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Overview

In 2024, the Penn State IT Digital Optimization team, at the direction of the Office of Senior Vice
President for Research, Office of Research Information Systems, created electronic forms to replace the
following paper forms.

e Request for Central Administration Matching Funds — Other
e Request for Central Administration Matching Funds — Equipment
e Request for Central Administration Matching Funds Assistantships/Traineeships

This user guide provides the Submitter Instructions for Rejected Forms to assist submitters through the
steps required to complete the following new electronic eForms for Matching Funds requests. (Form
samples are shown at the end of this document.)

e Central Administration Matching Funds — Other
e Central Administration Matching Funds — Equipment
e Central Administration Matching Funds — Assistantships/Traineeships

All forms follow the same path within the business process workflow for securing approvals:

o Dean/Director
o OSVPR Approver
o Sr VP for Research

Each reviewer/approver has the capability to reject the request. Any rejected form is returned to the
submitter with an option to edit and resubmit, or cancel.



The requester of Central Administration Matching Funds completes the appropriate request form, based
on their needs, via the URL located on the OSVPR website.

When the requester completes and submits the form, a business process workflow for the approval of
their request begins and an email is sent to the Dean/Director as the first reviewer/approver.

1. Each reviewer/approver within the workflow is sent the following email, when the form
progresses to their step in the flow, as notification for needed review and action of the request.

| imaging@psu.edu \ o
To: Knepp, Tammy J Mon 2/5/2024 2:44 PM

Start reply with: ‘ Yes, | approve.
Please review the OSVPR Central Match Request from Tamara Knepp

Please follow the link below to review and then approve or reject.

2 Forward

2. The email displays the submitter of the form and provides a link into the DocFinity system which
handles the workflow for processing the request document.

3. The workflow will continue through the system to the OSVPR Approver and the Sr VP for
Research; when the form has completed the path and is approved, the submitter will receive an
email.

m Central Match Request - Other - OSP#: 855446

1 imaging@psu.edu
To: Knepp, Tammy J; Butler Patrick, Shelley

Dear Shelley Butler Patrick:
| am pleased to inform you that your request for OSVPR Central Match has been approved.
If your proposal is awarded, working with your unit Financial Officer, follow the procedure below to request approved central funds. OSVPR will initiate the JE to transfer the central match money to the unit.
Central Match Request Transfer Procedure
Email the request to: centralmatch@psu.edu
Subject Line: Central Match Grant # / OSP # 855446
Information needed in the email:
Central Match Request # 855446_2023100511
Fiscal year the request is for
What year of funding it is (i.e., Year 2 of 5)

Amount of transfer

Business Area of the unit receiving funding

10 for funding
Thank you,

Ruth Weber, M.S.

Associate Vice President for Research Operations
Office of the Senior Vice President for Research
(814)867-1463




4. If, at any point along the workflow, the form is rejected, the submitter will receive an email
indicating the reason for rejection.

Central Administration Matching Funds - Other - OSP#: 333333

| imaging@psu.edu Reply Replyall > Forward
To: Knepp, Tammy J Mon

Hello,
You are receiving this email because your Central Administration Matching Funds - Other submission has been denied for the following reasons:

Reason for rejection: Your budget contributions are not in line with what was discussed. Please correct budget information and resubmit.

Please edit your form here:

h mswilow psu.edu:900 ty/urlapi/main/jobque:

5. Along with the rejection reason, the email will also provide a link into the DocFinity system
(requires PSU VPN) with the option to edit the form and resubmit, or cancel the form.

6. When the link is clicked, the user will be taken to the Job Views workspace and a list of Job
Queue names. (Note: only a couple job names may be listed.)
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7. Select the OSVPR Central Match Review Job Queue name and click on the Get Job Queue button
at the bottom.



