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When & What Will Change?

= Upgrade targeted to go-live Monday, April 20
= Required to respond to current and future business needs;
Includes:
* Moving from NIH form set E to F (FORMS-F)
= Required for electronic submissions as of 5/25/20

* New user access and routing assignment module

= Replaces paper processes for requesting and approving access to
PennERA modules

» Updated user interface
= Screens will have an updated look and feel with a more intuitive interface

= Terminology change
* New version uses SubAward replacing SubContract or SubAccount
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Outage Impact

= System expected to be unavailable from Thursday, April 16 at
5:00pm until Monday, April 20 at 8:00am

= All current PennERA, HS-ERA (Human Subjects), and ARIES
(Animal Research) users will be affected by the outage:

* PennERA will be unavailable

» Data Warehouse Proposals Collection will be available; however:
= Running with stale PennERA data

« HS-ERA and ARIES will be available; however:
= Running with stale PennERA data (as of time of outage)
= No integrations to or from PennERA will run until upgrade complete

* As the Research Inventory System (RIS), SHEPHERD, FIDES, and
PHS-FITS retrieve data from PennERA:

= Also running with stale data until upgrade complete
= May experience intermittent effects as well
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New User Access & Routing

Assignment Module

= New dynamic module available to all users (faculty and staff)
= Replaces paper processes for requesting and approving:

» Secured access to PennERA modules

* Routing and Approval assignments

= Electronic routing and signatures/PennKey secured

Submit || Save || Lock Form Close
& PenneRA
= Electronlc R fon

esearch Administrat

Updated By: Todd 5 Swavely @ 04-Mar-2020 01:25:34 PM
MODULE ACCESS & ROUTING

Identification Information

* Is this request for access and/or role assignment for yourself

Oves Oho

Access Request

This is a request to
Onadd New Access
Qupdate Access
ORemaove All Access

Submit || Save

UNIVERSITY of PENNSYLVANIA
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Create & Submit a Request

= |n the left-hand menu, click “Module Access & Routing”

= Click “Create New”

= On the Create pop-up screen, click “Continue”

# & = O

Exit Help Portal Support

Property
My Proposals

Proposal number

Use * for wildcard

Proposals - Search For

Value

tuman Subjects
e |

Sponsor/Scheme

Clear All

Property Value

Current Prime Fund #

I l

Proposal Status

Module Access & Routing

| Sponsor Name

I v

; Search PI

Primary Assoc Dept

l_ﬁ Create New | Investigator Name

|| Department Name ]

Open by Fund
¥ Help - User Guide . Y

l

My Profile

Office of Research Services
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Create & Submit a Request ER

Electronic Research Administration

= Complete the Identification Information section:

* Choose if this is a request for yourself or another individual and assign
the appropriate supervisor

* The # icon can be used to find an individual if either answer is “No”

Identification Information

* |s this request for access and/or role assignment for yourself?

EYes O no

* Assignee: BITTO, CHRISTIAN
Employee/Student ID48355711
Department 8760 - Research Services
Email chbitto@upenn.edu

* Are you the Supervisor of the individual for whom this request is being made?

O ves ENO
Please select the Supervisor of the individual for whom this request is being made.
* supervisor: Swavely, Todd S &

Employee/Student ID10021294

Department 8760 - Research Services

Email tswavely@upenn.edu
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Create & Submit a Request

Electronic Research Administration

= Complete the Access Request section:
* Choose “Add New”, “Update”, or “Remove All” access
 Select the appropriate Module for assignment

Access Request

* This is a request to
OAadd New Access
®u pdate Access
ORemove All Access

* please select all Modules for which you are requesting access:
[ Proposal Development / Proposal Tracking

E Proposal Routing / Approval Path Inclusion

[] Human Subjects

[] LabAnimals
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Create & Submit a Request % Penn

Electronic Research Administration

= Complete the Access Request section:
 Click “Add” to add a request line under each selected module
* Choose the type of request, role, and ORG/ORG Parent

Proposal Development / Proposal Tracking Access

Add

Request Role ORG/ORG Parent ORS Use Only

®add ORremove Edit PD/View PT ¥  GENE Oapprove Obisapprove Delete

®add ORremove Profile Admin ¥ 4108 Oapprove Obisapprove Delete
Notes

4
Proposal Routing & Approval Path Inclusion
If choosing Department Approver role, please enter individual ORGs.
Add

Request Role ORG/ORG Parent ORS Approval

®add ORemove | Department Approver v | 4108 OaApprove Obisapprove Delete

OAdd ®Remove  Department Approver ¥ | 4124 Oapprove Obisapprove Delete
Notes
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Create & Submit a Request e

= Once completed, the user can click “Submit” either at the top or
bottom of the form
& PennERA

arch Admin

Submil || Save || Lock Form Close

MODULE ACCESS & ROUTING

Identification Information
* Is this request for access andior role assignment for yoursetf?

Bves

© Assignes I
Empioyesd Student 1D
Department
Email

¥ Are you the Supervisor of the individual for whom this request is being made?

DOves Ene

Please select the Supervisor of the individual for whom this request is being made.

* Supervisor Tedd S #
Employee/ Student ID e
Department 9 ESERrCH Senvices
mail tswavely@upenn edu

Access Request

~ This is a request to

Accass

t all Modules for which you are requesting access:

Proposal Development | Proposal Tracking Access

Raquost ORGIORG Parent

@rzd ORemeve
@rza ORemove

Notes

Submit | Save

UNIVERSITY of PENNSYLVANIA

UNIVERSITY 0f PENNSYLVANIA
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Review & Approval

= The review path for access and routing requests includes the
following:

* Supervisor (chosen in the record)

» School/Center Access Administrator

* Module Administrator
 PD/PT
= Proposals Routing Assignment
= Human Subjects Management
= Lab Animals Management

* PennERA Security Group (where access will be assigned)

= A system notice will be sent to the individual and supervisor upon
completion of the review
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Review & Approval

= |ndividuals in the review path will receive an approval notice at the
following locations:

* UPenn mailbox (as identified in the person’s PennERA profile)
* PennERA Action Items
 PennERA Inbox
= The review takes place in the Review Dashboard
* Process for review is similar to Proposals review in PennERA

= The review is linear and subsequent steps will not send out
notifications until the current step is completed
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Review & Approval

B—“_ - None Defined - Status: Requesl Under Review
Access Request - Access Request - New Access Request Created by CHRISTIAN BITTO on 4/1/2020 Submission Type: Access Request
12:16:10 PM, 4/1/2020 12:16:12 PM Assigned: 01-Apr-2020 0:17:20 PM
Pl: NEY, DONNA (8760 - Research Services) Item Type: Dashboard

Title:New Access Request Created by CHRISTIAN BITTO on 4/1/2020 12:16:10 PM, 4/1/2020 12:16:12 PM
Open Action Items: 0

From: PennERA, Admin

To: Bitto, Christian

Subject: Module Access and/or Routing Request - MISS DONNA M NEY - 8760 - Research Services
Date: Wednesday, April 1, 2020 12:17:24 PM

A new access and/or routing request for MISS DONNA M NEY . 8760 - Research Services
has been submitted for your approval. You have been identified as the supervisor for this
individual and should review the request at the link below.

To review, approve or disapprove this request click: Reviewer Dashboard.
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Review & Approval

= Review Dashboard

* Reviewers can access the request form via a link in the dashboard
* Changes can be made to the form by unchecking the “Lock Form” box

* Once changes are made, the form should be locked back down before
exiting

Access Request - Access Request

Number: 118

Title: New Access Request Created by CHRISTIAN BITTO on 4/1/2020 12:16:10 PM, 4/1/2020 12:16:12 PM
Submitted: 01-Apr-2020 12:17:17 PM

Form/Decument Document Type Submitted

Module Access & Routing Access Request 01-Apr-2020 12:17:18 PM P
Assignment Request

Lock Form @« [} Close

. l"lect ronic Research Adm nistration

B

Updated By: CHRISTIAN BITTO @ 01-Apr-2020 12:16:48 PM

MODULE ACCESS & ROUTING

Identification Information

* Is this request for access and/or role assignment for yourself?

O ves ENO
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ReVieW & Approval | - Electronic Research Administration

= Review Dashboard
* After reviewing the form, the reviewer can make comments and select
their decision:
= My Review Complete — Move Forward will complete the review step and

notify the next step

= Return to Requester will notify the individual that the review will not
continue; the individual can then either delete the request or make changes

and resubmit for review
» At the completion of all review steps, the PennERA team will assign

the appropriate system roles

Comments | can see...

Add Comments: e
Select a decision:
To be shared with everyone Posted By: CHRISTIAN
— | y— My Review Compiete - Move Forward iy
B| I Uf:=li=||e|| AT
During my review, |
have corrected the
ORG for the PD
Return to Requester request.
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Proposal Development Enhancements

= Improved Proposal Development Budget Tool
* More streamlined budget entry
* Only a single completion step is required to lock the entire budget

= Predictive text searches

 Alpha-split picklists have been replaced with predictive text in many
places

= Multiple budget versions can be saved to the PD record
* Each version of the detailed budget data may be exported to Excel
* Facilitates planning scenarios

= Updated screens

 Layout and process for creating and completing a proposal largely
the same

16 Office of Research Services UNIVERSITY of PENNSYLVANIA@



Proposal Development Enhancements

= Human Subjects/CT form can connect with ClinicalTrials.gov

 Study record forms can be created and populated if the study is
registered at ClinicalTrials.gov

Study Record(s) [Hide] ‘Import from CIinicaITriaIs.gov’

= Blank Adobe budget forms can be extracted from a PD record to
send to SubAwardees

Import/Export Close

Export Budget to Excel®

Import Budget From Adobe® Forms

Export Budget to Adobe® Forms

Extract a Blank Adobe® Form v R&R Budget (5 years) Export

R&R Budget (10 years)
Fed NonFed Budget

R&R MP Budget
biARAE | T AACTS |
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Personnel Screen

= Single point of entry to begin Personnel and SubAwards

 All Penn, SubAward, and External personnel may be added from the
Personnel screen

= SubAwards can be initiated from the Personnel screen
* Click “Proposal Structure” to add

* SubAward budget detail may be imported in Budget
OR
manually entered in Personnel and Budget sections

Add Personnel [hide]
r

Proposal Structure ]
SubAward: 7017036

Personnel Type |
o J
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Personnel Screen vy Penn

Electronic Research Administration

= Proposal Structure includes the Prime (Penn) and SubAward
Elements

» Second-tier SubAwards may now be added to first-tier SubAwards
* Click “Add SubAward” in the appropriate Element

