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Letters of Intent
Letters of Intent Introduction

A Letter of Intent provides NSF with a snapshot and concise summary of the goals of a
forthcoming proposal, in response to an NSF solicitation.

The term "program solicitation" refers to formal NSF publications that encourage the
submission of proposals in specific program areas of interest to NSF. Program solicitations
normally apply for a limited period of time.

Program solicitations vary in their requirements for a Letter of Intent (see What Is the
Letter of Intent Form?)

You can create more than one Letter of Intent for a single program solicitation. However, a
warning message displays that a Letter of Intent has already been submitted for that
solicitation.

Roles

The PI can do the following:
- Create a Letter of Intent for any available solicitation
< Submit directly to the NSF Letters of Intent for certain types of solicitations
e Forward a Letter of Intent to the SPO for those types of solicitations that require SPO
approval

The Sponsored Project Office (SPO) can do the following:
- Create a Letter of Intent for certain types of solicitations
- View all Letters of Intent created by Pls in their organization, including those the PI
directly submitted to NSF
Edit Letters of Intent forwarded by the PI
Submit a Letter of Intent
Return a Letter of Intent to a PI

To work on Letters of Intent, see one of the following for instructions:
= Create a Letter of Intent Introduction
= Work on Saved and Submitted Letters of Intent
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Create a New Letter of Intent

Create a Letter of Intent Introduction

The process of creating a Letter of Intent involves has four steps:
1. Access the Letters of Intent screen on the Create New LOI from
Solicitation tab.
See Access the Letters of Intent Screen as a Pl or Access the Letters of Intent Screen
as an SPO for instructions.

2. Find the solicitation that you want to prepare a Letter of Intent in response
to.

See Step 2 Find a Solicitation.

3. Access and complete the Letter of Intent form.

See What Is the Letter of Intent Form? and Complete the Letter of Intent Form for
instructions.

4. Process the Letter of Intent.

See one of the following for instructions:

. Save a New Letter of Intent

o Forward a New Letter of Intent to the SPO
. Submit a New Letter of Intent
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Step 1 Access the Letters of Intent Screen

Step 1 Access the Letters of Intent Screen

Access the Letters of Intent screen by role:
= As aPl
= As an SPO
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Access the Letters of Intent Screen as a Pl

1. On the FastLane Home Page screen, log in as a Pl to Proposals, Status, and Awards

(see P1/Co-PI Login). The Principal Investigator (Pl)/Co-Principal Investigator
(Co-P1) Management screen displays (Figure 1).

Principal Investigator(Pl)/Co-Principal
Investigator(Co-Pl) Management

What Do You Want To Work On?

" @ Proposal Functiong

- —_—

O Award And Reporting Functinns

© Change Pl Information

Figure 1 Principal Investigator (P1)/Co-Principal Investigator (Co-PI)
Management screen. The Proposal Functions link is circled.

2. Click Proposal Functions (Figure 1). The Principal Investigator (P1)/Co-Principal
Investigator (Co-Pl) Management Proposal Functions screen displays (Figure 2).

Principal Investigator(Pl)/Co-Principal
Investigator(Co-Pl) Management

Proposal Functions

{7 O Letters of Intent )

o o

© Proposal Preparation
© Proposal Status

©Q lisplay Heference Status

Q Hevise Submitted Proposal
Budget

Q Proposal File Update

Figure 2 Principal Investigator (Pl)/Co-Principal Investigator (Co-PlI)
Management Proposal Functions screen. The Letters of Intent link is circled.

3. Click Letters of Intent (Figure 2). The Letters of Intent screen displays on the
Create New LOI from Program Solicitation tab (Figure 3) with a listing of the
available solicitations. You have these options on this screen:

+ View all program solicitations
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e Search for solicitations
e View a program solicitation
e Complete the Letter of Intent Form
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Figure 3 Letters of Intent screen on the Create New LOI from Program
Solicitation tab.

See Step 2 Find a Solicitation.
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Access the Letters of Intent Screen as an SPO

1. On the FastLane Home Page screen, log in to Research Administration (see SPO
Login). The Research Administration screen displays (Figure 1).

Research Administration
Select a Raesearch Admdnistratizn fundon for National Science Foundation |

_ﬂttﬂmﬁ_ﬂdﬁn?_ﬂmli&lll

Letters of Intent

: Pru;mlf‘iupulumunhﬂ'-ile Updates /Withdrawals
Award Letters
Forwarded /Submitted Revised Budgets
Maotifications & Reguests
Organizational Reports
Project Reports

Authorized Organizational Representative Functions

Figure 1 Research Administration screen. The Letters of Intent link is circled.

2. Click Letters of Intent (Figure 1). The Letters of Intent screen displays on the
Edit/View LOI tab (Figure 2).
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Figure 2 Letters of Intent screen on the Edit/View LOI tab. The Create New LOI
from Program Solicitation tab is circled.

3. Click the Create New LOI from Program Solicitation tab (Figure 2). The Letters of
Intent screen displays on the Create New LOI from Program Solicitation tab
(Figure 3) with a listing of available solicitations. You have these options:
= View all program solicitations
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e Search for solicitations
e View a program solicitation
e Complete the Letter of Intent Form
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Figure 3 Letters of Intent screen on the Create New LOI from Program
Solicitation tab.

See Step 2 Find a Solicitation.



pd_letters_of intent

Step 2 Find a Solicitation
Step 2 Find a Solicitation

There are three ways to find a solicitation:
< View all solicitations
e Search for a solicitation
= View a solicitation
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View All Program Solicitations

1. Access the Letters of Intent screen on the Create New LOI from Program

Solicitation tab (Figure 1) (see Access the Letters of Intent Screen as Pl or Access the
Letters of Intent Screen as an SPO).
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Figure 1 Letters of Intent screen on the Create New LOI from Program
Solicitation tab. The View All button is circled.

2. Click the View All button (Figure 1). The Letters of Intent screen displays on the
Create New LOI from Program Solicitation tab, with all program solicitations listed

in the Available Program Solicitations section (Figure 2). You have these options:
= View a program solicitation

e Complete the Letter of Intent form
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Figure 2 Letters of Intent screen on the Create New LOI from Program
Solicitation tab. All the available solicitations are listed.

See also:

e Search for Solicitations

e View a Program Solicitation

e Step 3 Complete the Letter of Intent
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Search for Solicitations

1. Access the Letters of Intent screen on the Create New LOI from Program
Solicitation tab (Figure 1) (see Access the Letters of Intent Screen as Pl or Access the
Letters of Intent Screen as an SPO).

Letters of Intent | man OFganizatesa: fanensl Soerncs Foandatan
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Figure 1 Letters of Intent screen on the Create New LOI from Program
Solicitation tab. The Search button is circled.

