Research Administration User Guide

Proposals/Supplements/File Update/Withdrawals

Documents in Progress

The Documents in Progress Screen (Figure 1) tab displays all of the documents currently
available for review and awaiting submission to NSF by the SPO. Each document shows the
following column title descriptions:

e Temp Proposal ID.

e Type. This column provides information on whether the document is a proposal,
supplement or file update.

e Access Level. The three options for access level are view, edit, and submit, if an option
cannot be performed it will be replaced with a dash (-).

e PI Name. The name of the principal investigator responsible for the proposal.

e Proposal Title.

MSF Home | News | Site Map | GPG | GPM | Send Comments | FastLane Help 2

Fas Research Administration | HowE Logout
Proposals/Supplements/File Updates/Withdrawals | mamn » Institution:

’ . \ Mational Science Foundation
Documents in Proqgress . | Submitted Documents

Click on Ternp 0 o wiew #he Proposal Docurnent, Sort results by clicking the colurnn title.

92 Documents found, displaying 1 to 10 [« Previous 10] 1,2, 3,4,5,6, 7,8, 9, 10 [Mext 10 =]

Temp ID Type Access Lavel PI MName Proposal Tile Checl: Edit Submit R;hl‘;T

posal View/Edit/Subrit Ruttenberg, Judi Judi's INT - 3403700
075749 Froposal  Wiew/Edit/Submit Ruttenberg, Judi NEDL-CIS 4411 @ Y FJ_D
1080606 Proposal View/Edit/Submit Hofherr, Danisl SBIR/STTR Phase I & 5 B3 i}
1101658 Proposal Wiew/Edit/Submit Hofherr, Daniel Dan's Proposal INT @ QS B—i FJ_D
6023702 Proposal View/Edit/Subrmit Hofherr, Daniel sTC H B & D
B027453% Proposal View/Edit/Submit  Livingston, Deborah  FastLane Class Proposal [+ QS [ )
8034408 Proposal Wiew/Edit/Submit Hofherr, Daniel DL's Proposal Class B} QB B3 o
6034411 Proposal View/Edit/Submit Livingston, Deborah  dl's Propasal Class @ @ B-> F"_D
6041790 Proposal Wiew/Edit/Subrit Hofherr, Daniel NSF O1-G44 & @5 B3 o
6042694 Proposal View/Edit/Subrmit Claire, Mark SBIR one naormal @ QE B-> F"_D

Transfer Data to: Excel

How to Configure Netscape to Transfer Report Data into a Spreadsheet

Cancel I
& ’_’_|0 Internet

Figure 1. Documents in Progress Main Screen
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Click on the corresponding Temp ID number (smallest circled item in Figure 1) .
A View Proposal Screen (Figure 2) will appear. Each aspect will have an accompanying “GO”
button that will load the information in an Adobe Acrobat viewer. The “GO” options are

dependent upon the type of the document.

NOTE: The view of the documents would be different depending on the type of document.

FORLE: GHFPAIMsin DRSS SR e slphurin =
View Proposal
Please click on the appropriate "GO" button to display the document.
Touneed to have Adobe Acrobat viewer mstalled on your computer to wiew these PDF documents.
Onee you have finished wiewing or printing the document -- use your browser's Back button to return to the menu.
NOTE: The PDF dizplay may take a few munutes -- especially if vou hawve
selected the "Print Entire Proposal” option.
Please be patient and do not continmally click the "GO" button.
Project Summary Cover Sheet
Project Description Table Of Contents
Bio Sketch Feferences Cited
Current and Pending Budget (Including Justification)
Facilities PI CoPT Info
Suggested Reviewers Supplementary Docs
Dewation Authonzation Project Data Form
Additonal Smgle Copy Documents Print Entire Proposal
Frequently Asked (Juestions ahout Fastl.ane Proposal Preparation
[
& ’_l_ |4 nternet v

Figure 2. View Proposal Screen

Click on Go Back to return to the Documents in Progress Main Screen (Figure 1).
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Check, Edit, Submit, and Return to PI

Check, Edit, Submit, and Return to PI are actions that can be performed on the documents
available under the Documents in Progress tab. These actions are based on the user’s access
level granted for each document. Each function has a representative icon adjacent to the
document that will display the related information.

[¥ Check. This action informs the user if the document meets NSF requirements. Clicking on
[ will provide the document number and the status:
e Ready for submission
e Not ready for submission
¢ Information/message for proposal.

