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ELECTRONIC PROPOSAL SUBMISSION Proposal Preparation

Proposal Preparation

Once you have received a password from your Organization’s Sponsored Project Office
(SPO) and are registered as a Principal Investigator (Pl), you can begin the process of
creating aproposal. This section describes the process you go through for preparing a
proposal for submission via FastLane. This publication is intended as a genera training
and reference guide, you may also wish to consult the Grant Proposal Guide (GPG), the
publication for providing the authoritative guidance for the preparation and submission of
proposals to the NSF. The GPG can be accessed at the following web site:
http://www.nsf.gov/cgi-bin/getpub?gpg. A link to the GPG is also available under
Proposal Preparation on the FastL ane home page (http://www.fastlane.nsf.gov).

Format of a Proposal

Proposals must conform to the instructions provided in the Grant Proposal Guide (GPG).
Conformance is required and is strictly enforced unless a deviation has been approved.
Any deviations from these instructions must be authorized in advance by the NSF.
Detailed information on Proposal formatting can be found in the GPG.

The narrative portions of the proposal (Project Summary; Budget Justification;
Biographical Sketches; References Cited; Facilities and Equipment; Current and Pending
Support; Facilities, Equipment, and other Resources; Supplementary Documentation and
Additional Single Copy Documents) can either be entered directly into the textbox
provided or can be created in a word processor of your choosing and then uploaded into
the FastLane system. FastLane will automatically convert them into PDF format. Note:
The Project Description is the only proposal form that must be uploaded into FastLane.

The Budget can be entered directly on the online forms, or you can download and edit a
specially coded Microsoft Excel spreadsheet, then upload the completed spreadsheet file
to the FastLane system. The information for the other proposal forms (Cover Sheet, List
of Suggested Reviewers, Deviation Authorization, Link Collaborative Proposals, Change
PI, Add/Delete Non Co-PI Senior Personnel) is either entered or selected directly from
the boxes on the online forms.



ELECTRONIC PROPOSAL SUBMISSION Proposal Preparation

Logging into FastLane to Prepare a Proposal

To log into FastLane to prepare a proposal, you click on the Proposals, Awards, &
Statuslink on the FastLane home page (http://www.fastlane.nsf.gov).

NSF Home | News | Site Map | FastLane Help | Cd

Fastlane is an interactive real-time system used to conduct MsF T T e S M = M-F |

| 7 AM o 3 EM & M-
business ouer the Internet, Fastlane is for officisl NSF use anly. Mors | FastLane 1(—800—6?3—611?5
About Fastlane... | User

| Support FastLane Availability {recol
1-800-437-7408

VI www fastlane nsf.gov

| Proposal Review | Panelist Functions | 1+ | Financial Functions

Honorary Awards | Graduate Besearch Fellowship Program | Postdoctoral Fellowships and Other Programs

Quick Link | Advisories

¥ Register

» award Search and Funding 0171604 - Computer Scanning Policy - Important Advisory for NSF ¥isitors and Panelists

Trends
01709704 - The "In-box" functionality within the Research Administration function is currenty unavailable. Your

work can still be completed by clicking directy on the function within Research Administration.

L4

FastLane FAQs (Opens new

Browser Window)
1272203 - N5F deploys a new redesign of FastLane's Research Administration Module.

b d

DEMONSTRATION SITE
12715503 - N5F to hold Regional Grants Conference at Columbia University in Mew York on March 15-16, 2004

1271203 - Math & Science Partnership (M5P) Contact Information
1270203 - New Extended Hours for FastLane User Support
0709503 - Mew Adobe Acrobat 6 Instructions

10/16f03 - Web Browser Compatibility

Figure 1 - FastLane home page

Pl/Co-Pl Login

If you are a Pl or Co-Pl working on a proposal, enter your login information in the PI/Co-
Pl Login box.

NSF Home | News | Site Map | FastLane Help | Contact 1

(7 AMto 2 PM = M-F)

ser 1-B00-673-6188
Support FastLane awailability {recording):
1-800-437-7408

FastLane iz an interactive real-time systerm used to conduct NSF
business over the Internet. Fastlane is for official MSF use only, Mors
about Fastlane...

| FastLane

Fast

{5 www.fastlana.nsf.gou

4
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1

¥

Proposals. Awards and Status | Proposal Review | Pan Functlions | Financial Functions

Honorary Awards | Graduate Research Fellowship Program | Postdoctoral Fellowships and Other Programs

Quick Link Proposals, Awards and Status
P Instructions for Preparing
and Submitting a Standard Leg infortha following parmission-basad firctions: .
Proposal i
¥ Proposal Preparation | PI/Co-PI Log-In

v

Proposal Preparation FAQ

v

Proposal Status

* FastLane Proposal Last Name: [aphamen
Preparation and b Revi Submitted P | Budget .
Submission Guide {(7.1MB SRR R L L Lo A e
PDF} b Privacy Act

Motifications and Requests

Grant Proposal Guide DRsEeEa Iaaaaaaaaa

Continuation Funding Status
Deadlines and Target
Log In I

Dates
Forgot Password?

v
v

v

v

View /Print Award Letters

v

Change Password

v

Project Reports System

-

Supplemental Funding Requests

-

Change PI Info.

Figure 2 - Proposals, Awards & Status login page
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Thisincludes your Last Name, SSN, and Password. Click on the L ogin button and the
PI/Co-PI M anagement screen is displayed.

-wr - - FastLane
FliCo-Pl Management]

What Da ¥au Want To Work Gn?

Figure 3 - Pl/Co-Pl Management screen

Click on the Proposal Functionslink. A screen is displayed showing all the Proposal
functions a Pl can perform.

@ TR T

Principal Investigator{PI}Co-Principal
Investigator{Co-Pl) Management

Praposal Functions

Figure 4 — Pl Proposal Functions

Click on the Proposal Preparation link. The Principal Investigator Information screen
isdisplayed. Thefirst part of this screen shows areminder for you to address both of
NSF s merit review criteria, in separate statements, in the Project Summary and to
address the broader impacts resulting from the proposed project in the narrative of the
Project Description. The remainder of the screen contains your personal information that
is currently stored in the NSF Pl database.

Note: Proposals that do not address both these criteriawill be returned to the PI without
review.
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MAVIGATION

Principal Investigator (PI) Information

Hotace: In the Jamuary 2002 Gromt Propossl Gurde (3PG), HEF p'u'bhsh.ed remnzed pmpu:-sa] prepearaban gadelnes relsng to
complebon of the Froject Summacy and Fraject Deccrprhon (1o B v gevipub B0 2 a1 EVnA0202 2 biml). Pls weers
tetrocted that they ruet addrese tath merk remew ofiada i the pre-rma‘nun af pr-»pr-ssje subdndted ta PISF. The GRS now rellocte
thiit propesers omst cleady addeese, in eeparate sabernents within e coe-page Britaton, bath of the FISF merk review criteria in the
Fraject Summiy. The PG dse reiterakes that broader impacts resubing fram the peopozed project arost te addressed in the
Fraject Deaceiplion and deacabed as an steeral part of the oo amle Enempls Dlratng mnes kkek e demoestrate heeader
imparts ere available alectrerdcalby on the FEF webabe ot g nsf gespubef200 2002 bic s manyplee pdf

These changes should be carefily conadered by Fls when prepamng proposals for submussion to HMEF. Eecowe October 1, 2002
propoanls thet do not address the two ment revew citens noseperste statements o the project sammary will be retumed withoot

CavEw,
Edit Pl Infctmation | Frapara Propoaal ] ‘hawy Bubmitled |
Go Back

Marme Alan A, Alphamaan
CAEAMLEATN Natiaral Bcienes Faundation 4102852000
Dttt Thvislen of Infermation Systems
Ldreee 4201 Wikson Baudevard Fhona (HRE) 20- 1000

Artivegren, VA T1I30 B () 2023000

Elixl aalphamanizmsf. gov

Crambry UE
ke TWlale
Chzzench VS eirtzan Diagres Tesr 00T
Ethrcdy Do oot wash to provude Diegree Frlx
D ability Status
Race TWhite

Ferang o evsr aerved on a Federally Furded Pregect ga o FT or Go-FL - e

Edit Pl Inirmation | Frapara Poposal ] wiaws Submitted

0 Back

Figure 5 - Principal Investigator Information screen

If you need to change your information, click on the Edit PI Information button. A
screen allowing you to edit your personal datais displayed. Make any necessary changes
or additions then click on the OK button to save. A screen is displayed stating, “PI
Information successfully saved” . Click on the OK button to return to the Pl Information
screen.

Click on the Prepar e Proposal button. The Proposal Actions screen (Figure 6) is
displayed.

If you are a new user to FastLane, you will get a screen, Create New Proposal. To start a
proposal, click Create New Proposal.
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-
FORA. Falade 41 ProySel Gederal-Fl-lvagasd |

Proposal Actions NAVIGATION

Temporary Proposals in Progress PROPOSALS
Temporary Proposal # - Title of the Proposal

Pl INFO.

6025874 - SBIR/STTR Phase I: ] LOGON

BO2T284 -

G02745% - Fastlane Class Proposal

6030903 - d

Ecli‘tl Dalete Check Save as Template I Alow SRO Aocess I Proposal PIN I Print I
Submit SBIR/STTR I
Create New Proposal
Create Blank Proposal l Lze Template I
SBIR/STTR Phase | | SBIR/STIR Phasz 1l |
Go Back I

T E————————.
Frequently Asked Questions ahout Fastl.ane osal aration
Send Comments o MNEF FART ;l

|5 == -_|D-00L.Jme;1t:D-one- =l % 2@ 2

Figure 6 - Proposal Actions screen

On the Proposal Actions screen, if you click on the Create Blank Proposal button or
select a proposal in progress and click on the Edit button, the Form Preparation screen
will be displayed alowing you to complete or modify any form in your proposal.

All the Proposal Action screen buttons are described below.

» Edit - If you wish to continue to work on a proposal in progress, click on the
temporary proposa id number from the list and then click on the Edit button.

» Delete - Deletes a proposal from FastLane.

