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Where to Start 

1. Log-in to MyFunding and search for the award in the Awards tab: 

 

 

 

 

2. Once the award is identified, click on the ‘Name’ of the award (project title): 

 

3. In the award workspace click the ‘Create Continuation’ activity: 

 

When the ‘General Information’ page opens, enter/update the following information on the 

page: 

a. Title (if necessary)  

b. Description 

c. Department Administrator 

d. Sponsor Continuation Due Date 

e. Start and End Dates 

f. Period Direct and Period Indirect Costs [these fields are mandatory, if a budget is 

not required by the sponsor for the continuation (progress report) enter zero] 

g. Answer the question regarding inventions 

h. Click ‘Continue’ 
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4. On the ‘Level of Effort & Budgeting’ page, answer all of the required questions and 

upload a copy of the ‘Progress Report’(mandatory) in question 3. If additional personnel 

need to be added, click ‘+ADD’ above question 5, continue to click on the ‘+ADD’ to 

enter all existing personnel on the project; click ‘OK’; and then click ‘Continue’:  

 

 

 Select the ‘Personnel’, ‘Project Role’, and status of the person(s), click ‘Ok’, then click 

‘Continue’. 
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5. On the ‘Compliance’ page, review and update (if necessary) all of the compliance 

questions.  If new personnel need to be added, click ‘+ADD’, in question 6, continue to 

click on the ‘+ADD’ to enter all new personnel on the project; click ‘OK’; and then click 

‘Continue’:  
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6. Select the ‘Personnel’, ‘Project Role’, and status of the person; click ‘OK’; and then click 

‘Continue’.  

 

               

7. On the ‘Completion Instructions’ page, review the instructions and click ‘Finish’: 

 

8. Once back in the continuation (progress report) workspace, request the Principal 

Investigator (PI) certification, by clicking ‘Submit Proposal Documents’, and in question 2 

clicking ‘Yes’, then ‘Ok’. This will trigger a notification to the PI to complete the PI 

certification. 
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9. To begin the routing of the continuation (progress report), click ‘Submit for Department 

Review’ in the workspace. (Please note: continuations (progress reports) follow the 

same routing path as new proposals): 

 

10. In the ‘Submit for Department Review’ box, enter comments for the department 

reviewer (if applicable), and click ‘Ok’: 
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What do I attach? 

1. A copy of the Continuation (Progress Report) is uploaded in question 3 on the ‘Level of 

Effort & Budgeting’ page during the completion of the continuation (progress report). 

2. School-specific documents, documents requiring a signature by the Office of Research 

(OR), and compliance documents are uploaded using the ‘Add Attachments’ activity in 

the workspace (see below). 
 

 

 

What’s Next? 

1. The continuation/progress report will be reviewed by department reviewer.  
2. If approved, the department reviewer will ‘Approve’ the continuation/progress report, 

and then the MyFunding status will be updated to ‘School Review’ (Dean’s area). 
3. If approved by the Dean’s area, the Dean’s area will ‘Approve’ the 

continuation/progress reports, and then the MyFunding status will be updated to 

‘Specialist Review’ (Office of Research). 
4. If approved by the Specialist, the MyFunding status will be updated to ‘Final Review’, 

and then submitted to the sponsor (outside of MyFunding). 
5. Once the continuation/progress report has been submitted to the sponsor, the 

MyFunding status will then be updated to ‘Pending Sponsor Review. A final copy of the 

progress report will be uploaded to the record by the Specialist and found under the 

‘Attachments’ tab in the workspace (see below). 
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