Click Portal

Grants Module

Review and Approval

For Co-Investigators, Chairs
and Deans

95

University at Buffalo
The State University of New York

Version 3 — 7/23/2018






s i

University at Buffalo
The State University of New York

Table of Contents

WHhat iS the CICK POIAI? ......uiiiiiiiiiiiiiiiiii bbb bnsssnnsnees 1
Getting @ ClICK ACCOUNT ... e e e e e ettt e e e e e e e e e e aatt e e e eaeeaeannes 1
Logging iNt0 the ClICK POItal.............uiii e 2
LAY 0] 0 USSR 3
Yo [ [T g = | I I o 3
EMail SPECIALIST.......eeeiiiiiii e e e e e e e e e e aaaaaaann 5
EMail PropoSal TEAM......ciiiiiiiiiiiiiiiiiiieee ettt ettt e e e e eeees 5
A COMMEBNT ... 5
(O70] o)V =l 0] o0 7= | NPT 5

L 15 (0] PP P PP PPPPPPPPPPPP 5
Credit ROUEING INFOMMETION ...ttt eenennnee 5
0 111 11T PP 6
YU ] 4] =1 T o S SESPPPRRN 6
g aF= 1L e (0] 0] | SO PP P PP PPPPPPPPPPPP 6
Review Funding Proposal INformation.............cccoooeiiiiiiiiiie it 6
Review Credit DISTHDULION ..........civiiiiiiiiiiiiiiiiiieeeeeeeeeeee ettt 8
Review Budget INFOrMELION ..........ooviiiiiiiiiiiiiiiiiiiieeeeeeee ettt 8
APPIOVE OF DISBPPIOVE ... 10
Status of the FUNAING Proposal ..........coi oo e e e eeaens 11

How A FUNding PropoSal ROULES..........uuuuuiiiiiiiiiiiiiiiiii e 12



s i

University at Buffalo
The State University of New York

What is the Click Portal?
The SUNY Pre-Award and Compliance System (PACS) is a multi-year collaboration created to support

investigators and students along with compliance and research administrative staff by giving them a
new administrative tool - the Click Portal.

Click will automate the submission, review, and approval processes while managing all major
administrative aspects of the research and compliance lifecycle — from proposal development and
submission through compliance checks, negotiations, award setup and award management, to
eventual project closeout.

This system integrates the following aspects of grants management into a single system:

e IRB

e |ACUC

¢ Grants Management

e Conflicts of Interest (COIl)
o Research Agreements

o Safety

Under the stewardship of UB’s Office of the Vice President for Research and Economic Development,
this platform will allow the University at Buffalo to achieve a new level of uniformity and efficiency, while
also producing valuable data analytics that can guide future decisions.

UB is helping lead this system-wide effort and was the first SUNY campus to deploy the IRB module in
Fall 2015.

Getting a Click Account

Accounts have been created for faculty and staff at the University at Buffalo in preparation for campus-
wide implementation of the Click Portal. Faculty and staff users will log into the system using their
UBIT Name and Password.

If your login attempt is unsuccessful, or you are a student participating on a research team, please
follow the instructions below to request an account:

Navigate to the Click Portal: IRB and Managing Compliance
page at http://www.buffalo.edu/research/research-
services/compliance/irb/click-irb.html

Locate the Click Portal Login area at the top-right of the page,

- ] ] ) o Click Portal
and click on the registration link. R
Complete the Request Account form at the bottom of the o e e
page, and then click the Register button. Be sure to select the access to the Click
i H ili i Portal please goolctar
University at Buffalo as your Campus Affiliation. o mun
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Request Account

If you need an account in this system, please apply by submitting your details
using the following form. You will be contacted once your setup is complete,

Please complete the following details

* First Name: |Joe

* Last Name: |Researcher

|
|
* Campus Email Address: |jresearcher@buﬂ‘a|0.edu |
|
|

Phone Number: |716-123-4567
Campus Login ID: |jresearch
* Campus Affiliation: | 030 University at Buffalo v |

* Required

You will receive an email notification when your account has been activated.

Logging into the Click Portal

Navigate to the UB Research and Economic Development page at
http://www.buffalo.edu/research

Locate the Quick Links section in the center of the page.

