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Introduction

The University of South Carolina Electronic Research Administration (USCERA) is the web-interface
electronic research administration system used at USC which includes a number of components:
Electronic Proposal Submission, Routing and USC Approval, Electronic Account Set-up and Routing,
Searchable Database for Proposal and Award Data, and Human Subject Application Submission.
USCERA is designed to save valuable faculty time in routing proposals for internal approval.

Register

All University of South Carolina faculty, staff and students may register to use USCERA by:

UNIVERSITY OF SOUTH CARCLINA

Go to the USCERA home page
(https://sam.research.sc.edu/uscera) (Rt En s i .

HELP VIDEOS

BUDGET PREP. GUIDE
Click on the USCERA Registration QUICK REFERENCE GUIDE

option located on the toolbar. SYSTEM GUIDELINES
SAM HOME PAGE

User Profile

Fill in the requested information on

the User Profile screen. * Username
* Password
Title -
* First Name
Middle Name
* Last Name
Suffix w
Phone 1
Phone 2
Fax
{optional extention of up to five digits prefixed by X or ext can be entered for
phone1, phone2 and fax)
Email
Separate multiple addresses with semicolons

Click on the submit button located

at the bottom of the page.

You may use your username and password to log in to USCERA immediately after submitting your profile.

Helpful Hints:
= Password is case sensitive and must be at least five characters.
= |tis important to enter your e-mail address. USCERA uses this address to send notices of activity in
your account.
= Choose your Home Department by clicking on the change button. Please note that students,
faculty and staff from senior and regional campuses should choose their respective campus as home
department. (e.g. USC Aiken).
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Login

To login to USCERA:

Go to the USCERA home page
(https://sam.research.sc.edu/uscera).

Enter your username and password
in the fields located at the bottom
right hand side of the page.
Remember the password is case
sensitive.

Director's
HOTLINE

SEARCH )

e« USC [ THIS SITE

Click on the login button located at
the bottom of the page.

Director's
HOTLINE

SEARCH ©

(* USC [ THIS SITE

This will take you to your USCERA
inbox screen.

USCeRA is the University of South Carolina electronic regearch administration software system
which includes electranic grants routingfapproval and human subjects applications
submisgion/routing. Access 1o and use of USCeRA by USC faculty, staff and students is governed
by the following USC policies:

o LISC Metwork Access and Acceptable Use {T1 06)

» LISC Data Access Policy (AGAF 7.02)

You may review these policies by clicking on the above hyperlinks

s aRNING USCeRA BEODKMARKS: i you have previously Bookmarked USCeRA. You must update the

bookrmark to prevent possible data loss. TO CORRECT: Click onthe gold link abowve the e picture on this
p=ge that reads "Click Here to Add to your Favorites" and overwrite angereTious bookmarks. ThankST

Usetname ||

UgCeRA s the University of South Carolina electronic research administration software system
which includes electronic grants routingiapproval and human subjects applications
submissionfrouting. Access to and use of USCeRA by USC faculty, staff and students is governed
by the following USC policies:

o USC MetworkAccess and Acceptable Use (IT1.06)

e USC Data Access Policy (ACAF 7.02)

You may review these policies by clicking on the above hyperlinks.

s ARNING USCeRA BOOKMARKS: § you have previously Bonkmarked USCeRA. You must updsts the
bookmark to prevent possible data loss. TO CORRECT: Click on the gold link above the U5 CeRA picture on this
page that reads "Click Here to Add to your Favorites” and overwrite any previous bookmarks. Thanks!

Usemame

Help Wideos
Proposal Preparation Guide
USCeRA Quick Reference Guide

AnnouncementsMessages

Apublic service announcement fram the USC ManoCenter Electronic Resources Committee on
the topic of USC's new Electranic Research Administration system, LUISCeRA. View Dt biyrick's
Video

Form Instructions

Click the subject of any message to read its contents.

Inbox  You have 0 outstanding item(s). [ sihow Archived fems  Sort By | ate datest fisty v
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Inbox

The USCERA inbox is similar to an e-mail system (e.g. groupwise, outlook). New activity will be

displayed in bold/italics type.

To view contents of a message:

Click on the Read or Go To link.

Click on the link in the
announcements/messages area
located in the upper right of the
screen.

Inbox  You have 0 outstanding item(s). [[]5how Archived lterns  Sort By: | Date (latest fisty v
11 records found, digplaying all records.
DATE El 2|suBECT 2lp.1. sfnumBer  #|pEapLine  2|TITLE +|acTION 2|
0911072008 oposal approved by SPAR Signatary PI, 10 & 71080-07-14522 Research Archive
11:048M
091072006 Read | GoTo approved by Deair PI, 10 & 71060-07-14522 Research Avchive
11:034M
0371072006 Readl | Go To Proposal appraved by Dean FI, 10 & 71060-07-14522 Research Avchive
11:034M
0911072008 Read | GoTo approved by PI, 10 & 71080-07-14522 Research Archive
11:028M chair

Announcements/Messages

A public service announcement fram the USC NanoCenter Electronic Resources Committes an
the topic of USC's new Electronic Research Administration system, USCeRA. iew Dr. Myrick's
Video

Proposal approved by Chair

Proposal approved by 10 A Chair (Chair)

Comments:

This will take you to the
proposal details page.

Proposal Details

Title | Yery Important Research

Principal Investigator: [ 10 A Pl (Training Department {0

Co-Pl:| Danielle Sample (Training Department 49)

STEF OMNE STEF TWO
Form Name Status Actions [ UploadMianage Documents |

Costshare
Contersinstitutes Association You must upload the following documents, as well as any
e ather necessary support documents:
Financial Interest
Collaboration and/or Effort Commitment = Proposal of Proposal Summary
Federal & | ® Budget
e « Budget Justification
Certification
Proposal/Award Processing Form (PAP) Complsted ittt Retresh Docurnent List

Start Approval Process
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My Profile

The profile section of USCERA contains the contact information you entered when you registered. The
my profile option on the tool bar allows you to update your contact information, change your password
and add e-mail addresses.

