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SPO Functions

Financial Representative Information

1. Access the Accounts Management screen on the User Account tab (Figure 1) (see
Access Accounts Management).

Accounts Management | man »

UnwrAccaust < :-llln.mc.a;lh[-;#npwdontnhvt 2

Organization: Carnegie-Mellon University

P Search for existing User to view fmodify data:

Last Mame: search View All Users

Add New User J

Search with Last Nare or elick View &l Uzars to find the user

o Email Address A teons

Cancel

Figure 1 Accounts Management screen on the User Account tab. The Financial
Representative Information tab is circled.

On the Accounts Management screen on the User Account tab (Figure 1), click the
Financial Representative Information tab.

Fill in the information for up to three Financial Representatives in the available fields
(Figure 2).



pd_spo_functions

Accounts Management | ua » rganizatien: Camegs-Melon Universty
Usar Ay o] il Hegrwsanisiien Inhermaton
Ipdate Finand:

Finantial Boprosentativas

Salutation:
Hame:
Title:
E-mail:

Telephome Humber: 1 degts oaly

Salutation:
Hame:
Title;
E-muail:

Telephome Hember: O degdts oy

Salulation:
Hame:
Title:
E-mail

Telephome Humber: R gty oaly

Figure 2 The Financial Representative Information page. The fields for one of the
Financial Representatives and the Submit button are circled.

4. Once the necessary information for one to three Financial Representatives has been filled
out click the Submit button (Figure 2).
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Sponsored Project Office Functions Introduction

The Sponsored Project Office (SPO) representative potentially has many diverse functions.
All these functions are accessed through Research Administration (see Log In to SPO
Functions).

The functions you are able to carry out as an SPO depend upon the permissions that you
have as a user. When you log in to Research Administration, on the Research
Administration screen (Figure 1), you will have access only to those SPO functions for
which you have permission.

Note: If you have permission as a Financial User, to carry out financial functions, click the
Financial Functions link on the FastLane Home Page screen.)

Research Administration

S| & Ressarch Administration fenctian har Flarda

Inbemational Universiby

Accounts Management
- MNew
\ In Box

Mow you can

Letters of Intent

Proposals /Supplements /File
Updates/Withdrawals

easily review
currant woark in
prograss

Aweard Documents directly from
this paga.
Forwarded fSubmitted Revised Budgets
Click below to
sotifications 8 Reguests ific'-'t current
BITiE for
Organizational Reports rEvIaN

Project Reports

futhorized Organizational Representative
Funclions

Figure 1 Research Administration screen. This individual has user permissions for
all functions carried out in Research Administration.

If you do not have permissions for a function, that function does not display when you
access the Research Administration screen. Here is a table that maps user permissions to
SPO functions.

User Permission Granted SPO Function Listed on Research

Administration Screen

Add, Modify, and Delete FastLane
Users

Change User Permissions
Initialize, Change User Passwords
Review/Revise Organizational
Information

Organizational Reports Organizational Reports
Submit Proposals, Supplements, e Letters of Intent

Accounts Management

(Within accounts management, you have access only
to those functions for which you have permission.)
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File Updates, and Withdrawals to
NSF

e Proposals/Supplements/File Updates/Withdrawals

Administer Notifications
and/Requests for NSF Approval

Notifications and Requests

Administer Revised Budgets

Forwarded/Submitted Budgets

View/Print Organization’s Award
Letters

Award Documents

View Project Reports

Project Reports

Authorized Organizational
Representative

Authorized Organizational Representative Functions

Financial Administrator

Accounts Management

Click on a link below for instructions for that SPO function:

e Accounts Management
e Letters of Intent

Proposals/Supplements/File Updates/Withdrawals:

— Work on and submit proposals

— Withdraw a proposal

— View and print a submitted proposal

— Check the status of a proposal

— Supplementary Funding Requests

— Proposal File Updates
e Award Documents

e Check Continuation Funding Status

e Forwarded/Submitted Revised Budgets

* Notifications and Requests
e Organizational Reports
= Project Reports

« Authorized Organizational Representative Functions
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Log In to SPO Functions in Research Administration

1. On the FastLane Home Page screen (Figure 1), click Research Administration. The
Research Administration Login screen displays (Figure 2).

Hondarary Awards |

Quick Link

¥ Registration
Information

Advisories

oajoLfoF -

F Award Search and
Funding Trends

07/31/07% -

¥ FastLans FAQs {Dpens
new Browser Window)

¥ Grants.gov FAQ
{Opens new Browser

Window)

D7 /05707 -

06/22/0F -

HSF Hema | Newi | Site Map | Fastlane Help | Grants. gew Help | Contact Us

Fasils 7 AM iz 9 P Epptarn Time = M=F
Uk 1-800-673- 6188
Suppdrt FastLane Ayadabaity (recanding):
1-B00-437-F408

Research mistrakion Fenancial Functions

Graduatle Research Fellowship Program Pastdoctoral Fellowships and Dther Programs

FastLane changes to reduce the use of Social Security
Mumbers (SSHS) will b implemented on August 4,
2007,

FastLane changes to reduce the use of Social Security
Humbers (SSNs) will be implemented on August 4,
2007,

Information on the Use of Designated Fonts in NSF
Frupnsnh [Opane new browser wisdaw)

Starting June 23rd, NSF is making it easler for PIs to
repart journal publication citations as part of their

Figure 1 FastLane Home Page screen. The Research Administration link is circled.

2.

Research Administration

Lagin fof tha following pafffikion Da

* Accounts Management

Letters of Intent

Proposals/Supplements,File
Updatas/Withdrawals

Award Documents

Forwarded/Submitted Revised Budgets

MNotifications & Requasts
Organizational Reports

Project Repoms

Authonzed Organizational Representative Lookup HSF [0

Functians

8 fuAdtiSnE: I/,-: -\

Log In

Last Name:

NSF ID:
Privacy Act

Passwaord:

Select onei

) Submit EDI Proposals
&)

Forgot Password?

s 2

Figure 2 Research Administration Login screen. The Login box, the radio button
for Research Administration, and the Login button are circled.

