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Step-By-Step Procedure

Working with Documents

This procedure details how to:

e Attach: Browse and attach documents right from the PAF Worksheet.

e Upload New Version: Upload a new version of a document and keep a version history (keeps previous
documents).

e View Version History: View past versions of documents and revert to previous versions if needed.
o Delete: Remove a document. Does not keep any version history.
e Manage Document Security: Restrict specified personnel from viewing the document.

Important Information

¢ No limit on the number of documents that can be attached.
e Each document cannot be larger than 150MB.
e Documents can be any file type (e.g., .ppt, .Xls, . pdf, .doc).

o The person viewing the document must have the correct program to view your attachments. For
example, if someone does not have Microsoft Project he/she cannot view MS Project files (.mpp).

o Consider uploading a lower version of file types to ensure everyone can view your document, e.g.,
upload .doc instead of .docx.

e Mac users: make sure you turn on file extensions. Any file uploaded without an extension (e.g., doc)
cannot be viewed by others.

ATTACH DOCUMENT

Use to browse and upload/attach documents within the PAF Worksheet.

File  Version Browse Title Type
I Browse. .. | | = | UM Cost Share d| Attach |
1. Click Browse to locate the document on your computer.
nnnnn  Desktop v F o [

2. Select the file to upload and click Open.

310/
]erPM_Overvie wppt G 979KE Microsof 44230

R - o
(DT  Fie name: [costsharing pdt =l Open 2
Places

Files of type: [anFiles ) | Cancel
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File Version Browse Title Type 4
IC:".D-quments and Sett  Browss... | | = [ ur Cost Share =l Attach |

Optional, enter a title for the document.

4. Select or verify the document Type.

Note: Only when uploading Internal Documents will you have a choice of different document types.
Otherwise Type matches the section you are completing. E.g., UM Cost Sharing is associated with
documents attached in the UM Cost Sharing Section

5. Click Attach.
Important! Your document is not uploaded/attached unless you click attach.

File Version Browse Title Type

Browse... | | =]  |uUM Cost Share x| Attach |
(Delete | M costsharing.pdf & 0.01 Browss. .. =] |uM Cost Share = Atach |

6. Your document is attached and appears as Version 0.01.

Note: You can change the document title at any time, i.e., before or after you attach the document.

UPLOAD NEW VERSION OF A DOCUMENT

Use to:

o Replace a document with a new version and keep a version history (keeps older versions for later
reference)

¢ Modify document properties (e.qg., title)

File Version Browse Title Type
I Browss. .. | | =]  |uUM Cost Share x| Attach |
) costsharing.pdf & 0.01 | II Browse... | | =] |umM Cost Share = Attach |
1. Click Browse to locate the new version the document that
Look in: | (&} Desktop = o@ e m

r [ = o] has already been attached/uploaded.
Z 193KB  Adobe Acrobat Doc... 3710/ . .
(U | & ]ereM_Overview.ppt n 979KB  Microsoft Office Po... 4123/ T|p Make sure you are on the line for the current

Documents

© document and not the blank line to attach a new
S J document.
»

2. Select the file to upload and click Open.

My Documents

My Computer

r! Kl | >
BT File name: |costsharing.pdf Open |
Files of type: [0 Files () Cancel
Z

Ll Le
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File Version Browse Title Type
I Browse. . | | =] |uM Cost Share = Atach |
0 costsharingpar % 001 | Browse... | =] |UM Cost Share x| Atach |
3. Optional, change the title or enter a title for the document.

4. Verify the document Type.

Note: Only when uploading Internal Documents will you have a choice of different document types.
Otherwise Type matches the section you are completing. E.g., UM Cost Sharing is associated with
documents attached in the UM Cost Sharing Section.

5. Click Attach.

File Version Browse Title Type
ml | =]  |uUM Cost Share =l ﬂl
(Delete | M costsharing.par & 0.02 Browse... =1 |uM Cost Share = Aftach |
7. Verify the version number change.

