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About PSC CUNY Research Awards

The PSC CUNY Awards has been created and funded by the Collective Bargaining Agreement
between the City University of New York and the Professional Staff Congress/CUNY. The
awards are distributed by the University Committee on Research Awards, a faculty committee,
and administered by the Research Foundation of CUNY.

Applicants that meet the eligibility criteria may apply to only one of the three types of awards
Traditional A, Traditional B, and Enhanced in any award cycle, as described on page 3.

All applications must be created and submitted electronically using the PSC CUNY
Grants Proposal System.

Information which is entered into the MY Profile and the Application sections will be used to
generate your application in HTML format. Once these sections are completed the information
will automatically populate the Award Application page.

This manual will help guide you through the process and provide relevant information pertaining
to the awards.

Eligibility of Proposal

Full-time, permanent, CUNY Employee

- Visiting professors and adjuncts are ineligible.

- HEO's and CLT's are eligible but cannot receive Summer Salary or Release Time.
Faculty are not eligible to apply for or receive a Traditional A or B Award for any year in
which they have or will receive external grant funding of $100,000 or more in direct
costs.

Faculty members on sabbatical or scholar incentive Leave may apply for and receive
awards.

- Instructional staff members on other Leave may apply but must have returned to

work and be back on full-time University payroll to access a PSC-CUNY award.

Tenured faculty may not receive more than two PSC-CUNY awards during a consecutive
three-year period, only one of which may be an Enhanced Award.
18 panels that cover over 40 disciplines.
The following activities will not be funded:

1. those that support fulfillment of degree requirements.

2. the writing of textbooks.

3. the development of a curriculum for specific courses or programs.
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Disciplines

- Anthropology; Classics

-- Philosophy; Linguistics

- Art History; Visual Arts

-- Communication Arts & Sciences

-- Biology & Earth Sciences

-- Business Administration

-- Chemistry & Biochemistry

-- Comparative Literature & Modern Languages
- Computer Sciences & Library

-- Economics & Political Science

-- Education

- English & Creative Writing

-- Health Sciences; Health & Human Services; Speech & Healing
-- History

-- Interdisciplinary

-- Law & Criminal Justice; Sociology & Urban Studies
-- Mathematics

- Performing Arts

-- Physics & Engineering

-- Psychology, Physiology, Psychology

PSC CUNY Cycle Grants

Traditional A, Traditional B & Enhanced

= Duration of 1 year with eligibility for 6-month extension

= Expenses or travel that falls outside of the given dates are ineligible for reimbursement

» Individuals may apply to only one of the three types of awards in any given year, as a
Principal Investigator (PI) or Co-PI
Please Note: Co-PI’s are ineligible for Summer Salary or Release Time

» All grant applications are filled out and submitted through the Grants Proposal System
online

» The Grants Proposal System login credentials are self-created
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Traditional A
= Upto $3,500
» Highest volume of funding
= Project Description
- 3 Pages (including tables and references)
- single or double-spaced
- one-inch margins
- 10-12 point font
- Adobe Acrobat PDF (Microsoft Word Docs are not allowed)
» Reviewed by 2 internal reviewers within the panel the application is submitted

Traditional B
» More than $3,600 and up to $6,000
= Project Description
- 5 Pages (including tables and references)
- single or double-spaced
- one-inch margins
- 10-12 point font
- Adobe Acrobat PDF (Microsoft Word Docs are not allowed)
= Reviewed by 2 internal reviewers within the panel the application is submitted

Enhanced
= More than $6,500 and up to $12,000
= 40-50 awards per cycle Project Description

- 5 Pages (including tables and references)

- single or double-spaced

- one-inch margins

- 10-12 point font

- Adobe Acrobat PDF (Microsoft Word Docs are not allowed)
= Budget Justification

— Description of expenses and how the funds will be used
= Reviewed by 2 external reviewers in related field
= Applicable to submit a list of objectionable reviewers

Evaluation Criteria
= Scholarly/creative merit
= Ability of the applicant to perform the proposed work successfully
» Potential for external funding
= Original contribution to its field or will attain national or international recognition
» Appropriateness of the budget proposals
» Budget modifications will not be made; successful applications will be funded in full
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Keep in Mind

Does the proposal clearly state its goal or hypothesis it will test?

Does the proposal include a well-conceived research or creative design that
demonstrates promise for successful execution?

Does the completed project have the potential to make an original contribution to its
field?

Does the proposal explicitly state expected outcomes? (Examples of tangible outcomes
include data collected, scientific papers accepted or completed, scholarly articles of
chapters in books; examples of potential outcome include contributions to the discipline,
institutional strengthening, and proposals for external funding.)

Does the proposal state the significance of the project by relating its specifics goals to
long-term objectives?

Does the proposal include evidence of the past and ongoing scholarly or creative
productivity or promise?

For research projects in the natural sciences, social sciences, and humanities — does the
proposal demonstrate familiarity with the scholarship in the field and identify gaps in the
literature?

For research projects on curriculum development, improvement in teaching or the
relation between technical and liberal arts education — does the proposal demonstrate
familiarity with the relevant scholarship on pedagogy, curriculum, and education?

For creative project — does the proposal demonstrate familiarity with the creative field
and indicate how the project would advance or contribute to the field?

Is the budget complete and accurate, appropriate for the project, and does it include
sufficient detail to justify the need for and cost of each item?
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Review Panel Designations

Pls must choose one discipline-based Review Panel to submit his/her application Traditional A
and B applications are subject to review only by the discipline-based Review Panel. Enhanced
Award applications will receive two expert reviews, with the final selection to be made by the
University Committee on Research Awards (UCRA), which is comprised of the Review Panel
Chairs.

Applicant
Creates and Submits application

Grants Office
Review application for their college
ensuring guidelines were followed
and expenses are correct

!
[ penetchar )

Award Decision Checks that application is
Application is either — 1 appropriate, assigns reviewers,
awarded or rejected Decision , makes sure reviews are

complete, and submits award

decision, based on evaluator
scores, to the

K Research Foundation /

Reviewer 1&2
Evaluates Application based on
submitted materials and submits
their review back to Panel Chair

Notification
RF sends notification
to applicant by email
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IRB and IACUC Approval

- Human and Animal Subject use must be indicated on the application form.

