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1 CONVENTIONS USED IN THIS GUIDE

New terms are introduced in italics.

EXAMPLE: Tenure Used isthe number of months of tenure you have
currently used.

The first time they are introduced, names of on-screen features appear in

bold.

EXAMPLE: Click on the Search tab.

Uniform Resource Locators (URLS) are in bold characters and are

underlined.

EXAMPLE: Type the following addressin your browser's address bar:
http://fastlane.nsf.gov.

Keyboard shortcuts are written in bold and are surrounded by square
brackets.

EXAMPLES: Press[Enter]. or Press[Shift] + [Tab].
Many software features and some business processes are explained in a

reference table format. An on-screen term appearsin the left column and a
description of the term appears in the right column.

EXAMPLE:

Feature Description

Fellow ID The Fellow ID is the number assigned to you when you
become a fellow.

The following three conventions serve as both examples and descriptions.

WARNING: Warnings provide information designed to prevent critical
errors from occurring. If you see a warning, stop and read
it before continuing.

NOTE: While Notes do not describe critical information, we suggest
that you stop and read them, too. The information in a note can
prevent minor errors from occurring. Other notes simply provide
information designed to deepen your understanding of a
software feature.

TIP: Tips provide information designed to increase your productivity.

NSF E-Business Team



GRFP UseR GUIDE, VERSION 1.0

2 GETTING ACCESS

2.1 Logging In

1. Access the GRFP application by typing the following address into your browser
address bar: http://fastlane.nsf.gov/grfp

Log In Fellows

UsEr Maf:
PasEwnrd:
Lagin

Fargot Passwerd?

Figure 1: Fellow Login

2. Typeyour Fastlane user name in the User Name field.
3. Typeyour Fastlane password in the Password field.
4. Click the Login button.

The GRFP home page appears with your Fellowship Task List and current Fellow
Data.

2.1.1 Retrieving a Forgotten Password

1. Click onthe Forgot Password? link found under the Login button.

The retrieve password screen is displayed.

Pleaze provide the follawing, system will email you the termporary password.

Uszer Mame: I

Email Address: I

Submit | Cancel |

Figure 2: Forgot Password Screen

2. Typeyour User Name in the User Namefield.
3. Typeyour email addressin the Email Addressfield.
4. Click on the Submit button.

A confirmation screen will be displayed and the system will email you a temporary
password to the email address you provided.

2.1.2 Changing Your Password
1. Select the Change Password link from the upper-right navigation bar.
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NSF Home | Mews | Site Map | Send Comments | FastLane Help | ;I
Change Password | Dogout

Figure 3: Change Password Link
The Change Password screen is displayed.

Manage My Fellowship | HoME »

O P e oed:
Entar New Paszmord
Cordirmm Passsord

Gaibmit Canec el

Figure 4: Change Password Screen

2. Enter your old password, your new password, and confirm your new password.
3. Click the Submit button.

A confirmation screen is displayed indicating you have successfully changed your
password. You may select the Fellows Home Page link to return to your fellowship
task list.

2.2 Logging Out

Once you have logged into the GRFP application, a Logout link is available in the upper-right
navigation bar.

-

HEF Hodme | Mewrs | Site Map | Send Comanents | Fastilang —
ehange Dassmori({ Logout)

Figure 5: Logout Link

To exit the application at any time, select the Logout link. The web browser returns to the GRFP
login page.

2.3 Understanding Your Fellowship Task List

Your fellowship task list describes the current outstanding actions you must complete to manage
your fellowship.

NSF E-Business Team
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ﬁ Fellowship Task List

4 Declare Tenure Plans

Figure 6: Your Fellowship Task List

Once the action has been completed, the task will be removed from your list. The list below
describes the various tasks you may seein your task list throughout your fellowship.

Feature

Description

Accept/Decline
Award

The Accept/Decline Award task needs to be completed
upon the initial award of your fellowship. It is available
once the awards have been issued through the award
acceptance deadline. These dates are approximately
March through April each year.

Declare Tenure
Plans

The Declare Tenure Plans task must be completed
each year of your fellowship. This task allows you to
indicate your tenure plans for the following year and
request changes to your institution or field of study for
the next year. This task is available January 15th
through April 30th each year.

Submit Activities
Report

The Submit Activities Report task must be completed
for every year that you are on active tenure. This task
allows you to submit a summary of your activities for
the year and provide feedback on the GRFP program.
This task is available April 1% through December 30th.

Submit Payment
Enrollment

The Submit Payment Enroliment task must be
completed by Fellows Abroad. This task allows Fellows
Abroad to enroll in electronic payment while they are
associated with a foreign institution. The task is
available once you have accepted your award and
designated a foreign institution.

Submit Starting
Certificate

The Submit Starting Certificate task must be completed
by Fellows Abroad at the start of each tenure year.
This task allows Fellows Abroad to indicate their tenure
start date and their scientific advisor. This task is
available once you have accepted your award and
designated a foreign institution.

Submit Ending
Certificate

The Submit Ending Certificate task must be completed
by Fellows Abroad at the end of each tenure year. This
task allows Fellows Abroad to indicate their tenure end
date. This task is available once you have submitted
your starting certificate for the year.

NSF E-Business Team
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2.4 Understanding Your Fellow Data

Y our fellow data area details your current user profile information and your current tenure details.
The fellow data area also contains links to alow you to update your profile information, request a
travel allowance, view your past tenure details, and request a change to your current tenure. The
list below describes each feature in your fellow data area.

Feature

Description

User Profile (Name,
Address, Phone, and
Email)

The User Profile area contains your current name,
primary mailing address, primary phone number, and
primary email address. This primary contact
information is used for all correspondence that is sent
to you through the GRFP application and by the NSF
GRFP office. It is very important that you keep this
information up-to-date.

Update My Profile

The Update My Profile link allows you to update your
personal profile information including, name, primary
contact information, and secondary contact information.

Year Awarded

The Year Awarded field indicates the year your
Fellowship was awarded. For example, if you were
issued a fellowship award beginning in the 2003-2004
academic year, your Year Awarded would be 2003.

Tenure Months Used

The Tenure Months Used field indicates the number of
months of tenure you have used through the current
academic year. Tenure months must be used in
increments of 12 months except in special deferral
circumstances. At the start of each year you are on
tenure, your Tenure Months Used will increase by 12
months.

Reserve Months Used

The Reserve Months Used field indicates the number of
months of reserve you have used through the current
academic year. Reserve months must be used in
increments of 12 months except in special deferral
circumstances. At the start of each year you are on
reserve, your Reserve Months Used will increase by 12
months.

Travel Allowance
Used

The Travel Allowance Used field indicates the amount
of your travel allowance you have used. Prior to using
your allowance, this field will be $0. Once your travel
allowance request is approved, this field will indicate
the amount of travel allowance you have been given.

CO and CO Email

The CO and CO Email fields indicate your current
Coordinating Official and their email address. Your CO
is based on the institution you are currently affiliated
with.
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Feature Description
Request Travel The Request Travel Allowance link allows you to submit
Allowance a request for a travel allowance. Once you have used

your travel allowance, this link is no longer available.

Fellow Status The Fellow Status field indicates your current fellow
status. The values for this field include:

- Active: Indicates you have an active fellowship

- Awardee: Indicates you have been issued a
fellowship award but have not yet accepted the
fellowship offer

- Deferred: Indicates you are currently on medical or
military deferral

- Inactive: Indicates you have completed your
fellowship

- Terminated: Indicates you have chosen to terminate
your fellowship

Tenure Status The Tenure Status field indicates your tenure status for
the current academic year. The values for this field
include:

- Awarded: Indicates you have been awarded a
fellowship that you have not yet accepted

- Completed: Indicates you have completed your
fellowship

- Declined: Indicates you were offered a fellowship
award which you chose to decline

- Forfeited: Indicates you have forfeited tenure for the
current academic year. This status is only valid once
you have used more than 24 months of reserve

- On Medical Deferral: Indicates you are on medical
deferral for the current academic year

- On Military Deferral: Indicates you are on military
deferral for the current academic year

- On Reserve: Indicates you are on reserve for the
current academic year

- On Tenure: Indicates you are on tenure for the
current academic year

- Pending Certification: Indicates you have accepted
your award but NSF has not yet received/processed
your certification form

- Pending CO Approval: Indicates you have a change
request that has not yet been approved by your CO

NSF E-Business Team
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Feature

Description

- Pending NSF Approval: Indicates you have a
change request that has not yet been approved by NSF

- Terminated: Indicates you have chosen to terminate
your fellowship

Institution

The Institution field indicates the institution you are
affiliated with for the current tenure year.

Field of Study

The Field of Study indicates the field of study you are
associated with for the current tenure year.

View Tenure Details

The View Tenure Details link allows you to view your
tenure records for the current and previous years. You
may also use the View Tenure Details screen to
request a change to your tenure. (See Section 2.5 for
more information)

NSF E-Business Team
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2.5 Understanding Your Tenure Details

Your Tenure Details area is available through alink in the Fellow Data area on your home page.
The Tenure Details area displays each of your past tenure records and your tenure plan for the
following year. You also have the ability to request a change to your current year or next year

tenure from this screen.

1 item found,

5 < Tenure Tenure -
Wﬁ Institution Abroad? % % % ; n I.LFl'li'I Hug;ﬂﬂ COE Used IJ:;EI Actiom
20032  Australian L Coarmputer O Q012003 September August $27500.00 §10800.00 $0.00
MNatianal E"IL:lII'IEE""II'Ig Tenure
Uriwersity

1

Back |

Figure 7: Tenure Details Screen

The list below describes the features of the Tenure Details area.

Feature

Description

Tenure Year

The Tenure Year field indicates which academic year
the tenure record is associated with.

Institution The Institution field indicates which institution you were
associated with for the tenure record.
Abroad? The Abroad field indicates if you were a Fellow Abroad

during the tenure period. You are considered a Fellow
Abroad if you are associated with a foreign institution.

Field of Study

The Field of Study field indicates your field of study
during the tenure period.

Tenure Status

The Tenure Status field indicates your tenure status for
the given tenure period. (See Section 4.2 for an
explanation of each tenure status)

Tenure Start Month

The Tenure Start Month field indicates the start month
of the tenure period for the given tenure record.

Tenure End Month

The Tenure End Month field indicates the end month of
the tenure period for the given tenure record.

Stipend Used

The Stipend Used field indicates the amount of stipend
you were paid during the tenure period.

COE Used

The COE Used field indicates the amount of cost-of-
education you were paid during the tenure period. (For
an explanation of COE, please refer to the Fellows
Information Booklet.)
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Feature Description

Travel Used The Travel Used field indicates the amount of travel
allowance you were paid during the tenure period.

Action The Request Change link is available in the Action
column and allows you to request a change to your
tenure record. You may request a change to your
current year tenure or to the tenure you have requested
for the next academic year.

NSF E-Business Team
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3 ACCEPTING AND DECLINING AWARD

Once you have been notified that you have received a fellowship award, you may access the
GRFP application to accept or decline your award offer. The Accept/Decline Award link will be
available in your Fellowship Task List until you have taken action to accept or decline the award
or until the deadline for award acceptance. Prior to accepting or declining your award, your
Fellow Datawill reflect afellow status of Awardee and atenure status of Awarded.