Last Name

In the Login section (Figure 2), enter the following in the boxes for:

NSF ID (your National Science Foundation Identification number)

Password



pd_spo_functions

3. Click the radio button for Research Administration (Figure 2).
4. Click the Login button (Figure 2). The Research Administration screen displays
(Figure 3), with the listing of functions for which you have permissions.
5. Click on a function link (Figure 2) to go to that function in Research Administration:
= Accounts Management
e Letters of Intent
e Proposals/Supplements/File Updates/Withdrawals—Work on:
— Proposals
°  Work on and submit proposals
Withdraw a proposal
View and print a submitted proposal
Check the status of a proposal
— Supplementary Funding Requests
— Proposal File Updates
e Award Documents
e Check Continuation Funding Status
e Forwarded/Submitted Revised Budgets
- Notifications and Requests
« Organizational Reports
e Project Reports
e Authorized Organizational Representative Functions
(Click on a link for instructions for that function.)

o

o

o

The Research Administration screen (Figure 3) also features an In Box that shows you
how many documents are available for review in these SPO function categories:
e Proposals/Supplements/File Updates/Withdrawals
Forwarded/Submitted Revised Budgets
Notifications and Request
AOR Functions
Letters of Intent
Click on the number of the documents link to go to that function category.

Research Administration
tar Metinal Scisncs Foundstioe

Aecnants Management -

e

Letters of Intent W InBox
H 5 e

Proposals /Supplements fFile Updates fWithdraveals ¥ “,‘,_ i ol

Awvard Documents

Forwarded/ Submitted Revised Budgois

matifications & Requasts

Orgamizational Reports
Project Reports

fgthoriped Grganicational Hepresesiative Functions

In Box

& Preposals/Supplements fFile Bpdate s/ ®ithdrawsals  J I RSO o PR
& FormardedfSubmitted Revieed Budgets 1] Reng for FEwe
& wotifications & feguesis il Raern for rensas
& ADR Functions 1] Aaene for repan
= Letters of Intest 1 sems for P
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Figure 3 Research Administration screen. The In Box, with the number of
documents waiting for attention by function category, is circled.
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Accounts Management

Accounts Management Introduction

In Accounts Management, you communicate with NSF on basic information about your
organization and the people in it.

In the User Account section, you can do the following:

. Add a user and assign the individual a password and user permissions

. View and modify the profile of an existing user, including modifying user
permissions

o Delete a user

. View the Organization Permissions Report that shows the permissions for all
functions and for all individuals

In the Organization Information section, you can do the following:
e Change your organization’s name
e Revise your organization’s basic contact information

In the Financial Representative Information section, you can do the following:
e Input the information for up to three financial representatives

See Access Accounts Management for instructions to begin working on Accounts
Management.
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Access Accounts Management

1. Access the Research Administration screen (Figure 1) (see Log In to SPO Functions).

Research Administration

Select 3 Resaarch Adrminiztration funchion for Matonal Sckence Foundation

" Accounts Management ~4
— L ~ Mew
Letters of Intent \Z_,J? In Box
2 o e Ol Eah
Proposals fSupplements fFile Updates /wWithdrawals ;;:‘," : i
current work in
Award Documents pr .J,_.l,.'_:.;,___
diracty from
Forwarded fSulimitted Revised Budgets this pags
Notifications & Hequests Click below to
selact currant
Organizational Reports items- for
review
Project Reports

Authorized Organizational Representative Functions

Figure 1 Research Administration screen. The Accounts Management link is
circled.

2. On the Research Administration screen (Figure 2), click Accounts Management
(Figure 1). The Accounts Management screen displays on the User Account tab
(Figure 2) at first without any listing of users. You have these immediate options on the
Accounts Management screen:

e Search for a user
 View all users
e Add a user
< View an Organization Permissions Report
Once a listing of users displays on the screen, you have these additional options:
e View a user profile
< Modify a user’s information or permissions
e Delete a user
(Click on a link above for instructions for that option.)

Accounts Management | pan » DOrganizabien: Natiorsl Soeence

er KLcount firgaméxation Ixtormatian

¥inw Organization Pernissions Eeport ¥

J Smarch for sussting User to viewf maddy data:

Last Kame Search | I Fiew A Users I Add Hew Hanr
Smarch with Lewi Meme or chok View All Users to find the usar
LETT " Foveial Aaldrwasn Py Tiowdes,

Figure 2 Accounts Management screen.
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Search for a User

1. Access the Accounts Management screen on the User Account tab (Figure 1) (see
Access Accounts Management).

Accounts Management | mam ¢ Oirganization: Hstions) Sciena
Lhser Sccaunt Organization Infopmation

View Organization PFermissions Report

}1 Search For sicialing User to view fmadify data:

Lask Mame: Afzal [ Search I ) Wiew Al Lsers Add Hew Deer

Search with Last Names or clidk Yiew ol Users to find the user

Ea ey Firnadl Adidemss A ki

Figure 1 Accounts Management screen. The Search button is circled.

2. On the Accounts Management screen on the User Account tab (Figure 1), in the
Search for Existing User to View/Modify Data section, type the last name of the

user in the Last Name box.

Click the Search button (Figure 1). The Accounts Management screen displays

(Figure 2) with the user listed in the Search Results section. For the user, you have
these options for action:

e View the information and permissions for a user

e Modify a user’s information or permissions
e Delete a user

(Click on a link above for instructions for that option.)

3.

Accounts Management | s » Owgandzation: National Soenos

Usar Accoinil Chrgares 4t Bnborwnatiom

Yiww Organizetion Permissions Bsport ¥
4 Gearch far existing User to view/modify data:

Last Hame: | AfZsl Nearh] | ISR L LTI

Click on User Name 0 vies/modify/delete dats, Scet results by clickng column title,
7 whars Found, diplaysg 1 o 2
Enaail Address At

mafzal@nsf.gow Wismw| Hodify| Delete

miafzal@nsl.gov Wi | Mo dily| Bobibe

Figure 2 Accounts Management screen with the user’s name, email address, and
options for action in the Search Results section.

10
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View All Users

1. Access the Accounts Management screen on the User Account tab (Figure 1) (see
Access Accounts Management).

Accounts Management | mar » fhrganization: Natorsl Sienc

UEeF ACCosint [FERPRNCIEY Ry P e S

Wieyy Crgandzolion Permissions Bapdart #

4 Search for existmg User to view ! modify data;

Last Mame: gearch | | [ Wiew AlUsers | ) Aald M Usir

Sarch weih Lest Maree o dick Vies Al Lsers to find thie uses

Heanre bmasl fdddrase ficbzars

Figure 1 Accounts Management screen. The View All Users button is circled.

2. On the Accounts Management screen on the User Account tab (Figure 1), click the
View All Users button. The Accounts Management screen displays (Figure 2) with a
listing of all the users in your organization in the Search Results section. For any user
listed, you have these options:

+ View the information and permissions for a user
= Modify a user’s information or permissions
« Delete a user
(Click on a link above for instructions for that option.)