8. A new Job Queue panel will open for the OSVPR Central Match Review, showing the rejected
form requiring attention.

G retes 95 Pause revesn | @

Crack out ot

Complete Job . Return Jos | g

Reiease Hois 3)Set Joo Proriy 4 Redistibute Job *f, Move Job §, Ciear Current User g Delete Process Instance | 5, Copy Rows | & Refresn 6 Pause Refresh | [ Resizce [ Dourio=s | @)

‘Selecta Job View i the grid below to view the Job Queue.
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Alljobs common

All Jobs Personal

Common Queue All Groups

Jobs

Job Queue - Workable

]
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Submit Date

| 02052024 244 PM
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Submitter Last Name.
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Personal Pending Queue All Groups 0o |«
Personal Queue 3%
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9. Select the checkbox next to (or double click) the form to be reviewed and click Check Out Job
from the menu at the top of the panel.

10. Once the job is checked out, a View panel will open to see the form, and a Tasks panel will
appear with tasks that need to be completed.

Edit Central Match Request Form. er - Step 1 - Forms

&oView / Edit [l Close 0k Detete | [y Save [B] Submit | 5 Refiresh | @)

PennState  central Administration Matching Funds - Other

=

Date Submitted: 02-12-2024

* Proposal Type: |Initial Proposal vl =

Access ID:  fk14 = Submitter First Name: Tamara = Submitter Last Name:  Knepp
GENERAL INFORMATION
* Collegefinstitute  Clinical Translational Science Institute - *PlAccess ID:  tk14 =Pl Name: Knepp, Tamara J
*Department:  dept
* Sponsor:  sponsor
* Proposal Title:  title
* Proposal Deadline: 04-01-2024 73 = 0SP No: 333333

* Form Number:  333333_2024021213

Jobs: OSVPR Central Match Review

& Check Out Job ¥, Gomplete Job ¥4 Retum Job | &% Release Hold <3} Set Job Priority &+ Redistribute Job “J, Move Job % Clear Cunrent User lm Delete Process Inslance | 2, Copy Rows | €7 Refresh &, Pause Refresh | [ Replace
[ Download | @

Tasks PACKAGE ITEMS

Work through the tasks for this job. When all required tasks (*) are complete, the job can be completed; otherwise, LESFEE 5T -
you can return the job.

Job properties and information.

Complete = Task description
P P Property Value

» Review or Edit Form
Submit Date 02-12-2024 1:42 PM

» * Submitier Resubmit
Reviewer submitter
Submitter First Name Tamara
Submitter Last Name Knepp
QSP# 333333
Process

OSVPR eform process tjk145

Process Instance 6754




12.

11. Review the form, including any attachments; attachments can also be added/deleted.

a. After making any changes necessary, click Save on the menu bar.

Edit Central Match Request For: Step 1- Forms ;0
&oView / Edit [EL Close Qb Delete Save 5], Submit | 3 Refresh | @ =

g g
-~ PennState Central Administration Matching Funds - Other

Date Submitted: 02-12-2024 3
*Proposal Type: Initial Proposal -~ « sypmitter Access ID: k14 * Submitter First Name: ~ Tamara * Submitter Last Name:  Knepp

GENERAL INFORMATION

* College/institute  Clinical Translational Science nstitute - *pl Access ID:  Hk14 = plIName: Knepp, Tamara J

* Department:  new dept
* Sponsor:  Sponsor
* Proposal Title:  fitle

* Proposal Deadline: 04-01-2024 75 *QSP No: 333333 * Form Number:  333333_2024021213

Jobs: OSVPR Central Match Review

4 check Out Job ; Complete Job Wy Retum Job | 5 Release Hold <2} Set Job Priority § Redistribule Job “§, Move Job & Clear Cument User g Delete Process Instance | Z, Copy Rows | %7 Refresh & Pause Refresh | [2) Replace

[ Dowmioad | @

b. Clicking on an attachment in the form will open it in a new Viewer window.

c. To “pop out” the attachment to see it in full screen, click the Open in New Window icon

in the top right corner. (Click o pop it back in.)

