UW eGC1 Instructions
1. Log into SAGE (http://www.sage.washington.edu).
2. Select SAGE (eGC1)

3. Select “Create a New eGC1.”

4. Fill out the online form, some areas are drop down boxes.

a. Sociology’s org code is 2540786000

b. Must check the box if any part of the project is conducted internationally.

c. PI must always be a faculty member; if a fellowship the graduate student can be the co-investigator.

d. Administrative & budget contacts should be Michele.

e. Enter the RFA/RFP/PA number under the abstract and include the title & URL if possible.

f. If the project is only 1 year use only the “total” column.

g. Complete the compliance questions & provide the explanation for “yes” answers when prompted.

h. Answer the question if paper documents will be submitted to OSP in support of the application after the eGC1 is completed for routing (at this point the answer to this question will probably be “no” since we are able to route proposal documents electronically).

i. Answer the question about whether the sponsor documents will be submitted electronically to the sponsor.

j. If you select “yes” to the question above you will be asked if the proposal is ready to submit.  Select “yes” or “no.”  More info on this below.

k. PI:  make sure that you check the Significant Financial Interest boxes in the “Certify, Complete and Print” section of the eGC1.

l. Attach a PDF copy of your proposal as 1 document UNLESS there is a file that requires an ink signature from OSP.  Documents requiring an ink signature from OSP should be attached as a separate file.

m. Include any additional comments in the “Additional Information” box (if a document requires an ink signature from OSP you might include a note to contact you when the documents are ready for pick-up).

n. PI:  Check the PI Assurance Statement to certify that the eGC1 is true, complete, and accurate to the best of your knowledge.

o. Select the “Check for Errors” button to have SAGE run a quick check for any errors in the eGC1.

p. PI:  select “Complete” to finalize the eGC1 and lock it for routing.  This is your approval of the eGC1 and attachments and it begins the routing process.  The Department and the College must approve the proposal & eGC1 before OSP will take any action on it.
q. PI:  if you are not going to be able to complete the eGC1 yourself—you are unavailable to sign in person b/c you are in a location where you do not have computer access—you need to send an email or provide a written memo giving approval to a designee (typically the administrator or department chair) to submit the eGC1 in your absence in advance.

5. If you need to revise your eGC1, attach your finalized proposal, or need to change the “ready to submit” answer to “yes” you will need to withdraw the eGC1 (done easily in SAGE), take whatever action is necessary, and then select the “Complete” button again.  You must check “yes” to the ready to submit question and upload the final version of your proposal materials before OSP will submit it to the funding agency.  This must be done by noon 2 days before the funding agency’s deadline.
