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Electronic Proposal Approval Form (e-PAF)
e-Form and OnBase User Guide for Principal Investigators

To initiate an electronic Proposal Approval Form (e-PAF) for a grant or contract proposal, please
complete the following steps.

1. Access the e-form through the Office of Research, Innovation & Economic Development (ORIED)
website. Please click HERE to fill out and submit the form. The instructions on how to submit an e-PAF
request can be found HERE.

2. Complete the fields to the best of your knowledge. When most of the form is completed, click Submit.
You will receive an email notification with the link to continue working on the form in OnBase. In
OnBase you will be able to make the necessary corrections/adjustment, and attach supporting
materials. The e-form browser window can be left open as you are filling the e-form out, but to save a
draft and return to it at a later date you must Submit and access the saved version through OnBase.

Continue filling out PAF

onbase@csus.edu <onbase@csus.edu>
To: @& Lucas, Nadya

CALIFORNIA STATE UNIVERSITY

SACRAMENTO

Hi Nadya,

Your PAF information has been submitted into OnBase. To attach supporting documentation or make modifications to this form, logagio OnBase and go to Workflow. From here you will see the draft PAF.
For assistance, contact your ORIED Proposal Development Specialist.

Sincerely,

Offices of Research, Innovation, and Economic Development.

Click.on this link-to,access

et it
Click below to access the document:

https://onbase.csus.edu/AppNet/Workflow/WFLogin.aspx?LifeCyclelD=216&QueuelD=822 MQKE_A_AE

3. Clicking on the link, will route you to the form you submitted inside of OnBase. Alternatively, you can
access your e-PAF by signing into OnBase Web Client through My Sac State/Faculty and Staff Services
or using this Link.

4. When you click on the link from the email notification or sign into OnBase, your form will be in the
queue OREID1/Draft Requests. You will only see the form(s) submitted by you:
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https://onbaseform.csus.edu/obforms/eforms/aa/oried/PAF.aspx
https://www.csus.edu/experience/innovation-creativity/oried/forms.html
https://onbase.csus.edu/appnet/Login.aspx

OnBase- I Inbox

Drag a column header here to group by that column. %92!!]5

e O
COPE8Y | e form
LIFE CYCLEVIEW WORK FOLDER % Contains...

1, Combined Inbox PAF - NADYA LUCASTEST IN PROD 20200007

5 B APPROVAL PAF - NADYA LUCASTEST IN PRODUCTION 20200008
» of GA OGS Forms
v of OR

Items: 2
5 Submitted to ORIED (0
©) submit  Attach Attach

' Attach Other Add
B3 out for Signature (6) E glﬁlED J Project - |Attach o |Faculty ol nnorting j a % Delete

~ | Budget Effort Request
B3 signed PAF's (0) Summary 9 Report Document(s) Note eq

5. If you are signing into OnBase Web Client from My Sac State or using the link, please click on the
“hamburger” button on the top left and then click Open Workflow:

X Document Retrieval
DOCUMENT

Document Retrieval

Custom Queries

Import Document
WORKFLOW

Open Workflow

STATUSVIEW

Open StatusView

6. When you open the form, it will be displayed in the bottom portion of your screen. You can make any
corrections/adjustments and/or finish completing the form and click Save at the bottom.

LIFE CYCLE VIEW WORK FOLDER v Contains..

NAME PAF - NADYA LUCASTEST IN PROD 20200007

¥ Contains... PAF - NADYA LUCASTEST IN PRODUCTION 20200008
PAF - NADYA LUCASTEST IN
PRODUCTION 20200008 Items: 2

Submit _ Attach Attach Attach Other Add

. 5 - - | Attach Faculty |- - 4
Items: 1 EgJRIED me]ecl * |Budget = |Effort JSuppumng Ja

@De\eﬂe
Template: None Summary Report Document(s) Note —— Request

[} Shipping or taking items or software outside of the U.S

Describe countries, activities, and/or persons: | |

Conflict of Interest Disclosure required when the funding agency or primary funder is one of the following:
® NSF
O PHS (e.g. NIH, CDC, AHRQ, SAMHSA, etc.)
Non-governmental entity. (i.e., not federal, state, or local government)
) None

CAMPUS SHARING OF INDIRECT COST (IDC) RECOVERY
Campus IDC Sharing Plan Category: (see ORIED Policies and Procedures for sharing plan infomration)
] Academic Affairs: Individual/Team Scholarly Grant/Contract
) Academic Affairs: Student Success/Institutional Grant
[ Academic Affairs: Center/Institute Grant or Contract
) Other University Division Grant/Contract
N/A - IDC rate is 0% Sharing not applicable
Distribution Exception: C) Yes O No

[} Division distribution exception ~ Describe exception: |
[Z) College distribution exception  Describe exception: |
[_) Department/center distribution exception ~ Describe exception: |
[_J PI/Co-PIs distribution exception ~ Describe exception: \

Notes:
THIS IS TEST
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7. To attach supporting documentation, click on the appropriate button:

Attach Attach Attach Other Add

" Atftach Faculty . ad 4| Delete
J Project Budget J Effort J Supporting J a < | Request

Summary Document(s) Mote

Report

8. When you click on any of the Attach buttons, please click Choose File and choose the document you

would like to attach. The click Import. Attachments can be in any format include PDFs, Word and Excel
documents.