A version number increase signifies that you have attached a new version of the document. (e.g., change
from version 0.01 to 0.02)

Note: If you only need to change a document property (Title, Type), you can make the change in the
appropriate field. The change will be saved when you Save the page or click Continue to save and
move to the next page.
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VIEW DOCUMENT VERSION HISTORY

Use to view past versions of edited documents and revert to previous versions if needed.

File Yersion Browse Title Type
I Browse... | | =] |UM Cost Share x| Attach |
9 costsharing.par % 0.02 I— Bowss.. | | =1 |uM Cost Share = Aftach |
1. Click version number (e.g., 0.02) or ® View Version History button.
2. Click Uploaded File to view different
Title: costsharing.pdf VEI’SIOI’]S Of the f'le
File: costsharing.pdf
wner: lly Doonan-Reed .
:utzz:: E:nz goonin-:e:d NOteS -
Vernims | i e Each version of the document is listed
DestRon: on its own line.
History: .
# (2 Date Version Person Action Notes Uploaded File b If you Want to revert to an earller
14/14/08 10:41AM 001 b File Uploaded & Edited cc : version of a document:
2 4/14/08 10:43 AM 0.02 — J File Uploaded & Edited df
K4 1202 b 0l o Save the document
o Upload the document (Follow the
1K) directions to Upload a New Version

of a Document).

3. Click OK to return to the previous page.

DELETE DOCUMENT

Use to delete a document. Does not keep any version history.

File Version Browse Title Type Status
Browse... || =] | UM Cost Share | |Draft x| [Attach
[ Delete | ) costsharing.pdf © 0.02 Browse... || =]|UM Cost Share x||Draft | [attach
Windows Internet Explorer i 5] 1. Click Delete.

‘,

: Click OK to warning.
- / Are you sure you want to delete remove this document from the study?

3. The document and all previous versions

ok | concel | are permanently deleted.

File Version Browse Title Type
| Bowe. | =] UM Cast Share =l Attach |
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MANAGE DOCUMENT SECURITY

Use to restrict specific personnel from viewing a document attached to a PAF. Any document that is restricted
will not be visible to the restricted personnel. You cannot restrict access for UM or Sponsor Principal
Investigators (PIs) or the Primary Research Administrator.

File “ersion Browse Title Type
I Browss. .. | | =]  |uUM Cost Share x| Attach |
0 costsharing.par % 002 | Bowss.. | | = [uMCostShare x| & |Atach

1. Click the ™ padiock.

Note: When the &8 padlock is grey, security has NOT been set on the document.

/2 No Title - Windows Internet Explorer R 10l x|
€| https:.f,ferpm-sandbox.dsc.umich.edufRsrPrpslMgl:_sandfcustomLayoutsfPAF,fProposaIDocWrapper?ProposaIDoc=com.webridge.entity.Entity°/°SBOID%ji % ‘

Restrict Access to costsharing.pdf

Restricted Access List ®

Uncheck any project personnel that should not be able to view this document: ;
You cannot restrict

Person Role (prevent from viewing
7 Prinicpal Investigator UM Principal Investigator the document) the UK
—— = = = Principal Investigatar,
v Lion Winners Participating Investigator with Specified Effort Sponsor Principal
[V  Oraange Tigers Participating Investigator with Specified Effort Investigator, Primary
z R Administrative Contact,
v Adam Admin Administrative Contact Primary Post-Award
[¥  Primary Admin Contact  Administrative Contact Contact, or anyone that

is 3 Reviewer ora
Reviewer that Can Sign
for this PAF.

Submit | Resetl

2. Click the box in front of any name to uncheck the box and restrict access to the document.

Note: The box will appear greyed out for some people because you cannot restrict document access for:
e UM Principal Investigators

Sponsor Principal Investigators

Primary Administrative Contact

Primary Post-Award Contact

Reviewers for the PAF

3. Click Submit.

4. Document security has been added and the padlock by the document is now gold o .

File Version Browse Title Type
| Bowse.. | | = |umcostshare x| nAttachI
(Delete] M costsharingpat ® 001 [ 'Bowsen | [ =] |uM Cost Share > & Anach|
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