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Prepare a Proposal Functions 
Proposal Functions Introduction 
  
. 
  
You have these options for working on proposals: 
•   Create a new proposal 
•   Edit a proposal 
•   Assign a PIN to a proposal 
•   Check a proposal for completeness 
•   Allow or Remove SPO access to a proposal 
•   Copy a submitted proposal 
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Create a New Proposal 

Create a New Proposal 
  
1.  On the FastLane Home Page screen, log in to Proposals, Awards, and Status as a PI 

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

  

 
  

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

  
2.  Click Proposal Functions (Figure 1). The Principal Investigator (PI)/Co-Principal 

Investigator (Co-PI) Management Proposal Functions screen displays (Figure 2). 
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Figure 2   Principal Investigator (PI)/Co-Principal Investigator (Co-PI) 

Management Proposal Functions screen. The Proposal Preparation link is circled. 
  
3.  Click Proposal Preparation (Figure 2). The Principal Investigator (PI) Information 

screen displays (Figure 3). 
  

 
  

Figure 3   Principal Investigator (PI) Information screen. The Prepare Proposal 
button is circled. 

  
4.  Click either one of the Prepare Proposal buttons (Figure 3). The Proposal Actions 

screen displays (Figure 4). 
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Create a New Proposal 

 
  

Figure 4   Proposal Actions screen. The Create Blank Proposal button is circled. 
  
5.  Click the Create Blank Proposal button (Figure 4). The Form Preparation screen 

displays (Figure 5). See Prepare Proposal Forms for instructions on how to work on all 
the proposal forms on the Form Preparation screen. 
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Figure 5   Form Preparation screen. 
  

See also: 
•   Prepare proposal forms 
•   Edit a proposal 
•   Assign a PIN to a proposal 
•   Check a proposal for completeness 
•   Allow or Remove SPO access to a proposal 
•   Copy a submitted proposal 
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Create a New Proposal 
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Edit a Proposal 

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

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

 

 
   

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

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

Management Proposal Functions screen. The Proposal Preparation link is circled. 
3.  Click Proposal Preparation (Figure  2). The Principal Investigator (PI) 

Information screen displays (Figure 3). 

 
 

Figure 3   Principal Investigator (PI) Information screen. The Prepare Proposal 
buttons are circled. 

 
4.  Click either one of the Prepare Proposal buttons (Figure 3). The Proposal Actions 

screen displays (Figure 4). 
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Edit a Proposal 

 
 

Figure 4   Proposal Actions screen. The Edit button is highlighted 
5.  Highlight the proposal you want to edit from the Temporary Proposals in Progress 

list (Figure 4). 
6.  Click the Edit button (Figure  4). The Form Preparation screen displays (Figure 5) for 

that proposal. See Prepare Proposal Forms for instructions on how to work on all the 
forms on the Form Preparation screen. 
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Figure 5   Form Preparation screen for the proposal you have selected to edit. 
  

See also: 
•   Create a new proposal 
•   Assign a PIN to a proposal 
•   Check a proposal for completeness 
•   Allow or Remove SPO access to a proposal 
•   Copy a submitted proposal 
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Assign a PIN to a Proposal 

Assign a PIN to a Proposal 
   
You can assign a Personal Identification Number (PIN) to a proposal. An Other Authorized 
User (OAU), who is not a PI or Co-PI, needs a proposal’s PIN to log in to Proposals, Awards, 
and Status and work on the proposal (see OAU Login). 
 
1.  Access the Proposal Actions screen (Figure 1) (see Steps 1 through 4 of Create a New 

Proposal, Edit a Proposal, or Create a New Proposal from a Template). 
 

 
 

Figure 1   Proposal Actions screen. The Proposal PIN button is circled. 
 
2.  In the Temporary Proposals in Progress list (Figure 1), highlight the proposal that 

you want to assign a PIN to. 
3.  Click the Proposal PIN button (Figure 1). The Proposal PIN Control screen displays 

(Figure 2) for that proposal. 
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Figure 2   Proposal PIN Control screen. 
 
4.  Type the PIN in the boxes provided (Figure 2). 
5.  Click the OK button (Figure 2). The PIN Changed for Proposal screen displays 

(Figure 3). 
 

 
 

Figure 3   PIN Changed for Proposal screen. 
 
6.  Click the OK button (Figure 3). The Proposal Actions screen displays (Figure 1). 
  
See also: 
•   Create a new proposal 
•   Edit a proposal 
•   Check a proposal for completeness 
•   Allow or Remove SPO access to a proposal 
•   Copy a submitted proposal 
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Check a Proposal for Completeness 

 

Check a Proposal for Completeness 
  
You can check the progress of a proposal’s preparation through the Check function.  This is 
especially helpful if a number of people—Co-PIs and Other Authorized Users—are working 
on the proposal. 
  
The results tell you what documents are missing and which of those missing documents are 
required for NSF consideration of the proposal. 
  