3.1 Accepting an Award

The process for accepting an award is afive step process. The application will guide you through
each step you need to complete in order to accept your award. A Progressindicator islocated on
the right hand side of the page, indicating which steps you have completed and which steps are
remaining.

) scceet rouR AwARD

Figure 8: Accept Award Progress Indicator

WARNING: You must complete all steps in the process before your award
acceptance information is saved. If you exit the Accept Award module
before you have completed and submitted the acceptance, you will need
to reenter the data you previously entered.

To Accept Your Award:
1. Select the Accept/Decline Award link from the Fellowship Task List.

2. Select the ‘| accept the fellowship award offered me’ radio button.

Y ACCEPT YOUR AWARD

f* [ accept the fellomship award offered me

" I declineThe refioez oG d offersd me

Continue J Cancel I

Figure 9: Accept Award Radio Button
3. Click the Continue button.

The Verify Institution/Field of Study screen appears and displays the institution and
field of study you are currently affiliated with.

NSF E-Business Team
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4. Select the Yes radio button to indicate that the institution and field of study listed
are correct.

B ACCEPT YOUR AWARD

WERIFY INSTITUTION ARD FIELD OF
STLDY

Fleate werily that pour instibetisn and field of study mfesmation are
carrect:

Institutsin; Sxenford Unresrsty
Fisid = etudy: Comguter Engirasring

[x the institutinn amd fieid of whedy livted ahawe rerract?

™ Ko

Comtimun Canzul

Figure 10: Verify Institution and Field of Study Screen

TIP: To request a change to your institution or field of study, please refer to
Sections 3.1.1 and 3.1.2 of this guide.

5. Click the Continue button.

The Enter Tenure Plans screen appears and displays your options for your first year
of tenure.

B eveR TENURE PLANE

Foy Plan For the HEF fellnwalip during srademic peas 3l -F s

T Bagin erure i e Sumvie Tam

5 Bepn tesuss i e Foll Tarm

T Regeres ma frsn pour {If pos, pleais by dasoribs vour plans for the yesr 55 mell as pour
plars to angage m gradusts study mbssguenttp)

T Madics! Detwrral {® run, plassa meplmn)

™ Mitary Cwtarral (IF you, pusse sxplan’

Begson far Request (Reseree o Delerrall

!
=
Ennliswr Camae|

® Mebs: ™ oo cheoss tn w55t in e mimm er ieem, thpsrad pagmenmie threugh sowr Smoren ihsnn

by ind ke g Coial pined Sfasmnmancn dor drnvale Mereacoh Saffoes biuklel fofr geideine

ﬂ::::fh“::':::ll redachans, ressreing the firk ard raguesting the cns-tme {1,000 Tntsmatcosl

Figure 11: Enter Tenure Plans Screen
TIP: For an explanation of the various tenure options and rules regarding

each, please refer to the Fellows Information Booklet. To request a
medical or military deferral, please refer to Section 3.1.3 or 3.1.4 of this
guide.

NSF E-Business Team 11
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6. Select the Begin Tenurein the Summer Term, Begin Tenurein the Fall Term,
or Reservethe First Year radio button.

7. 1f reserving tenure, enter the reason for the request.

NOTE: All reasons for requests must be less than 4000 characters.

8. Click the Continue button.

The Certify Your Award screen appears and displays the institution, field of study,
and tenure plans you have selected.

If You Wish to Change any of the Selections:
1. Click the Edit link next to the selection you wish to change.

ﬁ ACTEPRT YOLR AWARD

ﬂ VERIFY INETITUTION AMD FIELD (8 BTUADY

& entes TERAmE PLANS

B ceRTIFY vouR aWARD

Temrs Flpac For 2004-2005

Institetion) Stanford Univerfy  Eds
riabd of study:Camputar Erginfarnng it
Teagrr Mlaag Begin n Fall Ter Bk

1 undartard and aprea that tha fellarahp 0 mads bt to the pravisar
st forth in the bes ket antitbksd Sefoomaiion S Grndass Ressanh Satoeg
tand af any amardsmants tharatol, mhich m ava dabla cniire st

af sny a u o, ol
ity we v 2F, oo o und e Fubloabions™ and shich [ have read

Castinie Cancel

Figure 12: Certify Your Award Screen Edit Links

The screen for the ingtitution, field of study, or tenure plans you have selected to
change is displayed.

2. Enter the change you wish to make.
3. Click the Continue buttons until the Certify Y our Award screen is displayed.

9. Click the Continue button.

The Print Certification Page screen is displayed.

NSF E-Business Team
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WARNING:

You must print, sign, and mail the certification page in order to officially
accept your award. If you do not have access to a printer at the time you
have completed the award acceptance, you may return to the GRFP
application at a later time and print your application. The Print
Certification link will be available in your task list until NSF has received
your certification letter.

10. Select the View/Print Certification Page link.

£ FrinT cERTIFIGATION PAGE

Plmawe compiete, sign and mail the following certification page by
B0, PODE 1o the sddeess belom, Your smard satus il remain
punding until the cerification page has besen received.

Figure 13: Print Certification Page Screen and Link

The certification page Adobe PDF document is displayed in a new window. Y ou may
print the page using the PDF print icon.

After completing the award acceptance, your Tenure Status will appear as Pending
Certification until your signed certification has been received and processed by NSF.
Once your certification has been processed, your fellow status will be changed to
Active and your tenure status will be changed to On Tenure or On Reserve.

Fe

Tenure Status: Pending
Cartification

Ins 3

University

Field of Study: Computer
Engineering

Wiew Tenure Details

Figure 14: Pending Certification Tenure Status

3.1.1 Changing Your Institution

The ingtitution you are affiliated with when you access the Accept/Decline Award module is
based on the institution you indicated in your application. You may request a change to this
institution while completing your award acceptance. Changes to your institution require approval

by NSF.

NSF E-Business Team
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To Request a Change to Y our Institution:
1. Select the Accept/Decline Award link from the Fellowship Task List.
2. Select the ‘| accept the fellowship award offered me' radio button.
3. Click the Continue button.

The Verify Institution/Field of Study screen appears and displays the ingtitution and field
of study you are currently affiliated with.

4. Select the No radio button to indicate that the institution listed is not correct.

& ACCEPT WOILIRE AWARD

VERIFY INSTITUTION AND FIELD OF
HTUDY
Requinsg Fefd

Plesse verify that your mstitwbion snd field of study snformation are
correct:

Instrution: Stanford Uneseraky
Fiekd of study: Compuber Bngnasring
I the inststution and field of study listed sbowe correct?

T ray

[ comtinue | cCancel |

Figure 15: Verify Institution/Field of Study Screen and ‘No’ Radio Button
5. Click the Continue button.
The current ingtitution and field of study are displayed with the ability to edit each.

6. Select the Find Institution link to search for your new institution.

€ AccERT voUR AWARD

’ VERIFY INSTITUTION AND FIELD OF
HTLDY

UL FRasy

Pleaze make spproproiste changes to your institution and field of study:

Instkution; [Sranfard University mmut Erkbutice,

Field of study: |Cum:|u|an'13|nnqnng d

Reason for change:

Continue | Cancel |

Figure 16: Change Institution Screen and Find Institution Link

NSF E-Business Team
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The Find Institution screen is displayed. This screen alows you to search a list of
institutions and select the institution you wish to transfer to.

7. Enter the institution you wish to search for in the Enter Search Criteriafield.

TIP:

You do not need to enter the full institution name in order to search for an

institution. If you cannot find the institution name you are searching for,
you may try searching using a different name for the institution or entering

only part of the name.

8. Click the Search button.

4 Swarch for existing Institutions;

Enter E=arch Critena

Mo marms foured.

lnptittion

Noikersg Toind to didg

il&y

Figure 17: Find Institution Screen Search Criteria and Button

The matching results are displayed. Y ou may navigate through the search results using the
navigation bar located on the right above the results area.

9. Select theinstitution you wish to change to by selecting the Select link.

A fepmrch For painbing Insbftubions:

Erdsr Ssarch ey

771 tamu faund, disglaying 1 %2 13
Inphibubicn
Uniesrsity of Pugst Saund
Unibeersity of Aachen
Unresrsiky of Aarhue
Unreersity of Aherdaen
Unfeersiy of Adelmics
Unresruky of Skran
Unisersiy of ikiran <eatral Sffics
Unresrusity of Mabaema ot Brmingham
3l CodkEie ulr'io:o ]

Uniesruiby of Mlabama at Brminghsm Bassarch Foundasos

inreersp of Mabama at Bremingham Meds

University of Mlabama dedsden Center
Uniesrgity of Mlabsma in Mrkreils

nrsersdp of Alshama Tuscalaoss

Unisersiy of Maska Agncutursl Espsnment Satian

Lirmussersitg ol

nint1mm

DA 0EIT0I0

[Frove] 1, 2, 2,4, =, 6, 7, @ [Paat]

Figure 18: New Institution Select Link

The new institution is displayed in the institution field.

10. Enter areason for the change.

NSF E-Business Team
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11. Click the Continue button.

The Enter Tenure Plans screen appears and displays your options for your first year of

tenure.

12. Select the Begin Tenure in the Summer Term, Begin Tenure in the Fall Term, or

ReservetheFirst Year radio button.

) ENTER TERURE PLANE

[

TET Tellnwahip duning srademic peas 3004 -F005:

T Bogin lerure 4 Pe Summer Taim

F Begin eiee @ e Sall Tam

T Reseren e Sest poar {0 pes, plaise briglly dasoribe your plans 1or the yoar &5 mell a5 pour
lara ta angage m gracusts rtudy sabesguently

T Hag | 3, olmes sxplmn|

™ Mitary Coturral (IF yan, pease axplan’
Beasnn Tor Request (Reserve o Delernall

&
Eontisme | tamael |

* Mote: B yoe cheose tn sSart m the summer ferm, shpand pasmemis thrsigh sosr SSosen imahsom
by b Blaped Conbal post Sfanmianon S Gendvate dertdech Sodbes Lok let fod guideinei
gEverning tenere redechang, ressreng the A and raguestong ite cne-tme §1,080 Temasonsl
Maseanch Trwvel,

Figure 19: Tenure Plan Options
13. If reserving tenure, enter the reason for the request.

14. Click the Continue button.

The Certify Your Award screen appears and displays the institution, field of study, and

tenure plans you have selected.

£ sccert YouR AwaRD

ﬁ VERIFY INETITUTION AND FIELD OF BT

B CERTIFY ¥OUR AWARD

[Cer——

Teemagrs Flpag For 2004-2005
Institetion) Stanford University s
riald of study:Campubar Ergineanng  Edit
Teawre FlaasiBegin in Fall Term Bt

1 undarstard snd agres that the feilarship i mads subjact to the pravisians
gt Foath i bhie b b ek S nbithe Dedfemoion Sor Sraits Ressanol Seey
(and af sny amardsmants tharetc], vhich m avalsbhl cnire &

Frbpe e v g, g et uredes Pukibostions ™ ard shikh [ heee resd

Lasdinie I Cancel I

Figure 20: Certify Your Award Screen
15. Click the Continue button.
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The Print Certification Page screen is displayed.