2. In the Search for Program Solicitations section (Figure 1), you can search for
solicitations by any one or a combination of the following:
e Program Solicitation ID
In the Program Solicitation 1D box (Figure 1), type the Program Solicitation ID.
= Program Solicitation Title
In the Program Solicitation Title box (Figure 1), type the Program Solicitation
title.
= NSF Organization
In the NSF Organization box (Figure 1), type the name of the NSF organization.
See http://www.nsf.gov/funding/research_edu_community.jsp for a listing of NSF
organizations.
e Letter of Intent Due Date Range
In the From box (Figure 1), type the start date for the date range.
In the To box (Figure 1), type the end date for the date range.
3. Click the Search button (Figure 1). The Letters of Intent screen displays on the
Create New LOI from Program Solicitation tab (Figure 2) with the results of your
search listed in the Available Program Solicitations section.
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Figure 2 Letters of Intent screen on the Create New LOI from Program
Solicitation tab. The search results are listed in the Available Program Solicitations
section.
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See also:

e View All Program Solicitations

e View a Program Solicitation

e Step 3 Complete the Letter of Intent

11
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View a Program Solicitation

1. Access the Letters of Intent screen on the Create New LOI from Program

Solicitation tab (Figure 1) (see Access the Letters of Intent Screen as Pl or Access the

Letters of Intent Screen as an SPO).
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Figure 1 Letters of Intent screen on the Create New LOI from Program
Solicitation tab. The Program Solicitation ID is circled for a solicitation.

2. In the Available Program Solicitation section, click the Program Solicitation ID
(Figure 1) on the row of the Program Solicitation you want to view. The link for the

solicitation displays in a new window (Figure 2).
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Figure 2 Program Solicitation link (circled) in a new window
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3. In the new window, click the title of the solicitation (Figure 2). The solicitation displays in
PDF format (Figure 3). You can also click on the link for the HTML or the text version to
view the solicitation in either of those formats.
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Figure 3 Text of the solicitation in the new window.

Note: If you need Adobe Reader to read the PDF file, click Adobe Acrobat Reader at the
bottom of the Letters of Intent screen.

See also:

e View All Program Solicitations

e Search for Solicitations

e Step 3 Complete the Letter of Intent

13
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Step 3 Complete Letter of Intent Form

Step 3 Complete the Letter of Intent Form

See What is the Letter of Intent Form? for an overview of the required information for the
form.

1.

14

Access the Letters of Intent screen on the Create New LOI from Program
Solicitation tab (Figure 1) (see Access the Letters of Intent Screen as Pl or Access the
Letters of Intent Screen as an SPO).
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Figure 1 Letters of Intent screen on the Create New LOI from Program
Solicitation tab. The Create link is circled.

Determine which solicitation you want to create a Letter of Intent for (see Search for
Solicitations, View All Program Solicitations, and View a Program Solicitation).

In the Available Program Solicitations section of the Letters of Intent screen on the
Create New LOI from Program Solicitations tab (Figure 1), click Create on the row
for the solicitation that you want to create a Letter of Intent for. The Create New LOI
screen displays (Figure 2).
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Figure 2 Create LOI screen.

In the Project Information section, in the Project Title box (Figure 2), type the

Project Title of the Letter of Intent.

In the Synopsis box (Figure 2), type or copy and paste a synopsis of the proposed

project.

From the Organizational Attribute drop-down list (Figure 2), choose the

organizational attribute (optional).

Type messages to any or all of the following (Figure 2):
e NSF division, NIH Institute, NASA, or DOE for the primary assignment (optional)

e NSF division, NIH Institute, NASA, or DOE for the second assignment (optional)

= The Program Officer who has expressed interest in the project (optional)

In the Point of Contact for NSF Inquiries section (Figure 2), click the radio button for

either of the following:

= Use this user as point of contact (individual’s information is displayed already)

e Use (alternate) name as point of contact
If you use the alternate point of contact:
« In the First Name box (Figure 2), type the alternate’s first name.

« In the Middle Initial box (Figure 2), type the alternate’s middle initial (optional).
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< In the Last Name box (Figure 2), type the alternate’s last name.
< In the Telephone Number box (Figure 2), type the alternate’s telephone number.
< In the Email Address box (Figure 2), type the alternate’s email address.

10. In the Project P1 section (Figure 2), type the following:
< In the First Name box, type the PI’s first name.
< In the Middle Initial box, type the PI's middle initial (optional).
< In the Last Name box, type the PI's last name.
< In the Organization box, type the name of your organization.

11. In the Other Senior Project Personnel section (Figure 2), if you need to change
information on Senior Personnel or add or delete Senior Personnel, click the Add/Edit
Personnel button. See Add/Edit Personnel for instructions.

12. In the Participating Organizations section (Figure 2), if you need to add or delete
participating organizations, click the Add/Edit Organizations button. See Add/Edit
Organizations for instructions.

13. After you have completed the Letter of Intent, you have these options:

+ Save the Letter of Intent

- Forward the Letter of Intent to the SPO (Pl only)

< Submit the Letter of Intent (SPO for all Letters of Intent and Pl for some types of
Letters of Intent)
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What Is the Letter of Intent Form?

Solicitations vary in their requirements for a Letter of Intent. FastLane displays only those
information fields that are required for the solicitation you are creating the Letter of Intent
for.
All Letters of Intent request this information:

- Title of the project

= Synopsis of the project

e Confirmation of the point of contact for NSF inquiries

e The name and relevant information of the project Pl

The Letters of Intent form for some Solicitations may also display fields for any or all of the
following:
< Comments other than the Synopsis (always optional)
< Answers to one to three questions that the Program Officer presents for that solicitation
= Selection of an organizational attribute for your organization
e Selection of Primary Division, Secondary Division, and Tertiary Division for cross-
directorate/multi-disciplinary Letters of Intent
 Sending messages to the Program Officer
e Sending messages to relevant NSF divisions or other agencies for the primary and
second assignment

The Letter of Intent form may also provide the opportunity to do the following:
e Add or edit the information for Senior Persons
e Add or edit the information for organizations

See Complete the Letter of Intent Form for instructions on how to work on the Letter of
Intent form.
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Add/Edit Personnel

1. Access the Create New LOI screen (Figure 1) (see Complete the Letter of Intent Form).
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Figure 1 Create LOI screen. The Add/Edit Personnel button is circled.

In the Other Senior Project Personnel section (Figure 1), click the Add/Edit
Personnel button. The Create LOI—Add/Edit Other Senior Project Personnel
screen displays (Figure 2).

In the Other Senior Project Personnel section (Figure 2), complete the following:
« In the First Name box, type the Senior Person’s first name.

3.
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< In the Middle Initial box, type the Senior Person’s middle initial (optional).

= In the Last Name box, type the Senior Person’s last name.

= In the Organization Name box, type the Senior Person’s organization.

= In the Department box, type the Senior Person’s department.

= In the City box, type the city of the Senior Person’s organization.

= In the State box, select the state of the organization from the drop-down list
(required for United States only).

= In the Country box, select the country of the organization from the drop-down list.

Haguirad Fmids are praceded by an amering ™)

Program Soelicitation Information:

LOT I
Program Salicitation I
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* Firsd Names 5.
Heddle Initial 4
® Last Wame: 5o
* Organdsation Name: | yep
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Ot MeLman
Htates mll'_____ ____'u.
(State & regured for US) -
® Countrys Urited States -
I Add to List I A Bgburn b LOT Farm

ThRa-cl D ragubeer Tor B LOT, Maw o 5}

Existing Personnel:

If yow have added new parsonme! sbowe, oiok “Add fo List” before editing or deleting snsting personned balxs, Dats entareg sbove «

b LIRPT W vt

Sersonnel Rame Actium

Hona Entered Yot

Figure 2 Create LOI—Add/Edit Other Senior Project Personnel screen. The Add to
List button is circled.