- Related IRB or IACUC expenses must be made during the current grant period and the active
IRB/IACUC approval period.

- Please contact your Grants Office for contact information regarding the IRB personnel at your
campus.

Budget Categories

» Ineligible expenses
- eReaders/Kindles
- Furniture (equipment)
— Stipends and tuition
- P-cards
- Journal Subscriptions
- Internet and Cellular Service
- Advertisements
— Insurance
— Memberships in professional organizations
— Any item/service that serves an ongoing need
— Subcontracts
— Renovations
- Indirect compensation to the Principal Investigator

— Research Staff

— Clerical Staff

- Summer Salary

- Release Time

- Office supplies

- Research Supplies
— Travel

— Domestic & Foreign
- Independent Contractors
- Subject Payments
- Laboratory Fees

— Equipment

- Publication Costs
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Summer Salary

- A maximum of $3,500 may be awarded per grant.

— Subject to fringe benefits.

— Gross academic year salary plus summer salary may not exceed the top salary of the
associate professor scale.

- The investigator is not eligible for summer salary during any month in which he/she is
teaching classes and applying 100% effort.

- Principal Investigators who are paid on a 12-month basis are not eligible to receive summer
salary.

- HEOQ's, CLT's ineligible for summer salary.

— Co-PI's are ineligible for Summer Salary.

- Summer salary is awarded for the first summer of the award period.

Release Time

- $3,000 for salary and fringe benefits.

- Individual CUNY institutions are responsible for establishing a policy that is consistent with
budgetary and faculty arrangements.

— Traditional A grants are ineligible for Release Time.

— Must be approved by Department Chair for eligible use.

- Explanation is required for Released Time in the budget justification.

- Instructional staff in non-faculty titles are not eligible for Release Time.

— Co-PI's are ineligible for Release Time.

Travel — Domestic & Foreign

- Proposed travel requires a detailed justification including:

- An itinerary with proposed dates.

- the duration at each location.

- transportation costs — estimated per diem expenses.

— Other anticipated travel-related expenses.

- Foreign travel must demonstrate that collections and/or resources are not available in the
United States.

— Travel for assistants must be specified and justified.

- Purchase travel items awarded in the approved budget, however actual travel must
occur within the fiscal budget period.
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Starting the Application

Accessing the System

We begin with logging in with your Username and Password @ at www.rfcuny.org, then hover
over Electronic Tools ®, a drop-down menu will appear. Scroll down and click on PSC CUNY
Grants Proposal ©. Figure 2 on page 9 will appear.

RPN

RESEARCH
FOUNDATION CUNY

ABOUT

o Username
Create

PRINCIPAL INVESTIGATORS EMPLOYEES PARTNERS ‘ ELECTRONIC TOOLS ‘ RESOURCES

S ——
—

ANNOUNCEMENTS

ACH File Management

Calendar

Compliance Training - (Important)
Contract Manager

Digital Mailbox (Human Resources)
Document Tracking - Legal

Effort Reporting

Electronic -9

Employee Wage Title Designator
Event Payment

FileShare

P-Card Reconciliation System
Payment Request

Personnel Action Form
(PAF)/Calculator

Personnel Vacancy Notice (PVN)
Property Management

I PSC-CUNY Grants Proposal I 9

g

l TRAINING

CE

RF Onboard - New!
Summer Salary

Time and Leave (Payroll
Administration)

Virtual Office

Web Reports

Web Reports (Legacy System Pre-
2013)

Figure 1
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Screen Details

The Home page consists of a Sign-In section, Create an Account, and Have a Password
E-mailed to you.

If you have an account, sign-in with your User ID and Password @. If you have forgotten your
password and need to reset it, click on Have a Password E-mailed to you ®. An email will be
sent with instructions.

If you do not have an account, click on Create an Account ©. A window will open asking you to
create an account as seen in figure 3 on page 10.

General News © consist of information that is relevant to subject matter. Related Links @

ﬁ Welcome

SIGN-IN

As soon as you have successfully sign in, you
User ID can navigate RF's Grants Proposal System
| l without re-entering your information

Do not have an ID?

0 « Create an Account
Password ©

|
Grants Proposal

Suggestions for the New Cycle » PSC-CUNY Research Award Program @)
« Update your Profile before submitting an application!
» Check for instructions on the right side of the page in the application.

[ Forgot Your Password ?
+ Have Your Password E-mailed to You @

Grant Programs Supported by this System

Currently, this system is only available for processing applications for the PSC CUNY
Research Award Program. We will notify your college’s Grants Office when the system
becomes available for other CUNY grant programs.

Figure 2
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Create an Account

Enter your User ID ©, create a password ® then confirm your password on the following line.
Then enter your First and Last name then an email ©. Click Create Account @.

A Continue button © will appear, once you click on the button, it will bring you to the PSC CUNY
Grants Proposal home page as seen in figure 5 on page 11.

* Go Ao
Your password must contain at least one
User ID | | (1) numerical character and is case sensitive.
Password | |
(2]
Confirm Password | |
First Name | |
Last Name ‘ | ©
E-mail | |
(4]
CREATE ACCOUNT | CANCEL | Figure 3

ﬁ Welcome

Thank you for creating an account. Please click on the continue button below to begin working with your new account.

. CoNTMUE | © Figure 4

10
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The home page will give you access to view and update your Profile information @, view your
Application @®, and Tasks ©. The Alerts section @ will list important information and pending.
Below in figures 6 and 7 are examples.

(1) [2) 3]

My Profile @ Applications v Tasks = Sign Out Login as: RRTEST

Grants Proposal @ S
WELCOME

Here are you current alerts

* You have no saved application(s) for
submission.

= View your applications

* You have no pending task(s).

~f RELATED LINKS

Suggestions for the New Cycle . %%mwmgm
radition
. Tt H g ] Wii-L L J¥a)
Update your Profile before submitting an application! + PSG-CUNY. Ressarch Award Program
» Check for instructions on the right side of the page in the application. (Tradition B)
. = PSC-CUNY Research Award Program
Grant Programs Supported by this System {Enhanced) <

Currently, this system is only available for processing applications for the PSC CUNY
Research Award Program. We will notify your college’s Grants Office when the system
becomes available for other CUNY grant programs.

