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Pl Responsibilities in HGA

The ORSP Grants Specialist assigned to your proposal submission will set up your Funding Proposal (FP)
record in HGA and notify you via email when it is ready for you to complete.

The PI’s responsibilities in HGA are as follows:
1. Review all completed fields in the FP smart forms for accuracy.

2. Complete the Intellectual Property smart form screen.

3. Complete the validation action in the FP smart forms and complete any additional unanswered
fields.

Review the working budget for accuracy.

Review all attachments to ensure they are the latest versions
Submit the FP record for department review.

Certify the FP record.

Update your COI Disclosure Profile when prompted.
Respond to any requests for changes.

© ® N O A

Accessing Your Funding Proposal Record in HGA

Direct Link

Your Grants Specialist will include a direct link to the FP record in the handoff email. Click the link and
enter your UTC ID and password. The system will redirect you to the FP workspace.

DASH Research
Alternatively, you can log into DASH Research from the DASH Landing Page.

1. Click on Dash Research and select Grants & Agreements

Home  About
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] Available 2026
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‘Communication Hub
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https://dash.tennessee.edu/home

2. Enteryour UTC ID and password.

3. The link takes you to your DASH Research Dashboard. The Dashboard contains a list of all records
across all DASH Research modules that require an action from you.

4. Use the search bar and the wildcard symbol (%) to filter the results by record type (%FP) and
keywords from the short project title (e.g., the sponsor acronym). A proposal that needs to be
submitted will be in the Draft state.

5. Clickthe record name to open the FP workspace.

Page for Azad Hossain
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reate -
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Fitter by © [ | Name v | %DoE |IEY +cdrier x clear Al
Recent Pinned
and by D v | %P | % Remove Fiter
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Ep:mooooag: HEF IR g FPO0000064 DOE SPO Webinar Draft with Cost Share FP workspace. 5/3/2026 12:33 PM Draft  UTC Preaward
al___view nossain
T BEE AL FP00000182 DOE AL Cost Share with Sub Hossain 4127/2026 1:11 PM 4127/2026 2:52 PM Draft  Ashiey Ledford
Cost ...Test Hossain = — —
2 items returned page ‘ 1 ‘ of 1 | 25 |,'
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Completing the FP Smart Forms

The ORSP Grants Specialist assigned to your proposal submission will complete most of the FP smart
forms based on the final budget and your draft narrative/SOW. However, it is the PI’s responsibility to
review all completed fields for accuracy and complete any unanswered questions that are required for
validation.

Review Completed Smart Forms for Accuracy
1. Click the blue Edit Funding Proposal button in the upper left corner of the FP workspace.

2. Review the fields in each smart form screen carefully, using the section headings on the left to
navigate between screens.

Complete Remaining Fields

For all proposals, the Pl must complete the Intellectual Property smart form screen. The Grants
Specialist cannot complete this screen for you.

Intellectual Property (IP)

1. Use of Previously Created IP*
Select whether any previously created IP will be used in the project.

1a. Disclosure of Previously Created IP*
This field only appears if the response to question 1 is YES. Select whether the previously created IP has
been disclosed to UTRF.



1b. Title of Disclosure*
This field only appears if the response to question 1a is YES. Enter the disclosure number or title.

2. IP Protections*
Select whether the Pl/team wishes to protect IP that may be generated from the proposed project.

2a. Commercializing IP*

This field only appears if the response to question 2 is YES. Select whether the Pl/team is interested in
commercializing IP that may be generated from the proposed project.

3. Need for Related Agreements*

Select whether the proposed project will require a $0 research-related agreement with a third party. This
field has no sub-fields.

4. Software Development*
Select whether any software will be developed under the proposed project.

4a. Access to Developed Software*

This field only appears if the response to question 4 is YES. Select how the team plans to manage access
to the software: open-source, free for researchers, or paid access only.

4b. Use of Open-Source Libraries*

This field appears if the response to question 4 is YES, regardless of the selection for 4a. Select whether
the software to be developed will utilize open-source libraries.

4c. Name of Open-Source Library*
This field only appears if the response to question 4b is YES. Enter the name of the open-source library.

5. SBIR/STTR*
Select whether the proposalis related to an SBIR/STTR program. This field has no sub-fields.

6. Third Parties to the Project*
Select whether third parties (non-UT entities) will be contributing funding, IP, or materials to the project.

Examples of third parties:
e anunpaid collaborative partner
e the same proposal submitted to a different sponsor (still pending)
e funding from a different sponsor for a different portion of the same umbrella project

Third parties do NOT include the research team, subawards, or direct/prime sponsors for this proposal.

6a. Other Funding Sources*

This field only appears if the response to question 6 is YES. Select whether there is another funding
source currently supporting the same tasks outlined in this proposal.

6b. Use of Third Party Resources*

This field appears if the response to question 6 is YES, regardless of the selection for 6a. Select whether
data, materials, software, or IP from a third party will be used for proposed project.



6c. Name of Third Party*
This field only appears if the response to question 6b is YES. Enter the name of the third party providing
the data, materials, or IP.

Validate the FP Smart Forms

The Specialist may also ask you to complete other fields/screens depending on the situation. To locate
any additional fields the Specialist has assigned to you, click the green “Validate” action in the upper left
corner of the FP smart forms. This action appears while you are on any screen.

The module will call out any unanswered fields in red. Click the link to navigate directly to the question
that needs to be completed.