Associated Budget/Award Increments

Institution PI Add
Element Number [l ET FELLT Department Start Date Active Element Remove
Requested Period 1 Budget Period * 01-Oct-2020
8760 Requested Period 2 Budget Period * 01-Oct-2021 v
. University of | Ford, i . - . Add Subproject
Prime 10073627 o Pennsylvania Evelyn FS{:?S;;? Requested Period 3 Budget Period 01-Oct-2022 Add SubAward
Requested Period 4 Budget Period * 01-Oct-2023 v
Requested Period 5 Budget Period * 01-Oct-2024
Requested Period 1 Budget Period * 01-Oct-2020
Requested Period 2 Budget Period * 01-Oct-2021
Children's Ginsber
SubAward | 7017036 Hospital of P 9 | Oncology Requested Period 3 Budget Period * 01-Oct-2022 Add SubAward | Remove
Philadelphia
Requested Period 4 Budget Period * 01-Oct-2023
Requested Period 5 Budget Period * 01-Oct-2024
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Personnel Screen

Electronic Research Administration

= On the Select SubAward screen:
* Locate an entity and associated Pl by predictive text searching

= Complete SubAward data entry in Personnel and/or Budget

Select SubAward

| Locate Subrecipient K I Select Subaward

! I
MQAWEIFCI :
Create Profile Select PI E :

: | Boston College Select Subaward '

Please Enter the SubAward Title:
SubAward for Institution # 10073627

Create Profile | Castro Samayoa, Andres - Educational Leadership & Higher Education - -

Please Enter the SubAward Title:
| SubAward for Institution # 10073627 i

Enter a unique name, if
desired
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Personnel Screen

= Select Prime (Penn) or SubAward element to add personnel

Add Personnel [hide]

[ SubAward: 7017036

o ———

= Select Personnel Type, then locate existing staff
* Add new staff to be hired from Create Profile

Add Personnel [hide]

[ Prime j Proposal Structure
Personnel Type
Name (Last, First) Role
[ Create Profile ] | Begin typing to select Personnel Name... ] [ Co-PD/PI j

Locate existing staff through
predictive text searching

Save
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Personnel Screen

= Multiple Personnel Types are available for selection
= All types may be used for either Prime or SubAward personnel

Personnel Type

|

E

Key

Non-Key

Other Significant Contributor I
Consultant - Key u
Consultant - Non-Key

External Consultant - Key

External Consultant - Non-Key

External Consultant - Other Significant Contributor

22
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Personnel Screen

= Personnel are displayed with an identifying Legend key

e Add Personnel fields may be hidden to view  add Personne-m
the Personnel list

= Personnel email may be directly accessed to notify of needed
PennERA Profile updates

Add Person{l [show]

| % Effort ~]
Senior/Key
| | pr | NAME/ROLE | MAIL | ALERT | ORGANIZATION / DEPARTMENT | % EFFORT CV/BIOSKETCH | CURRENT/PENDING SUPPORT m
John E. Begud TOPU - TOP
o o PD/PI * Epidemiology
@ Jill Phillips Ginsberg Children's Hospital of Philadelphia 'EI 'EI
SubAward PI Oncology 4
Non-Key
lm NAME/ROLE MAIL | ALERT | ORGANIZATION / DEPARTMENT % EFFORT C\I/BIOSKETCH CURRENT/PENDING SUPPORT m
JOHN JONES University of Pennsylvania
Graduate Student 2100 - Health System
Legend: =]
o Prime
(&) subAward - 7017036 (Jill Ginsberg)
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Personnel Screen

= Entries can be reordered by drag-and-drop

Senior/Key

I X

Evelyn ] Ford

PD/PI * f
Drag-and-drop selection . @ Jill Phillips Ginsberg C
to re-order entries | SubAward PI (
Legend (~]
o Prime
&) subAward - 7017036 (Jill Ginsberg)
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Budget Tool

% Penn )

Electron esear Administration

= Multiple rigid entry processes streamlined
= Qverall performance improvement

v15 [on-prem) test FORMS-F PA-FO-RO1 no CT

= ‘E| ‘Sf' Evelyn J Ford - 8760 - Research Services (NATIONAL INSTITUTES OF HEALTH)

b Budget
LA + Project Period: Source View: Rollup subprojects:  progosal Struct
01-Dec-2020 to 30-Nov-2024
Sponsor v ‘ | Not Rollup *

Period 2 +

. Periods [hide] Sponsor [show] = Cost Sharing [
Period 3 +

Year/Period Start End Total Total

Period 4

+

1 01-Dec-2020 | 30-Nov-2021 405,520.83 =

Modular Budget iy 01-Dec-2021 | 30-Nov-2022 406,250.00 =

w

01-Dec-2022 | 30-Nov-2023 406,250.00 =

-

4 01-Dec-2023 = 30-Nov-2024 406,250.00 +
Cost Sharing ¢

$0.00
Justifications 1,624,270.83

Personnel [Hide]

Detail Ford, Evelyn PO/PI -
Detal NEY, DONNA Faculty = =
Subtotal Personnel: 50.00 50.00

Non-Personnel [hide]

to one flexible method

Proposal
10073603
Import/Export Build PDF Un-Complete Budget
Project [hide]
Directs F&A Total

155,520.83 405,520.83

156,250.00 406,250.00
250,000.00 156,250.00 406,250.00
250,000.00 156,250.00 406,250.00

5 5
$624,270.83
1,000,000.00 1,624,270.83

[ [mame ] PERIOD 1 PERIOD 2 PERIOD 3 PERIOD 4 DIRECT COSTS

50,00
= = 0.00

$0.00 $0.00 $0.00

PERIOD 1 PERIOD 2 PERIOD 3 PERIOD 4 DIRECT COSTS

Detail Other Costs $ 250,000.00 $250,000.00

Subtotal Non-Personnel: 4 250,000.00 $ 250,000.00

SubAwards [Show]

$250,000.00 $ 250,000.00 $ 1,000,000.00

$ 250,000.00 $ 250,000.00 $ 1,000,000.00

Subprojects [Show] Impert as Subproject
[ | pmoDi| _ PrROD2| __ PINOD3|  PERIODA| TOTALCOSTS| |
Modular Budget Transaction: 50.00 50.00 S0.00 S6.00 50.00
Total Sponsor Direct Costs: $ 250,000.00 $ 250,000.00 $ 250,000.00 $250,000.00  $1,000,000.00
Sponsor F&A: 155,520.83 156,250.00 156,250.00 156,250.00 624,270.83
Total Sponsor Costs: $405,520.83 $ 406,250.00 $ 406,250.00 $406,250.00  $1,624,270.83
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Budget Tool

= All budget screens may be accessed in any order

» Screens do not need to be marked “Completed” when navigating from
one to another

= Budget components may be expanded
to view Budget Periods (click “+")

v
g

)
et
I

Period 1

+

Period 2

+

Period 3

+

Period 4

+

SubAwards (1) +
Modular Budget

Justifications
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Budget Tool — Budget Screen

= Functions are available on the Budget screen to:

* View budget summaries (Source View)
= Project, Sponsor, Institution cost-sharing, and Unallowable expense
 View Proposal Structure (Prime/Penn and SubAwards)

» Export budget detail to Adobe forms or extract a blank form for
SubAward collaborators

* Build a PDF of the budget (S2S records only)
* “Complete Budget” to lock

Source View: Rollup subprojects: Proposal Structure Import/Export Build PDF Complete Budget
[Not Rollup_]
Sponsor
Institution
s[h  Unallowable Sponsor [show] Cost Sharing [show] Project [hide]
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Budget Tool — Budget Screen %S Penn

Electronic Research Administration

= Select Import/Export to perform several activities:

Import/Export Close

Export Budget to Excel®

Import Budget From Adobe® Forms

Export Budget to Adobe® Forms Export for Grants.gov Opportunity #:
| PA-FO-RO1 | [search)|

Export as: RR_Budget_1_4-V1.4

This Document will require Adobe Reader 8 or Higher.
Please make sure you have Adobe Reader Installed or your
Viewing environment is configured to use Adobe Reader.
For further support, go to
www.adobe.com/support/products/acrreader.html

Extract a Blank Adobe® Form
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Budget Tool — Budget Screen % Penn

Electronic Research Administration

= Expense Type sections can be hidden to reduce screen clutter or
shown to display all entries

Personnel [Hide]

S Thame T oruop | pemiop2 | PERIOD3 | PERIOD4 | DIRECT cOST
Datail Ford, Evelyn  PD/PI $ 0.00
Detail NEY, DONNA Faculty - - - - 0.00

Subtotal Personnel: 50.00 5 0.00 50.00 50.00 50.00

Mon-Personnel [hide]

xS PERIOD 1 PERIOD 2 PERIOD 2 PERIOD4 |  DIRECT COSTS

Detail Other Costs $ 250,000.00 4 250,000.00 $ 250,000.00 § 250,000.00  $1,000,000.00

Subtotal Non-Personnel: £ 250,000.00 % 250,000.00 $ 250,000.00 $250,000.00 % 1,000,000.00

SubAwards [Show]

T hiop | PemoD2 | PERIOD3 | PERIODA | TOWALCOSTS|

Modular Budget Transaction: 50.00 50.00 s0.00 S0.00 50.00
Total Sponsor Direct Costs: 5 250,000.00 5 250,000.00 5 250,000,000 5 250,000.00 5 1,000,000.00
Sponsor F&A: 155,520.83 156,250.00 156,250.00 156,250.00 624,270.83

Total Sponsor Costs: 5 405,520.83 5 406,250.00 5 406,250.00 5 406,250.00 $1,624,270.83
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Budget Tool — Budget Screen

= Key and Non-Key Personnel added on the Personnel screen will
be displayed here

= Click the “Detail” button by each person to access the expense
entry screen (see next slide)

Personnel [Hide]

[ |NAME = | PERIOD1 | PERIOD2 | PERIOD 3 | PERIOD4 | PERIOD5 |DIRECTCOSTS | |
Begud, John PD/PI $ 19,845.00 $ 20,440.35 $ 20,440.35 $ 20,440.35 $ 20,440.35 $ 101,606.40

Subtotal Personnel: $ 19,845.00 $ 20,440.35 $ 20,440.35 $ 20,440.35 $ 20,440.35 $ 101,606.40
Add New Profile [ Begin typing to select Personnel Name... ][ -- Select Type -- LI[ -- Select Role -- ;I Add Person

* Prime/Penn Key and Non-Key Personnel with effort may also be
added on this screen

= Locate existing personnel through predictive text searching
= Add staff to be hired at a later time from Add New Profile

= Other external personnel without effort and not associated with a
SubAward must be entered on the Personnel screen
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Budget Tool — Budget Screen

= |n the Detail view for each person, PD will automatically calculate
future years’ values

* Enter Base Salary and Effort in Period 1 and escalation % in Period 2
» Select Fringe Benefit rate

= Note the ability to enter Cost Sharing for each expense item

{ N\
Detail ‘ Appointments Justifications H Cost Sharing H Effort Periods (§ Committed Effort = Save and Close == Save  Close
Costs by Budget Period |Eff0rt ~| | Show Calculation Details
PERIOD | ROLE | BASE SALARY | EFFORT | FRINGE BENEFITS m’
1 PD/PI  150,000.00, | 10.000/ | 15,000.00| 4,845.00 $ 19,845.00
L