Figure 5

Alerts Example

In the Alerts section when you click on the link
Click here @, it will open a Saved Applications @ m— T——

window to display all three pending Applications © listed. HEG e CUCHIER datl
Titles @, and Status ©. You can them move forward with ;pgf]? pending application(s). Click here to

your next step in submitting them. - e yorit abpicatons

- You have no pending task(s).

Figure 6
Saved Applications @
(4) (5]

Application Number | Title Status

ENHC-52-55 kfj Waiting for Insitution Approval

ENHC-53-14 sdadas Unsubmitted
| TRADB-53-276 hahfda Unsubmitted

Figure 7

Previous Applications

11
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Profile Information

Within the Profile section you can update your Contact information ©® and add a Profile
photo @ by clicking on the Choose File button © then clicking on Attach Image button @ to
upload. Your photo will appear in the My Photo area.

To move forward click the Save Profile button ©® and red text will appear “user successful
updated” ®@. Then click Next @ this will bring you to the Academic Information ® section.

Please Note: The photo cannot exceed over 32 KB and the formats accepted are GIFs and

JPEGs.

Profile B  Applications

First Name ]

| =

Middle Initial |:\

Last Name |

Street Address 1 |

Street Address 2 |

City |

State/Province |

Postal Code |
Phone 1 |
Phone 2

Fax |
E-Mail |
5] L7
SAVE PROFILE | NEXT |  |CANCEL|

Tasks

&

Sign Out Login as: RRTEST

Contact Info  Academic Info  Publications Research Awards My Documents  Security

= o conicr e .

Attach a photo of yourself for a more
personal profile

o ELETN

© )| Choose File | No file chosen

9 ‘ Attach Image|

@ User successfully updated!

Figure 8

12
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Academic Information

The White High-Lighted tab @ indicates the section you are in. The Tips area @® provide
important information in each section. In the drop-down menu choose your Institution ©.

If you are Tenure @, click the box. Then choose your Rank ® with the drop-down menu.

In the Education section ®, once you click on Add New @, four entry boxes will appear ® to fill
in. Upon completion, click Save Entry ® button. Next, click the Save Profile button © and red

text will appear stating “user successfully updated” ®. Click Next @, this will bring you to the
Publications section.

My Profile @ Applications ¥  Tasks =1 Sign Out Login as: RRTEST
Contact Info | academic Info  Publications  Research Awards My Documents  Security
>~ b Koo Tom
Your institution refers to your home college.
(3} (4) y g
I BARUCH COLLEGE % l 0 You must fill in this information before you
Institution ' submit an application for most grant
Tenure | ompetitions.
Rank ]Assoiate Professor VO In order to save an entry under Education
Associate Professor please click SAVE ENTRY after completing
Assistant Professor
sk the fields
| Distinguished Professor
Instructor Click SAVE PROFILE to save the
Lecturer information to your Profile.
Other
Professor
College Laboratory Technician
(6 | Higher Education Officer
Education
Institution Degree Year Field of Study
eAdd New
@ | SaveEntry Cancel || | | ‘ | ‘ ‘ ’
© SAVE PROFILE J  PREVIOUS Jm | NEXT ‘ un(g_] @ User successfully updated!

Figure 9

13
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Publications

In this Section @, list all relevant works that resulted from PSC-CUNY funding experience over
the past five years. Clearly state in parenthesis (Resulted from PSC-CUNY funding) whenever
appropriate. After completion, click Save Profile ® and a red text will appear stating

“user successfully updated” ©. Then click Next @, this will bring you to the Research Awards

section.

My Profile @ Applications ¥  Tasks =1 Sign Out Login as: RRTEST

Contact Info  Academic Info | publications Research Awards My Documents  Security
Please list your relevant publications and experience over the past five years. A curriculum vitae _
should not be attached. S e ; o
0 In the Publications section
please list all works that
resulted from PSC-CUNY
funding. Clearly state in
parenthesis (Resulted from
PSC-CUNY funding) whenever
appropriate.
4
© User successfully updated!
(2] (4]
SAVE PROFILE | PREVIOUS | | NEXT | |CANCEL| Figure 10

14
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Research Awards

In the Research Award section list your recent research award up to last 5 years. Click on the
Add New O link and this will open the slots under each category to input the information with
the choice to Save Entry or Cancel ®. Next, click the Save Profile ® button and a red text will
appear stating “user successfully updated” @. Then click Next ©, this will bring you to the
Research Awards section.

ﬁ Home My Profile @ Applications v  Tasks = Sign Out Login as: RRTEST

Contact Info  Academic Info  Publications \7Research Awards My Documents Security

Please list your recent research award (up to last 5 years) _
[ Role  Period  Tile  FundingSource _______________ Amount |

Role Period Title Funding Source Amount

2ddnew @ (3 In order to save an entry under the Research
Awards please click SAVE ENTRY after
H completing the fields.

Click SAVE PROFILE to save the information to

9 9 your Profile

SAVE PROFILE | previous | [imext | |cAnced| O User successfully updated!

Save Entry Cancel ‘ ‘ | ]| [ ‘ ] ‘

Figure 11

15
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My Documents

This section will allow you to upload and store all required documents for future submission of
your application. The first step is to click Choose File @, search your computer for the file and
lick on it to highlight ®. Then click Open ©, this will attach your document. You will see the
document name on the right side of the Choose File button @.

Then click on Attach File ©. You will be able to see how much saving space your documents
have taken up @. By clicking on the Public box @, the documents may be viewed by the entire
user community with the Grant Proposal System. Private documents are only visible to the
owner. All documents can be edited and deleted by the owner.

Please Note: The limit amount of saved document storage is 2MB.

Once all documents have been uploaded, click Next ©.

®

PREVIOUS |

Total Used
Space

‘You may save files here in My Documents for
personal use within the Granis Proposal
system.

The files saved here are NOT automatically
attached to your application!

