GRA STANFORD ELECTRONIC RESEARCH ADMINISTRATION

Creating Fellowship Proposal Development & Routing Forms (PDRFs)
in SeRA — QUICK GUIDE

Overview

This quick guide describes how to create the following Fellowship PDRF types in SeRA:
e New Fellowship PDRF
e Non Competing Continuation Fellowship PDRF
e Resubmission Fellowship PDRF

Please note, this quick guide does not walk through the process of actually filling out the PDRF and should be
used as a guide to navigate the SeRA system in order to launch your particular type of PDRF. Separate PDRF-
specific quick guides will be available through the SeRA website.

SeRA supports the following web browsers:
e Firefox 3.x
e Internet Explorer 7.x
e Safari3.x

Technical or application support may be requested through a HelpSU Ticket and general feedback may be
provided to the SeRA team using the sera-support@lists.stanford.edu mailing list.

Temporary Updates to SeRA Homepage

In order to support PDRFs which were started in the original version of SeRA and significant upgrades over the
original PDRF, we have had to make some temporary changes to the SeRA homepage. There are now two
versions of the SeRA Dashboard — My Dashboard Version 1 and My Dashboard Version 2

My Dashboard Version 1: This is the page staff and faculty will use to manage Non-Fellowship PDRFs created in
the original version of SeRA.

My Dashboard Version 2: This is the page staff and faculty will use to create and manage new PDRFs (including
Fellowships). This is also the page which will allow you to access Proposal and Award information now available
in the new version of SeRA

Eventually, we will merge the two separate SeRA Dashboards into a single page. Below is an example of what
the new SeRA Homepage will look like:
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Creating a New Fellowship PDRF

A New Fellowship PDRF can be created directly from your SeRA Dashboard using the following steps:
1. Launch SeRA (https://sera.stanford.edu) and login to My Dashboard Version 2

2. Click Initiate New Proposal in the left column navigation

Stanford Electronic Research Administration

Step 2
Initiate New Praposal _ DASHBOARD

eProtocol

Other Agreements -
& Mv Action Items  select a Transaction 10 to work on it
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1-3
COther Support - General Treans ID/ Assigned
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Continuation
PRSO3061  Prepars PORF E;vafess Proposd - Melsan, willam 1 TIFEE-11 5
PRS02242  Prepara PDRF EE@ESS Rloedl Melson, william J National Institutes of Health (NIH) ~ 15-FEE-11 14
MV Pi peline Select a Transaction 1D to view detall
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1-4
[LLans)I SE T SPO # 5 PI Current St Date Started  Current Assi
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Process Proposal - Mational nstitutes of . y
PRSO2242 Hew Haalth (NIH) Melson, Wiliam 1 Prepare FORF 14-FEB-11 Melson, Wiliam 1
Process Proposal - _ Mational Institutes of rrn.
PRS02401 Hew SPO-101640 Hgalth £ MIH 1 Melson, wiliam 1 Approve PORF (PT) 14-FEB-11 Helson, wiliam 1
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Continuation

3. SeRA will automatically take you to the Proposal Summary: Process Proposal - New page
a. Select Fellowship from the Agreement Type drop down list
b. Proceed with filling out the New Fellowship PDRF by clicking Pl & Project Location at the bottom of
the form
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Proposal Surmmmary
Transaction Home  «

ACTIONS
Save
‘Wiew PORF
Send to Another Preparer
Terminate Transaction
Reassian
Check for Errors

Step 3a

Step 3b

PROPOSALSUMMARY
Process Proposal - New
Title:
Start Date:
End Date:

Total Requested Budget: $ 1]
Sponsor Deadline:
Submission Method:

Period 1 TOTAL

Start

End

IDC Rate

Total direct

Anirnal care indirect
Total indirect

Total

o e e
oooo
o e e
oooQ

Proposal Type:

Agreement Type:
elect one--

Clinical Trial

Contract
Cooperative Agreement
Fellowship
Grant
4 Other
p Persannel
Subrontract
University Research

tatus Assignee

Progress Melson, Wiliam J

- Mext>>PI & Project Locations

Assigned
O1-Mar-2011 11:084M

Completed

PDRF #:
Assighed to:
Status:

PR503422
Melson, wiliam 1

Reaszign
1-1



Creating a Non Competing Continuation Fellowship PDRF

A Non Competing Continuation (NCC) Fellowship PDRF is related to an existing Award Transaction and can be
created from the Award Summary: Segment page using the following steps:

1. Launch SeRA (https://sera.stanford.edu) and login to My Dashboard Version 2

2. Find the existing Research Project by searching for the SPO# in the Quick Search box or performing an
Advanced Search (upper right hand corner of screen)

Step 2

Stanford Electronic Research Administration [ 2

Dashboard SPO #102081

william 1 Nelson Agreement Number: 12345

Sponsor: MNational Institutes of Health
Biology Departrment Agreement type: Grant

3. SeRA will display the Project Summary page

a. Click the Award Segment number to drill down to the Award Summary: Segment page

Stanford Electronic Research Administration L
Dashboard SPO #105022
william 1 Nelson Agreement Number: 12345 Sponsor: Mational Science Foundation
Biology Departrnert Agreement type: Fellowship
Attachments
Project Histary Proposals Awards Dther Transactions

Other Agreements

PROJECT SUMMARY

Title: Psychosomatic effects of Stanford University's dominance within Pac-12 Conference Athletics
Keyword:
Start Date: 01-Jun-2011

Total Project Estimated Cost: $10,000.00
Funded To Date: 31-Jul-2011

Total Project Funded To Date: $10,000.00

1-1
Award -
Step 3 Segment Segment Type Start End Budget Amount Funded to Date Funding Status
ep 3a
1 Standard 01-lun-2011 31-Jul-2011 $ 10,000.00 4 10,000.00 Fully Funded

SUBMITTED PROPOSALS PENDING AWARD

4. SeRA will display the Award Summary: Segment page

a. Select Process Proposal — Non Competing Continuation from the drop down list near the middle of
the form

b. Click the Yes button on the confirmation pop-up box
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Dashboard SPO #105041
William 1 Nelson Agreement Number: 12345 Sponsor: Mational Science Foundation
Biology Departrert Agreement. type: Fellowship

Segment Summary  «

AWARD SUMMARY

Segment 1
Title: Psychosomatic effects of Stanford University's dominance within Pac-12 Conference Athletics
Start Date: 01-Jun-2011 Total Estimated Cost: 1 10,000
Funded To Date: 30-Jun-2011 Total Funded To Date:  $ 5,000
Period 1 Period 2 TOTAL
Start 01-Jun-2011 01-Jul-2011
End 30-Jun-2011 31-ul-2011
IDC Rate 0% 0%
Total direct ¢ 0 4 o H o Are you sure you want to create a NCC
. L proposal ?
Animal care indirect o u] 3 0
Total indirect  § o % u] $ 1]
Total § S000 ¢ so00 ¢ 10,000
Funds obligated to date § 5000 ¢ i} 3 5,000
Status Fully Funded Anticipated
Step 4b
Step 4a Start a Transaction - ves No
- Process Proposal - Mon Competing Continuation &
FUNDING HISTORY
1-1
Award Type Funded To Amount Date Issued
Process duward - Mew 30-Jun-2011 $ 5,000 18-May-2011
% 5,000 Total funded

5.  SeRA will display the Transaction Home page
a. Check the box under the Period of Performance which applies to this NCC Fellowship PDRF

b. Proceed with filling out the NCC Fellowship PDRF by clicking Fellow & Project Location at the bottom
of the form



TRANSACTION HOME

Process Proposal - Non Competing Continuation

Title:
Start Date:
End Date:
Total Requested Budget: 3 ]
Sponsor Deadline:
Submission Method:
Period 1 Period 2
Start 01-Jun-2011 01-Jul-2011
End A0-Jun-2011 31-1u-2011
IDC Rate 0% 0%
Total direct $ o 3% u]
Anirnal care indirect  § o % ]
Total indirect o 3% u]
Total § 5,000 § 5,000
Funds obligated to date  $ 5000 ¢ li]
Status Fully Funded Anticipated

INSTRUCTIDNS:

o e e

Peychiosomatic effects of Stanford University's dominance within Pac-12 Conference Athletics

TOTAL

10,000
5,000
Step 5a

(1) Select the applicable hon-competing continuation period above

(2] Click “Next »Fellows: Project Location” below to continue

To Complete this PDRF:

® s the left-hand navigation, or the page-bottom links to move through the form

e Click Check for Errors in the Actions menu to see what fields need to be completed