ﬂ WERIFY INSTITUTION AMD FIELD OF STUDY

ﬂ ENTER TENLURE PLAME

€ CERTIFY YOLIR AWARD

P FRINT CERTIFITATION PAGE

Fleass complete, sign and mail the follawing certification page b
M-n-l Ei, bidE to the sddress below, Vour sward status nIII remaln
pending until the cerification page has been received.

Grydusts Reses :v'Fel-s P‘\O Ll
Mabznal Scemoe © =u-
arn W'F":l g ard, B ¢-l3'|'||
Arlmgizn, V& 22230
s BT ety P

Eliond bome Fag

Figure 21: Print Certification Page Screen
16. Select the View/Print Certification Page link.

After completing the award acceptance, your Tenure Status will appear as Pending
Certification until your signed certification has been received and processed by NSF. Once
your certification has been processed, your fellow status will be changed to Active and your
tenure status will be changed to Pending NSF Approval until NSF has approved your change
of ingtitution request. Once your request has been approved, your tenure status will be
changed to On Tenure or On Reserve.

3.1.2 Changing Your Field of Study

The field of study you are affiliated with when you access the Accept/Decline Award module is
based on the field of study you indicated in your application. Y ou may request a change to this
field of study while completing your award acceptance. Changes to your field of study require
approval by NSF.

To Request a Changeto Your Field of Study:
1. Select the Accept/Decline Award link from the Fellowship Task List.
2. Select the ‘| accept the fellowship award offered me' radio button.
3. Click the Continue button.

The Verify Institution/Field of Study screen appears and displays the ingtitution and field
of study you are currently affiliated with.

4. Select to the No radio button to indicate that the institution listed is not correct.

NSF E-Business Team
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! Raguired ek

correct

Inskitykian: Stanford Lniveraity
Flield of shudy: Corrpubes Engaeering

I the institation and field of study listed abowve correct?

Cancel

VERIFY INSTITUTION AND FIELD OF
BTUDY

Fleaze verify that your institution and field of study information are

Figure 22: Verify Institution/Field of Study Screen and ‘No’ Radio Button

5. Click the Continue button.

The current ingtitution and field of study are displayed with the ability to edit each.

6. Select the your new field of study from the field of study drop down list.

9 VERIFY INSTITUTION AND FIELD OF

STUDY
" Raguired Rels

Please make approproiate ch field of study:

Tristit i |Sh:m||:|rd Linnvarsity

Fingd Dngtitubion | Bapet Ingtitytion

ot Avear
ﬁ ACCEPT VOLUR AWARD

Reasan For chal - opaier Siance - Lanquages and Systems

Campaer Scienca - Theary

Condensad katies Flaysics
Cultured Snfhrapoiagy
Daishmae Systams
Demagraphy
Denvelopmesital
Dienvelopmenial Biology

of study: |IZ‘A:|rn|:|uI:MI Enginazring -

Camparier Systems Design (ncluding Signal Processing) =

Ecalogy -

| continue | cancel |

Figure 23: New Field of Study Drop Down List

7. Enter areason for the change.

8. Click the Continue button.

The Enter Tenure Plans screen appears and displays your options for your first year of

tenure.

NSF E-Business Team
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9. Select the Begin Tenure in the Summer Term, Begin Tenure in the Fall Term, or

Reservethe First Year radio button.

Epured ikl

Py Plam For the MHEF fellnsahip dering wrademic Fae il - Jihis:
T Bogin terure 4 B Summer Tarm
F Bapn besiee o me Fall Tarm

™ Hosere e S5t goar {If pos, pleass briellp dasonits wour plens for the yoar &5 mell af pour
plars to angags m gradustes study mubesguentty )
1 madicsl Dbwrral {¥ pan, plamea mxplmn|

7 Hikary Cetarral (1 yon, puass sxplan’
Bason far Request (Reserve o Deleresll

2
Cunlisee | Casscl

* Mote: I yoe cheose tn =ark m the simmer ferm, shpand pasments tfrsugh §owr Sosen imahison
by b Blaped Coikal pout Sfarmansn Ko Grndeate Mertdeoh Sedbeas Liklet T guideinei
gEvmrming fenere redechang, resersing the Ard and 8,08

Hassanch Travel,

psanrg iha

Figure 24: Enter Tenure Plans Screen

10. If reserving tenure, enter the reason for the request.

11. Click the Continue button.

The Certify Your Award screen appears and displays the institution, field of study, and

tenure plans you have selected.

ﬂ: ACTERT YOLIRE AWARD

m VERIFY INETITUTION AMD FIELD (8 BTUADY

6 enveR TEMURE PLANS

B ceRTIFY vouR aWARD

Fequred Mela

Temare Flaas For 2004-2005
Institetion) Stanford University  Eda
riabd of study:Camputar Ergineanng it
Teagerrs Maag Begin n Fall Term paie

1 undartard and aprea that tha fellarahp 0 mads bt to the pravisar
st forth in the bes ket antitbksd Sefoomaiion S Grndass Ressanh Satoeg
Land af any amardsmunts tharatol, vhich m availshla oniire st

ity we v 2F, oo o und e Fubloabions™ and shich [ have read

Castinie I Cancel I

Figure 25: Certify Your Award Screen
12. Click the Continue button.

The Print Certification Page screen is displayed.
13. Select the View/Print Certification Page link.
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After completing the award acceptance, your Tenure Status will appear as Pending
Certification until your signed certification has been received and processed by NSF. Once
your certification has been processed, your fellow status will be changed to Active and your
tenure status will be changed to Pending NSF Approval until NSF has approved your change
of field of study request. Once your request has been approved, your tenure status will be
changed to On Tenure or On Reserve.

3.1.3 Going on Medical Deferral

In certain circumstances it may be necessary for you to defer your GRFP fellowship due to a
medical condition. You may request a medical deferral while accepting your award. Medica
deferral requests require approval by NSF.

TIP: For an explanation of medical deferrals and rules regarding deferring,
please refer to the Fellows Information Booklet.

To Request a Medical Deferral:
1. Select the Accept/Decline Award link from the Fellowship Task List.
2. Select the ‘| accept the fellowship award offered me' radio button.

By AcceeT vour awarD

Rgunrad Faild

PMease Indicate One:
¥ [ acoeptthe fellomship award offered me
" I decline the fellowshap award offersd me

Continue J Cancel I

Figure 26: Accept Your Award Screen

3. Click the Continue button.

The Verify Institution and Field of Study screen appears and displays the ingtitution and
field of study you are currently affiliated with.

B AccERT YOUR AWARD
VERIFY INSTITUTION AND FIELD OF
STLOY

Please werily that pour institetion and field of study mfasmation aee
carrect

[nstrtutian; Sksmtond Unresrsty
Finld of s%udy: Comguter Engiresnng

In the institution amd fieid of stedy livted ahawe correct?

=
L

Cantimur I Canzel

Figure 27: Verify Institution and Field of Study Screen
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4. SdecttheYesradio buttonto indicatethat the indtitution and field of study listed are correct.

5. Click the Continue button.

6. The Enter Tenure Plans screen appears and displays your options for your first year
of tenure.

7. S

ect the Medical Deferral radio button.

# ENTER TEMURE PLAMNE

Aegoared Skl

My Flan far the MSF fellomship during academic yesr 2004-7005;
1™ Beggin tenure in the Sumimar Term
™ Begin terure i e Fall Term
™ Raserve the frst year (IF yes, paase brisfly describe your plans For the vesr as wall 82 your
perTT T ] A0 N rasdiate ST
= Mudicsl Defurral (IF pas, plosss szplaind
T £ T A

Beasgn for lﬂunﬂ: [Reserve or Deferrsl);

- |
csnce

* Mpde; If you chopse #o start in the sumener tarm, shpend payments through your chosen nsbbution
may be delaved. Cansuk vour Pnformeton for Graausts Segearch feNome booklst far gudsines
goveming kenure reductions, reserving the first and requesting the one-time $1,000 Inbermational
Research Tramsl,

Figure 28: Medical Deferral Radio Button

8. Enter the reason for the request.
9. Click the Continue button.

The Certify Your Award screen appears and displays the ingtitution, field of study, and
tenure plans you have selected.

& sccepy roUR AwaARD

ﬁ WERIFY INETITUTION AKND FIELD (F BTUDY

B CERTIFY YOUR AWARD

[CeEr——

Temgrs Flpas For 2004-200%
Institetion) Stanford Unieersity  Edeg
raabd of study:Campubar Engineaning Gt
Tesges FlaasiBegin i Fall Termn pae

1 undarstared and agres that tha fellapship i made wbjact to the pravisiam
St Foarth I this bice kst @riithsd Dfrmaion for Srahets Rsssmno S ng
Land af any amardsmants tharetc], vhch w avalsbl oniire &

it e v s oo iefp ured e Pukilcationis™ ared sdhiioh [ haee resd

Laatinue I Cancel I

Figure 29: Certify Your Award Screen
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10. Click the Continue button.

The Print Certification Page screen is displayed.

£ scoerT youm swerD

ﬂ WERIFY INSTITUTION AND FIELD OF STUDY

w ENTER TEMURE FLAMNS

€ CERTIFY ¥OLR AWARD

# FRINT CERTIFICATION PAGE

Plmawe complete, sign and mail the fallowing certifica
Agerdl B, Db to the sddeess belom, Your amard |tum nIII remaln
pending until the certification page has been received.

Graduats REses Tr¢|-5 P‘\Cl Ll
Mabznal Scwmca ® s

A201 Welsan Baulewand, B \Tl-‘?-"l
Afmgizn, VA 22230

Lo i LS L) S PRl L [
Enlived Bome Eaod

Figure 30: Print Certification Page Screen

11. Select the View/Print Certification Page link.

The certification page Adobe PDF document is displayed in a new window. You may print
the page using the PDF print icon.

After completing the award acceptance, your Tenure Status will appear as Pending
Certification until your signed certification has been received and processed by NSF. Once
your certification has been processed, your fellow status will be changed to Active and your
tenure status will be changed to Pending NSF Approval until NSF has approved your
medical deferral request. Once your request has been approved, your tenure status will be
changed to On Medical Deferral.

3.1.4 Going on Military Deferral

In certain circumstances it may be necessary for you to defer your GRFP fellowship due to an
obligation of military duty or deployment. You may request a military deferral while accepting
your award. Military deferral requests require approval by NSF.

TIP: For an explanation of military deferrals and rules regarding deferring,
please refer to the Fellows Information Booklet.

To Request a Military Deferral:
1. Select the Accept/Decline Award link from the Fellowship Task List.
2. Select the ‘I accept the fellowship award offered me' radio button.

3. Click the Continue button.

NSF E-Business Team
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Accept Award

€Y AccerT vour AwARD

Raqirred Faild

Mease Indicate One:
¥ [ scoeptthe Fellomshio award offered me
= I decline the fellowshap award offersd me

Continue I Cancel I

Figure 31: Accept Your Award Screen

The Verify Ingtitution/Field of Study screen appears and displays the institution and field
of study you are currently affiliated with.

