T R e

6. Select the appropriate person(s) from the list.

7. Click OK. The people selected will be reflected in the Budget Details window.

Coeus Version 4.3.7 Johns Hopkins University: October 2010

Code:| | Description: | | Note: If yow need to-remove

— inflation or mowk v line asy
Code Description m
(=N FUDLICA | IS UM AL S SUD ST | S v onwor VVLOLJC@ W
— pJ

560310 RECHARGE off campus )

540202 RENT AL SHORT-TERM change PRIOR to- nouning

Baz101 RESEARCH SUFPLES

§12001 SALARY - ADMIN STAFF FTPT p@OpL& to-the line! See

512002 SALARY - ADMIN STAFF FTFT OT L .

514001 SALARY - BARGAINNG UNIT FTFT A dj wsting Line Items below!

514002 SALARY _ BARGAINNG UNT TLC =

B11001 SALARY - FACULTY FTRT

511005 SALARY - FACULTY TLC

611003 SALARY _FACULTY VISITORS FT
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Personnel Budget Details

To- accommodate
- Cost Elm.- | 512001 SALARY - ADMIN STAFF FT/PT Start Date : | 20-Mar-2010 | End Date © | 19-mar-2011
changes i effort over bowe | | | | |
esc.

t(/VVL@, pwpl& W b'@ Cost: §.00 | Undemmecovery: §.00 | Cost Share: | .00 ‘ Huantity: | 200
Listed more thoaw once;,
th different dat

Wlti"l/ W %/ Name Job Code| Start Date | End Date Period % Charged % Effort Salary
ond effort percentages: Schisicher, Tinothy N 0151 DOMar-2040 (19-Mar2011  Cycle I oo 500
Morthale, Ellen P o151 RO-Mar-2010  19-Mar-2011  [Cycle 00, uly) $.00; [ Calculate

L “wm_\q ARSI S i 4 I gl || o R pr —— ‘]““‘ R U L S

8. Make entries or adjustments to fields in the PERSONNEL BUDGET DETAILS window:

a. Start Date and End Date — Change one of these dates to compensate for such occurrences as vacation
eligible time or a late start on the project. Change to the appropriate dates for faculty summer period
(that is, June, July, or August).

b. Period — Select the appropriate appointment type from the drop-down list.
C. % Charged — Enter the percentage of the person’s salary to be charged to the project.
d. % Effort — Enter the percentage of a 40-hour work week this person will charge to the project.

9. Click OK.

10. Click the Save icon .

ADJUSTING LINES: INFLATION, ON/OFF CAMPUS, CHANGING A COST CATEGORY

If these adjustments will be made for personnel lines, the changes MUST BE MADE PRIOR to naming people to the
line:

e  With the line item highlighted, double-click in the Description field. THE BUDGET — LINE ITEM DETAIL window

opens:
Budget - Line ltem Detail NO‘t@ M (S*@\/@Val/
Category: [S0E @On Campus O Ot Campus MW
cav be
Cost Elm: CARITAL EGLIFMENT
made, such as
i
Description: i Oafeg’oy'y' W 2 4
most often used
Cost: Ruantity: Apply Inflation: [] t()‘ tell/ COM VLO‘t
Cost Sharing: Submit Cost Sharing: Undemecovery: t_o_ I:/Vlﬂar@ or tO_
$)
Rate Class ‘ Rate Type | Appl_vl Cost | Cost Sharing | W o [/t@VVl/ as
off-campus.

e  Make changes as necessary in these fields:

e  Category — Change the category, if necessary.
e  Description — A description of the line item. This is required for equipment.

e  Cost — The total cost for the line item. Costs can be entered to the penny. They are rounded to the
nearest dollar when printed to most forms, but the value entered is used in calculations.
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e Quantity — This field can be left blank, since it is for your records only. This value does not affect
the line item. That is, the cost is not multiplied by the quantity to calculate the total cost of the
line item.

e  Apply Inflation (checkbox) — Checked by default on most cost elements to increase costs in later
periods. This box can be unchecked so inflation will not be applied to this item when periods are
generated.

e  Cost Sharing — If applicable, the amount to be funded by another source.

= Submit Cost Sharing — Default is checked; uncheck this box to keep the amount of cost sharing off
of the FedNonFed form.

e C(Click OK.