Update Contact Information

Click on the My profile option on | i
the toolbar. TR

AnnouncementsMessages

A public service announcement from the USC NanoCenter Electronic Resources Committee on the topic of USC's new
Electronic Research Administration system, USCeRA. View Dr. Myrick's Yideo

Form Instructions

Clickthe subject of any message to read its contents.

Click on the Update User

H H Login: [ pi_10 User Role: |PI
Information link. T
Home Department: | Training Department 10 Institution: [LISC
Email: | SPAR-Webmaster@owm.sc.edu Vita Email: | SPAR-Webmaster@owm.sc.edu
Primary Phone Number: | (303) 777-0000 Secondary Phone Number:
Fax: Position:
Address:
Alternate (Home) Address:
- Update User Information —>
Lock User
Chanige Passward

You may change any of your
contact information. Title v

* First Name || 10

Middle Name | 5

* Last Name | FI

Suffix v

Phone 1||z03) 7770000

To change your Home Department, you need to contact the SAM Office.

Click the submit button located

at the bottom of the page to save
any changes.
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Change Your Password

To change your password:

Click on the My profile option on
the toolbar. J

AnnouncementsMessages

A public service announcement from the USC NanoCenter Elecironic Resources Committee on the topic of USC's new
Electronic Research Administration system, USCeRA. View Dr. Myrick's Yideo

Form Instructions

Clickthe subject of any meseage to read its contents,

Click on the change password
link located at the bottom of the

page.

10 A Pl Details

Login: | pi_10 User Role: (P
Home Department: | Training Department 10 Institution: | USC
Email: | SPAR-Webmaster@owm.sc.edu Vita Email: | SPAR-Webmaster@owm.sc.edu

Primary Phone Number: | (303) 777-0000 Secondary Phone Number:

Fax: Position:
Address:
Alternate (Home) Address:

Update User Information

~] £ Passw

Enter your new password in the
first field and confirm the
password in the second field.

User Password Maintenance

Login: | pi_10
Full Name: |10 AFPI

Asswurﬂ: |
Wswurﬂ:

* Reqguired field

Click the submit button.

Changes are effective
immediately.

Add Multiple E-mail Addresses

USCERA allows multiple e-mail address to be entered into your profile.

Click on the My profile option on
the toolbar. I

AnnouncementsMessages

om the USC NanoCenter Electronic Resources Committee an the topic of USC's new
0n systam, USCeRA. View Dr. hyrick's Viden

Apublic service
Electronic Research Admi

Form Instructions

Clickthe subject of any message to read its contents.
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Click on the Update User

H H Login: (pi_10 User Role: (F|
Information link. e
Home Department: | Training Department 10 Institution: (LISC
Email: | SPAR-Webmaster@owm.sc.edu Vita Email: | SPAR-Webmaster@owm.sc.edu
Primary Phone Number: | (303) 777-0000 Secondary Phone Number:
Fax: Position:
Address:
Alternate (Home) Address:
iadate User Innmgat o
Lock User
Change Password

Enter your e-mail address in the
Email field.

Email || parvebmasten@anm.sc.edu

Enter additional e-mail Separate multiple addresses with semicolons
addresses by separating each
address with a semicolon

Click the submit button located

at the bottom of the page to save
any changes.
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Login as Another User

USCERA user groups have been established for two purposes:
= Allow Deans, Chairs and Directors to assign alternate approval authority in their absence
= Allow Departmental Assistants and Business Managers access to Departmental Faculty
accounts. This access allows Departmental Assistants and Business Managers to view faculty
proposals and assist with the completion of the USCERA forms.

These user groups are established at the request of the Dean/Chair/Director. To establish a user
group, please e-mail the request to Debbie Kassianos at kassiano@gwm.sc.edu.

Help Yideos
Pronosal Preparation Guide
USCeRA Quick Reference Guide

Login to USCERA using your
username and password.

AnnouncementsMessages

# public service announcerment from the USC NanoGenter Electronic Resources Committes an
the topic of USC's new Electronic Research Administration systern, USCeRA. Wiew Dr. Myrick's
Wideo

Click on the login as another
user option from the toolbar.

Form Instructions

Click the subject ofany message to read its contents

Inbox  You have 0 outstanding itemis). [JShow Archived ltems  Sort By: | Date diatest firsy v

Click the lookup button in the Lookup User or Group
lookup user or group box.

' Then choose a user by clicking Select.
and/or department of your First Name |
USCERA user group in the pop-up | [vtastname
bOX- Department -
Click on the Search button. [ 5zarch [ Dancel |

i i Select User
Select the user group by clicking Rerove  [iNstrroTion]vame  oEPARTMENT |
the add button next to the name of ADD SDDELETES|USC Lite,Desra L Geography
the user group from the list of —ADD_>>| DELETE| S0 . Conaray
results that appears in the pop_up ADD | DELETE=>|UsC Litle, T. Scott EI:)SCoR[movadtoRasaarch,Ofllce
box M. w.usc Little, Timothy Scott  Chemistry & Biochemistry
. ADD =| DELETE=|UsC Littlefield, PhD, History

o fbis ]
Walinda

You can tell which account you are
logged into by looking at the name
at the top of the screen.

Help Videos
Danielle McElwain Proposal Preparation Guide
USCeRA Quick Reference Guide

Announcements/Messages

IMPORTANT ALERT: NIH Subtmisgion Process via Grants.gow
MSF Upeoming Oue Dates
MIH Important Motices

When a proposal is approved/disapproved by an alternate signatory, the approval chain will show that
“Dr. X signed in lieu of Dr. Y.”

Department Administrator and Business Managers can view proposals, edit forms before submission,
and start proposal forms. They can not start the approval process for a proposal.
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Create New Proposal

To enter a proposal into the USCERA system,

Click the Create New Proposal
option from the toolbar.

Help Yideos
Proposal Preparation Guide
USCeRA Quick Reference Guide

AnnouncementsMessages

A puhblic service announcement fram the USC NanoCenter Elecironic Resources Committee on
the topic of USC's new Electronic Research Administration system, USCeRA. View Dr. Myrick's
Widen

Form Instructions

Click the subject of any message to read its contents.

