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Logging into InfoEd
Creighton University Employees and Students 

1. Select “Click Here to log in with your Creighton 
credentials.” You will be sent to the Creighton 
University login page. 

2. Enter your NetID and password when prompted. 
Complete logging in using Duo Two-Factor 
Authentication.  

***You do not need to type username 
and password on this page.***  
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Logging into InfoEd
Creighton Faculty who do not use Creighton single sign-on.  

1. Using the Login boxes, enter in your assigned username and 
password

2. Select the “Sign In” button.

***If you do not have an assigned username and 
password, contact Sponsored Programs at 

spa@creighton.edu ***  

mailto:spa@creighton.edu


4

Create A New Proposal

The main navigation is on the left side of the screen. 

To create a new proposal, click “Sponsored Projects” from the left menu and under 
“Create New,” click on “Proposal.”
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New Proposal Questionnaire
Setting up the proposal

Select Create a New Proposal

If you need to select a different 
PI, contact Sponsored 

Programs Administration.



New Proposal Questionnaire
Selecting the funding opportunity announcement
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***Consult the funding opportunity guidelines 
to ensure you are selecting the correct FOA number***

For federal (S2S) proposals, leave the 
default of “Select from Grants.gov

Opportunities.” 

Type in the FOA number and 
click Search



Verify FOA and click Select

New Proposal Questionnaire
Selecting the Funding OpportunityAnnouncement
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Verify that the correct sponsor 
has been chosen by the system



New Proposal Questionnaire
Setting up the proposal
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Select the correct Proposal Type 
(contact Sponsored Programs 

Administration if you’re not sure 
which type to select)

Enter the project title
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New Proposal Questionnaire
Entering Project Start/End Dates & Budget Periods, 
Creating the Proposal

Enter Project 
Start/End dates 

and click 
Continue

The number of budget 
periods is automatically 

generated based on start 
and end date

If everything is correct, click Create Proposal 
to generate the proposal record 

***Consult the funding 
opportunity guidelines 

to ensure you are 
selecting the correct 

dates***



Remember to Save and Complete
 Save often.
 This is a database – be patient 

when saving as the system is 
adding or revising several tables of
data.

 When you need to exit out of the 
proposal, click on Done, not the “x” 
close button.

 Only one user at a time can edit a 
section in a proposal.

 Required sections (navigation tabs) 
may change based on the funder.
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InfoEd Tool Tips 
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Hold mouse over any question mark in InfoEd to get a Tool Tip

Click on 3 lines in upper left corner to turn Tool Tips on and off
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Setup Questions
Initial Screen 
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Information will auto-
populate based on the 
Opportunity Number; 
review information for 

accuracy

Make note of proposal 
number for future 

reference



Setup Questions
Initial Screen – Forms Table
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Most forms are predetermined by the funding 
opportunity selected and the answers to the 

initial questions; check this section to ensure all 
required forms are “Included”

If it doesn't prepopulate automatically, 
insert the deadline date of the proposal

Check the box to include the 
optional PHS 398 Assignment 

Request form for NIH applications

If sponsor does not have a 
deadline, add date of planned 

submission or contact SPA



Setup Questions
Initial Screen – Proposal Properties
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Information in this section will 
drive the budget information and 

the need to add protocol 
information for human subjects or 

vertebrate animals

All questions are mandatory; please 
answer accordingly

This will determine which F&A (indirect) rate is 
used for this application; if you are unsure which to 

choose, consult the proposal FOA or call 
Sponsored Programs Administration

When you’re done, click 
Save and Continue; this

will automatically 
complete the page
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Checkmark shows the section is complete.  

To make changes to a completed 
section, unclick the Completed 

box in the top right corner of 
page, make your change, then 

click Completed



R&R Cover Page
Verify Information
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Face Page is prepopulated with CU institutional 
information. Focus on completing any 

information that is highlighted in yellow. Make 
sure to Save after making changes!



