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FLEX Meeting Notes   10/17/06 CIS Conference Room

Submitted by MaryAnn Lucas

Attending:  Helen Gordon, Chris Hammond, Claire Reid, Christina Cuellar, Sheila Clifford, Lynn Stellrecht, Shirley Barkley, Deb Shafer, Ellen Gately, Maureen Carragher, MaryAnn Lucas
Has it really been a year since the last meeting?!  Time flies…It was nice to see you all.
A.  WHOIgrants   User Questions

1.  Can a TBH be included in a budget at a salary picked by the budget-maker?      Answer:  No.   But you are able to pick a high or low salary for the employee position you are working with.  Or you can input the name of a person who is coming to WHOI and then put in the salary that they will have when they get here.  To do this, call Helen and give her the name, department, expected start date, and job title.  The next day – after the nightly salary feed is done – the Department Administrator can “promote” this person to the desired salary.

2.  In the travel section can the Per Diem for other American continental and U.S. owned territories (Hawaii, Alaska, Guam, Puerto Rico, Canada, Mexico) be defined differently than “Foreign Travel”?      Answer:  This has now been changed by Helen to read “Other Domestic” which was the preferred wording of the group.

3.  How do you remove people from the department tree in the left hand navigational window?      Answer:  Depending on a user’s permissions, they may see only PIs in their own department or else all proposals owned by their department under all the PIs, in & out of the department. In the case of the user asking the question, she backs up the Dept Admin, so she sees all proposals involving her department. Most of us just see the PIs in our home department. The following instructions can be used when you intend to remove excess coPIs from a proposal: 

In level P (Proposal Maintenance) under the Defined Access Tab in the righthand side window remove the Co-PI’s from outside the department.  This will remove the individuals from the navigational (lefthand side window) and, thus, clean up some of the extra names. Exercise Caution when doing this, as it has impacts for other people and other departments that you may not have intended!!!

4.  How do I include Communications/Development, etc. (overhead funded) employees in my budget?    As a Co-PI?       Answer:  Contact Claire Reid who will determine the method of inclusion in the budget.  It is advised that you start immediately by contacting Claire as this will take at least overnight and possibly longer to get processed.  One method would be to include as a Co-PI with no charge.  In the budget use the hourly charges such as graphic services to include funds for the individual (code 5130).
5.  Can we include Ice Duty to the WHOIgrants salary workup?  So far in order to include the extra pay for Ice Duty we have had to use Sea Duty and include a ship.    Answer:  Helen will make this a new option.  To use the cruise screen to calculate for Ice Duty, please select ‘Ice Duty’ where you normally choose a ship’s name and again when you select ship use (We added ‘Ice Duty’ to the list of ‘Principal’ & ‘Ancillary’).  It is helpful to have your ‘cruise title’ reflect some detail of the Ice Duty.  Update:  Helen has updated the program.  Thanks! Helen for all you do.
B.  WHOIgrants:  Common Errors

1.  Request by agency for a Revised Budget.  In the old system we would create “proposal number.01” The ‘.01’ is an indication that we had to send another submission of the proposal idea to the agency.  In WHOIgrants you must create a new Submission (S) of the Proposal (P).  After creating a new submission and setting its type to ‘Revised,’ you may copy a version (V) of the budget from the old submission, paste it in the new submission, and make the budget changes on the subBudget(s).  Do not add a new Version to an already submitted submission (S).
2.  Travel:  Changing fields at the top drop-down section will cause missing information and miscalculations.  It is best to drop the trip and redo the whole trip if you are making major changes in the travel “meta data”.  Changes within the detail such as airfare, car rentals, etc. do not cause the problem.  As a general rule, when ready to put a budget into a proposal, do a quick check to be sure detail pages match the summary and cumulative pages.
3.  Freeze the budget then print it.  This will eliminate the possibility of any changes occurring before you print (i.e., promotions, changes you might make and forget after you’ve printed).

C.  Other Discussions:

1.  Helen’s Goal for 2007:   Green Sheet will be produced through WHOIgrants.

2.  In WHOIgrants, Cost Share currently does not copy over when copying and pasting budgets.  It will need to be reentered.  We are the fix for this now.
3.  In WHOIgrants, could we make proposal/submission/version/etc. titles easier to deal with?  After discussing the issue with Chris Hammond, it was decided that the programmers would be asked to make a highlight bar on the Nav Tree so that we would always know where we are when we are buried in subbudgets and versions, etc.  This might go a long way to helping us keep track of all the places we want to change the proposal title.  If we are still frustrated, we will revisit this issue.
4.  NewFind is still available for awhile but the monthly hourly rates will be totally inaccurate when/if the labor month hours change is made.   There is STRONG support for maintaining New Find.
5.  Fastlane Supplemental Documents:  Be careful when uploading pdf documents to this section.  If the first pdf document is created in a way that  Fastlane doesn’t recognize then the proposal may have problems when Fastlane prepares to print or to join sections together to print/view as a whole.  Documents scanned on a copier, for instance, are problematic for Fastlane – especially when the scanned document is the first page of a section in Fastlane.  It is suggested that you create a word document (which you then distill into a PDF document) to act as a cover page at the beginning of the Supplemental Documents with information about what will be included in this section. It is strongly suggested that you combine into one pdf file as many of the supplemental documents as possible.  Then re-pdf to Fastlane specs. If anyone needs a refresher on inserting pages into a pdf file, email Helen.  These are a few of many solutions discussed at the meeting.

D.  Grants.Gov

It is advised that one document be made of the Budget Narrative (including budget, justification, and salary workup sheets) as a pdf then uploaded.  This prevents the documents from being shuffled.  It is also recommended that one document be created for all the CVs or any type of information that you would want to keep together.


NSF has put together a helpful document for submitting NSF proposals through Grants.gov.  Unfortunately, there will come a time when we will be forced to do this.  Help doc is at:

http://www.nsf.gov/bfa/dias/policy/docs/grantsgovguide.pdf

Travel Rate Increases


We discussed the emailed memo from Mary Ann White dated 8/24/06 alerting us to possible 12% increases in travel costs over the next year.  We discussed whether the science departments should standardize the % increases that we use for travel in out years.  We decided that this should be a PIs decision and, if necessary, that the Dept Admins should discuss the question of uniformity. 
