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System Development

➢ September 2020: OSP partnered with the UNM 
Institute of Design & Innovation on the app 
development.

➢ Developed the Scheduling Application based on: 
➢ Customer Needs 
➢Other Scheduling System Best Practices
➢Reduce Delays During a Review



Why Proposals Need to be Reviewed

➢Office of Sponsored Project’s (OSP) staff serves as the 
Authorized Organizational Representative 

➢UNM Policy 2010, subsection 3.1 Sub-delegations of 
Authority, Exhibit B1.27 Delegation of Authority

➢Two main types of review: Comprehensive Review and 
Essential Component Review

➢All proposals must receive a review prior to 
submission of a proposals to sponsors and in order to 
be endorsed by OSP Staff.  



Review Types

Both Review Types result in a submission. 
The complete matrix can be found at: https://osp.unm.edu/proposals/index.html

Comprehensive Review Essential Component Review

https://osp.unm.edu/proposals/index.html


Home Page

T H E U N I V E R S I T Y O F N E W M E X I C O



Select Sponsor

T H E U N I V E R S I T Y O F N E W M E X I C O

The appointment 

availability will 

default to the 

following: 

-2 hours for Non-

Federal sponsors

- 4 hours for 

Federal sponsors



Sponsor Deadline

T H E U N I V E R S I T Y O F N E W M E X I C O

Note: always use the back 

button to go to the previous 

screen and not the back arrow 

on the web browser



Selecting the Appointment Time

T H E U N I V E R S I T Y O F N E W M E X I C O

More appointment 

options on next slide

Current week availability 2/8-2/12



Selecting the Appointment Time (cont.) 

T H E U N I V E R S I T Y O F N E W M E X I C O

Availability 

during the  week 

of 2/15-2/19



Selecting the Appointment Time (cont.) 

T H E U N I V E R S I T Y O F N E W M E X I C O

Availability during the 

week of 2/22-2/26, which 

is the week of the 

sponsor deadline



Information Screen

T H E U N I V E R S I T Y O F N E W M E X I C O



Information Screen (cont.)

T H E U N I V E R S I T Y O F N E W M E X I C O

This portion of the 

scheduling system page 

includes the 

• Early Alert Items

• Option to provide 

additional information

Click next button when done



Confirmation Screen 

T H E U N I V E R S I T Y O F N E W M E X I C O

Click schedule button 

to schedule 

appointment



Appointment Confirmed

T H E U N I V E R S I T Y O F N E W M E X I C O

• Once you click on the schedule button, you will receive a quick confirmation 

of the appointment.   

• You can also go back to the home page and see your upcoming appointments 

In the event you need to cancel the appointment, 

click “Cancel”



Email Confirmation

T H E U N I V E R S I T Y O F N E W M E X I C O



Things to Note

T H E U N I V E R S I T Y O F N E W M E X I C O

▪ You cannot schedule essential reviews via this system, you must send 

a request for an essential review to OSPAppointment@unm.edu and 

include the following information

o PI Name and contact information (email and phone)

o Cayuse record number

o Solicitation 

o Sponsor deadline  

▪ If you need to reschedule your appointment, please send an email to 

your proposal specialist so they can assist you.  

mailto:OSPAppointment@unm.edu


Road Ahead

T H E U N I V E R S I T Y O F N E W M E X I C O

➢ Live beta-testing February 1-26, 2021
➢Thanks to the beta-testers, we are identifying 

and addressing bugs and system enhancements. 



Road Ahead

T H E U N I V E R S I T Y O F N E W M E X I C O

We plan to Go Live on March 1, 2021!

➢The link to the app will be available on our 
website. You will just need to select the green 
button found on the right side of our home page. 

Keep your eye out for updates sent to the RAN Listserv 



QUESTIONS??



Thank you for 
attending!


