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System Requirements 

 
The following items should be noted when using the InfoEd system: 

 

 InfoEd supports both Macintosh and PC but has specific internet browser requirements as specified below.  

 
 InfoEd requires an internet connection and supports the following internet browsers: Internet Explorer; Firefox; Netscape.  Other browsers, such as 

Safari, are known to be unstable when running the InfoEd system.  It is strongly recommended you use one of the supported browsers. 

 

 All files uploaded to InfoEd must have page margins of exactly 8.5 X 11.  If working with scanned documents, it may be necessary to manually adjust 

your page margins to meet these specifications.  Documents that do not conform will generate an error message or otherwise fail to upload.    
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Accessing the System  

 
 

Navigate your browser to www.infoed.uconn.edu and proceed to log in.  If 

you do not know your login information, contact the Office for Sponsored 

Programs (OSP) at 860-486-4175 or 860-486-3622  

IMPORTANT:  Before you begin, please be sure to read the guidelines for applying to UConn’s 

internal funding program at http://research.uconn.edu/ips/lrge_sml_grants.php  In addition, it is 

helpful to prepare the following information before creating a proposal in the InfoEd system.  Each 

bullet item below should be prepared as a SEPARATE DOCUMENT (i.e. MS Word, etc.) 

 

 Cover Letter (if resubmitting a Large Grant application) 

 Proposal Abstract (i.e. brief summary of proposed work) 

 Proposal Project Plan (i.e. detailed description of proposed work) 

 Budget (be sure to include intramural and extramural support information; 

CV/bioksetches for PI and additional investigators) 

 Other Miscellaneous Attachments as Desired 

http://www.infoed.uconn.edu/
http://research.uconn.edu/ips/lrge_sml_grants.php
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Creating a Proposal 

 

1. Click the “Proposals” tab on the blue panel 

to access the Proposal Browse/Create screen.   

2a.  To create a new proposal in the system, click the 

“Create Proposal” button.  

2b. To browse for a proposal you’ve already    

       created, type its log number in the text field         

       and click “Go”. 
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 Creating a Proposal (Continued) 

 

1.  By default, the system will assign the logged in 

user as the PI for the proposal.  If you are creating 

this proposal on behalf of someone else, click here 

to select the appropriate PI. 

4.  Click here if you 

need to go back to 

any previous step 

and change your 

information.   

2.  *It is important that you always select “Neither 

of the Above” as the answer to this question.  

3.  Click this button to proceed to each additional step and 

provide the information requested (see next pages for additional 

illustration).  
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Creating a Proposal (Continued) 

 

*IMPORTANT: You must always select “University of 

Connecticut Research Foundation (UCRF)” as the sponsor for 

the proposal. 
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Creating a Proposal (Continued) 

 

1.  Click here when you have provided 

all necessary information.        

2.  Click here if you’ve made a mistake or 

need to change any information.   
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Creating a Proposal (Continued) 

 

1.  Write down the log number for your 

proposal.  You will need it if you wish to 

browse for your proposal at a later time 

(as illustrated on page 5).  

2.  Answer all questions on this page.  *Note that all questions 

might not be relevant to internal funding proposals. 

Not relevant to internal funding 

proposals.  Leave blank.  

Since you will be uploading your budget 

into the system, it doesn’t matter how you 

respond to this question.  

To log out of your 

proposal and return at a 

later time, click the 

“Done” icon   

3.  If any departments or centers other than the PI’s 

primary are involved, add them to the appropriate 

locations. 
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Cover Letter 

 

You have now created a proposal record in the system.  The 

tab highlighted in white indicates which screen of the 

proposal you are viewing.  You will need to click each tab 

accordingly as you progress through these instructions.  

1.  If you have chosen to include a cover 

letter, the “Cover Letter” screen will 

appear as the first screen for the proposal.  

Click here to begin uploading your letter.  

2.  Click to locate the file 

on your computer.  

3.  Click to upload the 

file.  *Note: All files 

uploaded throughout 

the system will 

automatically convert 

to Adobe .PDF format.  

4.  Check box when 

finished. 
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Abstract 

 

On this screen, you must upload a brief 

abstract describing the scope of the proposed 

work.  *Note: The file should ONLY contain 

the abstract and not the entire project plan. 

1.  Click to locate 

the file on your 

computer. 

2.  Click to upload the 

file.  

3.  Check box when 

finished. 

*Note:  DO NOT include page numbers on any 

document you upload to the system.  All documents will 

be automatically assembled and numbered for you 

during the “Finalize” stage.  
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Project Plan 

 

On this screen, you must upload a file 

containing a comprehensive description of the 

project plan for the proposed work.   

2.  Click to locate 

the file on your 

computer. 

3.  Click to upload the 

file.  

1.  Type a name for 

the file you are 

uploading 

4.   Select whether the 

project plan is in “Draft” 

or “Final” form.  *Note: 

You may begin the 

internal routing process 

(explained later) with a 

draft version and replace 

it with the final version 

as soon as it is complete.  

To replace the file with a 

new version, repeat steps 

1-5.     

5.  Check box when 

finished. 

