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Enter the relevant information and click “Save” and then click “Continue with Transmittal Detail Form” to continue.

 Fields with a star must be completed.
 Enter the PI’s Empl ID OR click the magnifying glass to search by name.  The Department will auto populate BUT can be 

changed by clicking on the magnifying glass and selecting another department
 Use the magnifying glass for a list of possible selections.
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Enter the relevant information, click “Save” AND then click on the next tab at the top to continue

 The PI listed on the transmittal initiation screen will appear here.

 User will have the option to change the Primary PI flag. This flag determines which Department and PI will manage the 
award 

 The F&A credit split determines the IDC return distributed to the PI’s Department and College 
 The intellectual credit split is the effort contributed by each investigator to the work and design of the project.
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Enter the relevant information click Save AND then click on the next tab at the top to continue

 Sponsor name (or new/not found) is required; sponsor status will be completed by the RA
 OCG recommends that user provides the sponsor contact information, especially for awards involving contract negotiation and 

bilateral execution.
 If this is a collaborative proposal with another agency and UH is not the lead, list the prime agency as the pass through.  The lead 

institution should be listed as the sponsor.

Page 8



 All of the information needed for this screen can 
be found on the sponsor’s solicitation or 
requests for proposals (RFPs).

 Enter the relevant information, click “Save” AND 
then click on the next tab at the top to continue.

 CFDA numbers are ONLY for proposals for which 
the prime sponsor is a federal agency; non-
federal sponsors have no CFDA number.

 On line submission: enter the portal (Cayuse, 
FastLane, etc.) being used to submit the 
application.

 Add notes relevant to the submission
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 User selects the appropriate UH negotiated rate, a sponsor-specific rate, or a reduced/waived rate.   

 When using a reduced/waived rate, upload the approvals from the Dean, Chair and VP for research

 View document allows the user to upload the relevant information and the approver to see it

Page 10



 Complete the form if cost sharing is included in the proposal, save and go to next tab

 If you select an option other than no cost sharing or leave the question blank, the cost share Detail panel will not be visib le for the 
user to complete

 The list of cost sharing items can be downloaded to excel and used as needed
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 If a compliance type is selected, the status and approval date will appear for you to complete

 The answers to the Export control and COI are required.

 Complete the form, save and go to next tab. 
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 If the proposal includes sub-recipients, add the information, save and go to next tab.  If not applicable skip and go to the next tab

 If you cannot find the sub-recipient in the list provided click on the “Sponsor doesn’t exist” flag, this will auto fill the sponsor ID 
with “SP0000” and you will be contacted to provide the information to add to the system. 
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INTELLECTUAL PROPERTY/TECHNOLOGY

 Indicate whether or not there is information you wish to keep confidential (propriety information) in the proposal that will be 
submitted to the sponsor.

 Indicate whether or not you will be using a technology that YOU, the university or the other party have patented and owned 
(background technology) in the SOW outlined in the proposal to be submitted

 If you answer yes to background technology a text box will appear for you to list the inventions as well as the owner .
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RESEARCH LOCATION

 The location is the UH building that the proposed work will be conducted in. Click on the magnifying glass and type your buil ding 
name to bring back the code.

 You may indicate more than one building by clicking the + sign to add more building. Check the primary flag for the main buil ding.
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RESEARCH CLASSIFICATION

 In addition to answering the question regarding cancer and energy at the top, the user MUST chose the research classification
for the project.  There can be more than one research field chosen.

 The research field selection is cascaded; the field selection prompts related discipline, which then prompts specific area; a
selection is required for all 3.

 Check the primary classification box for the field most relevant to the proposal, give each field a weight not to exceed 100% in
total.
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TRANSMITTAL APPROVAL

 Initially this screen will be blank.  Once faculty members are identified on the Investigator tab, the appropriate approvers will 
auto-populate.
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TRANSMITTAL VALIDATION - INCOMPLETE

 The transmittal validation screen will be blank if the user has completed all of the fields and uploaded all documentation as 
required.  If not, the validation (or violation) will be listed as in the screen shot above.

 Click any of the view page eye glasses to return to the tab/screen which needs correction. 
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TRANSMITTAL VALIDATION - COMPLETE

 Once all validations have been completed and screen is blank (see above), the transmittal is ready to route for approvals.
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TRANSMITTAL ROUTING

 Once all validations errors have cleared, click on the “Click the link to navigate to transmittal Approval page” link to take you to a 
list of all your transmittals under construction and click on the “Approve” icon 
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TRANSMITTAL ROUTING CONTINUED

 A message will popup asking if you wish to approve or ask if further changes are needed before approval

 Click ok if you want to proceed with approving the transmittal.  This will take you to the submission page
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TRANSMITTAL ROUTING CONTINUED

 On the submission page click the “submit” button on the bottom right to start the routing process.  
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TRANSMITTAL ROUTING CONTINUED

 Once submitted the user can see list of required approvals.  As these are completed,  the  information can be viewed on the 
transmittal approval tab of the transmittal. 
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TRANSMITTAL ROUTING SHEET

 List of transmittals currently in process

FS854DEV Last Refreshed on: Mon, Dec 19, 2016FS854DEV - Home Add to Favorites Sign out

Under Construction Transmittal Awaiting Approval Transmittal Being Routed Transmittal

Transmittal Being Routed for Approval

PDF ID Transmittal Title Sponsor PI Name

1 000175043 EMAIL TESTING Prairie View A&M University
raldeanPI Name

2 000175050 RESEARCH TEST JAN25 State of Texas
PI Name

Luis

3 000175051 RESEARCH TEST JAN25 State of Texas
PI Name

4 000175052 RESEARCH TEST JAN25 State of Texas
PI Name

5 000175056 RESEARCH TEST JAN25 State of Texas
PI Name

6 000175057 RESEARCH TEST JAN25 State of Texas
PI Name

7 000175076 RESEARCH TESTING APPROVALS FEB8 Texas Southern University
PI Name

8 000175084 Title
University of Texas Health Science

Cente

PI Name

Under Construction Transmittal | Awaiting Approval Transmittal | Being Routed Transmittal

Favorites Main Menu View TransmittalGrants Transmittal

View Transmittal http://hpsmappt11.fast.uh.edu:9180/psp/fs854dev/EMPLOYEE/ER...

1 of 1 3/9/17, 10:20 AM

A PDF of the transmittal 
information can be downloaded by 
clicking on “PDF”
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Send questions to psgrants@share.uh.edu

mailto:psgrants@share.uh.edu