» Check - Checks all the sections of your proposal and then displays a Proposal Check
Status Report. This report will show you any problems with your proposal that will
prevent submission. Also an informational message is provided on sections of the
proposal that are missing which in and of themselves will not prevent submissions.

» Saveas Template - After completing your proposal, you may wish to use this button
to save it as atemplate so that you can use it to help you create your next proposal to
the NSF.

» Allow SRO Access - Allows you to give your SPO (formerly referred to as SRO)
access your proposal. Thethreeinitial options are: 1) Allow SRO to only view
proposal but not submit 2) Allow SRO to view and edit but not submit proposal 3)
Allow SRO to view, edit and submit proposal. Once the SPO gains access, the third
option is changed to Remove all SRO access to this proposal.

» Proposal PIN — Only the Pl or Co-PI can assign aPIN to aproposal. Proposal PINs
can be any four characters (numbers or letters) but unlike a FastL ane password, they
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are case sensitive. A PIN enables another authorized FastLane user, other than a Pl
or Co-Pl, accessto aproposal. A FastLane user who has the proposal number and
proposal PIN may access and modify the proposal within FastLane by entering
his’her own last name, SSN, and FastL ane Password as well as the proposal number
and proposal PIN. This user bypasses the Proposal Actions screen and proceeds
directly to the Form Preparation screen, therefore preventing him/her from being able
to Allow SPO Accessto the proposal. NOTE: If the PIN isforgotten, the Pl or Co-PI
may go in and assign the proposal a new PIN without having to recall the old PIN.

> Print - Allows you to view/print individual sections of the proposal or the entire
proposal.

» Submit SBIR/STTR - This button only is displayed when the Pl is also a Sponsored
Project Office (SPO) representative that has the permission to submit proposals to the
NSF and currently has a SBIR/STTR proposal in progress.

» Create Blank Proposal - Brings up the Form Preparation screen to create a new
proposal.

» Use Template - Displays a screen listing all the template proposals that you have
created. Y ou can select one to use or delete on this screen.

» SBIR/STTR Phase|l - Usethis button to create a proposal responding to a Program
Announcement for a Small Business Innovation Research (SBIR) and Small Business
Technology Transfer (STTR) Project.

» SBIR/STTR Phasell - Only NSF SBIR/STTR Phase | grantees that have submitted
Phase | final reports and have been accepted by the SBIR Program Officer are eligible
to submit SBIR/STTR Phase Il proposals to NSF.

Other User Login

If you are a FastLane user but not the Pl or a Co-Pl on the proposal, you log into
FastLane using the Proposals, Awards, & Statuslink from the NSF home page
(http://www.fastlane.nsf.gov), just like the PI/Co-PI does.
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NSF Home | News | Site Map | FastLane Help | €

Fastlane iz an interactive real-time systemn used to conduct NSF ' T AM e 9 M s MaF|
buziness ouer the Internet, Fastlane is for official MSF uze only. Maore | FastLane i i 2

| User 1-800-673-618
About Fastlane... e

| Support FastLane Awvailability {reco

st.\;,.‘{ www fastlane.nsf.gou 1-800-437-7408

| Proposal Review | Panelist Functions | Hesearch Administration | Financial Functions

Honorary Awards | Graduate Research Fellowship Program | Postdoctoral Fellowships and Other Programs

Quick Link Advisories

¥ Register

» award Search and Funding 011604 - Computer Scanning Policy - Important Advisory for N5F ¥isitors and Panelists

Trends
0109704 - The "In-box" functionality within the Research Administration function is currently unavailable. Your

' FastLane FAQs (Opens new work can still be completed by clicking directly on the function within Research Administration.
Browser Window}

1222703 - N5F deploys a new redesign of FastLane's Research Administration Module.

* DEMONSTRATION SITE

12715703 - NSF to hold ional Grants Co & at T i i ity in New York on March 15-16, 2004
1212703 - Math & Science Partnership (M$P) Contact Information

1202703 - New Extended Hours for FastLane User Support

0709703 - New Adobe Acrobat 6 Instructions

10/16/03 - Web Browser Compatibility

Figure 7 - FastLane home page

After you click on the Proposals, Awards, and Status link, the login page is displayed.
Scroll down the page until you see the Login for other authorized users box. Note: To
use this Login there must be a PIN aready assigned to the proposal.

Other Authorized Users (DAU) Log-In

DAU Last Mame: Ipieta
OAU S5M oo
Privacy Act I
OAU Passvrord: Im

Proposal 1D: |E159552
Proposal PIN: Im

St et Ty o Proposal Preparation

" Revisad Proposal Budget
. Proposal File Update

Log In |

Figure 8 - Proposals, Awards, and Status OAU Login box

Enter your Last Name, SSN, Password, Proposal ID, Proposal PIN, and click on the
radio button next to the activity that you will be performing, then click on the L ogin
button. The Form Preparation screen is displayed.
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-
FOFRM. FaxLade #, | ForeaTel GRGRR=FI 6077147 3o

Forms for Temp. Proposal #6022142 NAVIGATION
Form Preparation
To prepare a for, click on the appropriate button below, PRINT
FORMS
Fomn Sarved Forra Sarved BIO SKETCH
80| PLCo-PI Information it 80 Cover Sheet 0312301 BUDGET
50| Project Surunary 040401 80| Tahle of Contents ik COLLAB.
El Project Description GO| References Cited COYER
50| Bingraphival Sketches 80| Budgets (Including Justification) INST.
El Churrent and Pending Support B0| Facilities, Equipment and other Resources ROUTING .
El Supplementary Docs 032301 ﬂi Lirk Collaborattve Proposals bk DESCRIPT.
Single Copy Documents DEVYIATION
EI List of Suggested Reviewers {optional) Hrs 60| idd/Delete Mon Co-PI Senior Personnel Hik FACILITIES
56| Devistion Authorization(if applisehle) 0] Changs PI REFERENCE

REVIEWERS
SENIOR PER.

Go Back I SINGLE DOCS LI

50| Additional Single Copy Documents

@'[ﬁ| |Document: Done =g B P W |

Figure 9 - Form Preparation screen

Using FastLane Forms

The Form Preparation screen is displayed after you login as a PlI/Co-PI or other FastLane
user and choose to prepare aproposal. This screen displays the names of al the forms
available on aproposa with a GO button to the left of each one to accessit. On theright
side of the screen are Navigation buttons to quickly access all the different parts of the
proposal. The proposal’stemporary number (TPI), located at the top of the screen, is
important in case the PI needs to contact the FastLane Help Desk. As soon as the
proposal’ stitle is saved on the Cover Sheet form, it will appear underneath the temporary
number.

Proposal Cover Sheet

The Cover Sheet isthe first form that the Pl creates. It is made up of the following four
sections:

» Awardee/Performing Organization Selection

» Program Announcement/Solicitation/Program Description No.

» NSF Unit Consideration

» Remainder of Cover Sheet

Click on the GO button next to Cover Sheet, on the Form Preparation screen, to display
the Cover Sheet Components Form.




ELECTRONIC PROPOSAL SUBMISSION Proposal Preparation

LS S S — . R A Liregce

Cwwer Sl U wngans Feeta RAMIGATION

Tha HEF Corvar Shuai srthin Pl s howr bwarn dimdadd i & s rboare
# ArwdatinveraHeraoch Uegwresiien
# Program frrearme ! Sokmiviaa He
= P L Coanedimkin
® Fensyder sl o Thest

G kst mad B ok o Ol b daars this dris
50| Aewdkes P rformirgd Besanh Cugaretni i Sl

o PafimagyRrm e i Oogaiating
Padmial Schiae Commr Foisdsdan Padied e waed Connn Teaalitan

Adduns L O Sinu Puslersy 199 ok Bim P oy
Freaat [fmp B | 5577 Plart O6fice Bexid5T7
Auzess A WRALNT Agats, Gh IR T
[rart. Coede 4LEL00 A

O Hid Foad

BEE Heaaek b

Figure 10 - Cover Sheet Components Form

Awardee/Performing Organization Selection — To change this information, click on the

GO button next to it. A screenis displayed allowing you to change either the Awardee
Organization or the Performee/Research Organization.

PORN: el e AT msie] GR - D6 PGP Liobgion.
e
Imstitotions For this propezal NAVIGATION
Arardee Orgrnizatica PesfonuingFesearch Oeguaizaticn PAOPOSALS
tlidress Wetional Beience Center Fomdeion Wational Geienee Center Foandatinn POINT
L 58 Credg-Sies Parboray 153 Craig-Zims Farkaer FORME
Past Office Bex 13577 PostOffice Bax 15577 BI0 SEETCH
Augusta, O 300101577 Augasa, G4 300LOLETT BUDCET
Tinat Cocde  AOORTELOOD AW0ETEI000 COLLAE.
TIITHS & Hot Foursd COVER
Chanps Awaides Changa PedoimesAeseaichal DESCRIPT.
S DEYIATION 5

FACILITIES
IM5T.

Figure 11 — Change Awardee Organization or the Performee/Research Organization

Generally the Awardee and the Performing organizations are the same. If the project is
performed at an organization other than the one to whom the award was granted, then the
name of that organization needs to be identified under Performing/Research
Organization.

To change the Performee/Research Organization, click on the Change
Performee/Resear cher button. A screen is displayed to search for the organization.
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| ¥

FORM: FastLare A1 BwtSel P (399 PL.A009039 Lirigston
T EEE—————————
Pleasze type as much of the Institution name ag you lnow MAVIGATION
Indiana University
& Beoins Wilh PROPOSALS
i, PRINT
' Ends With —
" Contains
Locate Pedformen/Researcher I BIO SKETCH
BUDGET
GO BACK | COLLAB.

COVER
DESCRIPT.

Figure 12 - Search for the organization

With the Begins With option selected, enter the first part of the organization’s name.
After clicking on the L ocate Perfor mer/Resear cher button, alist of the organizations
that match your search criteriais displayed.

|»

FORDM: FastLare &1RstSel P 399.PL6009035 Livingston
. ]
Indiana University -530000707S a NAVIGATION

Indiana University Easzt -00151 12000

Indiana University Foundation (CONTAGT D&C||(|||) 0015083004 PROPOSALS
Indiana University Northiwest -0018 150000 PRINT
Indiana University School Public and Environmental Affairz -0020022010

Indiana University Southeast -001817G000 FORMS
Indiana University at Kokomao -0015143000 LI BIO SKETCH

Selact Performer/Researcher I BUDGET

T I COLLAB.