NOTE: If a document is not ready for submission, an Error Screen will appear denoting the
specific reasons why. (Figure 3)

=
Proposal # 6084853 is not Ready for submission.
Information
Items listed here will not prevent submission
General
| Your proposal was checked using the nules for fill submission wa FastLane.
|The Program Announcement which vou are applying to has expired!
Ttems listed here will not prevent submission
|The proposed duration for this proposal should be at least 1 month.
|The recuested starting date should be filled in.
Proposal Errors
General
Items listed here will prevent submission
The following forms, normally included as part of a complete SBTR proposal submission, have not heen filled out.
If this is a partial proposal, please make sure hoth cover sheet and summary form are filled and delete all other forms.
|The Program Announcement which vou are applying to has expired!
|The Budget Tustfication for the Awarding Institution has not been filled out | |
[
& ’_l_ | Internet v

Figure 3. Error Screen
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{3 Edit. Clicking on edit action will open up the Form Preparation Screen page (Figure 4)
for the document and allow modifications to be made.

1. Each aspect will have an accompanying “GO” button that will load the information in
an Adobe Acrobat viewer. The “GO” options are dependent upon the type of the
document.

NOTE: Figure 3 is an example of a Proposal with appropriate GO buttons.

2. Click GO to edit all appropriate forms in the proposal. A page will be displayed
where current information can be edited. There are two ways to edit:

a. Update current information directly by saving or deleting text or transferring the
file in the text box.

Or
b. Delete the current document in place and upload a new document with the
corresponding changes. Enter the name and location of the file to upload or click

Browse to select a file. Click the Upload File button.

3. Click on Go Back to return to the Documents in Progress Main Screen (Figure 1).
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Forms for Temp. Proposal #6027453
FastLane Class Proposal
Form Preparation
To prepare a form, click on the appropriate button below.
Form Saved Form Saved
GOl Project Summary GOl Cover Sheet 01/31/01
GOl Project Description 01/31/01 GO | Table of Contents N/A
GOl Biographical Sketches GO | Eeferences Cited
GO | Current and Pending Support GO | Budgets (Including Tustification) 01/31/01
GOl Supplementary Docs 03/23/01 GO | Facilities, Equipment and other Eesources
GOl Link Collaborative Proposals N/A
Single Copy Documents
S0 PI/Co-PI Information N/A GO | AddDelete Mon Co-PI Senior Personnel NiA
GOl Dewation Authorization(if applicable) GO | Change PT
GOl List of Suggested Reviewers (optional) MiA
GOl Additional Single Copy Documents L
GOl PerformerfAwardee COrganization Selection N/A
GoBack |
[
& l_ l_ | Tnternet Y

Figure 4. Form Preparation screen

(5* Submit. Clicking on [ allows you to view an index of the submission documentation. The
index includes:
e the coversheet for the document
signing authority certification
debarment certification
lobbying certification
contracts certification
signature sections (Figure 5).

1. Fillin Yes or No radio button in the debarment section on the organization and representative
information along with a possible description.

2. The DUNs number is required under the institution information section. These screens are
shown in Figure 2.

3. AOR information will be included on the submission (small circle in Figure 5).

4. Click the Sign and Submit at the bottom of the page or Cancel and Do Not Submit
(large circle in Figure 5) to return to the Documents in Progress Main Screen (Figure 1).
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Information/Messages for Proposal # 6027453

Please MNote that no current and pending support forms were saved for the following senior persons. Tt is acceptable to upload all of
wour proposal current and pending support ttems as one PDF file by clicking on the PI's name and clicking on the "Transfer PDE"
button.

Debbie Livingston
Deborah Linngston

Tuded 1

| The following forms, normally i as part of a plete proposal have not been filled out:

|The Project Summary form has not been filled out
The Facilities, Equipment & Other Resources form has not been filled cut
The References Cited form has not been filled cut

The Biographical sketch has not been filled out for Deborah Livingston. It is acceptable to upload all of your proposal biosketches as
one PDF file by clicking on the PI's name and clicking on the "Transfer PDE" button.

Index

Proposal
Sipning Authority Certification Section

Debarment Section

Lobbying Certification Section
Contracts Certification Section
Signature Section

COVER SHEET FOR PROPOSAL TO THE NATIONAL SCIENCE FOUNDATION

For consideration by MNSF Crgardration Tnit(s): Program Announcement: NSF 98-120
SPECIAL PROJECTS IN NET RESEAR Solicttation Mo, notused

@] [ e rreernet

N

| IR I - S o UL L
L] 1] ti

il Suspension Certification

Is the organization or its principals presently debarred, suspended, proposed for debarment, declared ineligible, or voluntarily excluded
from covered transactions by any Federal department or agency?