You Are Here: g 2 Wang_NSF Future CoRE

Exror/Warning Messages (1 @r=il Editing: FP00000204 Golomsmens Bpmte @y
General Proposal v
sl Intellectual Property

Pelsu.nnfl The validation will hlgh“ght any N2 1 :)w:::r: r:use:r::: team use any previously created intellectual property in the performance of this project? @
e required fields that are not %

completed and provide a link to
Budget Periods and 1 2. *|s th team i i ing IP that might be ted on thi: ject f in futs h? @
Key Dates the |nc°mp|ete field. .sye:o oot am in pi g at migl created on this project for use in future researc

Sponsor v

Centifications

s Commercializing IP This is a required field; therefore, you must provide the required

information 3. * Will this research require any information, data, or materials from a third party under a g 3 i g , material transfer
: agreement, etc.?
Project/Performance v O Yes @ No Clear

Site Locations.

Follow the guidance in the help text (blue question mark symbol) and in the FP Guide for Pls (located in
the Grants module’s Help Center) to complete the remaining fields. Ask your Specialist for clarification,
where needed.

Dashboard Agreements COl Export Grants IRB Safety
Control
Funding Proposal Complex Projects Awards Reports Help Center
-~
Grants > Help Center
Help Center
Guides Videos
Name Description

Stage Environme idance 041628
Funding Proposals Guide for Pls and Department Users 041626 >

Funding Proposals Guide for Central Users 041026

Funding Proposals Quick Guide for Reviewers & Approvers Funding Proposals Quick Guide for Reviewers & Approve
Award Guide for Central Office Users rev 041626 AWARD GUIDE FOR CENTRAL OFFICE USERS

HGA Award Mods Guide Pls and Central Office 041426




Once all sections have a green checkmark, click “Finish” or “Exit” to return to the FP Workspace.

NOTE: Clicking “Finish” does NOT submit the proposal for routing.

= [ vaidate &f8 Compare «
You Are Here: DOE AL Cost Share with Sub Hos...
Error/Warning Messages (0 g .
. ges ( )@ Edlt].ng . FP00000182 4 Go to forms menu =k Print = © Help
5 EI’]
General Proposal v } }
Iz i Completion Instructions:
Personnel v
Submission «”| Next Steps
Information _ _ ) o
Click Validate to verify that all required questions in this proposal are complete.
Correct any errors or omissions, and refresh the error report.
Budget Periods and v
Key Dates When no errors are reported, click Finish.
From the proposal workspace, complete the primary budget and any other
Sponsor v ) .
Certifications budgets you add for this project.
Start the institutional approval cycle by submitting the proposal for department
Intellectual Property v review
Project/Performance v
Site Locations
Compliance Review v
Additional Proposal v
Information
Gompletion v QExit B Save Finish
Instructions

Reviewing Proposal Documents

Unless the proposalis late, the Specialist will upload the following documents in the FP record before
handing it off to you:

Sponsor/program guidelines

Finalized internal budget

Draft proposal narrative or SOW

Non-budget dependent personnel docs (if applicable)
Submission notes document

Any other completed documents, as relevant.

The Specialist will upload the remaining documents and the full PDF of the submitted proposal (if
available) while they are recording the sponsor submission in HGA.

These documents will appear under the Attachments tab in the table at the bottom of the FP workspace.

Budgets SF424 Summary History Reviewers Financials Reviewer Notes Related Projects |

Name
Budget (Internal)_FP225.xisx
Budget Justification_FP225 docx
DMP_FP225.pdf
Facilities_FP225.docx

Full PDF as submitted_FP225. paf
Guidelines_FP225 pdf
JIT_FP225 docx
LOCs_FP225.zip
Namative_FP225

Sub Docs_Chait State_FP225.zip
Submission Confirmation_FP225 pdf
Submission Notes_FP225 docx




Before you submit the proposal for routing, review all proposal documents to ensure that they are the
most-up-to-date versions. If something looks incorrect, email your assigned Specialist for clarification.
Please do not delete anything unless granted approval by your Specialist.

Submission Notes

Carefully review the “Submission Notes” document. It contains pertinent information regarding the
implementation of your project should the proposal be funded.

Budgets SF424 Summary History Reviewers Attachments

Name

Budget (Internal)_FP225 xlsx
Budget Justification_FP225.docx
DMP_FP225.pdf
Facilities_FP225.docx

Full PDF as submitted_FP225 pdf
Guidelines_FP225 pdf
JIT_FP225.docx
LOCs_FP225.zip
Narrative_FP225.pdf

Personnel Docs_FP225.zip

Sub Docs_Chatt State FP225.zip

Submission ] tion FP225 pdf
ubmission Notes_FP225 docx

Add Attachments

In rare circumstances, such as a late proposal, the Pl may be asked to upload documents to the FP
record before routing. To do so, click the Add Attachments activity on the left side of the workspace.

) Execute "Add Attachments” on FPO000225 — Mozilla Firefox

& Sendto COI

i Manage Ancillary Reviews @ = huronclick.com

% Manage Relationships Add Attachments

£ Manage Tags |

B Create Agreement Bug Add attachments:

A Request Post-Submission Na,,i | + Add ‘ Drag and drop files to upload

Update

Budg Name

X, Add Attachments Budg
DMP 35 Budget (Infernal)_FP225.xIsx(0.01)

€] Copy Facil

o Send Emai Full @ Budget Justification_FP225 docx(0.01)
Guid N

&+ Assign Specialist JIT DMP_FP225 pdf(0.01)
LOCH

2% Manage Access Nar] 03 Faciliies_FP225 docx(0.01)

- Pers| N

¢ Add Comment Sub. Full PDF as submitted_FP225.pdf(0.01)
Subn .