Accounts Management | pain » Organization: Kationa | Stisrcs Foundshon

ev ACCHwIL Owgarskion butamastian

Wiar Grganizatinn Perniss|ons Bepor *

)-ﬁ' Search tor ewisting User to viem fmodedy data;

Last Hame; Emarch | View All Ugers | Bl mepw Usnr

Chck an Usar Hame to vissmodfpidelete dats. Sort resu®s by cicking ookamn itk

T35 urery found, deplaping T ba L0 [Frav] 0, 7, 2,4, 56,7, [Wmaz]
L Bl A sy Ao

pedams@nst gov Yiem| “indifyDelrte
nedams@nsf gay Mipm|Hogily|Delete
el g sl o Visn| odily|Delele
ez alfiead, oo Wi | Modil= | Delola

Rfzail, Mohammad misfrsidiaf, gov

L) Iahignst gov

Ablin, Kilih & jirts Shlenlvnal SUate 6. us Wik Slodily | Dol
cakungnal gov Voem| aditx/Dainte
Isldsrsan@hearmgpoant.net Yiewn| Hodiy|Delete
Iynnedd @hotmesl.com ¥iew|Hodity|Delete

Figure 2 Accounts Management screen with all the users of your organization
listed in the Search Results section.

11
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View a User Profile

1. Access the Accounts Management screen on the User Account tab with a user name
in the Search Results section (Figure 1) (see Search for a User or View All Users).

Accounts Management | man » Organization: National Scence Foundaton

User Acoourl Drganization ImFormation

View Organization Permissions Report #

.P Search for existing User to viewmodify data:

LIz Name: Search | View All Users | Add New User |

Click on User Name to view/modify/delete data. Sort results by clickang column tithe.

a4 ugers found, displayveng 1 19 10

[Prav] 1,2, 3, 4, 5, 6, 7, 8 [Next]
Hams Emiil Address Actiond
il JuitEll raddisonl@nsf.gov VigwiHodify|Delete
il dodn jahignsf.gov View|Hodify|Deleta
fdan, Jokn & lalangnat. gy (E‘:EH:'.'.’. ify|Ralete

Figure 1 Accounts Management screen. The View link is circled.

2. On the Accounts Management screen on the User Account tab (Figure 1), click View

12

on the row for the user whose profile you want to view. The View User Profile screen
displays (Figure 2) with the individual’'s profile. The View User Profile screen also

shows your own SPO permissions. You have these options on this screen:
e Modify the user profile

e Delete the user
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View User Prolile Tor Tohin Alan Organization ID: 4102852000
Reguired Fislds are preceded by an ssterisk (=)

User Profile

MSF ID: 000B65319 Erivacy Act
Tt e ooty vrer ]
MI: A ks Ll St
“Last Name: Alan
*Email: jalan@nsf.gov
Phone Number: TOIS551000
Fax Number: 7035550000 _Delete User |

Principal Investigator {PI) Profile -- no

User Permissions

alphaman , Alan has
[ add, seodify, and Delate PastLane Users permissions anly to
[ Change User Permissicns » Add, Modify, or Delete

[l Enitislize/Change User Password
H organizational Reports

E Adminaster Notificaticns: To or Reguests For NSF Approvals Under Grants * Change user permissions
[ Subema Propodsls/Supplamants/Updates/ Withd rawale ta NSF
Fl adminester Revised Budgets

[ view/Pring Orgaruzation’s dward Letters To change user privileges Use
Fl vigw Prajsct Reports Hodify User button.

F pawew/Ravise Organizational [nformatan

FastLane User

* Change user password

Figure 2 View User Profile screen. Modify User button is circled.
Modify the User Profile

1. On the View User Profile screen (Figure 2), click the Modify User button. The Modify
User Profile screen displays (Figure 3).

13
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Modity User Profile for Iahn Alan
Required Frslss sre precedad &y an asterisk ()

Oirganization 10: 4102852000

Usier Profile
HSF 1D 0008565319
“First Hames  jchn
"Laxt Manme Alsn
“Emall jplan@naf.goy
Phane Number: 7035551000 10 gt oy
Fax Mumber: ro35550000 50 degitn vy

Ermisy Ag)

MI; &

Change Passwaord:
Typa Keéw Pagiwand:
*Confrm Pasiward:

Password Requirements

Principal Investigator (P1) Profile
O Add User to Fl profile

Suffioe: {3r., Sr., 101, Etc)
Degartment:
"Degree TYPE: . fleace select from list below: -

"Degree Year: peace select degres year

DRGANIZATION WAME:
Mational Science Foundation

(Cnpa sdoed 1o the NSF BT profile, the PT cen
thange Rt/ hae ESdress Praush Ehe O]
Infarmaton soresn in the Prososs] Prepanrstion
Functicos)

User Permissions

Add, Moddy, and Delgte Fasilang Ugers
Change Liser Parmissions
Irstinlza/Changs User Fassword
Cirgarazaticrsl Raports

sdminister Revsed Budgets

Wiew/Print Drgarszabon’s Award Letiers

Wiaw Projec Repons

Rlewhew Revise Organizational Enformation
Authanded Organizabens] Rapresantiting Funchiond
Financial Admmastrator

OO0REEEEEEEER

administer Nobfications To or Reguests For NSF Approvals Under Grants
Subemit Propogals/Supplementy/Updates/ Withdrawals 1o MSF

cancsl |

Figure 3 Modify User Profile screen. The Modify User button is circled.

2. Modify the user profile as you require (see Add a User, Step 3 through Step 8 for
instructions on the different sections of the user profile).

3. Click the Modify User button (Figure 3). The View Modify User Profile screen displays

(Figure 4).

14
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View Modily User Profile [or Jahn Alan Hl'l;]mli.r.ltmn ID: 4102852000
Required Fislds are preacaded by an astenak (*)

uUser Profile

MSF ID: 000965319 Privecy Act
*First Name: John
Last Name: Alan
*Email: jalangnsf.gow
Phone Number: 7035551000
Fax Number: 7035550090

Principal Investigator (PI) Profile

Suffio

Department:

*Degree Type:
*Degres Year: 0

User Permissions Assigned

audd, Modity, and Deleta Fastiane Users
Change User Fermissions
Imtishaa/Changs Usar Passward
Organizatsoral Reparts

Adrunister Mobficatans Te ar Requests For
MSF Approvals Under Grants

Submit

Proposals/Supplements/Updates Withdrawals
to NSF

Adruinigter Revised Budgets

WeewFrint Organizaton’s Award Letbers

Vigw Projest Reports

Aeview/Revise Organzabanal Informaticn

(__confirm Changes |) _Cancel |

Figure 4 View Modify User Profile screen. The Confirm Changes button is circled.

4. Click the Confirm Changes button (Figure 4). The Confirmation screen displays
(Figure 5).

Modify User Data for - John Alan
Your modified user information has been successfully updated.
User Permissions changes have been successfully updated.