2 pD/PI | Z|3-00j% | | 154,500.00/ [10.000, | 15,450.00] 4,990.35 20,440.35
3 poit |  Jw | 154,500.00 [10.000, | 15,450.00] 4,990.35 20,440.35
. popt 2| Jw | 154,500.00 [10.000, | 15,450.00] 4,990.35 20,440.35
5 poit 2| Jw | 154,500.00] [10.000, | 15,450.00] 4,990.35 20,440.35

Total $ 76,800.00 $ 24,806.40 $ 101,606.40
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Budget Tool — Budget Screen Ry ER

Electronic Research Administration

= Adding Non-Personnel Expense — single entry:
» Select Budget Category, then click “Add Item”
* Click “Detail” to access expense entry screen

Non-Personnel [Hide]

CATEGORY DIRECT COSTS | |

Equipment (Purchased) - $15,000.00  $15,000.00  $15,000.00  $ 15,000.00 $ 60,000.00  Delete
SubEtotaI N°“|'_ $0.00 $15,000.00 $ 15,000.00 $ 15,000.00 $ 15,000.00 $ 60,000.00
Equipment (Purchased) (™) Add Item

Equipment (Purchased)
! Facility or Equipment Rental/User Fees
Fee
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Budget Tool — Budget Screen

Electronic Research Administration

" |n the Detall view:
» Add descriptive text in Description
* Enter expense in Period 1 and escalation % in Period 2, if desired

* Future years will be automatically calculated or may be individually
edited

= Note the ability to enter Cost Sharing for each expense item

l M| Justifications H Cost Sharing “ Show Calculations = Save and Close = Save @ Close

Costs by "Budget Period" Annual Inflation Manual Entry v | Description | lab supplies

PERIOD | STARTDATE —  |ENDDATE o7

1 01-Oct-2021 30-Sep-2022 10,000.00/| Remove
2 01-Oct-2022 30-Sep-2023 [3.00/0f | 10,300.00] Remove
3 01-Oct-2023 30-Sep-2024 i (3.00/0 | 10,609.00] Remove
< 01-Oct-2024 30-Sep-2025 Z[3.00/95 | 10,927.27| Remove
5 01-Oct-2025 30-Sep-2026 Z[3.0005 | 11,255.09] Remove

Total $ 53,091.36
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Budget Tool — Budget Screen

= Adding Non-Personnel Expense — Bulk Entry:
* Click “Add Bulk Entry”

Add Bulk Entry

Non-Personnel [Hide
s PERIOD 1 | PERIOD 2 | PERIOD 3 | PERIOD 4 | PERIOD 5 | DIRECT COSTS
Detail Faninment (Piirchaced) - % 15.000.00 4 15.000.00 % 15.000.00 % 15.000.00 % 60.000.00 Deleta
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Budget Tool — Budget Screen

%S Penn

Electroni ch Admi

= |In the Bulk Entry screen for each expense item:

» Select Budget Category and enter Description

* Choose Inflation option (manual or a specific value; manual is shown)
* Enter expense Amount for Period 1 and Inflation % for Period 2

* Future years will be automatically calculated

Non-Personnel Costs

Click to Add all items
when entry is finished

Bulk Entry Close
INFLATION meﬂ
Select Budget Category v iod 1 o
Description: l Period 2
i Period 3 %
Inflation: Manual Entry - 5.0
Period 4[ ]% $[ 0 ]
Period 5 | o g0 ]
Select Budget Category v Period 1 % 4.0
Description: Period 2 [ ]% $[ 0 ]
, Period 3 | lo g0 J
Inflation: Manual Entry v
Period 4 % %0
Period 5 % | 30
Add New Row

Add additional expense
sections as needed
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Budget Tool — Budget Screen % Penn

Electronic Research Administration

= SubAwards added in Personnel will already be listed in Budget

v
w

£

a

Q

&
I

Period 1

+

Period 2

+

Period 3

+

Period 4

+

Period 5

+

SubAwards (1)

+

Justifications

Project Period: Source View: Rollup sul
01-0Oct-2021 to 30-Sep-2026 @
Periods [hide]
Year/Period Start End

1 01-Oct-2021 30-Sep-2022

2 01-Oct-2022 30-Sep-2023

3 01-Oct-2023 30-Sep-2024

4 01-Oct-2024 30-Sep-2025

5 01-Oct-2025 30-Sep-2026
5

Personnel [Show]

Non-Personnel [Show]

SubAwards [Hide]

[ | | INST/CONTRACTOR NAME | SUBAWARD NUMBER | PI ||

Click “Detail” to Import
or manually add expense

Castro
Detail Boston College 7017037 Samayoa,
Andres

Subtot:
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Budget Tool — Budget Screen

= SubAward budget screens function similarly to the Prime (Penn)
Budget

e Each SubAward has its own Cost Sharing and Justifications screens

= Select Import to insert Adobe Forms data from your subcontractor
to enter expense

= See the PennERA Quick Reference Guide for Subcontract Import
on our website (see last slide)

* Use the Import/Export function on the Budget screen to extract a blank
Adobe Forms document to send to your subcontractor

Edit Mode

Budget

Project Period: Source View: Proposal Structure Import/Export

SubAwards (1) — 01-Oct-2021 to 30-Sep-2026 Sponsor ~|
13 Boston College Edit Mode
Periods [hide] Sponsor [show] Cost Sharing [
Period 1 Year/Period Start End Total

Import/Export
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Budget Tool — Budget Screen

= SubAward budget detail may be manually entered if Adobe forms
are not available

* Follow the same steps for entering Personnel and Non-Personnel
expense as in the Prime (Penn) budget

* Imported data may also be manually edited
= F&A is manually entered at the bottom of the SubAward screen
 Amount is automatically calculated after entering Rate and Base

F&A Breakdown

| PERIOD | STARTDATE __| END DATE | INDIRECT COST TYPE ________RATE|  BASE| ___ AMOUNT |

(¥ 1 [ 01-0ct-2021 | [ 30-Sep-2022 [ MTDC | 51.000 | 29,876.00 | 15236.76| | Clear

[¥] 2 [01-0ct-2022 | [ 30-Sep-2023 ( 0.000 0.00] 0.00| | Clear

o.ooo]

[v] 4 | 01-0ct-2024 | | 30-Sep-2025 0.00] | Clear

] ] [
] ) [ [ [
[+ 3 [ 01-0ct-2023 | | 30-sep-2024 | | ] [ [ 0.0/ | 0.00] | Clear
] ] [ 0.000] | 0.0/ |
[+ 5 [ 01-Oct-2025 ] [30-Sep-2026 ] [ ] [ o.ooo] [ [

0.00] o.oo] Clear

Total $ 29,876.00 $ 15,236.76
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Budget Tool — F&A Screen SN Penn

Electronic Research Administration

= Each item of expense is displayed, showing actual Direct cost,
Base used to calculate F&A, and Requested F&A

Personnel Costs

] PERIOD 1 PERIOD 2 PERIOD 3 PERIOD 4 PERIODS | TOTAL_

Begud, John

Sponsor Directs 19,845.00 20,440.35 20,440.35 20,440.35 20,440.35 101,606.40
Sponsor F&A Base 19,845.00 20,440.35 20,440.35 20,440.35 20,440.35 101,606.40
Requested F&A 12,403.13 12,775.22 12,775.22 12,775.22 12,775.22 63,504.00
Directs & F&A Total $ 32,248.13 $ 33,215.57 $ 33,215.57 $ 33,215.57 $ 33,215.57 $ 165,110.40

Non-Personnel Costs

] PERIOD 1 PERIOD 2 PERIOD 3 PERIOD 4 PERIOD 5 TOTAL

Equipment (Purchased)

Sponsor Directs 0.00 15,000.00 15,000.00 15,000.00 15,000.00 60,000.00
Sponsor F&A Base 0.00 0.00 0.00 0.00 0.00 0.00
Requested F&A 0.00 0.00 0.00 0.00 0.00 0.00
Directs & F&A Total $ 0.00 $ 15,000.00 $ 15,000.00 $ 15,000.00 $ 15,000.00 $ 60,000.00
SubAwards

] PERIOD 1 PERIOD 2 PERIOD 3 PERIOD 4 PERIOD 5 TOTAL

Children's Hospital of Philadelphia

Sponsor Directs 4,000.00 4,120.00 4,243.60 4,370.91 4,502.04 21,236.55
Sponsor F&A Base 4,000.00 4,120.00 4,243.60 4,370.91 4,502.04 21,236.55
Requested FBA 2,500.00 2,575.00 2,652.25 2,731.82 2,813.78 13,272.84
Directs & F&A Total $ 6,500.00 $ 6,695.00 $ 6,895.85 $ 7,102.73 $ 7,315.82 $ 34,509.39
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Budget Tool — F&A Screen R ER

Electronic Research Administration

Edit Mode
SubAwards (1)
Calculation rate method Institution Base/Target Scheme $135,711.50 orift ¥
prevailing @ Blended $135,711.50 $0.00
Base Show Rate Effective
| Research Ll' Research (on campus) ~| 62.500 ARRl LBDLALESS

Justifications

= F&A is autocalculated for federal proposals

» Autocalculation options are available for federal proposals that do not
use a rate in the Penn-negotiated rate agreement

Base Show Rate Rate Effective

Research - | Manual Entry - 62,500 Apply Manual F&A
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Budget Tool — F&A Screen

Electronic Research Administration

= Manual entry is used for generic records
* Manual entry is now completed on one screen
* After entering a Rate, PD automatically calculates the F&A
* The Base may also be manually edited

F&A Breakdown

PERIOD START DATE | END DATE | INDIRECT COST TYPE BASE| AMOUNT| |

¥/ 1 Detail |01-Oct-2021 | | 30-Sep-2022 | | MTDC | | 10.000| | 23,845.00| | 2,384.50|  Clear
¥ 2 Detail |01-Oct-2022 | | 30-Sep-2023 | | MTDC | || 10.000, | 24,560.35| |  2,456.04| Clear
I¥J 3 Detail |01-Oct-2023 | | 30-Sep-2024 | | MTDC | | 10.000, |  24,683.95| | 2,468.40|  Clear
I¥] 4 Detail |01-Oct-2024 | | 30-Sep-2025 | | MTDC | | 10.000, | 24,811.26] | 2,481.13|  Clear
¥ 5 Detail |01-Oct-2025 | | 30-Sep-2026 | | MTDC | || 10.000| |  24942.39| |  2,494.24| Clear
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Budget Tool — Cost Sharing Screen % Penn

Electronic Research Administration

= Cost sharing may be entered for each expense item as added in
the Budget screen or recorded from the Cost Sharing screen

* The PD Budget Tool now automatically calculates values after a
Percent value has been entered in Period 1

* Different values may be entered in future periods if desired

—

Justifications

Cost Sharing Effort Periods O Committed Effort Save and Close Save Close
[ COST SHARING BY BREAKDOWN COST SHARING BY BUILD UP + ADD SOURCE

Detail || Appointments

_ PERIOD 5
SPO i
) Cost Sharing Type - - - - -
. . Category - - - - -
Justifications | INSTITUTION [Hide]
Type v - v - -

Category - v v v -
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Budget Tool — Justifications Screen(s)

SubAwards (1) Upload Form

Use Database

LOS ALAMOS NATIONAL —
LABORATORY Original PDF  Remove

o F L2

Period 1

+

UPLOAD "BUDGET JUSTIFICATION" DOCUMENTATION

Period 2

+

Browse... No file selected. Upload

Period 3

Period 4

= Justifications screens are available for
both the Prime/Penn and SubAward
Elements

II

Period 5

+

) Justifications

w
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Budget Tool — Versions Screen

= Versions allows multiple budgets to be created and exported to
Excel spreadsheets

= The initial version of the budget is noted as Active and is available
for download to an Excel spreadsheet

e The name can be edited

Edit Mode

Budget

Versions

SubAwards (1) Sl Version Name: [ ] Add New Version

| ID | SHOW [ NAME | VERSIONED BY_

0 Show | Initial |:AHN. BEATRICE

_ACTIVE | DOWNLOAD_ | REMOVE |

4/8/2020 3:12:11 AM o Download  4,008,455.28 Remove

Justifications

5' Initial incl equipment ] :A.