4. Click the Add to List button (Figure 2). The Create the LOI—Add/Edit Other Senior
Project Personnel screen displays (Figure 3) again with the name of the added
individual listed in the Existing Personnel section. You have two new options:
= Edit the Senior Person’s information
e Delete a Senior Person
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Create LOT - Add fEdil Other Sentor Project Personne]
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Figure 3 Create LOI—Add/Edit Other Senior Project Personnel screen. The Edit
link is circled.

Edit the Senior Person’s Information

1. On the Create LOI—Add/Edit Other Senior Project Personnel screen (Figure 3),
click Edit. The Create LOI—Add/Edit Other Senior Project Personnel screen
displays (Figure 4) with the Senior Person’s information.
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Figure 4 Create LOI—Add/Edit Other Senior Project Personnel screen. The Save
Changes button is circled.

2. Edit the information as you require (see Step 3, Add/Edit Personnel).
3. Click the Save Changes button (Figure 4). The Create LOI—Add/Edit Other Senior
Project Personnel screen displays again.

Delete the Senior Person

On the Create LOI—Add/Edit Other Senior Project Personnel screen (Figure 5), click
Delete in the row for the Senior Person whose name you want to delete. The Create LOI—
Add/Edit Other Senior Project Personnel screen displays (Figure 6) with the Senior
Person’s name no longer listed in the Existing Personnel section.
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Figure 5 Create LOI—Add/Edit Other Senior Project Personnel screen. The Delete
link is circled.
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Create LOT - Add ) Edit Other Senior Profject Personnel
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Figure 6 Create LOI—Add/Edit Other Senior Project Personnel screen with the
Senior Person’s name no longer listed in the Existing Personnel section.

See Step 3 Complete the Letter of Intent Form.
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Add/Edit Organizations
1. Access the Create New LOI screen (Figure 1) (see Complete the Letter of Intent Form).
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Figure 1 Create New LOI screen. The Add/Edit Organizations button is circled.
2. In the Participating Organizations section (Figure 1), click the Add/Edit

Organizations button. The Create LOI—Add/Edit Participating Organizations
screen displays (Figure 2).
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Aeguired Feids are praveded by an asersk
Program Soficitation Information
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Figure 2 Create LOI—Add/Edit Participating Organizations screen. The FastLane
Organization Search link is circled.

3. Click FastLane Organization Search (Figure 2) to find the name of the participating

organization as it is registered with FastLane. The FastLane Organization Search
screen displays (Figure 3).

Raguirad Figlds are praceded by an asterisk (<)

* Drganizalion Name: Manue:te]
At teast J letters)
(%) Begins with
) Ends with

L Contains

=

-,f* Search quanlnilnn-‘&- I Cancel

Figure 3 FastLane Organization Search screen. The Search Organization button is
circled.

4. In the Organization Name box (Figure 3), type at least three letters of the
organization you are searching for.
5. Click the radio button for one of the following search criteria (Figure 3):
e Begins with returns all organizations whose name begins with the text entered.
= Ends with returns all organizations whose name ends with the text entered.
e Contains returns all organizations whose name contains the text entered.
6. Click the Search Organization button (Figure 3). The FastLane Organization Search

Result screen displays (Figure 4) with a list of the organizations that meet your search
criteria.
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5 orgamzations found

¥ Gelect Dine

)

Organization Nams

Marquette Electranics Inc

Letters of Intent

Y Marquett= Elementary School
0 Marguette Gansral Hospited
3] Marquette Unneraity

Marquetie-Alger Intermedsate School Dastrict

Figure 4 FastLane Organization Search Result screen. The Select button is circled.

7. Click the radio button next to an organization name to select an organization (Figure 4).
8. Click the Select button (Figure 4). The Create LOI—Add/Edit Participating

Organization screen displays (Figure 5) with the name of the organization in the
Organization Name box.
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Program Solicitation Information:
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Figure 5 Create LOI—Add/Edit Participating Organization screen. The Add to List
button is circled.

9. Click the Add to List button (Figure 5). The Create LOI—Add/Edit Participating
Organization screen displays (Figure 6) with the name of the organization listed in the
Existing Organizations section. You now have the option to delete the organization.

25



pd_letters_of intent

Raguired Faids sre pracaded by am astersik =)

Proqgram Solicitation Information:

LOE ID:  LOO150761
Program Sclicitation ID:  NSF 02-807
Program Solicitation Title: [nteragency Ooportunibes in Mulb-Scale Modslng m Biomedical, Bciogical, and Behaworal Systems

Participating Organization:
A Eantlans Oroamizatien Snarsh

* Drganization Mame:

Al b Lish I 4 Bgbwrn bo LOT Farm

{Mir of O reguared for this LOJ, Maue of 5]

Existing Organizations:

IF you have added new organizadion sbove, ook “Add o List™ before deleting existing orpanizehon bedow, Dabe endered above wil 0
List" is pressag,

1 Qrgarzation found
Chrpanizatios Mams Acgipn

Marguette Unversity | Dz )

Figure 6 Create LOI—Add/Edit Participating Organization screen. The Delete
button is circled.

Delete an Organization

On the Create LOI—Add/Edit Participating Organization screen (Eigure 6), in the
Existing Organizations section, click Delete on the row of the organization you want to
delete. The Create LOI—Add/Edit Participating Organization screen displays (Figure 7)
with the organization’s name removed from the Existing Organizations section.

Create LO i f Edit | tholpating Orgss LLINT|
Reguired Faids ane preceded by an asersk {=)
Program Solicitation Information:

LOT s LOGISO7EL

Program Salic#tation I0c. RSP [4-207
Program Solictation Title: Ineragency Opporfuniies in Muli-Scale Modelng in Biomedicad, Brologeal, and Behavioral Systems

Participating Organization
* irganaralicn Mame:
Add to st | A Bityrn 1 L Faes
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Figure 7 Create LOI—Add/Edit Participating Organization screen with the name
of the organization no longer listed in the Existing Organizations section.

See Step 3 Complete the Letter of Intent Form.
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Step 4 Process a New Letter of Intent

There are three ways to process a newly created Letter of Intent:

e Save a new Letter of Intent
e Forward a new Letter of Intent to the SPO (Pl only)
e Submit a Letter of Intent (SPO only)

Letters of Intent
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Save a New Letter of Intent

1. Access the Create New LOI screen (Figure 1) and complete the Letter of Intent form
(see Complete the Letter of Intent Form).
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Figure 1 Create New LOI screen. The Save button is circled.

2. Click the Save button (Figure 1). The Confirmation LOI Saved screen displays
(Figure 2) with the message that the Letter of Intent is now saved. The Letter of Intent
is now listed in the LOI Work in Progress section of the Letters of Intent screen on
the Edit/View LOI tab (Figure 3). To work on the Letter of Intent again, see Access
Saved or Submitted Letters of Intent as a Pl or Access Saved or Submitted Letters of

Intent as an SPO.
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Thu Mov 18 14:50:43 EST 2004
Thank you, the Letter of Intent has bean successfully saved.

LOT TD: LOD150763
Program Solicitation ID: NSF 04-610

Figure 2 Confirmation LOI Saved screen.
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Figure 3 Letters of Intent screen on the Edit/View LOI tab. In the LOI Work in
Progress section, the newly saved Letter of Intent is circled.

