Finding a Proposal

How Can | Find a Proposal Previously Created?

The Proposal Development (PD) # or Proposal ID # is the most efficient way to find a
proposal in the system. When creating Proposal records, best practice is to record this
number and keep track of your PDs. Users are granted access to proposals based on
the user’s home unit (SAP Cost Center) and roles.

SNAPSHOTS

To Search for a proposal the user previously created:
O Click on the Proposal tab in the top menu row.
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The list will automatically default to the My Proposals tab in the second row of the
menu. This listis in order by PD number. However, the user can sort these lists by ID,
Title, Principal Investigator, Lead Unit, Proposal Type, Sponsor, or Deadline.

O To sort, click on the grey arrow '© or -~ next to the column heading.
o Click the grey arrow once and the list will sort in order from A-Z or 1-9.
o Click the arrow again and the list will sort in reverse order.
0 Click the arrow a third time to turn off the sort.

List of all my proposals

Principal

1D Lot Investigator

Lists can also be sorted by multi-level criteria. Lists are sorted by the order in
which the criteria are clicked.

To Search for a proposal from the Proposal Search Tab:
O Click on the Proposal tab in the top menu row.

JH % Fibi

0o of Feeseorh Informetion Systons

Research Summary Institute Proposal Award Service Request Reports

=X s
Last Revised 4/5/2023 i.},r O/)\/f

JOHNS HOPKINS UNIVERSITY
OFFICE OF RESEARCH INFORMATION SYSTEMS



O Choose the Proposal Search tab on the second menu row.
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O Click on the Search field and begin entering either the Proposal ID, Title, PI's last
name, or Sponsor. A dropdown will populate with options. Click on the
appropriate option in the dropdown list.
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To Create a List of Proposals waiting for Approval:

To create a list of all of proposals with the status of Approval in Progress, complete
the following steps:

O Click on the Status of Proposal field and choose Approval in Progress from
the dropdown.
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Title Agency/Sponsor Proposal Type Status of Proposal
0 selected 1 selected
Researcher Role Researcher Name ® Employee O Non-Employee Proposal Lead Unit
1 selected Q
[] Select All
Activity Type Proposal ID Sponsor Proposal No Internal Deadline Date Heywords of Research
0 selected @ - Admin Check
o Completed
Sponsor Deadline Date Funding Opportunity Number
Approval In
= Progress
(7] Approved

O Click on the Search button. m

If more criteria are required, visit the appropriate field and choose from the dropdown or
enter text as desired. Multiple criteria can be selected.
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