@_Account Management Main )

Figure 5 Confirmation screen. The Account Management Main link is circled.

5. Click Account Management Main (Figure 5). The Accounts Management screen
displays on the User Account tab.

Delete the User

15
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1. On the View User Profile screen (Figure 6), click the Delete User button. The Delete
User Data screen displays (Figure 7) with a message for you to confirm that you want
to delete the user.

View User Profile Tor Iohn Alan Organization ID: 4102852000
Reauired Fields are precaded by an asterisk (=)

User Profile

MSF ID: 0DDOBGS319 Erivacy Act

*First Name: lahn L

% = M1z & ﬁl"_l

Last Name: Alan
*Emall: jalan@nsf.gov
Phone Number: 7035551000
Fax Number: 7035550000 Delete User | )
Cancel

Principal Investigator { PI) Profile -- no

User Permissions
alphaman , Alan has

[#] add, Modify, and Delate Fastiane Users permissions only to

]

[; i“::ﬁ:t':l;;“!"s“:-‘:! s = Add, Modify, or Delete

2 ange User Passwol FasiLane User

= Qrgamzaticnal Reports

Fl Adminaster Notificaticns: To or Reguests For NSF Approvals Under Srants * Change user permissions

[ Subema Propodsls/Supplementa/Updates/ Withd rawals to NSF
Fl admirsster Revised Budgets

[ view/Print Grgarization’s Award Lathers To change uxer privileges Use
Flview Propect Repois Hodify Usar button.

[ Review/Revice Organizational [nformatian

* Change user password

Figure 6 View User Profile screen. The Delete User button is circled.

Delete User Data for fohin Alan Organization ID 14 102852000
Required Faids are preceded by an asterisk )

ARE YOU SURE?
Chekang "Delete User™ sl ramove this user fram the FastLane system. Chek "Cancel” 1o réturn 10 prevedus Screen,

MSF ID: 0004823002 Privacy Act
*First Name: John
fLast Mame: Alan MI: & Suffix:

*Email: jalanBnsf.gov
Phone Number: 703558510000
Fax Humbar: 7035550000

(_Delete user [} cancel

Figure 7 Delete User Data screen. The Delete User button is circled.

2. Click the Delete User button (Figure 7). The Confirmation screen displays (Figure 8)
with the message that the individual is deleted as a user of your organization.

16
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Delete User Data for - Alan, John A
User has been successfully deleted from the FastLane system.

@ Account Mansgement Hain
Figure 8 Confirmation screen. The Account Management Main link is circled.

3. Click Account Management Main (Figure 8). The Accounts Management screen
displays on the User Account tab.

17
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Add a User

1. Access the Accounts Management screen on the User Account tab (Figure 1) (see

Access Accounts Management).

Accounts Management | mamn »

Wser Accrunl Grganization [mformation

View Organization Permissions Report #

,.C' Search for existing User to view modify data:

Lavst Nama: Search | View All Users. |

Qrganization: Natonal Soenos Foundaban

Figure 1 Accounts Management screen. The Add New User button is circled.

2. On the Accounts Management screen on the User Account tab (Figure 1), click the
Add New User button. The Add New User screen displays (Figure 2).

18
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| New User

Enter the user's NSF 1D if knewn, Leave the Reld Blaak for the syetem to generats a new NSF 1D,

Rpgquired Fielde are prececsd by an asteniek (=)

SPO Functions

Organization 1D: 0001057000

User Profile
NSF 1D Brivpcy At
*First Name MI:
*Last Nama
*Email Create Password:
" Crante Pasiveond:
Phone Mumbas 10 g iy g -
'‘Ceonfirm Password:
Fax Number Py T—
Eazsyord Regwiremants
Principal Invastigater [PI) Profils
[ asd user us #1 Suffioc {3r.. Sr., 1T, Exc) ORGANIZATION KAME:
Carnegie-Hellon Universi
Dapartmant: tr

*Dagres Typs:

"Dagree Yaar

Plaase selast degras yaar

Flease select from list balow

(Oncw sdces 1o e WEF B
L Infeomplion serpan = O

tun/ Py pSSreny Cheugh e
e

User Permissions

CoCoOoooooooono

Add, Modify, and Delete FastLane Users

Changa Usar Parmisgisag
Initialize/Change User Fassword

C}lg]m:nmml Eapeorts

Administer Notifications To or Reguests Far NSF Agprovals Under Grants

Submit Fraposaly/Supplements Updaras Withdrawals vy NSF

Administer Revized Budgets

Wit/ Prist Crganization’s Award Latars

Wiew Project Reparta

Raviww'Ravise Organizatioaal Infarmatian
Authonzed Organizational Representative Functions

Fenancial Adminidtrates

Financial Pesmissions

ooopoooag

Fenancial Repert Praparar
Financial Report Certifier
Cash Raguast

Cash Reguest Histary
Grantes EFT Cartifier
Grantes EFT Fraparar
Grantes EFT Higtsry

GRFP Permassion

ooo

Cogrdinating Official [Only Dne Per organizanion]

Aleernate GRF® Coordinating Official
GRFP Financisl Official

Figure 2 Add New User screen. The Add User button is circled.

In the User Profile section (Figure 2), do the following:

= In the NSF ID box, type the new user’s NSF ID if known (optional). (If you do not
know the user's NSF ID, or the individual is a new FastLane user, leave the box blank
and system will provide an NSF ID.)

« In the First Name box, type the user’s first name.
e In the Last Name box, type the user’s last name.

« In the Email box, type the user’s correct email address.

e In the Phone Number box, type the user’'s phone number (optional).

e In the Fax Number box, type the user’s fax number (optional).

In the Create a Password section (Figure 2), create a password for the new user (a
password must be 6 to 20 characters and have 1 alpha and 1 numeric character):

= In the Create a Password box, type a password.
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< In the Confirm Password box, type the password again.

If the new user will be preparing proposals and functioning as the Principal Investigator,
complete the Principal Investigator (P1) Profile section (Figure 2):

« Click the Add as a PI check mark box.

< In the Suffix box, type any suffix for the individual (optional).

= Select a department from the Department drop-down list (optional).

= Select a degree type from the Degree drop-down list.

e Select a degree year from the Degree Year drop-down list.

Note: Pls do not require user permissions for Research Administration to conduct their
work as a PI. Pls work in the Proposals, Awards, and Status application of FastLane.

In the User Permissions section (Figure 2), click the check mark box for any
permission that you want to assign to the new user.