4. Select the Yes radio button to indicate that the institution and field of study listed are
correct.

5. Click the Continue button.

£ ACCEPT YOUR AWARD

’ WERIFY INSTITUTION AMD FIELD OF

STLDY

Plesse werily that pour institetion snd fleld of study sdasmation s#e
carrect

Instituton; Stantond Unieersty
Fiaid =F w=udy: Comguise Engirasnng

Ex the instifution amd field of stedy listed ahowe correct?

&
™ ha

Camtimun Canzul

Figure 32: Verify Your Institution and Field of Study Screen

The Enter Tenure Plans screen appears and displays your options for your first year of
tenure.

6. Selectthe Military Deferral radio button.
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£ =oes TENURE PLANE

Bag i Gadd

My Plan for the M8F feliomship during acedemic year 2004-7005:

™ Begin tenure in the Summer Teem

T Begin tenure in e Fall Tamn

T Reseree the et pear CIF ves, phoass Brefly desorbe poar plans for the oo o5 well 45 youw
plwn o angege in gradusis vy susssgquants]

T Pagdicsl 0

- iaim)
= piktary Cafars [H yes, sluass u:

plEn

feasen for Aequest [Ressree ar Beferralll

=
[oommme ] _cancet |

* Matw: IF pou chooms i atart i= the summar tarm, stpend pepmash brough saur chanm nrshrsos
ey B dedapead, Corgul poar Sferoatan for Gradiste Beseaanh felpwr boakler far quidelines
gEvammng rire raduciora, resereng tha feet snd requartng the cos-tme £1,000 [risrratoesl
Researh Traval

Figure 33: Military Deferral Radio Button
7. Enter the reason for the request.

8. Click the Continue button.

The Certify Your Award screen appears and displays the ingtitution, field of study, and
tenure plans you have selected.

€ sccert TouR AwazD

,ﬁ‘ VERIFY INBTITUTION AND FIELD OF BTUADY

€ enteR TEMRE PLANS

B CERTIFY YOUR AWARD

Raqured Sl

Temwrs Flaas For 2004-2005

Enstitetion) Stenford Unkeersity  Ede
rinld of study:Computar Ergneanng  Eiis

Wemars Flaas Begin n Fall Term gty

1 undarstard and agres that the fellarship is mads mbjact to the pravisians
ort forth e the bipa M & nbiids d Deformation fSor Sradeds feesanoh S ey
(and af any arard smants thareis], vhich o avalshla onira &

it reane st oo ortp under "Fulibnations™ ard which [ heve read

Caatinue I Cancel I

Figure 34: Certify Your Award Screen
9. Click the Continue button.

The Print Certification Page screen is displayed.
10. Select the Print Certification Page link.
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Fleass complete, sign and mail the follawing certification page by
M-rl B, 20D to the address belom, Your amard status mill Femain
pending until the cerification page has been received.

Armgizn, V& EI!!

T

Figure 35: Print Certification Page Screen

The certification page Adobe PDF document is displayed in a new window. You may print
the page using the PDF print icon.

After completing the award acceptance, your Tenure Status will appear as Pending
Certification until your signed certification has been received and processed by NSF. Once
your certification has been processed, your fellow status will be changed to Active and your
tenure status will be changed to Pending NS- Approval until NSF has approved your
military deferral request. Once your request has been approved, your tenure status will be
changed to On Military Deferral.

3.2 Declining an Award

In order to decline your award, you must complete the first step of the Accept/Decline Award
task.

To Decline Y our Award:
1.  Select the Accept/Decline Award link from the Fellowship Task List.
2. Select the‘l decline the fellowship award offered me' radio button.

€Y sccerT vour AwaRD

Rcpiiirad Frahd

Flease Indicate (ne;

= 1 aceepd the fellowsbep award offeread me
o 1 dechrs the fellovweship awsrd offared me

Continwe Cancel |

Figure 36: Decline Your Award Radio Button
3. Click the Continue button.

The Decline Award Confirmation and Decline Reasons page is displayed.
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4.  Select the reason(s) for declining the award from the decline reasons list.

. ACCERT ¥ MR &WARD

Are FoU Suee Wt bo decline the amard ¥
chck Cancal ta return &2 prasicus scraen,

Blease indicsie the reasanis) fae declining the amard)
Hedd down tha Tt kwy b2 safsc: multipls ervirias

Dreowied io Atend Lmw Schoo

Do io Adend Medical et ord DPhD progeam
Dreowied io'Work

(e Herr Falgsshop

Ofered HOSEG Fellowssip

e Chher Fedlowship (Plesse nierd

e Whitnker Fung Fslgrwship

ey [Flonse anier

Dithar:

=
=

Avrard Canczel |

Figure 37: Decline Reasons Screen

5. Click the Decline Award button.

A confirmation screen is displayed indicating you have successfully declined your award.
Y our fellow status will remain Awarded and your tenure status is changed to Declined.

NSF E-Business Team
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4 DECLARING TENURE PLANS

Each year, you must declare your tenure plans for the next academic year. You will receive an
email each January, indicating that you may declare your tenure plans for the next year. Once
this notification has been received, you may access the GRFP application to declare your tenure
plans. The Declare Tenure Plans link will be available in your Fellowship Task List until you
have taken action to declare your plans or until the deadline for tenure plans declaration has
passed. Once you have declared your tenure plans for the next year, a new tenure record will be
reflected in your Tenure Details area.

The process for declaring your tenure plans is a three step process. The application will guide
you through each step you need to complete in order to declare your tenure plans. A Progress
indicator is located on the right hand side of the page, indicating which steps you have completed

and which steps are remaining.

WARNING: You must complete all steps in the process before your tenure plans
information is saved. If you exit the Declare Tenure Plans module before
you have completed and submitted your plans, you will need to reenter
the data you previously entered.

Manage My Fellowship | Home »

a VERIFY INSTITUTION AND FIELD OF STUDY

Figure 38: Declare Tenure Plans Progress Indicator

To Declare Your Tenure Plans:
1. Select the Declare Tenure Planslink from the Fellowship Task List.
2. Sdectthe Yesradio button to indicate that the ingtitution and field of study listed are correct.

VERIFY INSTITUTION AND FIELD OF
STUDY

Please verify that your institution and field of study information are
correch

Insttution : Starford Univarsity
Figld of study ! Computer Engineering

Iz the institution and field of study listed abowe correct for next
year?

(=]

Continue | Cancel |

Figure 39:Verify Institution and Field of Study Screen
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TIP: To request a change to your institution or field of study, please refer to
Sections 4.1and 4.2 of this guide.

3. Click the Continue button.

The Enter Tenure Plans screen appears and displays your options for your next tenure year.

wassra 1y termiradian in the bas bedaw)

Figure 40: Enter Tenure Plans Screen

TIP: For an explanation of the various tenure options and rules regarding
each, please refer to the Fellows Information Booklet.

4. Select your tenure for the next year.
If you are currently On Tenure, you may select to:
a Continue on Tenure
b. Reservethe Next Year (if less than 24 months of reserve used)
c. Forfeit the Next Year (if more than 24 months of reserve used)
d. Medica Deferral
e. Military Deferral

f. Terminate Your Fellowship

TIP: To request a medical or military deferral or to terminate your fellowship,
please refer to Section 4.3, 4.4, and 4.5 of this guide.

If you are currently On Reserve or On Deferral, you may select to:
a. Begin Tenurein the Summer

b. Begin Tenurein the Fall

NSF E-Business Team
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c. Reservethe Next Year (if lessthan 24 months of reserve used)
d. Forfeit the Next Year (if more than 24 months of reserve used)
e. Medical Deferral

f. Military Deferral

g. Terminate Y our Fellowship

5. Click the Continue button.

The Review and Submit screen appears and displays the data you have entered for your
institution, field of study, and tenure for the next year.

m WERIFY INETITUTION AND FIELD DF STUDY

E EATEH TEMLIEE PLANS

B rEVIEW ArD SUBMIT

Tenire Plans Fas D s

Ik iMutseaestanfard Univarsity Lt
Fisld of sbedy=Computer Tngirssrng G4l

Tanure PlanscContnua On Tamura  [ds

[urderstand ard sgrae thak the falsaship s made subjet ko the provkions
sk farth in the backlet entitled fnécrcation for Graduste Baveerch fakiaen
[and of any smendamenes theretos, which is svalable anding at

bt ren raf g oeqrfn undar “Publicatiara” nd which 1 hava resd.

Submit Cancal

Figure 41: Review and Submit Tenure Plans Screen

If You Wish to Change any of the Selections:
1. Click the Edit link next to the selection you wish to change.

The screen for the ingtitution, field of study, or tenure plans you have selected to
changeis displayed.

2. Enter the change you wish to make.

3. Click the Continue buttons until the Review and Submit screen is displayed.

6. Click the Submit button.

A confirmation screen is displayed indicating you have successfully submitted your tenure
plans. You may select the GRFP Home Page link to return to your home page and task list.
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4.1 Changing Your Institution

The institution you are affiliated with when you access the Declare Tenure Planes module is
based on your current academic year ingtitution. You may request a change to this institution
while declaring your tenure plans for the next year. Changes to your institution require approval
by your Coordinating Official and NSF.

To Request a Change to Your Institution:
1. Select the Declare Tenure Plans link from the Fellowship Task List.

The Verify Institution/Field of Study screen appears and displays the ingtitution and field
of study you are currently affiliated with.

2. Select to the No radio button to indicate that the institution listed is not correct.

YERIFY INSTITUTION AND FIELD OF
HTUDY

Please verify that your institution and field of study information are
correct;

Institution: Stanford Urivsrsiky
Fiald of study: Computar Enginasring

Is the institutien and tield of study listed above correct Tor next
yeard

Figure 42: Verify Institution and Field of Study ‘No’ Radio Button
3. Click the Continue button.

[ continue | canced ]

The current ingtitution and field of study are displayed with the ability to edit each.

Floase make approprojate changes to your institution and field of shedy:

Iretituiont  [Sianlosd Unesassing Fizad Inicutur: | E:dawt Inctin

Fiald of wudp: | Comprer Enginesnsy 3
Eesson Fer change:
- |
=
Continus Cancel

Figure 43: Change Institution Screen

4, Select the Find Institution link to search for your new institution.
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The Find Institution screen is displayed. This screen alows you to search a list of
institutions and select the institution you wish to transfer to.

FastfEERE] craduste Resaarch Fallowship Program

WELF Hame | Hares

ik W |

)C' #oarch fer axivting Instiubicons:

Erfar Saarch Tritene

Féa marve: Paund
Eius it i

Wohing fpund e daplay

Figure 44: Find Institution Screen

5. Enter theinstitution you wish to search for in the Enter Search Criteriafield.

TIP: You do not need to enter the full institution name in order to search for an
institution. If you cannot find the institution name you are searching for,
you may try searching using a different name for the institution or entering

only part of the name.

6. Click the Search button.

The matching results are displayed. Y ou may navigate through the search results using the
navigation bar located on the right above the results area.