R&R Cover Page
Verify Information
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Budget information will automatically populate 
once the budget section of the proposal is 

complete

If required, upload Cover Letter here

This box will auto-populate; you do not 
need to answer this question



R&R Cover Page
Complete SF424
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Once Cover Page is completed, click the 
Completed box

Note: Marking the tab complete may result in 
pop-up warnings that need to be addressed



R&R Cover Page
Complete SF424
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Checkmark indicates the 
R&R Cover Page is 
complete; click on 

Budget tab to move to 
the next step



Budget
Salary and Appointment Details

 Salary information should automatically populate. If salary information is 
not in InfoEd, contact Sponsored Programs Administration.

 Current salary is the Base Salary unless project starts in the next fiscal 
year, in which case you can include the standard 3% cost of living 
increase. Base salary for faculty with less than 12-month appointments will 
reflect a Summer appointment.

 Appointment Start and End dates correspond to the following:

 Annual - 07/01 to 06/30

 Academic - 09/01 to 05/31

 Summer - 06/01 to 08/31

 Fringe Benefits will automatically populate.
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Salary Release 
Any Creighton faculty named in the budget of a proposal will need to provide Salary Release Confirmation.  

1. If you are included on a proposal, you will 
receive an email asking for salary release 
permission

Click on Open Information Release Screen 

2. Review salary release information and click to 
authorize the release. If authorization is not 
grant, you cannot be added to the proposal.
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Budget

Click on Detail next to PI to add effort

The Budget opens a new window and will display the summary of 
the current budget.
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Budget - Detailed
Adding Effort for Personnel

1. Click on Details tab
2. Appointment and Salary information should be automatically populated. If it is missing, contact Sponsored Programs.
3. Enter effort in Calendar or Academic/Summer Months
4. Click SAVE to calculate Fringe Benefits.
5. Choose Labor Object Code and Fringe Object Code (these correspond with the Creighton Account Codes)
6. Click Save and Close

1

2

3

5

4
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Budget
Adding other Personnel to the Budget

2. Select Personnel Type 3. Select Role 4. Click to Add1. Add other project 
personnel by typing in 
name

After adding personnel, add budget details in the next pop-
up window using procedure from slide 23.
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Budget
Adding TBD Personnel to the Budget

1. Click on Add 
New Profile

2. Type in Last 
Name as Job Title 

(e.g., Graduate 
Student)

3. Click on Set to 
select Department 
(new window will 

open)

4. Select 
correct Department

25



Budget
Adding TBD Personnel to the Budget (cont.)

5. Click Save

6. Select Personnel Type 7. Select Role 8. Click Add 
Person
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Budget
Adding Salary and Effort for TBD Personnel 

1. Click the Detail tab
2. Enter number of personnel
3. Enter in effort in Calendar or Academic/Summer Months
4. Select correct Fringe Benefit from tab (click on triangle in 

corner and select from dropdown menu)
5. Click Save
6. Select Labor Object Code and Fringe Object Code
7. Click Save and Close

1

6 
3

2

4

57
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Budget
Adding Personnel to the Budget

Once all personnel have been added, click SAVE budget 
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Budget
Adding Non-Personnel Costs

Click Add Bulk Entry or select a budget category 
and object code from the dropdown and click Add 

Item
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Budget
Adding Non-Personnel Costs

1. Select Budget category 
and Object Code

2. Enter costs for 
each budget 

period.

Click Add
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Budget
Once budget has been completely entered, click SAVE and then Complete Budget
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Budget - Modular
1. Click Modular Budget tab

2. Choose the number of modules 
requested per period 

3. Make sure the number of F&A 
modules for the F&A base matches 

the number of modules from the 
direct costs above. If you click Save 

after adding them above, these 
should populate automatically.32



Budget

Once budget has been completely entered, click SAVE 
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Budget
F&A

Change Institutional Base/Target 
Scheme and Scheme to adjust the 

F&A rate, if necessary 
Click Apply to apply any changes 

F&A can be edited manually after 
clicking Manual F&A, if necessary

For S2S proposals, InfoEd will automatically calculate F&A 
and exclude the appropriate object codes from the F&A base 
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Budget
Making Edits to the Project or Budget Periods

Project dates can be adjusted 
under the Setup tab in the budget

Note: Not all InfoEd roles have access to this tab. Contact Sponsored 
Programs if you need to make a correction. 
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Budget
Changing the PI