Home My Profile Applications W Tasks = Sign Out Login as: RRTEST
Contact Info  Academic Info  Publications  Research Awards ‘ My Documents | Security
File successfully attached.
File: | Choose File | No file chosen @ | Attach File| @ You are using 11% of your 2MB Limit
FileName ______ lAleTve |public| | Delete| Convert to PDF |
Microsoft —

Reception_Area_Guide.doc Word 1180 [} Download File [ Convert

o " Microsoft — " ™
Reception_Area_Guide_8.8.2011.doc Word 120.0 [ Download File [ Convert

UPDATE CHANGES | NEXT | Figure 12
& Open X
<« v N E > Documents Search Documents p
Organize v New folder =- O 0
A Home Name = Date modified W
S P o
> @& rfcuny.org 137] E-Procurement Comments & Notes M
["E} M
-All Documer # [%) Fall-Back-2 P
& Downloads # oE) M
- Documents # 7] Launch Outlook Express st
PR Pictures 5] merged photo needs to be updated M
@ Desktop  # @ Microwave cl
» [E Payment Request System Draft M
) * E) M
o A B
3 M
B RFlogo A
File name: ‘merged photo needs to be update - ‘ All Files M
e Open Cancel
Figure 13

16
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Security

This section will allow you to change your password. First type in your New Password @, then
re-type in the Confirm Password ® section and click on Save ©. If you wish to make your profile
searchable, click the Make My Profile Searchable box @ then Save profile.

Please Note: A searchable profile is public, otherwise it is private and unavailable to the public
for viewing.

My Profile Applications ’d Tasks = Sign Out Login as: RRTEST

Contact Info  Academic Info  Publications Research Awards My Documents {Security

Your password must contain at least one
1) z numerical character and is case sensitive.
New Password: | |

5 ) If you make your Profile private, it will not be
@ Confirm Password: | | “searchable” by other users who may
potentially wish to collaborate with you.

(4]
Make My Profile Searchable
©| saveprorie | | previous | Figure 14

17
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Applications

The Applications section @ will allow you to create, edit, and view the status of your
applications. Remember, you can use this system to apply to multiple programs. Every program
is governed by its own rules and regulations.

The first step is to choose the PSC CUNY Award by clicking on the drop-down @ arrow. Your
choices are Enhanced, Traditional A, and Traditional B.

Please Note: Make sure to double check and calculate any additional fringe benefits and double
check the amount you are allocated.

Once you are in the system, meaning you have chosen one of the awards and started the
process, if you discover your request is more or less funds, you will not be able to adjust the
level of grant you are applying for. You will need to start the application process over.

’i‘ My Profile Applications ¥  Tasks [X] Sign Out Login as: MDUGAIJ6

| Create | Open Saved Applications

To start, please enter the Program ID of the program you
would like to apply for:

ENHC-54: PSC-CUNY Research Awards (Enhanced) v
ENHC-54: PSC-CUNY Research Awards (Enhanced)
| TRADA-54: PSC-CUNY Research Awards (Traditional A)
TRADB-54: PSC-CUNY Research Awards (Traditional B) |

Figure 15

For the purpose of this demonstration, we will be choosing Traditional A ©, then press the
Continue button @.

fi" My Profile Applications v Tasks =1 Sign Out Login as: MBUGAJ4

Create Open Saved Applications

To start, please enter the Program ID of the program you
would like to apply for:

|TRADA-54: PSC-CUNY Research Awards (Traditional A) v] ©

CONTINUE o Figure 16

18
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Applications

This section will provide information About the PSC CUNY Award Program, once you have

selected the appropriate award type, you will arrive at the Applications tab containing further
details about the award.

The About tab © allows you to view a general-purpose statement for the PSC CUNY Research
Award Program. The Details tab @ displays a breakdown of the budget’s limitation and
participating institutions (see figure 18 on page 20 for details). The Program Administration tab © will
provide the contact information for the administrators of the PSC CUNY Research Award
Program (see figure 19 on page 21 for details).

When you have finished reviewing the materials and are ready to begin the application process,
click on Create New circle @ then click on the Create Application button ©. This will bring you
to the Application page.

Please Note: If need to create a new application from a Previous Application, click on the Create
from Previous Application circle ®, then choose the previous application from the
drop-down menu @.

ﬁ Home fﬁ‘ My Profile Applications ¥  Tasks = Sign Out Login as: RRTEST

Create Open Saved Applications

PSC-CUNY Research Awards (Traditional A)

About Details Program Administrators

The Professional Staff Congress-City University of New York (PSC-CUNY) Research Award Program was established as a major vehicle for
the University's encouragement and support of faculty research and to leverage external funding. It seeks to enhance the University's role as
a research institution, to further the professional growth and development of its faculty. and to provide support for both the established and
the younger scholar. Awards are distributed by the University Committee on Research Awards (UCRA), a faculty committee, and
administered by the Research Foundation of CUNY. Preference is given to junior faculty in the allocation of funds.

Create New: @ @

Create from Previous Application: ‘fFQ You currently do not have any previously submitted applications v |@
© | CREATE APPLICATION |

Figure 17

19
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Details Tab

Scoring

Score

1 (Excellent)

2 {Very Good)

3 (Good)

4 (Fair)

5 (Poor)

Current Year

Min Requested Amount | Max Regquested Amount

54

Budget
Clerical Staff $0.00
Geners! Office SuppliesXeroxing . $0.00
Research Staff $0.00
Summer Salary (Principal Investigator) | $0.00
Manuseript Preparation/ Fublication Costs ' $0.00
Research Suppies ' 50.00
Domestic Travel . $0.00
Foreign Travel . $0.00
Subjsct Payments . $0.00
Equement ' $1.,000.00
Independent Contractors . $0.00
Laboratory Fess $0.00

Total Maximum Requested Amount: § 2,500.00

Participating Institutions

« BARUCH COLLEGE

« BROOKLYN COLLEGE

« BOROUGH OF MANHATTANC.C.

« BRONXC.C.

« CITY COLLEGE

« CUNY GRADUATE SCHOOL OF JOURNALISM
« CRADUATE SCHOOL

« HUNTER COLLEGE

« HOSTOSC.C.

« JOHN JAY COLLEGE OF CRIMINAL JUSTICE
o KINGESBOROUGHCC

« LAGUARDIACC

« LEHMAN COLLEGE

« MEDGAR EVERS COLLEGE

e STELLAAND CHARLES GUTTMANC.C.