Click on the Click Portal Login link.

0 2 LK

© Limited Submissions

© SPS Approval Form

© Technology for Licensing
© UB Policies

© UB Rates and Facts

© UB Sponsored Research
Reports

Enter your UBIT Name and Password in the fields, and then click the Log In button.

Login Required

L jresearch

Leg In
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Workflow

The below workflow appears on all stages of the Funding Proposal. The highlighted blue bubble
changes as each stage of the Funding Proposal is completed.

Specialist
Raview
Clarifications

Requested

Internal Review

==t

Requested

Additional Tips

Click the Hide/Show Errors link in the navigation bar at the top or bottom of the SmartForm
page to display any unanswered questions.

Use the Jump To: link to navigate directly to SmartForm pages

vou ara ers:

= [ |

Proposal Description & Contacts
1 Shor e ot popona

Save

* Setect Sponsor

H Saenser coes not aposar in B snier nams here:

55 Rights Definition:

Thase vasrs havs READ snd EDIT access fo the g
" seecttaam mamers mat nave EDIT rgnts: aropoce

Lsbame i
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Enter the required information into each SmartForm. Required fields are marked with an asterisk (*).
Select the Continue button at either the top-right or bottom-right of each form once completed. Data is
auto saved via the Continue button.

Edit: Funding Proposal
You Are Here:

Eai: Funaing Propossi -

vou averere:

Proposal Description & Contacts
B rosora:

01 Diaciosurs: [ne] | &

Edit: Funding Proposal -

Continue 3

* Ara tharectner
vz OMo L

Proposal Access Rights Definition:

i 9
E E

Fratuams
Lanthsms Frtums
= [T S
Proposal Access Rights Definition:
These users have READ and EDIT access fo the funding
Select team members that have EDIT rights: proposal
Last Name First Name Email

Click the Help icon (@) for more information about a question or field
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Email Specialist
Select Email Specialist from the menu My Current Actions located on the right side of the screen. This allows
you to email the SPS representative for the selected proposal

Email Proposal Team
Select Email Proposal Team from the menu My Current Actions located on the right side of the screen. This
allows you to email everyone at once listed on the selected proposal.

Add Comment
Select Add Comment from the menu My Current Actions located on the right side of the screen. This allows
you to add a comment to the proposal which shows up in History.

Copy Proposal
Select Copy from the menu My Current Actions located on the right side of the screen. This allows you to make
an exact copy of an existing proposal.

» My Inbox Agreements cor Grants 1ACUC SF424 Center IRB Safety
Granis Help Center Granis Reports Document Review
Funding
‘ Frovooeort
Project Information Eudgets Internal Attachments. SF424 Summary Contacts Financials Change Log Reviewer Notes History Credit Routing Information
PROPOSAL INFORMATION [BUDGET INFORMATION
PDIPI: Start Date:

Department/institute/Center: End Date:
Speci
Direct Spos

Number of Periods:
—uTer ol

Total Direct:
Prime Sponsor:

Proposal Due Date: I Email Proposal Team bl

Opportunity Dz Total:

SFa24: SHARING!

Date Submitted to Sponsor:
ﬁ’ Add Comment

= Project Personnel
Disclosure Status

Credit Distribution

My Current Actions

as
W ag

. B Copy
ﬁ Create Additional Budget

‘ Submit for Individual or
Depariment Review
I} Export Budget

sig Emal Specialis

si%g Emal Praposal Team

r{»’-\dd&:mmam E ICFE a‘te FlDF

E‘ Create PDF

Relate Associated Projects

History
To see History of changes made to the Funding Proposal select History from the menu on the top of
the page. You may need to scroll to the left of the screen to see the History option.

Credit Routing Information

Once the proposal has been submitted for review you can track the progress from Credit Routing
Information option located on the top left of the proposal page. You may need to scroll to the left to
see the Credit Routing Information option.

Version 3 — 7/23/2018
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How to use these instructions:
Each section below has a screenshot of the SmartForm. The screenshot highlights the
required fields that need to be filled out in order to continue to the next page which is also

indicated by a red asterisk (*). You may need to fill out more than the required information in
order to submit your proposal.