COVER
DESCRIPT.

Figure 13 - Select Performer/Researcher

Click on the organization you want and then click on the Select Perfor mer/Resear cher
button. A message is displayed stating that the Performing Organization was changed.
Click on the OK button to return back to the form allowing you to change the
organizations. If no other modifications need to be made, click on the GO BACK button
to return to the Cover Sheet.

Program Announcement/Solicitation - Click on the Go button next to this section to
select the name of the Program Announcement/Solicitation for your proposal. A screen
isdisplayed with alist of all the programs. Select the appropriate Program
Announcement/Solicitation item for your proposal. If the proposal is not in response to
any program announcement, then GPG-Grant Proposal Guide should be selected.

10
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Program Anneunoement / Solcganon o, Selecion MNAVIGATION

PROPOS8LS
PRINT

Saleet & Progeem snnocament, o if oot in reepomee 10 8 program anonancement, chooae 'W3F 0L-2 500 Holm
response 1o L progeam sanmancement/solicitetion’. [fthe program sanoancement d5 within saftiple divisions or
progrems, the oed page will allow you to select ffom the apsocialed divicioos and programe. [Fthe program
sy LAl 8 eaa 00 abid Wikl ords oe ciasio add prcetas, D il of otaudesatiod will subosatcely e
sedacted

HEF 04-25 Oppodanities for Enbsneng Bugibiin the Gesainees- OE ﬂ
HEF 0134 Biacamplecily in dhs ErsionmentBE: Irdsgralsd Aessarch s .

COLLAB,
COVER
DESCHIPT.

HEF 07-33 Irdormation Teohnolom dlanduie: - [T
HEF 0430 Biapholons Fabnashiplniiativs 11

HEF 0420 Callaboiatue Recsarch in Chamisny [CRC)

HESF 01-22 SRIAMSTTA Gmall BusEnes: Inneeedlin Reseaich & Smel Bus

HEZF 04-22 Aszmarsh far Mixed Signal Elscranic Techualegisx & deoirdl... DEVIATION

Anriaumcemio HEF 01 Irderagenay Annaunsement o Opoatuniies in Metabalic Engin... - 1
Salicitation M. HEF 0117 Mawgins FACILITIES

HEF 0198 Scisnblic © ling Al b Ervsi s dar the Wadhamali = INET

M HEFERENCE

Warning: Eyou change your cheice of Pragram Annsuncement, curvently sebecied wadis will ———

he cleared, Your choice of Frogram Anmouncemen deermines what unils you can seleci in REVIEWERS
corsider yur propozal, HOUTING

SENIOH PER

SO EATH | " |
|5 == Paran=r: Dere | Sa 4 B 2

Figure 14 - Program Announcement/Solicitation No. Screen

After selecting a program announcement/solicitation, click on the Select button and you
will be returned to the Cover Sheet.

NSF Unit Consideration — If a program announcement/solicitation was selected, this
section will be automatically filled in with the appropriate division and program for that
program announcement. In the situation where the program announcement/solicitation
has more than one area of interest, a choice must be made in this section.

Remainder of the Cover Sheet — Click on the GO button next to this section and a page
is displayed with links for the different parts.

- =
Remainder of the Cover Sheet

Proposal Title | Budget and Duration | Anncuncement and Congideration | PI Information
Co-Pl Information | Previous MSF Awards | Other Federal & gencies | Awardee Organization
BetformingResearch Organization | Other Information | Cerification | Authorized Representative
Top of Page | Bottom of Page

Figure 15 - Remainder of the Cover Sheet screen

Proposal Title

Title of Proposed Project

Enter the Title of Tour Proposed Project:
lEarlg Child Dewvelopment

Figure 16 - Enter title of Proposed Project

Thetitle for the proposal is entered here. It has a maximum limit of 180 characters.

11
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Budget and Duration

Budget And Duration Information
Eequested Amount: !2 47750.00 (Hote: The requested amount is caleulated from the budget forms)

Proposal Duration (in months): |12 Requested Starting Date (MM/DD/VY): |11f01f2000

Figure 17 - Budget and Duration Information

» Requested Amount - This amount is automatically filled in when the Budget form is
saved. If the budget form is not going to be filled out, then the requested amount
should be entered here.

» Proposal Duration - The duration of the project in months for which support is
requested.

> Requested Starting Date - The requested start date (MMDDY'Y format) for the
proposal is entered here. (Except in special situations, requested starting dates should
alow at least six months for NSF review, processing and decision.)

Announcement and Consider ation

Announcement And Consideration Information

Program Announcement/Solicttation Mumber: INSF 01-33

Closing Date: [HEEnteR=RETRREED
For consideration by the following listed MEF Organization Units):

* EIA - CISE RESEARCH INFRASTRUCTURE

Figure 18 - Announcement and Consideration Information

The Program Announcement/Solicitation Number, Closing Date, and NSF Organization
Unit(s) are listed here. The Closing Date is the date that the proposal needs to be
submitted by. If there is more than one date, click on the down arrow on the list box and
choose the appropriate one.

Pl Information

Principal Investigator (PT) Information _l
Mare Deborah Livingston

Organization Hational Sroience Foundation

Department DISIRM

Street #1 4201 Wilson Blvd

Street #2 Eaoom 405

Cityl State/Zip Arlingten VA 22230

Country s

Figure 19 - Principal Investigator (Pl) Information

12
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The Pl information is automatically filled in. All modifications to this information need
to be made under Proposal Preparation on the Principal Investigator (Pl) Information
screen by clicking on the Edit PI Information button.

Co-PI Information

| Name |Sucial Security Number
“ [Enter a SSIV (111223333 to add or change a Co-PI

“ [Enter a SSIV (111223333} to add or change a Co-FI
“ [Enter a SSIV (111223333) to add or change a Co-PI
I [Ester a SN (111223333) to add o change a Co-FI

Figure 20 - Enter Social Security Number

Enter the SSNs for each Co-PI (maximum 4) and then click on the OK button at the
bottom of the page to save. The Co-PlIs entered here will be available on other formsin
the proposal. The SSNswill not be saved unless these people are aready on the NSF Pl
table.

To get added to the NSF PI table, the Co-PI needs to contact his’her Sponsored Project
Office (SPO) or equivalent and give them the following information: First Name, Last
Name, Middle Initial, Suffix (e.g., Jr., &., 1), Street Address, City, Sate, Zip, SSN, E-
mail Address, Business Phone, Fax Number, and Department, Degree Year and Degree
Type. The SPO then uses the Organization Management application in FastLane,
searches for the Co-PI’ s name, selectsit, and clicks on the M odify button. A screenis
then displayed with the Co-PI’ s personal information. At the bottom of the screen, the
SPO needs to check the box next to Please check this box to see if this person isin the
NS Pl database. Another screen is displayed to enter the Co-PlI’s Department, Degree
Year, and Degree Type. Clicking on the OK button saves the Co-Pl’s information into
the NSF Pl table.

If the Co-PI is not affiliated with a FastL ane registered organization, an email needs to be
sent to fastlane@nsf.gov to ask that the person be added to the PI table.

| Name |Sncial Security Number

Im ‘r’ Check to remove this Ce-PT
Im ‘i—' Check to remove this Co-PIL
Im ‘r’ Check to remove this Ce-PT
Im ‘i—' Check to remove this Co-PIL

!studentl student1

!student2 student2

!studentB student

!studentdl studentd

Figure 21 - Co-Pl names are displayed

Once the Co-Pls are entered and the Cover Sheet is saved, the Co-Pl names are displayed
in aphabetical order and a Remove Co-PI checkbox is displayed next to each one.

13
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Previous NSF Awards

Previous NSF Award

If this propesalis a © Renewal or an © Accomplishment Based Renewal

Then show the Previous NEF Award Mumber: ! _|
Otherwize ® Deselect

If this is a Preproposal then check here: [

If this 15 a Full Proposal and it 15 related to an associated preproposal, please enter that preproposal

ID here: |

Figure 22 - Previous NSF Award

Select the appropriate option for either a Renewal or an Accomplishment Based Renewal
and then type in the previous NSF Award number. A detailed description for the two
types of renewal proposals can be found in the GPG at
(http://www.nsf.gov/pubs/2002/nsf022/nsf0202_5.htmi#V B2).

If your Proposal is apreliminary proposal and not afull proposal, then select the
Preproposal checkbox.

If your Proposal isafull proposal and it is related to an associated preproposal, enter the
preproposal 1D into the associated Preproposal I D box.

Other Federal Agencies

Other Federal Agencies

If this proposal is being submitted to another Federal Agency, please type a reasonable abbreviation
{masamum of 10 characters) for each agency m a blank space below.

1 2| 3| 4 | 5 |
6 | 7] 3 | 9 | 10. |

Figure 23 - Other Federal Agencies

If your proposal is also being submitted to other Federal agencies, type their abbreviated
names (10 characters max) into the Agency name boxes.
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Awar dee Organization

Awardee Organization Information

Organization: MNational Zcience Center Foundation Organization Code: 4003761000
Address: 159 Craig-Zuns Parkway DUNS Number:
Post Office Box 15577 1
EIN! or TIN? : |
Augusta, GA 309191577 o SR _I

lEmployer Identification Humber 2T axpayer Identification Number

Check all that apply to the Awardee Organization (See OPG for Definiitons):
" For Frofit ™ Small Business

[T Minority Business T Women-owned Business

Figure 24 - Awardee Organization Information

The Awardee Organization Information such as the Organization name, address,
Organization code, DUNS Number, and EIN or TIN number is automatically displayed if
the information was entered when registering the Organization. If your Organization
does not have a unique nine-digit DUNS number, contact Dun and Bradstreet directly at
(800) 333-0505 to obtain one. A Duns number will be provided to them immediately by
telephone at no charge. If the DUNS number is not on the Cover Shest, it can be added
at the time of proposal submission.

Profit making organizations must certify their status by checking each of the appropriate
organization type boxes that apply to them. Below are the choices and the general
guidelines for each.