& No

0 Yes (If"yes" please provide an explanation below.)

=
=

By electronically signing the MSF Proposal CowverSheet, the Authorized Organizational Representative or Individual Applicant i
providing the Debarment and Suspension Certification contained in Appendz D of the Grant Proposal Guide.

Certification Regarding Lobbying (GPG Appendix E)

Institution Information

DUNs Number:|55793455?

Authorized Organizational Representative(AOR) information will be added when electronically signed by AOR.

The following authorized crganizational representative(AOR) information will be printed on the proposal coversheet after the proposal is
electronically signed by AOR. If this information is incorrect, please have it modified before signing the proposal electronically. This
mformation can be medified by an authorized user at your orgamzation vsing the 'Add, Modify, and Delete FastLane Users' module of
‘Resg, | application.

zrne: Alan Alphaman
Phone: 70329210%%
Fax: 7032523001
~tail aalphamanl@nst go

Tou have the Authorized Organizational Representats e &

sign and submit the proposal

Sign and Submit Cancel and Do Mot Submit

[
] [T [ meernet v

Figure 5. Proposal Information/Messages screen with Debarment and Suspension Certification text box,
Institutional Information and Sign and Submit button Screens
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0 Return to PI. Clicking on O will open a confirmation page (Figure 6) with the proposal
number and provide a warning that this action will remove the proposal from SRO
access.

A text window is provided to add information on why the proposal is being returned to
the PL.

1. Click OK to finalize this action
Or

2. Go Back to return to the Documents in Progress Main Screen (Figure 1).

|»

FastLane

Please Confirm that yvou want to return the Proposal TP # 6027453, This action will remove SEO access to this document.

In the text window below, you may provide a note to the PT indicating why thiz Proposal is being returned.

=
[
K] |
Go Back |
=l
|@ ’_ l_ |° Internet 4

Figure 6. Return to PI Confirmation screen

Submitted Documents

The Submitted Documents Screen (Figure 7) tab displays all the related documents that have
recently migrated from the Documents in Progress section because they have been submitted to
NSF. Each document shows the following column title descriptions:

e Temp ID Proposals.

e Proposal ID. A permanent number that takes the place of the Temp ID upon submission.

e Type. This column provides information on whether the document is a proposal,
supplement, update, or withdrawal.

e PI Name. The name of the principal investigator responsible for the proposal.

e Proposal Title.

e Submit Date. The date that is recorded when the document is submitted to NSF.
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Proposals/Supplements/File Updates/Withdrawals | main » Institution:
\ . Mational Science Foundation

| Documents in Progress | Submitted Documents

Search for Proposal Documents by date range {(mmjfddfyyyy):

Frarm: || To: I

The submitted Documents Sesults will default fo pouwr organization’s proposals which have been submitted within the last 30 days, Chick
on Temp ID to wew the Proposal Docurnent, Sort results by clicking #he colurmn Htle.

26 Documents found, displaying 21 to 26 [« Previous 10] 1, 2, 3 [Next 10 =]
Proposal Submit -

1D Type PI Name Proposal Tite Date Withdraw
400006 Proposal Hofherr, Danisl HRD - ALLIANCES-MINCRITY PARTICIPAT, 10415 04/05/2003 '-a
0400005 Proposal Gallagher, Thomas ~ CAREER: Study of the studying of the need far more 04,/05/2003 ]

studies

6034412 0400022 Proposal Steinberg, Elizabeth  Beths Proposal Class 04/05/20035 o
6038694 0400027 Proposal  Livingston, Deborah  DML's EB Class Proposal 04,/05/2003 £
6034405 0400028 Proposal student?, student? CL's Proposal Class 04,/05/2005 o
6046004 0400029 Proposal studentd, students trm class proposal 04,/05/2003 ]

Transfer Data to: Excel

Administrative Corrections

Cancel |
& |_|_|° Internet

a

Figure 7. Submitted Documents Screen

Complete the following steps regarding submitted documents:
1. Use the Administrative Corrections button (located on the bottom of the Submitted
Documents Screen to edit a submitted document (when eligible for editing). Withdrawal

is the function that can be performed to submitted documents.

2. Click on the corresponding Temp ID (small circled item in Figure 7) to view the
individual aspects of each submitted document.

3. The View Submitted Proposal Screen (Figure 8) will appear (if the Type is a Proposal).
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|+

View Submitted Proposal

Please click on the appropnate "GO" button to display the document.
You need to have Adobe Acrobat viewer installed on your computer to wiew these PDF documents.
Once you have finished wiewing or printing the document -- use your browser's Back button to return to the menu.

