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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
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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.



Select Setup Proposal Manually

New Proposal Questionnaire
Setting Up the Proposal

Start typing the sponsor name, 
then choose the correct name 

when it pops up.
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***If your sponsor is not in InfoEd, contact Sponsored 
Programs Administration.***



New Proposal Questionnaire
Setting up the proposal
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Select “New/Original” 
Proposal Type

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 the 
proposal, click on Done, not the 
red “x” close button.

 Only one user can edit a section 
in a proposal at a time.
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InfoEd Tool Tips 
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 off and on 



Setup Questions
Initial Screen 
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Make note of proposal 
number for future 

reference

Deadline is required 
for all proposals



Flow Through Project 
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1. If your project is a flow through 
project, click Yes

2. Proposal Sponsor is the 
organization from which Creighton 
will directly receive funding. You do 

not need to change this.  

3. Originating Sponsor is the 
organization from which the Proposal 

Sponsor is receiving their funding.  

To select correct Originating Sponsor, 
click Change. 

When new box pops up, select 
sponsor from dropdown menu.  

4. Do not change any other information on this page. 
Once the correct sponsors have been selected, 

click Save and then click Close. 



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

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 contact 
Sponsored Programs 

Administration

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

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

To make changes to completed 
page, click the Completed box in 

the top right corner of page, 
make your change, then click the 

Completed box again



Budget
Salary and Appointment Details

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

 Current salary is the Base Salary unless project starts in the next fiscal year, in  
which case, inflate as needed.

 For faculty with less than 12-month appointments, the base salary will reflect a 
summer appointment.

 Appointment Start and End date correspond to the following dates:

 Annual - 07/01 to 06/30

 Academic - 09/01 to 05/31

 Summer - 06/01 to 08/31

 Fringe Benefits will automatically populate, as will the Total column.
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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 
granted, you cannot be added to the proposal
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Budget

Click on Detail next to PI to add salary/effort

The Budget opens a new window and will display the summary of 
the current budget.
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Budget - Detailed
Adding Salary and 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 Months for 12-month faculty, Academic and/or Summer for faculty with 9-, 10-, or 11-month 
appointments
4. Click SAVE to calculate Fringe Benefits
5. Choose Labor Object Code and Fringe Object Code  (both correspond to Creighton account codes)
6. Click Save and Close to save 

1

2

3

5

4
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Budget
Adding additional Personnel to the Budget

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

After adding personnel, add budget details in the next pop-
up window using the procedure from slide 20.
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Budget
Adding TBD Personnel to the Budget

1. Click Add New 
Profile 

2. Type in Last 
Name as Job Title 

(e.g., Graduate 
Student)

3. Click on Set to 
choose the  

Department (new 
window will open) 

4. Select correct  
Department
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Budget
Adding TBD Personnel to the Budget (cont.)

After adding personnel, add budget details in the next pop-
up window using instruction on slide 20.

5. Click Save

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

1. Click the Detail tab
2. Enter number of personnel 
3. Enter Effort in Calendar or Academic/Summer Months
4. Select correct Fringe Benefit type 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  

3. Click 
Add

Make sure to pick the correct budget category 
to ensure the F&A costs calculate correctly.
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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
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Budget
Cost Sharing 

Any cost sharing will display on the 
Cost Sharing tab
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Budget
Justifications

Do not upload Budget Justification here. This 
tab is just used for S2S submissions. 

Upload any required documents to the 
Attachments tab. 
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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. 

30



Budget
Changing the PI

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

The PI can also be changed in the 
Budget section or in 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
Complete Budget or Make Edits

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

application

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

1

3

2

32



Personnel Tab 
 PD/PI and all personnel from budget are automatically added.

 Use the Personnel tab to add personnel who will not be in the budget, such 
as Consultants/External Consultants. 

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

 Details on Personnel screen include:

 Conflict of Interest (COI) status 

 Designate Order in significance to the project  (optional)

 Effort (populated from the budget)
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Personnel
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To add individuals not listed in the budget, 
select personnel type from dropdown menu, 
then search name from dropdown list. Then 
select role from dropdown menu. If name is 
not listed, contact Sponsored Programs 
Administration. 

Click Save to add new personnel to proposal

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

Do Not upload Biosketch and Current/Pending 
Support documents here. These uploads are only 
used for S2S proposals. Upload any required 
documents to the Attachments tab. 

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, select correct personnel type. 
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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.
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https://blueq.co1.qualtrics.com/jfe/form/SV_cuaLLVZwJXFmgJM


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

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

Option 1: Type in protocol 
number and click Go

Option 2: Search by Principal Investiga    
Set under Principal Investigator, choose    

name, then click Go
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Approvals
To link to a current human subject protocol:

3. Click Select1. Scroll to the bottom of the page

2. Click the box 
next to the appropriate protocol
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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 
Complete button and move to the next tab
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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 and Proposal Routing Form tabs is 
internal only and is not to be included in the submission to sponsor.
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Attachments
Upload all funder-required documents here.   

Click Add Institution Form/Supporting 
Documents to upload new documents  

Note: When possible, combine all documents into one PDF. Forms requiring institutional 
signature should be uploaded separately.  
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Attachments
1. Click Choose File to locate document to be 

uploaded

Note: When possible, combine all documents into one PDF. Forms requiring institutional 
signature should be uploaded separately.  

2. Select the correct category for the document

3. Click Upload

Once document has been uploaded into 
InfoEd, click Close to finish the upload 
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Attachments

New document will show up under 
Form/Document Name 

Click to view and 
confirm correct 

document has been 
uploaded 

Click to remove documents

Click Completed when done

Note: When possible, combine all documents into one PDF. Forms requiring institutional 
signature should be uploaded separately.  
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Route and Submit

Click here to Assemble the application and generate 
the Assembled Document
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Route and Submit
Submit for Final Review

All documents uploaded to the Attachments tab, as well as the 
Assembled Doc (which is the Proposal Routing Form), are 

available to view here and will be routed to approvers

Click Submit 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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Click Submit 

Submit for Internal Routing

Note: The route path may change based on which opportunity you choose.  
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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.

• 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.

• Please coordinate with Sponsored Programs if the 
application must be submitted by an institutional 
official (SPA will not submit without your approval).
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