» For Profit — US commercial organizations, especially small businesses with strong
capabilities in scientific or engineering research or education.

» Small Business — must be for profit, privately owned, no more than 500 employees,
and not be dominant in itsfield. This box must be checked also when the proposa
involves a cooperative effort between an academic organization and a small business.

» Minority business — at least one or more minority or disadvantaged individuals must
own 51 percent of the business. If it isapublicly owned business, at least one or
more minority or disadvantaged individuals must own 51 percent of the voting stock.
One or more such individuals must also control the management and daily business
operations.

» Woman owned business — must be at least 51 percent owned by a woman or women,
who also control it and operate it.
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Performing/Resear ch Organization

Performing/Research Organization

Organization: MNational Science Foundation Organization Code: 4102852000
Address: I5F
4201 Wilson Blwd.
Arlington, VA 22301

Figure 25 - Performing/Research Information is displayed

Thisinformation is automatically displayed. It can be changed in the first section of the
Cover Sheet.

Other Information
Other Information ‘:!

Check Appropriate Boxes) if this proposal includes any of the items listed below:

v Beginning InvestigatonGpe1a)

[T Disclosure of Lobbying A ctivities (GPGILC)

- Proprietary & Privileged Information (6P 5 IBJILE 6)
[T Mational Environmental Policy Act (GPGILCY)

[T Historic Places (GPGICO)

[T Small Grant for Explor. Research (8 GERYGPGILC11)
[T Vertebrate Animals (GPGIC11)

IACTC App. Date (MWD DY) !

[T Human Subjects (cpomel) ‘l

Exemption Subsection l
ot [RE App. Date (MWDDAY) l

- High Resolution Graphics/Other Graphics Where Exact Color Representation Is Recquired For Proper
Interpretation GPGIEL)
T International Cooperative & ctivities Country Hame (Abbrev. 4 Letters Max)

v 20 0 <« s
el | 2 | & | o | wl ]

Figure 26 - Other Information items

The appropriate boxes need to be checked if your proposal includes any of the Other
Information items. To see more information about an item, refer to the Grant Proposal
Guide chapter and section displayed at the end of each item line.
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SPO Certification Information

Proposal Preparation

Deharment Certification

® Mo © Tes (If"ves", please provide an explanation below.)

B
| /|

Is the orgatization or itz principals presently debarred, suspended, proposed for debarment, declared
mehigible, or voluntarly excluided from covered transactions by any Federal department or agency?

-~ |

Figure 27 - Debarment Certification

The Authorized Organization Representative (AOR) must check Yesor No in reply to the

Debarment question. If the answer is Y es, an explanation needs to be typed into the text
box. Information on Debarment Certification can be found in the Grant Proposal Guide.

Authorized Organization Representative Information

Authorized Organizational Representative (AOR) information will be added when the

proposal is electronically signed by the AOR.

Pl Co-PIl Information

Click on the GO button next to the PI Co-PI Information form. A screenisdisplayed

with Pl Co-PI data

PR FrilaFlvd FoH hismaim

KL L i

133 Ende
PGP R Grndew Clitirmchy Foss Wil By
et M Laviagstan Fraae 120 Cizen Widle Hon Hipstoe: o Lot

PO R

L) == [T

Dbl S

e r Federally
Fraaded Frapei

Hi

HAVICATIIN

Figure 28 - Pl Co-PI data screen

This screen cannot be updated. The Pl or Co-Pl must access Proposal Preparation to
update his or her information. Click on the GO BACK button to return to the Form

Preparation screen.
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Project Description

The Project Description needs to be uploaded as afile. For adetailed explanation on
what needs to be included in the description and its page limitation, please refer to the
Grant Proposal Guide.

To access the Project Description form, click on the GO button next to the Project
Description link on the Form Preparation screen. The Upload File Preparation screen is

displayed.

Norm maset bawea Hea A, diesker o, emob sk vwrwrer crarfable . o yoor cooparbs b oeder e domior FOF Bl [Fopwns do resd buees thes smmrwse crariadind, oefe 40 rmg gubai F 1 i Prnting For FaNTGATION
mforration enile ey ard rartaing he viwar

T ior s Effrchire Jarwonry 1. B:IJ. HiF» pEp It||d.1-u'|':\.l1:|:\l o wore arased f requar fhad e Frgioed Tiesoopdeon, wesst deamiar e an nl pig,-ull.l'll |-\'.||'J'v b l.rcl\.-l-r r1-n|
™ l:r:l’r'nh r* card artretie Thir chiongs hosd d ba ool connd e d by Fle sben prspeareg prepesale frr snbmineion 10 N3P B o E
T "llru.'lll'n.llﬂﬂ.l?:l

Entetgd s (Ustraten pa st s KD 18 doavianst et beiuey map ioig m avadlals oo el on e HSF ol a0 0y

Project Description
MWEW File splea i ao lnsgor hise 08 b s FDF feivmal!
b udSben b FIF Bar, wers cannoeruplesd 3 weniety of weed-peeesrrer Sker and PostSerpt Sk Theee Gl weill suizerobealy be coeverted i POF fomme

Fallewr thix ink for 3 et of Segperind Gie farmeaie (Clpans pew wndoe

Folew i ik for Mew Uplogd Insirustisss (0pens rew wipdow|

Exter the tawre aid Joraiiod of the e o uplead
ot Eh oo e Evorwerp Tt 4o gkt fhe s b uplea
e
LipheciFis

1 Fark |

E=

Figure 29 - Upload File Preparation screen

FastLane now supports file uploads in a variety of formats including Word, WordPerfect,
PostScript and TeX (MiKTeX1.20e). Thesefiles are converted into PDF and displayed
back to the user for their acceptance. Thereisalink on this screen to view the different
file formats that can be uploaded to FastLane and alink for New Upload Instructions. If
you do not already have Acrobat Reader installed on your machine, you will need to
install it so that you are able to view your PDF files after they are converted.

Uploading a File
1. Click onthe Browse button. The File Upload dialog box is displayed.
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File Upload 2] |
Lok jni | 3 Wwuser =] | @l rfi‘l I |
Metscape 4.5 class outling @ niEWEIgN
Mew clazs outiines @ rEwsletter
Mew Classes @ Motes Backup
hew courge autlings rotes on meeting with |
MHew Employes Orientation @ Motes Wendors
Mew outlines oweal
i 1 5|
File nare: | Open I
Files af tupe: Cancel l
v

Figure 30 - File Upload dialog box

Navigate to where the file that you wish to upload is located.

Change the Files of Type box to All Files.

Select thefile.

Click on the Open button. The File Upload screen closes and the file you selected is
shown in the box.

agr®ODN

IR:\'[:I'[JT.TSER\ M3Query Class.doc i Browse..

Upload File |
G0 BACK I

Figure 31 - File name shown on Upload File Preparation screen

6. Click onthe Upload file button. The file will be uploaded into FastLane. A new
screen will appear stating that the Upload was complete.

[File SuccessTully Converted/Checked

Proofread Results

Fleass click b Prostread FOE bapen bekow ta jeookend the updesded e, papng specinl abteoben 1o chak thet ol Gpores, graphecs, tables, manges, page breaks, ol odver specinl foonsrisg options have
bebeg eetEalY prRgne

HOTE: Cheliag tir "Fraofead FIF buisn wdl creae o HEW wiadew 15 diplay he FOF e
Jifier prosdreadng your decurrent, eleaw the rosw wrddow by retam b thir windewr nd camplet yor obmienos

Prociisi el FOF

TRE TODLIEZE.

Figure 32 - File Upload confirmation message

7. Click on the Proofread PDF button to proofread your uploaded document. Thisisa
very important step to perform to seeif there were any file conversion problems with
the upload.

8. Proofread the document. When finished, close the new Browser window. A new
screen will appear giving you the option to accept your document or cancel the
operation.
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9. If there were no errors, click on the Accept button. Y our document will be uploaded
and you will be returned to the Upload screen. On this screen you will have the
option to display the current file bisplay Surent Frojecteseivtion | o t0 (lel ete the current
file belete Burrent Project Deseription | by clicking on the appropriate button.

10. If there were errors, click on the Cancel button. Y our document will not be uploaded
and you will be returned to the Upload screen.

11. From the Upload screen, click on the GO BACK button to return to the Form
Preparation Screen.

Project Summary

The Summary should be a synopsis of the proposed activity suitable for publication and
not more than one page in length, please refer to the Program Announcement. It should
be a description of the activity that would result if the proposal were funded. The
Summary must clearly address, in separate statements, both of the NSF merit review
criteria. More information about the summary can be obtained in the Grant Proposal
Guide.

To access the Project Summary form, click on the GO button next to Project Summary
on the Form Preparation screen. A screen is displayed with a web text block.

For it St ey
Egrer 1=x1 far the Propeon Susimany o Choll on "Trassfer File” o upboad a e

Retior | Effrctire Ty 1, 300, PP » propoead prepustion msne
Tyhe miutherkasd ward of He g -‘v‘lml eulr tc ade mpacieran lng‘| u..r.--f mn,-m- Thae chrsgs whoadd ba carsfllye cornd s by Pla scheer posparng prepea s for
mabrarricn fa HEF. San fha F ¢l Surrewry S rison of tha O ol Chas r rrcdor) S frthar emsctoess

ot 1 Freg |.=- Ay ceuy ke h:-rpluvr ke i (b Hhe oo s morwvarsd

Erfectivs Dotk ] D frpoaal s 10 06t adiiv Fe mam el peaise Imkerin i € Apaniss SalHeols i The frietr Sk ey sl e pooene i wthond ieees

Sizva Tasl CameTes | TionskiFk

GoBnck

Figure 33 - Project Summary text block

Y ou can prepare the Project Summary three different ways:

1. Enter thetext directly into the text block, click on the Save Text button to saveit,
then click on the OK button again to confirm the save and return to the Form
Preparation screen.

2. Copy and paste the text from aword processing file, click on the Save Text button to
save it, then click on the OK button again to confirm the save and return to the Form
Preparation screen
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3. Click onthe Transfer File button and upload aword processing file or a PDF file.
After proofreading and accepting the uploaded file, click on the GO BACK button to
return to the Form Preparation screen.