[# Post-Submission Information subt Guidelines_FP225.pdf(0.01)

You can drag/drop files or click the “+Add” button to upload a new document from your files. Click OK to
save the document. It will appear under the Attachments tab in the table at the bottom of the FP
workspace.

Because the attachments will sort themselves by alphabetical order, please follow the established file
naming convention (document type_Sponsor Program_PI Last Name) to help reviews locate documents
more easily. For example, Narrative_ NASA RIA_Hossain.

Click OK to save the changes. Any new documents uploaded via this activity will appear under the
Attachments tab in the table at the bottom of the FP workspace.



Reviewing Budget Totals

The final version of the proposal’s internal budget spreadsheet (and the sponsor’s budget template, if
applicable) will be uploaded to the Attachments tab in the FP workspace (see above). This is the only
place ORSP records the full budget details in HGA.

ORSP captures a streamlined version of the budget in HGA’s budget smart forms. The information
appears in two places: the Financials tab of the FP workspace and the working budgets.

Financials Tab

The Financials tab on the FP workspace shows the cumulative totals of all sponsor, subaward, and cost
share budgets.

Budgets SF424 Summary History Reviewers Attachments Reviewer Notes Related Projects Change Log

Current All-Period Totals Period 1 Period 2 Period 3 Cumulative

Personnel: $32,378 $32,984 $33,606 $98,968
Salaries $26,000 $26450 $26912 $79,362
Benefits: $6,378 $6,534 $6694  $19,606

General: $115,000 $121,400 $125,700 $362,100

Subaward: s0 30 $0 30
Subaward Direct: 50 $0 $0 50
Subaward F8A 50 $0 $0 50

Total Direct less Subaward F&A: $147,378 $154,284 $153,206 $461,068

Total Direct: $147,378 $154,384 $159,306 $461,068

Total F&A: $45892 $47,656 $48677 $142,225

Project Total: $193,270 $202,040 $207,983 $603,293

Working Budgets

If you would like more details, you may also review the working budget for the sponsor and the cost share
budget, if applicable. These are linked in the Budgets tab in the table at the bottom of the workspace.
Click the budget name to enter the budget workspace.

SF424 Summary History Reviewers Attachments Financials Reviewer Notes Related Projects
Workmg Budgets
Name / SmartForm ~ Date Modified State Funding Source Total In Financials?
B DOE SPO Webinar Hossain [Edit] = 5/12/2026 820 AM Draft  Federal $864,140 yes
W Cost Share for DOE SPO Webinar Hossaln [Edit] = 4/13/2026 2:22 PM Draft  Institution (Internal) $63,528 yes
Budget Workspace

The budget workspace shows the financials for that specific budget and any subawards added to that
budget. The Financials tab provides a high-level overview of these costs. Note that because ORSP enters
a streamlined budget, all direct costs appear under the General costs line.

Confirm that the project total matches the total requested from the sponsor on your internal budget
spreadsheet.

If your proposalincludes cost share, that portion of the budget is recorded in a separate workspace. Click
the link at the top of the budget workspace to enter the cost share workspace.



DOE SPO Webinar Hossain

Sponsor: US Department of Energy (DOE) Grand Total:
Cost share is recorded in its own
workspace and is not reflected in the
Grand Total.

PI: Azad Hossain

Funding Proposal: DOE AL Cost Share with Sub |

Financials Subawards Documents Snapshots History

Current All-Period Totals

Personnel:
Salaries: . .
et All direct costs (excluding subawards) are
enetts: listed as General costs.
General:
Subaward:

Subaward Direct:
Subaward F&A:
Total Direct less Subaward F&A:

El0lolelopztts  Project Budget

$864,140
Federal
1

Cost Share for DOE SPO Webinar Hossain

Period 1 Period 2 Period 3 Cumulative

$0 s0 $0 $0
$0 $0 $0 $0
$0 $0 $0 $0

l $124.066 $136,300 _$154.500 5414@66'

$105,000 $105,000 $105,000 $315,000
$75,000 $75,000 $75,000 $225,000
$30,000 $30,000 $30,000 $90,000
$199,066 $211,300 $229,500 $639,866

Total Direct: This is the amount requested from $241,300 s$259,500 $729,866

Total F&A: the sponsor.

Project Total:

$40,875 $46,875 $134,274
$275,590 $282,175 3uuc. 75 £$864,140

Submit for Department Review

Once the FP and budget smart forms have been completed and reviewed and all appropriate documents
have been uploaded, it is time to submit the proposal for review.

The PI, proposal admin, and anyone with edit access can submit the FP for review.

NOTE: The FP locks down after it is submitted for review, and only the assigned Specialist can make
edits.

1. Onthe FP workspace, click the blue “Submit for Department Review” activity on the left. The
system will validate the FP smart forms (it does not validate budget smart forms) and generate a
slide-in.

it For Department

Printer Version

hurondlick.com,

B COl Disclosure Status 4 Submit For Department Review
L P— ; i . . ] ' . )
By clicking OK, the proposal wil transition to Department Review and all approvers for the submiting department will be notified to log in and review the
Ce| proposal
SFE
Fo| Oncein Department Review, Pls and Administrative Contacts can no longer edit the proposal

+ Certify
€ Withdraw Proposal

£ Sendlo COI Lai
Ad
Co

& Manage Ancilary Reviews

Comments: Only the assigned Specialist can edit
the FP after submitting for review.

% Manage Relationships

£ Manage Tags ‘

B Create Agreement

& Add Attachments

@) Copy

B Create Additional Budget B

Export Budget "
B Export Budgel Supporting documents:

<A Send Email o

& Assign Specialist
Name
&8 Manage Access There are no items lo display

© Add Comment

Cox ] oo |



2. If ancillary reviews were manually added to the FP before routing (such as for cost share or
compliance), then the activity window will note that ancillary reviews have not yet been
completed, but it will not prevent routing, and there is no action for the Pl to take.