A Semrch oo paisting Insbifubicns:

Erdsr Sesrch Criteriss |Linnsesing ol

771 Earmm Faund, diopleying 1 k2 13
Ingtibution
Uniesrsity of Pugst Saund
Unkeersity of Rachen
Unreersiky of Aarhug
University of Aherdaen
Unieersicy of Adelsids
Unreeraiky of Skran
Unieersiky of Airan eniral Oifios
Uniesraity of Mlshama ot Brmingham
inifeersicy of Alakiama 5t BEmangham Medical Collags uL'i Aama
Unresrity of Alsbama ot Birmangham Bassarch Foundason
University of Alabama dedsdan Cenler
Universiky of Mlabsma in Furkreils

Unreerikp of Alahama Tuscalaoes

Universicy of Masks Agricultursl Expanmns Statian

108120m

MA0EITOIN

[Frav]n,z,

Figure 45: Matching Institution Results Screen

7. Select theinstitution you wish to change to by selecting the Select link.
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The new institution is displayed in the institution field.
8. Enter areason for the change.

9. Click the Continue button.

The Enter Tenure Plans screen appears and displays your options for tenure.

B ErreR TERRIRE PLANS

the FAF teBawsbep dering acsde mec posr Z00<-2005 s

& Sanigas a6 1BRFE

" Miers o the et prar (O pos, pioaie brofly deacrdss pour plonn for e paar o el s pour
nvlﬂnlu ersjage i graduile Ml seldeqaniy)

£ Magical Qeferral (F ran, plesne o lae)

¥ Miary Cafarral {IF you, plaass aaplan]

I Tarminats My Feliossbip [IF qwi, plasas soplsin peur reagera 1oy o rabian in the hay belam)

dur Brgaest (Arserve, Feefril, Delerral oe Termmatioe

Figure 46: Enter Tenure Plans Screen

10. Select the radio button of the tenure option you wish to choose.

11. If reserving tenure or requesting a deferral, enter the reason for the request.

12. Click the Continue button.

The Review and Submit screen appears and displays the data you have entered for your

ingtitution, field of study, and tenure for the next year.

e lanLire 115

E‘ WVERIFY INETITUTION AND FIELD OF STUAY

B EnTER TERRE PLANE

[Cer——

Teaars Flaas For 2004-2005

Institwtioniln varsty of Texas of Zan Avioni  pde
riabd of study:Campubar Ergineaning  Gdit

Reases FoFThis is an eaample skoknation far 4 instiutian ar Aed of
change:study changa.  Fdg

Teages MBI ICORERE On Tenwe Bt

1 undarstard and agrea that the fellarahip i meds sbgectto the pravisane
St Torth in the bk et aniithsd Iofoamiion for Graovels Recsann oy
(and af sny amardsmants tharetc], vhich mavaisbhl oniirm &

brbpe Lo v ¥ g gt wrel e 'ﬁwlcnms'aqnﬁth [ haree resd

aheny Lg ]

Figure 47: Review and Submit Tenure Plans Screen
13. Click the Submit button.
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A confirmation screen is displayed indicating you have successfully submitted your tenure
plans. Y ou may select the GRFP Home Page link to return to your home page and task list.

After declaring your tenure plans, your Tenure Status will appear as Pending CO Approval
until your institution change request has been approved by your Coordinating Official. Once
your Coordinating Official has approved the institution change request, your request will be
forwarded to NSF for approval and your Tenure Status will be changed to Pending NSF
Approval. Once your institution change request has been approved by NSF, your tenure
status for the next tenure year will be updated to reflect your selection.

4.2 Changing Your Field of Study

The field of study you are affiliated with when you access the Declare Tenure Plans module is
based on the field of study you are associated with during the current academic year. Y ou may
request a change to this field of study while declaring your tenure plans for the next year.
Changesto your field of study require approval by your Coordinating Official and NSF.

To Request aChangeto Your Field of Study:
1. Select the Declare Tenure Plans link from the Fellowship Task List.

The Verify Institution/Field of Study screen appears and displays the ingtitution and field
of study you are currently affiliated with.

YERIFY INETITUTION AND FIELD OF
BTUDY

Please verify that your mstitution and field of study information are
correct;

Institution; Stanford Uneversity
Fild of study: Compukar ERginaaring

I the instituticn and field of study listed above correct Tor next
year?

i ey
& pa

Confinae I Cancel |

Figure 48: Verify Institution and Field of Study Screen
2. Select the No radio button to indicate that the field of study listed is not correct.

3. Click the Continue button.
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The current ingtitution and field of study are displayed with the ability to edit each.

VERIFY INATITUTION Al FIFLD OF
HTUDY

Fiesse make approprmiate changes &0 your institution snd field of sbedy:
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Figure 49: Field of Study Change Screen

4. Select your new field of study from the field of study drop down list.
5. Enter areason for the change.
6. Click the Continue button.

The Enter Tenure Plans screen appears and displays your tenure options the next year.

. FNTER TEMUIHE PLANS
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{ug Brguest (Reserve, Pecfeil, Defernal or Termmmatios
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Figure 50: Enter Tenure Plans Screen

7. Select the radio button for the tenure option you wish to choose.
8. If reserving tenure or going on deferral, enter the reason for the request.
9. Click the Continue button.

The Review and Submit screen appears and displays the data you have entered for your
ingtitution, field of study, and tenure for the next year.

10. Click the Submit button.

NSF E-Business Team



GRFP UseR GUIDE, VERSION 1.0
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Figure 51: Review and Submit Tenure Plans Screen

A confirmation screen is displayed indicating you have successfully submitted your tenure
plans. Y ou may select the GRFP Home Page link to return to your home page and task list.

After declaring your tenure plans, your Tenure Status will appear as Pending CO Approval
until your field of study change request has been approved by your Coordinating Official.
Once your Coordinating Official has approved the field of study change request, your request
will be forwarded to NSF for approva and your Tenure Status will be changed to Pending
NS~ Approval. Once your field of study change request has been approved by NSF, your
tenure status for the next tenure year will be updated to reflect your selection.

4.3 Going on Medical Deferral

In certain circumstances it may be necessary for you to defer your GRFP fellowship due to a
medical condition. You may request a medical deferral while declaring your tenure plans.
Medical deferral requests require approval by your Coordinating Official and NSF.

TIP: For an explanation of medical deferrals and rules regarding deferring,
please refer to the Fellows Information Booklet.

To Request aMedical Deferral:
1. Select the Declare Tenure Plans link from the Fellowship Task List.

The Verify Institution/Field of Study screen appears and displays the institution and field
of study you are currently affiliated with.

2. Select the Yes radio button to indicate that the ingtitution and field of study listed are
correct.

3. Click the Continue button.
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YERIFY INSTITUTION AND FIELD OF

STUDY

Aequirad Fleld

Please verify that your institution and field of study information are
correct:

Insttution : Starford University
Field of study: Computer Engineering

Iz the institution and field of study listed above correct for next
year?

Cantinue | Cancel |

Figure 52: Verify Institution and Field of Study Screen

The Enter Tenure Plans screen appears and displays your tenure options for the next year.

4, Select the Medical Deferral radio button.

B ENTER TEMURE PLANE

Py e ok thee MG Felawthin dUFng scebesss year 2004-2005 |
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oriSTE: Do enpage 0 gradugte 0 dy T

F Medioal Defaral [ wes, pease sxplany

T Milkcary CoTerval (I es, pless e plsn]

™ Terminate My Feloaship (IF pec, phoecs e plain pour reasons Tor termination in the b ke

sl

Eeasnn far Begmest {Eranrvs, Porfes, Beferral or Terminatiss

|

Figure 53: Medical Deferral Radio Button
5. Enter the reason for the request.

6. Click the Continue button.

The Review and Submit screen appears and displays the data you have entered for your
ingtitution, field of study, and tenure for the next year.
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Figure 54: Review and Submit Tenure Plans Screen

7. Click the Submit button.

A confirmation screen is displayed indicating you have successfully submitted your tenure
plans. You may select the GRFP Home Page link to return to your home page and task list.

After declaring your tenure plans, your Tenure Status will appear as Pending CO Approval
until your medical deferral request has been approved by your Coordinating Official. Once
your Coordinating Official has approved the medical deferral request, your request will be
forwarded to NSF for approval and your Tenure Status will be changed to Pending NSF
Approval. Once your medical deferral request has been approved by NSF, your tenure status
for the next tenure year will be updated to On Medical Deferral.

4.4 Going on Military Deferral

In certain circumstances it may be necessary for you to defer your GRFP fellowship due to an
obligation of military duty or deployment. You may request a military deferral while declaring
your tenure plans. Military deferral requests require approval by your Coordinating Official and
NSF.

TIP: For an explanation of military deferrals and rules regarding deferring,
please refer to the Fellows Information Booklet.

To Request a Military Deferral:
1. Select the Declare Tenure Plans link from the Fellowship Task List.

The Verify Institution/Field of Study screen appears and displays the institution and field
of study with which you are currently affiliated.

2. Select the Yes radio button to indicate that the ingtitution and field of study listed are
correct.

3. Click the Continue button.
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VERIFY INSTITUTION AND FIELD OF

STUDY

Baguired Fleid

Please verify that your institution and field of study information are
correch

Insttution : Starford Univarsity
Figld of study ! Computer Engineering

Iz the institution and field of study listed abowe correct for next
year?

Continue | Cancel |

Figure 55: Verify Institution and Field of Study Screen

The Enter Tenure Plans screen appears and displays your tenure options for the next
academic year.

4. Select the Military Deferral radio button.
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Contimse | Camcal |

Figure 56: Military Deferral Radio Button
5. Enter the reason for the request.

6. Click the Continue button.

The Review and Submit screen appears and displays the data you have entered for your
ingtitution, field of study, and tenure for the next year.
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Figure 57: Review and Submit Tenure Plans Screen
7. Click the Submit button.

A confirmation screen is displayed indicating you have successfully submitted your tenure

plans. You may select the GRFP Home Page link to return to your home page and task list.

After declaring your tenure plans, your Tenure Status will appear as Pending CO Approval

until your military deferral request has been approved by your Coordinating Official. Once
your Coordinating Official has approved the military deferral request, your request will be

forwarded to NSF for approval and your Tenure Status will be changed to Pending NSF

Approval. Once your military deferral request has been approved by NSF, your tenure status

for the next tenure year will be updated to On Military Deferral.

4.5 Terminating Your Fellowship

If you would like to discontinue your fellowship prior to using your three years of tenure, you

may choose to terminate your fellowship. You may request to terminate your fellowship while

declaring your tenure plans for the next year. Termination requests require approva by your
Coordinating Official and NSF.

TIP:

For an explanation of terminating your fellowship, please refer to the
Fellows Information Booklet.

To Terminate Y our Fellowship:

1. Select the Declare Tenure Plans link from the Fellowship Task List.

The Verify Ingtitution/Field of Study screen appears and displays the institution and field
of study with which you are currently affiliated.

2. Select the Yes radio button to indicate that the ingtitution and field of study listed are

correct.

3. Click the Continue button.
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VERIFY INSTITUTION AND FIELD OF
STUDY

Baguirad Reld

Please verify that your institution and field of study information are
correct:

Insbtution: Starford University
Field of study: Computer Engineering

Is the institution and field of study listed above correct for next
yearry

Continues | Cancel |

Figure 58: Verify Institution and Field of Study Screen

The Enter Tenure Plans screen agppears and displays your options for your first year of tenure.

