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Initiate Workflow

Purpose:
This job aid will help you initiate Workflow for a Grant Proposal in Core-CT.

Steps ______ IScreenshots |
1. Navigate to the Maintain Proposal page: Nav Bar > Menu > Core-CT Financials > Grants

> Proposals > Maintain Proposal OR Core-CT Financials > Grants Management >
Grants Workcenter > Create Proposal
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4. Then, Create Proposal
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Maintain Proposal

5. Use the lookup icon to select a valid e
. . Find an Existing Value
Business Unit.

Enter any information you have and click Search. Leave fields blank for a st of all values

6 . Use the Iooku p iCOﬂ to SeIeCt a Valid ) Recent | Choose fiom recent searches v| Z gl .. [ Choose from saved searches

Proposal ID or enter any other search P =] [ 9]
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7. Click the Search button.
SponsorID | begins with v | | Q
we = ] [+
sous (= v v
Department ID. [ begins with + | | Ql
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A Show fewer options

() Case Sensitive

Clear

8. Click on the Resources tab and verify that the accurate Professionals are included as
Workflow Eligible.

T
‘ Propagal H Frojects H Budgets |I Resources ngerlmtaﬂuns H Reports H Aftachments
—
Proposal D CONODDO151 VersionID V101
Description Ul Currency  USD
project [a] 1016 v ][5 |[51] 1 viewan
ProjectID  000000000000250 Title  FY24 Bureau of Labor Statistcs - LI
Resource [a] v | Viewan
“Type [OTHER Q +[=
Comments ‘ &
4
subrecipient [a] v I View Al
— Rz a O +|[—]
Subrecipient Q2= e M ‘_ =l
Professional
Y T
Includein o
Rescarch  Employee 1D Name “Other Role ContactPl | Primary Pl  Credit%  Reporting Role Award s Details
Header
[121212 Q] [Bovenscorey & | |Principal Investigator a] [ a] 5] (3 +| =
[131213 Q| |[ndayesshiey | /[Fiscat offcer al [ Il al o B’ |+| ‘_‘
[141a14 Q| [minaro gran | [Brancnvsection crier a [ ][ a ) [ Y [+]1[-]
(123454 Q] |Fanerypatick s | [Project tanager a] [ ] al u] B [+][-]




Initiate Workflow

9. Click on the Proposal tab.
10. Click on the Start Approval Process button.

Proposal | Projects || Budgsts H Resources || Certifications || Reports || Aftachments

Proposal ID  COMO000151 Version ID V101

‘ Currency  usn Add o My Proposals |

Description | u

Reference Award Number | | Federal Award ldentification Number | |
“Title |FY24 labor stat | | Start Approval Process
Long Description |LZI

F¥24 |abor stat
| s

239 characters remaining

PHID 121219 Q Bowens,Corey R.

“sponsor 1D |FEDO1S Q| Health and Human Services (HHS) Status
Pre-Award Administrator | a | *Proposal Status | Draft ~
Submit Status: Mot Submitted
Purpose | Q | Generate Status Not Generated
= In Approval Process
*Proposal Type | New ~ | =

Confidence %

Facilifies & Admin Requested

[ Foreign Application/Component
[ NIH Modular Grant

Due By Budget Express Addifional Information CFDA

11. Click the Yes button in the popup message.

Are you sure you want to trigger Component Approval Process? (9395,1190)

This will trigger Proposal Component Approval Workflow process.

Yes No

12. The Proposal Status displays Pending Approval and the proposal fields are locked for
editing.

| Proposal | | Projects ‘ Budgets | | Resources | | Certifications ‘ Reports | | Attachments
Proposal ID  CONO00OO151 Version D V101
Description |UI | Cumeney usp Add to My Proposals
Reference Award Number ‘ | Federal Award Identification Number |
*Title |FY¥24 laber st
e [ abor sta l Start Approval Process
1ong DESCPNON  Fy24 fabor stat |L‘7'
A
239 characters remaining
*PIID | 121212 Q ‘ Bowens,Corey R.
*Sponsor ID |FEDD‘9 Q ‘ Health and Human Services (HHS) Status
* Pending A val w
Pre-Award Administrator | Q‘ Proposal Status ‘ending Approval
Submit Status: Noi Submitied
Purpose | Q“ Generate Status Mot Generated
2 In Approval Process
*Proposal Type | New ~ | =
Confidence % Facilities & Admin Requested
[ Foreign Application/Compenent
[ NIH Modular Grant
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