Submit For Department Review

Warning: outstanding required ancillary reviews exist for this project
Ancillary Review

Review Type Person Organization Required  Completed Accepted

Compliance Review Majdi Alghader yes no

3. Any comments or attachments you add in this activity window will be sent to approvers in the
email notification they receive and be recorded in the History tab on the FP workspace.

4. Click OKinthe slide-in screen to complete the activity.

5. Backinthe FP workspace, the state of the FP and its workflow have changed to Department

Review and the FP smart forms are now view only.

NSF SCH Ma 2
Next Steps
Proposal lui>rmation
PDIPI:

The FP state and workflow status confirm

Specialist: N
- A that the FP has been submitted for
E COI Disclosure Status Sponsors: F)

Department Review.

e ——
View Funding Proposal

Internal Submission Deat

v Corly Application Deadline:
& Sendto COI Certifications Complete: 1of 2
48 Manage Ancillary Reviews SFA424 Link:
ign § : o
% Manage Relationships Foreign Sponsor: b
Lead Campus: University of Tennessee at Chattanooga
£+ Manage Tags
Additional UT Campuses:
) Create Agreement Cost Share: Ne
X Add Attachmenis
& ¢ / Draft Spacialist Review Sponsor Review Complate )
7 Copy
«A Send Email
Clarification o R
22 Manage Access Requested anges Raqui

Additional Pre-Award Requirements

Certify the Proposal

Once the FP has been submitted for department review, the Pl and all applicable project personnel will
be notified to log in to certify the FP record. Applicable project personnel are those for whom the

Proposal Certification field on the Personnel slide-in screen was marked YES.

1. Click the link in the email notification to navigate to the FP workspace. You can also reach the

FP workspace from your DASH Research Inbox.

2. Asneeded, click the “View Funding Proposal” button to review the smart forms and review

proposal documents listed under the Attachments tab.

10



Department Review

Next Steps

[@ COl Disclosure Status

NSF SCH Ma 2

Proposal Information

PD/PL: Ziwei Ma
Departmeiic. Mathematics
Specialist:

Sponsors:

All certifiers can view the FP smart forms
and attachments.

Internal Submission Dea:

 Certily Application Deadline:
i Sendto COI Certifications Complete:
& Manage Ancillary Reviews SF424 Link:
% Manage Relationships Foreign Sponsor: m

Lead Campus: University of Tennessee at Chatiancoga
£ Manage Tags -

Additional UT Campuses:
® Creale Agreement Cost Share: Mo
& Add Attachments
@ o Specialist Review Sponsor Review Complete )
% Copy
«d Send Email

“iarHfication Clarification . n 4

22 Manage Access Requested Requested s Romes
© Add Comment

attachments here.

Click OKto complete

Grants > NIST Quantum Center Li

Department Review

Next Steps

View Funding Proposal

Printer Version

Send to COI
Manage Ancillary Reviews
Manage Relationships
Manage Tags

Create Agreement

Add Attachments

Copy

Send Email

Manage Access

Add Comment

¢ | will comply with all relevant state and federal regulations, University pollues and contractual obllga!wns

Reviewer Notes

o Prm——

‘Budgets SFA24 summary History
Name

Budget_NSF Ma
Proposal Draft docx

Select the “Certify” activity on the left.

In the activity window, review the attestations and enter any applicable comments. Do not add

the activity.

The information submitted within the application is true, complete, and accurate to the best of my knowledge;

Any false, fictitious, or fraudulent statements or claims may subject the University and Lead Pl or Pl to criminal, civil, or administrative penalties;
For federal proposals, | am aware of disclosure requirements in Section 223(a)(1) of the William M. Thomberry National Defense Authorization Act;
| agree to accept responsibility for the scientific, fiscal, and ethical conduct of the project and to provide the required progress reporis if an award is
made as a result of the University's application;

All activities involving a foreign entity, including foreign sp andlor , have been I
requirements. It is my responsibility as a Pl to understand these requirements;

I have reviewed all U.S. Export Control requirements and certify that either Ihe'y do not apply to this project or | will comply with the export control
requirement(s). and

I hereby assign to the University all of my right, title, and interest in and to any inventions and creations (except scholarly works) arising from this project

d in this proposal in accordance with sponsor

You can read more about the National Defense Authorization Act details on page 84 here
https:/iwww.congress.gov/116/plaws/publ283/PLAW-116publ283 pdf

Any comments added here will
appear under the History tab.

1. Comments:

y

There are no items to display

11



6. Backinthe FP workspace, a record of your certification and any added comments appears

under the History tab.

Budgets SF424 Summary History Reviewers Attachments Financials Reviewer Notes Related Projects Change Log
Activity Author = Activity Date
v Cerlified Ma, Ziwei 3/23/2026 12:57 PM

Test comments for guide.

7. The Pl and proposal admin can also monitor how many certifications have been completed in

two places on the FP workspace: the summary section at the top and in the Reviewers tab.

