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Copy a Proposal to Create a New Proposal

This guide covers copying a proposal to create a new proposal. If you are starting a new project that includes
many of the same attributes of one that is already associated with an existing proposal, you can copy the
existing proposal, edit or remove the elements that are not needed, and create a new proposal without having
to start from scratch. The new proposal can then easily be used to generate an award.

Step 1: Search for the Grant to Copy

1. Navigate to the Copy Proposal page using one of the options below:

Navigation Options Navigation Path

Navigation Collection | Accounting, Grants Management, Manage Proposals, left menu, Copy Proposal.

WorkCenter

Accounting, Grants Management, Grants WorkCenter, left menu, Links section,
Create New Award, Copy Proposal.

2. At the Copy Proposal page, verify the Business Unit and enter the Proposal ID for the proposal you want

to copy.

3. Select the Search button.

[ Maintain Proposal

| Copy Proposal

[ Enter Budget Detail

7] Submit Proposal

Copy Proposal
Find an Existing Value
~ Search Criteria
Enter any information you have and click Search. Leave filds blank for a ist of all values.
) Recent [ Cnsese from recent sesrhes v ] £ [ saved
Searches Searc)
Proposal ID | begins wih e | [h85231477 Q |I
VersionID | beginzwith | | a|
pip [ besinswith | | Q)
Sponsor D | beginswith s | | Q|
Type [ = v v |
Status | = v | | v |
Department ID | beginswith e | | a
Short Title | beginswith s | | |
Template Proposal | beginswith s | | |
~ Show fewer options
Case Sensitive
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4. If necessary, select the proposal you want to copy in the Search Results listing. The Copy Proposal page
displays.

Copy Proposal

From Proposal  H550000035 *To Proposal | NEXT Q|
From Version 1D w101 To Version  NEXT
OT/01/2008
From Start Date  07/01/2008 To Start Date
From End Date  1231/2011 To End Date  12/231/2011
Budget Period
B
EBudget Period From Start Date From End Date To Start Date To End Date
1 07/01/2008 1203112011 071012009 | |[1z=tzom |
Project | o1 | View Al
i : NEXT Q|
F P t 1D To Project ID =/
rom Frojec HE5081477 Adopfion Incentive Payment —
B Fri mary Project
Budget
ey
Copy From Budget ID To Budget ID
1 1 Q |
Copy

Step 2: Complete the Copy Proposal Page

Use the Copy Proposal page to enter basic information for the new proposal, including the Proposal ID, Start and
End Dates, and Project ID.

1. Complete the Copy Proposal page header and Budget Period information as described below.

WARNING! The Start and End Dates and Budget Dates are very important because they will become the
start and end dates of the project, award, and contract. The Start Date also impacts the initial Project
Status Effective Date which affects payroll processing and cannot be changed once the award is
generated.

Field Name Field Description

Enter your own Proposal ID or leave the default of “NEXT” in the
Proposal ID field and SWIFT will automatically assign a system-
generated ID after you save the Proposal.

*To Proposal
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Field Name

Field Description

*To Start Date

Enter the Start Date for the new project, award and contract.

SWIFT assumes that the new proposal will have the same duration as
the one you are copying. The Proposal End Date will be updated
automatically to the new date, along with the Budget Period start and
end dates.

Budget Period
To Start Date and To End Date

The Budget Period start and end dates are automatically updated to be
the same as the new Proposal start and end dates.

You can manually change these dates. If you change the To End Date
field for the Budget Period, the To End Date for the Proposal in the
header will be updated to match. Changing the To Start Date for the
Budget Period does not update the To Start Date for the Proposal.

Copy Proposal

From Proposal  H550000035
From VersionID w101
From Start Date  07/01/2009

From End Date  12/31/2011

Budget Period

D EEY

Budget Pericd From Start Date

1 07/01/2009

[Hss2a00035 |

Q]

| *To Proposal

To Version NEXT

| To Start Date 07/01/2023

To End Date  06/30/2024

From End Date ITu Start Date To End Date

12/31/2011 07/01/2023 (]| |[osr30i2024 =

2. Complete the Project and Budget (Activity) information as described below.

Field Name

Field Description

*From Project ID
proposal.

Uncheck the From Project ID box, if you do not want to copy this project to the new

*Primary Project

This box should be checked if the Project ID is the Primary Project or if your proposal
will only have one project. Check or uncheck the box as appropriate.