NOTE: The web text block will only accept plain text. Using the first two methods will
not alow you to format your text in any way.

Table of Contents

The Table of Contents is automatically generated for the proposal by the FastLane
system. It shows the total number of pages for each section. The proposer cannot edit
this form.

References Cited

Reference sources for the information that is in the different sections of your proposal
must be included in the References Cited section. Please refer to the Grant Proposal
Guide for more information on the References Cited section.

To complete this section, click on the GO button next to Refer ences Cited on the Form
Preparation screen. A screen is displayed with aweb text block.

Falerearec Cited
Exter tuxt bor the Bafarynces Ciwd or chric on “Trazefer Fia® 4o vplond s fs

Sevaa Tael Calem Tad | Trenisiar Ak

Gn Beck

Figure 34 - References Cited text block

Y ou can prepare the References Cited form three different ways:

1. Enter the text directly into the text block, click on the Save Text button to saveit,
then click on the OK button again to confirm the save and return to the Form
Preparation screen.

2. Copy and paste the text from aword processing file, click on the Save Text button to
save it, then click on the OK button again to confirm the save and return to the Form
Preparation screen

3. Click onthe Transfer File button and upload aword processing file or a PDF file.
After proofreading and accepting the uploaded file, click onthe GO BACK button to
return to the Form Preparation screen.
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NOTE: The web text block will only accept plain text. Using the first two methods will
not allow you to format your text in any way.

Add/Delete Non Co-PIl Senior Personnel

To add or delete senior personnel to the proposal, click on the GO button next to
Add/Delete Non Co-PI Senior Personnel on the Form Preparation screen. The Edit List
of Senior Persons on Proposal screen isdisplayed. NOTE: It isimportant to complete
this form before doing the Budget form since you need to include all your senior
personnel in your budget.

FORIM: FastLarwe A1SPEdit GP 399D I 6009039 lirngston

Edit List of Senior Persons on Proposal

Add Senior Person to Proposal
First Hame Middle Irnitial Last Hame
Mot Co-FI Senior Personnel l— I_ I
Assigned to Proposal
Add Hon Co-Pl Senior Person to Propozal

Delete |

G0 BACK I

Figure 35 - Edit List of Senior Persons on Proposal screen

Adding Senior Personnel

1. Enter the First Name, M1, and Last Name of each person.

2. Click on the Add Non Co-PI Senior Person to Proposal button to add them to the
proposal. A Bio Sketch and Pending Support form must also be filled out for each
senior personnel.

3. After all the senior personnel are entered, click on the GO BACK button to return to
the Form Preparation Screen.

Deleting Senior Personnel
1. Click on the senior person that you wish to delete.

FORIM: GHFP AlMam GP 39 9.PILG009039 lirngston

Edit List of Senior Persons on Proposal

i Add Benior Person to Proposal
Non Co-FI Bendor Personnel

Assigned to Proposal Fitst Mame Middle Initial Last Name
-
Snow Mhite I I_ I
Add Hon Co-Pl Senior Person to Propozal
LI Delete |
B0 BACK I
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Figure 36 - Select Personnel on Edit List of Senior Persons on Proposal screen

2. Click on the Delete button. A message is displayed stating that all the information,
including the bio and budget info, for this person is going to be deleted. It also warns
that the action is not reversible.

3. Click on the OK button to confirm deletion. A message is displayed saying that all
the data for the person was deleted.

4. Click onthe OK button again to return to the Edit List of Senior Persons on the
Proposal screen.

5. Click onthe GO BACK button to return to the Form Preparation screen.

Biographical Sketches

A biographical sketch isrequired for all PlI/Co-Pls and senior personnel listed to work on
the proposed project. The bio sketches can be entered individually or as one large
document attached to the PI’s name. Please refer to the Grant Proposal Guide for the
information that needs to be included in this section.

To complete the Biographical Sketches section, click on the GO button next to
Biographical Sketcheson the Form Preparation screen. A screen is displayed with the
names of all the PI/Co-Pls and Senior Personnel.

IMPORTANT NOTE: Yoo cax asw upboed all of poor progs sal biskrtches as one e by chcking ea the Privcipal Ivestigetar's (FT) butbon and then chicking on "Transer
File.” On that screan, chek onthe Brews® button bo salact the e and thaa chek oo the "Dplead Fia® buton ard Bilow fin mutnebons
Persomuel arsigre i proparal 3060 55
S| Al Alphaman bl Huotng

Figure 37 - Names of all Pl/Co-Pls and Senior Personnel

Click on the Go button next to the person’s name. A web text block is displayed to enter
abio sketch for the selected person.
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Eiwgraplical Sketch

e mformuation For Alan Slphaman on prop=assl 309030 o clek oo "Trarsi Fie® o upload & Gs

E

Figure 38 - Bio Sketch text block

Y ou can prepare the Bio Sketch form three different ways:

1.

Enter the text directly into the text block, click on the Save Text button to save it,
then click on the OK button again to confirm the save and return to the Bio Sketch
Selector screen. When finished with all the bio sketches, click on the GO BACK
button to return to the Form Preparation screen.

Copy and paste the text from aword processing file, click on the Save Text button to
saveit, then click on the OK button again to confirm the save and return to the Bio
Sketch Selector screen. When finished with all the bio sketches, click on the GO
BACK button to return to the Form Preparation screen.

Click on the Transfer File button and upload a word processing file or a PDF file.
After proofreading and accepting the uploaded file you are returned to the Bio Sketch
Selector screen. When finished with all the bio sketches, click on the GO BACK
button to return to the Form Preparation screen. You can also upload all of the bio
sketches for the proposal as one PDF file by clicking on the PI's Name, choosing the
file, and clicking on the Transfer File button.

NOTE: The web text block will only accept plain text. Using the first two methods will
not allow you to format your text in any way.
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Budget
For a complete description of al the budget items, please refer to the Grant Proposal Guide.

To prepare the budget(s), click on the Go button next to Budgets (I ncluding Justification)
on the Form Preparation screen. The Project Budget screen is displayed.

Frojeci Bakgei
Chrganivaring o At Liwlate Lot Bllosdl. Dliamee
Mational Sesencs Frundotion i L 50 K Hoa-21-3006 1105762

PIAVICATEDD

Dol pdm N ek 'Y AR

Bk |

Figure 39 — Project Budget screen

This screen lets you create budgets for more than one organization. If you only want to
create a budget for the proposal’'s awardee organization (the only organization to initialy
show up on the Budget Organization Selector screen), click on the Funds button, which
brings up the Budget Data Entry page.

Y ou can then prepare the budget in FastLane or you can upload your Budget as an Excel
Spreadsheet. Listed below are instructions on how to create a budget using both
methods.

Preparing the Budget using FastL ane

1. First click on the FUNDS button for the year you want to add budget data.

2. After entering the budget data, click on the Calculate and Save — =itz | hytton
located at the bottom of the screen. The Calculate button calculates all figures on the
form that can be calculated. When you hit this button, you will be taken to the top of
the form.

3. Click onthe Go BACK button to return to the Project Budget page.

4. To create a second budget year, select Add Year and then select the year you would
liketo add. The Budget Year Add screen is displayed.
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Bagdger Vear a0 For Datiowal Sesmne e Foos datean - 4107553000
Zalect zew wear by add IE wea weartt ba copy tan dabs FEOM an eexing vear, plam chack e year you want copued
bealormr  ppriocal]
=

MIANVIGATION
T

i T Belect
q

|
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Figure 40 — Copy Budget Year screen

If you want to copy a previous year’s data into a new year, select the year to copy
from on the right and the year to copy to on the left. To deselect the “ copy from”

Add

option, use Un-Select. Click the = button to add the new budget year.
To delete abudget year, select the check box to the right of the amount on the
Project Budget screen and click on the Delete Checked Y ear (S)

e Crecked e | UttON.
If budgets for other organizations need to be created, you first need to click on the
Add Another Organization button, search for and select the correct
organization, and select the PI.
To delete an organization from this list, select the check box to the left of the
organization and click on the Delete Checked
Organization(s) D Creees Uil putton.,

o Bk

Flatwmsl Sesenes Foiing fatiom 1 iy -k o

R ——
'A.up.u:n Cn:.u:-'r._o:ll.we.leJL_'l.fnl-n-e!h.ty. mecdly 1 Fuads - Taraces 0 Diec- 05-2003 121420

Clndpim Checksd Oigmaoshar]s] | b Ch ks omrin)

Frojeci Bakgei
Chrganivaring JET At Liwlate Lot Bllosdl. Dliamee
» Diec--200% 114217
11 Diec- (5-T03 123141

PIAVICATEDD

Figure 41 — Delete Checked Organization
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Creating your Budget as an Excel Spreadsheet

Y ou can also create your budget in Excel and then upload it into FastLane by performing
the following steps.

1. Click onthe Spreadsheet Support button from the Budget Y ear Selector screen.

2. Select the budget organization for which the spreadsheet upload is to be done and
select Continue.

3. Click on the Download button to download a spreadsheet template from FastLane to
complete within Excel. The File Download dialog box appears.

4. Select Savethisfileto disk and click OK. The Save As dialog box is displayed.

5. Click on thelist box down arrow of the Save In: box and select the folder where you

wish to save thefile.

In the File Name Box, enter a name for the file with an .xls extension.

Click on the Save button.

Launch Microsoft Excel and open the file. A message is displayed stating that the file

contains macros. Click on the Enable Macr os button. A spreadsheet template for

your budget is displayed.

9. Thefollowing instructions are important for filling in your budget data:
> Do not enter anything in the red cells. They contain formulas.
> All values that you wish to upload into FastL ane need to be entered into the

yellow cells.
> FastLaneignores all datain cells that are not yellow or red.

9. After completing al the datafor Yearl, click on the Create New Budget Years
button to create additional years based on Yearl. A dialog box is displayed asking
you to enter the number of years that you want to add.

10. Enter the number of years and click on the OK button. The additional worksheets for
those requested years are added to your workbook.

11. Modify the additional worksheets.

12. After al the datais entered for your years, choose File/Save As to save your
workbook.

13. Verify that it is being saved to the correct location and the format should be Microsoft
Excel 5.0/95 Workbook.

14. Return to the Spreadsheet Support form in FastLane.

15. Click on the Browse button to upload your Excel file into FastLane.

16. Change the Look In: box to the name of folder where your Excel file islocated and
change the Files of Type box to All Files.