Internal Submission Deadline: 32412026
Application Deadline: 331/2026
I Certifications Complete: 10f 2 I
5F424 Link:
Foreign Sponsor: MNo
Lead Campus: University of Tennessee at Chattanooga

Additional UT Campuses:

Cost Share: No
D Specialist Review Sponsor Review Complete )
' Clarification ' Clarification .
Requested Changes Required
Budgets SF424 Summary History Reviewers Attachments Financials Heviewer Notes Reli
Contacts
Name Organization
Ziwei Ma Mathematics
Azad Hossain Biology Geolegy Environmental Science
Reviewers

The following people will review this proposal and provide crganizational approval

Current Step: 1

Approval Step 1
Christopher Cox

Approval Step 2

Pamela Riggs-Gelasco
Amanda Clark

( Y

Proposal Certifiers
Pending Certifiers
» Azad Hossain

Already Certified

(Ziwei Ma J

NOTE: the Certify activity button will remain until all required personnel have certified. If your

again.

certification is recorded under the History and Reviewers tabs, you do not need to complete the activity

Update COI Disclosure Profile

UT Policy requires all named personnel to have updated their COI Disclosure Profile within the 30-day

window preceding each proposal submission. The Grants and COI modules are integrated in DASH
Research.

12



Once your campus’s central office initiates the Send to COl activity, you will receive an email notification
asking you to update your COI Disclosure Profile in DASH Research.

1. Follow the link in the email notification to access your profile.
2. Make any necessary updates and click the “Submit the Disclosure Profile” activity on the left.

FP Lifecycle Overview

The state of the FP will always appear in the orange box in the top left corner of the FP workspace. The
state is tied to the completion of certain activities (e.g., Submit for Department Review; Specialist
Request Changes, etc.).

NSF SCH Ma 2

Next Steps

. Proposal Information
This is the state of the FP.

PDIPI:

Specialist: Ashley Ledford

COl Disclosure Status Sponsors: National Science Foundation (NSF)
Internal Submission Deadline: 312412026

' Cenrify Application Deadline:

£ Sendto COI Centifications Complete: This is the FP's workflow status.

: - SF424 Link:
& Manage Ancillary Reviews
Foreign Sponsor: No

%% Manag Relationships Lead Campus: University of Tennessee at Chattanooga

£ Manage Tags Additional UT Campuses:

Bl Create Agreement Cost Share: No

L. Add Attachments

= (o e i S
2 Copy J‘j \ j
B Export Budget Clarification Clarification

4 Send Email Requested Requested

The FP’s workflow status is noted in the workflow diagram in the center of the FP workspace. The
workflow status is tied to the group currently responsible for acting on the FP. For example, in Department
Review, the FP will be in the inbox of the appropriate reviewers

Sponsor Review

Complete

Changes Required

A high-level overview of the primary workflow status is provided in the table below:

Workflow Status Triggering Action

The Pl or another user has completed the Submit for Department Review
activity.

Step 1 and, if applicable, Step 2 department reviews have been completed.
The central sponsored program’s office assigns a Specialist to review.
Clarification The Step 1/Step 2 department reviewer or the Specialist has requested
Requested clarifications from the project team.

The Specialist has recorded the submission to the sponsor or has used the
System-to-System feature to submit the FP to the sponsor.

The Specialist has reopened the FP for edits to respond to a just-in-time
request from the sponsor.

Department Review

Specialist Review

Sponsor Review

Changes Requested

Complete The FP has been processed as funded, declined or withdrawn.
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Responding to Requests for Changes

Once the FP is submitted for department review, it becomes view only for all editors, including the PI. If
changes are needed to the FP or budget smart forms after routing, alert your Grants Specialist.

In most cases, the Specialist will make the change on your behalf. However, the system allows
department approvers to return the FP to the Pl for edits during routing, and your Specialist may also
occasionally need to return the FP to you for edits, especially in response to a just-in-time request from
the sponsor.

In these circumstances, follow the guidelines below to respond to requests for changes.

Changes During Department or Specialist Review

The department approvers or the assigned Specialist have the option to return the FP to the Pl to make
edits. When this activity is triggered, the Pl and proposal admin will receive an email notification.

1. Click the link in the email notification to navigate to the FP workspace. You can also reach the
FP workspace from your DASH Research Inbox.

2. The FP state has updated to “Response Pending from PI1”, the workflow has updated to
“Clarifications Requested”, and the smart forms have been reopened for edits. You can view
the details of the change request under the History tab.

NSF SCH Ma 2

Proposal iafrtmation
Next Steps PD/PI:

 ————
Department:
Specialist: The FP state and workflow status have

Spomsors updated to reflect the change request. dation (NSF)

Internal Submission Dy

J— Application Deadline: 3312026
B COl Disclosure Status
Centifications Complete: 1of 2
" Ceriify SF424 Link:
€ Withdraw Proposal Foreign Sponsor No
2 Sandto COI Lead Campus: University of Tennessee at Chattanooga
£ Send
Additional UT Campuses:

Manage Ancillary Reviews
= - Cost Share: No
9% Manane Relationshins ~
o }—raézpanmgnt Rl:uu:‘v)- Specialist Review Complete )

Review change request details
L here.
Clarificati N

2 ¥( )—/ R:q;:':; Changes Required
] Copy
B Create Additional Budget Budgets SF424 Summary History Reviewers Attachments Financials Reviewer Notes Relate

Export Budget
B Export Budge Activity Author

Send Email
4 e #  Changes Requested By Department Ledford, Ashley Michelle
&+ Assign Spedialist test change request comments for guide

3. Enter the FP smart forms. If the department reviewer or specialist added a comment within the
smart forms, a comment box will appear next to the form heading and the applicable field(s).
Click the comment box to open the reviewer notes.
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= [, validate &[8 Compare «

You Are Here: g NSF SCH Ma 2

General Proposal

Information Edlting FP00000036
Personnel - -
Compliance Review
Submission A
Information
Budget Periods and * Human subjects involved in this proje 9
Key Dates QO Yes @ No Clear
Sponsor *
Certifications © Close

O
Intellectual Property

* H
Project/Performance o (@]

Site Locations

Compliance Review 1

Additional Proposal
Information

Completion
Instructions

Change History

« Reviewer Notes

Ashley Ledford Response Required

Specialist Change Request
Confirm whether you will

collect data to evaluate your broader impacts activities. If
=0, select yes here_
posted 3 minutes ago

Reply

4. Make the requested changes directly in the smart forms.

project:

5. Re-openthe comment box and reply to the comment to confirm the changes have been made
(or provide a justification for not making the change).

