User Guide for Institute Role in IPETT

Creating an IPETT account:

e Goto https://my.usgs.gov/resources/ and select “Sign Up” Under Identity Management at the
bottom of the page

myUSGS

myUSGS offers a suite of access-controlled online information management and collaboration tools, ideal for use by USGS scientists and their research teams and
external partners. This toolset consists of a growing set of public Web sites that share content from within this integrated information environment as well as a wide
variety of online intranet/extranet communities. USGS users may log on to this system using their Active Directory credentials, while users from outside USGS may
request an account from the login page below.
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e Submityouremail addressand you will receive an email asking you to create youraccount and
selectasponsor. Please use ddempsey@usgs.gov as the Sponsoremail

Complete Registration

Email Address
desirae. dempsey.testing@gmail.com

First Name:
Last Name:

Sponsor (USGS email):
ddem @usgs.gov

The sponsor provided must verify your registration before your
account is activated.

e Oncethishas beencompleted an email will be senttothe sponsorto approve youraccount
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e You will receivean email with yournew ScienceBase account username and temporary
password

e Please change your password immediately and you will now be able tologinto
https://sciencebase.usgs.gov/ipett-wrri/

Resetting your password:

e Goto https://my.usgs.gov/resources/ and select “Forgot Password?” it will ask for your email

myUSGS

mylUSGS offers a suite of access-controlled online information management and collaboration tools, ideal for use by USGS scientists and their research teams and
external partners. This toolset consists of a growing set of public Web sites that share content from within this integrated information environment as well as a wide
variety of online intranet/extranet communities. USGS users may log on to this system using their Active Directory credentials, while users from outside USGS may
request an account from the login page below.
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e Oncesubmitteditwill verify youraccountand send you an email with a new passwordresetlink
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Accessing the IPETT tool:

e Goto: https://sciencebase.usgs.gov/ipett-wrri/
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WRRI: Integrated Proposal Evaluation and Tracking Tool

Please log in

U.S. Department of the Interior | U.S. Geological Survey T" A
URL: https://sciencebase.usgs.gov/ipett-wrri// DAGOV,_

For information or help, see the WRRI IPETT Help document .
ipett v0.74.0 (Oct 22, 2019)

e Selectloginand thisshould be the screenyousee as an Institute:
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WRRI: Integrated Proposal Evaluation and Tracking Tool

“~ @ New Proposal desirae.dempsey.testing+inst@gmail.com ® Logout @ Help

WRRI: Integrated Proposal Evaluation and Tracking Tool

Click to access all your Proposals.

Accessibility Privacy Policies and Notices

U.S. Department of the Interior | U.S. Geological Survey Ta

e LA, e USA.gov
For information or help, see the WRRI IPETT Help document .

ipett v0.74.0 (Oct 22, 2019)

e Youshouldbe able tosee optionsto “access all your Proposals” and “+ New Proposals”
e Click “Access all your Proposals” to see all proposals created underyour Institute
o Thislistwill show all proposalsforall 4 grant types
o Thereisthe ability tofilter by RFP, Stage, and Applicantand a general search
o ACSVofallthe proposals underyourInstitute can be downloaded ora CSV of the page
you are currently on
o Occasionally you will seethe page reload, thisis the tool refreshing to make sureitis up
to date
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WRRI: Integrated Proposal Evaluation and Tracking Tool

# © NewProposal (@) CSVAI (@ CSV Page

Proposal List

General search...

RFP: Select one... v Stage: Select one... v Applicant: | Select one v
Project ID Institute  Title RFP University/College Purchase Secretarial Award Congressional StartDate End Date Project Type
Affiliation Request Clearance Number District

Number Number


https://sciencebase.usgs.gov/ipett-wrri/
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Creating a new Proposal:

e Click“+ NewProposal” to create a new proposal
e Please choose which RFP the proposal belongs tofirst, the fields reset to match which RFP is
selected

WRRI: Integrated Prt;;osai' Evalatidh

# & Proposal List

Create Proposal \
RFP *  NtiCompG 2036

Stage * Registered
Import Proposal Data from Zip File | chogse File | No file chosen

Project ID Autogenerated by the system
Institute Test Institute (DD)

Title | Maximum character count 255

Abstract | Maximum character count 5000

University/College Affiliatior Alabama

o 1. Oncethe RFP has been chosenfill inthe fields with as much information thatis
currently available about the proposal

o Attach any documentsrelatedto the proposal such as the Proposal, Budget documents,
and any Lettersin support of the proposal

o 2. IFallproposaldocumentsareinazipfileitcan beimportedintothe tool —select
“Choose File” toselectthe correctzip file —once selected hit “Create” at the bottom of
the page —several fields will be ingested into the tool as well as the documentsin the
zipfile

RFP *  NtICompG 2036
Stage * Registered
Choose File | No file chosen

Project ID Autogenerated by the system

e Afterallinformation and documents have been attached to the proposal hit “Create” at the
bottom of the screen

U.5. Department of the Interior | U.S. Geological Survey

URL: https://dev-sciencebase.usgs.gov/ipett-wrri/proposal/create
For information or help, see the WRRI TPETT Help document .
inett w0_.74.0 (Oct 22. 2019}

e Thiswill create the proposal underthe RFP youselected. A ProjectID will be created and will be
the ID for the proposal going forward



RFP NtliCompG 2036
Stage Proposal Registered
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Once ALL the proposal information required in the RFP and the necessary documents have been
addedto the proposal select “Accept Proposal”

This moves the proposal forward and helps Earl know you are done with the proposal and we
are ready to move on with the RFP

Thiscompletesthe Instituterole inthe IPETT tool

Submission to Grants.gov:

Afterthe proposals have been created in IPETT you have the ability to download the proposal
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WRRI: Integrated Proposéli Evalatidh and Trac ing Too

2= Proposal List [{&) Download

Proposal 2036C0010G: Alabama NtiCompG 2036 Proposal

L

Proposal 2036C0010G: Alabama NtICompG 2036 Proposal created

RFP NtICompG 2036
Stage Proposal Registered
Project 1D 2036C0010G

Thisdownload turnsintoa zip file and will include the Proposal fields collected in the IPETT tool
as well asany documents uploaded tothe proposal in IPETT —if all the fields are filled out and
necessary documents have been attached this zip file has everything needed to be submitted to
Grants.gov

Additional Help:

Ifa new person(suchasa Plora new Institute Contact) needs to be added tothe IPETT tool
email ddempsey@usgs.govwith the name and email of the new userand we will work with
themto getaccess to the tool

If proposal information needs to be changed at later stagesin the RFP email
ddempsey@usgs.gov or eagreene@usgs.gov to correct proposal information

RFPswill be created when the funding has been approved by DOI — Earl's team will send a
notification when the RFP is open for submissions

The SF-424 is not required for submissioninthe IPETT tool howeverit ISa requirement for
submission through https://www.grants.gov/web/grants
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