9=

[ show Archived Iters  Sort By: | Date (latest fitst)

Inbox

You have 0 outstanding item(s}.

Proposal/Award Processing Form

To complete the proposal/award processing form:

Enter the title of your project.

Title SPA:  Grant Number:  Submission Date: Pending ~ Status: Not Submitted

Enter all USC Co-PI's by clicking
on the add/change button.

Institution Co-PL Home Department:

Enter the first name, last name
and/or department of the Co-PlI.

Click the search button.

Enter name andlor department criteria and press "Search."
Then choose a user by clicking Select.

First Name

Last Name

Department w
D=

Select the Co-PlI by clicking on
the add button next to their
name.

Select User
INSTITUTIONINAME DEPARTMENT
ADD =UDELETE=|UsC Sample, Danielle  Training Department 49

ADD =| DELETE=>|UsC Sample, Daniele C. Geological Sciences
ADD =| DELETE=|MUSC Sample, Robhbie Training Department 50
ADD =| DELETE=|UsC Sample, Wanda  Training Department 45

USCERA User Guide
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Enter all USC other personnel by
clicking on the add/change button.

Other Pesonnel |_Add/Change

gteive a financial disclosure farm if not listed as the Plor a Co-Pl

List additional personnel here so they will receive a financial
disclosure form (if required).

Enter the first name, last name
and/or department of the
personnel you wish to add.

Click the search button.

Enter name andlor department criteria and press "Search."
Then choose a user by clicking Select.

First Name

Last Name

Department w

Select the faculty member by
clicking on the add button next to
their name.

Select User

apD |REMOYE INSTITUTION|NAME DEPARTMENT

ADD _=| DELETE=|UsC Sample, Daniele  Training Department 49

ADD =| DELETE=»|UsC

=| DELETE=|MUSC
ADD = |)DELETE=|Usc

Sample, Daniels C. Geological Sciences

Sample, Robbie Training Department 50

Sammple,Wands  Training Department 48

Click on the change button to
enter the Primary Awardee
Department.

Primary Awardee Department

Primary Awardee Department is the department in which the
award will be established.

Select the department by clicking
on the select button.

Select Home
Department

Description

Institution | Code
select= | i 11210 |Academic & Student Affairs

The list is in alphabetical order by
department name.

Select =3 | MUSC Q92602 |Academic and Student Affairs

Administrative & Clinical

Select=> || ST 11220

Mursing

Administrative Infarmation
Select—
S jjuse 14070 Management

12070 Aftican-American Studies

Select =
Se=—l|use Prograrm

Enter the total amount requested
in the first or current year.

This amount should
include both direct
and indirect dollars.

Total Amt. Requested 1st or

Indirect Cost 1st Year %  Total Project Amt. Requested {(All
4 Years) §

Project Years |1 %

Select the project period in years
from the drop down menu.

Total Amt. Requested 1st or
Current Year §

Project Years |1 v

Indirect Cost 1st Year %  Total Project Amt. Requested (All
ha Years) §
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Enter the rate (percent) used to Total Amt. Requested 1st or
calculate the indirect cost in the current Year §
field before the % sign.

Project Years |1 v

Indirect Cost 1st Yem@ Total Project Amt. Requested (All
ha Years) §

Current indirect costs rates can be found at http://sam.research.sc.edu/idc06-08.html

Enter the dollar amount listed in Total Amt. Requested 1st or
the budget for indirect costs for pltent Yoar $ Project Years |1 v
the first year in the field after the $ _ _
Indirect Cost | ear %  Total Project Amt. Requested (All

sign. - Years) §

Enter the total pI’OjeCt amount Total Amt. Requested 1st or
being requested from the sponsor |  [f*rerYead Project Years |1 v

for the project period. _ _
Indirect Cost 1st Year %  Total Project sted (All
§ Years) &

Enter the Start date and End date | PreiectDates (MMDDMYY)

. . Start date EE  End date
of your proposal by either typing e |
A st 2006
the date (MM/DD/YYYY) or by T
using the drop down calendar. Agencybeadine H % ' 2 B
Date & 7T & 9101112
13 14 15 16 17 18 19
20021 22 23 24 25 2%
O Pastrmark 220301 1 2
O Receipt 3458783
O No Specific Today
Neadline TSI AT
Select the proposal type from the Proposal () ow
list by clicking on the button beside | " O Competing Renewal
the type 2 Moncompeting Renewal f Continuation of USC

Account
) Supplemental

) Revision
USC account number, if a continuation or supplement

= New — proposal for support of a project that has not yet been funded.

= Competing Renewal — proposal for an additional term of support based on a funded previous
project; must compete for available funds. Please list current USC account number is the space
provided.

= Noncompeting Renewal - proposal to fund next budget increment of a current award; does not
compete for available funds. Please list current USC account number in the space provided.

= Supplemental — proposal requesting additional funds for a current award to cover increased
costs or to expand the scope of work. Please list current USC account number in the space
provided.

= Revision - proposal that has been changed based on reviewer comments and is being
resubmitted to the same agency
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Enter the date the proposal is due
to the sponsor by typing the date
(MM/DD/YYYY) or by using the

Agency Deadline
Date

Postmark — proposal must be
postmarked on or before the due date
Receipt — proposal must be received on

drop down calendar. o) or before the due date
S Festmark No Specific Deadline — proposal may
Specify if the deadline date entered 'f“ recsiRt be submitted at anytime throughout the
is a postmark, receipt or No o Speie year
Specific Deadline by clicking on
the button beside the type.
Choose the source of funding from Project 3
the drop down list. Source

Other — Hospitals
Agency —Z funds only

Federal — United States government entities.
State — State government agency.

Local — Local government agency. Example: City of Columbia.

Private, Non-profit — Non-profit foundation, includes USC Research Foundation.
Commercial for Profit — Business, corporation or industry.

Choose the purpose of the proposal
from the drop down list.

Project
Purpose

» Research —the focus of the proposal is a systematic investigation designed to develop or
contribute to generalizable knowledge.

» Training — the focus of the proposal is conducting training activities, whether they are offered for
credits toward a degree or certificate or on a non credit basis, and whether they are offered
through regular academic departments or separate divisions.