S
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Budget Tool — Versions Screen

= Create additional versions:
* Enter a unique name for the new version in Version Name

* Click “Add New Version”
* Make the new version “Active”
= Switch versions displayed in the Budget section by designating a

particular version as “Active’
= Any version may be download to an Excel spreadsheet

Versions

| Add New Version

Version Name: |

| ID | SHOW [ NAME | VERSIONED BY | DATE | ACTIVE | DOWNLOAD | TOTAL _____| REMOVE_

4/8/2020 9:12:11 AM Download 4,062,325.89 Remove

0 Show | Initial incl equipment | :AHN' BEATRICE

4,408,616.93 Remove

| Ford, Evelyn ] 4/8/2020 10:34:56 AM Download

1 Show | 2add faculty
4/8/2020 10:39:18 AM (e ] Download  4,297,320.70 Remove

2 Show | 3lesssequencing | Ford, Evelyn J

UNIVERSITY of PENNSYLVANIA@
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Budget Tool — Setup Screen % Penn

Electronic Research Administration

= Setup Screen functions include:
* Adding/removing Budget Periods and changing dates
* Changing the PI
* Opting in/out of mechanism validations (when available)

Budget
Setup

bA 1
AT + m PERIOD/DATES CHANGE PI IS0 [ MECHANISM OPT IN/OUT |
Currently Active Program Validations
OPT OUT | MECHANISM VALIDATION

A non-zero value for calendar months, academic months, or summer months is required for each senior/key person.

Justifications

Introduction cannot be over 1 page for Resubmissions.
Introduction cannot be over 1 page for Revisions.
Introduction is mandatory for Resubmissions/Revisions.

NIH Annual $500,000 direct cost limit applies to this proposal.

Project period may not exceed 5 years.

Project period may not exceed five Budget Periods.
Research Strategy is required.

Research Strategy page limit:12 pages

Specific Aims is required and limited to 1 page.
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Budget Tool

Important reminders about adding personnel and subcontractors:

= Always contact PennERAhelp@lists.upenn.edu in the following
situations:

 Existing Penn personnel cannot be located after searching
* SubAward entity cannot be located after searching
e Sponsor cannot be located

= DO NOT create profiles for existing Penn personnel

= DO NOT use a “placeholder” entity for a SubAwardee

= ALWAYS provide a valid Department name when adding SubAward
personnel

7 11

« “TBD”, “N/A”, and Penn ORG #s are not valid Department names

* SubAward entity name and Department name cannot be changed later:
Entry will have to be deleted

* Create a new profile for an existing SubAward person if a valid
Department name cannot be located
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Proposals with May 25 Deadline S Penn—

¢ Research Adminis ation

FORMS-F Funding Opportunity Announcements (FOAs) required
* For NIH submissions with a deadline date of May 25, 2020 or later

FORMS-E FOAs must continue to be used
* For NIH submissions with deadlines prior to May 25, 2020

Note: It's not the date the proposal is submitted that’s relevant;
it's the proposal due date that matters

To avoid rework it's always better to wait until after the PennERA
upgrade is complete to begin creating Proposal Development
records for NIH deadlines on or after May 25

Testing shows that records created by choosing FORMS-E FOAs
can be converted by reselecting the appropriate FORMS-F FOA,
but some previously entered data may require re-entry

* For example — Study Records and Inclusion Enrollment Report forms
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Reference Materials & Resources

= Updated reference materials will be available on the PennERA
website upon rollout:

 PennERA Proposal Development Reference Materials
* Proposal Development User's Guide
* Quick Reference Guides

= See list at our reference materials website link

= New reference materials for the new functionality will also be
available

= Resources:
 PennERA Website: https://www.pennera.upenn.edu/
« PennERA Email: pennerahelp@lists.upenn.edu
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PennERA - Proposal Development

Personnel and Budget Data Entry

Interest Areas: Budget, v15 Upgrade; Experienced Users

This guide provides an abbreviated overview of the Personnel and Budget components of a PennERA record, along with “quick

steps” for completing major data entry functions.

Please review the PD User’s Guide for detailed instructions and check the PennERA reference website for additional guidance.

All personnel may be entered from the Personnel screen;
effort, salary and fringe expense, and cost-sharing are added
in the Budget section.

e Subdivided into sections based on Personnel Type
selected, e.g., Key, Non-Key (see screen shot below).

e SubAwards (subcontracts) may be created here and
expense manually added or imported in the Budget
section.

o SubAward personnel may be directly entered if not
imported from an Adobe forms package.

e External personnel not part of a subaward can be
separately entered.

The Budget section opens a new window and consists of
screens that may be accessed and edited in any order.

Budget — Project budget totals are summarized on this
screen, and data for all expense can be entered here.

e When all data entry is finished, this screen is marked
“Completed” to lock the budget.

e In S2S records, a PDF of the budget form can be built.

e Subdivided into Personnel, Non-Personnel, and SubAward
sections.

o Key and Non-Key Personnel entered on the Personnel
screen are automatically listed here.

o Subcontract Adobe forms can be imported or exported
from the SubAwards section.

SubAwards — This section provides alternate access to create
and edit SubAward (subcontract) expense.

F&A — F&A is automatically calculated or manually entered.

Cost Sharing — Cost sharing is displayed here if any cost

sharing has been entered for expense items in “Budget”,
but it may also be manually entered here.

Justifications — Upload justification narrative when required.

Versions — Create multiple versions of the budget and export
to Excel.

Setup — Verify and update miscellaneous budget settings.

e Add/remove Periods and change Project/Period Dates.

e Change PI.

e Opt out of validations that may not be appropriate for a
specific application, such as budget limits.

Always contact PennERAhelp@lists.upenn.edu for these issues:

» A sponsor or subcontractor is not available for selection; the PennERA team will add to the database.
» An existing Penn staff name is not available for selection; the person may have an expired appointment.
DO NOT use “placeholder” or incorrect selections and DO NOT create new profiles for existing staff.

NOTE: Most searches use predictive text: Begin by using the least common term in the name, but you may also just begin

typing the name to see if it is available.

1. Add all personnel who are not part of a subcontract.

» Use for all Penn personnel (existing and TBD), Other Significant Contributors, and External Consultants who are not

associated with a specific subcontract.
STEPS

e Personnel screen > select Prime proposal element (Penn is the Prime).

Select Personnel Type.

Add Personnel [hide]

¥ Prime
SubAward: 7017036

UG TYwe

I Proposal Structure

Locate existing staff by typing in Name field.

| Begin typing to select Personnel Name... ‘

OR

Penn personnel).

o External Consultants also require identifying an external institution.
ALTERNATE STEPS for Key and Non-Key Personnel with Effort

e Budget section > Budget screen > Personnel heading.

Click Create Profile | for TBDs for names not located (never use for existing

— Person n_e_l Type

Key

Non-Key

Other Significant Contributor

Consultant - Key

Consultant - Non-Key

External Consultant - Key

External Consultant - Non-Key

External Consultant - Other Significant Contributor

e Begin typing (as shown) to locate the name of existing personnel. [ Begin typing to select Personnel Name...

OR

e Click Create Profi

e for TBDs or names not located (never use for existing Penn personnel).

e Select Type and Role, then click “Add Person”. | - Select Type --

'|| -- Select Role -- '| Add Person
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PennERA - Proposal Development &Pe

Elrdlinnis Beseasinh Adeinidralion

Personnel and Budget Data Entry Interest Areas: Budget, v15 Upgrade; Experienced Users

2. Create subcontracts.
» Subcontracts (SubAwards) can be initiated from the Personnel screen even if Adobe forms provided by the subcontractor

will be imported (see Item 6 to initiate the import process). Add
STEPS e Element |R

e Personnel screen > click | Proposal Structure  to open the Budget Structure screen. .
e Click Add SubAward to the Prime or Subaward element [do not select Add Subproject] el
o Adding a SubAward to an existing SubAward creates a second-tier subcontract, i.e., a subcontract on a subcontract.

e Begin typing to locate a SubAward entity and then an associated Pl. — | Locate subrecipient || select subaward
o If the PI’'s name is not already available for selection, click = create profile . .[/

ALTERNATE STEPS v

e Budget section > Budget screen > SubAwards heading (click [Show] if this section is hidden). Create Profile | | SelectPI  ~

[ Begin typing to select a Subaward Institution name ][ Begin typing to select a subawardPI ] Add SubAward
3. Add all SubAward personnel.
» if the subcontract is being imported from Adobe forms, see Item 6 below to initiate the import process.
STEPS
e Personnel screen > select SubAwards element of the Proposal Structure.
e Locate staff previously entered in PennERA by typing in Name field | Begin typing to select Personnel Name...
OR
o Click Create Profile | to add TBDs or named staff not already available for selection. Personnel [Show]

NOTE: While entering data on the Budget screen, individual sections may be expanded [Show] or
hidden [Hide] to assist in viewing only those sections being actively used for data entry. Non-Personnel [Show]

. Sh
4. Add Penn Personnel expense details. SubAwards [Show]

STEPS
e Budget section > Budget screen > Personnel heading.
e Click Petail for each person to add expense details — salary, benefits, effort, cost-sharing.

e Enter Base Salary in Period 1, inflation amount in Period 2, then select Fringe Benefits from &J next to the heading.
mioe ) fous | BASE SALARY |_EFFORT

PO/PI 30,000.00 | 35.00( 10,500.00 3,391.50 $ 13,891.50

2 PD/PI lE; 3,00_%| 30,900.00 35.00( 10,815.00] 3,493.25 14,308.25

5. Add Penn Non-Personnel expense.
STEPS
e Budget section > Budget screen > Non-Personnel heading.
e Begin typing or click to locate a Budget Category on click down arrow to view list.
Select Budget Category ¥ | Add Item

e Click Additem to create Detail screen to enter expense and cost-sharing.
e Enter value in Period 1, then inflation value in Period 2; PD will automatically calculate the remaining periods’ values.