See also:
e Forward a New Letter of Intent to the SPO

e Submit a New Letter of Letter
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Forward a New Letter of Intent to the SPO

Only the PI has the option to forward a Letter of Intent to the SPO.

1. Access the Create New LOI screen (Figure 1) and complete the Letter of Intent form
(see Complete the Letter of Intent Form).
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who has expressed inlerzst
i e prapact:

[ 355 chars)

Typa here,

Type here,

Tyra han,

Padid of Contact Fod NSF Lnguices:

(®1 ifee this pser A% podnt of combsct

T e phix (aNeraste] manes 8t podal of comdact

First Mamer  San ® First Hames:
Pl Tnlitak ruiddie Iniial:
Laxt Mames  Lphaman P ——
Talephoms Number: 70321000 s MR
Emadl Address:  asphsmsnEnef.gov * Emnall Addraas
Departmenti  Civgion of Information Sesmers * Depnrimsant:
Praject PI:
* First Mames  alae * Owgnnization Nanes Sk
Hiddie Initinl: &
® Last Maane: Alphyman

Other Senbor Profect Personnel:

1 Parsan foend

Jackmary, lack

Add § Edit Personned |

[™n of D regured for this LOL Hew of 51

Participating Drganizations:

1 Drganization found

Marguetie Universiy

DOrgareration Mgy

Add | Edit Qeganizations |

(M0 of 0 requred for thin LOE, Waax ol 5)

Figure 1 Create LOI screen. The Forward to SPO button is circled.
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2. Click the Forward to SPO button (Figure 1). The Confirm LOI screen displays

(Figure 2) with a message for you to confirm that you want to forward the Letter of
Intent to NSF.

Raquiead Faide srw pracaged by an aghaneic ("]

ARE YO SUBRET

Clakzing “Farmwnd ta SPO" sz wil forward this LOT $2 yeur Spenscred Promad Offics [SPO],
Chce "Carcal” b Feturn 1o The srevious schesn.

| Forward 1o sPo Cancel |
i ——

-
Program Saolicitation Lndormation:
LOT D Diake

#rogram Solicitaison 10:
Prograsn Solscilation Title:

[rbermyenoy Opportunidnes i Mul-Soale Modeling i Bamedicel. Salgical, and Selavarsl Systems
Project Information:

LOE IO: LODZSOTE1
* Project Tithet  Type the Projed Title rere

" Bynopais;  Ties the rynopss hare.
(mex 3,500 chary,)

Drganirsticsnal Abtnibute:  Acade=ic Inpitohess [c=ilages, uriversriaz)

Wrile an WEF dewvisdon, MIH  Type here.
Imskibute. MASA or DOE for
e pRIFEFY SEEIgament
s 55 chars)

Wrikte an BSF devision, MIH  Tyoa here
imstilule, MASA or DOE for
the secondary asigament
i J55 chars)

Wrile the program officer  Tips here
who has pxpreseed indersst

in the projpect
(e 255 chars)

Palnt of Contact for NSF Enguiries:

D wse this user a5 point of contac

Firsl Hame:
Hiddle Tnitial

Lawl Mase
Tabsphome Numser:
rmail Addreya:
Depsriment

e

Alphame
FO3201 D00
malpram B pes

Diwvigan of [sformation Sysems

* Firsl Name:
HMiddbe Inifiak

® Lasl Mame
* Telephons Hember:
* Fmall Addreas

= Departmeent

Project PL

* Firgt Mama;
Hidddle Initial:

* Lawt Mamn;

Al

A

Alpkamee

Oher Seninr Project Personmpel;

L Purzen found

= Drgandzation Mame: K5

Participating Organizations.

1 Orpanicatcn fosnd

Ferarnel Bame ey ammmiioe Raime
Jackman, Jack

Marquette Liniversity

Figure 2 Confirm LOI screen. The Forward to SPO button is circled.

3. Click the Forward to SPO button (Figure 2). The Confirmation LOI Forwarded to

SPO screen displays (Figure 3) with the message that the Letter of Intent has been
forwarded to the SPO.
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Thu Mow 18 05:42:48 EST 2004
Thank you, the Letter of Intent has been successfully farwardad to yaur SPO.

LOI 1D: LO0150761
Program Solicitation 10; N5F 04-507

Figure 3 Confirmation LOI Forwarded to SPO screen.
See also:

e Save a New Letter of Intent
e Submit a New Letter of Letter
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Submit a New Letter of Intent

An SPO may submit any Letter of Intent.

A Pl may directly submit Letters of Intent for certain types of solicitations. If a Pl can
submit a Letter of Intent, the Submit to NSF button displays, rather than the Forward to
SPO button, on the Create New LOI screen.

1. Access the Create New LOI screen (Figure 1) and complete the Letter of Intent form
(see Complete the Letter of Intent Form).

Raguirnd Fisds ara pracsied by o sshenek (7

Program Sollcitation Infosmestioa

LOT Due Dates  DAGTZI05
Program Soliciation [0 HOF 045
Program Solichatien Tilke: Resssch o Dissbdines Educatos (RDE

Project Infermsation
LOI BDe  Wis
* Project Titke vaj et THme
* Synopuis S rEpEE
maw I, 500 chans,

PFoint of Contact for NSF Inguiries:
2w s s s povd of comtact e thrs [altermete ] name as pont of tontscd
Firsk Hame:  Alan * First Mame)

Hiddie Cnitiak Middle Initial

Ladl Wanig= 8 (haTs * Lazt Mama:

T Humbar; 7033871300
ehephonns Humier * Telephone Mumbar:
tmail Address:  salchsmangeaf gev * EmaH Address!
Praject PI
® Firsl Hame: At * Urganization Mams:  K5F
Hiddie Cnitiak
* Lkt Wasee: | Aphams
e
Sauc {'/'Iuhrﬂll Camral

Figure 1 Create New LOI screen. The Submit button is circled.
2. Click the Submit button (Figure 1). The Confirm LOI screen displays (Figure 2) with a
message for you to confirm that you want to submit the Letter of Intent to NSF.
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3. Click the Submit button (Figure 2). The Confirmation LOI Submitted to NSF screen

34

Confirom LOT

Required Figlds are preceded by an asterisk (]

AHRE YOU SURE?

Clickng “Submit™ again will subeit this LDI te NSF.
Click "Cancel® to return to the previous screen

(osue)) _conen |
I

Program Solicitation Information:

=

LOI Due Date:  02/07/2005
Program Solicitation I0:  [NSF 02-510
Program Solicitation Title: Resesarch in Disabilities Education (ROE}

Project Information:

LOT 10 N/A
* Project Title!:  Type the Project Title.

* Synopsis: Type a synopsis of the project here.
{max 2,500 chars)

Point of Contact for NSF Inquiries:

B ise this wser as point of contact

First Name: Alan * First Name:
Middle Initial: Middle Initial:
Last Name: alphaman * Last Nafne:
Telephone Number: 7032321000 * Telephone Number:
Email Address: asslphaman@nsl.gay * Email Address:
Project PI:
® First Name: lack * Organization Name: AJSF

Middle Inthial: =

* Last Name! Alphaman

Figure 2 Confirm LOI screen. The Submit button is circled.

displays (Figure 3) with the message that the Letter of Intent has been submitted.
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Thu Moy 18 DB:59:38 EST 2004
Thank you, the Letter of Intent has been successfully submitted ta NSF.