= Equipment — the sole purpose of your proposal is to purchase equipment required to conduct

research.

= Service — the focus of your proposal is to provide a service.
= GA Work Experience —the purpose is to establish a graduate student work experience contract.
= Donated Software/Equipment —the purpose of the proposal is to receive donated

software/equipment from a commercial for profit agency.

Type in the name of the agency to
which you are submitting your
proposal.

Type in the address for the agency
if you are submitting to a non-
federal agency.

Sponsoring
Agency

Address, if
nonstandard

11
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Select the type of program you are
applying to from the drop down list.

Program “
Type

= Artistic Pursuit — funding for the presentation of artistic work for example a performance, exhibit,

film or video production.

» CAREER/Faculty Development — program offered by National Science Foundation or other
sponsor for the support of early career-development activities of those teacher-scholars who most
effectively integrate research and education.

= CESU - proposals submitted in conjunction with the Cooperative Ecosystem Studies Unit

Network.

= COEE - proposals submitted to the Centers of Economic Excellence program.
= EPSCoR - proposal submitted to Experimental Program to Stimulate Competitive Research

program.

= Equipment or Materials — funding targeted toward the purchase or use of equipment, materials,
or special facilities required to conduct research.

» Facility or Construction — funding to construct, remodel or operate a facility.

» Fellowship/Undergraduate Research — funding for specialized training that advances the PI's
knowledge of the area, not the area itself.

» FIPSE — Proposal submitted to the Department of Education’s Fund for Improving Postsecondary

Education program.

= Meeting or Conference — funding to either attend or organize a meeting, conference or seminar.

= N/A — Not Applicable — proposal is not related to one of the listed program types.

= Publishing or Editorial — subvention for publication costs of journals, manuscripts, texts,
documents, and translations of works.

= SBIR — proposal submitted to the Small Business Innovative Research program.

= STTR - proposal submitted to the Small Business Technology Transfer program.

= TRIO — program offered by Department of Education.

Enter the name of the program to
which you are applying in the
Sponsor Guidelines field.

Enter the web address of the
guidelines or funding
announcement, if available
electronically, in the web link field.

Select yes or no from the drop
down menu indicating if the
proposal is in response to a
RFA/RFQ/RFP.

Solicitation
Sponsor Guidelines
Weh Link

In response to
RFARFQIRFP?

= RFA: Request for Application
* RFQ: Request for Quote
= RFP: Request for Proposal

Check the box next to the correct
institution if you are collaborating
with Clemson, MUSC, or a Other

his is a collaboration with : [] Clemson [ musc [ Other Institution

—

Congr nal Earme

T

Institutio n. Internal Requests: [J P For Research N
If you check other institution, type
in the name of the institution.
12 USCERA User Guide




Check the box next to the question

if the proposal is being submitted in 9
response to a federal
congressional earmark.

This is a collaboration with : [ Clermson [ Musc [ Other Institution

:L_‘ Ejl([l essional Earmark? >

Internal Requests: [J P For Research N

Check the box if this proposal is for
an internal request.

Select the internal funding program
from the drop down menu.

This is a collaboration with : [] Clerson [ MUSC [ Other Institution
Congressional Farmark? ]

nternal Requests: [ WP For Research >

Question section: Answer the next 19 questions about your proposal. If you answer “yes” to some of

these questions, you will be required

to complete corresponding supplemental forms.

Answer yes, if any cost share,
match, inkind contributions are
included in your proposal.

1. Cost share in proposal?

Answer yes, if you are using
resources from any USC intra-
university center/institute.

2. Is project part of a USC intra-university Center/nstitute?

Answer yes, if participating in this
project would require you to be
released from your teaching load.

3. Faculty release time?

Answer yes, if this project will
require the acquisition or
construction of additional space or
facilities.

4. Additional space or facilities? Ifyes, contact Facilities Planning.

Answer yes, if you are requesting
extra compensation for any
personnel in this project.

5. Inst. faculty'employees extra compensation, consulting? (Does not apply to sumimer salary)

For sponsored projects, extra compensation is defined as compensation received above your normal
salary during the academic year. Summer salary does not apply under this definition.

Answer yes, if the sponsor
guidelines include any restrictions
on publications or if the proposal
includes any proprietary
information.

6. Restrictions on publications or involvement of proprietary information?

Answer yes, if the principal
investigator holds a joint

7. Does Pl hold Joint Appointmemt? Ifyes, answer ves to question 8.

appointment.

13

USCERA User Guide



Answer yes, if faculty or staff from
more than one department are
included in the proposal.

8. Does this proposal involve faculty/staff from more than one department/unit?

Answer yes, if you included a
subcontract, consultant or
equipment in your proposal
budget.

9, Sole source considerations: subcontracts, outside consultants, equipment?

= Subcontract — outside party will perform that will perform
portion of work

= Consultant — individual providing technical assistance

= Equipment — one unit costing over $5,000 with a useful life
greater than one year

Answer yes, if your spouse/
dependent children, or other
individuals included on this
proposal have any financial
interest related to the work to be
conducted under this sponsored
project.

10. Do you, your spouseidependent children, or other individuals included on this proposal have any financial interest
{e.0. ownership, equity, consulting, or management position) related to the work to be conducted under this sponsored
project?

Answer yes, if the proposal is being
submitted to the National Science
Foundation or any Public Health
Services agency.

11. Is the sponsor for this project NSF or PHS (CDC,NIHHRSA,SAMHS) ?

Answer yes, if your proposal
involves human subjects.

If you have submitted an IRB
application, enter the HSA number
by clicking on the lookup button.

12. Human subjects? Ifyes, the praposal must be reviewed by the Institutional Review Board.

Ifyou have already received approval, enter HSA #

Answer yes, if you proposal
involves vertebrate animals.

If you have received animal use
approval, enter the animal use
approval number and the
approval date.

13. Vertebrate lab animals? Ifves, contact Animal Resources or give Animal Use Approval Mumber:

Approval Date:

Answer yes, if you proposal
involves the use of recombinant
DNA, select agents, other
pathogens or biohazards.

If you have received Institutional
Biosafety Committee approval,
enter the IBC approval number
and the approval date.