*To Project ID

You must overwrite the default system value “NEXT” with a new valid Project ID. The
Project ID must begin with the first three digits of your Business Unit (your Agency
Mask). For example, if your Business Unit is “G1001”, your agency mask is “G10”.
Check with your agency for additional format requirements for the Project ID.

If you forget to overwrite the Project ID, you will receive a message advising you that
the Project ID already exists. You must select the Cancel button to return to the page
and update the To Project ID as described above.

Project ID is a 15-character alphanumerical identifier.

*Budget Copy

Check this box if you want the budget (Activity) to be copied.

*To Budget ID

Overwrite the Budget ID, if desired.
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1. After reviewing your entries, select the Copy button. If there are no errors detected, the fields can no
longer be edited and the Copy button is grayed out.

Project |§| | | View All

' |-r° Project D | H3524081477 Q
From Project ID H55091477 Adoption Incentive Payment ! !

Primary Project

Budget
EIEY

Copy From Budget ID To Budget ID

1 iw Qi

— 1]

I Return to Search ll Previous in List H Next in List ll Notify ]

Note: If you forgot to overwrite the Project ID, you will receive a message advising you that the Project ID
already exists. You must select the Cancel button to return to the page and update the To Project ID as
described above.

This Praject 1D, H55181407, already exists in Projects. (9395,901)
The Project ID selected already exists in Projects. Therefore, it cannot be moved into Projects by the "Generate" process.
Click "OK" to continue the copy process using the provided default "NEXT" functionality.

Click "Cancel" to terminate the copy process without copying.

OK

Cancel

Step 3: Complete the Proposal

You'll need to navigate to the new proposal and make any changes that are necessary.

1. Navigate to the Maintain Proposal page using one of the options below:

Navigation Options baiblion P

Accounting, Grants Management, Manage Proposals. The Maintain Proposals page

Navigation Collection
& displays by default.

Accounting, Grants Management, Grants WorkCenter, left-menu, Links section,

WorkCenter Lo
Create New Award, Maintain Proposal.

2. At the Maintain Proposal page, verify the Business Unit and enter the new Proposal ID. Note: Default
search criteria may be supplied. You'll need to overwrite the Status entry of “Awarded” to “Draft” or
clear that criteria.
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3. Select the Search button.

| Maintain P 1 . e
i1 Maintain Proposal Find an Existing Value

i Copy Froposal ~ Search Criteria
. Enter any information you have and click Search. Leave fiekds blank for a list of all values.
i Enter Budget Detail
¥7) Recent [ Choose from racent searches ~ | 2 [ sevea
7| Submit Proposal
Searches Search
*Business Unit | = W | [mase2 Q|
| Proposal ID | beginswih v | [H5524 Q |I
Version D | begnzwih we | | a|
Pl [ begnswih s | | Q]
Sponsor ID ‘ begins wih W | | Ql
Type [ = v v |
D Status ‘ = ~ | | o |
Department 1D | begins with s | | a]

Short Title | begnswih s | | |

Template Proposal | begnswih s | | |

~ Show fewer options

[ Case Sensitive

If necessary, select the Proposal ID in the Search Results section. The Maintain Proposal page displays.
Follow the instructions contained in the “Enter Grant Proposals” guide to review and update the copied
proposal entries as necessary, and finish processing the proposal.

WARNING! Double check your Project Start and End Dates.

Fropocal  Frects  Bedge Cart Rgpart,
Fropacal versionD o
— e 123
Fetarsnos averatumeer | Feciaral Award Ideeficntion Numbsr ]
e — ]
- 3
Lang Decaripticn [
| 2
10
*3poncorin n Sves LOC VIE2 Statue
e —p—
Fro-mar Adminictretor
bubmit Sotuc: ot Sttt
[=}
Purpoce J enerais Bshug Mot Gorartad
In Appraval Procets
“Fropacal Tyoe [ ne |
L N— 5 Fouiliies & Admin Requacisd
cFDa Forsign ApplleationiCompanant
NI Moshdar Gran
*stort Dot “End Datn [ — Buld Pariods
Budgst Periode
v
Datele mus omes B
PraviousEnd | WestEnd
Feiod | sHfectDats *End Duts = - Target 2poncar Susget
B ([ 2] 1 b EI |:|
Targat Epomcor Budget
oot
Risbun To: My P
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