17. Select the file and click on the Open button. The complete pathname of thefileis
entered into the Upload box.

18. Click on the Upload button. The Uploaded information is displayed on your screen
in atable format.

19. Click on your Browser’s Back button to return to the Spreadsheet Support form.

20. Click on the GO BACK button at the bottom of the form to return to the Budget Y ear
Selector form.

21. You can edit the budget by clicking on the appropriate year and using the FastLane
forms.

0o N
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Budoet Justification

Click on the Budget Justification button
The Budget Justification form is displayed.

| on the Project Budget form.

Fearlgat Jsrstisiratinn
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Figure 42 - Budget Justification text block

Y ou can prepare the Budget Justification form three different ways:

Lo

Enter the text directly into the text block, click on the Save Text button to saveit.

2. Copy and paste the text from aword processing file, click on the Save Text button to
saveit.

3. Click onthe Transfer File button and upload aword processing file or a PDF file.

After proofreading and accepting the uploaded file, click the GO BACK button to

return to the Project Budget screen.

NOTE: The web text block will only accept plain text. Using the first two methods will
not allow you to format your text in any way.

Current and Pending Support

For detailed information on what needs to be included on this form, please refer to the
Grant Proposal Guide

To begin preparing a Current and Pending support form, click on the GO button to the
left of Current and Pending Support on the Form Preparation screen. A screenis
displayed listing all PlI/Co-Pls and Senior Personnel on the proposal. A support form
needs to be created for each one showing any current or pending support they may have
for ongoing projects or proposals.
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Figure 43 - Support Form Selector screen

Click on a PI/Co-PI or senior person and then click on the New Form button. The
Current and Pending Support screen is displayed.
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Figure 44- Current and Pending Support screen

Y ou can prepare the Support form three different ways:

1. Enter the text directly into the text block, click on the Save Text button to saveit,
then click on the OK button again to confirm the save and return to the Support Form
Selector screen. When finished filling out aform for the PI, Co-Pls and all Senior
Personnel, click on the GO BACK button to return to the Form Preparation screen.

2. Copy and paste the text from aword processing file, click on the Save Text button to
save it, then click on the OK button again to confirm the save and return to the
Support Form Selector screen. When finished filling out aform for the PI, Co-Pls
and all Senior Personnel, click on the GO BACK button to return to the Form
Preparation screen.
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3. Click onthe Transfer File button and upload aword processing file or a PDF file.
After proofreading and accepting the uploaded file, click on the GO BACK button to
return to the Support Form Selector screen. When finished filling out aform for the
PI, Co-Plsand all Senior Personnel, click on the GO BACK button again to return to
the Form Preparation screen. You can aso upload al of the support forms for the
proposal as one PDF file by clicking on the PI's Name, choosing the file, and clicking
on the Transfer File button.

NOTE: The web text block will only accept plain text. Using the first two methods will
not allow you to format your text in any way.

Facilities, Equipment and Other Resources

This section of the proposal is used to assess the capability of the organizational
resources available to perform the effort proposed. Proposers must describe only those
resources that are directly applicable.

To create the Facilities, Equipment and Other Resources form, click on the GO button to
the left of Facilities, Equipment and other Resources. A form is displayed with boxes for
the following types of facilities: Laboratory, Clinical, Animal, Computer, Office, and
Other. Thereisaso aMajor Equipment box and Other Resources box.

Y ou can prepare the Facilities, Equipment, and Other Resources form three different ways:

1. Enter the text directly into the text blocks, click on the Save Text button to save it,
then click on the OK button again to confirm the save and return to the Form
Preparation screen.

2. Copy and paste the text from aword processing file, click on the Save Text button to
save it, then click on the OK button again to confirm the save and return to the Form
Preparation screen

3. Click onthe Transfer File button and upload aword processing file or a PDF file.
After proofreading and accepting the uploaded file, click on the GO BACK button to
return to the Form Preparation screen.

NOTE: The web text block will only accept plain text. Using the first two methods will
not allow you to format your text in any way.
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Supplementary Documentation

Specia information and supplementary documentation must be part of the project
description (or part of the budget justification), if it isrelevant to determining the quality
of the proposed work. Please refer to the Grant Proposal Guide for information on what
type of documents should be included in the Supplementary Documentation section.

To prepare the Supplementary Documentation section click on the GO button next to
Supplementary Docs on the Form Preparation screen. The Supplementary Docs form
screen is displayed.

Supglemeatary ey
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Figure 45 - Supplementary Docs text block

Y ou can prepare the Supplementary Docs form three different ways:

1. Enter thetext directly into the text block, click on the Save Text button to saveit,
then click on the OK button again to confirm the save and return to the Form
Preparation screen.

2. Copy and paste the text from aword processing file, click on the Save Text button to
save it, then click on the OK button again to confirm the save and return to the Form
Preparation screen.

3. Click onthe Transfer File button. For supplementary documentation, you can
upload multiple word processing or PDF files. After uploading one file, proofreading
and accepting it, a screen is displayed with two list boxes. Oneisfor displaying the
current supplementary docs and the other is for deleting the current supplementary
docs. The Browse and Upload File buttons are also displayed to continue uploading
more files.
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Supplementary Documents
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Figure 46 — Supplementary Documents screen

4. After al the supplementary docs are uploaded, click on the GO BACK button to
return to the Form Preparation screen.

NOTE: The web text block will only accept plain text. Using the first two methods will
not allow you to format your text in any way.

Single Copy Documents

These are proposal documents for “NSF Use Only”. This information is not provided to
reviewers for use in the review of aproposal. A detailed description of the categories
included under Single Copy Documents can be found in the Grant Proposal Guide.

List of Suggested Reviewers

Proposers may include a list of suggested reviewers that they believe are especially well
qualified to review the proposal. Proposers also may designate persons they would prefer
not review the proposal, indicating why. These suggestions are optional. The cognizant
Program Officer handling the proposal considers the suggestions and may contact the
proposer for further information.

To prepare alist of Suggested reviewers click on the GO button to the left of List of
Suggested Reviewer s (optional) on the Form Preparation screen and perform the
following steps:

1. Typeinyour suggested reviewers (or copy and paste them) into the Suggested
Reviewer s text block.
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2. Typeinyour reviewers not to include (or copy and paste them) into the Reviewers
Not to Include text block.

3. Click on the Save Text button to save the form or click on the Delete Text button to
deleteit.

4. Click onthe GO BACK hbutton to return to the Form Preparation screen.

Deviation Authorization

It isimportant that all proposals conform to the instructions provided in the Grants
Proposal Guide (GPG). Conformance isrequired and will be strictly enforced unless a
deviation has been approved. The NSF may not consider proposals that are not
consistent with these instructions.

The NSF must authorize in advance, any deviations from these instructions. To find out
the different ways that Deviations may be authorized, refer to the Grant Proposal Guide.

To prepare the Deviation Authorization section, perform the following steps:

1. Contact the Program Officer for Authorization.

2. Click on the GO button next to Deviation Authorization.

3. Typetherequired deviation information directly into the text block or copy and paste
it from aword processor.

4. To savetext, click on the Save Text button and then click on the OK button to
confirm and to return to the Form Preparation screen. To delete text, click on the
Delete Text button, click on the Delete Data to confirm the delete, and then click on
the OK button to return to the Form Preparation screen.

Additional Single Copy Documents

This option is used to submit documents with your proposal such as proprietary
information and confidential budget information. To upload these files:

Click on the GO button next to Additional Single Copy Documents on the Form
Preparation screen. The Additional Single Copy Documents screen is displayed.
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Figure 47 - Additional Single Copy Documents text block
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Y ou can prepare the Additional Single Copy Documents form three different ways.

1. Enter the text directly into the text block, click on the Save Text button to saveit,
then click on the OK button again to confirm the save and return to the Form
Preparation screen.

2. Copy and paste the text from aword processing file, click on the Save Text button to
save it, then click on the OK button again to confirm the save and return to the Form
Preparation screen.

3. Click onthe Transfer File button. For Additional Single Copy Documents, you can
upload multiple word processing or PDF files. After uploading one file, proofreading
and accepting it, a screen is displayed with two list boxes. Oneisfor displaying the
current Additional Single Copy Documents and the other is for deleting the current
Additional Single Copy Documents. The Browse and Upload File buttons are also
displayed to continue uploading more files.
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Figure 48 - Additional Single Copy Documents

4. After al the Additional Single Copy Documents are uploaded, click on the GO
BACK button to return to the Form Preparation screen.

NOTE: The web text block will only accept plain text. Using the first two methods will
not alow you to format your text in any way.

Link Collaborative Proposals

If you are the lead organization for a proposal and you wish to link your proposal to a
collaborative proposal from a non-lead organization, you can do so by performing the
following steps:
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1. Click onthe GO button next to Link Collaborate Proposals on the Form
Preparation screen. The Link Collaborative Temporary Proposals screen is displayed
giving you the option to add a collaborative Temporary Proposal ID.
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Figure 49 - Link Collaborative Temporary Proposals screen

2. Enter the Temporary Proposal ID (TPI) and the PIN for the collaborative proposal
of the non-lead organization that you are linking to then click on the Add
Collaborative TPI to Proposal button. A message is displayed stating that the
temporary proposal has been added.

3. Click onthe OK button. The Link Collaborative Temp. Proposals screen is displayed
now giving you two options — to delete collaborative links that you have added to
your proposal and to add new collaborative links.
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Figure 50 - Link Collaborative Temp. Proposals

4. When finished adding or deleting links, click on the GO BACK button to return to
the Form Preparation screen.
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Change PI

A Pl on aproposal can be replaced with one of the Co-Pls designated on that same
proposal by performing the following steps.

1. Click onthe GO button next to Change Pl on the Form Preparation screen. If you do
not have any Co-Plslisted on your proposal, the following message is displayed on
the screen “ There are no Co-Pls assigned to this proposal. The Pl can only be
changed to a Co-PlI that is already assigned to this proposal.” If thereis a Co-Pl
assigned to your proposal, the Change PI on Proposal screen is displayed.
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Figure 51 - Change Pl on Proposal screen

2. Click on the Co-PI from thelist that you wish to be the PI for the proposa and then
click on the Change PI button. A screen is displayed with the following message
“Warning! Y ou are about to change the PI”.