Routing

Submission
Email Prompt

Once the Principal Investigator has submitted Funding Proposal you will receive an email that the
Funding Proposal is ready for review. Select the link from the email and review the Funding Proposal.

Action Required /
Funding Proposal Link FP00000054

Funding Proposal Principal Investigator:
Funding Proposal Title:

Specialist:

Sponsor:

You are listed as a Co-Pi/ key personnel on the above listed proposal. Your review and approval of this proposal is REQUIRED for the proposal's submission to proceed.
Click on the FP# hyperlink above to go to the funding proposal workspace, review the funding proposal, and take appropnate action.
If you have any question regarding this proposal please contact the proposal's Specialist

Confidentiality Notice

The information contained in and/or attached to this email message may be confidential. If you are not the intended or authorized recipient, you are hereby notified that any unauthorized
distnibution, dissemination, or copying of this transmission is prohibited. If you have received this transmission in error, please contact the sender immediately and destroy all copies.

Review Funding Proposal Information
1. Click on printer version

Hello,

» My Inbox Courses Agreements (e0)| Grants JIACUC IRB Safety

Grants Help Center Grants Reports

View Funding Proposal

FP00000219 Funding Proposal

Projec ials Change Log Reviewer Notes
Printer Version
fPROPOSAL INFORMA TION
PDI/PI:
TN T Yo Department/Institute/Cente .Iluf.. D .ff
ew Llierences
View Differences Direct Sponsor:

View SmartForm Progress Prime Sponsor:
Proposal bus Date: View SmartForm Progress

Create Document Review
Opportunity ID:

: 24: i
Cradit Distibution Dt Bmattod to Sponsol Create Document Review
My Current Actions

24 Review Proposal

&/ Add Private Comment for P1
[™1
£ Email Proposal Team

% Add Comment

i Copy

Version 2 — 5/30/2018
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Scroll through printer version view to review Funding Proposal information. The last section of printer
view is Project Attachments, each attachment which will need to be opened separately.

View: SF - Research Plan Attachments

Project Attachments

Research & Related Other Project Information:

1.0 Project Abstract:
Abstract{0 01) "D

2.0 Project Narrative:
3.0 Proposal in Full:
. Budget:
Budget(0.01)
5.0 Cost Share Budget:

.0 Budget Justification:

7.0 Other (Waiver of F&A, guidelines, other as needed):
Name
There are no items to display

View: SF - Completion Instructions (non-Grants.gov)

Version 2 — 5/30/2018
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Review Credit Distribution

1. Click on Credit Distribution located on the left side menu

» My Inbox Agreements cor Grants IACUC SF424 Center IRB Safety

Grants Help Center Grants Reports Document Review

Funding
FP00000071 Proposal
m Project Information Budgets Internal Attachments 5424 Summary Contacts Financials Change Log Reviewer Notes. History Credit Routing Information

% Funding PropoEal |PROPOSAL INFORMATION [BUDGET INFORMATION
PDIPI: Start Date:
Department/nstitute/Center: End Date:
Specialist:

Direct Sponsor:

Prime, v
osal Due Date:
Opportunity ID:

= Project Personnel

prosi e e it o Sponsor Project Personnel Disclosure
Status

My Current Actions et

& Vindraw Proposal (Pror .‘ T

submission o sponsor)

g8% Manage Proposal Ascess
W riones

[E—r—— Credit Distribution

. Submi for Incivicualor
Depariment Review

i Email Specialst

B — My Current Actions
‘:5 ‘Add Comment

[ el

[ o &« Withdraw Proposal (Prior to

. cuhmicoinn tn crnncory
&FCNMEPDF

[l Felete Assosited Procis

Review Budget Information
1. Select Budgets tab, click on budget name located under Working Budgets

» My Inbox Agreements COI Grants IACUC SF424 Center IRB Safety
Grants Help Center Grants Reports Document Review

m Project Information. Budgets Interfal Attachments SF424 Swmmary Contacts Financials Change Log Reviewer Notes History Credit Routing Information
Edit Funding Proposal Working Budgets
P Name SmartForm w Date Modified State Total In Financials?
riner Version
N Edif] »
View Differences h [ ]
Titems page | 1 of 1 10 | /page

View SmariForm Progress.