1d4a. Recomhinant DMNA
Ifyes, the praject must be reviewed by the Institutional Committee JBC).

If approved, enter IBC approval # and approval date.
14h. Select Agents

Ifyes, the project must he reviewed by the IBC.

If approved, enter IBC approval # and approval date.

1de. Other pathogens or biohazards
Ifyes, please list
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Answer yes, if you proposal
involves the use of radioactive
materials/substances, x-ray
equipment, lasers, strong UV
emitting devises, hazardous or
regulated chemicals.

14d. Radioactive materialsfsubstances orxray equipment, lasers, or strong LW emitting devices

14e. Hazardous or regulated chemicals

Answer yes, if you project involves
research in any of the areas listed.

Select all of the areas that apply to
the proposal, by clicking on the box
next to the topic.

15. Does project involve research in:

[] Biomedical Sciences [] Manatechnalogy

[ Environmental Sciences [ Clinical Trials [ Clinical Drug Trials

[ Future Fuels ifuel cells & hydrogen production starage) [ Photo ! Opto dasers)
[] Behavioral Stiences [ Homeland Security

[] Health Disparities [] Marine and CGoastal Sciences

Answer yes, if any part of the
project will take place outside of
the USA or if you will be
exporting materials/information
to a foreign country.

16. Part of project takes place outside the USA or involves shipment of materials or equipment to a foreign country.:

Answer yes, if the project is
sponsored by an agency from
outside the USA or if any
collaborators, consultants or
suppliers are from outside the
USA.

17. Project invohves entity (sponsor, collaborators, consultants, suppliers, etc.) outside USA.:

Answer yes, if any faculty, staff or
students working on the project are
foreign nationals.

18. Project involves a foreign national {including faculty, staff or students).:

Answer yes, if the project will be
conducted at MUSC VA facilities.

19. Is Project being conducted at MUSC VA Facilities?:

Enter any remarks or special
instructions that need to be noted
about the proposal.

Remarks (include reference information for electronic proposals here)

Click the save button located at the
bottom of the page.

Save
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Cost share Form

This form will only appear if you answered yes to the question that asked “Is there cost share in the

proposal”.

Click on Cost share in the box
labeled step one.

Proposal Details

Title | Very Important Research

Principal Investigator: | 10 A P (Training Department 10)

Co-PI: | Danielle Sample {Traiming Depatrment 48)

STEP ONE STEP TWO
Form Name Status Actions ( Upload/Manage Documents |

[Costshate
ContersInstitutes Association You must uplead the following documents, as well as any
- other necessary support documents:
Financial Interest
Collaboration and/or Effort Commitmenit = Proposal or Proposal Summary
Federal A ) + Budget
Errsll e il & Budget Justification
Certification
Proposal/Award Processing Form (PAP) Cormpleted tint Refresh Docurnent List

To enter cost share being
committed by a department, click
on the Add Departmental Cost
Share Line link located in the
Section | box.

Section I: COMMITMENT OF DEPARTHWENT COST-SHARE

Add Departrment Cozt-Share Ling

Enter the PI by clicking on lookup
button in the Cost Share
Department Line box.

Cost Share Department Line

* PIName

* Dept Number

* Fac.Rel. | Mo+

D)

* YEAR |# {1,2,etc)
Select the PI from the list in the Sele Institution  Name
pop-up menu by clicking on the @ usc PLADA

select button beside his/her name.

Select = Sample, Danielle

SElEE Other:

Delete Entry

The Department number field will
automatically populate.

Specify if the cost share is being
met by committing Faculty

Cost Share Department Line
* Pl Name | |10 & Pl

* Dept Number || 71080
* Fac. Re( ™ \D

_ * YEAR |# 1 {1,2,etc)
Release (Fac. Rel.) time by
selecting yes or no from the drop
down menu.
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Enter the year of the proposal that
the cost share is being committed
in the year field. This should be a
project year (e.g. 1, 2, 3) not a
date.

Cost Share Department Line
* Pl Name | |10 & P

71080

* Fac. Rel. || No  »

" YEAR wﬂ 2,81c)

* Dept Number

List how the cost share will be met
by entering the amount in the
amounts table. The total is
calculated automatically.

SalWages

Fringe

Travel

Other

IDC

b
§
ki
Equipment | ¢
$
ki
§

Total

To list cost share being committed
by a college or other entity, click
on the Add College Cost-Share
Line link located in the Section Il
box.

Section II: COMMITMENT OF COLLEGE /OTHER. ENTITY COST-SHARE

Add Collene Cost-Share Line

Enter the College or Institution by
clicking on the lookup button in the
Cost Share College Line box.

* CollegeInstitution

* YEAR | # £1,2,8tc)

Select College from the list in the
pop-up menu by clicking on the
select button.

Select College
SELECT JINSTITUTIONJDESCRIPTION

Select = | MUSC Administration (MUSC)
—_—

Select =3 | USC

—_—

Select = | USC

—_—

Select— | USC

Business & Finance
Business, Moore School of
Computer Services

Select = | MUSC

Dental Medicine, College of (MUSC)
——

Select =3 | USC Education, College of

Enter the year of the proposal that
the cost share is being committed
in the year field. This should be a
project year (e.g. 1, 2, 3) not a
date.

Cost Share College Line
* College/nstitution
7
{ )(1 \2 etc)

* YEAR

List how the cost share will be met
by entering the amount in the
Amounts table. The total is
calculated automatically.

Other

IDC

$
$
$
Equipment | ¢
$
$
$

Total
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Enter any notes or reminders in
the Comments box.

Click on the save button to
complete the form.

Comments

The proposal detail page now
shows the cost share form is
complete.

Form Name ' Status

l nctinns

Q@re Completed Frint

Centersinstitutes Association

Financial Interest

Collaboration and/or Effort Commitiment

Federal Approval

Certification

Proposal/Award Processing Form (PAPY Completed
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Centers/Institutes Association

This form will only appear if you answered yes to the question that asked “Is project part of USC intra-

university Center/Institute”.

Click on Centers/Institutes
Association in the box labeled
step one.