3. Click on the OK button to change the PI. A message is displayed stating that the PI
was changed. The previous Pl on the proposal now islisted as a Co-PI on the
proposal.

4. Click onthe OK button to accept the change then click on the GO BACK button to
return to the Form Preparation screen.
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Preparing for Submission

Once you have completed all of the forms on the Form Preparation screen, click on the
GO BACK at the bottom of the screen to return to the Proposal Actions Screen.
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Figure 52 - Proposal Actions screen

The following final steps should be performed on your proposal to prepare it for your
Sponsored Project Office (SPO). Note: SPO (Sponsored Project Office) has replaced
SRO. They are synonymous for the purposes of this document and existing applications.
The term SRO will be phased out in future releases of FastLane.

1. Veify that the proposal you have been working on is selected on the Proposal
Actions screen, and then click on the Check button. A Proposal Check Status Report
is displayed which lets you know if your proposal will encounter any errorsif
submitted.

2. If errors are found in the Proposal Check Status Report, go back to the Form
Preparation screen and fix them.

3. Click on the Print button and choose the option to Print the Entire Proposal. By
printing the entire proposal you will be able to seeif all the sections of the proposal
are readable.

4. Click on the Save Template button to save it as a template to assist you with creating
anew proposal in the future.

5. Onceyou fed satisfied with your completed proposal, click on the Allow SRO
Access button. The SRO Access Control screen is displayed.
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Figure 53 - SRO Access Control screen

6. Click onthe GO button next to Allow SRO to view, edit, and submit proposal. A
message is displayed stating that the SRO now has complete access to your proposal.
The FastLane contact(s) in the Sponsored Project Office (SPO) for your organization,
that have permission to submit proposals, will receive an e-mail notification stating
that they now have permission to view, print, and submit your proposal.
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Proposal Submission

Submitting the Proposal

The person in the Sponsored Project Office (SPO) (or equivaent) at your organization,
who is actually submitting the proposal, must have permission to so within the Research
Administration module. To submit a proposal:

1. Access the FastLane homepage at http://www.fastlane.nsf.gov/.

NSF Home | News | Site Map | FastLane Help | Cd

FastLane iz an interactive teal-time systern used to conduck MSF
business over the Internet. FastLane is for official MS5F use only, Mare
About Fastlane...

| FastLane (7 AMta 2 PM = M-F)
| User 1-800-673-6184
| Support FastLane Availability {recol
1-800-437-7408

o Fasy

\i‘i‘g b % www‘.FastIane.nsF.goLl

| Proposal Review | Panelist Functions ' | ion | Financial Functions

Honorary Awards | Graduate Research Fellowship Program | Postdoctus! ! =bips and Other Programs

Quick Link | Advisories

¥ Register

b award Search and Funding 01/16/04 - Computer Scanning Policy - Important Advisory for NSF Visitors and Panelists

Trend
rends 01/09704 - The "In-box" functionality within the Research Administration function is currently unavailable. Your

work can still be completed by clicking directly on the function within Research Administration.

P FastLane FAQs {Dpens new
Browser Window)

12722703 - N5F deploys a new redesign of FastLane's Research Administration Module.

* DEMONSTRATION SITE
12715703 - NSF to hold Regional Grants Conference at Columbia University in New York on March 13-16, 2004

12712703 - Math & Science Partnership (M5P) Contact Information
12/02/03 - New Extended Hours for Fastlane User Support
07/09/03 - New Adobe Acrobat 6 Insbuctions

10/16/03 - Web Browser Compatibility

Figure 54 - FastLane homepage

2. Click on the Research Administration link. The Research Administration Login
screen is displayed.
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Figure 55 - Research Administration Login screen

3. Enter SSN, Last Name, and FastL ane password, and click on the L ogin button. |If
the user only administers one organization, the Research Administration Home screen
isdisplayed. If the user administers to more than one organization, the Research
Administration Select Organization screen is displayed. Select the correct
organization to administer and click the Select button. The Research Administration
Home screen is displayed.
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Figure 56 - Research Administration Select Organization screen
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Figure 57 - Research Administration Home screen

4. Theln Box will list @l pending action items for functions that the user has permission

to perform. Click on the Proposals/Supplements/File Updates/Withdrawals link or
the number link to the right of the Proposal s/Supplements/Updates/Withdrawals |abel
in the In Box section. The Proposals/Supplements/File Updates/Withdrawals to NSF
Main screen displays. This screen displays alisting of all the proposals and other
documents at their organization that are ready for submission.
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Figure 58 - Proposals/Supplements/File Updates/Withdrawals to NSF Main screen

5. The SPO should review the proposal before submitting it by:
a. Clicking on the Check icon to verify that al required forms are completed.
b. Clicking on the Edit icon to review the individual forms of the proposal.

6. To submit the proposal, click on the Submit iconin the Submit column. The
Information/M essages for Proposal screen displays.
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7.

8.
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Figure 59 - Information/Messages for Proposal screen

The SPO should read all sections on this screen for accuracy, and click the Y ES button at
the bottom of the page to submit the proposal to NSF. If the SPO has AOR Functions
permission, the proposa will be signed and submitted smultaneoudy. Inthiscase, the
SPO/AOR should verify that the AOR information is accurate and then click the Sign
and Submit button at the bottom of the page.

A screen with a message is displayed stating that the proposal has been submitted to
NSF. The Temporary Proposal Number (TPI) for the proposal as well as the officia
NSF Proposal ID isincluded in the message. The new Proposal ID is the number that
should be used to reference the proposal.
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Figure 60 - Proposal Submission Confirmation screen
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9. Click onthe OK button to return to the Proposal /Supplements/File
Updates/Withdrawals to NSF Main screen. The submitted proposal will now be
available under the Submitted Documentstab.
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Figure 61 - Proposals/Supplements/File Updates/Withdrawals to NSF Main screen

10. The SPO has sixty minutes to make administrative changes to a proposal after it has
been submitted. On the Submitted Documents tab, the SPO can click the
Administrative Corrections button to see alist of submitted proposals that are still
eligible to be edited. The Administrative Corrections screen is displayed.
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Figure 62 - Administrative Corrections screen

The SPO can click on the Correct button next to the submitted proposal that they want to
edit. The Form Preparation screen displays and the SPO can choose which forms to edit.
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Acknowledgement of Proposal Receipt

An e-mail acknowledgement of the receipt of the proposal is sent to all SPO
representatives with * Submit Proposals permission at the organization from which it was
submitted, as well asthe Pl of the proposal. It references the proposal number, title, and
the date the proposal was submitted to the NSF.

Pl Functions
View/Print a Submitted Proposal

Once the proposal is submitted, Pls can access their proposal viathe View Submitted
Proposal button in the FastLane Proposal Preparation module. If a proposal
acknowledgement is not received or the proposal number is not reflected in the FastLane
System, contact the FastLane Help Desk at (800) 673-6188, or (703) 292-8142 or by e-
malil to fastlane@nsf.gov.

To access FastLane' s View Submitted Proposals application select the Proposals,
Awards, & Statuslink from the FastL ane home page (http://www.fastlane.nsf.gov).
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Figure 63 - FastLane home page
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The Proposals, Awards & Status PI/Co-Pl login screen is displayed.

NSF Home | Mews | Site Map | FastLane Help | Contact U

4
1| Y y Fastlane is an interactive real-tirme systerm used to conduck NSF F ‘..l. o e _(?AMto‘B PM'M-F]
business over the Internet. Fastlane is for official MSF use only, More | Fasitana
4Fast buslrings Blei thie v More ‘ User 1-800-673-6188
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‘_ﬁ’_?, Y wew fastlanensf.gov 1-800-437-74086
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Figure 64 - Proposals, Awards & Status Pl/Co-PI Login box

Enter your login information in the PI/Co-PI Login box. Click on the L ogin button and
the PI/Co-PI Management - What Do Y ou Want to Work On? screen is displayed.

Principal Investigater{PINCo-Principal
InvestigatorCo-Fl) Management
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[=] Chairge PIInleimation
il Bckoscr Facrcdnia o adfiad
S e e S 2
ol . 1 g T j
Tab WELERAIT) &
£ P ATV
TEID: PS5
EHF \Domarant: Dore B e Tl [ Y (Y0 |

Figure 65 - Pl/Co-Pl Management - What Do You Want to Work On? Screen

Click on the Proposal Functionslink. The PI/Co-Pl Management - Proposal Functions
screen is displayed.
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S
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ap
Buidget
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Figure 66 - PI/Co-Pl Management - Proposal Functions screen

Select the Proposal Preparation link. The Pl Information screen is displayed.
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Figure 67 - Pl Information screen
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Click on the View Submitted button. The Submitted Proposals screen is displayed.
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Figure 68 - Submitted Proposals screen

Utilizing the column header buttons to sort the proposals, select the proposal that you
wish to view or print and click on the View button. The View Submitted Proposal Form
Selection screen for the proposal is displayed.
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Figure 69 -View Submitted Proposal Form Selection screen

Click on the GO button next to the form that you wish to view/print or click on the GO
button next to Print Entire Proposal to print al of the forms.

Check Proposal Status

After the proposal is assigned to an NSF program, the cognizant program information is
available to the PI through the FastLane Proposal Status application. Thisfunctionis
accessible by clicking on the Proposals, Awards, & Statuslink on the FastLane home
page (http://www.fastlane.nsf.gov/).
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NSF Home | News | Site Map | FastLane Help | Cd
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FastLane iz an interactive teal-time systern used to conduck MSF R ..
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01709704 - The "In-box" functionality within the Research Administration function is currently unavailable. Your
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DEMONSTRATION SITE

12715703 - N5F to hold Regi | Grants Conf = at Col bi i ity in New Yo on March 15-16, 2004

12712703 - Math & Science Partnership (M5P) Contact Information
12/02/03 - New Extended Hours for Fastlane User Support

07/09/03 - New Adobe Acrobat 6 Insbuctions

10/16/03 - Web Browser Compatibility

Figure 70 - Proposals, Awards & Status link on the FastLane home page

The PI/Co-PlI login screen is displayed.