ADDING NON-PERSONNEL LINE ITEMS
Non-personnel line items are for expenses such as equipment and travel. You enter the costs directly in the
line item or the LINE ITEM DETAIL window.

Do this for each non-personnel direct-cost line item:
Click the Add Line Item icon .
Double-click the CE field.

1.

2

3. Select the appropriate cost element and click OK.

4. Make any changes necessary to the BUDGET — LINE ITEM DETAIL window as in #4 above.
5

Click OK.

6. Click the Save icon

GENERATING THE REMAINING BUDGET PERIODS

Create the remaining budget periods from the Period 1 budget.

1. Check that all budget items that will be needed in future periods are in the Period 1 budget.

2. Click the Generate All Periods icon .

A tab is created for each period generated. Each tab displays the same line items as PERIOD 1, but with
costs inflated by the rate specified. The TOTAL tab displays totals for the project.

3. Click the Save icon .

ADDING A LINE ITEM TO ONE OR MORE PERIODS
1. Open the tab for the first budget period you want to add the line item to.

2. Follow the instructions in Adding Personnel Line Items, or Adding Non-Personnel Line Items.

3. Toapply the line item to later periods, click to select it and select Items > Apply to Later Periods.

4. Click the Save icon .

CHANGING A LINE ITEM AND APPLYING IT TO LATER PERIODS
1. Open the tab for the first budget period in which you want to change the line.

2. Click to select the line item to change. The line is highlighted in yellow when selected.
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3. Do one of the following, depending on the type of line item you are changing:

4. Fora personnel line item, click the Personnel Budget for Line Item icon . Make the change in the
PERSONNEL BUDGET DETAILS window and click OK.

5. For a non-personnel line item, double-click the line and make changes in the BUDGET — LINE ITEM DETAIL
window. Click OK.

6. To add the line item to later periods, click to select it and select Items > Apply to Later Periods.

7. Click the Save icon or select File > Save.

CREATING A NEW BUDGET VERSION

COPYING AN EXISTING VERSION Although yow canv keep modifying the same
budget, making new versions is ov suuper wayy to-
1. Open the SELECT BUDGET window keep o “history” of changes made over tume.
2. Click to select the version to copy.
3. Click Copy.
4. Select one of the options buttons depending on the type of changes you will make:

Copy Budget

A newvt Wersion of the budget will be
created bazed on version 1

Cancel

(%) Copy period one only

(") Copy all periods

a. If you will make a minor change that occurs in one or two line items, copy all periods.

b. If you will make extensive changes to staff, effort, or line items, copy only Period 1 and
generate the remaining periods.

5. Click OK.
6. Create the new budget version. Refer to preceding sections of this chapter for instructions.

CREATING A VERSION WITHOUT COPYING

1. Open the SELECT BUDGET window.

2. Click New.

3. Create the new budget version. Refer to preceding sections of this chapter for instructions.

CREATING A MODULAR BUDGET FROM A DETAILED BUDGET

1. Create the budget as explained in preceding sections.

2. On the budget SUMMARY tab select the Modular Budget checkbox (circled below).
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& Create Budget for Proposal 00009072, Version 1

Summary | Period 1| Tatal

Version: Final: []

Stant Date: |15.4an-2011

Residual Funds: Total Cost Limit: $.00
Total Cost: Total Direct Cost Limit: $.00

gl
ollg|l4
a8

Undenecovery: §.00

Comments:

3. Select Edit > Modular Budget.

Modular Budget for Proposal 00001648, Yersion 2

| Period 1 | period 2| Perion 3| Period 4 | Period 5 | Cumuistive
Start Date: 01-Jul-2009

Direct Costs

End Date: |14-Jan-2014
OH Rate Type: pTDC
Direct Cost:
Cost Sharing:
Budget Status: (Mong)
UR Rate Type: M1DC
On/Off Campus: |Default

|

Submit Cost Sharing:

End Date: 30-Jun-2010

Direct Cost less Consortium FEA:

Proposal Hierarchy: 3§

e ‘hwl’“‘-f""‘“"‘"“““"“““““‘" ﬂﬂ R VPP =P T, M._\fb‘ww-

Check with your

Cancel

ultle).