Form Name Status Actions

Costshare Completed Frimnt
ICentersinstitutes Association _—>

Einancial Interest

Collaboration and‘or Effort Commitiment

Federal Approval

Certification

Proposal/Award Processing Form {(PAPY Completed Print

Select the Center or Institute

Proposal Details

from the drop down list. Title very Important Research
Principal Investigator: [ 10 A Pl (Fraining Department 10
Co-PI:| Danielle Sample (Training Department 449
Sponsor: |Maitonal Science Foundation
¥r1. 1 Project Total: | $125 000.00
enter: >
Enter any notes or reminders in Comments
the Comments box.
Click on the save button to
complete the form.
The proposal detail page shows Form Name Status Actions
the center/institutes association | [costshare Completed Print
form is Complete- <@1§tmnes Association Completed Print >
Financial Interest
Collaboration and/or Effort Commitiment
Federal Approval
Certification
ProposaliAward Processing Form {(PAP} Completed Print
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Financial Interest Form

This form will only appear if you answered yes to either of the following questions “ Do you, your
spouse/dependent children, or other individuals included on this proposal have any financial interest
related to the work to be conducted under this sponsored project” or “Is the sponsor for this project NSF

or PHS.”

Click on Financial Interest in the
box labeled step one.

Form Name

Costshare

Status
Completed

Actions

Erint

Centersinstitutes Association

[Einancial Interest )

Collaboration and/or Effort Commitiment

Federal Approwval

Certification

Proposal'Award Processing Form {PAP} Completed

o
=

rin

Complete the first question, do
you, your spouse or dependent
children have any financial
interest related to the work to
be conducted under the
sponsored project by clicking on
yes or no.

© No

01, Your spouse, of dependent children have any financial interest related to the work to be conducted under the sponsored project?
USC Instructions for Disclosure of"Financial Interest’ Related to Sponsored Programs”

Yes

Ifyes, provide the information listed below for each entity in which vou have a relatod financial Interest, and sttach & separate page for each entiy.

Name of Entity:

Type of Entity:

O Business

O Nor-profit

O Governmental
O other

Description, if other:

= |f you answer yes, you MUST complete all of the fields on the form, then click on the save button

at the bottom of the form.

» |f you answer no, click on the save button at the bottom of the form.

The proposal detail page shows
the financial interest form is
complete.

Form Name Status Actions

JAY

Costshare Completed Frint
CentersInstitutes Association Completed Print
Wﬂerem Form {10 A P} Completed Frint
Collaboration and‘or Effort Commitment

Federal Approval

Certification

Proposal/Award Processing Form (PAP) Completed Erint

Each faculty member listed on the proposal/award processing form will receive a message to
complete a financial interest form. The Pl is only responsible for his/her own form.
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Collaboration and/or Effort Commitment Form

Collaboration and/or Effort is collected for every proposal.

Click on Collaboration and/or
Effort Commitment in the box
labeled step one.

Form Name Status Actions
Costshare Completed Print
Centers/nstitutes Association Completed Frint
Financial Interest Form {10 A Pl Caompleted Erint
Collaboration and‘or Effort Commitment >
Federal Approval
Certification
Proposal/Award Processing Form (PAP) Completed Frint

Enter effort of the Pl and key
personnel by clicking on the edit
link.

Section I: PI, CO-PI'S AND OTHER PERSONNEL FROM OTHER DEPARTMENTS

NAME DEPARTMENT caL YR {MD)|acap ¥r (Mo)|summER (Mo)|saLary|epiTjcory|DELETE
104P 71060 - Training Department 10 Copy  Delete

Danielle Sample 71099 - Training Depattment 49

Add & person

Edit Copy Delete

Enter the number of months the
faculty member is committing to
the project for the first year.

To calculate:
% effort x appointment
= person month effort

Example: PI will work on
proposed project for 20% of 9
month appointment = 1.8 person
months effort.

Intra-University Collaboration Line

* Name || 10 & Pl
* Department | |7 10860

ommitment per calendar year

Ferson-tonths

Effort Commitment per acedemic year Parson-Months

D

Commitment summer months

PW

Salary Amount Request from Sponsor

= Calendar year: list effort for faculty member who has a 12 month appointment.

= Academic year: list effort for faculty member who has a 9, 10 or 11 month appointment and is
working on the project during the academic year.

= Summer months: list effort for the faculty member working on the project during the summer.

Enter the amount of salary being
requested from the sponsor for
the faculty member.

If no salary is being request, enter
a zero in the salary amount
reguest from sponsor field.

:mmoum Request from Sponsor

Intra-University Collaboration Line

* Name || 10 & PI
* Department | 71080

Effort Commitment per calendar year Ferson-Maonths

Effort Commitment per acedemic year Person-Months

Effort Commitment summer months Person-Months

Click on the update button at the
bottom of the page
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Click on the add a person link to
add any additional faculty on the
project that are not listed on the
form.

Section I: PI, CO-PI'S AND OTHER PERSONNEL FROM OTHER DEPARTMENTS

NAME DEPARTMENT CAL YR (MO)JACAD YR (MO)|SUMMER (MO)}|SALARY|EDIT| m DELETE
10 4 Pl 71060 - Training Department 10 Edit Copy Delete
Daniele Sample 71099 - Training Department 49 Edit Copy Celete

Add & person

If faculty from more than one
department are contributing to the
project, briefly describe how the
F&A or indirect costs will be
shared between departments in
the comments box.

Click on the save button to
complete the form

Section II: Comments

If awwarded, and you need to distribute IDC outside of your unit, indicate in the section below | the percentage of distribution.

locume

The proposal detail page shows Form Name Status Actions
the collaboration and/or effort Costshare Completed Print
commitment form is Comp|ete_ Centers/nstitutes Association Completed Print

Financial Interest Form (10 A Pl Completed Erint

| Collaboration and/or Effort Commitment  Completad Frint P

Federal Approval

Certification

Proposal/Award Processing Form (PAPY Completed Erint
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Federal Approval Form

This form is required for all federal proposals.