Compliance Review

* Human subjects involved in this project:
@ Yes O No Clear

* |5 this a clinical trial?
O Yes @ No Clear

* |RB protoct! has been submitted:
O Yes @ N Clear

* 1. The Pl made the
¢ changes to the smart form
fields.

*

U

O Yes @ No Clear

* Select options that apply. Does

Finanrial ar in-Lind eunnart fram

Int =

Performance site in non-US locati
Transporting goods or materials o

[N Y R R

1000000

Change History

an(. 2. The Pl replied to the comment.

© Close

« Reviewer Notes

Ashley Ledford

Specialist Change Request
Confirm

whether you will collect data to evaluate
your broader impacts activities. If so, select
yes here.

posted 9 minutes ago

Hide Replies

Ziwei Ma

We will collect data from
students so | have made
the change, as
requested.

posted a few seconds ago
Ediit

and return to the FP workspace.

Once you have made all the changes and responded to each comment, exit the smart forms

Select the “Submit Changes” activity on the left. The activity may read “Submit Changes to

Department Reviewer” or “to Specialist,” depending on the FP’s workflow status.
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8. You canignore warnings about outstanding ancillary reviews. These are common at this stage

and will not prevent you from continuing.

Submit Changes To Department Reviewer

Department Review:

Response Pending
from PI

Warning: outstanding required ancillary reviews exist for this project

Pjo Ancillary Review
Next Steps b

. Review Type
Edit Funding Proposal |
Spe{ Funding Proposal Approval

Person Organization Required Completed Accepted

Biology Geology Environmental Science ys no

e =

w
. 1. Comments: 8 4 n . .
Inter This warning is common if you're
COl Disclosure Status Appl responding to a Department-initated
Cerf| change request.
Submit Changes To |
SF"S =
' Certify =
e Leat 2. Attachments:
Withdraw Proposal 4
Addi
r | + add
© Sendto COI Cosl |7
Name

& Manage Ancillary Reviews
There are no items to display
% Manage Relationships
£} Manage Tags

@ Create Agreement

X Add Atachments

s

& Copy
B Create Additional Budget W

Coc ] o R

9. Enter any relevant comments, but do not add attachments here. Click OK to complete the

activity.

10. Back in the FP workspace, the FP has returned to view only, the FP state and workflow status

have reset, and a record of the activity appears under the History tab.

Department Review NSF SCH Ma 2 FP00000036
Next Steps
4, -

Proposal Inforiuzton Budget Information

oMol Starting Date:

Printer Version Department: Number of Periods:

_ ) The FP state and workflow status have .

Specialist: Total Direct:
= s reset, and the smart forms have returned Total Ingirect
COI Disclosure Status ponsors: . otal Indirect:

e sa to view only.

Internal Submission Deadline: Total:
+ Certify Application Deadline:
£ SendtoCOI Certifications Complete: 1of 2
% Manage Ancillary Reviews SFA24 Link:

i o N

% Manage Relationships Foreign Sponsor: °

Lead Campus: University of Tennessee at Chattanooga
£+ Manage Tags

Additional UT Campuses:
B Create Agreement prp— No
X Add Attachments
@ Copy Specialist Review Sponsor Review Complete )
< Send Email

Clarification Clarification
&2 Manage Access Requested Requested Changes Required
2 Add Comment
Budgets SF424 Summary History Reviewers Attachments Financials Reviewer Notes Related Projects Change Log
Activity Author = Activity Date
2> Submit Changes To Department Reviewer Ma, Ziwei 3/23/2026 2:48 PM

I've made all the requested changes.

Post-Submission Changes

If a sponsor has requested changes to the proposal prior to making an award, the Pl or proposal admin

can request that the Specialist re-open the FP for edits.
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1. Navigate to the workspace of the FP that needs to be updated. The easiest way to search for a
grant that has been submitted is from the FP section of the Grants module. FPs that are pending a
decision from the sponsor will appear under the Sponsor Review tab.

IRB Safety e

Dashboard Agreements Export Contro 1

Funding Proposal Complex Projects Awards Reports Help Center
-

Grants > Funding Proposal

Funding Proposal

Search | Enter text to search Q (2]

Reviev
Create Funding Proposal ST e Inlemae Awarded Completed

Filterby © | ID v | | Enter text to search BN + sadFiner ]
D « Name SmartForm State Pl Campus Direct Sponsor  Submission Type geadvlineA Specialis Depal;n;en(
5 Fpoooooosagif,‘{ﬂ‘;_" Ol R g:i::fnix;ge""esm at g:zlznooqa funding o 312026 Ledford  Civil Engineering
] mooooo3sgﬁ,?'zczha“ BARWHer e~ PoMaSponsor gy 'gm;‘;yo‘g’?e“"w & Soon oga Fundng 33120 Ledford  Civil Engineering
2 items retumed page T of 1 W I page

2. Onceyou’re in the correct FP workspace, select the “Send Grants Status Update” activity on the
left.

3. Inthe activity window, select “Post-submission Update Requested” as the grant status, add any
comments or documents from the sponsor, and click OK to complete the activity.