Create Document Review

Project Personnel Disclosure
Status

Credit Distribution

My Current Actions Project Information Budgets [ntemnal Atta

& Withdraw Proposal (Prior to
submission to sponsor)

£ \lanage Proposal Access

¥ rigies

ﬁ Create Additional Budget wurk_ing Budgets

. Submitfor Individual or
Department Review

g el Spociait Name

-

Version 2 — 5/30/2018
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2. Review high level budget information

P ———————
o |
Draft
= - :
D ued PI Principle Investigator ‘Budget Type: Federal
P E— Financials ‘Subaward/Subcontract Documents Snapshots. History Change Log
T S P ‘Spreadshest Version:
Budget Rates Detail Cument Al Period Totals. Period 1 Period2| Period3  Period 4 Cumuiative.
Grid: Infiation & Indirect Rates PERSONNEL: 0 0 0 s
My Current Actions Frings Benefts: 0 50 %0 50 £
EQUIPMENT: $0 $0 40 $0 40
s | .
B Merage 368 Dorumens Fon -l b 5 © b
PARTICIPANT/TRAINEE SUPPORT COSTS: $0 0 40 $0 40
[E Stpends ® 5 ) 5 0
Subsistence: %0 30 30 30 30
PPATIENT CARE COSTS: 0 0 0 s 0
SUBAWARDS: 0 0 0 s 0
‘Suboontract %0 30 30 30 30
(OTHER DIRECT COSTS: 0 s 0 s 0
Tuition %0 30 30 30 30
Equipment or Facility Rental/User Fees 0 £l 0 S0 30
Consultant Services. %0 30 30 30 30
TOTAL DIRECT: 0 e 0 so 0
TOTAL FaA: $0 $0 %0 $0 40
TOTAL PROJECT: 0 $0 $0 s 0
e o e
- T T e
= =
MTDC Indirect Cost Type: MTDC L MTDC MTDC
MTDC Indirect Cost Base: $0 0 0 0
= )

3. Click on printer version for budget details

Hello,
» My Inbox urses Agreements COI Grants IRB Safety
Grants Help Center Grants Reports
View Funding Proposal
FP00000219 Funding Proposal
Project ials Change Log Reviewer Notes

Cl Cl a O
Departme ZhOPOSAL INFORMA Printer Version roN

Revie PDIPI:

View Funding Proposal Depar ente

specialist View Differences

View Differences Direct Sponsor:

View SmartForm Progress Prime Sponsor:

Propsal Duc Date: View SmartForm Progress

Opportunity ID:

Create Document Review

424:

Credit Distribution

Create Document Review

itted to Sponsor|

My Current Actions

@ Review Proposal

Add Private Comment for Pl
<
zag Email Proposal Team

Add Comment
4

BN Copy

Version 2 — 5/30/2018
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Approve or Disapprove

Once ready to Approve Select Review Proposal located on the left hand side under My Current

Actions
Hello,
» My Inbox Courses Agreements COI Grants IACUC IRB Safety
Grants Help Center Grants Reports Document Review

, Credit Distribution
Project Informagfon
Individual or
Department
Review -
empemed MY Current Actions
Printer Version Spkcialist:
View Diferences irect Sponsor: E“? Review Pro posa |
View SmartForm Progress Prime Sponsor:
Propesal Due Date:

Create Document Review

Opportunity ID:

GCredit Distribution SF424:

Date Submitted to Sp .{ Add Private Comment for Pl

My Current Actions

E/ Review Proposal I

g

000219 Funding Proposal

Reviewer Notes

'4/ Add Private Comment fof P!

eV Email Proposal Team

g Add Comment

¥ Copy

Select either Approved or Disapproved, enter any comments and OK

e If Approved, Funding Proposal moves onto the next Reviewer.

o |If Disapproved, Funding Proposal moves back to the PI level. Ensure comments are clear for

Review Proposal

Pl action.

* Select your review determination:

O Approved

O Disapproved

Clear

Enter any comments related to this review:

Upload attachments:

+ Add

Name
There are no items to display

ﬁ (:anCEI

Version 2 — 5/30/2018
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Status of the Funding Proposal

1. Go to the front page of your Funding Proposal
2. Select Credit Routing Information located on the right side of the screen, if you cannot see
this menu option scroll to the right.