1.  Access the Proposal Actions screen (Figure 1) (see Steps 1 through 4 of Create a New 

Proposal or of Edit a Proposal). 
  

 
  

Figure 1   Proposal Actions screen. The Check button is circled. 
  
2.  Highlight the proposal that you want to check from the Temporary Proposals in 

Progress list (Figure 1). 
3.  Click the Check button (Figure 1). 
4.  The Proposal Errors/Warnings screen (Figure 2) is displayed with a list of proposal 

items that have not been completed. 
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Figure 2   Proposal Errors/Warnings screen. 
  
See Also: 
•   Create a new proposal 
•   Edit a proposal 
•   Assign a PIN to a proposal 
•   Allow or Remove SPO access to a proposal 
•   Copy a submitted proposal 
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Allow or Remove Sponsored Project Office (SPO)/Authorized Organizational Representative 
(AOR) Access to a Proposal 

Allow or Remove SPO Access to Proposal 

Allow or Remove Sponsored Project Office 
(SPO)/Authorized Organizational Representative (AOR) 
Access to a Proposal 
  
1.  Access the Proposal Actions screen (Figure 1) (see Steps 1 through 4 of Create a New 

Proposal or of Edit a Proposal). 
  

 
  

Figure 1   Proposal Actions screen. The Allow SPO Access button is circled. 
  
2.  Highlight the proposal you want to give the SPO access to in the Temporary Proposals 

in Progress list (Figure 1). 
3.  Click the Allow SPO Access button (Figure 1). 
4.  The Proposal Errors/Warnings Screen is displayed (Figure 2). 
5.  Click the Proceed button (Figure 2). 
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Figure 2  Proposal Errors/Warnings screen. 
  
6.  The Sponsored Project Office (SPO) Access Control screen displays (Figure 3) with 

these control options: 
•  Allow SPO to view proposal 
•  Allow SPO to view and edit the proposal 
•  Allow AOR to view, edit, and submit proposal 

  

 
  

Figure 3   Sponsored Project Office (SPO) Access Control screen. 
  
If the SPO already has access to a proposal, the Sponsored Project Office (SPO) Access 
Control screen displays as in Figure 4 with these options: 
•  Allow SPO to view the proposal 
•  Allow AOR to view, edit, and submit proposal 
•  Remove all SPO access to this proposal 
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Figure 4   Sponsored Projects Office (SPO) Access Control screen if the SPO 
already has access to the proposal. 

  
See also: 
•   Create a new proposal 
•   Edit a proposal 
•   Assign a PIN to a proposal 
•   Check a proposal for completeness 
•   Copy a submitted proposal 
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Allow Sponsored Project Office (SPO) to Only View a 
Proposal  
  
1.  Access the Sponsored Project Office (SPO) Access Control screen (Figure 1) (see 

Allow or Remove SPO Access to a Proposal). 
  

 
  
Figure 1   Sponsored Project Office (SPO) Access Control screen. The Go button for 

Allow SPO to Only View Proposal . 
  
2.  Click the Go button for Allow SPO to Only View Proposal (Figure 1). A screen displays 

(Figure 2) with a message that the SPO can now view but not edit or submit the 
proposal. 

  

 
  

Figure 2   Screen with the message that the SPO can now view but not edit or 
submit the proposal. 

  
3.  Click the OK button (Figure 2). The Proposal Actions screen displays. 
  
See also: 
•  Allow AOR to view, edit, and submit a proposal 
•  Allow SPO to view and edit the  proposal 
•  Remove all SPO access to this proposal 
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Allow Sponsored Project Office (SPO) to View and Edit the Proposal 

 

Allow Sponsored Project Office (SPO) to View and Edit 
the Proposal 
  
1.  Access the Sponsored Project Office (SPO) Access Control screen (Figure 1) (see 

Allow or Remove SPO Access to a Proposal). 
  

 
  

Figure 1   Sponsored Research Office (SPO) Access Control screen with the Go 
button for Allow SPO to View and Edit Proposal 

  
2.  Click the Go button for Allow SPO to View and Edit But Not Submit Proposal (Figure 1). A 

screen displays (Figure 2) with a message that the SPO can now view and edit but not 
submit the proposal.  

  

 
  
Figure 2   Screen with the message that the SPO can now view and edit proposal. 

  
3.  Click the OK button (Figure  2). The Proposal Actions screen displays. 
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Allow Authorized Organizational Representative (AOR) to 
View, Edit, and Submit a Proposal 
  
1.  Access the Sponsored Project Office (SPO) Access Control screen (Figure 1) (see 

Allow or Remove SPO Access to a Proposal). 
  

 
  
Figure 1   Sponsored Project Office (SPO) Access Control screen. The Go button for 

Allow SPO to View, Edit, and Submit Proposal is circled. 
  
