Proposal Site Quick Guide
Once you’ve decided to submit a proposal, having a site created can make uploading and revising documents a lot more simple and efficient. So as soon as you decide to submit a proposal, PLEASE contact your Senior Research Administrator to get your website set up. If you’re unsure of whom your Senior RA is you can use the “Staff Quick Guide” located on the Office of Sponsored Programs website.

Some benefits to having a site created for your proposal are:

1. All documents are kept in a centralized location.

2. It allows OSP, Co-PIs, and other approved personnel to collaborate on proposals in real time.

3. It ensures that all personnel are always working on the most recent version of a document.

4. It gives OSP the ability to review, correct, and give recommendations on documents.

5. It simplifies the upload process when the proposal is ready to be submitted to the sponsor.
· Once your Senior RA has created the site, you will receive an email invitation letting you know that someone has shared a site with you. The site will now be on your list when you click on Sites in the upper-left hand corner of your email browser.
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· Please replace “Home” with the descriptive title of your proposal in the Title Text Field. To do so, click on Edit Page, change the text, and don’t forget to save your changes.
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· To navigate, click the links in the sidebar or the subpage links on the home page. If there are no links in these places, try using the sitemap which is also located in the sidebar.
[image: image3.png]Fle Edt View Favores Toos Help

% 4 [Pirone (o Do Nsr 067008y [

Mail Calendar Documents Sites Contacts

‘angiecowden@boisestate.edu | Iy sites | Help | Sign out

Googlessites Home  pasea 31 mavtes oo  Create page || # Editpage | More actions =
BOISEOSTATE John Doe NSF 06/30/09 |

3 1 Home

days unil
Due Date

BudgetBudget
Justiication

Project Narraiive
Biosketches
Sitemap

‘Subpages (3): Biosketches BudaetBudaet ustification Project Narrative

Attachments (0)
Comments (0)

Tems Report Abuse Prnt | Powered by Google Sites:

13 @ memet Rao0% -

Quick





· To upload a file click on Add File, use the browse feature, and then click on upload.
· If you are revising a file, remember that it cannot be revised and saved on the website. You must save it to your computer, revise it, and then re-upload the file to the site. 

· When re-uploading, please use the original file name. Google Sites saves all previous versions of like-named files and they are accessible at any time. These can be found in the version links to right of the file titles.
· When re-uploading a file, please type a comment explaining what you changed and why into the “File Description” text box.
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· If you would like to add a note or comment to a file that is already uploaded, you can also click and type in the File Description area or the Comments section.
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· As a collaborator, you won’t have the authority to share the site with anyone, so if there’s a need to share with another individual, please contact your Senior RA and request that the person be added.
· Last, but not least, if you would like to be updated every time someone makes changes to the site, make sure to describe to the site changes. This is done by clicking on More Actions in the upper-right hand corner and then clicking on Subscribe to Site Changes.
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