
Go to https://webapps.umsystem.edu/ 
Then click on LOG IN under Web Applications

On the next page, select FIN Production-FSPRD

How to Locate PSGM

https://webapps.umsystem.edu/


PSGM > Grants



1. Input your Business Unit : COLUM, HOSPT, OR UMSYS.
2. Click on Add a New Value.

3. Accept default Proposal ID: NEXT
4. Click on Add.
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PeopleSoft>Grants>Proposals>Maintain Proposal
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5. Enter brief name for the proposal into the Description field. This space is limited to 20 characters.
6. Enter the proposal due date, type (from the drop down menu: postmark, receipt, self), time and time 

zone.
7. Enter the project title: At the Long Description text box, click the arrow hyperlink. Enter the full project 

title in the pop-up window.  The description is what will print on the PSRS and should match the 
proposal submitted to the sponsor. Highlight the full project title and right-click to copy. Click Return.

8. Right-click to paste the project title into the Title field. This field is limited to 56 characters.
9. Enter the Principal Investigator (PI) 8-digit Employee ID or search by name.
10. Enter  the 10-digit sponsor number or search by name. Use “Unlisted Sponsor,” if needed, and follow up 

by completing the online New Sponsor Request Form on the SPA website.
11. Enter the SPA Senior Grants and Contracts Administrator (SGCA) 8-digit Employee ID or search by 

name.
12. Enter the proposal purpose  clicking the magnifying glass: Instruction, Other Sponsored Activity, 

Research Applied,  Research Basic, or Research Development.
13. Select the Proposal Type from the dropdown list (e.g., New, Renewal, Continuation).
14. Enter the ALN (CFDA) number in the field, if known at time of proposal. If not known, SPA will add this 

information at award.
15. Proposal Status will be “Draft.”
16. Enter the Start Date and End Date of project. Note: These dates are assumed estimated and/or based 

on sponsor guidelines.
17. Enter the number of budget periods.
18. Click the Build Periods button.
19. To avoid errors, do not save until step 25. Click the Projects tab located at the top of the screen to 

continue .

Presenter Notes
Presentation Notes
When entering the due date be sure to use the sponsor’s due date and 



pulls from proposal page
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20. Enter the DeptID  based on the  purpose of the project.  Click the magnifying glass to use the search
option if needed. If a DeptID for the appropriate purpose is not listed, complete the online New
Chartfield (DeptID) Request for Grants form on the OSPA website.

Research - 22 
Other Sponsored  Activity - 32
Instruction - 11 
Scholarship - 81
Fellowship - 82

21. This field pulls a default DeptID number, as determined by the business unit entered in #1, and should
not be changed.

22. To avoid errors, do not save until step 25. Click the Checklist tab located at the top of the screen to
continue.



23. An answer to each question is required in order to save and continue. See the next slide  for more
information about each question. 

24. Proposed use of Research Core Facilities, if known, is important to note here: SPA provides a
report to the Core Facilities managers for use planning purposes.

25. Once the checklist is complete, click on Save. The system will then assign a proposal number.
Write it down. At this point, the assigned project number(s) will be listed on the Projects tab.
When saving, Warnings will appear. Click OK to continue.



a. Is this a Multi-UM Campus project?  If yes, there will need to be a PSRS for each campus with the prime campus 
submitting the proposal.

b. Is this project related to a University License or assigned patent? This becomes relevant at award time; SPA 
will communicate to the Office of Technology Management and Industry Relations (OTMIR).

c. Will this proposed project produce discoveries or inventions that may result in a patent? This becomes 
relevant at award time; SPA will communicate to OTMIR. 

d. Is the principal investigator requesting extra compensation?  Requires additional approvals and 
documentation. Contact your Human Resources (HR) representative. 

e. Will space that does not currently exist be required for this project? SPA will engage Space Planning and 
Management, as appropriate. 

f. Will any sponsor proprietary information be provided by the sponsor in support of the scope of work?  If yes, a 
text box (below) will open, requesting a date. SPA will notify OTMIR. 

                                                                            
g. Are you requesting release time? If yes, a text box (below) will open, requesting dates. This information is 

important for the Department/Division to consider in terms of current commitments to the University. 

h. Is this related to a previous proposal? If yes, a text box (below) will open requesting additional information. It is 
helpful to note if a proposal is a resubmission of a previous, non-funded project.  Also, this information becomes 
important if the new project is intended as a renewal of or supplement to a current project.

i. Does this project require computing, data storage, or data networking capabilities exceeding those of 
routine desktop computing? If yes,  a text box (below) will prompt you to describe and then answer another 
question:

j. Will this work involve MU Extension personnel or one or more of the county Extension Offices? If yes, a text 
box will prompt you to describe the activity.

k. Does this project involve the use of human embryonic stem cells (hESC)?  If yes, OSPA will notify the 
Compliance Office for review and approval by the MU hESC Committee. 