2.  Click the Go button for Allow AOR to View, Edit, and Submit Proposal (Figure 1). A 

screen displays (Figure 2) with a message that the AOR now has full access to the 
proposal and with a list of the individuals who will receive emails from FastLane on the 
proposal’s new access status. 

  

 

  
  

Figure 2   Screen with the message that the SPO now has full access to the 
proposal and with the list of people the NSF will notify of the SPO’s access. 

  
3.  Click the OK button (Figure  2). The Proposal Actions screen displays. 
  
See also: 
•  Allow SPO to only view proposal but not submit 
•  Allow SPO to view and edit the proposal 
•  Remove all SPO access to this proposal 
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Remove Sponsored Project Office (SPO) Access to a Proposal 

Remove Sponsored Project Office (SPO) Access to a 
Proposal 
  
1.  Access the Sponsored Project Office (SPO) Access Control screen (Figure 1) (see 

Allow or Remove SPO Access to a Proposal). 
  

 
  
Figure 1   Sponsored Project Office (SPO) Access Control screen. The Go button for 

Remove All SPO Access to This Proposal is circled. 
  
2.  On the Sponsored Research Office (SPO) Access Control screen (Figure 1), click the 

Go button for Remove All SPO Access to This Proposal. A screen displays (Figure  2) with 
the message that SPO access to the proposal is blocked. 

  

 
  

Figure 2   Screen with the message that SPO access to the proposal is blocked. 
  
3.  Click the OK button (Figure  2). The Proposal Actions screen displays. 
  
See also: 

• Allow SPO to only view proposal but not submit 
• Allow SPO to view and edit the proposal 
• Allow AOR to view, edit, and submit proposal 
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Copy a Submitted Proposal 
  
1.  On the FastLane Home Page screen, log in to Proposals, Awards and Status as a PI 

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

  

 
  

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

  
2.  Click Proposal Functions (Figure 1). The Principal Investigator (PI)/Co-Principal 

Investigator (Co-PI) Management Proposal Functions screen displays (Figure 2). 
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Copy a Submitted Proposal 

 
  

Figure 2   Principal Investigator (PI)/Co-Principal Investigator (Co-PI) 
Management Proposal Functions screen. The Proposal Preparation link is circled. 

  
3.  Click Proposal Preparation (Figure 2). The Principal Investigator (PI) Information 

screen displays (Figure 3). 
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Figure 3   Principal Investigator (PI) Information screen. The View Submitted 
buttons are circled. 

  
4.  Click either of the View Submitted buttons (Figure 3). The Submitted Proposals 

screen displays (Figure 4). 
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Copy a Submitted Proposal 

 
  

Figure 4   Submitted Proposals screen. The Copy button is circled. 
  
5.  Highlight the proposal you want to copy from the Submitted Proposals list (Figure 4). 
6.  Click the Copy button (Figure 4). If the proposal that is selected was submitted to the 

current GPG version, the screen displays (Figure 5) a message that the proposal you 
selected is now copied to a new work in progress with a Temporary Proposal Number. If 
the proposal was submitted to an older GPG version, screen displays (Figure 5.1)  a 
message that the proposal that you selected cannot be copied as it does not belong to 
current the GPG. A new Proposal can be created via the “Prepare Proposal” process. 

  

 
  
Figure 5   Screen with the message that the proposal is copied as a new proposal 

in progress with a Temporary Proposal Number. The OK button is circled. 
  

 
  
Figure 5.1 Screen with message that proposal cannot be copied as selected 

proposal does not belong to current GPG. 
  
7.  Click the OK button (Figure 5 or 5.1).  The Submitted Proposals screen displays 

(Figure 6). 
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Figure 6   Submitted Proposals screen. The Return to PI Information Page button 

is circled. 
  
8.  To edit the copied proposal, click the Return to PI Information Page button 

(Figure 6). The Principal Investigator (PI) Information screen displays (Figure 7). 
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Copy a Submitted Proposal 

  
Figure 7   Principal Investigator (PI) Information screen. The Prepare Proposal 

buttons are circled. 
  
9.  Click one of the Prepare Proposal buttons (Figure 7). The Proposal Actions screen 

displays (Figure 8). 
  

 
  
Figure 8   Proposal Actions screen with the newly copied proposal highlighted. The 

Edit button is circled. 
  
10. Highlight the copied proposal in the Temporary Proposals in Progress list (Figure 8). 
11. Click the Edit button (Figure 8). The Form Preparation screen displays (Figure 9) for 

the copied proposal. See Prepare Proposal Forms for instructions on how to work on all 
the forms in the Form Preparation screen. 
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Figure 9   Form Preparation screen for the copied proposal. 
  

See also: 
•   Create a new proposal 
•   Edit a proposal 
•   Assign a PIN to a proposal 
•   Check a proposal for completeness 
•   Allow or Remove SPO access to a proposal 
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Copy a Submitted Proposal 
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