PI/Co-PI Log-In

Last Mame: Ialphaman
55N= bttt 44444
Privacy Act I
PaEEle’d: I*********

Log In |

Forgot Password?

Figure 71 - Proposals, Awards & Status PI/Co-Pl Login box

Enter your Last Name, SSN , and Password and click on the L ogin button. The PI/Co-
Pl Management - What Do You Want To Work On? Screen is displayed.
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Figure 72 - PI/Co-Pl Management - What Do You Want To Work On? Screen

Click on the Proposal Functionslink. The Proposal Functions screen is displayed.
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Figure 73 - Pl/Co-Pl Management - Proposal Functions screen

Click on the Proposal Statuslink. The List of Proposals screen is displayed.
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Figure 74 - List of Proposals screen

Select a proposal and click on the View button. A screen is displayed showing the

current status of the proposal.
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Figure 75 - Proposal Status screen

SPO Functions
Check Proposal Status

The Sponsored Project Office (SPO) can access program information about a submitted
proposal by clicking on the Resear ch Administration link on the FastLane home page

(http://www.fastlane.nsf.qov/).
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NSF Home | News | Site Map | FastLane Help | Cd

FastLane iz an interactive teal-time systern used to conduck MSF
business owver the Internet FastLane is for official M5F use only, Mare
About Fastlane...

: Fa;}.’-;.’;;.. R v
| User 1-800-673-6184
| Support FastlLane Availability {reco

1-800-437-7408

Proposal Review | Panelist Functions | | Financial Functions

Honorary Awards | Graduate Research Fellowship Program | Posticctoral Fellowships znd Other Programs

Quick Link Advisories
¥ Register
» 01/16f04 - Computer Scanning Policy - Important Advisory for NSF Wisi and P list

Award Search and Funding

T d
rends 01709704 - The "In-box" functionality within the Research Administration function is currently unavailable. Your

hd

Eastiane:FAQS (Dpens new work can still be completed by clicking directly on the function within Research Administration.

Browser Window)
12722703 - NSF deploys a new redesign of Fastlane's Research Administration Module.

-

DEMONSTRATION SITE

12715703 - N5F to hold Regi | Grants Conf = at Col bi i ity in New Yo on March 15-16, 2004

12712703 - Math & Science Partnership (M5P) Contact Information
12/02/03 - New Extended Hours for Fastlane User Support
07/09/03 - New Adobe Acrobat 6 Insbuctions

10/16/03 - Web Browser Compatibility

Figure 76 - FastLane home page
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The Research Administration Login screen is displayed.
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Figure 77 - Research Administration Login screen

Enter Last Name, SSN and FastL ane password and click the L ogin button. If the user
only administers to one organization, the Research Administration Home screen is
displayed. If the user administers to more than one organization, the Research
Administration Select Organization screen displays
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Figure 78 - Research Administration Select Organization screen

Select the correct organization to administer and click the Select button. The Research
Administration Home screen is displayed.
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Figure 79 - Research Administration Home screen

Click on the Organizational Reports link. The Organizational Reports Main screen is
displayed.
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Figure 80 - Organizational Reports Main screen

The Organizationa Reports Main screen displays the different report types available for
the organization. Select the Recent Proposals option and click the Continue button.
The Recent Proposals Search screen is displayed.
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Figure 81 - Recent Reports Search screen

The Recent Report Search screen allows a user to search based on Proposal Status, Date
of Most Recent Status Change, Proposal Number and PI’s Last Name. Clicking the
calendar icon opens a window that contains a calendar that can be used to select the
search criteriafor the date of the most recent status change. Once al search criteriaare
entered, click the Continue button. The Recent Proposals Search Results screen is

displayed.
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Figure 82 - Recent Proposals Search Results screen

The Recent Proposal's Search Results screen displays al results of the Recent Proposal
search. Search results can be sorted by clicking on the column header links. Clicking the
proposal number displays the Proposal Information screen. The search results can be
exported into Microsoft Excel by clicking the Transfer Data to: Excel link. Clicking
the Cancel button returns to the Organizational Reports Main screen.
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Figure 83 - Proposal Information screen

Asmard Duraber: 1% imardba)

Basic proposal and program information can be viewed on the Proposal Information
screen. Clicking the Cancel button redisplays the Recent Proposals Search Results
screen.
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Communication about the proposa should be addressed to the cognizant Program Officer
with reference to the proposal number. Proposers are strongly encouraged to use
FastLane to verify the status of their submission to NSF.

Electronic Signature

After submission of the proposal via FastLane by the SPO (if the submitting SPO is not
an ARO (Authorized Organization Representative)), the proposal must then be
electronically signed by the AOR. The AOR is a person who is authorized to sign on
behalf of the proposing organization. NSF will no longer require the signature (paper or
electronic) of any Pl or Co-Pl. It isthe responsibility of the proposing organization to
designate an AOR by accessing the Accounts M anagement function available under
FastLane' s Research Administration Functions and then assigning the organization’s
AOR(s) the Authorized Organizational Representative Functions permission. NSF
has not imposed a limitation on the number of AORs that may be designated.

Electronically signing a proposal can occur concurrently with submission of the proposal
for those organizations where the individual authorized to submit proposals to NSF also
isadesignated AOR, or as a separate function for those organizations that choose to keep
the certification process separate from the submission function. For those organizations
where the submission and certification processes are separate, the AOR has five business
days from the date of electronic submission of the proposal to electronically sign it.

If you have AOR permissions, to electronically sign the proposal, click on the Resear ch
Administration link on the FastLane home page (http://www.fastlane.nsf.gov/).
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Figure 84 - FastLane home page

57



ELECTRONIC PROPOSAL SUBMISSION Proposal Submission

The Research Administration Login screen is displayed.
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Figure 85 - Research Administration Login screen
Enter your SSN, Last Name, and FastL ane Password and then click on the Login
button. The Research Administration Home screen is displayed.
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Figure 86 - Research Administration Home screen
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Click on the AOR Functionslink or the number link to the right of the AOR Functions
label in the In Box section. The Authorized Organizational Representative Functions
Main screen is displayed showing all the proposals at the organization that have been
submitted and not electronically signed.

Th it ol Dhearidabaia B @ ol aTei Fiind bons - Micsscolt Inbernet Exploros prsvibid by P MG Coscslting NETES|
Fla Edt . Vew Fevorbar Toos  Help waback v *|| Links ™ mm-
Authorized Organizational Represantative Functions | #aini e =]
Wedily Sagaatiire Infosmation
Mamnu: Pluass varsfy thet tie precading éuthorizad Crganizations] Represantative information stared
. MU 1 3 in Fastlane in eccurais. [F this mfarmabon is woomest, pleass hoes it modded befora sipring
higwe: My n _0 AEeiliy thea apprapeiate dacument slectronically weing Aceourt Maacd malt.
Fan Mignbes mMarxiiia
E-raal: salphaman fn . gy
T chack to Smiect A Propossds/Suppements T Chaeck 4o Selack 41 Documan tx T Check to UnSekck Al Oocurant
o Cycuments Tound, depdepieg L ba 9 1
Ecsment Tens Ersansal Aeaisd s Peinsigal Tnseabiastor s Ssbrsdenbim Diate
ProposakSupplemant 219 Jon Grimsldi Quantum Fosm bF1%/203
Fropooad File Updats 14138 alsn Alphaman WC collsh sub arsrds OF14/2 003
Fropoamd File Updats 143139 - 4 wlsn Alphaman WC collsh sub arsrds DF/14/2003
Fropooad File Upsdats 21433 { flan Alphaman Colisboratye Rsssarch - MC Laad Fropossl ors/2ma
Fropoasd File Upsdats 143139 - & filan Alphaman M colleh sub arsrds Or4/2ma
Fropooad File Upsdats E214338 - £ flan Alphaman M colleh sub arerds ors/2ma
Fropooad File Updats 141 1 #lan Alphaman Colisboratve Rsvsarch - MC Laad Fropossl D142 ]
Fropoosad File Updats 21413 12 #len Alphaman Colisboratye Rsvmarch - MC Laad Fropossl o1& M
Fropooad Fila Updats 141 1 filen Alphaman Collshorat ve Asvmarch - MC Laad Fropossl O/ 142001
Export Cptiona: Exce
Hawm bo Cenfiqurs Yosr Drewssr ko Transfer Report Data ste o Sgre adsbaat
ssan | Dancal &l
] Do (3 tacdl intr arat

Figure 87 - Authorized Organizational Representative Functions Main screen

Review the AOR information to verify that it is accurate. Thisinformation will be
printed on the proposal coversheet after the proposal is electronically signed. If the
information is not correct, it should be modified by your SPO using the Accounts
M anagement module under Resear ch Administration on the FastLane home page
(http://www .fastlane.nsf.gov/).

Y ou can choose the proposal (s) that need to be electronically signed by clicking on the
Sign checkbox to the left of the document type, or you can select all the listed proposals
and supplements by clicking on the Check To Select All Proposals/Supplements
checkbox. You can select all listed documents by clicking on the Check To Select All
Documents checkbox. Y ou can also deselect all the selected proposals by clicking on
the Check To Unselect All Documents checkbox. To sort the proposals, click on the
appropriate column titles. To view a proposal, click on the individua proposal numbers.

After selecting the proposal (s) that you wish to sign, click on the Sign button. The
Electronic Signature Notice screen is displayed.
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Figure 88 - Electronic Signature Notice screen
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Figure 89 - Electronic Signature Notice screen (continued)
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This screen describes the certifications that the AOR is signing for. Scroll to the bottom
of the screen and once again click on the Sign button. The Electronic Signature Notice
Confirmation screen is displayed listing the proposals that were just electronically signed.
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Figure 90 - Electronic Signature Notice Confirmation screen

Click on the Return to AOR FunctionsMain link. On the Authorized Organizational
Representative Functions Main screen, click on the Research Administration | Home
link. The Research Administration Home screen is displayed.
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Figure 91 - Research Administration home screen

To return to the FastLane homepage, click on the FastL aneicon at the top left of the
screen.
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