	RAPID GUIDE
	Division: Non Federal Proposal Preparation

Establishing (Add) a New Proposal




If you have questions about this RAPID Guide, send an email to RAPIDHelp@lbl.gov.  Please refer to FAQ How do I report a Problem in RAPID for additional guidance.

RAPID Basics:

Access RAPID:

RAPID Production:  Access to RAPID is premised on access to the Financial Management Systems (FMS) and completing RAPID Training.  Please refer to  FAQ How do I sign into RAPID for specific guidance for RAPID access.
Getting Ready for RAPID data input:
Having all the information available when you create and enter data into a RAPID proposal for proposal management is very important.  Please refer to the RAPID Guide:  Getting Ready to cover preparation required before you establish a proposal in RAPID. It will assure that your RAPID data is correct and data integrity is maintained as you enter data and upload documents.
Establishing (Adding) a Non Federal Proposal in RAPID: 
RAPID Menus are accessible through the Grants Navigation Page on the Menu.  The first step in RAPID is to establish (add) a NonFederal WFO proposal.
Establishing a New Proposal

	Step
	Action

	1.  
	To add a new proposal, begin by navigating to the Menu Page or Main Menu.
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	Step
	Action

	2.  
	Click on the Grants (RAPID) link and then click the Maintain WFO link.

	3.  
	Click the Non-Federal Proposal link and the Navigation Pages for Non-Federal Proposals appear.

	4.  
	You are in the Base Navigation Page.  You may now navigate through the Non-Federal Proposal pages either using the Menu (left hand column) or using the Main Menu.

	5. 
	To add a new proposal, Click on the Maintain Non-Federal Proposals link and the Maintain Non-Federal Proposals Page appears.


Maintain Non-Federal Proposal
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	Step
	Action

	6. 
	From this initial page you can either search for an existing proposal through the Find an Existing Value tab or add a new proposal through the Add a New Value tab.

	7. 
	For more information on how to search for an existing proposal see FAQ How do I search for an existing proposal?

	8. 
	We will establish a new proposal.  Click on Add New Value tab and it will appear.


Add New Proposal – Add New Value
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	Step
	Action

	9. 
	To enter a New Proposal, Click the Add a New Value tab. 

	10.  
	Enter the following Information:

· Business Unit: LBNL - The Business Unit is always LBNL.

· Version ID:  The default value for Version ID is V1.  The Version ID field content can be decided by the Division.  It can be a simple as the End User’s Initials and as complicated as a Division-based proposal number.  It is your divisions decision.

	11. 
	LEAVE NEXT IN PLACE SO RAPID CAN AUTOMATICALLY ASSIGN THE NEXT NUMBER.

DO NOT ENTER A PROPOSAL ID FOR THE NEW PROPOSAL ID. Is there a time I may enter overwrite next and add a Proposal ID? Please reference FAQ  

	12. 
	The combination of the Proposal ID and the Version ID creates a new unique proposal.
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	Step
	Action

	13.  
	Once the data has been added correctly (double check because there is no do-overs), click the Add button.  Once you’ve clicked on Add, you will be taken to the Proposal Header.


Navigating - Maintain Non-Federal Proposals

The Maintain Non-Federal Proposal Page provides for the basic non budgetary and review information required to manage SPO proposals.  Be sure to have the information outlined in the RAPID Guide: Getting Ready so your information is correct from the beginning. 
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	Step
	Action

	14.  
	Navigating the Maintain Non-Federal Page:

· Use the New Window link to move to another proposal or any other FMS page while you are working in this proposal.

· When you have completed all the information on a page, click on the Save Button.  (For a new proposal, both the Header and Project have to be saved together so the Proposal ID is created.

· Use the Notify Button to Email this page to a colleague that has access to RAPID.  Refer to FAQ How to Use the Notify Email Feature for more information.

· Use the Next Tab button or the Tab Links on the bottom of the page to move through different Tabs on the page.  You can also click on the Tabs at the top of the page.
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