4. Click Sync.

e  Coeus synchronizes the modular budget with the budget you created,

e suggests the number of $25,000 modules, and

e uploads the calculated indirect costs and rates for each budget period.

e Be sure to check for rounding errors.

5. Click OK.

Note: If you make any changes to the detailed budget after creating the modular budget, you must

return to the modular budget window and click Sync to refresh the window.

Coeus Version 4.3.7

Johns Hopkins University: October 2010

ORA owhow they
want yow to- use

— budgeting. Evew
thoughv Coens

Total Direct Costs: $.00 ,f
doesn't requirve
Indirect Costs budget details
o
Rate Number Indirect Cost Type IDC Rate (%) IDC Base Funds Requested Delete t;'l@ Z 1 E
suwmmowry talb- whesv
wsing v moduwlar
budget, your ORA
Total Indirect Costs: 3.00
Total Direct and Indirect Costs
Funds Requested: $.00
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FINALIZING THE BUDGET

One version of the budget must be marked Final and Complete before the proposal is submitted for approval.

This is the only version that will be submitted to the sponsor.

You can finalize the version on the SELECT BUDGET window list or on the version’s SUMMARY tab.

FrROM THE SELECT BUDGET WINDOW

1. Select the Final checkbox for the version. This message displays: “You are modifying the final version
status. Are you sure?”

Select Budget

Proposal Number: 00001 645
Sponsor: 300355 : NATL INST OF HEALTH

Budget Status: |Incomplete * | Final ¥ersion: 2

Version  Start Date End Date Total Cost Final

101 JZO00S 30.Jun 2014 a4 02432 A Cancel
& 201 JZ003  30.Jun 2014 $350,146.12

JLIUINN.

Copy

2. Click Yes.
3. Inthe Budget Status field, select Complete from the drop-down list.

Select Budget f‘5_<|

Proposal Number: 00001645

Sponsor: 30 TRATL INST LTH
Budget Status: e nal Version: 2

Total Cost Final
1 01 Jul 2009 30 Jun 2014 924,024 32 D ance
= 2 01 Jul2003  30.Jun 2014 $850,146.12

Version

4. Click OK.
5. Click the Save icon .

FROM THE BUDGET SUMMARY TAB
1. Open the SUMMARY tab of the selected version.

¥ dModify Budget for Proposal 00001648, ¥ersion 2

Surnimary | Period 1 || Period 2 || Period 3 || Period 4 || Period 5 || Total

Version: @ Start Date: End Date: | 30-Jun-2014
Residual Funds: Total Cost Limit: OH Rate Type: pTDC
Total Cost: Total Direct Cost Limit: Direct Cost: §540 267 44
Indirect Cost: Underrecovery: Cost Sharing: $.00

Budget Status: Incomplete

Comments:
UR Rate Type: MTDC

On/0ff Campus: |Defautt
KModular Budget: []
Proposal Hierarchy: 3§

Coeus Version 4.3.7 Johns Hopkins University: October 2010
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2. Select the Final checkbox. This message displays: “You are designating a new final version.
Are you sure?”

3. Click Yes.

4. In the Budget Status field, select Complete from the drop-down list.

EMndify Budget for Proposal 00001648, Yersion 2

Sumtiary | period 1 | Period 2 | Periocl 3 | Perioet 4 | Perioct 5 | Total
Version: |2 Final: Start Date: | o1.4u1-2009 End Date: | 30-Jun-2014
Residual Funds: $00 Total Cost Limit: $.00 OH Rate Type:
Total Cost: $850,146.12 | Total Direct Cost Limit: $.00 Direct Cost: $540,267 44
Indirect Cast: $300,878.68 Undenecovery: 1189247 Cost Sharing: 5w
UR Rate Type:
On/OFf Campus:
Modular Budget: []
Proposal Hierarchy: 3¢

5. Click the Save icon .

NARRATIVE MODULE

Narrative modules are placeholders for documents that are created outside of Coeus and are required for most
submissions. Users upload documents into narrative modules in Coeus.

It is critical that Narratives have unique titles, devoid of special characters, especially if they are of a type
that allows multiples.