Note: The permissions that display depend upon the type of your organization
registered with NSF. Financial Administrator permissions are available to all
organizations that submit Federal Cash Transaction Reports (FCTRs). GRFP permissions
display only for FastLane users (with applicable permissions) that are members of
organizations that have active GRFP Fellows. The following conditions apply in assigning
GRFP permissions:

e You are required to assign one user (either new or existing) as a (primary) GRFP
Coordinating Official (CO). If you have this responsibility in multiple
organizations, you are required to choose one (primary) CO for each
organization.

e Alternate CO permissions can be granted to any number of users, but only one
user can be granted the (primary) CO permission for each organization.

e To remove a user with (primary) CO permission, another user must be assigned
as (primary) CO first. Then the previous (primary) CO can be removed from the
user or permission list.

Note: If the same person in your organization is to both submit and also sign proposals
and other documents that require electronic signature, you must give that person the
permissions both for Submit Proposals/Supplements/Updates/Withdrawals to NSF and
for Authorized Organizational Representative Functions.

If you have the Financial Administrator permission, the Financial Permissions section
displays on the Add New User screen (Figure 2). Click on a check mark box for any of
the financial permissions you are granting the new user (see the Financial Functions
User Guide for more details.)

If the GRFP Permission section displays (Figure 2), click on a check mark box if you
want to give the new user a GRFP permission. See Note above for conditions for
applying permissions for GRFP.

Click the Add User button (Figure 2). The View Add User Profile screen displays
(Figure 3) with the profile information and permissions of the new user.
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View Add User Profile for -- John Alan Organization 1D 3 4102852000
Reguired Felds are preceded by an astevisk (=)

Please Mole: This user's acoount will also be added to Research.gov. All applicable FastLane permisssons will also be assigned
to the user's account 0 Resaanch. goy.

User Profile

Privacy Act

*First Name: John
*Lagt Mame: Alan
*Emall: jalangnsfgav
Phone Nomber: 7035551000
Fax Number: 7035550000

MI &

Principal Investigator (P1) Profile

Sulfis:
Department:
“Degree Type: BS
*Degree Year: 1565

User Permissions Assigned
Add, Modify, and Delete FastLane Usars
Change User Parmisssons
IntialrafChange Lser Password
Crganazationad Reports
Adrenister Motifications To or Requests For
NSF Approvals Under Grants
Submit
m1ﬁ5uwlmmtﬁmtwwiﬂldﬂnlh

Adrmenigter Fevised Budgets

View/Print Organizatson’s Sward Letters
Vagw Project Reparts

Review/Revise Organzational Information

Authonged Organizatonal Represantatve
Functions

Figure 3 View Add User Profile screen. The Confirm Add User button is circled.

10. Click the Confirm Add User button (Figure 3). The Confirmation screen displays
(Figure 4).

CONFIRMATION

Add User Data for - John Alan
User has been successfully added to the FastLane system.
Usar has been added as a Pl successfully.
Liser Permissions have been successfully added.
Fleaze note your NSF 1D generated by the system i 000484219

(3 Account Hanagement Main )
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Figure 4 Confirmation screen. The Account Management Main link is circled.

11. Click Account Management Main (Figure 4). The Accounts Management screen
displays on the User Account tab (Figure 1).
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Modify a User Profile

1. Access the Accounts Management screen on the User Account tab with a user name

in the Search Results section (Figure 1) (see Search for a User or View All Users).

Accounts Management | man » Organization: National Soence Foundation

Uaar Acopurt Qrganization Imformation

View Organization Permissions Report #

.P Search for existing User to viewmodify data:

LIz Name: Search | View All Users | Add Hew User

Click on User Name to view/modify/delete data. Sort results by clickang column tithe.

484 users hound, displayeng 110 10 [Prav] 1, 2, 3, 4, 5, 6, 7, 8 [Newt]
Name Emil Addresy Actions
raddisonl@ref.gov ViewiHodify| Delete
jahl@nsd.gav View|Hedily|Daloty
[alangast, gov view(FodilyIoalete

Figure 1 Accounts Management screen. The Modify link is circled.

2. On the Accounts Management screen on the User Account tab (Figure 1), click
Modify on the row for the user whose profile you want to modify. The Modify User
Profile screen displays (Figure 2).
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Modity User Profile for Iahn Alan
Required Frslss sre precedad &y an asterisk ()

Oirganization 10: 4102852000

Usier Profile
HSF 1D 0008565319
“First Hames  jchn
"Laxt Manme Alsn
“Emall jplan@naf.goy
Phane Number: 7035551000 10 gt oy
Fax Mumber: ro35550000 50 degitn vy

Ermisy Ag)

MI; &

Change Passwaord:
Typa Keéw Pagiwand:
*Confrm Pasiward:

Password Requirements

Principal Investigator (P1) Profile
O Add User to Fl profile

Suffioe: {3r., Sr., 101, Etc)
Degartment:
"Degree TYPE: . fleace select from list below: -

"Degree Year: peace select degres year

DRGANIZATION WAME:
Mational Science Foundation

(Cnpa sdoed 1o the NSF BT profile, the PT cen
thange Rt/ hae ESdress Praush Ehe O]
Infarmaton soresn in the Prososs] Prepanrstion
Functicos)

User Permissions

Add, Moddy, and Delgte Fasilang Ugers
Change Liser Parmissions
Irstinlza/Changs User Fassword
Cirgarazaticrsl Raports

sdminister Revsed Budgets

Wiew/Print Drgarszabon’s Award Letiers

Wiaw Projec Repons

Rlewhew Revise Organizational Enformation
Authanded Organizabens] Rapresantiting Funchiond
Financial Admmastrator

OO0REEEEEEEER

administer Nobfications To or Reguests For NSF Approvals Under Grants
Subemit Propogals/Supplementy/Updates/ Withdrawals 1o MSF

cancsl |

Figure 2 Modify User Profile screen. The Modify User button is circled.

3. Modify the user profile as you require (see Add a User, Step 3 through Step 8 for
instructions on the different sections of the user profile).

4. Click the Modify User button (Figure 2). The View Modify User Profile screen displays

(Figure 3).
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Requirad Fields are precaded by an asternsk {*)

SPO Functions

Organization 1D: 4102852000

Pleaze Mobe: This user's accownt will also be updated in Research.gov. 4l applicable Fastiane permissions will also be updated

o the user's sccount in Ressanch.goy.

User Profile

NSF ID: 000424245
*First Mame: lohn
“Last Mama: Alan
*Emall:z jalangnsf.gov
Phone Numbers 7035551000
Fax Mumber: 7035550000

MI :a

Principal Invn-s-ii!]nrnr fﬁ]] Profile

Sulfix:
Department:
*Degree Type: BS
*Degres Year: 1963

Usier Permissions Assigned

Add, Medify, and Delete Fastiane Users

Change User Fermissions

Initiahze/Change User Password

Organizational Reparts

adrmmster Nobficatons To ¢ Requests Far

MSF Apgprovals Under Grants
Submit

Proposali’Supplements/Updates Withdrawals

to NEF
Adrunigtar Revesed Budgets

view/Print Organization’s Award Letters

W Project Reports

ReviewRevise Organizational Enformation

(" Confirm Changes | ) Cancel |

Figure 3 View Modify User Profile screen. The Confirm Changes button is circled.