® when the form is complete, dick Reviews & &pprove this PORF and then follow the instructions at the top of the page

Proposal Type:

Agreement Type:

PROPOSAL ROUTING STATUS

Action Item Status Assignee

PI - William J Nelson

Prepare PORF In Progress williarn 1 Nelson

Step 5b

Mext=Fellow & Project Locations _

Assigned Completed

05/18/2011 06:42 PM

PDRF #:
Assigned to:
Status:

PR508762
Melson, Williarn 1

Reassign

Reaszsign



Creating a Resubmission Fellowship PDRF

A Resubmission Fellowship PDRF is related to an existing Proposal Transaction and can be created from the Proposal
Summary page using the following steps:

1. Launch SeRA (https://sera.stanford.edu) and login to My Dashboard Version 2

2. Find the existing Research Project by searching for the SPO# in the Quick Search box or performing an
Advanced Search (upper right hand corner of screen)

Stanford Electronic Research Administration

Dashboard SPO #102081
william 1 Nelson Agreement Number: 12345 Sponsor: MNational Institutes of Health
Biology Departrment Agreement type: Grant

3. SeRA will display the Project Summary page
a. Click the Proposal ID to drill down to the Proposal Summary page

Stanford Electronic Research Administration |
Advanced Search
Dashboard SPO #105022
William 1 Nelson Agreement Number: 12345 Sponsor; Mational Science Foundation
Biology Departriert Agreement type: Fellowship
Attachments

Project History Proposals Awards Other Transactions

Other Agreements

PROJECT SUMMARY

Title: Psychosomatic effects of Stanford University's dominance within Pac-12 Conference Athletics

Keyword:
Start Date: 01-Jun-2011 Total Project Estimated Cost:
Funded To Date: Total Project Funded To Date:

SUBMITTED PROPOSALS PENDING AWARD
1-1
Step 3a Proposal ID Deadline Date Proposal Type Start Date End Date Amount Requested Status

Pl 31 May, 2011 05:00 PM Mew 01-Jun-2011 231-Jul-2011 kS 10,000.00  Proposed [ Submitted

4. SeRA will display the Proposal Summary page
a. Select Process Proposal — Resubmission from the drop down list near the middle of the form
b. Click the Yes button on the confirmation pop-up box

* Please Note — SeRA will automatically “Reject” the original PDRF and create the Resubmission
Fellowship PDRF
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Dashboard SPO #105022
William 1 Nelson Agreement Number: 12345 Sponsor: Mational Science Foundation
Biology Departrert Agreement type: Fellowship
Proposal Summary «
PDRF PROPOSAL SUMMARY
P1
Proposal Type: Mewr
Title: Psychosomatic effects of Stanford University's dominance within Pac-12 Conference athletics
Start Date: 01-Jun-2011
End Date: 31-ul-2011
Total Requested Budget: $ 10,000
Sponsor Deadline: 31 May, 2011 05:00 PM
Submission Method: Grants.gow
Proposal Status: Proposed / Submitted

Step 4a Start a Transaction

- --Select Transaction-- v

PropPosAL HISTORY

Transaction Transaction Transaction g -

Type Started Completed Transaction ID Assigned To

Process Proposal - Mew 18-May-2011 18-May-2011 PR502754 Pane, Michiko Taniguchi

5. SeRA will display the Transaction Home page

a. Proceed with filling out the Resubmission Fellowship PDRF by clicking Fellow & Project Location at
the bottom of the form



TRANSACTION HOME PDRF #: PR522532
L. assigned to:  Davies, Phiip &.
Process Proposal - Resubmission Status: Prepare Form
Title: Psychosomatic effects of Stanford University's dominance within Pac-12 Conference Athletics
Start Date:
End Date:

Total Requested Budget: 4 ]
Sponsor Deadline:
Submission Method:

Period 1 TOTAL
Start
End
IDC Rate
Total direct  § ] & 1]
Animal care indirect  § u] k3 1]
Total indirect ¢ u] kS 1]
Total § o ¢ 0
Funds obligated to date  § u] § 1]
Status

Proposal Type:

Agreement Type:

PROPOSAL ROUTING STATUS
Action Item Status Assignee Assigned Completed Reassigh

PI - Philip A. Davies

Prepare PORF In Progress Philip &, Davies 05f19/2011 12:14 PM Reassian

Step 5a

Next>>»Fellow & Project Locations _
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