PERIOD START DATE END DATE TOTAL

01-Oct-2020 30-Sep-2021 [ 100,000. DD Remove
2 01-Oct-2021 30-Sep-2022 ‘ 3. 00 % 103 000. 00 Remove

OR

e Enter specific values in each Period.

6. Add SubAward expense details.

STEPS

e Budget section > Budget screen > SubAwards heading.

e Click Petail to open SubAward screens.

e Click Import/Export = (ypper right) to import Adobe forms. See Quick Ref Guide for Importing Subcontracts for steps.
OR

Manually add and enter expense details using the same steps described above for Penn budget data entry.
o Enter F&A Breakdown at the bottom of the screen.
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PennERA — Access & Routing & PenneRA

Module Access & Routing Assignment Request Interest Areas: Access; Routing

By default, University research staff can access PennERA with their PennKey. This access, however, is limited to
records for which a user is PI. Users needing expanded access/roles in the PennERA application can request this
access via the Module Access & Routing Assignment Request form, available in PennERA.

e After logging into PennERA with your PennKey, click “Module Access & Routing” from

the left-hand menu. 5 search
e Click “Create New”. B Ccreate New
H “" H ”
o On the Create screen, click “Continue”. ©  elp - Ueer Guide

Identification Information

In this section, users will identify the assignee of the access as well as thgt individual’s supervisor. To select
someone other than yourself for either role, answer “No” and use the # icon to select the appropriate person.

Access Request
In this section, users will choose the type of request (Add, Update, Remove) and the module to be updated.

e |n each Module section, users must click Add to create a request line, then choose the Request, Role, and
ORG/ORG Parent. A Notes field is present if further explanation is needed.

e In Proposal Development/Proposal Tracking, Human Subjects Management, and Lab Animals Management,
users will choose the desired access level.

e In Proposal Routing & Approval Path Inclusion, users will choose the desired approval role.

Note: The Department Approver role must be assigned at the ORG level. Please specify individual ORGs.

Proposal Development / Proposal Tracking Access

Add
Request Role ORG/ORG Parent ORS Use Only
®Add ORemove  [Edit PD/View PT v | |GENE OApprove ObDisapprove | Delete
®©Add ORemove  [Profile Admin v | |4108 OApprove Obisapprove | Delete
Notes Proposal Routing & Approval Path Inclusion
Add
Request Role ORGJ/ORG Parent ORS Approval
®©Add ORemove  [Department Approver v | |4108 O~approve ODisapprove | Delete
@Add ORemove  |Department Approver v | [4124 OApprove Obisapprove | Delete

Notes

e Once the form is completed, users must click  Submit ' to submit the form for review.

e The review consists of the assignee’s supervisor (identified on the form), the School/Center Access
Administrator (identified by each School and maintained by the PennERA team), and the appropriate Module
Administrator(s) based on the request (ORS, IRB, OAW).

e Once the review is complete and all approved roles have been assigned, the assignee and supervisor will
receive an automated system message notifying them of the completed processing of the request.

For assistance, please contact PennERA Help PennERAhelp@lists.upenn.edu.
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PennERA — Access & Routing & PennERA

Module Access & Routing Assignment Request Review Interest Areas: Access; Routing; Review Dashboard

Review and approval of access requests take place fully electronically within PennERA. The review consists of the
following:

Assignee Supervisor (chosen in the request form)

School/Center Access Administrator

Module Administrator for the specified request (PD/PT, Routing Assignment, HSM, LAM)
The PennERA Security Administration team

The review for a request takes place in the Review Dashboard, similar to a proposal review.

e Once a request is submitted for review, a notification is sent to the first reviewer. This notification is received 3
ways: an email to the individual’s UPenn address (as identified in their PennERA profile), an internal message
to their PennERA Inbox, and an open Action Item in PennERA. All messages contain a link to the Review
Dashboard.

e The review is linear and subsequent steps will not send out notifications until the current step has completed.

Review Dashboard
e During the review process, the reviewer may make changes to the request by clicking the link to the form in
the dashboard.
Access Request - Access Request
Number: 62

Title: New Access Request Created for CHRISTIAN BITTO on 2/20/2020 10:08:53 AM
Submitted: 20-Feb-2020 10:12:44 AM

Form/Document Document Type Submitted

Module Access & Routing Access Request 20-Feb-2020 10:12:44 AM PDF
Assignment Request

e Once in the form, users can edit by unchecking the LockForm @ button. The button should be re-checked once
any edits are completed.
Note: Information on the functionality of the form can be found in the Quick Reference Guide for Creating
and Submitting an Access & Routing Assignment Request, available on our reference website.
e On the “Review” tab of the dashboard, users can make comments and select a decision. Previous comments
appear on the right side of the screen.

Add Comments: Select a decisi Comments | can see...
elect a aecision:
To be shared with everyone Posted By: CHRISTIAN
Bl I U|=|iS||ed||A|Y My Review Complete - Move Forward BITTO
i B During my review, |
have corrected the

_ ~ ORG for the PD
Return to Requester request

e To move the request forward in the review path, please click the “My Review Complete — Move Forward”
button. This will alert the next step and complete your review.

e To stop the review, please click the “Return to Requester” button. This will alert the individual for whom the
access is requested that the review has been cancelled and will unlock the form for them to make edits or
delete the request. Any new review will begin at the first step.

e The current route status can be found on the “Route” tab of the dashboard.

For assistance, please contact PennERA Help PennERAhelp@lists.upenn.edu.
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PennERA - Proposal Development & PenneERA

Converting Existing PD Records to NIH FORMS-F Interest Areas: NIH S2S Submissions

Effective Date: For Deadline Dates on or after 5/25/20. Review NOT-OD-20-077 for a complete discussion of how to
determine which package (FORMS-E or FORMS-F) to select. It’s about the Deadline Date, not the planned submission date.

If no data entry has been done in the existing record, we recommend a new record be created, selecting the correct FOA that
uses FORMS-F; be sure to delete the old record. If you opt to convert your existing record, please follow the steps below.

If problems are encountered during the conversion process, please don’t attempt to repeat steps or try to fix the record.
Contact the PennERA Help Desk for assistance. Do not select “placeholder” submission packages if you’re uncertain about
the correct choice: Contact the PennERA Help Desk for assistance.

o NIH Notice NOT-OD-20-077: complete information about this change, including determining which package and FOA to use,
https://grants.nih.gov/grants/guide/notice-files/NOT-OD-20-077.html.

e Summary of changes: https://grants.nih.gov/grants/electronicreceipt/files/high-level-form-change-summary-FORMS-F.pdf.

NIH annotated form sets: https://grants.nih.gov/grants/how-to-apply-application-guide/resources/annotated-form-sets.htm

NIH FORMS-F Application Forms Update video (YouTube video created by NIH).

NIH FORMS-F instructions: https://grants.nih.gov/grants/how-to-apply-application-guide/forms-f/general-forms-f.pdf.

1. Prior to converting the record:
o As a precaution, save to your local drive any data entered (screen print PDFs) or documents uploaded on the screens
noted below. Data entered and uploads will be lost to forms that are changed; usually unchanged forms don’t
experience any degradation.

PHS Assignment Request | Other Project Info ‘ HS/CT Form and any associated Study Records

o Make note of opted-out validations.
o Log out of PennERA, clear your browser’s cache, then quit the browser.
e Check our website for information on clearing your browser cache.
o Relaunch the browser, then open the record that needs to be updated.
2. Navigate to Setup Questions and click Get Opportunity Number.
3. Search for and select the appropriate FORMS-F package, then Save.
o To convert to FORMS-F setup, the opportunity must be re-selected and a FORMS-F package selected, even if the FOA
number has not changed.
o If a non-Parent FOA is not reissued, the number will remain the same and a FORMS-F package will be available for
selection for Deadline Dates on or after May 25, 2020.
o Parent Announcements will be reissued with only FORMS-F packages. Existing and new FOA numbers for these Parent
Announcements can be located at: https://grants.nih.gov/grants/guide/parent _announcements.htm.

Step 1: Continued (PAR-19-018 ) s2s m IEEED
CFDA
Opportunity Number Competition Competition S2S Open
Number[& & ID & Title & PackagelD @ [E  pate[& AgencyE Title &
PAR-19-018 FORMS-E Use for due PKG00245412 " 04- National Mechanisms of Disparities in  SPIN
Select dates on or Feb-2019 Institutes Etiology and Outcomes of
before May 24, of Health Lung Cancer in the U.S.: The
2020 Role of Risk and Protective
Factors (RO1 Clinical Trial
Not Allowed)
PAR-19-018 FORMS-F Use for due PKG00259388 «" 04- National Mechanisms of Disparities in  SPIN
Select dates on or after Feb-2019 Institutes Etiology and Outcomes of
May 25, 2020 of Health Lung Cancer in the U.S.: The

Role of Risk and Protective

4. Let the screen refresh, then check answers on Setup Questions to be sure they are correct and complete.
o If you previously opted out of any validations, please check the list: You may need to opt out again.
e The location for validations opt-out has changed in the new v15 version of the PennERA software.

Locate it in Budget > Setup > LA ENI SRl S VIeIlA I .

o Change Deadline Date to the next Federal business day if it falls on a weekend or Federal holiday.

Copyright © 2020, University of Pennsylvania. All rights reserved.
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PennERA - Proposal Development

Converting Existing PD Records to NIH FORMS-F

5. Check proposal setup on Setup Questions.

o Please do not attempt to fix the proposal if you have questions

about the setup.

o Check that Competition ID and Forms Version are both FORMS-F.
o Check the list of forms and versions (changes noted below), as well
as available screens, to ensure that all appropriate forms/screens

are present.

Interest Areas: NIH S2S Submissions

Competition D FORMS-F
Competition Tile ~ Use for due dates on or after May 25, 2020

Form Version FORMS-F

o Not all forms or screens are present in every funding opportunity.

Changes due to PennERA v15 upgrade are noted in green.

Setup Questions

e V15 change: No longer asks if there are subcontractors.

See PennERA Personnel and Budget upgrade
documentation for details.

SF424 (R&R)
No changes.
Other Project Info
No changes.

Human Subjects/CT
(Human Subjects and Clinical Trial Information)

Should be v2.0 on Setup Questions list of forms.

e Reworked landing page to require an answer and
supporting explanation (if applicable) for the question
“Does any of the proposed research in the application
involve human specimens and/or data?” for all
applications.

e V15 change: New function available to create and
populate data for a Study Record by importing from a

registered clinical trial at ClinicalTrials.gov.
|Import from CIinicaITriaIs.gov|

Study Record

Several Forms-F related changes. See NIH High-Level
Summary of Changes

PHS Inclusion Enrollment Report

No changes.

PHS398 Assignment Request

e Should be v3.0 on Setup Questions list of forms.
e Changed several field labels.

e Removed fields

o Do Not Assign to Awarding Components
o Do Not Assign to Study Sections

e Added “Rationale for assignment suggestions” text box.