A new PI not already to the project 
can also be added here 

The PI can also be changed in the 
Budget section, as well as under 

the Setup tab

Note: Not all InfoEd roles have access to this tab. Contact Sponsored 
Programs if you need to make a correction. 
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Budget
Cost Sharing and Justifications

Any cost sharing will display on the 
Cost Sharing tab

1. Click Choose File and select 
document to upload

2. Click upload after selecting your 
file in the new window

Personnel costs over the sponsor salary 
cap will show in the Unallowable row 
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Budget
Complete Budget or Make Edits

Click Build PDF to view the budget PDF 
without having to assemble the entire 

application

This symbol shows that cost sharing is active

1. Verify information is correct
2. Click Complete Budget when done
3. Click Save and then Done to close the Budget Section 

1

3

2
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Personnel Tab 
 PD/PI and all personnel in the Budget are automatically added.

 Use the Personnel tab to add individuals not included in the budget, such as 
Other Significant Contributors.

 Search by last name and click the grey Save button to add new personnel.

 Details on Personnel screen include:

 Conflict of Interest (COI) status

 CV/Biosketch (required for all Key Personnel)

 Designate Order in significance to the project (optional)

 Effort (populates automatically from the budget)

Note: InfoEd will accept Word and PDF files. Please upload Word files when possible.  
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Personnel

40

Click Save to add new personnel to proposal

Red question mark in this column 
indicates COI needs to be completed 
for named personnel

Upload biosketches
for key personnel only 
by clicking the icon

Upload current/pending support 
only if required by FOA

To add individuals not listed in the 
budget, such as “Other Significant 
Contributors,” select role from 
dropdown menu and click Save 

Provides a list 
of certifications 
and trainings 
for 
the individual
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Add Non-Creighton Key Personnel
To add non-Creighton key personnel to 
Personnel page (used to upload biosketches), 
select correct personnel type

41



Add Non-Creighton Key Personnel

Choose contributor’s institution. If institution is not in 
InfoEd, fill out the form at 

https://blueq.co1.qualtrics.com/jfe/form/SV_cuaLLVZw
JXFmgJM to request it be added.
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https://blueq.co1.qualtrics.com/jfe/form/SV_cuaLLVZwJXFmgJM
https://blueq.co1.qualtrics.com/jfe/form/SV_cuaLLVZwJXFmgJM


Add Non-Creighton Key Personnel
Enter personnel name and select from dropdown menu. If personnel name 

is not in InfoEd, fill out the form at 
https://blueq.co1.qualtrics.com/jfe/form/SV_cuaLLVZwJXFmgJM to request 

it be added.

Click Save and wait for screen to refresh. Upload Biosketch and 
continue with proposal.  
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https://blueq.co1.qualtrics.com/jfe/form/SV_cuaLLVZwJXFmgJM


Performance Sites

Add additional performance sites if 
more than one site will be used. If 

a subaward is added in the 
budget, this will automatically 

populate.

Creighton information will 
automatically populate

Click completed when 
finished 
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Other Project Info

Questions 1 and 2 are expanded if “Yes” is 
selected on the Setup Questions tab.  

Answer questions 3 – 6 as appropriate for your proposal.  

Questions 7 – 12 
Upload required documents per the FOA    

Click completed when 
finished 
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How to upload documents 
to Other Project Info

2. Click on Choose File 

3. Select file from computer 
(file can be either Word or PDF document)  

4. Click Upload 

1. Click on Add Attachment 
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PHS 398_Research Plan 

Attach all the required documents per 
the FOA.  

Once all the documents 
are uploaded, complete 

the section 
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Human Subjects/CT
The question under “Use of Human 
Specimens and/or Data” must be answered 
for all applications. The section in the box 
below will prepopulate from Setup tab.  

