@ Sponsored Research

OMNI PROPOSAL APPROVAL WORKFLOW
INSTRUCTIONS FOR PROPOSAL APPROVERS

Last updated 5/29/2008
This job aid outlines the steps to approve a Grants Proposal submitted via workflow.

As an approver, you will receive an email like the one shown below:

The following proposal is ready for your review and approval. Your approval is required.

Proposal 1D: 0000015243

Version ID: W1

PI: Chase.Prescott B

Sponsor: MNevada State Department of Edu
Due Date: 2008-05-23

Click the hyperlink for detail
https-//ga.financials.omni.fsu.edu/psp/sgnafZ/EMPLOYEE/ERP//ESTABLISH PROPOSAL.GM_PROPOSAL.GBL?

Page=GM_PROPOSAl &Action=U&BUSINESS _UNIT=FSU01&PROPOSAL_ID=0000015243&VERSION_ID=\/1

In addition to the email, a worklist item will be placed on your worklist. An example of a PI's worklist is

shown below:

Detail View Work List Filters:l ﬂ

~ : - A E
Customize | Find | View All | &&

Link
FSUO1. 0000016263, V1, 024210
j IPG. 2008-05-29, ADMINISTRATIVE

Worked By Activity Priority

Approve Review  Submit Component for I

Date From Work ltem

SIMS, LINDA

Mark Work

First 4] 1 of 1 [¥] Last

ed | Reassign

03/29/2008 'Proposal Approval/Review I.PLA

Pl AND CO-PI APPROVAL STEPS
e Log in to OMNI > Financials > Worklist (upper right corner on gold bar)

e Click on worklist item’s hyperlink.

Proposal Component Approval/Submit

Click: V1to Proposal ID: 0000016263 Business Unit:  FSUD1

view the VerseRT—p 11 Proposal Status  Pending Approval

entire | ]
proposal. Title test Proposal Summary 4 |

Proposal Project

Project:

Investigator

& save |

024210

Title: test

Find | View All

Find

Component: ADMIMNISTRATIVE Status: In Progress Approval StatusiHistory g
£

Role Required Submit Approve Send Back Review Reassign Assign To Comment

Principal P r r i - ] Comment

First E 1 of 1 |I| Last

Click Proposal

Summary to
view summary.

First [ 1 or 1 [F Last

Click Approval

Status History
to view the

approval history.

Page 1 of 4




Check one of the boxes under the headings explained below:

e Approve - to give approval of the proposal and allow the proposal to move on to the next level of
approvers. A Comment is optional.

e Send Back - to send the proposal back to the Originator. A Comment is required as to why the
proposal was sent back. The Originator can edit and make any necessary corrections. The
Originator will have re-submit the proposal and start the approval process over again.

e Click @I when done.

When Approve is selected, the following approval certification page will appear for Pl and Co-PlIs:

Are you sure you want to approve this proposal? (20005 8)
By approving this proposal, you certify that:

(1) ¥ou have reviewed this proposal and approve of this activity.

(2) Commitments for Cost Sharing funds or college/school-paid matriculation waivers, if applicable, have been chtained and
funds will be made available when the project is funded.

(3)¥ou have read and understand FSU"s Investigator Financial Disclosure policy and FSU's Conflict of Interest policy and all
required disclosures have been made.

(4} Ifthis proposal is being submitted directly or indirectly to the Mational Institutes of Health, you understand and agree to abide
by the requirements of MIH's Public Access Policy.

(5) Except as explained in detail separately, this application does not obligate the University for funds for additional personnel,
facilities, equipment, remodeling, or matching or for the establishment of new organizations or programs not previously
approved.

(6)¥ou are not, to the best of your knowledge, presently debarred, suspended, proposed for debarment, declared ineligible, or
voluntarily excluded from transactions by any federal department or agency.

Click Yes to cerify and Mo to go back to previous page.
ves | Mo

. b . M .
e C(Click LI to approve the proposal. Click —Ul to return to the previous page.

CHAIR AND DEAN APPROVAL STEPS

An example of a Chair’s worklist is shown below:

FSU01, 0000016263, V1, 024210,

CHASE, Approve Review  Submit Component for ~ o = - e e —

PRESCOTT 0512912008 bropgsal ApprovaliReview | = 'QPE-(;S?S;UMQ--‘-D“"N'STR‘-T'VE- MarkWorked || Reassign
; ; FSU01, 0000016263, V1, 024210,

CHASE, Approve Review Submit Component for = = Eo - Tk Warked  eassian

PRESCOTT 05/29/2008 Proposal ApprovaliReview | J I1P1a.czHD£?-U; 29, ADMINISTRATIVE, Mark Worked | Reassign
) ; ESU01, 0000016263, V1, 024210,