S$2S Forms

e Any forms on this screen may still be marked
“Completed” after conversion to FORMS-F, but the data
and/or uploads may need to be re-entered/uploaded.

Performance Sites

No changes.

PHS398 Research Plan
No changes.
Personnel

No FORMS-F changes.

e V15 change: New Personnel data entry screen. See
PennERA Personnel and Budget upgrade documentation
for details.

Budget

e V15 change: New Personnel data entry screen. See
PennERA Personnel and Budget upgrade documentation
for details.

Approvals
No changes.
PHS398 Cover Page Supplement

e Should be v5.0 on Setup Questions list of forms.
e Added new Human Fetal Tissue Section.

Finalize
No changes.
PHS Research Training Program Plan

e V15 change: Total funds requested is now linked to the
SF424 R&R fund requested section.

PHS Career Development Supplemental Form

e Added new attachment titled “Description of Candidate’s
Contribution to Program Goals” to the Environment and
Institutional Commitment to Candidate Section.

PHS Fellowship Supplemental Form

e Added new attachment titled “Description of Candidate’s
Contribution to Program Goals” to the Institutional
Environment and Commitment to Training Section.

For assistance, please contact PennERA Help PennERANhelp@lists.upenn.edu.

Copyright © 2020, University of Pennsylvania. All rights reserved.



mailto:PennERAhelp@lists.upenn.edu
https://researchservices.upenn.edu/download/1499/v15-PennERA-BudgPers-Instructions-pkg.pdf
https://researchservices.upenn.edu/download/1499/v15-PennERA-BudgPers-Instructions-pkg.pdf
https://grants.nih.gov/grants/electronicreceipt/files/high-level-form-change-summary-FORMS-F.pdf
https://grants.nih.gov/grants/electronicreceipt/files/high-level-form-change-summary-FORMS-F.pdf
https://researchservices.upenn.edu/download/1499/v15-PennERA-BudgPers-Instructions-pkg.pdf
https://researchservices.upenn.edu/download/1499/v15-PennERA-BudgPers-Instructions-pkg.pdf

PennERA v15 Personnel Overview and Basic Data Entry

This section is intended for experienced users, or those who have some familiarity with PennERA.
New users may also find it helpful.

Expanded and more detailed instructions are included in the PennERA Proposal Development User’s
Guide:

o Step-by-step instructions with screen shots.
o Helpful for all user levels but especially for newer users.

All actions to add Penn and SubAward personnel and to create SubAwards can be initiated from the
Personnel screen.

Budget details for Personnel, Non-Personnel, and SubAwards (subcontracts) are added from the
Budget section.

Overview and Basic Data Entry Steps: Personnel Screen
This section provides a high-level overview of the Personnel screen and Budget section.

All actions to add Penn and SubAward personnel and to create SubAwards can be initiated from the
Personnel screen.

Budget details for Personnel, Non-Personnel, and SubAwards (subcontracts) are added from the
Budget section.

NOTE: Penn Key and Non-Key Personnel and SubAwards may also be added in the Budget section.

Personnel Screen Basic Data Entry

Personnel

Select where to add
personnel — Prime
(Penn) or SubAwards.

Add Personnel [hide] / /

l Prime :I Proposal Structure

Create SubAwards (subcontracts).

Personnel Type

4"1}/ ALL personnel types are
selected from this list.
Name (Last, First) Role

[ Begin typing to select Personnel Name.l l Co-PD/PI

Use for existing personnel. Identify Role for all

personnel entries.

Use ONLY for new or to-be-named personnel.

2. Proposal Structure
¢ The elements of the Proposal Structure are Prime (Penn) and SubAwards.

e Use the drop-down list to select where to add personnel, either on the Prime (Penn) or
SubAward budgets.
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SubAward: 7017036

e Click | proposal stucture t0 add SubAwards (subcontracts) and view the elements in the
proposal record.

Budget Structure Master/Child Structure Save Close

Associated Budget/Award Increments
Institution | Project PI Start Add
Element Organization | PI Department | Period Type Date Active Element

Requested Period : 01
3 d Budget Period *

I SSSTVPS Click Add SubAward in Prime U
[Frime <« 527 [] remnsyivania | & tO create a subcontract. t-zozz\‘l res sobproses

3 BUUYET PETTOO

bl

Oct-2023
01-
Oct-2024

01-
Oct-2020

Budget Period *

Requested Period
5

Requested Period
1

Budget Period *

. . = o
| entarers—1|  Click Add SubAward in Oct-2021
SubAward IW ® Hospital of % l FPPTS— f{emove

Philadelphia SubAward to add a
second-tier subcontract.

PRECTE
Oct-2023

01-
Oct-2024

d *

¢ IMPORTANT NOTE: Always contact PennERAhelp@lists.upenn.edu if a SubAward entity
is not available for selection. Do NOT select a “placeholder” entity.

3. Personnel Type — list of values Personnel Type
¢ Use the drop-down list to select. [ < -
NOTE: Key and Non-Key Personnel Nz:'l_Key
may also be added from the Budget Other Significant Contributor
section. Consultant - Key

Consultant - Non-Key

External Consultant - Key

External Consultant - Non-Key

External Consultant - Other Significant Contributor

4. Name (First, Last) — data entry field

¢ Use this field to enter the name of existing staff for either Penn or SubAward personnel
already included in the subcontractor database.

e This is a predictive search field: Begin typing either first or last name to locate existing
names.

5. Create Profile — action

e This action is used to add personnel who are not available from the list of existing
people.

e Do not use this option to add existing Penn personnel who are not located during the
locate step above.

o Contact PennERAhelp@lists.upenn.edu if existing staff are not available for selection.

6. Role — list of values
e Use the drop-down list to select from a list of commonly used Roles.

e Use “Other (specify)”or “Other Professional” to provide customized user-defined
descriptions.


mailto:PennERAhelp@lists.upenn.edu
mailto:PennERAhelp@lists.upenn.edu
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Personnel Screen Data Display

Senior/Key
B e e W | e P

Evelyn J Ford University of Pennsylvania
PD/PI * 8760 - Research Services
Jill Phillips Ginsberg -b Chlldrens Hospital of Philadelphia
SubAward PI

Soraya Abbasi h
Other Sgnicant Contibuor neod Warning flag for missing required
DONNA M NEY Unive
Consultant 8760|

ELIZABETH D PELOSO wn data. Click to view missing items.

Co-Investigator 8760|

odd S Swavely umi  Click on Name to view/edit

«PD/PI 8760| N
rders and Transiational L]

Click and hold to re-order es

Click to upload.

personnel using drag-and-drop.

TRISTIRTT OITTO
Graduate Student =

8760 - Reszla:‘tﬂ Services E E .2

Legend provides proposal structure identifiers
Legend: 4,_/ . .
© rime for all personnel, either Prime or SubAward.

) subAward - 7017036 (Jill Ginsberg) [

Internal Administrative Contact (this information does not go to the sponsor)

[ Susan B. Anthony

Enter contact BA information.

Resp BA phone | 215-898-0000

Resp BA email | anthonys@upenn.edu )

Personnel listings are grouped by the selected Personnel Type (screen shot above shows only two
Types — Senior/Key and Non-Key).

e Click on individual names to view PennERA Profile details.
o Always update detail from within the PennERA Profile.

o Click on the = icon to send a message requesting the selected person to update his/her
Profile.

o Upload required documents for Senior/Key Personnel in S2S applications that must provide a
Senior/Key Person form.

« Individual listings may be re-ordered by clicking and holding : to enable drag-and-drop at the
beginning of each entry.

« Personnel are identified by a proposal structure icon @, either as Prime (Penn) or SubAward.

o Effort is shown as entered in the Budget section.
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Overview and Basic Data Entry Steps: Budget Section

This section is intended for experienced users, or those who have some familiarity with PennERA.
New users may also find it helpful.

Expanded and more detailed instructions are included in the PennERA Proposal Development User’s
Guide:

o Step-by-step instructions with screen shots.
o Helpful for all user levels but especially for newer users.

All actions to add Penn and SubAward personnel and to create SubAwards can be initiated from the
Personnel screen.

Budget details for Personnel, Non-Personnel, and SubAwards (subcontracts) are added from the
Budget section.

NOTE: Penn Key and Non-Key Personnel and SubAwards may also be added in the Budget section.
Budget Section

This section provides a high-level overview of the Budget section.
The Budget section consists of several screens. Period 1

 Budget opens in a separate window; all other record screens may FRA ©
still be accessed from the record’s browser window separately
from this section.

v
o
c
-3
Q
o
~
| |

e Screens may be accessed and edited in any order. S +
¢ Each screen can be accessed from the list in the left frame or from
the primary “Budget” screen.
e Click + at the end of each screen item to expand and view Period 5 +
additional screens within a Period or SubAward. This is an
alternate method to accessing directly from “Budget”. ST )
Budget Children's Hospital of +

Philadelphia

-

o Data entry for all types of expense is entered and edited from the
primary “Budget” screen.

e This screen is subdivided into Personnel, Non-Personnel, and
SubAward sections.

e Subcontract Adobe forms can be imported or exported here.

e Budgets may be exported to Excel spreadsheets.

e Budget totals for the entire project are summarized on this screen and may be viewed by
Project, Sponsor, Institution (cost-sharing) or UnAllowable Costs.

o A PDF of the relevant S2S budget forms can be built and viewed.
e When all data entry is finished, this screen is marked “Completed” to lock the budget.
SubAwards

o This section provides an alternate method for creating and editing SubAward (subcontract)
expense.
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e Each SubAward is also listed and can be accessed from this link and expanded to view/edit
each Period, Cost Sharing, and Justification.

F&A

o F&A is either calculated or manually entered on this screen.

e Summary F&A Breakdown information is available, as well as detail for each expense item.
Cost Sharing

e Cost sharing is displayed here if any cost sharing has been entered for expense items in
“Budget”.

o Cost sharing may also be manually entered here for each expense item.
Justifications

o Upload justification narrative when required.
Versions

o Create multiple versions of the overall budget.

e Download an Excel spreadsheet of any version.

Setup

GENERAL PERIOD/DATES CHANGE PI BUDGET SOURCES MECHANISM OPT IN/OUT

¢ Miscellaneous settings can be edited in this section, including:

o Period/Dates — Add/remove Periods and change Project/Period Dates.
o Change PI.

o Mechanism Opt In/Out — Opt out of miscellaneous high-level validations when appropriate,
such as budget limits.
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Budget Screen Display

The Budget screen displays funds
requested from the Sponsor (Source

View) as the default view but may be Export to Adobe forms or Excel spreadsheet.
changed to show Project totals. /

Penn does not use subprojects; leave at “Not Rollup.”

Edit Mode

Project Period: Source View: Rollup subprojects: Proposal Structure Import/Export Build PDF Complete Budget
01-Oct-2020 t0 30-Sep-2025 | sponsor | [ Not rollup 7]
=

View budget elements Only S25 records. Lock budget.