l. Is this a graduate student or postdoc submission? If yes, a dropdown will prompt you to specify.

m. Is this award transferring in from another institution? 
n. Does the sponsor require foreign national approval or stipulate that no foreign nationals be allowed to work 

or be associated with the project? 
o. Does this project involve travel to or shipping of materials to destinations outside the United States? 
p. Does the project involve any entity (sponsor, collaborators, consultants, suppliers, etc.) outside the United 

States? For questions m, n, and 0: If yes, there could be export control concerns and a license may be required. 
SPA will engage the Compliance Office. 

q. Is there cost share on this proposal? If yes, a drop down box will open with two options: Sponsor Required or 
Voluntary.  Sponsor-required or voluntary committed cost share should be described consistently in the budget 
and budget narrative and noted in this Checklist. 
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26. Click on Budgets tab to enter the F&A rate(s).

27
27. Click on the F&A and Pricing Setup hyperlink.  
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28. To choose the Rate Type, click on the magnifying  glass. The following slide shows the choices 
available. Choose the rate type that matches your project type.

29. To choose the  Budget FA Base, click on the magnifying glass. The following slide shows the choices 
available. Enter comments  if the Budget and F&A Allowable rates do not match the Institutional rate. 
Click OK. The system will return to the previous screen.     

Note: Should you have questions as to whether the sponsor’s rate and/or supporting documentation 
(“published policy”) is acceptable, contact your SGCA. 
Note: If an F&A Waiver (RUC) is required, review and approval can take several weeks. Submit the 
completed and PI/Chair/Dean-signed form to SPA as quickly as possible.

Pulls in based on rate type chosen

Automatic; same as institution

Complete per sponsor guidelines or approved F&A Waiver;  
otherwise, rate should match Institution rate above. 

Input comments if rate does not match institutional rate (required).
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← Re: #28 on the previous 
slide: 
1. Is the project a clinical trial, 

research, instruction or other 
sponsored activity?

2. Will the preponderance of the 
work for the project be 
performed on campus or off 
campus, or are there both on-
campus and off-campus 
components? 

↓ Re: #29 on the previous slide: Use the sponsor guidelines to determine 
the correct FA Base. 
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30.   Click on the Resources tab.

31. Enter the 8-digit Employee ID, or use the search function (magnifying glass) for all personnel. 
Names will populate based on Employee ID.  Enter the appropriate role, with particular 
attention to PI, Co-I, or  Key Personnel, as those signature are required on the ePSRS. Utilize 
the role Notification of EA for any individual who should receive notification of the proposal 
but whose approval is not required. Utilize the role Signature EA for any additional individual 
who will need to approve but is not included in the predetermined security settings for DeptIDs 
identified in the Budget, Shared Credit, or Cost Share panels.

 Note: Use the “+” sign on the right side of the screen to add a row.



32. Click on the Certifications panel.

33.  Use the magnifying glass to add appropriate certifications (e.g., HUMA = IRB approval required for     
human subjects involvement, ANIM = ACUC approval required for animal use, RDNA = recombinant DNA 
involvement, for notification to Environmental Health and Safety). 

34.  Use the Indicator drop down list to insert the status of the request. 

35.  If the project requires multiple certifications, use the + to add additional certifications. 
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36. Click on the Reports tab.

37. The Type drop-down menu allows for Abstract, Major Goals, or Progress Report Summary. 
This is not a required field, but an Abstract is recommended.  

38. For comments under Abstract, copy and paste the lay summary (generally a brief description 
of the project) from the PI’s proposal or an other available brief summary of the project. The 
Abstract will appear on the PSRS.  Note: A descriptive abstract is important for various 
reasons including facilitating subcontracts and COI review and for providing information to 
various offices within the Office of Research (e.g., OTMIR). 
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39. Click on the Attachments tab. 

40. Click on the paper clip icon to add any attachments that you want to make 
available to the ePSRS approvers. 
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41. Click on the Mailing Instructions tab.

42. Enter the transmission method, use the magnifying glass to view options. 

43. Enter the location, using the magnifying glass to view current options.  If the appropriate 
location is not an option, manually enter the address and phone number.

44. Enter comments to communicate any additional information to SPA. If the proposal 
requires an email submission, note the email address and name of the person proposal 
should be submitted to.
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45. Click on Share Credit tab.

46.  The PI is automatically populated at 100%.  If there are multiple personnel that will 
receive shared credit, enter the information here using the + to add lines.  The % must total 
100. Security for Electronic Approvals pulls from this panel based on DeptID(s) and the 
predetermined security settings.



47.  Click on Enter Budget Detail to enter the proposal budget.  

48.  Another option to enter the budget is under the Budgets tab using the hyperlinks, as 
shown below:
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47.  Auto-populates with the Budget ID and start and end dates as previously entered.