CHASE, Approve Review  Submit Component for =1 PG 2006050 [ —— P—

PRESCOTT 05129/2008 p oo ApprovalReview | =l I1an.P¢CU'_DHB E, 29, ADMINISTRATIVE, Mark Worked | Reassign

e Loginto OMNI > Financials > Worklist (upper right corner on gold bar)

e Click on worklist item’s hyperlink. Note: Since chairs and deans could have as many as three
distinct workflow roles for proposal approval, the proposal worklist item may be on the worklist
three times. Once you have select one of the three links and approve (or send back) the
proposal, the other two rows will drop off the worklist.
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Click: V1to *%
view the Version ID: Vi
entire Tit

proposal. e

Project:

Role

Chair 1

B save |

Proposal Component Approval/Submit

Component: ADMINISTRATIVE

Credit Chair 1 i = Il - |

Project Chair 1 I =

Business Unit: FSU01

Pending Approval

0000016263
Proposal Status

test Proposal Summary <@—

First [ 1 of 1 [H] Last

Find | View All

024210 Title: test

First [ 4 or 1 [F Last

Find

Click Proposal

Summary to
view summary.

Status: In Progress Approval Status/History <¢—
#

Required Submit Approve Send Back Review Reassign Assign To Comment

I I—Q Comment

r I—Q Comment

i I Q. Comment

= = r r -
r r r

Click Approval

Status History
to view the

approval history.

Again, since chairs and deans could have as many as three distinct workflow roles for proposal approval,

the Proposal Component Approval page may list all three roles and require approval of each.

Check all boxes under the headings explained below:

e Approve - to give approval of the proposal and allow the proposal to move on to the next level of
approvers. A Comment is optional.

e Send Back - to send the proposal back to the Originator. A Comment is required as to why the
proposal was sent back. The Originator can edit and make any necessary corrections. The

Originator will have re-submit the proposal and start the approval process over again.

e Reassign - to require approval of another user. You mush enter the person in the “Assign To”
field in which you want to reassign the proposal. A Comment is optional. A sample is shown

below:

i
Role Required Submit Approve Send Back Review Reassign Assign To Comment
Credit Dean 1 2 - - [ = Il IWQ Comment
Dean 1 = - - [ = I IWQ Comment
Project Dean 1 = ] - (| ] v WQ Comment

e Click m when done.

When Approve is selected, the following approval certification page will appear for Chairs and

Deans:

Are you sure you want to approve this proposal? (20005,9)
By approving this proposal, you certify that:

You have reviewed this proposal, which is consistent with the education and research
objectives of the Department’School/College, and agree:

{(1)o release the designated faculty for the effort indicated;

(2)that the cost sharing commitied, if any, is reasonable and appropriate for this program;
and

(3hat adequate office, laboratory, or any other space including non-animal space or space
for animals required for the performance of this project is available for the proposed
pragram.

Click Yes to cerify and Mo to go back to previous page.
Yes | Mo
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. ¥ . M .
e Click LI to approve the proposal. Click 4ﬂl to return to the previous page.

When Reassign is selected, you must click the > icon under the Assign To column, search for and

. : . OK
select the user to whom the proposal will be reassigned. Click . Then copy/paste the same
username in all three of the Assign To boxes.
]
Role Required Submit Approve Send Back Review Reassign Assign To Comment

Credit Dean 1 ~ r r - = v IJames,Janis I Comment
Dean 1 ¥ - - - = 7] IJames.Janis Q. Comment
Project Dean 1 = | | [ = 7 IJames.Janis @, Comment

e Click @I when done.

Reviewing Proposal Approval Workflow Status
Any user that has access to the proposal may review and monitor the proposal approval workflow status

by opening the proposal and clicking on the S2mpanent pynerlink at the bottom of the {  Proposal
page.

. 1 Approvalinfo Approval StatusiHistory
Click , then — -

The Component Approval Status/History 46 shows:

Names of users involved in Level 1 of workflow,
Whether they are required approvers,

Whether they are pooled approvers,

If a Worklist Item or Email Notification was sent,
Status of workflow for each user, and
Date/Time Stamp

An example is shown below:

Com ponent Approval Statusinstory
Component: ADMIMISTRATIVE
View By: All
:Ifef]t Routing Name Required ?_?sotl Workitem Notification Status 2?;;2“9
1 QOriginator Sims,Linda D ] = ] ] Submitted 25;;5;33218
2 onwer KerDianaL ForR R newmes S
k} gZCiters\leorﬁ. Thompson,Gregory W ] = ] F Motified 25;;5;33218
cennal O Lentz Russell D | A o [ Notified Bty
gzcitéf\le?ﬁ' Fletcher,Kathleen F - - - F  Nofified gs;;s;fg?f
cennal O Barton Brian I (A A ot [ Notified Bty
7 Er\j'zgit?gaelltor Chase, Prescott B F = F F Pending
8 gfol}z;orzfaiager Sims,Linda D = r = & Nofified 25;;5;325:.?
oK Cancel Refresh
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