« NEW YORK COLLEGE OF TECHNOLOGY

o CUNY SCHOOL OF PUBLIC HEALTH & HEALTH POLICY
« CUNY SCHOOL OF PROFESSIONAL STUDIES
« QUEENSBOROQUGHC.C

« QUEENS COLLEGE

« CUNY LAW SCHOOL - QUEENS COLLEGE

« CUNY-ADVANCED SCIENCE RESEARCH CENTER
« RESEARCH FOUNDATION OF CUNY

« COLLEGE OF STATEN ISLAND

« OFFICE OF ACADEMIC AFFAIRS

« YORKCOLLEGE

Create New: @

$2.230.00
$2,500.00
$3,230.00
$2,740.00
$3.500.00
$3.500.00
$2.500.00
$3,500.00
$2.500.00
$2,500.00
$2,500.00
$3.500.00

Create from Previous Application: (O [You currently do not have any previously submitted applications W |

eRsEacmond

Figure 18
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Program Administrators Tab

The figure below is an example of the information provided @. Employee names and

information will change over time.

About Details Program Administrators

|#. Alexis Davis

Phone 1:
Phone 2:
Fax

Anna Shchupak

Phone 1:
Phone 2:
Fax

Daphne Karawita

Phone 1:
Phone 2:
Fax:

Klea Cabej

Phone 1:
Phone 2:
Fax:

s, Levon Volpe

|, Margie Louie @

Assistant Program Administrator
Research Foundation of CUNY
NY

Phone 1: 212-417-8474
Phone 2:
Fax: 212-417-6474

Margie_Louie@rfcunyo.org
|», Marek Bugaj

Phone 1:
Phone 2:
Fax:

l#. Nicholas Jones

Phone 1:
Phone 2:
Fax:

Paul Cole

"

Phone 1:
Phone 2:
Fax

l». Yong Hwang

Phone 1: Phone 1:
Phone 2: Phone 2:
Faw Fax:
Create New: @
Create from Previcus Application: O [You currently do not have any previcusly submitted applications ¥
CREATE APPLICATION

Figure 19
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Creating an Application

The first step is to fill in the Title ® . Next, click on the drop-down arrow and choose the correct

Panel ® you are applying. Then click on the drop-down menu to choose Discipline ® which is

related to the Panel chosen. The next step is to fill in the Brief Abstract section @. This will give

the Reviewers and Panel chair an idea of what your application is going to be asking for. You
then have two straight forward questions ©. If you have Supplementary Materials ® to add,
click on the drop-down menu and choose how you are proving the RF with the materials. Then

provide a List of the Supplementary Materials @.

Answer whether Interviews ® will be conducted the choose the Department © from the
drop-down menu. Finally, click Save ®.

ﬁ Home fﬁ‘

My Profile Applications v

| General Applicants Budget Project Description

Tasks

X

PSC-CUNY Research Awards (Traditional A): TRADA-54-0

Sign Out Login as: RRTEST

VIEW ABSTRACT = sAvE [ CLOSE X

O Title |

Panel |Please Select Panel

Discipline | Please Select Discipline v | @

9 WY Please Select Panel
Anthropology, Classics, Philosophy. Linguistics

| Art History, Visual Arts, Communication Arts & Sciences
Biology & Earth Sciences
Business Administration

Brief This textbox can only accommodate 1100 characters (roughly 150 words). | Chemistry & Biochemistry

Abstract e

Comparative Literature & Modem Languages
Computer Science & Library

Economics & Political Science

Education

English & Creative Writing

History

Health Sciences, Health & Human Services, Speech & Hearing
Interdisciplinary

Law & Criminal Justice, Sociology. Urban Studies
Mathematics

Performing Arts

Physics & Engineering

Psychology & Physiological Psychology

Human Subject Use [No v| )
6 _
Animal Subject Use [No v| Yes (attached to application, 2MB limit) ‘
Yes (will be mailed to the Research Foundation
Supplementary Materials ]No Q v|l — (\m u ,)
@ List of Supplementary Material ] |
:
APEX

@Will Interviews he Conducted? ] No v ]

Department [Please Select Department

o v/

. Academic Affairs Multi-Cult Cr | @ @

Aaron Copland School of Music
Academic Advisement
Academic Affairs

Academic Affairs Academic Stds
Academic Affairs Extended Day

Academic Computing

Academic Development SAVE NEXT
Academic Ombudsman

| Academic Planning & Programs

Academic Senate

lAcademic Support Center Figure 20

|Academy - Humanities & Science
Academy for Science & Math

| Academy, Bronx Early College
Academy, Brooklyn College

Academy, Public Safety Train
Accessability Operations v
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After saving the Application, the system will generate an Application number @ so you can refer
to when needed. Click on Continue @, this will take you back to the main application screen as
show in figure 20 on page 22. Then click Next @ to move into the next step.

M  Home M MyProfle [E Applications ¥ Tasks [E SignoOut Login as: MDUGAJ6

PSC-CUNY Research Awards (Traditional A)

CLOSE

OAppIication Number: TRADA-54-1 Created successfully!

(2) CONTINUE

Figure 21

Adding a Co-PI

Please Note: Co-PI’s are ineligible for budgets such as Summer Salary and Release Time. Make
sure whoever is asking for Release Time is creating the application. Once your Co-PI has
created their own account, you can add them into the application.

First click on Add Co-PI ©, a slot will appear so you can enter their User ID @. Then click on the
Save Entry link ©. Figure 23 on page 24 will appear.

’ﬁ' My Profile Applications ¥  Tasks X1 Sign Out Login as: MDUGAJ6

General | Applicants < Budget  Project Description

PSC-CUNY Research Awards (Traditional A): TRADA-54-1

VIEW ABSTRACT < sAve || SUBMIT CLOSE X

Applicant(s)

__luser  Neme | ]
© 2 Col . ——

© Save Entry Cancel MDUGAJ6 Duck, Don View Details

B SAVE pRevious | | next |

Figure 22
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Upon successfully entering the Co-PI, you be able to view their name in the User ID section ©.
To View Details of your profile and your Co-PI, click on the View Details link ®. The following
tabs © will appear for you to review. Once you are finished, click on the Next button @ to
proceed into the Budget.

fﬁ‘ My Profile Applications v Tasks = Sign Out Login as: MDUGAJ6

General | Applicants Budget  Project Description

PSC-CUNY Research Awards (Traditional A): TRADA-54-1

VIEW ABSTRACT = SAVE - SUBMIT CLOSE

Applicant(s)

Add Co-PI
o Mbugaj8 Duck, Don View Details a
MDUGAJ6 Duck, Don View Delails 9
Contact Info Academic Info Publications Research Awards Public Documents HIDE

\ v,
Y 2}

First Name Don
© SAvE | previous | | nexT |
Middle Initial

Figure 23
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Budget Section

In this section you will input how much you are asking for, indicate the reason why and how you
arrived at the numbers. In several categories, there are additional calculations for Fringe
Benefits, MTA, and Payroll Tax. That information will indicate within the budget itself.