Send Grants Status Update

Pending Sponsor
Review
1. Grants status:
Next Steps d () Award Anticipated
n' I O Post-submission Update Requested l
View Funding Proposal Q Not Funded
QO Withdraw Submission {Proposal Not Reviewed)
© Other
COI Disclosure Status I Clear
< Sendto COI ce 2. Comments:
& Manage Ancillary Reviews 5|
9, Manage Relationships Fo
-] Manage Tags : Y
Create Agreement
Cd

3 .
X Add Attachments 3. Documents:

7 Copy < ‘ e '(
Send Grants Status Update Name

A Send Emal There are no items to display
end Emai

&% Manage Access

> Add Comment F

i i

4. Backinthe FP workspace, the state has changed to “Proposal Status Confirmation,” but the
workflow status has not moved.
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Proposal Status
Confirmation

Cityof Chyoo ™

Next Steps

View Funding Proposal PD/PI:

Department:
Sponsors:
Internal Submission Deadline:

E COl Disclosure Status
Application Deadline:

@ Funding Anticipated Certifications Complete:

B4 Award Letter Received SF424 Link:

Foreign 5 H
“~ Return to Pending Sponsor orelgn sponsor

Review Lead Campus:

€ Withdraw Submitted or Not Additional UT Campuses:

" raw . — 1.

The state has updated in response to the
Proposal Informat  Pl's request to reopen the FP, but the status

Budget Infi
remains the same. Starting Date:
Number of Per
Ashley Ledford Total Direct:
City of Chattanooga Total Indirect:
312412026 Total:
313172026
1of 1

No

University of Tennessee at Chattanooga

Funded Proposal Cost Share: Yes
& Manage Ancillary Reviews
Draft
% Manage Relationships

Complete

£ Manage Tags

Create Agreement

Clarification
Requested

Clarification
Requested

5. Once the Specialist reviews the request and completes the activity to re-open the FP, both the

state and workflow status have updated, and the FP smart forms are now editable. Both activities

are recorded under the History tab.

Post-Submissi .
City of Chatt Bat

Both the state and workflow status have updated.

Next Steps Proposal Information Information
PDIPI: ate:
Department: - NS, - Periods:

City of Chattz ooga Total Indirect:
Create Funding Award The FP smart forms are 32472026 Total:
now editable. 33112026

@ COI Disclosure Status T —— Tof 1
SFA424 Link:

~~

& Sendto COI Foreign Sponsor: No

¥ Manage Ancillary Reviews Lead Campus: University of Tennessee at Chattanoog:

% Manage Relationships Additional UT Campuses:

£+ Manage Tags Cost Share: es

B Create Anreemant [N " A, - ! Specialist Review Spans or Review

~ A record of the request to re-open for JIT edits and

the Specialist's approval of the request appear under Glariiication

& the History tab. Requested

@ oy

B Create Additional Budget Budgets SF424 Summary History Reviewers Attachments Financials Reviewer Notes Related Projects

# Update PreAward Personnel Activity Author

B Export Budget Y

Post-Submission Update Requested

Ledford, Ashley Michelle

Bathi, Jejal Reddy

A Send Email 4 Send Grants Status Update
&+ Assign Specialist The sponsor is requesting changes.
&% Manage Access £ Updated Access

Ledford, Ashley Mechelle

6. Click the “Edit Funding Proposal” activity to enter the FP smart forms. Make all necessary edits

following the guidelines above. Remember to validate the forms before returning to the

workspace.

Open the Add Attachments activity to replace documents with revised versions or add newly

required documents.
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8. Once all edits have been completed and the revised documents have been uploaded, notify your

assigned Specialist via email.

Do not use the “Submit Post-Submission Update” activity. This records the submission of the
just-in-time action to the sponsor and must be completed by the assigned Specialist.

Optional Activities

There are a few additional activities available to the Pl and proposal administrator.

Manage Access

The Pl and proposal administrator can assign edit and view-only rights to new personnel without opening
the smart forms. This activity can be completed while the FP is in any state.

1.

While in the FP workspace, select the “Manage Access” activity on the left. The activity slide-in
links directly to the Personnel screen in the FP smart form.

Add the new personnelin the applicable screen, as needed.
a. Do notdelete any personnel from the list as it will hinder efforts to collect current and
pending support information.

Click OK to complete the activity.

Select administrative contact:

DB S L QD

Ashley Ledford [ = | @
Select team members who have edit rights: Make all r S ry edits to acce
permissions here.
7] Copy
B! Export Budget Last Name First Name Employer Name Title
There are no items to display
A Send Email Bq Fg
A je Log
&+ Assign Specialist Select team members who have read-only right=.
Add Comment & Last Name First Name Employer Name Title
Test There are no items to display
»| |
&
NA
| [
wl ﬂ' cancel
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Add a Comment

The Pl or proposal administrator can add comments about the FP. Do NOT use this activity to request
changes; email your Specialist instead.

1. Onthe FP workspace, click the “Add Comment” activity on the left and add the appropriate
comment. Do use this activity to add attachments.