Document Viewer - tjk14 - page 1

B save x Cancel | T Fitto Heignt | Fit to Width G Rotate CW ") Rotate CCW | & Print D (4 Email D 1
[ Add to Glippoard | EL Hide Markup | N Cancel markupiredaction aM Redact & stamp T Text ¥ Footnote []Rectangle | Highlight
Q Ellipse = Amow / Line 24 Freehand (3 Place Markup (i Delete the selecied markup(s) | (P Eait | i) View document info = View Notes
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THUMENAILS a

After completing edits of the form and attachments, select Submitter Resubmit in the Tasks.

a. A pop-up window displays to allow the selection of Yes to resubmit this form or No to
not resubmit the form.

Do you want to resubmit this request?

Fields marked with an * are required.

= Do you want to resubmit this request?

‘ Select

Q

Ves

No




b. Selecting Yes and then clicking the Save button will add a new task to change the

C.

Proposal Type to Revised Proposal.

i. Select Change Proposal Type to “Revised Proposal” in the Tasks panel and then
locate the Proposal Type field. In the drop-down, change Initial Proposal to

Revised Proposal.

Edit Central Match Request Form-Other - Step 1 - Forms

-,z 0
&oView # Edit Bl Close (b Delete | [ Save [B], Submit | £ Refresh | @ =
Opuer
o - . .
'; ., PennState  central Administration Matching Funds - Other
Date Submitted: 02-12-2024 72
* Proposal Type: linitial Proposal v | = gubmitter Access ID: k14 * Submitter First Name: = Tamara * Submitter Last Name: Kneop
| Q
GENERAL IN Sclect
Initial Proposal
*Collene/lnC'E”CE"”S“““’ “PlAccess ID:  tik14 *PlName: Knepp, Tamara J
* 2y dept
Departmen * Sponsor: | sponsor
* proposal Title:  fifle
* Proposal Deadline: 04-01-2024 13 TOSPNo: 333333 * Form Number:  333333_2024021213 o

Jobs: OSVPR Central Match Review
& Check Out Job
[ Dovmlozd | @

Complete Job W Refum Job | 47 Release Hold <} Set Job Prierity € Redistribule Job “§, Move Job i Clear Current User g Delete Process Instance . Copy Rows | €7 Refresh &, Pause Refresh | [ Replace

Tasks

Work through the tasks for this job. When all required tasks (%) are complete, the job can be cos
you can return the job.

Complete  Task description

4 Review or Edit Form
Review or Edit Form
» * Submitier Resubmit
» O * Change Proposal Type to "Revised Proposal

mpleted; otherwise,

PACKAGE ITEMS
OB PROPERTIES

Job properties and information.
Property
Submit Date
Reviewer
Submitter First Name
Submitter Last Name
0SP#
Process

Process Instance

Value

02-12-2024 1:42 PM
submitter

Temara

Knepp

333333

OSVPR eform process tjk145
6754

ii. Click the Save button in the Edit panel at the top of the form.

iii. The form will close and be resubmitted to the Dean/Director to follow through
the approval process again.

If the form should not be resubmitted, select No and then click the Save button; locate
and select the Complete Job in the menu bar.

i. The form will automatically close and the process will terminate. No further
notifications are sent.



Sample — Central Administration Matching Funds - Other

PennState  central Administration Matching Funds - Other

Date Submitted: 02762024 =

* Submittar Accesa ID: * Submittar Flrst Name: ° Zubmitter Last Hame:
GENERAL INFORMATION
* Colisgedinatifuts S - * Pl Access 1D * Pl Hama:
* Department * Sponear:
* Proposal Tite:
* Proposal Deadling:  + = * Q8P Na: * Form Humber:

REGUEST FOR CENTRAL ADMINISTRATION MATCHING FUNDS - OTHER

Instructions: For Central matching funds, you must:
[1) compista 21l sections of this form
[2) attach tha proposal budgat
[3) attach 3 memo that providee gstalle on the mateh requast including 2pscic ugss of funds {Le., renovations, graduate sssletantanips, salariss, squipment, stc.)
[4) escurs your Reeearch Dean'wingtituts Dirsctor's slgnaturs

* amount of Match Requirad by the Sponear: %+ cost share Typs:

3tart Calculation Flzcal Yaar: 3.

