Administrative Assistant Instructions
1. Once you loginto GrantsERA, you will see a drop-down box to select the appropriate Pl. Only your assigned Pls

will be listed here.

grants University of Alabama
Help

Proposal Management Proposal Development Report Manager

Admin Assistant Profile Management
Welcome to  Gambrell, Erica ( Admin Assistant)

My Home

Note: In order to work for a PI, he or she must have previously assigned you as one their Admin Assistants.
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Scroll down to choose the Pl and click Select. Notice that once you do this, the message in green to the right has

changed to let you know the PI has been selected.
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You selected a Pl successfully, To continue please click on any Menu ltem.

3. To retrieve the information for the PI selected, click on Proposal Management (located at top of page), List
Proposal and All Proposals. This will bring up all proposals in GrantsERA for the Pl. From this list, you will

choose the proposal that needs the ICS completed.
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Click here to access the “Instructions for the Electronic Internal Coordination Sheet”.



http://osp.ua.edu/Instructions_for_Completing_Electronic_Internal_Coordination_Sheet_Edited.pdf