LOT T LOO150760
Program Solicitation [D: NSF 04-610

Figure 3 Confirmation LOI Submitted to NSF screen.
See also:

e Save a New Letter of Intent
e Forward a New Letter of Intent to the SPO
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Work on Saved and Submitted Letters of Intent

Work on Saved and Submitted Letters of Intent

You have these options in working on saved and submitted Letters of Intent:
e Search for Letters of Intent
e View Letters of Intent
= View a Program Solicitation for a Letter of Intent
 Edit a Letter of Intent
= Forward a Letter of Intent to the SPO (Pl only)
e Submit a Letter of Intent to NSF (SPO only)
= Return a Letter of Intent to the Pl (SPO only)
« Delete a Letter of Intent

See Access Saved and Submitted Letters of Intent as a Pl or Access Saved and Submitted
Letters of Intent as an SPO to begin working.
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Access Saved and Submitted Letters of Intent

Access Saved and Submitted Letters of Intent

Access saved and submitted Letters of Intent by role:
« AsaPl
= As an SPO

37



pd_letters_of intent

Access Saved or Submitted Letters of Intent as a PlI

1. On the FastLane Home Page screen, log in as a Pl to Proposals, Status, and Awards

(see P1/Co-PI Login). The Principal Investigator (Pl)/Co-Principal Investigator
(Co-P1) Management screen displays (Figure 1).

Principal Investigator(Pl)/Co-Principal
Investigator(Co-Pl) Management

What Do You Want To Work On?

" @ Proposal Functiong

- —_—

O Award And Reporting Functinns

© Change Pl Information

Figure 1 Principal Investigator (Pl)/Co-Principal Investigator (Co-PI)
Management screen. The Proposal Functions link is circled.

2. Click Proposal Functions (Figure 1). The Principal Investigator (P1)/Co-Principal
Investigator (Co-Pl) Management Proposal Functions screen displays (Figure 2).

Principal Investigator(Pl)/Co-Principal
Investigator(Co-Pl) Management

Proposal Functions

{7 O Letters of Intent )

o o

© Proposal Preparation
© Proposal Status

©Q lisplay Heference Status

Q Hevise Submitted Proposal
Budget

Q Proposal File Update

Figure 2 Principal Investigator (Pl)/Co-Principal Investigator (Co-PlI)
Management Proposal Functions screen. The Letters of Intent link is circled.

3. Click Letters of Intent (Figure 2). The Letters of Intent screen displays on the
Create New LOI from Solicitation tab (Figure 3).
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Letters of Tntent | ke » g amiratioe: Hiwens Sowoe Pous cabre

ruske Hew LG trum Pragcam Suktatian G vewisl O

A Smarch far Frogram Salicitaticas by ang of the Fallowing:

Erigram SR D LD Duse Dot by rwig G e py |

Friony &) Ty £ 1

Fragram Suk ision T o= £ Bearch | Wiewall |
REEF S i el

Ao TOMEEANS ST I (W DTS T ORI B AT 7 AETA L0V, L 0k D D S0 PRI SRS N SCAREST 0 ITE 5 CROE o e

BOOGTT T S g AR O | e GG SONAERE (AR & S A eF @i W ) LT Aen 8 B o O e ol e B

£ Program Sehotebons faund, dirglaneg 1 ix 1
Eririfisn hnbiilaii 11 P todeorta (il LUk bee Duts Eaib P sl BT s e

WEs il i DEebiies Bdgeabon (ADE AL Dd inrgte 157 Edhsaliah B Husvd
B paroes

Figure 3 Letters of Intent screen on the Create New LOI from Program

Solicitation tab. The Edit/View LOI tab is circled.

the Letter of Intent:

e Search for Letters of Intent

e Edit a Letter of Intent

e Forward a Letter of Intent to the SPO or Submit a Letter of Intent to NSF
e View a Letter of Intent in HTML format

View a Letter of Intent in PDF format

 View a Program Solicitation for a Letter of Intent

e Delete a Letter of Intent

(Click on any link above to see instructions for that action.)

Latbers of Intenk | sip » Neganizsiisa ivorad foascs Faardsns
Crmaim Herm LITT frrmon: Prasgeasss Naksitin bs B fYaem L 0T
) segech Tor LTS by sny of fhe Tolbissiag

w1 10 L1 D Coaoe bip raregs Aokl vie s

Fre 3 |-
Lot T e =5 b i | Smanh | irw Al
RO Shatan | R -
53 10 e COR 1007 1 30 whewn o TTO 1er o of ot COH, £008 o1 nha Frogrmen Sodonsnan 1) Bk g, ML 04001 1 30 pos & Frogrnns Sedomanoy

ke ot (05
[pedd & Sew Mrosder Findow ]l §ovt reoait by cholong on i costanon DEs

T Letters of Intewt foard, doplemep 1 o 7

AL Luj By g LS Umwshe 000 Ackess
dwid o bert [ CVATIDS  Submiiad
e g R arage ) Subimdl g Pl i g 0 Ty e el iy M el

smsag crangs am LR Sasnd Bt | Parvard | Dadgin | fieee E
i HEDs AR I Eaurbminred Hodla 5

iin harmein fareeard L1/LE .} E [t o] Forwarded ik | uin | ¥
Tesl LG For DISI0BTY NoF O30 11434 a0 sl il L1

AEF 34-570 sariboation Waf [T TE TIR] ] Sasnd i

Figure 4 Letters of Intent screen on the Edit/View LOI tab.

See also:
e Search for Saved and Submitted Letters of Intent

e View Saved and Submitted Letters of Intent

Click the Edit/View LOI tab (Figure 3). The Letters of Intent screen displays on the
Edit/View LOI tab (Figure 4). You have these options, depending upon the status of
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Access Saved or Submitted Letters of Intent as an SPO

1. On the FastLane Home Page screen, log in to Research Administration (see SPO
Login). The Research Administration screen displays (Figure 1).

Research Administration

Sklwt & Raresrch Adminiatration fundtior r Mational Sciencs Faundaton

" _Accounls Management

Letters of Intent

i-‘r_u_uu's uls?ﬁ-_'u;:l;ﬂements.ﬂ:ile Updates fWithdraveals
Aviard Letlers

Forwarded/Submitted Revised Budgets
Motitications & Requests

Organizational Reports

Project Reports

* Authorized Organizational Representative Functions

Figure 1 Research Administration screen. The Letters of Intent link is circled.

2. Click Letters of Intent (Figure 1). The Letters of Intent screen displays on the
Edit/View LOI tab (Figure 2). You have these options on this screen:
e Search for Letters of Intent
e Edit a Letter of Intent
e Submit a Letter of Intent to NSF
e Return a Letter of Intent to the Pl
e View a Letter of Intent in HTML format
e View a Letter of Intent in PDF format
« View a Program Solicitation for a Letter of Intent
e Delete a Letter of Intent
(Click on any link above to see instructions for that action.)