Budget Period:*
CEagin: = 1 2 3 4 5 g 7
* Total Monthe

Matching Recommendation g TOTAL §

Spansar win F&A

Spansar Total FAA

CollsgeinatitutaiDept Match

TOTALS o0 $0.00 S0.00 5000 $0.00 S0.00 o0 £0.00

Attach documents hera:

* Unload propossd bualgst Additions/ Upiosds

Chease File * Liplgad defails memo Chuass File | Addifional Uploads

Upon submission this form and it's attachments will be sent to the Research Dean's/institute Director below for signature:

* Regsarch Daan sinetitute Dirsctor's Access 1D “ DeaniDirector Hams

Submit For Approvals




e Sample - Central Administration Matching Funds — Equipment

PennState  central Administration Matching Funds - Equipment

Date Submitten: 02182024 5=

* submitter Access ID: * supmittsr First Name: - submitter Last Name:
GEMNERAL INFORMATION
* Collagefinetituts S d * Pl Accens IDC * Pl Hama:
* Department: © Sponsor
* Proposal Title:
* Proposal Deadling: = * O5F Na: * Form Humber:

REQUEST FOR CENTRAL ADMINISTRATION MATCHING FUNDS - EQUIFMENT

Instructions: For Central matching funds, you must:

(1) compists Il secbions of this form
[2) attach the propoesl budget, equipment llet. and vendor's quote
[3) escurs your Research Daan's/instituts Dirsctor's signature

- Start Calculation Flzcal Yaar:  Se

* Amount of Mateh Requirsd by the Spaneaor: % - Coet Share Typs:

Budget Period:*

‘Bagin: pa B 1 2 3 4 5 5 7
* Total Monthe Cost Shara
Parcantags
Matching Recommendation

TOTAL &

CollegaiinstiutaiDept Match

TOTALS

Attach documents here:

Choase File  * Upload propos=d budget : File | Adfifional Liploads

Choase File | * Upload defails memo Adaifions! Uplozds

Upon submission this form and it's attachments will be sent to the Research Dean's/Institute Director below for signature:

* Reesarch Dean sinztiuts Dirsctor's Accese ID * Dean/DIrector Hams

Submit For Approvals




Sample - Central Administration Matching Funds — Assistantships

PennState  central Administration Matching Funds - Assistantships/Traineeships

Date Submitted: 02182024

* Proposal Type: * Submitter Access ID: * Submitter First Name: * Submitter Last Name:

GENERAL INFORMATION

‘ Collagedinetitute S - * Pl Access 1D * Pl Mams:
* Departmeant:

pa * Sponear:
* Proposal Tite: Humbar of studantaiysar on project:
* Proposal Deadling:  wn-r = * 08P No: * Form Humber:

REQUEST FOR CENTRAL ADMINIETRATION MATCHING FUNDS - ASSISTANT SHIPS/TRAINEESHIP S

Instructions: For Central matching funds, you must:

{1) complats all ssctions of this form

(2) ettach the propoeal budgst

{3) attach 3 budget cutlining anly tha 2ponscrs GA expensss
(4] escurs your Ressarch Dean'sdInatituba Dirsctor's signature

* smount of Match Requirsd by the Sponaar: % - Cost Share Type:  Select.. - Start Calculation Flecal Year: | Sekect. -
Matching funda raquest baged on:  Select
Budget Period:*
"Eegin: pu & 1 2 3 4 5 g 7

* Tatal Maonthe

Matzhing Recommandatian g TOTAL §

Collagainetituts/Dapt Match

Total Collegefinstitute/Dept Match $0.00 000 000 $0.00 30,00 000 5000 £0.00

attach gocuments hare:
Choves Fie | * Upioad proposed budge? Chovse Fie | Addbional Liploads
Choose Fie | * Upload defails memo Chaosz Fie | Addibonal Liploads

Upon submission this farm and it's attachments will be sent to the Research Dean'siinstitute Director below for signature:

* Resgarch Dean's/inetltute Directors Accasza 1D * Dean/Director Hame

Submit For Approvals
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