Click on Federal Approval Form Name Status Actions
located in the box labeled step Costshare Completed Print
one. Centersinstitutes Association Caompleted Print

Financial Interest Form (10 A Pl} Completed Frint

Collaboration andior Effort Commitment Completed Frint

( Federal Approval >
Certification
ProposaliAward Processing Form {PAP) Completed Print

Read the |nf0rmat|on on the form As a Principal Investigator / Project Director of the above-referenced proposal, | hereby cerlify as follows:
. 1. The information submitted within the application is true, cormplete and accurate to the best of my knowledge;
and C|ICk the bOX neXt '[O I a.g I’ee 2. | am aware that any false, fictitious, or fraudulent statements or claims may subject me to criminal, civil, or administrative penalties; and
3. |agreeto accept responsibility for the scientific conduct of the project and to provide the required progress reports if a grant is awarded as a
to the above statements. resut of the appiication

@ lagree to the above statementb

Click on the save button to

complete the form.

The proposal detail page shows Form Name Status Actions
the federal approval form is Costshare Completed Print
com p|ete i Centersinstitutes Association Campleted Erint
Financial Interest Form (10 A PI Completed Print
Collaboration and/or i ted Print
JFederal Approval Completed Print >
Certification
ProposaliAward Processing Form (PAP) Cormpleted Print
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Certification Form

This form will only appear if you answered yes to the question that asked “Sole source considerations:
subcontracts, outside consultants, equipment”. Any subcontracts, outside consultants, or equipment
purchased by the award will be exempt from the procurement bid process if this form is completed at the

time of proposal submission.

Click on Certification located in
the box labeled step one.

Form Name Status Actions
Costshare Campleted Frint
CentersInstitutes Association Cormpleted Print
Financial Interest Form (10 A Pl Completed Print
Collaboration and/or Effort Commitment Completed Frint
Federal Approval Completed Erint
| Certification >
ProposaliAward Processing Form (PAP} Completed Frint

Check the box next to the type of
item you are certifying. If you
check other, explain in the box.

| herehy cerify that the:

[ major equiprment

[ subcontract(s) (4 jetter of commitment frorm subcontractor i required.)
[ consultantis) (A fefter of commitment from conswitant is required,)

[ other;

Enter a justification for the
inclusion of the consultant,
subcontract or equipment in the
bottom box.

herein specified by particular brand, vendor, institutions or individuals are essential and critical to the successful completion of this externally funded
grant proposal for the fallowing reason(s):

Additionally, | further attest that

» Mo collusion or favoritism exists
+ There is no conflict of inferest.

Click the add another
certification form if you have
more than one item to certify.

Save

[ Add Another Cedification Farm |

Click the save button to

complete the form.

The proposal detail page Form Name Status Actions

shows the certification form is Costshare Complated Frint

Complete, Cenmters/iInstihiutes Association Completed Print
Financial Interest Form (10 A Pl Completed Print
Collaboration and/or Effort Commitment Completed Erint
Federal Approval Cornpleted Print

JCertification Completed Print >

Proposal/Award Processing Form (PAP) Completed Print
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Internal Commitment Form

This form will only appear if check the box next to Internal Requests on the Proposal/Award Processing
Form. This box should be checked when you are applying to any of the Research Funding Programs
(Research Opportunity Program, Research Equipment Program, Small Grant Program, Centenary Plan

and Magellan Scholar Program).

Click on Internal Commit located
in the box labeled step one.

Form Name Status

Costshare

Actions

Centersinstitutes Association

Financial Interest

Collaboration and/or Effort Commitiment

Certification

Internal Comimit

Proposal/Award Processing Form (PAP) Completed

Enter the amount being

Internal Commitment Information

requested from the Research P Commited
Funding Program for eaCh year. Startup Amount [ Mo Amount Committed
Year 1 Amount [ Ma Amount Committed
The tOtaI W|” be Calculated Year 2 Amount I3 Mo Amount Committed
automatica”y. Year 3 Amount [ Mo Amount Committed
Year 4 Amount 4 Mo Amount Committed
DO NOT I|St COSt Share Year 5 Amount I3 Mo Amount Committed
commitments on this form. Total Amount § §
Enter any notes or reminders in Pl Comments
the PI Comments box.
Click on the save button to
complete the form.
The proposal detail page shows Form Name Status Actions
the certification form is Costshare Completed Erint
complete. Centersinstitutes Association Completed Print
inancial Interest Form (Miss Wanda K. Sample} Completed Print
Collaboration and/or Effort Commitiment Completed Print
Certification Campleted Print
| {Internal Commit Completed ELLDI./>
Proposal/Award Processing Form {PAP) Completed Print
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Uploading Documents

Your proposal, budget, budget justification and other necessary support documents are uploaded under
Step Two on the proposal detail page.

= All file types are accepted.

= No limit on number of files uploaded.

Click on the Upload New

Document link.

Status | Mot Submitted

Proposal Details

Title |Very Important Research

incip: i Dr. Rosemarie M Booze (Psychoiom)

Co-PE|Dr. Russ Pate (Exercise Science)

STEP ONE STEP TWO
Form Name Status Actions
Costehane Completed Print *ou must upload the following documents, as well as any other
= support documents:
Center! Complatad Frint
Einancial Interest Form (Dr. Rosemarie MBooze) Completed tint = Proposal or Proposal Surnimary
. " = Budget
Financial Interest Form (Dr. Russ Pate) « Budget Justification
Ci ion and/or Effort Ci Completed Brint
Federal Approval Completed rint < Unload New Du\m_g_m—)
Certification Completed rint
Processing Form (PAP) Completed rint
Wiaw Audit Trail
Delgte This Froposal

Click on the browse button.

Proposal Details

Title |"en Important Research

Principal Investigator: | Dr. Rosemarie M Booze (Psychology)

Co-Pl: | Dr. Russ Pate (Exercise Science)

Click the browse button to navigate to the desiredfile. Then click the upload button to upload it to the server.

Hew Upload:

Browse to where the document
you wish to upload is located on
your computer. Select the file
and click the open button.