Special characters include spaces, as well as characters such as

"”I/’\l()l*l&ll\l>l%l$l#l!Iand@'

ADDING THE NARRATIVE MODULE (PLACEHOLDER)

1. Prepare the document outside of Coeus.

2. From the PROPOSAL DETAILS screen click the Proposal Narrative icon - .

3. Click the Add Module icon .

Mowese ______________________&
Proposal Mo.; 00001648 Sequence No.: | 1
Module Mo.: | 1 Status: foomgiete =] (" Cancel |

Hanative Typo. pisrrane =]

Module Titke: |
Fille Wame: Uphoad
Contact Hame;
Phone Humhes:
Emanl A
Commords:
User Rights
FSCHUER (Timothy N Schascher) () Read () Moty (7 Nore

Coeus Version 4.3.7 Johns Hopkins University: October 2010
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4. Supply the details for the narrative module:
a. Select the Narrative Type from the drop-down list

A base list of types will always be presented, including any Institutional-only types maintained by
your Coeus Administrator to support local business practices.

For Grants.Gov submissions, the types in the drop-down list are filtered to display the available types
to support the forms utilized by the Grants.Gov opportunity selected.

Most types can be used only once. If you select a Narrative Type that can be used only once and that
has already been used, this message displays:

@ A module with Matrative Type 'Marrative' already exists

b. The Module Title field is required if the Narrative Type is one that can be used more than once.

c. You can control which users are allowed to modify or read the narrative file. Specify each user's access
rights in the pane on the bottom of the Add Module window.

UPLOADING NARRATIVE DOCUMENTS INTO THE MODULE

1. From the MobuLe window, click on the Upload icon.

l

Edit Module

Proposal No.: 0000154 SequenceMo:[1 |
ModeMo:[1 | Status:

[Complete

Narative Type: [iarrative
Module Title:

ncompists

File Name: | Narrative jot ] ["Upload |

Phone Number: | 4105167025
Email Address: | tschlsit @ihmi edu

Comments: Final narrtive.

User Rights
TSCHLEN (Timothy N Schieicher) O Read (& Modity (O Mane

2. Inthe browser window, navigate to your file and select Open. The focus returns to the MobuLE window.
a. Change the status to complete using the drop-down option in the Status field, if appropriate.

b. Leave the Status field at Incomplete if the file is still in draft mode. While a proposal may begin the
routing process prior to having all narratives marked complete, the status must be set to Complete
before the proposal can be submitted to a sponsor.

c. Click OK.
d. An attachment icon will be displayed beside the module identifying the upload.

E dMarrative for Proposal 00001648

No. Status Narrative Typpe Title User Rights
& & TSCHLEN (Timothy M Schieicher)
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YEs/NoO QUESTIONS

Answers to these compliance questions are required by Johns Hopkins, the sponsor, or both.

1. From the PROPOSAL DETAILS screen click the Yes No Questions icon .

Proposal Question @J

Proposal Kumber: 00001643
Sponsor: 300865 : NATL INST OF HEALTH

Code ' Buestion Answer
N5 lsthis proposal being subritted to other agencies? If so, pleass -

list sgency acronyms in explanation separated by commas. Cives () hio
16 Have al inventions or patents besn previously reported?

Angwer M& if there are no inventions o paterts Oves Ono @ Nis

ks Iz this & Phase Il Clinical Trial as defined by NH?

O ves @ Mo

18 Ars human embryonic stem cells ussd? If 5o, list ths registration
nurmbers of the cell ines in the commert @ ves Ohlo

Explanation:

Review Date:

2. Click the appropriate answer for each question.

3.  When finished, click OK.

RESEARCH COMPLIANCE QUESTIONNAIRE

The Coeus Questionnaire contains research compliance questions replacing the elS. In addition, Coeus adds other
guestionnaire sets based on the activity type provided in the proposal summary tab.

Answers to the research compliance questions are required by Johns Hopkins.
1. From the menu select Edit > Questionnaire.
2. Select the Research Compliance Questions.

3. Complete each of the questions, using the Save and Continue or Go Back buttons, and then choose

the Close icon ﬂ

4. Click the Save icon .

VALIDATIONS

VALIDATING THE PROPOSAL WITH COEUS

Validations check for completion of Institutional requirements and certain sponsor requirements.
1. Select Action > Validation Checks.

2. The Institutional validation check runs and opens the VALIDATION RULES window, which lists items that
must be addressed before the proposal can be submitted.
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3. Validated with warnings: provides a notice for you to review and perhaps revise your application
prior to submitting to route for approval.