Letteirs of Tnkent | pay »

Crmats has LI T Progism bollotstsen

)-‘-"H-\ch For Lids by any af the followimg:

Orpamizationt Ratansl Soems Foumiata

i Wi LI

LAt Buw Dabe by renge (mea@dlvrpr

(Eeilie]
Froe T F
LT Tk by = i hid search | view Al |
Lo Stabatt | o ~ Prapmct F1 Last Mame:

higk on dhe LOT 1D (o LOBOEMG0E ) 40 whew o HTML wersfem of the L0V, Chok an She Frogram §okcrancn 10 A (e MEF 04-000) ro prew B Progesm Spkctapon
fopany & new drowser window). Sort rents by chobmg on the codumn St

Fuettars of Bstand Rausd, dsplaping 1o F

LKL B A0 T Eradait £1 :Uﬂ%”n'o'n FELL St | Actisns
david » el Last, et F _1- SN0 Subfmited
753 tesing changs on] subot as Bl taster, jraane  BEF BS-ET0 SAALIVERM Bubmetted Jiw ELE
teshneg changs crg tastar, manne =R/ 5 a0 Saved B | Sut
T tant, let S g=.A07  EWILN04 Subnrbad iy PO
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Figure 2 Letters of Intent screen on the Edit/View LOI tab.
See also:

e Search for Saved and Submitted Letters of Intent
¢ View Saved and Submitted Letters of Intent
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Search for Saved and Submitted Letters of Intent

Search for Saved and Submitted Letters of Intent

Search for saved and submitted Letters of Intent by role:
e AsaPl
e As an SPO
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Search for Letters of Intent as a Pl

1. Access the Letters of Intent screen on the Edit/View LOI tab (Figure 1) (see Access
Saved or Submitted Letters of Intent as Pl).

Letters of Intent | wiu e Degeariizaking: fatrasl Sosnce Foardatia

Crante Pt WO P, Proegiim Solici tatiar Edit/¥ims LOT

Fuearch Tar LOES by any of the Talfasing
Lal B LL Do Orate By Fange LRandiliwry )
bl i Peoen: B = | ] )|

VO Srvas: anaied Bearal v

Figure 1 Letters of Intent screen on the Edit/View LOI tab. The Search button is
circled.

2. In the Search for LOIls section (Figure 1), you can search for Letters of Intent by any
one or a combination of the following:
- Letter of Intent ID
In the LOI ID box (Figure 1), type the Letter of Intent ID.
e Letter of Intent Title
In the LOI Title box (Figure 1), type the Letter of Intent title.
= LOI Status
Select the status you want to search for from the drop-down list (Figure 1).
- Letter of Intent Due Date Range
In the From box (Figure 1), type the start date for the date range.
In the To box (Figure 1), type the end date for the date range.
3. Click the Search button (Figure 1). The Letters of Intent screen displays on the
Edit/View LOI tab (Figure 2) with the results of your search in the LOI Work in
Progress section.

Letters of Inbent | b Urgasseatinn Myt sl Soense Frndso

Gl fri GO fro Prsprti heliasen Bl ¥icm ik

K search Tar LOLE by sy af the Tallewingi

AL VI Do Dogte by racads [roen g rey
LOF Tkl i :—I i 2’ saarh | Wies all |

LOE Skatgn: - Fansarded ko 580 W

S G LA B [, AOR0E DG D R Wi & N werdion of o L08) Clok o D Srogyee: Sododedion Tr Kol . AEF OO0 T 1o e & RO S
femrenn a now browrer minder )l Torf rasals by ciokiog o B ool sl

I Lettwr of Intend Faund 1

Prmorem LEFL Dy

LD LELL P L o RERL BAatun .

i dlphaman faremsrd 81516 [ [ Foarpanrdad il 5l

Figure 2 Letters of Intent screen on the Edit/View LOI tab with the search results
in the LOI Work in Progress section.

See also View Saved and Submitted Letters of Intent.
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Search for Letters of Intent as an SPO

1. Access the Letters of Intent screen on the Edit/View LOI tab (Figure 1) (see Access
Saved or Submitted Letters of Intent as SPO).

Latters of Intent | way » Qeganazationt Hsbans Soente Foustatio

Crumste Samy LT from Progrem Soleste bon rdit/Yopm 010

j:' %march for Ly by sny of the following:

LOL 1O LOI Dus Dabe by rengs [rmySdh rrw)

Ll Tk Ll -—E-'j ik "-E':I ! || CMiewRN

= By o T 1]
LOf Stytus (Focsarded B ERG) wieot L Last Name

Figure 1 Letters of Intent screen on the Edit/View LOI tab. The Search button is
circled.

2. In the Search for LOIs section (Figure 1), you can search for Letters of Intent by any
one or a combination of the following:
e Letter of Intent ID
In the LOI ID box (Figure 1), type the Letter of Intent ID.
- Letter of Intent Title
In the LOI Title box (Figure 1), type the Letter of Intent title.
e LOI Status
Select the status you want to search for from the drop-down list (Figure 1).
e Letter of Intent Due Date Range
In the From box (Figure 1), type the start date for the date range.
In the To box (Figure 1), type the end date for the date range.
e Project Pl Last Name
In the Project Pl Last Name box (Figure 1), type the last name of the Pl who
forwarded the Letter of Intent.
3. Click the Search button (Figure 1). The Letters of Intent screen displays on the
Edit/View LOI tab (Figure 2) with the results of your search in the LOlI Work in
Progress section.

Letters of Tnbent | v » el eation] Hatanl Soers Frurimar

Uramin rew LOL fom Prageas Soliciatisn EAit Wepw LOE

)-\ Search Tar L0 by aey of tho Telloming:

LOL D L] Caie Deate by range doomddaryr]
LGOI THe Frain .u“_'l T8, E’ Emarch | Wisw AN
Lot Bomtatr [ Farwarded bo BP0 e Fropact Pl Last Hiesa:

Cicod ove i D00 10 e g LOGOI0S0 ) fo wimer @ NTHT werrdon of dhe LOS. Shck on the Progrem Sodotetion &0 ko (e AT 04-000 ] fo wwes @ Program Sokcsefion
[apens @ mew hrowier wisdow ). ot et Gy ok o e sohen 19l
L Lasier of 1ndent found 1
Program .
(LT L mse BomptP fafiadeh prl e 2l L -
3 Alphaman fanasd 1016 Alph s Food-807 T2 2o Farsarded Edt | B

Bia-

Figure 2 Letters of Intent screen on the Edit/View LOI tab with the search results
in the LOI Work in Progress section.
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See also View Saved and Submitted Letters of Intent.
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View Saved and Submitted Letters of Intent

View Saved and Submitted Letters of Intent

There are three ways to view Letters of Intent:
< View all Letters of Intent
e View a Letter of Intent in HTML format
e View a Letter of Intent in PDF format

See also Search for Saved and Submitted Letters of Intent
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View All Letters of Intent

1. Access the Letters of Intent screen on the Edit/View LOI tab (Figure 1) (see Access
Saved or Submitted Letters of Intent as a Pl or Access Saved or Submitted Letters of
Intent as an SPO).

Letters of Intent | man & OrFganiz stions Menonal Sosnce Frundet

Grmmbs Hes LOE B Progenm holtation L g LD

Fi Seardh for LODs by amy of the Tedlioming:

Cod b LT Dus Crate by range fmmdadioryrd =

L0 Tl Frem .-._1'.'..'.| Te .E'.:I smarch (" i | 3

LOL Slafn: | Hofs W

Figure 1 Letters of Intent screen on the Edit/View LOI tab. The View All button is
circled.