These Budget Items are the eligible expenses on the PSC-CUNY Awards. The 4-digit code © on
the right-hand side refer to the expense codes within the Research Foundation system. You will
not need to worry about these codes. For the purpose of this demonstration, click on the Add
Item, next to Research Staff @. This will bring you to the next step in figure 25 on page 26.

fﬁ‘ My Profile Applications v Tasks =1 Sign Out Login as: MDUGAJ6
General  Applicants W Project Description
PSC-CUNY Research Awards (Traditional A): TRADA-54-1
VIEW ABSTRACT = | SAVE [ | SUBMIT CLOSE |

Add ltlem @ Research Staff -0 5410
Addllem | Clericd Staff 2 S 5416
Add Item Summer Salary (Principal Investigator) - - - 5423
Add ltem General Office Supplies/Xeroxing - - - 6200
Add Item Research Supplies - - - 6220
Add ltem Domestic Travel - - - 6910
Add ltem Foreign Travel - - - 6920
Add ltem Independent Contractors - - - 7010
Add ltem Subject Payments - - - 7020
Add ltem Laboratory Fees - - - 7030
Add ltem Equipment - - - 7921
Add Item Manuscript Preparation/ Publication Costs 8040
) ™ I T
Figure 24

Please Note: There are TIPS messages throughout the process to help guide you along the way.

In order to save any budget changes you must
first click Save Budget Item link and then click
Save Button.

The budget request must be justified on the
basis of the project's objectives and anticipated
results. The rationale for each budget item must
be specified in the space provided. When
requesting items of equipment costing $2,500
or more, the applicant must indicate in detail,
the manufacturer and model number, and
clearly explain the need for the particular model.
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Once you click on Add Item, it will open the Research Staff section @. We highly recommend
reading the Instructions and Details related to the budget items.

You will have to indicate the budget you are requesting in the Requested Amount Box ®. As an
example, we will enter $2000.00. You will see numbers updated in the Additional Calculations
and Additional Calculations two section as seen in figure 26 on page 27. Make sure to update
all your Add Item sections as seen in figure 24 on page 25.

Next, provide a brief description of how these funds will be used for your research in the
Justification Comments Box ©.

Once finished, click on the Blue Save Budget Item @. The system will be updated with the
Requested Amount, applicable Additional Calculations, and Total Amount seen in figure 26 on
page 27. If you need or decide to change the Budget Item, click on the Reset Budget Item © to
zero out and start over.

HIRE

© |Research Staff

Instructions Please provide a complete job description for all research staff in the budget justification
section.

The University Committee on Research Awards assumes that every effort will be made to
employ CUNY students. Prior approval of the UCRA is required to hire a non-CUNY student as
a research assistant and justification must be provided.

Post-doctoral Assistants may be supported up to the amount aliowable for graduate students.
The UCRA defines a Post-doctoral Assistant as someone who has recently received a doctoral
degree, but has not held a full-time faculty appointment for one academic year or more.

The PSC-CUNY Research Award Program does not support student stipends or tuition costs for
either the Principal Investigator (Pl) or any assistant.

A Principal Investigator may not hire another full-time faculty member as a research assistant.

A Pl may not hire a member of his/her immediate family without prior approval of the UCRA.
Acceptable range from $0.00 to $11,076.00

@ | Type in the requested amount § 2000

Additional Calculations

Automatic Additional Calculations

Description Fringe Benefit Expense
Additional Calculation 8.00% of the amount requested will be added.
Additional Amountis  $ 0.00

Additional Calculations Two Automatic Additional Calculations Two
Description MTA Payroll Tax
Additional Calculation Two 0.34% of the amount requested will be added.
Additional Amount is $0.00

Justification Comments (3}

Save Budget ltem Reset Budget Item

SAVE | PREVIOUS | NEXT |

Figure 25
26
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Below you can see the system has updated the Requested Amount, Additional Calculations,
and Total Amount @ as well as the Research Staff section. Once complete, click on the Save
button and an Application Successfully Updated banner ® will appear in figure 27 below, click
Continue 0.

Add llem

VEW ARSTRACT save 1, sSLoMT O cLosc

General Office Supples/Xeroxng 6200

Dornestic Travel €010

Equipment 7021

Marusapt Preparation’ Publicsion Costs 8040

Redesyond Time 5800

Clencl Staf 5416

Research Stafr 2,000.00 186.80 2,186.80 5410

Add llem Surmer Saary 5423
Add llem Laboratory Fees 7030
Add llem Independent Cortracions 7010
d e Subject Payments 7020
Foreign Trsvel €020

Add llem Resmrch Supples

Totals $2,000.00 $166.80 $2,166.80

Ok

Research Staff

Instructions

Please provide 3 complete job description for all research staff in the bucget justification
section.

The University Committee on Research Awards 3ssumes that every effort will be made 1o
employ CUNY students. Prior approval of the UCRA is required to hire a non-CUNY student as
3 research assistant and justfication must be provided.

Post-doctoral Assistants may be supported up to the amount allowable for graduate students.
The UCRA defines 3 FPost-doctoral Assistant as someons who has recently recerved a doctoral
degree, but has not held a ful-time faculty appointment for one scademic year or mora

The PSC-CUNY Research Award Program does not support student stipends or tuition costs for
either the Principal Invastigator (Pl) or any assistant.

A Principal Investigator may not hire another full-time faculty member as 3 research assistant

AFI may not hire 3 member of his'her immediate family without prior approval of the UCRA

Acceptable range

from $0.00 to $11,076.00

Type in the requested amount $

2000

Addtional Calculations

Automatic Additiona’ Calculations

Description Fringe Benafit Expense
Additonal Calculation 8.00% of the amount requestad will be added.
Additonal Amount s $ 160.00

Additional Calculations Two

There 3 no additional calculations for this budget item.