48. The Line # automatically populates as you add lines using the + at the end of the row 
(see #52 below).

49. Enter the Budget Item, either by text entry or using the magnifying glass (see next 
slide).  The      description field auto-fills based on the budget item chosen; however, you 
can modify the text as appropriate.

50. Enter the Total Direct amount for the budget item category.

51. Click on the Cost Share hyperlink to enter cost share.

52.  Use the + or – to add or remove rows.
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← Re: #49 on the previous slide: If 
the budget item needed is not listed, 
complete the online Add Budget 
Categories/Keywords to PeopleSoft 
form on the SPA website. Note: 
Budget items are sponsor-specific 
and can be added as appropriate. 

Once all budget periods and line items 
are complete, it is time to generate the 
Electronic Approval (EA) page. 

53. From Maintain Proposal, click on the 
Electronic Approval button to generate 
the Electronic Approval page. 
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54. Click on the Go to Electronic Approval Page hyperlink in the Status box or the Electronic 
Approval hyperlink from the Menu. The EA page may take up to two minutes to generate.
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55. Review the EA page for accuracy to ensure that the approver list is complete and 
accurate. If the list is not accurate or is incomplete, return to Maintain Proposal and 
the Projects, Resources, and Shared Credit panels to review the DeptIDs. 

56. Utilize the free form Email Instructions field for any special instructions to 
approvers. For example: 

This is the electronic approval method for ePSRS (electronic Proposal Signature Routing Sheet). Follow 
the #0048348# blue link provided above then log in with your University credentials (PawPrint and 
password). Review all of the information as you scroll down-- sponsor name, project title, shared credit 
information (amount and the DeptID name assigned under), total amount, budget details by year. If you 
approve, just CLICK on the checkbox to the left of your name. You do not need to "save" but you can 
email yourself a copy using the Print button at the bottom. Use the Sign Out link in upper right corner to 
exit. If you have questions, problems, do not approve, or need a PDF copy emailed directly to you, please 
contact [name] directly at [phone] or [email]. Thank you!

57. Ensure the attachment(s) pulled over from Maintain Proposal and are complete 
and accurate (correct versions, etc.).
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58. If one of the default approvers is unavailable, click on the magnifying glass next to his or her 
name to select an alternate. Note: If the EA is submitted (#59) without an alternate selected, he 
or she will still be able to approve but will not receive the notification email (#61, next slide).

59. When all data on the EA page is correct, click the Submit button. Note: Once the Submit 
button is clicked, no changes can be made to the EA page unless the page is regenerated via 
Maintain Proposal (#54).

60. To print a copy of the ePSRS, click the Print button. A PSRS in .pdf format will be emailed to 
the individual who entered the proposal.
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61. When the EA is submitted (by clicking the Submit button, #59 on the previous slide), an 
email is generated for all approvers, those with the “notify” role, and the individual who 
entered the proposal. Note: Once all approvals are obtained, an email is automatically sent to 
the individual who entered the proposal.

62. To view the Electronic Approval page from the notification email, click the proposal 
number hyperlink.

63. The My EA Queue link directs to a list of all proposals on which the recipient of the email is 
listed as an approver.
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Clicking on the Proposal ID from the email (#61-62, previous slide) prompts a sign-in 
screen. Enter your University credentials (Pawprint and password) to go directly to the 
EA page.  

64. Indicate approval by clicking the “Approval” check box. The approver’s user ID will 
appear in the “Approved by” field along with a time/date stamp. An alternate approver 
may approve even if the default approver’s name appears on the page. In this case, the 
alternate approver’s user ID will appear in the “Approved by” field. 

65. Disapproval should be indicated by clicking the “Disapproval” check box; associated 
comments are required. The individual who entered the proposal will receive a 
notification email indicating that the proposal was disapproved, including the 
comments entered by the disapprover. Disapproval can be unchecked once any issues 
are resolved. 
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To utilize the My EA Queue, click on the My EA Queue hyperlink from the email (#61, 
slide 27). Enter your University credentials (Pawprint and password) to go directly to the 
queue. From this page, the approver may indicate approval by clicking the approval box 
(#66) or view the proposal by clicking the Proposal ID link (#67). 

Note: Approvers can approve the EA from either the EA page or the queue. 

67

66


	SPA Certificate Series
	Introduction
	Slide Number 3
	Session Objectives	
	Award Cycle
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Slide Number 9
	Slide Number 10
	Slide Number 11
	Slide Number 12
	Slide Number 13
	Slide Number 14
	Slide Number 15
	Slide Number 16
	Slide Number 17
	Slide Number 18
	Slide Number 19
	Slide Number 20
	Slide Number 21
	Slide Number 22
	Slide Number 23
	Slide Number 24
	Slide Number 25
	Slide Number 26
	Slide Number 27
	Slide Number 28
	Slide Number 29
	Slide Number 30
	Slide Number 31
	PeopleSoft Requests
	Concluding Points
	Next Session
	Thank you!