(PrimE/Penn and Su bAwards). Cost Sharing [show] Project [hide]

YYear/Period Start End Total Total Directs F&A Total

01-Oct-2020 30-Sep-2021 75,248.41 - 61,741.50 13,506.91 75,248.41
01-Oct-2021 30-Sep-2022 91,283.47 o 77,789.83 13,493.64 91,283.47
01-Oct-2022 30-Sep-2023 93,097.99 - 79,381.84 13,716.15 93,097.99
01-Oct-2023 30-Sep-2024 94,962.31 o 81,018.76 13,943.55 94,962.31

01-Oct-2024 30-Sep-2025 96,877.85 - 82,701.89 14,175.96 96,877.85

$ 451,470.03 $0.00 $382,633.82  $68,836.21 $ 451,470.03

personne] (Show | Click [Show] to display entries for each heading;
Nm_kmn headings may be hidden again by clicking [Hide]. Add Bulk Entry

SuhAward

| PERIOD1| PERIOD2| _PERIOD3| PERIODA| _PERIODS|TOTALCOSTS | |

Total Sponsor Direct Costs: $61,741.50 $ 77,789.83 $ 79,381.84 $ 81,018.76 $82,701.89  $382,633.82
Total Direct Costs less Subaward F&A**:  $ 61,741.50  $ 77,789.83 ¢ 79,381.84  $ 81,018.76  $ 82,701.89  $ 382,633.82
Sponsor F&A: 13,506.91 13,493.64 13,716.15 13,943.55 14,175.96 68,836.21
Total Sponsor Costs:  $ 75,248.41 $91,283.47 $93,097.99 $94,962.31 $96,877.85 $ 451,470.03
**Not included in the Grand Totals

1. Source View

e The budget defaults to the Sponsor View, that is, the funds being ~
requested from the Sponsor.

Institution
Unallowable

o Users can change the view to select one of the other options to
view expense entry.

2. Rollup subprojects

« Penn does not use the subprojects component of Proposal Rollup subprojects:

Development; leave this set to “Not Rollup”.
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3. Proposal Structure
e The elements of the Proposal Structure are Prime (Penn) and SubAwards.

e SubAwards added on Personnel will already appear here, but may also be initiated in this
section of Budget.

Budget Structure Master/Child Structure Save Close

Associated Budget/Award Increments
Institution | Project PI Start Add
Element Number ID Organization | PI Department | Period Type Date Active Element Remove

Requested Period gx O1-
i Budget Period oer-2020 ¢

| | Click Add SubAward in Prime  |z021

. L £ - prop
([ erme_] “7 | ® s |d to create a subcontract. A N et |
4 BUgger Feroa Oc;~2023
:eq““te‘j Period  guaget period * (c’)t;—zuzq
I}equested Period Budget Period * 001":;‘2020
. . g= O
| lemwens—1 Click Add SubAward in oct2iat
SubAward IW ® Hospital of %—n l Add SubAward FEIT\OVE
piageiphia || SybAward to add a o
. Oct-2023
second-tier subcontract. [T o
T = Oct-2024
4. Import/Export Import/Export Close
b EXpOFt bUdgetS: Export Budget to Excel®
. ®
o ...to an Excel spreadsheet for internal Import Budget From Adobe - Forms
use. Export Budget to Adobe® Forms

Extract a Blank Adobe® Form

o ...to Adobe Forms to send to a
collaborating institution if Penn is a
subcontractor.

e Import a budget from Adobe Forms if this is a generic record and you have already
completed this package.

NOTE: Since data entry in PennERA is simpler and most calculations are automated, it is
recommended that users complete a detail budget in a PennERA generic record,
then export that information to Adobe Forms.

NOTE: This is not the location for importing SubAward budgets from Adobe Forms. That
step is completed in individual SubAward budgets.

o Extract a blank Adobe Form to send to collaborating institutions who will be
SubAwardees on this application. It is completed and returned for importing in the
SubAward budget.

5. Build PDF

« In S2S records, the budget may be built to display a PDF of the Bulic.EDE
completed budget form.
6. Complete Budget Edit Mode
e Click this option to lock the budget when all data entry is
completed. Complete Budget
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Budget Screen Basic Data Entry

=/ PERIOD 1 | PERIOD 2 | PERIOD 3 | PERIOD 4 | PERIOD 5 | DIRECTCOSTS | |

&
Ford, Evelyn  PD/PI $2,610.28 $2,610.28 $2,610.28 $2,610.28 $2,610.28 $ 13,051.40

\"2]
N Co-
Detail BITTO, CHRISTIAN Investigator 26,102.79 26,102.79 26,102.79 26,102.79 26,102.79 130,513.95 Remove
Subtotal Personnel: $ 28,713.07 $ 28,713.07 $ 28,713.07 $ 28,713.07 $ 28,713.07 $ 143,565.35
Add New Profile | Begin typing to select Personnel Narme... H -- Select Type -- j{ -- Select Role -- j Add Person

Add Bulk Entry
Non-Perspnnel [Show]

SubAwards [Show]

1. Personnel, Non-Personnel, and SubAwards headings
¢ All expense is entered in one of these three sections.
e Click [Hide] to hide the information in that section and leave only the heading visible.
o Once hidden, click [Show] to redisplay the section.
2. Personnel

¢ Personnel identified as Key or Non-Key added on the Personnel screen will be displayed
here.

¢ Only personnel with effort are listed on the Budget screen.

e Click ' petail to enter salary, effort, fringe benefits, and cost sharing detail.

¢ See the detailed instructions to add Key and Non-Key Personnel directly in this section.
3. Non-Personnel — single-item expense entry

Select Budget Category ~ || Add Item

¢ Begin typing to select a Budget Category.

| Add Item
¢ Alteration and Renovations
Computer Automated Data Processing Services |
Consultant Services
Equipment (Purchased)
Farilitvs Ar FAliinmant Dantal/l lecar Faae
e Click “Add Item”.

CATEGORY |__PERIOD 1| PERIOD 2| PERIOD 3| PERIOD 4| PERIOD5|DIRECTCOSTS| |

Equipment (Purchased) - $ 15,000.00 - $15,000.00 Delete

e Click ' petail to enter amounts for each Period.
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4.

Non-Personnel — bulk expense entry

Add Bulk Entry

Non-Personnel [Hide
| PERIOD 1 | PERIOD 2| PERIOD 3 | PERIOD 4 | PERIOD 5 | DIRECT COSTS _
i Detail Fauinment (Purchased) - $15.000.00 $15.000.00 $ 15.000.00 $ 15.000.00 $ 60.000.00 Delete :

e Click “Add Bulk Entry” to begin.

¢ In the Bulk Entry screen for each expense item:
o Select Budget Category and enter Description.
o Choose Inflation option (manual or a specific value; manual is shown).
o Enter expense Amount for Period 1 and Inflation % for Period 2.

o Future years will be automatically calculated.

Non-Personnel Costs C|ICk tO Add a” ItemS
Bulk Entry pd | ciose when entry is
FE_ finished.
Select Budget Category - & 3[ 0
Description: || Period 2| ]%] $0
Inflation: Manual Entry - period3____ Jw g0 |
perioda____Jw d0 |
Period 5 % 50
| Select Budget Category v ‘ Period 1 % $0
Description: J Period 2 [:]% $D
Inflation: Manual Entry - Pericd 3 :]% $E]
Period 4 :]% 5 0
Period 5 % | $0 L.
= Add additional
Add New Row .
expense sections
as needed.
SubAwards

SubAwards [Hide]

INST/CONTRACTOR NAME | SUBAWARD NUMBER | PI | SHORT FORM | PERIOD 1 | PERIOD 2 | PERIOD 3 | PERIOD 4 | PERIOD 5 | DIRECTCOSTS | |
o ‘ S ‘

Castro - N $0.00
Detail Boston College 7017036 Samayoa, (3 Delete
Andres
Subtotal SubAwards: $0.00 $ 0.00 $0.00 $0.00 $ 0.00 $ 0.00
[ Begin typing to sefect a Subaward Institution name | Begin typing to select a subawardPI || Add SubAward | Import

e SubAwards entered in Personnel will already be displayed here, but additional SubAwards
may be added.

e Click | petail to manually enter budget details for each SubAward or to import from Adobe
Forms.

e Each SubAward screen displays with a “watermark” to aid in identifying that this is a
SubAward budget data entry screen.
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Project period: Source view: T
01-0Oct-2021 to 30-Sep-2026

Periods [hide] Sponsor [show] Cost Sharing [show] Project [hide]

Year/Period Start End Total Total Directs F&A Total
1 01-Oct-2021 30-Sep-2022
2 01-Oct-2022 30-Sep-2023
3 01-Oct-2023 30-Sep-2024
4 01-Oct-2024 30-Sep-2025
5 01-Oct-2025 30-Sep-2026

$ 0.00 $ 0.00 $ 0.00 $ 0.00 $ 0.00

DIRECT COSTS | |

Castro Samayoa, Andres gj.rbAward $ 0.00
Subtotal Personnel: $ 0.00 $0.00 $ 0.00 $ 0.00 $ 0.00 $0.00
Add New Profile [ Begin typing to select Personnel Name... ” -- Select Type -- j[ -- Select Role -~ j Add Persaon

Add Bulk Entry

Non-Pergonnel [Show]

SubAwatds [show]

e The data entry sections and method are identical to entering information in the
Prime/Penn budget screens; those instructions may be followed to manually complete
the information.

OR
e Click on | mporvexeort | to Import budgets provided on Adobe Forms by SubAwardees.
o After locating the Adobe Form to import:

o Map each Budget Period appropriately.

o Identify a valid Department Name for each person —“N/A”, “None”, and Penn ORG #s
are NOT valid Department Names.

o Select an appropriate budget Category, if necessary — not always needed.

1) Click Process

o Imported budgets are fully editable, if changes are needed.

Periods
1 2 3 4 5
Uni ity of Pennsy
£ =]
Per
Name (First Person in the list below will replace subaward P! selected during subaward setup) Department (optional)

THOMAS, STEVEN A l Add New

I Educational Leadership & Higher Education ;I

BETLEY, JOHN N [ Add New

[ Educational Leadership & Higher Education 3

LEE, vIRGINIA M| Add New [ Educational Leadership & Higher Education ]| )

Research Associate | Add New

I Educational Leadership & Higher Education EI

Research Specialist [ Add New

(KN | K| K| K| KR

[ Educational Leadership & Higher Education 3 :]

Period 1

Direct Cost|Sponsor Budget Category

Other Costs [ Other Costs :I

Period 2

Direct Cost|Sponsor Budget Category

I [ESve 1
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F&A Screen Basic Data Entry

F&A Source View:
Calculation rate method Institution Base/Target Scheme $96,686.10 Drift ¥
Prevailing @ Blended $96,686.10 $0.00
Base Show Rate Effective
[ Research j [ Research (on campus) j 62.500 Apply, Kanuaiies

1. F&A is automatically calculated for proposal records using federal sponsors.

e PennERA defaults to the current F&A rate for Research projects and calculates all future
years based on the negotiated rate agreement.