4. Select the Terminate My Fellowship radio button.
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Figure 59: Terminate My Fellowship Radio Button
5. Enter the reason for the request.

6. Click the Continue button.

The Review and Submit screen appears and displays the data you have entered for your ingtitution,
field of study, and tenure for the next year.

7. Click the Submit button.

A confirmation screen is displayed indicating you have successfully submitted your tenure plans.
Y ou may sdlect the GRFP Home Page link to return to your home page and task list.

After declaring your tenure plans, your Tenure Status will appear as Pending CO Approval until
your termination request has been approved by your Coordinating Officiad. Once your Coordinating
Officia has approved the termination request, your request will be forwarded to NSF for approva
and your Tenure Status will be changed to Pending NS- Approval. Once your termination request
has been approved by NSF, your tenure status will be updated to Terminated.
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5 REQUESTING A TENURE CHANGE

In some circumstances, it may be necessary to request a change to your tenure during the
academic year. Tenure changes include changes to your tenure status, institution, or field of
study. You may also use the Request Tenure Change feature to request a change to your tenure
for the next academic year. The ability to request changes to your tenure for the next academic
year is available once you have declared your tenure plans. All tenure change requests require
approval by your Coordinating Official and NSF.

5.1 Changing Your Institution
To Request a Change of Ingtitution:

1. Select the View Tenure Details link from your Fellow Data area.

Fellow Status: Active
Tenure Status: On Tenure

Institution: Stanford
University

Field of Study: Computer
Engineering

Wiew Tenure Details

Figure 60: View Tenure Details Link

All of your tenure records for your fellowship are displayed. A Request Change link is
available next to each tenure record that you have the ability to change. Y ou may not request
achangeto atenure year that has ended.

2 items found, displaying 1 to 2 1

rr'nllrr-[ Lt 3  Fipld of Tenure  Effective il 1 4 H1L:|::Ed COE Used Iur::'j'l Action

1] sManth
2003 Jpper N COmpuber on 09012003 September August $27500.00 £10800.00 $0.00 Bsguest
lnwa Enginesring Tanure 0
Uunwersiby
2004 Upper H Computar on  09/D1/2004 September August $27500.00 $10500.00 $0.00 Esquest
lowa Enginearing Tanure hanos
Uiniwersity

Figure 61: Tenure Details Screen

2. Select the Request Change link next to the tenure record for which you wish to request a
change.

The Request Tenure Change screen is displayed.
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Tanure Year: 003
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and WSF

Figure 62: Request Tenure Change Screen

3. Select the Find Institution link to search for your new institution.

4. Enter the institution you wish to search for in the Enter Search Criteriafield.

TIP: You do not need to enter the full institution name in order to search for an
institution. If you cannot find the institution name you are searching for,
you may try searching using a different name for the institution or entering
only part of the name.

5. Click the Search button.

The matching results are displayed. Y ou may navigate through the search results using the
navigation bar located on the right above the results area.

A Semrch oo paisting Insbifubicns:

Enber Eawrch ey |Linnessrsdy ol Search
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University of Sachan
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Inreeriky of Bherdaen
Universicy of Adelside

Unreeraiky of Skran

Unieersiky of Airan eniral Oifios

Univarity of Alsbsma at Birmingham

University of Alabama Jt Brmangham Medical Collage ul“ia:a' a CIEUE LR
University of Alsbsmas st Birmanghsm Bessanch FosndaSon EIDO004 987
Unieersity of Alabama 3edsdan Center p10ESE0 00
Universicy of Mlsbamas in Hunbreils PO30E5M000
Unreerikty of Alahama Tuicalaok 108120m
Unieersity of Maikos Agriculturgl Edpsnimesns Sagtian AnEATOIN

Figure 63: Matching Institutions Results Displayed
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6. Select theinstitution you wish to change to by selecting the Select link.

The Reguest Tenure Change screen is displayed and the institution you selected is displayed
in the New I nstitution field.

7. Enter the effective date of the institution change using the calendar icon. A calendar is
displayed in a separate window and allows you to select a date.

| JEnuary I”L'Ul.l-i

ar-=| = | Topay | = :3|

Pleass onfy oick the day an the calendar
orce
Sui Mon Tes Wed Thu Fri San

12 [ 13| 14 [ 15|16 |97
18 |18 |0 X | 22| M

Figure 64: Calendar Window

TIP: The Effective Date should be entered as the date you would like to
officially change your fellowship from one institution to another. Up
through the effective date, you will continue to receive stipend payments
from your current institution. After the effective date, your stipend
payments will be made through the new institution.

8. Enter the reason for the change.
9. Click the Submit button.

A confirmation screen is displayed indicating you have successfully submitted the change
request. You may select the GRFP Home Page link to return to the home page and your task
list. Your Tenure Status for the tenure record for which you request the change, will reflect a
status of Pending CO Approval until your Coordinating Official has approved the request.
Once your CO has approved the request, your tenure status will be updated to reflect a status
of Pending NSF Approval. Once NSF has approved the request, your tenure status will return
to the previous status it was before the request was submitted. A new tenure record will also
be added for the tenure year to reflect the change in your institution.

5.2 Changing Your Field of Study
To Request a Change to your Field of Study:

1. Select the View Tenure Detailslink from your Fellow Data area.

Fellow Status: Active
Tenure Status: On Tenure
Institution: Stanford
University

Field of Study: Computer
Engineering

Wiew Tenure Details

Figure 65: View Tenure Details Link
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All of your tenure records for your fellowship are displayed. A Request Change link is
available next to each tenure record that you have the ability to change. Y ou may not regquest
achange to atenure year that has ended.

2. Select the Request Change link next to the tenure record for which you wish to request a
change.

2 items found, displaying 1 to 2 1

Temure Tenure

Tpnure Imstituti Abroad? Fipld of Tenure  Efferctive 'H:T::ﬂd COE Used 1Llr::EI Action

[Tl santh
2003 Jpper H CompLter an 09,/01,/2D03 September August $27500.00 $10500.00 $0.00 Esgquest
lowa Enginesning Tanure Chanops
University
2004 Upper H Compuber on 09/01/2004 September August $27500.00 $£10500.00 $0.00 Esguest
lowa Engineering Tanure Changs
L ersity
Back

Figure 66: Request Change Link
The Request Tenure Change screen is displayed.

3. Select the new field of study from the New Field of Study drop-down list.

Tenurs Tear: 2004
Wesa [nstigtion red [ngthogtion | Maggt [ngtsatior
Paars Finld af Study: [ -
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Effextive [ute
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*Hatn: Al ragueats far barure charges requine rasiss end appraval by pour cacrdinating afficsl snd NSF.

Figure 67: New Field of Study Drop-Down List

4. Enter the effective date of the field of study change using the calendar icon. A caendar
isdisplayed in a separate window and allows you to select a date.
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Figure 68: Calendar Window

5. Enter the reason for the change.
6. Click the Submit button.

A confirmation screen is displayed indicating you have successfully submitted the change
request. You may select the GRFP Home Page link to return to the home page and your task
list. Your Tenure Status for the tenure record for which you request the change, will reflect a
status of Pending CO Approval until your Coordinating Official has approved the request.
Once your CO has approved the request, your tenure status will be updated to reflect a status
of Pending NSF Approval. Once NSF has approved the request, your tenure status will return
to the previous status it was before the request was submitted and the tenure record will be
updated to reflect the new field of study.

5.3 Changing Your Tenure Status
To Request a Change to your Tenure Status.

1. Select the View Tenure Detailslink from your Fellow Data area.

Fellow Status: Active
Tenure Status: On Tenure
Institution: Stanford
University

Field of Study: Computer
Engineering

Wiew Tenure Details

Figure 69: View Tenure Details Link

All of your tenure records for your fellowship are displayed. A Request Change link is
available next to each tenure record that you have the ability to change. Y ou may not request
achange to atenure year that has ended.

2. Select the Request Change link next to the tenure record that you wish to change.
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Figure 70: Request Change Link

The Reguest Tenure Change screen is displayed. The tenure statuses that you may request a
change to are displayed in the New Tenure Status drop-down box.

TIP: For an explanation of the various tenure options and rules regarding

each, please refer to the Fellows Information Booklet.

3. Select the new tenure status from the New Tenure Status drop-down list.

Tenure Yesr: 2004

Mew Instibution;
M Flald of Study:

o
Maw Tanurs Sabus: "'l

Effsbctvi Diarlis :

Terrm maha o
Reason for Changes: |On Milimne Datemal 2]
On Faganse

In bMedical Diedamsl

Cancel

*Habe: 4l requests for tenure changes require review and approval by your coordinating offcial and NSF.

Figure 71: New Tenure Status Drop-Down List

4. Enter the effective date of the tenure status change using the calendar icon. A calendar is
displayed in a separate window and allows you to select a date.
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Figure 72: Calendar Window

5. Enter the reason for the change.
6. Click the Submit button.

A confirmation screen is displayed indicating you have successfully submitted the change
request. You may select the GRFP Home Page link to return to the home page and your task
list. Your Tenure Status for the tenure record you request the change for, will reflect a status
of Pending CO Approval until your Coordinating Official has approved the request. Once
your CO has approved the request, your tenure status will be updated to reflect a status of
Pending NSF Approval. Once NSF has approved the request, you tenure status will be
updated to reflect the new status you have requested.
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6 REQUESTING A TRAVEL ALLOWANCE

As part of your fellowship, you are eligible for a one-time travel allowance. You may request
this travel alowance once you have used part of your tenure. Once you have selected to go on
tenure, a Request Travel Allowance link will be available in your Fellow Data area. Travel
allowance requests require approval by your Coordinating Official and NSF.

Once you have used your travel allowance, this link will no longer be available. The Request
Travel Allowance link will also be unavailable if you have a pending tenure request (tenure status
of Pending Certification, Pending CO Approval, or Pending NSF Approval).

TIP: For an explanation of using your travel allowance and rules regarding the
travel allowance, please refer to the Fellow Information Booklet.

To Request a Travel Allowance:
1. Select the Request Travel Allowance link.

Year Awarded: 2004

Tenure Months Used: 12
Reserve Months Used: O
Travel Allowance Used: $0.00
Coordination Official: Co cco

CO Email: cco@nsf, gov
Eequest Travel Allowance

Figure 73: Request Travel Allowance Link

The Request Travel Allowance screen is displayed. All required fields for the form are
marked with an asterisk.

NOTE: The travel must be international to be approved.
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Departure Information: Destination Information:
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JS:
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|
E

Suhmit | Lancel I

Figure 74: Request Travel Allowance Screen

2. Enter the return and departure dates by selecting the calendar icon. A calendar is
displayed in a separate window and allows you to select a date.
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Figure 75: Calendar Window

NOTE: Your return date must be at least 90 days after your departure date.

3. Enter the departure and return information and a description of your travel plans.

NOTE: The departure information should indicate the location you will be
departing from. The return information should indicate the location you
will be returning from at the conclusion of your travel.

4. Click the Submit button.

A confirmation screen is displayed indicating you have successfully submitted your travel
alowance request. You may select the GRFP Home Page link to return to your home page
and task list.