OnBase. ! Inbox

User Interaction

|I| % Choose File | No file chosen EmpliD

LIFE CYCLE VIEW  WORK FOLDER Document Types

NAME First Name

¥ Contains... File Type [

PAF - NADYA LUCASTEST IN First Name
PRODUCTION 20200008 NADYA
Document Date
= R Last Name
07/30/2020
E LUCAS

Status

4% e Cancel

9. All attached files can be accessed from the top left under the WORK FOLDER. Click on any attachment
to view, if needed.

Urag a column header here to group Dy that column.

ED % v NAME

LIFE CYCLEVIEW  WORK FOLDER ]

W Contains...

[ ]
MNAME PAF - NADYA LUCASTEST IN PROD 20200007
Attachments

W Contains... PAF - NADYA LUCASTEST IN PRODUCTION 20200008

Project Summary - TEST IN
PRODUCTION 20200008

PAF - NADYA LUCASTEST IN
PRODUCTION 20200008

10. To re-attach or upload a revised version of a document, click again on the same Attach button (e.g.

Project Summary) and it will ask you if you would like to overwrite. Click Yes and it will attach a new
file:

OnBase- ¥ X Inbox

User Interaction
il An ORIED Project Summary document has already been attached to TEST IN PRODUCTION with Unique ID:
LIFE CYCLE VIEW WORK FOLDER 20200008

NAME |
T Contains.

Project Summary - TEST IN
PRODUCTION 20200008

PAF - NADYA LUCASTEST IN
PRODUCTION 20200008

Do you wish to overwrite that file with a new one?
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11. All Pls can access this document and make the necessary adjustments and attachments. You can also
Add a Note or Delete Request:

PAF - NADYA LUCASTEST IN PROD 20200007
PAF - NADYA LUCASTEST IN PRODUCTION 20200008

Items: 2
Submit | Attach Attach Attach Other Add

Em Jijecl ? gﬂ:&; z E?ft(:lurllly JSupponing Ja

%Delme
ORIED Summary Report Document(s) Note —- | Request

12. Click Add a Note, type in the note and click OK. These Notes will be saved as part of the proposal’s
OnBase record but will not be included as part of the package routed to approvers. Notes to the
approvers should be included below in the Notes section of the ePAF OnBase form.

User Interaction

Note Text:

TEST|

13. To see all notes, click on Note(s) on the bottom left of the OnBase Web Client:

Items: 2

DAC KRIAMWA L IINACTCOT

Submit

Items: 2 E to

Template: None ORIED

Attach Attach Other

- | Attach | - |Faculty | - ! o
- | Budget - |Effort - | Supporting a |

Report Document(s)

Principal Investigator:

[NADYA LUCAS

Sponsor:

|Tony Lucas

Due Date Type:

[Open

Type of Project:
| Basic Research ~|

Description: |

Fed Pass Through? O Yes @ No

Prime Sponsor: |

ORIED Contact:

| Shannon

GM Entry Required?
Proiject Title:

1 Note(s)

PI Department:

[IRT

Sponsor Type:

[ Other

Agency Due Date:

| mm/dd/yyyy 0 |
Type of Award:

[ Grant
Prime: |
Description: |

Primary CFDA# (_ _.___)

ORIED Involvement:
| Developed with ORIED involvement

[J Expedited?
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Notes

NOTETYPE
NOTES
Drag a column header here to group by that column.

PAGE # | pare | noTE TYRE | rme | apoeD BY
7 Equals. % On +w Contains... w Contains.. w Contains...

- 1 7/30/2020

4:21-58 PM ORIED ORIED - 7/30/2020 N.LUCAS

Items: 1

NOTE TEXT
TEST Note text:

G,

14. When the form is completed to the best of your knowledge, click Submit to ORIED.

Drag a column header here to grou
NAME
" Contains

A

Items: 2

Submit Attach

E gJRIED J o

Summary

15. Your ORIED point of contact (e.g. proposal or contract specialist) will review and be in touch with any
guestions. Once the PAF package is complete, your ORIED point of contact will send it out for
signatures though Adobe Sign. If they need you to correct/adjust, they will return it to the PAF Drafts

gueue. You will receive a notifying email with the link to the document. Please click on the link, adjust
the documents and click Submit to ORIED again.

16. Once the PAF package is sent out for signatures, you will receive the Adobe Sign notification for your

review and approval. You will also receive a copy of the fully approved PAF package as soon as it is
signed by all required approvers.
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