5. Click the Confirm Changes button (Figure 3). The Confirmation screen displays

(Figure 4).

CONFIRMATION

Modify User Data for - John Alan
Your modified user mformatien has been successfully updated.
User Permissions changes have been successfully updated.

@ mmmmmmm}

Figure 4 Confirmation screen. The Account Management Main link is circled.

6. Click Account Management Main (Figure 4). The Accounts Management screen

displays on the User Account tab.
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Delete a User

1. Access the Accounts Management screen on the User Account tab with a user name
in the Search Results section (Figure 1) (see Search for a User or View All Users).

Accounts Management | main » Organization: National Science Foundation

User Accouni Organizstion Imformation

View Organization Permissions Report ¥

p Search for existing User to viewmodify data:

Lisz Hame: Search | View Al Users | Add Hew User

Search Results

Click gn User Name to view/modify/delete dats. Sort results by clickong column title.

484 users found, displayang 1o 10 [Prav] 1, 2, 3, 4, 5, 6, 7, O [Mext]
Hams Emnl Addrasy Actian
raddisonl@ref.gov View|Hodify|Delete
r jahignsf.gov View|Hodily|Dalsts
Alnn, Jokn 2 alan@nst gy \ﬂ!;l_-i

Figure 1 Accounts Management screen. The Delete link is circled.

2. On the Accounts Management screen on the User Account tab (Figure 1), click
Delete on the row for the user you want to delete. The Delete User Data screen
displays (Figure 2) with a message for you to confirm that you want to delete the user.

Delete User Data fo John Alan or

Reguired felds are preceded by an asterisk (™)

ARE YOU SURE?
Chicking “Delete User” will remave this user from the FastLane and Research.gov systems. Click “Cancel™ o retwrn to previcus
SOrEEn,

MSF ID: 000484215 Privacy Act
*First Name: John
*Last Name: Alan HI: &4 Saffix
*Email: jalan@nsf.gov
Phone Number: 7035552000
Fax Humber: 7015855040

Delete User [} Cancel |

Figure 2 Delete User Data screen. The Delete User button is circled.

3. Click the Delete User button (Figure 2). The Confirmation screen displays (Figure 3)
with the message that the individual has been deleted as a user from your organization.
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Delete User Data for - Alan, John A
User has been successfully deleted from the FastLane system.

@ Account Mansgement Hain
Figure 3 Confirmation screen. The Account Management Main link is circled.

4. Click Account Management Main (Figure 3). The Accounts Management screen
displays on the User Account tab.
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View the Organization Permissions Report

1. Access the Accounts Management screen on the User Account tab (Figure 1) (see
Access Accounts Management).

Accounts Management | Main » Organdzation: Mational Seing

User Agdiiml DrganicaBon Informmstnn

.:--:‘:_' P e - ';--

F‘Eeaﬂ:h for existing User to view ! modify data:

Last Mamae: Search I Ve Al Users Muiled Mew Lser I
Click on User Kame to visw/'mocify/delebs deta, Sort resuks by didorg column s
Mo users found
Hisms il A ddress Ackions

Hothing found to display

Figure 1 Accounts Management screen on the User Account tab. The View
Organization Permissions Report link is circled.

2. On the Accounts Management screen on the User Account tab (Figure 1), click View
Organization Permissions Request. The Organizations Permission Report screen
displays (Figure 2), where you have the following options:
= View permissions for selected users
= View users for selected permissions
= View a full report of all permissions for all users

Select users Fram the list helaw: Spleact permassions from the list helow:

To ealact rmubtiple ugere, prace CTRL and

To salect mukipls pammessians, prete CTRL and raledt pasmissions,

Faled urer namaE.

= [l Prarmissiona e &

(il Usews F: &, Wby, mndd Delete Fasalang Lisers i
Mlﬂm Bdrmirraber Noticalions To of Requests Foar WNSF Approvals Linder Grasds
Fudarne] Migel Admirester Revised Budgets

£ddeson Randalph Altgrnate Coordinating Official

{Afzal Mohammed suthonzed Orgaeesbona Represectative Funclions

Bfzall Mohamned Gk Request

[An Jnan Cash Request History

-‘ﬁer._]_uhn Charge Usar Pamissions

'H.hhi_'_ hargl Cooedinating Oficial

Alidgrzon,Lara EFSCoR Motikcaton of Cetificabon Sysiem

{Alderzon,Lignn Federal Cazh Trarsaction Repor

{Aliord Una Financiad Administraton

Allan Paui Grantes EFT Hatory
|SphamenAan Granies EFT Updste .4

e
|

Figure 2 Organization Permissions Report screen. Three user names and All
Permissions are highlighted. The Continue button is circled.

View Permissions for Selected Users
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1. On the Organization Permissions Report screen (Figure 2), from the Select Users
list (Figure 2), highlight the users whose permissions you want to view or highlight All

Users.

2. From the Select Permissions list (Figure 2), highlight All Permissions.

3. Click the Continue button (Figure 2). The User Permissions Search Results screen
displays (Figure 3) showing the permissions for each selected user.

Usar Parmissinns SBaarch Resuls

Sort Fesuits S oéoking oodumn St

& Reconds found, dsplaping 1 to &
ter
Adama, & regars Add, Modiky, and Dalets Faslliass U

Adams, Gragosy

adams Gregors Change Lesr Permsiiiohi

Adamd Gragoey [rstialipe Change U P iwerd
Adams, drsgory OrpaeiEstiangd faporks

Adams, Gregosy

Bprgrdation [

Adrranivbar Medfications Ta or Raguests For KEF Approvals Under Grania

Submit Propossls'S upplementsUpdabes W ithdrawads 1o NEF

Foman

A gadamelned. gov
MR gadama@nad, guy
MA gadame@nad. goyv
LAY gadamidnad, qoy
Weh gadams@nsd,gav

LAY gadams@nad. gav

Figure 3 User Permissions Search Results screen with a listing of the permissions
for one of the individuals whose names were highlighted. The other individuals
whose names were highlighted have no permissions.

View Users for Selected Permissions

1. On the Organization Permissions Report screen (Figure 4), from the Select
Permissions list (Figure 4), highlight the permissions for which you want to see the

users.

