Grant Information Form
— Logging into Etrieve Central

In Google Chrome enter the following
link:

An initial “splash page” will be
presented, allowing the user to sign in
using an Username and Password. Click

Or sign in with:
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https://rwucentral.etrieve.cloud/

Grant Information Form — RWU login

Use the following credentials:
Example:

(Students / Faculty)
username@academics.rwu

(Employees)
username@rwu.edu




Grant Information Form

Ce ntral The Primary Navigation Panel is located on the left

portion of the home page and consists of two sections,
Flow, and Forms options with sub-panels that contain
available Flow and Forms options. The sub-panels
shows the Inbox, Activity, Forms, Drafts.

The Inbox panel contain requests that have been
submitted and assigned to you that need to be

In Drafts panel you can keep requests you can
access to completed later time, simply do not

submit the request.
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Under the Forms Panel you’ll see various forms that
you have permission to complete and submit.

D Inbox
K'? Activity

The ‘FIN — Grant Information Form’ is accessible
by simply clicking on that form title.

AP -Payment Reguest Farm

(****need to redo image)



Principal Investigator / Project Lead Information Section

Enter a partial name and click the Search button.

Search for Employee
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Principal Investigator / Project Lead Information Click on the -Select- a dropdown will appear. Now click on the employee.
Sex Y'r !

or Employee Employee ID Search /
Search ‘: smith o
Title Mame

Lois O Admissions Operations Manager - University College Smith, U

Jivizion Department SchooliD

ity College Academic Programs UC Universi

B 0T Superyig . b=
t, Robert . Hancoct

Email The email field can be over written. Also the phone number, is a
required field.

Email

Ismith@rwu.edu




Project Information Section




Funding Source Section

Select wither the program is New, Existing or Unsure.

Is thig a Pre-ProposaliLetter of Intent as opposed to a Proposal? ® Yes ) No ) Unsure

If the answer is ‘Yes’ then the following is displayed. AT that point enter a partial name for the
RWU Co-PI for example ‘kac’ and then click on Search. Then click on ‘-Select-’ and use the
arrow to highlight the Name you want.

Search for RWU Co-PI

Is thiz for a new or exigting Program® ® Mew O Existing ' Unsure
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Grant Information Form

By clicking on the External Funder Deadline a calendar will popup so that you can easily select a
Futernal Funder Neadlinge Project Start Date . . - date

The same is true for the Project Start Date.

External Funder Deadline Project Start Date
Rolling Z) Unsure Is there an Estimated Completion Date or Rolling Period? ) Est Compl Date
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If you select Unsure then nothing appears.

Is there an Estimated Completion Date or Rolling Period? ) Est Compl Date O Rolling ® Unsure



Grant Information Form

For the Approximate Budget Amount you must enter a Estimated

Frternal Funder Neadline  Project Start.OQate . - Approximate Budget Amount and/or Range:

Eztimate Low

Rolling Z) Unsure Is there an Estimated Completion Date or Rolling Period? () Est Compl Date

Will this grant require new hires? ) Unsure
Will this grant require a commitment of space? () Unsure
Will this grant require any cost-share by the University? ) Unsure
Will you be conducting regearch on human subjects? ) Unsure

. WG won b ductinn research gn animal euhiecte?

Enter whatever information about this grant in this field.
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GIF Receipt Stage

Once the submitter completed the form the request will go to one
group called ‘GIF —Receipt’. At this point the person within this group
will be able to review the request and click on approve to complete
the request.




Grant Information Form Reporting

The Grant Information Request Workflow - after a submitter submits a request it goes over to the JE Review group to review the request. Once approved it
will the go to the JE Entry group to enter the Grant Information Request Number and Date. The request can be refer to anyone to approval.

AT the top of the from you will find a link that you can click on to download an excel report that contains all the Grant Information Request Requests that
you have entered. (Click on the Grant Information Request Excel Report link).

X GrantinformReport -v1.xlsx + Open with Google Sheets

= 1

Click on the download icon on the top left: -
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Grant Information Form Reporting

The Excel will appeared as downloaded on the lower left hand corner of your window.

Once you click on it, the report will come up in excel. Then click on Enable Editing.

Then click on Enable Content:

Click Yes to the ‘Do you want to make this file a trusted Document?’.

The tabs on the bottom of the spreadsheet reflect where requests are in the workflow. When a request is referred to someone, it will remain in the last
stage until the approver approves the request at that stage.