NOTE: The PTF display may take a few minutes -- espectally 1f vou have
selected the "Print Entire Proposal” option.
Dleasze be patient and do not continually click the "GO" button.

ﬂl Project Summary GO\ Cover Sheet

ﬂl Project Description GO| Table OFf Contents

GO| Bio Sketch GO| References Cited

ﬂl Current and Pending ﬂl Budget (Including Tustification)

GO | Facilities GO| PT CoPT Info

ﬂl Suggested Eeviewers ﬂl Supplementary Docs

GO| Deviation Authotization @l Additional Single Copy Documents

ﬂl Print Entire Proposal ﬂl International Programs Cover Page Addendum b

Go Back |

NN

& ’_ l_ | Intermet

Figure 8. View Submitted Proposal

4. Each aspect will have an accompanying “GO” button that will load the information in an
Adobe Acrobat viewer. The “GO” options are dependent upon the type of the document.

NOTE: Figure 8 is an example Submitted Proposal with appropriate GO buttons. Options accompanying a
supplement type will be reduced compared to a proposal, and will include the Justification for Supplement
option.

5. Click GO to view all appropriate forms in the proposal.

6. Click on Go Back to return to the Submitted Documents Main Screen (Figure 7).
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+J Withdrawal. Clicking on =} can withdraw a proposal after it has been submitted.

The Proposal Withdrawal Screen (Figure 9) will appear and display proposal information, the
proposal number to be withdrawn, and the title.

=
A Proposal Withdrawal
Proposal Information m
Propozal Mumber to be Withdrawn: 0400006
Title: HRD - ALLTANCES-MINORITY PARTICIPAT. 10/15
Type (Choose one)
Duplicate Proposal
Tou mugt enter the proposal number that vou wish I3F to retain I
" Funding Flsewhere
ease Explamn)
In the text box below, type your rationale for wathdrawal You may type text directly into the box, or
cut and paste from another application
Rationale for Withdrawal
=
[
Save | Submit | Cancel |
[~ |
&7 ’_ l_ | Tternet 4

Figure 9. Proposal Withdrawal Screen

Complete the following actions:

1. Choose one of the withdrawal types. Click on one of the radio buttons (circled in Figure 9)
adjacent to one of the following options:

e Withdraw duplicate proposal (requires the entry of the duplicate proposal number)

e Funding elsewhere

e Other (requires an explanation, which can be placed in the Rational for Withdrawal text
box below)

2. Click Save, Submit or Cancel to go back to the Submitted Documents Screen (Figure 7).
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3. If a proposal is part of a collaborative proposal, it cannot be withdrawn by itself. All other
proposals belonging to the collaborative effort will be withdrawn. The Collaborative Proposal
Warning Screen (Figure 10) alerts the user to this fact. Click Yes to continue.

[~
A Proposal Withdrawal
Proposal Information m
Proposal Number to be Withdrawn: 0242850
Title: EPW -LEAD COLLABORATIVE FROPOSAL
“Warning: The proposal that you are attempting to withdraw iz part of a collaborative proposal Withdrawing this proposal will a
automatically withdraw all other proposals that belong to the collaborative. Do you wish to continue with the Withdrawal?
Yas |E|
=l
3 ’_ l_ | Tnternet 4

Figure 10. Collaborative Proposal Warning screen

4. Clicking on Cancel will cancel the withdrawal action. The action will display a message
saying that the notification was cancelled (Figure 11). Click Return to SPO Submission.

. =
A Your Notification Was Cancelled
Click on "Return to SPO Submission™ button to return to the 3P0 Subrmizsion screen.
Feturn to SPO Submission
B
&7 l_’_|° Internet 7

Figure 11. Withdrawal Cancellation screen

Search Documents

}C' Search for Proposal Documents by date range {(mmfdd/yyyy):

From; 5] 7o | (S| | _search |

Figure 12. Search function box

The search Proposal Documents option (Figure 12) provides users with the capability to enter a
submitted date range that will return all of the documents meeting those criteria. Located above
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the Submitted Documents Results (large circle in Figure 7), this option provides a more
manageable list of documents based on date of submission. Enter dates and click Search

/2 NSF :: Calendar - Micros::::‘

[July ~|[z003

<z| < | Topay | = |==|

1
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Please anly click the day on the calendar snce.
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k)l

Figure 13

. Calendar View

Or

the Calendar (Figure 13) can be used to select dates for the From
and To fields. To open this feature:

1.

Pressing the calendar button next to the date field opens this
application.

Click on the date for entry into the field

Scroll through months and years using the guide arrow.

Click Search.
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