After submitting your travel alowance request, your Travel Request status will appear as
Pending until your request has been approved by your Coordinating Official and NSF. Once
your travel request has been approved, the Travel Request status will disappear and your
Travel Used will indicate the amount of travel allowance you have been issued.
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7 SUBMITTING ACTIVITIES REPORTS

Each year that you are on active tenure, you are required to submit an activities report. Y ou will
receive an email each April, indicating that you may submit your activities report for the year.
Once this notification has been received, you may access the GRFP application to submit the
report. The Submit Activities Report link will be available in your Fellowship Task List until
you have submitted your report for the year or until the deadline for activity report submission
has passed.

The Activity Report is an eight or nine step process depending on your tenure year. Fellowsin
their first year or final year of tenure are required to complete the additional steps. The
application will guide you through each step you need to complete in order to submit your
activities report. A Progress indicator is located on the right hand side of the page, indicating
which steps you have completed and which steps are remaining. As you complete the steps, you
have the ability to navigate within the different sections you have completed. Y ou may do this by
clicking on the title header of each section.

& inropucTion

Figure 76: Activities Report Progress Indicator

TIP: For more information on the first year and final year reports, please see
Section 7.1 and 7.2 of this guide.

To Submit an Activities Report:
1. Select the Submit Activities Report link from you Fellowship Task List.

The Instructions for Preparing Your Activities Report screen is displayed. This screen
details how to successfully complete and submit your activities report.

Amquirsd Fis

Tou are required to submit an activites report once a year duning your Fellomship

The steps for completing the report are listed as the tle of sach step, The requirsd fislds are mdicsted mith an astensk

=3,

Tou mill be stepped through esch sechon of the report. Onoe pou have completed & step, you may go back and make
charges using the navigstion links in the ttls of esch step.

Tou may save your report &8 you go &nd return at & lsker time b complets &, Click "Save and Cortinua™ to s&ve your
dats and advanos to the st step. Any work saved will be available shan pou Feturm.

Once yvou have completed all steps, vou mast cick “Submit™ loceted in the bast step of the repaort.

Contimuse I

Figure 77: Instructions for Preparing Your Activities Report Screen

2. Click the Continue button.
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The Summarize Activities screen is displayed. You are required to enter a summary of your
activities each year.

) sUMMARIZE ACTIVITIES

Baguired Fekd

Pleasa summarize your activitias within the last year. Please write for the non-
technical reader and for possible use in publicizing the Graduate Research
Fellowship Program:

{Must be lass than 14384 charactars.)

Mlrase enter your institution department :

Save and Continuwe

Figure 78: Summarize Activities Screen

3. Enter your activities summary.
4. Click the Save and Continue button.

The List Achievements screen is displayed.

€ visT AcHIEVEMENTS

Reguired Mekd

Flease list the significant reseasrch results, teaching or research appointments, publications
or papers presented at professionasl meetings, and any work done towards & patent,
mvention or discovery:

#dd Achievement ]

Mo mms found, 1
W!" Achewynmant Uavsription 'ﬂ"i-“mm broad? Edit Lrulute

mothineg found to display

Save and Continee |

Figure 79: List Achievements Screen

5. Enter your achievements for the year.
To Add an Achievement:
a.  Click the Add Achievement button.

b. Enter the achievement type and description. If the achievement is foreign, select
the Achievement Abroad checkbox.

c. Click the Save button.
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B LIST ACHIEVEMENTS

Faguwred Fakl

ld‘inunmnrl"ﬂln:l d Achisvement Abroad?

Description: (Must ba lgss than 16384 characters. )

|

Sawe Cancel

Figure 80: Add New Achievement Screen

The new achievement is displayed on the List Achievements page.
To Edit an Achievement:

a. Select the Edit link next to the achievement you wish to update.

B usT AcHIEVEMENTS

Regeired Pl

Please list the significant research results, tesching or research appointments, public stions
or papers presesnted at professional meetings, and any mork done towards 8 patent,
anvention or discowery;

Add Achievement |

1 ik Found, i
mhﬁ,m Achirvement [nesorion BISSHGIEL Eip Delete
discovery  This is an sxample acheevement desoription N Deletn

Save and Continue I

Figure 81: Edit Achievement Link

The achievement is displayed with the ability to make changes to the information you
previousy entered.

b. Enter the changes you wish to make.

c. Click the Save button.

The updated achievement is displayed on the List Achievements page.
To Delete an Achievement:

a.  Select the Delete link next to the achievement you wish to remove.

The achievement is removed from your achievementslist.

6. Click the Save and Continue button.
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The Enter Career Plans pageis displayed.

B evter career pLANS

Repuirad Ml

Please list your career plans once your studies are completed;

Add Career Plan

Mo #ams found. 1
L Lareir Man Descrption it Dl

Wothing found to display

Save and Continee

Figure 82: Enter Career Plans Screen

7. Enter your career plans.
To Add a Career Plan:
a Click the Add Career Plan button.
b. Enter the career plan and description.

c. Click the Save button.

) ENTER CAREER PLANS

Carcer Plon:  |EEEETETSN -

Description:

E Cancel

Figure 83: Add New Career Plan Screen

The new career plan is displayed on the Enter Career Plans page.

TIP: Once you have added a career plan, that career plan type is no longer
available in the career plans drop-down list.

To Edit a Career Plan:
a. Select the Edit link next to the career plan you wish to update.

The career plan is displayed with the ability to make changes to the information you
previousy entered.

b. Enter the changes you wish to make.
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c. Click the Save button.
The updated career plan is displayed on the Enter Career Plans page.
To Deletea Career Plan:

a. Select the Delete link next to the career plan you wish to remove.

n EMNTER CAREER PFLANE

Revgoired g

Please list pour career plans ance your studies are completed;

Add Career Plan

1 item fourd. 1
Lo Larees Plars Bescription Edfit Daleta
ressarcher This is an exampls carser plan description Edit @

Save and Cantinue ]

Figure 84: Delete Career Plan Link
The career plan is removed from your career planslist.

8. Click the Save and Continue button.
The Enter Fellowship Feedback screen is displayed.

D) EnTER FELLOWSHIP FEEDRACK

Baguirag Fiaid

Haw would you rate the Graduats Fellowship Administration by the MSF program office:
i~ Excesded My Expectabons
™ Mek My Expectabions
™ Did Mot Meet My Expectations

Was the Cardinating DMicial at your affiliated nstitution readily availabls shensver
asslstance mas required:

T Yoz
& M
How would you rate the Graduste Fellowship Administration by yowr institution and

conrdinating official:
 Exceeded My Erpectabons

 Mek My Expectabcns
T Did Mot Mest My Expectation

Other Comments:

Save and Continue

Figure 85: Enter Fellowship Feedback Screen

9. Enter responses to each of the feedback questions by selecting the radio buttons for the
answer you wish to select.
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10. Click the Save and Continue button.
The Enter Stipend Information screen is displayed.

) evrer sTIPEND INFORMATION

I yous received stipend supplementation, please guis s 0 ¥ supph Lation )
and source, including teaching and research assistantships:

Add Stipend Swpplememnt I

e darms Found, i
Fligapred Supplanepnl Ay | Edit [ ]
Hotherg found to display

What was your schedule af stipemnd payment?
-
Were stipend payments made promptly and according to 8 reasomable schedule?

= Yes
T Wo

| Save and Continuse I

Figure 86: Enter Stipend Information Screen

11. Enter your stipend supplements.
To Add a Stipend Supplement:
a. Click the Add Stipend Supplement button.

, ENTER STIPEND INFORMATION

Revgoired Fasg

Stipend Supplement: | :J
l—
Save Cancel

Figure 87: Add Stipend Supplement Screen
b. Enter the type of supplement and the amount.

c. Click the Save button.
The new supplement is displayed on the Enter Stipend Information page.
To Edit a Stipend Supplement:

a. Select the Edit link next to the supplement you wish to update.
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’ ENTER STIPEND INFORMATION

L .- .'.-.. ..
I you Feceived stipend vatiom, please guie ts thi il tatinn)
and source, Including t:athirbn and research assistantships:

Add Stipend Supplement |

1 itemn found. 1

stipend Supplenvent Arnouant T Delets
Falows®in, scholarship 100000 @ Dalets

What was your schedule of stipend payment?
]‘
wWere stipend payments made promptly and according to & reasonable schedule?

& Yas
&  No

Save and Contimue |

Figure 88: Edit Stipend Supplement Link

The supplement is displayed with the ability to make changes to the information you
previousy entered.

b. Enter the changes you wish to make.
c. Click the Save button.
The updated supplement is displayed on the Enter Stipend Information page.
To Delete a Stipend Supplement:
a. Select the Delete link next to the supplement you wish to remove.
The supplement is removed from your supplements list.
12. Enter the schedule of your payments information.
13. Click the Save and Continue button.

The Enter Stipend Feedback screen is displayed.

) enver sTIPEND FEEDBACK

Paguired Fiakd

Inthe United Stabes, the Foundation provides your affiliated institution with a $10,500 cost-
of-educ stion allowance for 9- or | Z-months tenure in ligo of sl reguired tuition snd fees.
How much would it cost if you had to pay the normal charges yourse|§?

Howm does your Fellowship stipend compare to stipends received by regular teaching or
research assistants ok your instritotion?
Graater Than Others

i Egual by Others
& Lews Than Others

Howm misch "service™ time is reguired For theses assistantships?
 More than 30 ks
2131 hesfwk
© 11-20 hesfuk
© 1=10 hrasmk

Save and Cantinue

Figure 89: Enter Stipend Feedback Screen
14. Enter your responses to the stipend feedback questions.
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15. Click the Save and Continue button.

The Submit Report screen is displayed. At this time, you may submit your report or you
may save the information and submit the report at alater date.

@ suemiT REPORT

Rasguired feld

Fou have completed your activities report.
Please press the *Eubmit® button belom to send your report to KSF.

IF vaup mould like ko submit your report &t & later time, please press the "Save" buttan snd you will ba
reburned 1o the GRFF home page.

Submit Save I

Figure 90: Submit Report Screen

16. To save your report for later submission, click the Save button.

17. To submit your report to NSF, click the Submit button.

NOTE: The only required step in the Activities Report is the Summarize Activities
section. You must complete this step in order to submit your report.

Once you have submitted your report, a confirmation screen is displayed indicating you have
successfully submitted the report to NSF.  You may select the GRFP Home Page link to
return to your home page and task list. Once your report has been submitted for the year, the
Submit Activities Report link is no longer available in your task list.

7.1 Submitting a First Year Report

While completing your first year activities report, there is an additional step that will appear in
your activities report. You are considered a first year fellow if you have used 12 months or less
of tenure. After completing the Enter Fellowship Feedback screen, the Summarize Fellowship
Offers screen will be displayed.

To Complete the Summarize Fellowship Offers screen:

0 sUMMARITE FELLOWSHIP OFFERS
Sagurs

Ll

Please st any fellawships you were affered at the time you accepted the HSF Fellowship:

Add Fellowship Offer ]

Mo ke found 1
Ex i
_Lllﬁah?rhlu Fetluvysbog DG Dhes g e Bt Chelete

Hothing found to display

Save and Continue |

Figure 91: Summarize Fellowship Offers Screen

a. Enter your fellowship offers.