2. Click the View All button (Figure 1). The Letters of Intent screen displays on the
Edit/View LOI tab (Figure 2) with a full listing of all Letters of Intent in the LOI Work
in Progress section:
= For the PI, all Letters of Intent created by the PI, including Letters of Intent that have

been forwarded to the SPO or submitted to NSF
= For the SPO, all Letters of Intent created by the SPO’s organization

Latters of Intant | wam » Organizatinn Hanonal Sasmos Fundear

Frmat Sarrs GO0 drem Prospram s Bl Vimwy LOL

A search fer LOEs by any of the followieg

LaL 1o L Dup Craee by rasge dromdaiern s
LOT THe i = = = Search | Tiew Al
LG Srabuee: W oo -
Gtk o B LOV T fo g, CORTIOONL) Ao whew o ATPAL Iermiom of tha L0V, SRl on e Frogram Sodcimson D0 Gnk g, MECO4-004 | 10 wes 5 Program Sokseanon

[opray a mew Browner windowl. Sorf rents by cioking on the ook e

P Leters of Tntent fovnd, Sisplapng 1 uw F

LKL LLTie R e L T T Actians

dawid 3 bait OEO/2005 Zchmitimd
restite] thangs e Subnit as £l 0RI0/004  Sebmitied
Raghirs changs ong [P lnd ] Saved Esit | Farearnd |
tant [yt ll L5 (Ui dird ] Sehmittes

LI e Kpraman bsrmard 11718 HSF 04, UWILI008  Forearded bai | Rsls

LB BT  Tesb Lol for DOSTOEZE HSF 0550 102003 Sebmitted
MEF Del-5T% vprficyhan BEF od-R7* 15/T5,2 Ol Savad it | Suamk | Dalebs | Y=

Figure 2 Letters of Intent screen on the Edit/View tab with a full listing of all
Letters of Intent.

See also:
e View a Letter of Intent in HTML Format
e View a Letter of Intent in PDF Format
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View a Letter of Intent in HTML Format

1. Access the Letters of Intent screen on the Edit/View LOI tab (Figure 1) (see Access
Saved or Submitted Letters of Intent as a Pl or Access Saved or Submitted Letters of
Intent as an SPO).

Letters af Intent | vam b Organizalsrs: psls Soence Firdslon

Crwabs Mam LOL Tram Program Sohoits s Edit ! wies LOT

)u-: Sunrch for LOD by sy of the Folioming:

Lol 1D LE] B Buaie By range {mmy L]
Fra T i
Lol THE i ;.i‘.:' " i Search | wiew Al |
LIOI Stavlisi | Mang -
clecl g e LOT T (e BEPGIAIES O wiewy & MM wevsion of the LOT, Glol oo phe Program Sobdomaien T0 ok (a.g, MEF -0 o veess @ Proprse Soloradion
{opens & new browser windowp. Soct renukis &y choking oo B sokems g,
L0 Letre v ol dnbent fousd, Beplaying 100 10 1
= fETE T LI D = -
II:'J._iI'.-I LOL Titks Sakcitation 10 Cink LK Shilas At
diresd & basl aF 8581 OR'IAI00S b lled
Twoe the Project Tile 3 BROTIS Bebemetied

Figure 1 Letters of Intent screen on the Edit/View LOI tab. The LOI ID number is
circled for a Letter of Intent.

2. In the LOI Work in Progress section (Figure 1), click the LOI ID number on the row for
the Letter of Intent that you want to view in HTML format. The Letter of Intent displays
(Figure 2).
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Figure 2

See also:

® Organicaticn Memec  ostedy

Screen with the Letter of Intent displayed.

e View All Letters of Intent
e View a Letter of Intent in PDF Format
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View a Letter of Intent in PDF Format

1. Access the Letters of Intent screen on the Edit/View LOI tab (Figure 1) (see Access
Saved or Submitted Letters of Intent as a Pl or Access Saved or Submitted Letters of

Intent as an SPO).
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Figure 1 Letters of Intent screen on the Edit/View tab. The View PDF link is
circled for a Letter of Intent.

2. Click View PDF on the row for the Letter of Intent whose PDF you want to view
(Figure 1). A new screen displays with the Letter of Intent in PDF format.
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Figure 2 Screen with the Letter of Intent in PDF format.

3. Click the browser back button to return to the Letters of Intent screen on the
Edit/View LOI tab (Figure 1).

Note: If you need Adobe Reader to read the PDF file, click Adobe Acrobat Reader at the
bottom of the Letters of Intent screen (Figure 3).
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Figure 3 Letters of Intent screen on the Edit/View LOI tab. The Adobe Acrobat
Reader link is circled.

See also:

e View All Letters of Intent
e View a Letter of Intent in HTML Format
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View the Program Solicitation for a Letter of Intent

1. Access the Letters of Intent screen on the Edit/View LOI tab (Figure 1) (see Access
Saved or Submitted Letters of Intent as a Pl or Access Saved or Submitted Letters of

Intent as an SPO).
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Figure 1 Letters of Intent screen on the Edit/View LOI tab. The Program
Solicitation ID is circled for a Letter of Intent.

2. In the LOI in Progress section, click the Program Solicitation ID in the row for the
Letter of Intent that you want to view the program solicitation for (Figure 1). The link for
the solicitation displays in a new window (Figure 2).
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Figure 2 Program Solicitation link (circled) in a new window
3. In the new window, click the title of the solicitation (Figure 2). The solicitation displays

in PDF format (Figure 3). (You can also click the link for the HTML or the text version to
view the solicitation in either of those formats.)
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Figure 3 Text of the solicitation in the new window.

Note:
bottom of the Letters of Intent screen (Figure 4).
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Figure 4 Letters of Intent screen on the Edit/View LOI tab. The Adobe Acrobat

Reader link is circled.

See also:

Edit a Saved Letter of Intent

Forward a Saved Letter of Intent to the SPO
Submit a Letter of Intent to NSF

Return a Letter of Intent to the PI

Delete a Letter of Intent
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Edit a Saved Letter of Intent

1. Access the Letters of Intent screen on the Edit/View LOI tab (Figure 1) (see Access
Saved or Submitted Letters of Intent as a Pl or Access Saved or Submitted Letters of
Intent as an SPO).
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Figure 1 Letters of Intent screen on the Edit/View LOI. The Edit link is circled.
2. Click Edit (Figure 1) on the row for the Letter of Intent that you want to edit. The Edit

LOI screen displays (Figure 2), and you can change any of the fields in the following
steps.
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Figure 2 Edit LOI screen.

In the Project Information section, in the Project Title box (Figure 2), type the
Project Title of the Letter of Intent.

In the Synopsis box (Figure 2), type or copy and paste a synopsis of the proposed
project.

From the Organizational Attribute drop-down list (Figure 2), choose the
organizational attribute (optional).

