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QUICK TIPS 4@
How to Change the Lead Unit

In order to create a new proposal document, the Lead Unit ID is specified in the Required Fields for
Saving Document. Once the document is saved, this field is not available for editing.

(<]

¥ A * Indicates required field

¥ Required Fields for Saving Document

Required Fields for Saving Document @&

Proposal Number : * Sponsor Code : amw
* Proposal Type : select v * Project Start Date : =
* Lead UnitID :  select v * Project End Date : =
* Activity Type :  select v * Submission Type : Application v
* Sponsor Deadline Date : = * Sponsor Deadline Time :  5:00 PM ®

* Project Title : &

To change the lead unit on a proposal, copy the proposal to a new proposal development document.

1. Within the existing proposal document, navigate to the Proposal
Actions section and open the panel labeled Copy to New Document.

Proposal
Key Personnel
+  Special Review

. . @ Abstracts & Attachments
2. Tick the boxes next to the parts of the proposal you wish to copy. To o

make an exact copy, tick all of the boxes. "

Questions

Budget Versions

i}

Proposal Summary

3. Use the drop-down menu labeled Lead Unit to designate the new lead )
unit for the copy.

£+ Permissions

%
« Streams

4. Click Copy.

5. Use the icon at the top left of the screen to access your Action List, and find the new proposal
document. E

6. Be sure to verify if these changes impact the Unit/Department Details for Key Personnel.
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Proposal: yes 000001 - Linevssity of Mew Moxico
D00A, - Tacs Exsculhoy Direction

Lead Unit: 433A O01A - Tacs Scionce Natural Resources

P

Bldget?: all versions ~ od Busingss Comgrunir Technoiogy
0054 - Taca Health Human Sarvcs

Attachments7 ; O08A, - Tacs Arts Cuiture
G084 - Tacs Instuctonal Support

* Lead Unit : o 0080 « Tans inst Supp Adult Basic Educ

Questionnaires? :

Custom Data? :

525 Opportunity & Tracking Info? :
Template?

Webforms? :

sSoooE

D0EA - Taos Studen! Affains Studen! Svos
O10A - Tacs Canser Plarwing Placarment
0114 - Taas Adrmisiacns. Ragiitan
Q12A - Tacs Financal Ald |

C16A - Do of Egul Dppaitunity
017A - Tocs Business Offica

0184 - Taca Student Accoansng

0144 - Tacs Human Rescurces

0204 - Taca Seousrdty Sanvices bt