To Add a Fellowship Offer:

NSF E-Business Team



GRFP UseR GUIDE, VERSION 1.0

a. Click the Add Fellowship Offer button.

D sUMMARIZE FELLOWSHIP OFFERS

Fallowship OMter: =

Description: (Must ba less than 255 charactars.)

fave I Cancal

Figure 92: Add Fellowship Offer Screen

b. Enter the type of offer and the description.

c. Click the Save button.

The new fellowship offer is displayed on the Summarize Fellowship Offers page.
To Edit a Fellowship Offer:

a. Select the Edit link next to the fellowship offer you wish to update.

0 sUMMARITE FELLOWSHIP OFFERS

Aegoredg Fiaeg

Please list any Fellomships you were offered at the time you accepted the MSF Fellowship:

Add Fellowship Dffer |

1 ibem found i
e Esllosship Offar Duscription Edit  Dalate
WFSC Thiz iz an sxampls fellomship offer desonption @ Dmlate
Save and Continee I

Figure 93: Edit Fellowship Offer Link

The offer is displayed with the ability to make changes to the information you
previousy entered.

b. Enter the changes you wish to make.

c. Click the Save button.

The updated fellowship offer is displayed on the Summarize Fellowship Offers page.
To Delete a Fellowship Offer:

a. Select the Delete link next to the offer you wish to remove.

The fellowship offer is removed from your fellowship offerslist.

NSF E-Business Team



GRFP UseR GUIDE, VERSION 1.0

b. Click the Save and Continue button.

The Enter Stipend Information screen is displayed. Y ou may then complete the remaining
sections of the activities report according the directions found in Section 7 of this guide.

7.2 Submitting a Final Year Report

While completing your final year activities report, there is an additional step that will appear in
your activities report. After completing the Enter Fellowship Feedback screen, the Enter Final
Fellowship Summary screen will be displayed. You are considered to be in your final year of
tenure if you have 36 months of tenure used. You will also be asked to complete the final
fellowship summary if you have indicated you are terminating your fellowship.

EMNTER FINAL FELLOWSHIP
SLMMARY

Bmauirsd Faid
Mease prepare a one-page summary of your fellowship sctvrties for your entire
Fellowship. Plesse include activities during gour years of reservation (if any) and any
external support received, degrees attained. Please comment on low the SSF Tellowship
asclsted you in preparing for & coientific career, problems encountered, stes

=]

S and Cantinee

Figure 94: Final Fellowship Summary Screen

To Complete the Enter Final Fellowship Summary screen:
1. Enter your final fellowship summary.
2. Click the Save and Continue button.

The Enter Stipend Information screen is displayed. You may then complete the remaining
sections of the activities report according the directions found in Section 7 of this guide.
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8 USING FELLOW ABROAD FUNCTIONS

A Fellow Abroad is classified as a fellow who associated with a foreign institution for a given
academic year. You can access your Fellow Abroad status using your tenure details area. When
you are viewing your tenure details, locate the tenure record for the current academic year. If you
are aFellow Abroad, you will havea'Y’ indicator in the Abroad? column.

1 item faund 1
IEEII Instituti Field of !_t'nurll HE'I_I\E.;.W ig:ll;llrl‘ |‘|-:I||-|Ilr: |,|i||:|-.|! COE Used lur;ll.'-'ﬁ| Action
2003 Australiar Computer on 09/01/2002 Septermber August $27500.00 $10500.00 $0.00
Hatonal Enginecrin] Tenurs
Univarsity
Back
Figure 95: Abroad Indicator
TIP: For a detailed explanation of the fellow abroad criteria, process, and

rules, please refer to the Fellows Information Booklet.

Fellows Abroad do not have Coordinating Officials at their institutions so there are additional
tasks they must perform in order to manage their fellowship. These include submitting a starting
certificate, submitting an ending certificate, and submitting a payment enrollment form. The
instructions for completing each are listed in the sections below.

8.1 Submitting a Starting Certificate

A starting certificate must be submitted at the beginning of each tenure year when you are a
fellow abroad. Once the tenure year has started and you have indicated a foreign institution, the
Submit Starting Certificate link will be made available in your task list. Your starting
certificate information must be verified and approved by your scientific advisor. Once you have
submitted the starting certificate, the information you submit will be sent via email to the
scientific advisor you indicate for approval.

To Submit a Starting Certificate:
1. Select the Submit Starting Certificate link from you Fellowship Task List.

The Submit Starting Certificate screen is displayed.
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Fallow Information

Staet [ushe =
arfivigatsd End [uste ii

Bciantilic Advisor Information

First Rama I—
Last Hame I—
Emal dddewss |
oesstmen [

Submit Cancel

Figure 96: Submit Starting Certificate Screen

2. Enter your actual tenure start date and your anticipated tenure end date using the calendar
icons. A calendar is displayed in a separate window and allows you to select a date.

Jsruany = IL‘III]f=

zz| < | Tooay | = ||

Please only click the day on the calendar

1=
1 . ]
) 5 i 7 i o110

1|12 |13 [ 14 |15 )16 |17
6 | 19 |20 [ 21 |22 |23 |24
LT B O I I T

Figure 97: Calendar Window

3. Enter your scientific advisor information.

TIP: The scientific advisor information and email you enter will be used to send
your starting certificate approval. Please verify with your advisor that you
have the correct email information so your certificate can be processed.

4. Click the Submit button.

Once you have submitted your starting certificate, a confirmation screen is displayed. You
may select the Fellow Home Page link to return to your home page and task list. Your
starting certificate information will then be forwarded to your scientific advisor for approval.
The Submit Starting Certificate link will be available in your task list until your scientific
advisor approves the certificate. Y ou may use this link to resubmit the certificate with a data
change or to send the certificate to a different scientific advisor for approval. Once your
scientific advisor has approved the certificate, the link will no longer appear in your task list.

8.2 Submitting a Payment Enrollment Form

A payment enrollment must be submitted once you become a fellow abroad in order for NSF to
issue your stipend and other costs directly to you. Once you have accepted your award and
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indicated a foreign institution or declared your tenure plans for the next year and indicated a
foreign institution, the Submit Payment Enrollment link will be made available in your task list.
Once you submit the payment enrollment form, it will be forwarded to NSF for processing. After
the form has been processed, you will receive a confirmation email from NSF.

TIP: For a detailed explanation of fellow abroad direct deposit payments, please
refer to the Fellows Information Booklet.

To Submit a Payment Enrollment Form:
1. Select the Submit Payment Enrollment link from your Fellowship Task List.

The payment enrollment form is displayed. The required fields on the form are indicated
with an asterisk.

2. Enter your banking institution information in the Bank Information section.

Bank Information

Address: |

|
City: |
stabes | -
Zip: |
Postal Code: L'T
Country: | 3

Phisne Hambers |

Figure 98: Bank Information Section of Payment Enroliment Form

3. Enter your specific account information in the Bank Account Information section,
including the name on the account, the type of account (i.e. checking, savings, etc.), the
account number, and the routing number.

Bank Account Inforrmation

Account Hame: |

Account Types
Aecount Mambes
Routing Number:

Figure 99: Bank Account Information Section of the Payment Enrollment Form

4. Enter your ACH Coordinator information, if available.

5. Click the Save button.
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A confirmation screen is displayed indicating that you have successfully submitted a payment
enrollment form. You may select the Fellow Home Page link to return to your home page
and task list. Your payment enrollment information will then be forwarded to NSF for
processing. After the form has been processed, you will receive a confirmation email from
NSF. If you need to update your payment enrollment information, you may use the Update
Payment Enrollment link that is availablein your task list

8.3 Submitting an Ending Certificate

An ending certificate must be submitted at the completion of each tenure year when you are a
fellow abroad. Once you have submitted your starting certificate and it has been approved, the
Submit Ending Certificate link will be made available in your task list. Your ending certificate
information must be verified and approved by your scientific advisor. Once you have submitted
the ending certificate, the information you submit will be sent via email to your scientific advisor.

To Submit an Ending Certificate:
1. Select the Submit Ending Certificate link from you Fellowship Task List.
The Submit Ending Certificate screen is displayed.

Fallow Informalion
Actual End Date: ;I
Seiantific Advisor Inforrmation

First Rame |

Last Hame

vl Ad drgss:

Departmant:
Subamik I Cancel

Figure 100: Ending Certificate Screen

2. Enter your actual tenure end date using the calendar icons. A calendar is displayed in a
separate window and allows you to select a date.
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Jaruary = |::lI]'€

cz| < | ToDAY | = |==|

Pleasn only click the day on the calandar

Sun Mo Tee Wed Thu Fri Sat
1(2]13

1| 56| 7 |al9|m
11z |13 18 |15 6|17
IR
5 2| A i 20303

Figure 101: Calendar Window
3. Click the Submit button.

Once you have submitted your ending certificate, a confirmation screen is displayed. You
may use this link to resubmit the certificate with a data change or to send the certificate to a
different scientific advisor for approval. Once your scientific advisor has approved the
certificate, the link will no longer appear in your task list.
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9 MANAGING YOUR USER PROFILE

Your user profile includes your name, demographic information, primary contact information,
and secondary contact information. 'Y our name and primary contact information are displayed in
the Fellow Data area on the right side of your home page. Y ou may view or update your profile
a any time using the Update My Profile link found in the Fellow Data area. Changes to your
profile information do not require approval by your Coordinating Official or NSF.

When updating your profile information, you may make changes to your name, primary contact
information, or secondary contact information. The required fields in your profile are marked
with an asterisk. If you would like to change your demographic information, please contact NSF.

TIP: All correspondence related to your fellowship will be sent to your primary
contact information. Your primary email address will also be the email
address that all system-generated emails and reminders will be sent to.
Please be sure that you keep this information up-to-date.

To Update Y our Profile:

1. Select the Update My Profile link from your home page Fellow Data area.

Name: Fellow ctest40

Address: 222 Fellow Road
Unit F

City, State, Zip: Alexandria,
irginia, 22312

Phone: 5555555555
Email: ctest40@nsf.gov
Update My Profile

Figure 102: Update My Profile Link

Y our current profile information is displayed with the ability to edit each field.
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Usar Nama
First Nam#:  |Fallow M Sufiz: [ Priagoy Ak
Last Hame |r.a|~w Maiden Kame! |

Primary Contact Information  Eesd me

Street Addreas: |3:2 Fellow Road
Lot F
City: [."-IE.:HHUHH Stabi: |Vrgm-1 El Zip: [2:312

Email: [oasta0iEnst gov

Phone bumber: [S555555555 e [

Countryt | Uniad Sheles =l

Postal Code;

Becondary Contact Information

Strwat Addrass: |

city: | State EEA
Email; |
Freone Mumbes: li Ex=t.! I_
Country: | =]

Fastal Code;

Save Cancel

Figure 103: Update My Profile Screen

2. Enter the changes to your profile information.
3. Click the Save button.

Once you have submitted the changes to your profile, a confirmation screen is displayed.
You may select the GRFP Home Page link to return to your home page and task list. Any
changes to your primary contact information will be reflected in the profile area of your
fellow data
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