¥ Send to COI

& Manage Ancillary Reviews . . .
The comments or documents added balow will be visible to all individuals that have access to read or edit this proposal

9 Manage Relationships
o * Comments:

Manage Tags

B Test comment
B Create Agreement )
X Add Attachments
€ Copy
B Export Budget
<A Send Email

& [nelarm Projec

&+ Assign Specialist

Attach decuments: (Optional)

=+ Add inding Source

Name deral

There are no items to display

2. Click OKto complete the activity.

3. The comment, including any attachments, is recorded under the History tab of the FP
Workspace.

Budgets SF424 Summary History Reviewers Attachments Financials Reviewer Notes Related Projects Change Log

Activity Author = Activity Date

- Comments Added Ledford, Ashley Michelle 31172026 10:42 AM

Test comment

Perry, Meredith G 3/10/2026 12:33 PM

New Copy: FP00000014

Send an Email

The Pl and proposal administrator can send an email to the Specialist or the proposal team from the FP
workspace. Your campus may or may hot use this feature.

1. From the FP workspace, select the “Send Email” activity on the left to open the activity
window. Enter a subject line consistent with your campus’ procedures.

2. Select the appropriate group of recipients and/or add other individuals to the recipient list from
the picklist. Make sure the individuals you add manually have view or edit access to the FP. Use
the Manage Access activity to update permissions, as needed.

3. Usethe Comments section to write the body of the email.

4. Add any supporting documents.
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5. Click OK to send the email.

* Email subject line:
* Select at least one group of recipients:
o
D All e
oy
Select any other recipient for this email: i e '] )
* Comments to be included in the email:
[ Related |
Supporting documents:
=3
T —
6. Arecord of the email is saved in the History tab of the FP/Award Workspace, along with the
comments and any attachments.
Budgets SF424 Summary Reviewers Attachments Financials Reviewer Notes Related Projects Change Log
Activi
= o Comments and documents included in
Emaltsent the Send Email activity display here.
Use this template for your biosketches.
[ Biosketch BLANK pdf
a2 Updated Access Ledford, Ashley Michelle
Do Not Use

The following activities are for central office administrative purposes only. Do not use or modify the
contents of these activities in any way:

e Manage Ancillary Reviews

e Manage Tags
e Manage Relationships

Sharing Sponsor Notifications with Central Office

The Pl and proposal administrator can share sponsor notifications with the central sponsored projects
office through the Grants Module.

Navigate to the workspace of the FP that received the sponsor update. The easiest way to search
for a grant that has been submitted is from the FP section of the Grants module. FPs that are

pending a decision from the sponsor will appear under the Sponsor Review tab.

1.



Dashboard Agreements Export Contro 1

IRB Safety e

Funding Proposal Complex Projects Awards Reports Help Center
-

Grants > Funding Proposal

Funding Proposal

Search | Enter text to search g e
Proposals Draft Imemzo Awarded Completed
Fitter by © | 1D v | [ Enter text to search BN + scs rieer L]
D « Name SmartForm State Pl Campus Direct Sponsor ~ Submission Type APPHCat fat ot ned,
] Fpoooooossgi')fﬂfl’yc““" HEbVER e | Pendgopomar gy g;z’:ﬂ%;“"“em a gz:;mw O i 8 3312026 Ledford  Civil Engineering
ﬁFPoooooo:;sg‘u"/al‘.,’r'ycz"a" BaiWeer (e FondnoSponeor gy gm&“’"“m = gm’:mga undng o IB120%6 Ledford  Civil Engineering
2 items retumed page 71 of 1 10 |/ page

2. Onceinthe correct FP workspace, select the “Send Grants Status Update” activity on the left.

Send Grants Status Update

Pending Sponsor
Review
1. Grants status:
Next Steps 1 Q Award Anticipated
[i O Post-submission Update Requested
| QO Withdraw Submission (Proposal Not Reviewed)
SF. QO Other
B COl Disclosure Status Int Clear
Ap
¥ Sendto COI Cq 2. Comments:
@ Manage Andillary Reviews SF
9% Manage Relationships Fg
Le
£ Manage Tags | 4
Ad
¥ Create Agreement |
G4 .
X Add Attachments 3. Documents:
@ Copy < ‘ i Md| '(

d Send Granis Status Update Name
There are no items to displa;

«d Send Email piay

& Manage Access

¢ Add Comment lu

ox ] cmee
F j

3. Inthe activity window, select the appropriate grant status using the guidance below and add any
documents you received from the sponsor.

a. Award Anticipated — Select if you have received a notification that your proposal has been
recommended for funding but have not received the official award.

b. Post-Submission Update Requested — Select to notify the Specialist of a just-in-time
request. See above.

c. Not Funded - Select if you received a notice of decline from the sponsor or if it was
returned without review.

d. Withdraw Submission — Select if the sponsor has requested that you withdraw the
proposal.
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e. Award Received - Select only if the sponsor has sent you the official award document or
contract.

f. Other - Select only if one of the above does not apply.

4. Click OKto complete the activity.

5. Backinthe FP workspace, the state has changed to “Proposal Status Confirmation,” but the
workflow status has not moved.

City of Chatt Bathi Water Quality

Next Steps Proposai I~formation Budget Infi
POIPI: oot Dok @ oty Starting Date:
Department Number of Per
coeciatier The state has updated in response to the Total Direct
" . PI's request to reopen the FP, but the status
Sponsors: remains the same. Total Indirect:
. Internal Submission Deadline: Total:
B COl Disclosure Stalus
Application Deadline: HINuED
Certifications Complete: Tof 1
SF424 Link:
Foreign Sponsor: No
Lead Campus: University of Tennessee at Cf attanooga
Additional UT Campuses:
Cost Share: Yes

% Manage Relationships

¥ Manage Tags

# Create Agresment

6. Once the Specialist reviews the request and completes the appropriate activity, the workflow
status will update to “Complete” and the state will reflect the sponsor’s decision (e.g., “Award
Received” or “Not Funded”) or UT-initiated action (e.g., “Withdrawn”).
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