Proposal 00008673 validated with the following warnings

Department : JOHNS HOPKINS URIVERSITY 1

“ou have lizted & rolodex person a5 & JHU Investigator. Typically, outside collaborators are listed
az Key Study Personnel, not JHU Investigators. Please double-check that you have listed the
rolodex person correctly.

--M-#_@__Mh_‘h“-uMﬁmﬂm*—.wfﬂ

4. Validation returning errors: the proposal cannot be submitted approval routing until the situation
causing the failure is remedied.

Validation Rules

Thiz Proposal 0000867 3 failed Following Errors. Please fix them

Department : JOHNS HOPKINS URIVERSITY

Please enter the eRA& Commons user name for each Principle Investigatar.

T R PRSP AR TS _’.—u—-l-*'-‘-\_‘.,-‘m--‘h\.n. Apeente. e —

VALIDATING THE PROPOSAL WITH GRANTS.GOV

This validation determines if all elements required by the sponsor for this announcement have been
completed.

1. From the PROPOSAL DETAILS screen, select Action > Grants.Gov.

Grants Gov Submission Details

Proposal Number : 00001654
Sponsor : 300865 ¢ NATL INST OF HEALTH

Oppartunity Forms || Submission Status

e e e 1 *
Funding Opportunity Number: | PAR-AA-RO1L “5 Solect(lppoitunity
5.0 ATO7 and MIH Ext-LAT Test OPT-OUT FOA (RO1) Delete Opportunity
Opportunity Title :

e
51

Submiszion Typ Eic;t.lnn 7\{\

07 End Point »

Submission End Point :

Revision Type

() Increase fward

() Decrease Award

CFDA Humber :

DOpening Date

{7 Increase Duration () Other (Specify)

() Decrease Duration

| 93,289

Competition Id : | ADCEE-FORMS-A |

[11-Dec-200 12:0000AM | Closing Date : | 11-Dec-2010 12:00:00 M |

Close

Schema URL : http:/{at07apply arants. gov/applyfopportunities{schemasiapplicant foppPAr-&4
-cfdad3, 389-GdADOBE-FORMS-A.xsd

htkp: )/ at07 apply .grants.qov/apply/opportunitiesfinstructions/oppP AR-A4-RO1- ]

Instructinn Pane -

| £

l5elected 2 out of 4 Available Optional Forms

2. Click validate.

3. Theresultis one of these:

e The message “Validation Successful” displays. Close the GRANTS GOV SUBMISSION DETAILS window
and continue preparing the proposal.

e Alist of items to correct is displayed. Review this list, close the GRANTS GOV SUBMISSION DETAILS
window, make the appropriate corrections, and repeat the validation.
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Validation Errors

Proposal Number : 00001654

FPropgram Number : PAR-AA-ROL CFDA Number : 93,339
Schema URL :  http:jfatd7apply. grants. gov/apply fopportunities/schemas | applicant foppPAR-AA-R01 -cfda93, 3539-cidAD OBE-F. ..

Instruction UR_.. http:jfatd7apply. grants. gov/apply fopportunities/instructions/oppPAR-AA-RO1-cFdad3, 339-cidADOBE-FORMS- ..
Correct the following ermors

PHS5398 Cover Page Supplement ¥1-1
Pleaze answer the NH beginning Investigator guestion.

RV__—‘"‘“'“‘*-V]_-_I_

"t Diegee use the P Tt |

PRINTING THE PROPOSAL SUMMARY (EIS-LIKE FORM)

To print a Proposal Summary of a Proposal Development or Institute Proposal record:

Click on the Proposal Summary icon on the second row of icons. M I

Window  Help

Propaosal Surmmary

ewy | Science Code || Other

Status: |In Progress | Propt

This will open up a Proposal Summary form already populated with information entered into Coeus:

Sponsor Mumber : 300865 : NATL INST OF HEALTH

Proposal Development Number: 00008072 ‘ ‘ Institute Proposal Number: Not Applicable

Johns Hopkins University Proposal Summary

Personnel

PI Name Persen ID Home Unit Phone % Effort

% Salary

7

SUBMITTING THE PROPOSAL FOR APPROVAL

SHOw ROUTING MaAP

To view the approval routing map in advance of submitting for approval routing:

1. Select Action > Show Routing.

Coeus Version 4.3.7 Johns Hopkins University: October 2010

Page 29



Routing Start Date:
Routing End Date:
Submission Number: 1

@ Routing
= % (JHSPH) JHSPH Research Administration spproval
(=5 vl s

Close

Sequential Stop 1

| A% naaran Aaran, Micole M
SR rheinict Lewis, Richelle

2. Select each level in the displayed Routing Hierarchy to view the approvers maintained at each stop.

3. Select Close to close the window.

SUBMIT FOR APPROVALS

1. Select the Submit Proposal for approval icon |—"

2. Coeus Validations will be performed, regardless of whether you’ve manually validated the proposal. Click

OK.

Proposal 0000867 3 validated with the following warnmings

Department : JOHNS HOPKINS UNIVERSITY I

“You have listed a rolodex person as a JHU Investigator. Typically, outside collaborators are listed
as Key Study Perzonnel, not JHU Investigators. Please double-check that you have listed the
rolodex person correctly.

o ol o gt g sl bk A i gl il B i “"‘W#

3. Select Yes to submit the proposal. Select No to close the prompt and cancel submittal until you’ve
performed any necessary validation prompts or until you are ready.

|® Do you =till weant to submit the proposal?|
.

4. If you selected Yes, a confirmation message opens confirming successful submittal.

@ The proposal has been successfully submitted for routing.|

5. Click OK to close the prompt. The PROPOSAL ROUTING window opens for information only.
6. Click Close in the PROPOSAL ROUTING window.

7. The proposal status is set to Approval in Progress.

Eproposal Details - 00001648

Propozal |Organization Mailing Info | Investigstor || Key Person | Special Review, ce Code | Cther
o
Proposal No: | 00001 645 | Status: | Approval In Progress ) | Pr
-

Lead Unit: | 16040000:HEALTH POLICY & MANAGEMENTu
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COEUS SYSTEM ACCESS INSTRUCTIONS

Coeus uses your JHED ID and JHED password to authenticate, however you must first have an active Coeus User Account. Coeus
Users Accounts are currently maintained by ORIS. To request a Coeus user account, or anytime you need assistance with Coeus,
please email coeus-help@jhu.edu.

For Coeus Premium

Step 1: Install Java (MAC users jump to step 2 or 3):

The Coeus system requires a specific version of Java to be installed on your computer. The PC version of Java that Coeus requires
may be downloaded from:
http://resource.ca.jhu.edu/resource/plugin/jrel 5 0 17.exe

Note - you may be asked to restart your computer, so be sure to save any open documents you are
working on.

Also, you may not have privileges to install software on your computer, so you may
need your LAN administrator to do this step for you.

Step 2: Run JHConnect if you are working outside of the Johns Hopkins University and Johns Hopkins Medicine firewalls.

Coeus is protected behind the Johns Hopkins University and Johns Hopkins Medicine firewall. To access

Coeus from outside of the firewall (i.e. working from home), you must first create a VPN session using

JHConnect. The JHConnect software may be obtained from the following url:
https://portalcontent.johnshopkins.edu/sslvpn/intro.html

Step 3: Install Coeus Premium Desktop application:

Assuming you are accessing Coeus from your office or via a VPN session, and once you have the correct version of Java, you may
access Coeus from the following URL:
https://prcoeus.johnshopkins.edu/coeus/coeus.inlp
MAC users may need to use this URL:
http://prcoeus.johnshopkins.edu/coeus/coeuss.jnlp (the extra

“uon
S

is intentional)

Coeus will check your computer to see if you have the correct version of Java, then check for any previous versions of Coeus. It will
then run the Java web Start installer: this may take a minute or two.

a) You will receive a Security warning...

b) Select Start

c) You will then be asked about Desktop Integration:
We recommend answering “Yes.” (this puts a Coeus icon on your desktop after you’ve
logged in the first time, so in the future, all you have to do is double-click the icon to
launch the Coeus system).

For Coeuslite

Open your web-browser and enter:
https://prcoeus.johnshopkins.edu/coeus

NOTE: To use the TRAINING client, follow the above steps, changing the “pr” to “tr”:
for example: https://trcoeus.johnshopkins.edu/coeus/coeus.jnip.
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