Hello,

» My Inbox
Grants Help Center

Courses Agreements COI Grants IACUC IRB Safety

Grants Reports Document Review

View Funding Proposal

Printer Version

View Differences

View SmartForm Progress

Project Information

PROPOSAL INFO
PD/PL:

Department/Institute/§

Reviewer Notes

History

Direct Sponsor:

Prime Sponsor:

1als Change Log

ON

FP00000219

Funding Proposal

Reviewer Notes

Credit Routing Information

Credit Routing Information

Proposal Due Date:

Create Document Review

Opportunity ID:

SF424:
Date Submitted to SposorT

Credit Distribution

My Current Actions

Di Review Proposal

.‘/ Add Private Comment for Pl

EM] Email Proposal Team

3. The page will list Current Pending Reviewers these are the people that are currently
approving the Funding Proposal. At the bottom of the page is All Reviewers these are all the
people who have previously approved, are pending approval or who have yet to receive the
Funding Proposal to approve.

a. The column Reviewer lists all the people involved in reviewing this Funding Proposal

b. The column Reviewing for Organization (s) lists the department or school the
Reviewer is reviewing for

c. The column Waiting On lists the person(s) that need to approve the Funding Proposal
before it routes to that Reviewer

d. The column Reviewer Result will tell you the review status of that person (example:
waiting for approval, approved, to be submitted, etc).

e. The column Comments shows any comments written by the Reviewer when they
approved the Funding Proposal

f.  The column Attachments shows any attachments uploaded by the Reviewer when they
approved the Funding Proposal

Project Information Budgers Internal Amachments 5F424 Summary Contacts Financials Change Log Reviewer Notes History

Current Pending Reviewers:

Reviewer Reviewing for Organization(s)

All Reviews:

Reviewer Reviewing for Organization(s) Waiting On Review Result Comment ts Attachments

11
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How A Funding Proposal Routes

e A Funding Proposal must be approved by all Co-Investigators before it routes to the Chair/Dean
Levels

¢ Once the Funding Proposal is approved at the Co-Investigator level the Funding Proposal
moves to the Chair level.

o If the Chairs are in the same school both Chairs need to approve before going to the
Dean level.

o If the Chairs are in different schools only the Chair of that school needs to approve
before moving onto the Dean level.

¢ Once the Funding Proposal is at the Dean level all Deans must approve before the Funding
Proposal is routed to SPS for Specialist Review.

e At any stage if the Reviewer disapproves the Funding Proposal the Funding Proposal will be
routed back to the PI level for requested edits. The Funding Proposal then must go through all
Reviewer levels again.

e For any unit listed in the Credit Distribution all Reviewers, including the main Reviewer and any
alternates, will get an email prompting them to review the Funding Proposal.

o For each unit only one person will need to approve.

¢ If the Pl or Co-Investigator is a Chair or Dean they will need to approve at both levels and will

get an email requesting for them to approve at that level.

The following are two workflow examples of how a Funding Proposal might route through the
system.

o The Funding Proposal is submitted by the PI
and is moved to the Co-Investigator level.

¢ Both Co-Investigators must approve before
the Funding Proposal is moved to the Chair
level.

e At the Chair level the routing splits. As one
Chair approves the Funding Proposal will
route to the Dean without needing the other
Chair to approve.

e Once at the Dean level both Deans need to
approve before the Funding Proposal is
routed to SPS for Specialist Review.

12
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e The Funding Proposal is submitted by the PI and is moved to the Co-Investigator level
All Co-Investigators must approve before the Funding Proposal is routed to the Chair level
e At the Chair level the routing splits:
o The left two Co-Investigators are in the same department, only one Chair needs to
approve. Once approved the Dean receives an email to review.
o The right two Co-Investigators are in different departments but the same school. After
both Chairs approve the Dean receives an email to review.
e Once both Deans have approved the Funding Proposal is routed to SPS for Specialist Review

Pl Submits
Funding Proposal

CoPl Reviews

.

Proposal Routs to SPS
for Submission

Once all chairs and deans approve, the Funding Proposal advances to the Specialist Review state for
SPS final review and sponsor submission.

Speacialst
Revisw

Clarifications
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