Automatic Additiona! Calculations Two

Description MTA Payroll Tax
Additonal Calculation Twe 0.34% of the amount requested wil be added.

Additonal Amount is $6.80

Justification Comments

Ilae.’ I

Figure 26

© Application successfully updated!

O  contmnue

Figure 27
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You will return to the main screen where you click Next @. That will bring you to the Project
Description tab @.

Home W MyProfile WEGRESIEIERN v Tasks [ Sign Out Login as: RRTEST

Ganeral  Applicants | audgast | Project Description e

PSC-CUNY Research Awards (Enhanced): ENHC-54-167

VIEW ABSTRACT = save ]| suemT L, cLosE |

T ) T o —— e ————

Additem | General Ofice SuppliesiXeroxing 6200
Additem | Domestic Travel 6910
Additem | Equipment -| 7921
Additem  Manuscript Preparation/ Publication Costs 5040
Additem  Released Time 5800
Additem | Clerical Staff - - - 5416
Edititem | Research Staff 200000 186.80 216880 5410
Additem | Summer Salary - - - 5423
Additem  Laboratory Fees -| 7030
Additem | Independent Contractors 7010
Additem | Subject Payments -| 7020
Additem | Foreign Trave! 6520

6220

Add tem  Ressarch Supplies

Yo 200000 $ic0m| _$a10.90]
Figure 28




RESEARCH
FOUNDATION CUNY

ARFN

Project Description

In the Project Description section @, you will need to upload and attach all the necessary
documents. Start by clicking on the Choose File button ®, after choosing the file, the document
name @ will appear next to the button. Then click on the arrow for a Drop-Down Menu © and
choose which section you wish to attach the file to. Once completed, click on Attach File ©, you
will then see Red Text @ appear informing you it posted successfully. You will also see the file
attached at the bottom where you have a choice to Download File or Delete it ®. Click Save ©
to finalize. Once complete, click on the Save button and an Application Successfully Updated
banner will appear as seen in figure 30 below, click Continue ®. If you have no documents to
attach, click Profile Documents @ then click the Save button.

Please Note: Only PDF files are allowed to be uploaded.

ﬁ Home fﬁ'l

General  Applicants

My Profile Applications

Budget | project Description

PSC-CUNY Research Awards (Enhanced):

¥  Tasks X1 Sign Out

ENHC-54-167

Login as: RRTEST

VIEW ABSTRACT

save [

2) Specify what type of document you are

SUBMIT

CLOSE

All necessary documents should be attached in
this section. A Project Description is required for
all icati (Traditi A, Traditional B. and
Enhanced). A one page detailed budget

A H h justification is required for Enhanced Award
1) Select a File From (Please choose an option) attaching. 3) Attach il
B B P — Supplementary materials may be included in
) == [ Choose File | PSC CUNY.docx @ [Budget Justification v O [ Attach File| @ | | the creative, visual and performing arts fields

DOCUMENTS — and must be included for creative writing
proposals. Published or unpublished work must

or Project Description be attached to creative writing proposals
° Supplgmentary Ma‘enal e Send two identical copies of items as such sets

@‘ ~ = | No documents avallable v [ Undesirable Reviewers List of slides, photographs, CD recordings or

~ pEERGELE musical scores to the Research Foundation
e Supplementary materials may not be retumed
Document for Application: ENHC-54-167 Posted successfully! 0 gg;?:;::‘: originakor.uniue:kees - Submit
Attachment(s) PSC-CUNY Research Award Program
Research Foundation of CUNY
sEe s : i 63 New York, NY 10036
Budget Justification Microsoft Word 2010 Ray, Ray (RRTEST)  8/2/2023 2:53:19 PM 15.7 Download File 3 e
© sae | PREVIOUS | Figure 29
Application successfully updated!
@ contmue
Figure 30
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Before you Submit the application, click on View Abstract @ to review your application. The
application will appear in a new HTML window as seen below in figure 32 for review only. Your
application will appear based on your current progress. If you notice areas that are incomplete,
this is your opportunity to return to the application and complete it before submitting it.

Please review the application slowly and carefully. Next click on Submit @.

#  Home M My Profile Applications ¥ Tasks [x] Sign Out Login as: RRTEST

General  Applicants  Budget | project Description

PSC-CUNY Research Awards (Enhanced): ENHC-54-167 (1) 2] _

All necessary documents should be attached in

JEUARTRACY = SovE. s cbant o3 SLOSE X} this section. A Project Description is required for
all il (T A B. and
% Enhanced). A one page detailed budget
5 5 2) Specify what type of document you are iustification i
1) Select a File From (Please choose an option) altaghin;y yp y 3) Attach J::’:;"?g;fg’:sls required for Enhanced Award
may be i in

=2 R > .
O] LOCF | Choose File || PSC CUNY.docx [Budget Justification v Attach File| the creative, visual and performing arts fields
pocuMENTS N and must be included for creative writing
Budget Justification Published or ;. Tk st

- TR gt
or Project Description be attached to creative writing proposals

Supple_mentary Materlal ! Send two identical copies of items as such sets

Undesirable Reviewers List of slides, photographs. CD recordings or
musical scores o the Research Foundation
Supplementary materials may not be retumed
Do not send original or unique items. Submit
materials fo:

Attachment(s) PSC-CUNY Research Award Program

Research Foundation of CUNY

[ ]
O M e [No documents available v |

Budget Justification Microsoft Word 2010 Ray, Ray (RRTEST)  8/2/2023 2:53:19 PM 157 Download File Seko By
Eaeel EREVIOUS. | Figure 31
Control No - ENHC-54-167 Name : Ray, Ray
Rank Address
Tenured : No
pit

Panel : Art History. Visual Arts, Communication Arts & Sciences. Telephone

Discipline : Visual Arts

Co-p Email : ray_rosario@rfcuny.org

Human Subject Use No
Anima! Subject Use No
Supplementary Materials  No

List of Supplementary Material
Will Interviews be Conducted? No

Department Academic Affairs Extended Day
List of Undesirable Reviewers No

Title of Proposed Project:

Test1

Srief Abstract Test1

Relevant Publications
& Scholarsnip

Education
[ oy e [

Other Current & Past Funding (last 5 years)

| Period | Role | Title ] Amount ‘ Funding Source |

Attachments
| Description | File Name | File sm| Date Attached |
[Free ssersion [P _comastanes [ [y
Budgets
Description Requested Amount
General Office SuppliesiXeroxing ; gg 0.00
Domestic Trave o 0.00
Eaument 000 200 Figure 32
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After submitting, the conditions of the Award Acceptance will appear as seen below in figure 33
below. It is vital that you read the terms very carefully, do not skip over this section. Then click
on the Agree box @ and Submit Application ®. Upon successful submission, a banner with your
application number will appear as seen below in figure 34. Then click Continue ©.