¢ The rate may also be adjusted for those federal proposals that have other negotiated
rates or a mandated rate listed in the Funding Opportunity Announcement.

o Typical examples are NIH training grants (T’s) and Career Development Awards (K's),
which use 8%.

Base Show Rate Rate Effective
[ Research j[ Manual Entry L” 8.000 8.000

Apply

2. Generic records using non-federal sponsors requiring manual data entry.

e Click Manual F&A to begin manual data entry.

Base Show Rate Effective
Research LI [ Research (on campus) ;l 62.500 Apply hanualBk8

e Totals may be manually entered for each expense item — recommended if the TDC is not
the same as Modified Total Direct Cost (MTDC or F&A Base) — or entered as lump sum
values in the F&A Breakdown section.

Prime**
PERIOD 1 PERIOD 2 PERIOD 3 PERIOD 4 PERIOD 5 TOTAL

Begud, John - 10073627

Sponsor Directs 150,000.00 150,000.00 150,000.00 150,000.00 150,000.00 750,000.00
Sponsor F&A Base [ 150,000.00| (" 150,000.00| [ 150,000.00 750,000.00
Requested F&A [ 93,750.00] [ 93,750.00] [ 93,750.00] 468,187.50
Directs & F&A Total $ 243,187.50 $ 243,750.00 $ 243,750.00 $ 243,750.00 $ 243,750.00 $1,218,187.50
e et 1 | PERioD2 | PERIODS | PERIOD4 | PERIODS | TOTAL]
Direct Cost Totals $ 150,000.00 $ 150,000.00 $ 150,000.00 $ 150,000.00 $ 150,000.00 $ 750,000.00
F&A Base Totals** $ 150,000.00 $ 150,000.00 $ 150,000.00 $ 150,000.00 $ 150,000.00 $ 750,000.00
F&A Totals $ 93,187.50 $ 93,750.00 $ 93,750.00 $ 93,750.00 $ 93,750.00 $ 468,187.50

Grand Totals $ 243,187.50 $ 243,750.00 $ 243,750.00 $ 243,750.00 $ 243,750.00 $ 1,218,187.50

**Not included in Grand Totals

F&A Breakdown

| PERIOD | STARTDATE | ENDDATE _ [INDIRECTCOSTTYPE | RATE|  BASE| __ AMOUNT| |

(4] 1 Detail [ 01-Oct-2020 | [30-un-2021 | [ Research ] ( 62.000) [ 112,500.00 [ 69,750.00] | Clear

Detail [01-Jul-2021 | [30-sep-2021 | [ Research J ( 62.500 [ 37,500.00] [ 23437.50] | Clear
(vJ 2 Detail [ 01-Oct-2021 | [30-sep-2022 | [ Research ] ( 62.500| [ 150,000.00 [ 93,750.00] | Clear
[vJ 3 Detail [ 01-Oct-2022 | [30-sep-2023 | [ Research ] ( 62.500) [ 150,000.00 [ 93,750.00] | Clear
(v] 4 Detail [ 01-Oct-2023 | [30-sep-2024 | [ Research ] ( 62.500] [ 150,000.00] [  93,750.00] | Clear
[vJ 5 Detail [ 01-Oct-2024 | [30-5ep-2025 | [ Research ) ( 62.500| [ 150,000.00 [ 93,750.00] | Clear

$ $

Total 750,000.00 468,187.50



PennERA v15 Budget Overview and Basic Data Entry

Cost Sharing Screen Basic Data Entry

Non-Personnel Costs

] PERIOD 1 PERIOD 2 PERIOD 3 PERIOD 4 PERIOD 5 TOTAL

Detail ~ Other Costs

Sponsor 150,000.00 150,000.00 150,000.00 150,000.00 150,000.00 750,000.00
Institution 0.00 0.00 0.00 0.00 0.00 0.00
Unallowable 0.00 0.00 0.00 0.00 0.00 0.00

| Non-Per 1 $ 150,000.00 $ 150,000.00 $ 150,000.00 $ 150,000.00 $ 150,000.00 $ 750,000.00

1. Cost sharing may be entered for each expense item during Budget data entry, or may be
individually entered in Cost Sharing.

2. Click retail | to access the cost-sharing data entry screen for each expense item from this
location.

[ COST SHARING BY BREAKDOWN COST SHARING BY BUILD UP + ADD SOURCE

F
SPONSOR [Hide]

Type M M M M M
Category - - - - -

INSTITUTION [Hide]

Cost[0.00 |
Type v M v M e
Category v v v v -

3. Enter a Percent value in either the Sponsor or Institution section, and PennERA will
automatically recalculate the Percent for the future years and for the other funding source.

I COST SHARING BY BREAKDOWN + ADD SOURCE

O
@
_|
wn
xI
i
e
=2
(9]
v 1)
<
®
C
=]
[
O
C
o

I e B
SPONSOR [Hide]

Type M M v v v
Category M v - - -

INSTITUTION [Hide]
Percent| 10.000

Cost| 15,000.00
Type
Category v

10.000
15,000.00

10.000
15,000.00

10.000
15,000.00

10.000
15,000.00

4
4
4
4

4
4
4

Justifications Upload Screen

Budget
tucee Justifications

Upload a narrative justifications
document if required by the
sponsor, or if one is being sent
with the application, even if not
required.

© Upload Form
Use Database

Original PDF  Remove

b Justifications &) o2

UPLOAD "BUDGET JUSTIFICATION" DOCUMENTATION
Browse..  No file selected. Upload

|4
o]
+
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Versions Screen Basic Data Entry

Edit Mode

BUEORE Versions

SubAwards (1) EM  version Name: [:] Add New Version
[ 1D | SHOW | NAME | VERSIONED BY

Cost Sharing 0 Show :AHN, BEATRICE

| ACTIVE | DOWNLOAD | TOTAL | REMOVE |

4/8/2020 9:12:11 AM [-] Download  4M808,455.28 Remove

Justifications

) Versions

Setup

1. Versions allows multiple budgets to be created and exported to Excel spreadsheets.
2. The initial version of the budget is noted as Active and is available for download to an Excel
spreadsheet.
e The name can be edited.
3. Create additional versions:
Versions
Version Name: [:] Add New Version
| ID | SHOW | NAME | VERSIONED BY [ DATE | ACTIVE | DOWNLOAD | TOTAL | REMOVE |
0 Show :AHN’ BEATRICE  4/8/2020 9:12:11 AM Download  4,062,325.89 Remove
1 Show Ford, Evelyn ] 4/8/2020 10:34:56 AM Download  4,408,616.93 Remove

2 Show Ford, Evelyn ] 4/8/2020 10:39:18 AM o Download  4,297,320.70 Remove
e Enter a unique name for the new version in Version Name.
e Click “Add New Version”.
e Make the new version “Active”.

¢ Switch versions displayed in the Budget section by designating a particular version as
“Active”.

e Any version may be download to an Excel spreadsheet.

10
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Setup Screen Basic Data Entry

Budget
Setup Show

GENERAL PERIOD/DATES CHANGE PI BUDGET SOURCES { MECHANISM OPT IN/OUT l
Currently Active Program Validations
OPT OUT | MECHANISM VALIDATION

A non-zero value for calendar months, academic months, or summer months is required for each senior/key person.

+
+

SubAwards (1)

Cost Sharing

Justifications Introduction cannot be over 1 page for Resubmissions.

" Introduction cannot be over 1 page for Revisions.
Versions

Introduction is y for Resubmissi

m NIH Annual $500,000 direct cost limit applies to this proposal.

Project period may not exceed 5 years.

Project peried may not exceed five Budget Periods.
Research Strategy is required.

Research Strategy page limit:12 pages

Specific Aims is required and limited to 1 page.

1. Consult PennERAhelp@lists.upenn.edu for questions about the General screen.
2. Periods/Dates
e Add or remove Budget Periods.

e Change Project Period and/or Budget Period Dates.
3. Change PI

e Change the PI here if the correct PI was not identified during proposal creation.

4. Consult PennERAhelp@lists.upenn.edu for questions about Budget Sources.
5. Mechanism Opt In/Out

¢ This screen is shown in the screen shot above and was previously located on Setup
Questions.

e Opt out of any validations that may not be appropriate for this application.

e These will only opt out of validations in the PennERA record. Electronic warning/error
messages may still appear upon submission and shoul/d not be ignored.

11


mailto:PennERAhelp@lists.upenn.edu
mailto:PennERAhelp@lists.upenn.edu

L

PennERA v15 Personnel and Budget Quick Steps

Quick Steps: Personnel Screen and Budget Section

This section provides recommended quick steps for basic functions in the Personnel and Budget
sections.

Always contact PennERAhelp@lists.upenn.edu for these issues:
» A sponsor or subcontractor is not available for selection.
» An existing Penn staff name is not available for selection.
DO NOT use “placeholder” or incorrect selections or create new profiles for existing staff.

1. Add all personnel who are not part of a subcontract.
» Use for all Penn personnel (existing and TBD), Other Significant Contributors, and External

Consultants who are not associated with a specific subcontract.

STEPS

e Personnel screen > select Prime proposal element (Penn is the Prime).

¢ Select Personnel Type.

e Locate existing staff by typing in Name field | 8egin typing to select Personnel Name... |,

OR
e Click ' create Profile ' for TBDs or names not located (never use for existing Penn personnel).
o External Consultants also require identifying an external institution.
2. Create subcontracts.
» Subcontracts (SubAwards) can be initiated from the Personnel screen even if Adobe forms
provided by the subcontractor will be imported.

STEPS

e Personnel screen > click | Proposal structure  to open the Budget Structure screen.

e Click Add SubAward to the Prime or another first-tier SubAward element.

¢ Select SubAward entity and associated PI.

3. Add all SubAward personnel if the subcontract is not being imported from Adobe forms (see
below for import quick steps).

STEPS

e Personnel screen > select SubAward element of the Proposal Structure.

o Locate staff previously entered in PennERA by typing in the Name field.

1 Begin typing to select Personnel Name... J
OR
o Click | create Profile | to add TBDs or named staff not previously entered.
4. Add Penn Personnel expense details.

STEPS

e Budget section > Budget screen > Personnel heading.

e Click retil for each person to add expense details — salary, benefits, effort, cost-sharing.
NOTE: The Personnel, Non-Personnel, and SubAwards headings may be hidden or
shown to reduce screen “clutter” when working in one of the other expense sections.

5. Add Penn Non-Personnel expense.

STEPS

¢ Budget section > Budget screen > Non-Personnel heading.

o Select Budget Category > Click Additem to create Detail screen to enter expense and
cost-sharing.

6. Add SubAward expense details.

STEPS

e Budget section > Budget screen > SubAwards heading.

e Click ' petil to open SubAward screens

e Click 1meort/Export | tg import Adobe forms.

OR
¢ Manually add and enter expense details in the same way Penn budget data is entered.
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