Look in: | () USCERA,
| Ebudget

Documents

My Documents

-
59
ty Computer
o
My Network — File name:

Places
Files of type:

4 B complete Training Attendance
My Recent Bl HanDOUT - August 05 version
B HANDOLIT - August 05 versiont

@ L0 Proposal
B scERA Class Notes

Desktop U5 cERA MUSC quids
BuscERa Training Evaluation

- «@mcFE

[Proposal

| anFiles )

L Lo

( Open
mrce]
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Click on the upload selected file
button.

Proposal Details

Title | ery Important Research
| Dr. Rosemarie M Booze {Psychology)

Principal | ([if
Co-PL

Dr. Russ Pate (Exercise Science)

Click the browse button to navigate to the desired file. Then click the upload button to upload it to the server.

New Upload: [K:\DephSPARIR esdevill S CERA raposal

Repeat steps until all files have been uploaded.

Click on the start the approval
process button located at the
bottom of the screen to submit
the proposal for internal approval.

STEP ONE STEP TWO
Form Name Status Actions
Costshare ] Pring “You must upload the following documents, as well as any other
= support 3
[ i i Completed Print
Financial Interest Form (D1. Rosemarie M Booze) Cornpleted rint e FProposal or Proposal Summary
» Budget
Financial Interest Form (Dr. Russ Pate) . Eudge‘ Justification
(¥ ion andior Effort C: Completed Print
Certification Completed rint P Doc 45 KD Delete
Proposal/Award Processing Form (PAP} Gompleted rint buduetxls 155 KB Delete
Upload New Document
i Audit Trail
Delete This Proposal

Click yes in the pop-up menu, if
you are ready to submit the
proposal for internal approval.

Microsoft Internet Explorer

“T/ Are you sure you wish to submit this proposal for processing? Wou will not be able to make any changes once wou do
- s,

(OK ] P Caniel ]

Remember that you may not make
routing.

changes to the proposal in the system after the proposal has started

A message that your proposal
has been successfully submitted
will appear in the box at the top of
the screen. The message will
include your proposal number.

Announcements/Messages

A public service announcement fram the LSC ManoCenter Electronic Resources Committee on
the topic of USC's new Electronic Research Administration systern, USCeRA. View Dr. Myrick's
Yideo

Notice

Proposal has heen successfully submitted! The proposal number is 0-07-14483
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Routing Process

Your proposal will first be sent to your chair for approval and will then continue through the routing
process until it has been approved by all necessary university officials (chair, dean, SAM). If one of the
officials disapproves your proposal it will be returned to your USCERA inbox, so you may revise and
resubmit it. You will receive an e-mail each time an official approves or disapproves your proposal.

Check Status of Recently Submitted Proposals

You may track the progress of your proposal by looking at the approval chain located at the bottom of

each form.

To view the approval chain:

Click on the subject.

Click on the link in the
announcements/messages area
located in the upper right of the
screen.

Inbox  You have 0 outstanding item(s). ] Shaw Archived Hems  Sort By: | Date (latest firsty v
4 records found, displaying all records.
p.1. #lnumBer  #]pEabLINe  #|TITLE +|acTion 4
Proposal approved by Chair Pl 10 & 71060-05- 07 2002006 Example for Drs. Sabia and Archive
101140 14431 1Z:004M Zom
07/18/2006 Certification pproved by Chair FI, 10 A 710B0-05- 072012006 Example for Drs. Sabia and Archive
10:08AM 14431 1Z:004M Zom
07/18/2006 iversity FI, 10 & 71080-05- 072012006 Example for Drs. Sabia and Srchive
10:08AM approved by Chair 14431 1 2:004M Zorn
07/18/2006 Costshare 3 by Cagir FI, 10 A 71080-05- 072012006 Example for Drs. Sabia and Archive
10:05AM 14431 1Z:004M Zom

AnnouncementsMessages

A public service announcement from the USC NanoCenter Electronic Resources Cornmittee an
the topic of USC's new Electronic Research Administration system, USCeRA. View Dr. Mytick's
Video

Proposal approved by Chair
Proposal approved by 10 A Chair (Chair)

Comments

Click on the Proposal/Award
Processing Form link located
under Step One.

Proposal Details

Title | Yery Important Research
Principal Investigator: [ 10 A Pl (Training Department {0
Co-PL:

Danielle Sample (Training Depatment 45)

STEP ONE STEP TWO
Form Name Status Actions Uploadihianage Documents ]

Costshare
Centersinstitutes Association You must upload the following documents, as well as any
= other necessary support documents:
Financial Interest
Collaboration andior Effort Commitment ¢ Proposal or Proposal Summary
T ; « Budget
B « Budget Justification
Certification
Proposali/Award Processing Form {PAP) Completed Frint Retfresh Docurnent List

Scroll to the bottom of the form to
view the Approval Chain.

Name

Role

Approval Chain

| Actinn| Date | Comments

10 A Chair |Initial Approval (Dept.Unit

Approved |077118/2006 10:11AM

10 A Dean Final Approval (College/Dept)

10 A Spar

Institution Appraval

The Approval Chain lists all required approvals. It lists all actions taken on the proposal along with the
time and date the action was performed.
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Search Proposals

To locate a pending or submitted proposal:

Click on the Search/Edit
Proposals option on the toolbar.

You may narrow your search by

title keywords, proposal number,
submission date, and sponsoring
agency.

All of your proposals will be
returned if you leave the fields
blank.

Click on the search button.

Search Proposals

Title Keywords

Proposal Number

Approved Beginning Submission Date
Approved Ending Submission Date

Sponsoring Agency

Institution || &) b

Detail Level| &) Returns all projects (Pending, Approved, Disapproved, Infernal Reguests, and In Progress)
O Return Appraved External Submissions

All of your proposals will be returned if you leave the fields blank.

A list of your proposals will be
displayed. Click the view link
next to the proposal you wish to
view/edit.

VIEW PROPOSAL |PROPOSAL#|TITLE E 3 .|APPROVED 4|SPONSORING L|AMOUNT L|DELETE
SUMMARY NAME T|SUBMISSION DATE “|AGENCY T|FIRST YR ]

Wiew 0-07-14493 “ery Important Pl 10048 Maitonal Science $125000
Research Foundation
Wiew 71080-05- Example for Drs. Pl 10 & MSF 150000
14481 Sabia and Zorn
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