Sebect uvers from the [l below:

T Edbict rouliple ugars, prees CTEL and
CESECH SEET MBS

(A&l Upers -
Adams Gragony

iAdamal Rigel

A iz, fandolph

Alzal Moharmmed

Lfzall Monarnmed

Ahl Joan

fhlenJahn

Albus, Cheryl

&lderson, Laa

Slderson, Lymm

Alerd Una

Ellen Pl

AlphEman Aley
|&lgton, Shanmn L

Select parmiabong Trom e Bt hel ow:

& Fabect ruliple e eaEend, prass CTEL wed salidt peemiggion.

All Penmissions -
A, Modiy . snd Delele Fasilang Usars

Adranieier Malicsbong To or Regoeals For MSF Approvale Under Granls
Adreanieien Revised Budgats

Allarrsate Coedinaling ORicisl

[Butfonaad Smanizabanal Repesemaive Funciiong

Cash Reguast

Cash Reguast Hslory

Changa Usar Pearmissions

Coardginating Official

EFECoR Motfication of Centfication Systam
Federal Cash Transachon Report

Firancial &dmirisirator

Gramaa EFT History

Grantes EFT Update

Figure 4 Organization Permissions Report screen. All Users and the Authorized
Organizational Representative Functions permission are highlighted. The Continue
button is circled.

2. From the Select Users list (Figure 4), highlight All Users.

3. Click the Continue button (Figure 4). The User Permissions Search Results screen
displays (Figure 5) showing the users for the highlighted permission.
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Uszer Permissions Bearch Results

SN SRR B CRORING SONTHY B

&1 Ercords found, dinplapng 1 40 10

[« Previous 100 1, 7, 3, 4, 5, 6, 7 [Mact 10 =]

[ Eesmsinsion Lil Emed
BB eyl Auitharzed Srgarszetonsd epre seniative Funouns - 2527051 o8l bors@insf gov
Aildersan Lars fugthories Grgararstionsl Regrs ssntative Punchons TO-TAT-2 M5 Isddmrs ol hmaringpa ink, nst
Aldarsan,Lynn Autharized Organzations Regresenaliog Fonetions (I8 Iyeata @ hosn sl com
dnlien, P Agthorized Qrgamszabonsd Representative Functon s WA paul allenZnat, gov
Hlgharman, Alan Authariced Orgafmzstionsl Legreieimaling Purctsni 1ERSEE.Tahl rel Bltast Lom
fumerter.diohs Assthareed Crgarerabonsl Reapes sentative Fundtians 151-138-1118 kchetis@nzt gav
& -thormam, Evalyn futhariced Organizationsl Regrasanatioe Functsns i 2uz-azid althomes@nef gav
Badey, Charlet Autharzed Srgarezahons Reprs santatie Funotsns 'Y chaibey @nst pow
Samer-thamas, Evelpn Autharwed Crgaricational Repraseitatioa Functions - An8-114% mhammyend, gov
Baksdey ERena Austhoreed Organzations Reprs sentative Funotions TO3-30E-1152 ebasley@nsf pav

Figure 5 Organization Permissions Search Results screen listing all users who
have the Authorized Organizational Representative Functions permission.

View All Permissions for All Users

1. On the Organization Permissions Report screen (Figure 6), from the Select
Permissions list (Figure 6), highlight All Permissions.

Select users from the list below

To eelect mulbpls urere, prage CTRL and
selact uper names,

|Balams, Gregary
ihdams1 hligel
\Bddizon, Rardolph
Afral Mohanmed
Adzal1 Moharmmed
A0 Joan

‘ilen John

|Bis Cheryl
Aidprson Lam
Adderson Lynn
(adford Lina

e Faul

| Bienaman Alan
\Bzzfon, B hsmn w

Select permissions from the list below

To eslect rmudtipls pasrricpone, precs CTRL snd ralsct parmicciane,

|&dd, Modify, and Dalats FastLane Users
i."dn‘rn stir Motiications To or Reguests For NSF Appeovals Under Grante

| Admerester Rewssd Budgets

|Akemate Coordinating Odficial

|Authonzed Onganizabonal Represenlatie Funtlions

|Gash Recuast

|Cash Reguest Histary

|Changs Uiser Permissaong

| Coordinating Cificial

(EPSCoR Notrfcation of Cenificatson Sy alem

{Fedaral Cash Transaction Rapor

{Finaricial Administralar

|GGrantes EFT Hestory |
|Grantee EFT Update -

Figure 6 Organization Permissions Report screen. All Users and All Permissions
are highlighted. The Continue button is circled.
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From the Select Users list (Figure 6), highlight All Users.
Click the Continue button (Figure 6). The User Permissions Search Results screen
displays (Figure 7) showing the permissions for all users, who are listed in alphabetical

order.
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Torf rewie By chobing cofumn dter

1,159 Records found, degdaying 1 to 10

Uamr
adams, Gregery
hdams, Gregory
Gdams, Gregory
Adams, Gregory
Adams, Gregory
Adams, Gregory
Adams] Higesl
Afral Mohsmmad
Afzal Hohammad

AFzal Mok

‘Ewrmisvion
add, Moty and Debste Fassians Users
fdminister Notfications To or Requests Far NSF Approvals Uinder Geants
Charegs Lser Farmissions
Iritis ey Changs Usar Passmord
firganizabonal Reparts
Submit FroposalsfSuspls mants Upd stes/withdramals to HEF
Drganizsbanal Reports
Aidd, Moy, mnd Dalebs Fastianas Lizary
Adminixter Notications To or Beguerts For NSF dpproval Lindar Granks
Ravinsd Bud

Figure 7 User Permissions Search Results screen with a listing of all users in

[= Previcass 10] ¥, 2, 3,4, 5.8, 7,

Phane

)

(e

W

LU0 ]

WA

WA

L]
TO3-428-ME7
TOS-AZ8-M2T
TOS-428-3427

B, 9, 10 [Nt 10 =
Ll
gadams@nsf.goy
gadams@nst.goy
gadamsnsf.gov
gadamz@nsf.goy
gadams@nsF.gov
gadamsnsf.goy
nadamsnsf.gov
mafradinsf.goy
mafsakd@nsf.gov
malzal@naf.goy

alphabetical order and with the permissions listed for each user.
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Revise Organization Information

Note: If you need to change the name of your organization, see Change Organization Name
for instructions.

1. Access the Accounts Management screen on the User Account tab (Figure 1) (see
Access Accounts Management).

Accounts Management | Mo »

DPganizatisn: National S e

.

W (hvpanis ptien Fnfommaation

—
e Aocodind

Vigw Organization Permissions Report #

,.c' search for existing User ko wiew /madify data:

Search

Lask Marm: View Al Users | Add hew User |

Search webn Last Nama or chok Yew A0 Users to hind the Gser

Barmn Evail Adbdrmss At i

Figure 1 Accounts Management screen on the User Account tab. The Organization
Information tab is circled.