Type messages to any or all of the following (Figure 2):

e NSF division, NIH Institute, NASA, or DOE for the primary assignment (optional)
= NSF division, NIH Institute, NASA, or DOE for the second assignment (optional)
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< The Program Officer who has expressed interest in the project (optional)

7. In the Point of Contact for NSF Inquiries section (Figure 2), click the radio button for
either of the following:
= Use this user as point of contact (individual’s information is displayed already)

- Use (alternate) name as point of contact

8. If you use the alternate point of contact:
< In the First Name box (Figure 2), type the alternate’s first name.

In the Middle Initial box (Figure 2), type the alternate’s middle initial (optional).

In the Last Name box (Figure 2), type the alternate’s last name.

In the Telephone Number box (Figure 2), type the alternate’s telephone number.
< In the Email Address box (Figure 2), type the alternate’s email address.

9. In the Project PI section (Figure 2), type the following:

« In the First Name box, type the PI’s first name.

< In the Middle Initial box, type the PI's middle initial (optional).
« In the Last Name box, type the PI's last name.

« In the Organization box, type the name of your organization.

10. In the Other Senior Project Personnel section (Figure 2), if you need to change
information on Senior Personnel or add or delete Senior Personnel, click the Add/Edit
Personnel button. See Add/Edit Personnel for instructions.

11. In the Participating Organizations section (Figure 2), if you need to add or delete
participating organizations, click the Add/Edit Organizations button. See Add/Edit
Organizations for instructions.

See also:

View the Program Solicitation for a Letter of Intent
Forward a Saved Letter of Intent to the SPO
Submit a Letter of Intent to NSF

Return a Letter of Intent to the PI

Delete a Letter of Intent
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Forward a Saved Letter of Intent to the SPO

Only a Pl may forward a Letter of Intent to the SPO.

1. Access the Letters of Intent screen on the Edit/View LOI tab (Figure 1) (see Access
Saved or Submitted Letters of Intent as a Pl).
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Figure 1 Letters of Intent screen on the Edit/View LOI tab. The Forward link is
circled.

2. In the LOI Work in Progress section (Figure 1), click Forward on the row for the
Letter of Intent that you want to forward to the SPO. The Confirm LOI screen displays

(Figure 2) with a message for you to confirm that you want to forward the Letter of
Intent to the SPO.
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Figure 2 Confirm LOI screen with the message for you to confirm that you want
to forward the Letter of Intent to the SPO. The Forward to SPO button is circled.

3. Click the Forward to SPO button (Figure 2). The Confirmation LOI Forwarded to

SPO screen displays (Figure 3) with the message that the Letter of Intent has been
forwarded to the SPO.
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CONFIRMATION
LOL FORWARDED TO SPO

Thu Mo 18 14:48712 EST 2004
Thand vou, the Letter of Intent has been successfully forwarded to vour SPO,

LOT TD: LO015076832
Program Solicitation ID: NSF 04-507

4 Croate New LOT from Program Solicitation List Page

4 Edit LOI List Page

Figure 3 Confirmation LOI Forwarded to SPO screen.

See also:

View the Program Solicitation for a Letter of Intent
Edit a Saved Letter of Intent

Submit a Letter of Intent to NSF

Return a Letter of Intent to the PI

Delete a Letter of Intent

Letters of Intent
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Submit a Letter of Intent to NSF

A Pl may submit certain types of Letters of Intent to NSF directly.

An SPO may submit any Letter of Intent.

1. Access the Letters of Intent screen on the Edit/View LOI tab (Figure 1) (see Access
Saved or Submitted Letters of Intent as a Pl or Access Saved or Submitted Letters of
Intent as an SPO).
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Figure 1 Letters of Intent screen on the Edit/View LOI tab. The Submit link is
circled.

2. In the LOI Work in Progress section (Figure 1), click Submit on the row for the Letter
of Intent you want to submit. The Confirm LOI screen displays (Figure 2) with the
message for you to confirm that you want to submit the Letter of Intent.
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Figure 2 Confirm LOI screen with a message for you to confirm that you want to
submit the Letter of Intent to NSF.

Click the Submit button (Figure 2). The Confirmation LOI Submitted to NSF screen

displays (Figure 3) with the message that the Letter of Intent has been submitted.
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CONFIRMATION
LOI SUBMITTED TO NSF

Thu Mow 18 14:24:09 EST 2004
Thank you, the Letter of Intent has been successfully submitted to NSF,

LOT ID: LO0150752
Program Solicitation ID: NSF 04-507

4 Create New LOI from Program Solicitation List Page

4 Edit LOI List Page

Figure 3 Confirmation LOI Submitted to NSF screen.

See also:

View the Program Solicitation for a Letter of Intent
Edit a Saved Letter of Intent

Forward a Saved Letter of Intent to the SPO
Return a Letter of Intent to the PI

Delete a Letter of Intent
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Return a Letter of Intent to the PI

Only an SPO may return a Letter of Intent to the PI.

1. Access the Letters of Intent screen on the Edit/View LOI tab (Figure 1) (see Access
Saved or Submitted Letters of Intent as an SPO).
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B i
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Alphmibn Terwand 11714 lghamar WgF (A 0T ORI [ Hgum B2 i
dalan -
ORILE0E Formarded I [}

slghamwar

1 Twvpe the Praject Title hare

Figure 1 Letters of Intent screen on the Edit/View LOI tab. The Return link is
circled.

2. In the LOI Work in Progress section (Figure 1), click Return on the row for the Letter
of Intent that you want to return to the PI. The Confirm LOI screen displays (Figure 2)
with a message for you to confirm that you want to return the Letter of Intent to the PI.
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Figure 2 Confirm LOI screen with the message for you to confirm that you want
to return the Letter of Intent to the Pl. The Return to Pl button is circled.

3. In the Comments for Pl box (Figure 2), type a note to the Pl on why you are returning
the Letter of Intent (optional).

4. Click the Return to PI button (Figure 2). The Confirmation LOI Returned to PI
screen displays (Figure 3) with the message that the Letter of Intent has been returned.
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Figure 3 Confirmation LOI Returned to PI screen.

See also:

View the Program Solicitation for a Letter of Intent
Edit a Saved Letter of Intent

Forward a Saved Letter of Intent to the SPO
Submit a Letter of Intent to NSF

Delete a Letter of Intent

Letters of Intent
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Delete a Letter of Intent

An SPO may only delete a Letter of Intent that the SPO has created. An SPO cannot delete a
Letter of Intent a Pl has created.

1. Access the Letters of Intent screen on the Edit/View LOI tab (Figure 1) (see Access

Saved or Submitted Letters of Intent as a Pl or Access Saved or Submitted Letters of
Intent as an SPO).
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Figure 1 Letters of Intent screen on the Edit/View LOI tab. The Delete link is
circled.

2. Click Delete (Figure 1) on the row for the Letter of Intent that you want to delete. The

Confirm LOI screen displays (Figure 2) with a message for you to confirm that you
want to delete the Letter of Intent.

3. Click the Delete button (Figure 2). The Letter of Intent is deleted, and the Letters of
Intent screen displays on the Edit/View LOI tab.
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Figure 2 Confirm LOI screen with a message for you to confirm that you want to

delete the Letter of Intent. The Delete button is circled.

View the Program Solicitation for a Letter of Intent

See also:
[ )
e Edit a Saved Letter of Intent
e Forward a Saved Letter of Intent to the SPO
e Submit a Letter of Intent to NSF
[ )

Return a Letter of Intent to the PI
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