Please Note: If there is an issue, a banner will appear to inform you where the corrections need
to be made.

close x|

Please read the statement below regarding your submission.

CONDITIONS OF AWARD ACCEPTANCE
PSC-CUNY RESEARCH AWARD 54
Award to begn July 1, 2023

1. The Prinapal Invessgator agrees 1o incur eapenses in the name of e Research Foundaton only within the limt of the funds svalable 1o the project and for the purpases
peafied in the siached budget. Any corrnitment made by e Princiosd Investigstor resung in an overdra® will be Be Investigalee's personal resporsbiity and obligstion
10 resmburse the Research Foundation.

2. The Prinapal invessgator hass the responsbilty (o give adequate prior nosficabion o all indiduals employed on this grant af the termnistion date of tesr emplayment.
Such lemination may result from the exhauston of grant funds. completion of employee’s work, the end of the grant panod, or other ressons.

3. The Princpal knvesSgator i awasre that sumees salary is awarded for July andéor August 2023, (SiHe agrees that if sumenes salary is aooeplied for ether or both manths,
not to accept any other emplaymeant while receiving this salary.

4. The Prinapal invessgator agrees 1o notfy the Research Foundation # hisher budgeted summear salary gives 3 tatsl annua salary of more than $107,789.00 or if he'she
draws surnmer salary from other sources [see PSC-CUNY Guidelnes), =o thal budge! adjustments can be made. Note $ist the summers salary is based on gross acadenic
yeor salary a= of January 1, 2023. Facully on sabbatics, hawever, shaud (ake into account gross earmings, from all sources, for the calendar year in which ey requast
sumyner salary, 2023

5. The: Principal lnvessSgator agrees 1o notfy promply the Ressarch Foundation of any changes in slatus 2= 2 mesnber of the CUNY ful-time instruction:sl s2aff <o that the
Research Foundation can terminate the award. Expenditures propery encumbered before the effective date of the change will be reimbursed. Award recpients who will nat
be resppoinied Septamber 1, 2023 are entitied to use their research award funds until the termination of their current sppontment.

6. The Princpal nvessgatar has the responsbilty for obtaning approval from the Colege Cammittee for tie Pratection of Human Sutijects {IRS) ar the College Commiltes
an Laboratory Animl Care (IACUC) where appropriate and agroes not 1o procead withoul such approval

7. The Prinapal Fvessgatar = awaere that Equpment scquired by PSC-CUNY Research Award Program grants may be transferred 1o your cobiege for use n your
depariment al peoject termination.

8. Publcations, performances and presentations, induding visual and electronic media, must cantain the following acknowedpament of support. *Suppart for this project
was provided by a PSC-CUNY Award, jonlly furnded by The Professonal Staff Congress and The City Uneversity of New York ™ ILis the responsibility of all reciprents o
nosfy the UCRA of any such work resulting from the PSC-CUNY Research Award Program

9, Any funds granied as a result of this applicaton are to be expended for the purpose aulined heren in sccordance with University anc Foundation poliaes, and any funds
not expended far the parpose shall revert 1o the PSC.CUNY Research Award Progrsm upan completion or lerminatian, whichever is earier.

| hereby acceat the above lenms of the PSC-CUNY Research Award upon recespl and agree $o abide by the spplicsble Resesrch Founcation and Universtty palicy
staternents, the PSC-CUNY Guidelnes far 2022-2023 govemng the program, and any policy statements, which may be issued by the University Commitiee on Research
Awards during the Granl penod

N.B.: Funds wil be made avislable an the startng date of this awerd provided this signed siatement has been received by the Research Foundation and where necessary

APPROVAL HAS BEEN RECEIVED FROM THE COLLEGE COMMITTEE FOR THE PROTECTION OF HUMAN SUBJECTS OR THE COLLEGE COMMITTEE ON
LABORATORY ANIMAL CARE, AS NECESSARY.

[; | Agree to the terms and conditions of this statement

2]

Figure 33

Application successfully submitted! Task for Application| ENHC-54-167 Created successfully! Task history for Application: ENHC-54-167 Created
successfully! You will receive an email confirmation shortly. If you do not receive an email confirmation please contact your grants office for
assistance.

©  conmmue |

Figure 34
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You have now completed the application process. A confirmation screen will confirm your
application has been submitted to your Grants Officer. Within a few minutes you will also
receive an email confirming your application submission.

Common Submission Errors and Issues

1. Please make sure that you have selected your college. If you did not select one, see
Academic Information on page 13 for details and instructions.

2. Make sure the cumulative size of all attachments does not exceed 2 MB.
3. When attaching documents to your applications, it must not be open on your computer.

4. All attachments must be formatted in a PDF (Adobe) form. The system will not except
any other documents.

5. In the Application section under the Brief Abstract box (page 22), make sure the content
does not exceed 1100 characters including spaces.

6. Budget: if your request budget amount is at the maximum:
Traditional A= $3,500.00
Traditional B= $6,000.00
Enhanced= $12,000.00

and an error message is generated, this is due to a precision error. Please the
amount by one penny ($00.1). Save and then submit the application.

If you have any additional questions and/or further concerns regarding the PSC-CUNY Grants
Proposal System to the Project Administrator, contact us at the information provided below.

Contact Our PSC CUNY Staff

Phone: 212.417.8464
Phone: 212.417.8474
Phone: 212.417.8475

Email: PSC_CUNY@rfcuny.org

Research Foundation Website: www.rfcuny.org
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