*Note:  DO NOT include page numbers on any 

document you upload to the system.  All documents will 

be automatically assembled and numbered for you 

during the “Finalize” stage.  
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Budget and Other Attachments 

 

You may upload as many files to this screen 

wish.  At a minimum, the information you 

provide should include: (1) a detailed budget 

with line item justifications (2) the % effort 

for all personnel, and (3) CV/Biosketches for 

all Key Personnel.   You should also provide 

any research compliance approval letters, 

appendices or other miscellaneous document 

in this area.  *Note:  You may upload all 

information as one comprehensive file or split 

it into separate files according to your 

preference.     

1.  Type a name for 

the file you are 

uploading 

2.  Click to locate 

the file on your 

computer. 

3.  Click to upload the 

file.  

4.  Check box when 

finished. 

*Note:  DO NOT include page numbers on any 

document you upload to the system.  All documents will 

be automatically assembled and numbered for you 

during the “Finalize” stage.  
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Assembling the Proposal Application File 

 

1.  Click here if your screen did not automatically 

navigate to the “Assemble Application” section of the 

“Finalize” screen.  

2.  Type in the sequence you wish each section of your proposal to 

appear, as well as the appropriate page number that starts each 

section.  Make sure to click the “Save” icon  afterwards. *Tip:  

To calculate the correct page number for the start of each section, 

add the “Page Number” column for the previous section to the 

“Page Count” column for the previous section.   

3.  Click “Build” to assemble 

each section into one inclusive 

file.   

4.  Click here to view a copy of 

your final proposal 

application package.  

*IMPORTANT:  If you make any changes to any screen 

in the proposal after completing this screen, you will 

need to repeat steps 1-4 above.  
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Finalize – Preparing the e-Cover Sheet 

 
 

This row contains the proposal document you built on the 

previous screen is labeled as “Assembled Doc”.  You can 

view it by clicking the View icon  .  

1.  In addition to your proposal document, you will need 

to complete an electronic Proposal Cover Sheet.  Click 

this link to get started. 

2. Click the check box for the “Internal Funding 

Program Cover Sheet” and then click the “Add” button.  
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Finalize – Preparing the e-Cover Sheet (Continued) 

 

An “Incomplete” copy of the cover sheet has been added 

to your proposal.  Click its “Edit” icon  to begin filling 

it out.  
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Finalize – Preparing the e-Cover Sheet (Continued) 

 

1.  Click the “Menu” button to 

access the menu bar.  You will need 

to click the “Save” Icon  after 

answering the questions on this 

screen.  Interaction with the other 

icons is not necessary.  

2.  If you experience 

problems entering data into 

this form, make sure the 

“Lock” Icon   is unlocked 

and that you are using an 

internet browser that InfoEd 

supports (See system 

requirements page) 

4.  Check box when finished 

(give system a moment to 

refresh) and then close the 

window to return to the main 

proposal window.  

3.  Answer all questions on 

this screen.    
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Submitting the Proposal for Internal Approval and to the VPRGE office 

 

1.  Click here to begin the submission process. 

2.  Click here to submit the proposal for 

internal approval (see next page for more 

details).  

Tip:  If the e-coversheet still displays a status of 

“incomplete” even after you have completed it, refresh 

your internet browser by clicking the tab for the screen you 

are currently viewing. Then, proceed with the submission.  
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Submitting the Proposal for Internal Approval and to the VPRGE Office (Continued) 

 
 

You must manually select all individuals who are required by institutional policy to approve 

the proposal prior to submission to the VPRGE Office (Contact VPRGE for more 

information on this policy).  The routing path from that point forward will be automatically 

configured for you.   

 

1.  Click this link to add the first person that 

the proposal needs to be submitted to (i.e. a co-

investigator, your department head, etc.).  

*Note: If you are not the PI, you should always 

add the PI as the first person.   

2.  Select the appropriate individual from the list and indicate 

whether you wish to require his/her approval or just notify the 

individual.  Then, click the “Select” button. 

4. To add the remaining individuals, click the 

“Insert” icon  for the person you wish the   

next individual to appear AFTER.    

3. If you make a 

mistake at any time, 

click “Refresh Route”.  

5. Click “Submit 

when finished.  
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Submitting the Proposal for Internal Approval and to the VPRGE Office (Continued) 

 

Once the proposal has been submitted for internal approval, each reviewer will receive an e-

mail prompting him/her to log into the system and approve the proposal.  *IMPORTANT 

You can monitor the proposal’s progression through the route using the “Routing 

Progress” table below and should follow up with any unresponsive parties as necessary.  

 

Notice that the co-investigator was notified but 

has not yet recorded his/her approval. The 

proposal WILL NOT move on to the next step 

until this is complete.  

 

*IMPORTANT:  MAKING PROPOSAL CORRECTIONS AFTER SUBMITTING -   You DO NOT need to re-submit your proposal if you need to 

make a change prior to the deadline after it has been submitted.  However, you must notify Larisa Hull Zagorski (Larisa.hull@uconn.edu 860-486-

6378) and any relevant reviewers of the change to ensure the correct version is forwarded to the review panel.  Also, be sure you have re-built the final 

proposal file after making your changes as illustrated on page 14.  

 

mailto:Larisa.hull@uconn.edu

