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Copy a Proposal 

 

Proposals can be copied to use as a starting point for a new proposal. This is helpful when proposals 

have very similar information to another. It can also be used to copy a proposal in a terminal state 

(such as Not Funded).  

 
 

When presented with the following pop-up window, enter the proposal name. Select Use background 

processing. Click OK. 

On the proposal workspace, click the copy activity.  

  

     ADDITIONAL FUNDING PROPOSAL ACTIVITIES

These instructions will provide basic how-to’s for completing activities on the 

funding proposal. These are activities are not necessarily completed as part of 

the usual proposal development process but are helpful to be aware of and may 

be used in certain scenarios. 
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Navigate to the History tab. The link to your newly create proposal will appear. If you don’t see it 

initially, its because the copying process is still running. Refresh the page and it will appear. The 

copied proposal will also appear in your Inbox in Draft state.  

 

Please note that Compliance Review information from the proposal and the proposal deadline date will 

not copy. The compliance review and proposal deadline date must be updated for every proposal to 

ensure accuracy. All SmartForm pages should be fully reviewed and updated as appropriate prior to 

submitting.  

 

Print a Proposal 

The proposal SmartForm can be printed for review or your records. This printed view also displays 

information that cannot be seen when the FP is in non-editable states.  

To create a printer version, select the printer version button on the proposal workspace.  
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The printer friendly version will be created in a new tab. Select Print. Choose your printer to print 

the document, or Adobe PDF to print to PDF, as normally performed on your local system. 

 

Send Email 

Emails can be sent from the proposal to other Baylor users. All emails will send a notification to the 

user with the email content. They are also tracked in the History tab.  

Select the Send Email activity on the funding proposal workspace.  

 

In the Send Email window, enter the appropriate information. You can send the email notification to a 

subset of people working on the proposal, or search and send to a specific person. Once you have entered 

your information, click OK.  Note that “All team members” includes the PI, the Specialist, the editors, and 

the readers. 
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The email notification will be received in Outlook email and logged on the History tab. 

Add and Revise Attachments 

Select the Add Attachment activity.  
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Click Add to Choose a File. Or drag and drop a file below the Add button.  

 

Click OK on the Submit a Document Screen. Confirm your document appears. Click OK on the Add 

Attachment screen. 

  

The document will now appear on the Attachment tab under the type “Attachments”. The History tab 

will also record that a document was uploaded.  

 

If you need to revise an attachment, select the Add Attachments activity. Click the ellipsis and select 

Upload Revision.  
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Choose the new file. Update the file title if necessary. It will retain the original title, so you may need 

to make updates such as removing the word “draft.”  

 

To see the history or review a previous version, select the ellipsis.  
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Note that for the “Compare” feature to work, both files must be Word documents.  

 

Add a Comment 

Comments can be added to the proposal. They are a helpful way to communicate with reviewers or 

notify others if you are using the multi-prong submission approach.  

To add a comment, select the Add Comment activity  
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In the Add Comment window, enter your comment and attach a document if desired.  

 

 

The comment and document will be logged in the History tab.  

 

Create Budget PDF 

A budget PDF can be created on the funding proposal to share with internal parties (such as the PI) 

or sponsors.   

If there are multiple budgets, the PDF will show a summary budget and each individual budget. It 

will show a breakdown by sponsor budget and cost share budgets. The budget will also summarize 

and include any subaward budgets. Note that only sponsor budgets that are marked as “Include in 

Financials” on the Budget SmartForm will be included in the PDF.  

To create the PDF, select the Generate Budget PDF activity.  
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Click the PDF and it will open in another tab.  
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Please note that an Export Budget activity is also available. In general, using the Generate Budget PDF 

activity is advised.   

 

 

 

 

 

 

  

The PDF can be downloaded and printed as needed.  

Baylor CARA Proposal 

Budget 
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Manage Access 

During proposal development, Editors and Readers are added to the Personnel SmartForm.  The 

Manage Access activity allows you to add or remove FP editors or change the admin contact when 

the proposal is in any state, including non-editable states.  
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Recall Proposal 

Administrative contacts and proposal editors can recall the proposal if needed. Recalling the 

proposal will move it back to a Draft state where it can be edited and updated.   

The recall activity can only be used during the Department Review and Specialist Review stages. 

Once the proposal is in Pending Submission to Sponsor state or has been submitted to the sponsor, it 

cannot be recalled.  

To recall a proposal, select the Recall Funding Proposal activity on the proposal workspace.  

 

In the Recall Funding Proposal window, enter the reason you are recalling. This is a mandatory field. 

Click OK.  
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The proposal will now be in Draft state and can be edited. The Recall information will appear on the 

History tab.  

 

The proposal can now be updated and re-submitted for Department Review.  

A notification will not be sent to individuals who have already reviewed the proposal, but as a professional 

courtesy you could use the Send Email activity to let the current reviewers know that you will be recalling 

the proposal in case they are actively reviewing the proposal. 

 

Withdraw Proposals for Proposals that Won’t Be Submitted 

The proposal administrative contact and editors can update a funding proposal that is being 

withdrawn from consideration for funding or will not be submitted.  This activity is used for 

proposals that are “abandoned” meaning they were started in Princeton ERA and will never be 

submitted to the sponsor. There is no way to delete a proposal from Baylor CARA, but using the 

Withdraw Proposal activity will put the proposal into the “Not Submitted” state.  

Department administrators can withdraw the proposal when it is an editable state for them – in 

Draft, Department Review: Response Pending from PI, or Specialist Review: Pending Changes by PI. 

If the proposal is with the ORPA specialist, please contact them to withdraw the proposal.  

To withdraw a proposal, select the Withdraw Proposal activity on the funding proposal workspace. 
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In the Withdraw Proposal window, enter the reason for withdrawal. This is a mandatory field. Click 

OK.  

 

The proposal is now in a Not Submitted state and the withdrawal is logged in the History tab.  
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Create Agreement 

If you are creating an agreement that is related to a funding proposal, you can create the agreement 

directly from the funding proposal which will link the records.  

Select the Create Agreement activity on the funding proposal workspace.  

 

In the Create Agreement window, select the Agreement Type from the drop down and click OK.  
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The Agreement has been created. Select the Related Projects tab to view the agreement.  

 

Clicking the ID or Name will take you directly to the new agreement. For more information on 

agreement setup, refer to the Agreement Manual.  

 

Manage Relationships 

Funding proposals can be linked to related agreements from the funding proposal workspace. Note 

that they can also be linked from the Agreement workspace.  

To link a funding proposal to an agreement, select the Manage Relationships activity on the 

workspace.  
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Search and select the desired agreement. Click OK.  

 

The agreement is now linked. Navigate to the Related Projects tab on the workspace to confirm or to 

navigate to the agreement.  
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