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General Notes 
This document is intended to describe the steps in uploading attachments and submitting the proposal to the 
endorsement route. Capitalized words indicate an object in InfoEd.  Italicized words indicate a field or parameter in that 
object or a reference to another document.   Bold is used for emphasis in lists. 
 

Common Objects or Terms in InfoEd 
User:  A person who can log in and use InfoEd 
Portal: The landing page that is first seen after login, a.k.a. the Home page 
Record:  A generic term for an object in the system such as Proposal or COI Disclosure 
S2S:  An abbreviation for system-to-system submissions when a proposal can be sent directly from InfoEd to the 
sponsor  
Widget: A generic term for the white text boxes on the portal screen (a wide variety of widgets are available in InfoEd 
with additional widgets developed as needed) 
 

  



Attachments & Routing Menu Item 
The Attachments and Routing Menu Item handles two functions – collecting additional supporting documentation and 
submitting the proposal for endorsement by researchers, chairs, deans, and other required signatures. 

 
Note that the Proposal Intake/Endorsement eForm is included automatically in the list of attachments. 
 

To Upload Additional Documents  
It may be necessary to include additional documents with the Proposal that are not collected in the main proposal 
screens.  Most often this happens when using non-S2S opportunities.  Research plans, project narratives, or abstracts 
and scope of work agreements are exampes of documents that may need to be uploaded here.  

1. Click the “Add Institute Forms/Supporting Documents” link below the list of existing attachments.  This will pop 
up a new window for collecting the documents. 

 
2. Click the “Choose File” button and use the file explorer to select the desired file from your local machine or 

networked drives. 
3. The Name field will populate based on the name of the document, but this can be changed here if necessary. 
4. Choose the category for the type of file being added. 

 Proposal Documents 
 Notice of Award 
 Award Documents 
 Contract 
 Other 

5. Select the folder to which to add the file.  The defualt value is “[ROOT]” and is most often the only choice unless 
a folder structure has been established on the administrative side. 

6. Click the “Upload” button. 
7. Select whether to upload as a new document or to overwrite an existing document. 
8. Click the “Close” button to complete the upload. 

 

To Add Additional eForms  
This functionality is not yet necessary or implemented. 



To Submit the Proposal to Endorsement 
Once the Setup Questions, Intake/Endorsement Form, Budget, and Personnel are complete, the Proposal is ready to be 
submitted for endorsement.  The Endorsement process will collect signature approvals from all Key Personnel as well as 
the Chair and Dean of all Key Personnel’s academic departments and colleges.  While the Proposal is being endorsed, no 
changes can be made to the proposal. 

1. Select the correct Pre-Review Route from the drop-down above the Form/Document grid list.  Currently there is 
only one to choose, so it is the default value. 
 

 
 

2. Click the “Submit” button. 
3. If you are the PI of the Proposal, a new certification window will pop up with the PI attestation statement in it.  

Read the statement and then select the “Accepted” radio button.  You may need to adjust the size of the 
window to see all the text and the “Accepted” radio button. 

 
4. Click the “Continue” button. 
5. The signature routing path will be calculated and presented in a pop-up window.  You may need to adjust the 

size of this window to see all the steps and the “Submit” button. 



   
6. Review the people in the route.  Additional people can be added to the route if necessary, but the people 

calculated by the system cannot be removed from the route.  See the next section in this document for how to 
add additional endorsers to the route. Note: if the wrong name is listed for Chair and/or Dean or no name is 
listed for either the Chair or Dean, please email infoed@utoledo.edu with the relevant information so this can 
be corrected. 

7. Once confirmed that all endorsers are listed, click the “Submit” button. 
 

To add an additional endorsement signature request 
Endorsement is collected in “Steps.”  Adding another endorser will add another step to the route. 

1. Determine where in the sequence the new endorser needs to be added and click “Insert After” at that point in 
the route. A new window will pop up. 

2. In the “Insert After” pop-up window, begin typing the name of the new endorser and select from the filtered list. 

 
3. Select whether you want the person to have to approve the proposal (default) or just be informed of the 

proposal at that step. 
4. If Approval is required, select the appropriate attestation text from the drop down.   

 Chair Attestation 
 Dean Attestation 
 Key Person Attestation 
 PI Attestation 

If the added endorser does not fit one of the attestation texts, such as a budget coordinator or departmental 
administrator, leave the drop-down field blank. 

5. Click the “Add” button in the upper right corner. 
6. Confirm that the additional endorser has been added appropriately and click “Submit” in the upper right corner 

to send the proposal into route. 