A New Study or a New Delayed Onset Study must be 
added if Human Subjects are included in the proposal 
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Human Subjects/CT

To add a new study, type in the study title and click Add New 
Study. Only one of the two study types should be used 

For Delayed Onset Studies, upload the Justification and 
indicate whether a clinical trial is anticipated
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PHS 398_CoverPageSupplement

Answer questions as appropriate and complete 
the section 
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Other Required Form 

Any additional forms selected in the “Setup Questions
Initial Screen” tab will show up here 

Click Edit and complete form as necessary, then complete this 
page.
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Internal Protocol Approvals
To link a human subject protocol:

4.  Click Continue

2.  Select Human Subjects

1.  Click to Add

If you don’t have approvals to enter, click the 
Complete button and move to the next tab
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3. If you have started a protocol in the InfoEd Human 
Subjects module, click “Attached”; if you haven’t 

submitted a protocol, click “Not Attached”



Internal Protocol Approvals
To link an In Process or Approved human subject protocol:

Option 1: Type in protocol 
number and click Go
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Option 2: Search by Principal Investiga    
Set under Principal Investigator, choose    

name, then click Go



Internal Protocol Approvals
To link to a current human subject protocol:

3. Click Select1. Scroll to the bottom of the page
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2. Click the box 
next to the appropriate protocol



Internal Protocol Approvals
Enter an animal or human subjects protocol that hasn’t 
been started in InfoEd. If using a central IRB, follow these 
instructions:

3.  Click Continue

2.  Select type of approval 

1.  Click to Add

If you don’t have approvals to enter, click the 
Completed button and move to the next tab
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Internal Protocol Approvals 
Enter any human subject or animal protocols used on the 
project 4.  Select a Status. If the protocol is pending, 

just choose Pending as the status and don’t add 
dates. If it’s an approved animal protocol, add 
your Reference No. (protocol number), Approval 

date, and Approved From and To dates (if 
applicable). 5.  Click Save and 

then Close to add  

6.  Once all approvals have been entered, 
click Completed   
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Proposal Routing Form 

The initial sections of the Proposal Routing 
Form prefill from previous tabs. Respond to 
all remaining questions and click Complete

*Note: The information in the Protocol Approvals, Proposal Routing Form, and Internal 
Documents tabs are not included in the submission to sponsor.
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Internal Documents 
Any necessary Internal Documents can be uploaded here.  

For reference, a PDF of the Proposal Routing Form is included.

Click Add Institution Form/Supporting 
Documents to Upload new documents  

Click to see uploaded documents 

Click Completed when done

*Note: The information from the Protocol Approvals, Proposal 
Routing Form, and Internal Documents tabs are not included in the 

submission to the sponsor.58



Route and Submit
Click Build to begin building the application
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Route and Submit
Assemble Application 

Click here to Assemble the application and generate 
the Assembled Document

60



Finalize
Submit for Internal Review 

All documents uploaded to the 
Internal Documents tab, as well as 

the Assembled Doc and the Proposal 
Routing Form, are available to view 
here and will be routed to approvers
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Validate (NIH Submission Only)

Complete NIH 
Pre-Submission Validation 
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Validate (NIH Submission Only)

Any potential errors will show up here

View Grant Image that will be 
submitted to NIH here

Click here to Submit for Pre-
Submission Validation
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Submit for Internal Routing
Click on thumbs up icon to begin 

Internal Routing 
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Read Certification text, click 
Accepted, and then click Continue 

Submit for Internal Routing
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1. Investigator must 
submit/approve

2. Department 
Administrator must 
approve (if applicable) 

3. Sponsored Programs 
must review, but only 
one needs to approve

4. Department Chair must 
approve

5. School/College Dean 
must approve

6. Provost must approve

7. Investigator and 
Sponsored Programs 
are informed that routing 
has been completed

7. 

2. 

3. 

4. 

5. 

6. 

1. 

Submit for Internal Routing

Note: The route path may change based on what opportunity you choose
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Click Submit 

Submit for Internal Routing
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Submit for Internal Routing
You can track routing process on the 

Route and Submit Page 

This symbol indicates the 
proposal has been 
submitted to route
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Finalizing and Submitting 

• You can make final changes to the proposal by 
uncompleting a tab and making the necessary 
changes. CAUTION: Uncompleting the Setup tab 
could delete information in the rest of the tabs.

• When you are done, click Complete.

• You must rebuild application in the Route and 
Submit tab.

• Once Routing is complete, you will receive an 
email from InfoEd.

• Contact Sponsored Programs to request they 
submit the proposal to sponsor (SPA will not 
submit without your approval).
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If you have any questions, contact 
Sponsored Programs

spa@creighton.edu
402-280-3209
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