e-GoldSheet Quick Start Guide 

First time users - your user name and password is your ISU email prefix (ie. Sam).  It is strongly recommend that you change your default password the first time you log in.  To do so, click on Password in your User Profile.  Just type in your old password and your new password twice.  If you forget your password call OSPA and they will reset it back to your initial password. (user name)

Submitting a proposal for funding?   ( At least two full working days prior to the sponsor deadline, the e-Gold Sheet needs to arrive at OSPA (
Originator – The Originator is the person who enters the e-GoldSheet information and submits it for electronic routing.  This person can be the Lead PI or a secretary.  The Originator is responsible for:

1. Entering all the required GoldSheet data 
2. Attaching documentation in file form (including the proposal and budget)
3. Adding CoPI’s, selecting Department & College WorkQueue for routing. 
4. Submitting and Monitoring the routing process  - If your e-GoldSheet hasn’t been processed by Agronomy within a working day of submitting, please check the status!  Send a request to workqueue@agron.iastate.edu and reference the unique e-GoldSheet ID number and PI name.   How do I track the form? Log in to the e-GoldSheet system and click on the Forms, go to GoldSheet_Status, click on that, the form will come up, put in the e-GoldSheet ID# in the first box, tab out and it will find the info on the location of that e-GoldSheet.
· Use the tab key or mouse-click on responses to migrate through sections of e-GoldSheet. Avoid using the <enter> key. 

· Avoid using spaces and colons in file names of attachments. 

· Enter percent of PI incentive even if F&A costs are not allowed by the sponsor. 

~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~
1.  Entering e-GoldSheet data

At  e-GoldSheet Login sign in and enter all the e-GoldSheet data.  

 2.  Adding Attachments - What to attach: 

1.    Cover page for proposal 

· Generic Cover Page <WORD> (use if none is provided by the sponsoring agency) 

· Transmittal Letter – template to be used with a subcontract if ISU is the sub <WORD> 

· Institutional Information is available here.

2.    Copy of the proposal (a draft may be used to begin the routing with final copy attached prior to the OSPA approvals)

3. Final Completed budget and budget justification

Prior to execution of any contract, grant, or fellowship, the researcher must prepare a budget related to the contract or grant itemizing all project costs in accordance with the ISU Costing Policy.   For more information on just a few of the costs that should/could be listed in your budget – see  Budget development
· Use current Fringe Benefit rates and Indirect Cost rates 
NOTE:  Salaries should be incremented by 3% per year (effective 12/2003) 

If the sponsor requires an indirect rate other than that specified by ISU, attach appropriate documentation from the sponsor. 

· Will your project require cost sharing?
· Cost Sharing Faculty Effort memo from the Associate Vice Provost for Research <PDF>. 

· Will your project require Matching from Central Matching Equipment Grants?  The policy page includes a link to the Application Form.  You will need to obtain prior approval and attach the fully signed Application Form. 

· Budget templates with ISU rates are available and we encourage you to use them
· Budget justification: Written discussion of budget items, including explanation of salary estimates, justification of equipment and travel, and clarification of items not explained on the budget pages. 
Follow the order of the budget form. Don't include dollar amounts that are presented in the budget.  Don't address costs that are not being requested in the budget.
· Will your project require Subcontractors? [If you have questions regarding subcontracts, please contact Tammy Polaski, 4-0983.]  If yes, for each you will need to submit:

· Transmittal Letter, signed by Sponsored Research Office 

· Statement of Work 

· separate subcontractor's budget (signed if no Transmittal Letter provided) 

· budget justification 

How to attach:  Click on the Add Guidelines or Add Documentation buttons and you’ll be taken to the Attachments for Form: Goldsheet_Start screen.  At the bottom you can select to add a file or a URL.  

File –The system accepts Word documents, RTF, Excel spreadsheets, scanned images and PDF files.  Before uploading a file to attachment to the e-GoldSheet, please be sure that the file name does not include any spaces and that it contains a file extension (i.e. doc, pdf, xls, gif).  To add a file, just click on Browse to select the appropriate file.  Once selected and opened, the file path will appear in the File field.  If you’d like to give this file an explanatory title to identify it more readily, you can do that in the Title field.  You can’t use spaces for your titles, so use underscores (program_guidelines is acceptable, program guidelines is not).  To add this file to your list of attachments, simply click on the Add button and your file will appear in the list.  If you want to remove a file, click on the check box to the left of the file and click on the Delete button.  

URL – Attaching web addresses works just like the file attachment process except that you copy and paste the web address into the URL field.  Again, give it an explanatory title if you wish.

Adding multiple documents – You can add all your documents at once if you like – there’s no need to continually jump between the GoldSheet and the attachment screen.  Just click on the Add button each time you want to add a document, and click on Finish when you are all done adding documents.

Finish – When you’re ready to return to the GoldSheet, click on the Finish button at the bottom and e-GoldSheet will return you to the top of the GoldSheet.  

3.   Routing (Who has to “Sign” Your GoldSheet?)

1. Enter all investigators (PI and co-PI’s). 

2. Enter the department for the PI and each co-PI.  

3. Enter any distribution units for each department included.   The VPR Office and OSPA are included automatically.  If you are involved with a Center or Institute, which requires approval, be sure to include them also) 

Department/Unit:

· Enter work queues (WQ) for all academic departments, Centers, and Institutes represented by the Lead PI and Co-PIs. 

· Enter Gerald Miller by name for campus Ag faculty with part Extension appointments. 

Distribution Unit:
· To include the Agriculture Experiment Station as a Distribution Unit, select WQ for COLLEGE OF AGRICULTURE.

·  To include ISU Extension as a Distribution Unit, select WQ for EXTENSION.
Please use the Work Queue Acronyms (Current list of Work Queue's (PDF) Just enter the Work Queue name (or a portion of it with a wild card, i.e. wq-c* or wqc* or just c*) in the search field and tab out.  If for some reason the department has no Work Queue, you can do a last-name search just like all the other searches and select the appropriate person who signs for the department represented in the proposal.  For Centers and Institutes that have required review/approval for GoldSheets, please identify the appropriate individual’s name (or Work Queue if one has been set up) who has the responsibility to sign the GoldSheet.

Tip:  E-Mail notifications will be sent automatically by the system.  But due to SPAM and other e-mail filters it’s a good idea to call or send a separate e-mail to the individuals or work queues on your routing tree to let them know your e-GoldSheet is on its way.

4.  Submit and Monitor 

Before you submit the GoldSheet, be sure to either print out a paper copy for your records or save the file on your hard drive.  This way you will always have access to the unique ID number assigned to this e-GoldSheet.

· Non-PI Submit – If you’re NOT the lead PI entering the GoldSheet, then you need to click on the Go button on the right side of the page.

· Conflict of Interest – If you’re the lead PI who is entering the data, choose yes or no to the Conflict of Interest statement. 

· PI Submit – When you’re satisfied that you’ve entered all the data correctly and attached all the appropriate documents, then click on the PI_Signature_and_Submit button on the left to submit your GoldSheet for electronic routing.   
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