2. On the Accounts Management screen (Figure 1), click the Organization Information
tab. The Revise Information screen displays (Figure 2).

Feguired Felds are preveded by an astesisk (*)
Drganication Profile

*Drganization Mame; HET Raguest Charoe of Organ

“Address 1@ 4201 Wdson Boulevard =
H5F

Adidress 2

"City:
*Ghate:
* Cantry:

"E-mail:

Ariington

Wirginia w| *Fip: 222301000

Unned Statss w |

fastane@rst oy

*Talephone Nwmber: | 7032927151 10 it ¢

Fau Hwmber 70329273405 0 depir oy

TEIMFTING 324325438

*DUNS Number (112223444

DLiMS Qualkilier:

| submit Changes | concel |

Figure 2 Revise Information screen. The Submit Changes button is circled.
3. In the boxes (Figure 2), revise the information as you require.

4. Click the Submit Changes button (Figure 2). The Revise Information screen displays
(Figure 3) again with the revised organization information.
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Begwred Flelds are preceded by an asterisk (%)

Mational Sclenc

SPO Functions

e Foundation

Organization Profile

"Organization Mame:
*Address 1:

Address 2:

*City:

tState:

*Country:

“E-mail:
*Telephone Number:
Fax Mumber:

YEINSTIN:
*DUNS Mumber:
DUNS Qualifier:

NSF
4201 Wilson Boulevard

Arlington
W& Zip: 222301000
us

fastlane@nsf.gov
TD3IZIET151
F032923465

324325436
112233444
ireti

—_— ——

i e
[/ Confirm Changes \}E Cancel |
“H""'\-\_ _o-"""-.-'

- —

Figure 3 Revise Information screen with the revisions. The Confirm Changes
button is circled.

Click the Confirm Changes button (Figure 3). The Confirmation screen displays
(Figure 4) with a message that the organization information has been revised.

CONFIRMATION

Update Crganization Into for - KBF
Organization Information has been successfully updated,

i —
A~ Bigount Management FEin-
e i

Figure 4 Confirmation screen. The Account Management Main link is circled.

Click Account Management Main (Figure 4). The Accounts Managements screen
displays on the User Account tab.

33



pd_spo_functions

Change the Organization Name

Note: If you need to revise other organization information, see Revise Organization
Information for instructions.

1. Access the Accounts Management screen on the User Account tab (Figure 1) (see
Access Accounts Management).

Accounts Management | mam ¥ OPganizatisn Mational ©cen:

S = — !

WEee ACcound v Ovegands s en fformastion

Vigw Organization Permissions Report #

,.{' search for existing User ko wiew /madify data:

Last Marms: wearch view All Uszrs | Add hew User |

Search webn Last Nama or chok Yew A0 Users to hind the Gser
Barmn Evail Adbdrmss At

Figure 1 Accounts Management screen on the User Account tab. The Organization
Information tab is circled.

2. On the Accounts Management screen on the User Account tab (Figure 1), click the
Organization Information tab. The Revise Information screen displays (Figure 2).

Seguired Feids are prececed by an avten (7]
Organization Praofile
*Orgamiration Hame: NIF Engust Chanos of Sroa
*Address b1 L2010 Wilson Bodleyvand )
Address I
*City:  Arlington
=Stabe: Wirgosa w| ¥Fip: zzzmoioon
*Comntry:  Uoried S2eten e
*E-madh fastane@nzd gov
*Telephone Fumber TOXEF27161 I gy oalp
Fau FHumber: TOEEF2E6 0 gy oy
"EINSTINI 324325436
“DUNS Fumber: 112713484

DUNS Qualifier

)

Kuhmil Chamges Cancal

Figure 2 Revise Information screen. The Request Change of Organization Name
link is circled.

3. Click Request Change of Organization Name (Figure 2). The Request Change of
Organization Name screen displays (Figure 3).
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et R e b ol R o vl
Orgamization ID; 4102052000
* niew Mame of Organization: | Maliona Science Foundation { Lmgal Marme of Crganizstion)
Short mame: PSF
*Award Letter E-madl Address: | sgqundras@ned gov
Becipient Kame:
Active Awards: no

Additianal Comments:

Type any additional coessscs bere.

_',. Submit Bequest | Cancel |

Figure 3 Request Change of Organization Name screen. The Submit Request
button is circled.

In the New Name of Organization box (Figure 3), type the new name.

In the Short Name box (Figure 3), type the short name of the organization (optional).

In the Award Letter Email Address (Figure 3), type the email address of the individual

who receives award letters.

7. In the Recipient Name box (Figure 3), write the name of the email recipient (optional).

8. In the Additional Comments box (Figure 3), type or copy and paste any additional
information that you want to convey on the organization’s name change.

9. Click the Submit Request button (Figure 3). The Confirmation screen displays (Figure

4) with the message that your organization name change has been submitted to NSF.

o0k

CONFIRMATION

Request for Organization Name Change

Tour regquest far Organizstion Name Change has besn submitted to NSF,

A Account Management Main

Figure 4 Confirmation screen. The Account Management link is circled.

10. Click Account Management Main (Figure 4). The Accounts Management screen
displays on the User Account tab.
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Check the Status of an Organization Name Change

1. Access the Accounts Management screen on the User Account tab (Figure 1) (see
Access Accounts Management).

Accounts Management | mati » Organizatisn: Natonal S e

WEer ACCound K Ovganizatien Information

Vigw Organization Permissions Report ¥

,ﬂ Search for existing User to wiew imadify data;

Last Marms: wearth view All Users | Add tew User |

Sesrch weth Lact Name or chck Yew &0 Users to find the eser

B Ernamil Adibrmss Aot i

Figure 1 Accounts Management screen on the User Account tab. The Organization
Information tab is circled.

2. On the Accounts Management screen on the User Account tab (Figure 1), click the
Organization Information tab. If NSF has not yet approved a name change request,
the Revise Information screen displays as in Figure 2 with a message that the name
change is pending. If a name change request has been approved, the screen displays
without the message. You can still submit a new name request if a previous request is
still pending (see Change the Organization Name for instructions).

Required Falds are praceded by an asterisk (=)

ODrganizaticn Profile

*Organization Mame: NSF L L Changg 8 LOrgandal

&n Cirgarezabon Change Ssquest
i Pardg: Naw Natieral Soance
Foumdation

*Address 1z (4201 Wilser Baulevasd

Address 27 |

Oty |.I’--||l||:|!-'."

*State: [Virginia +] *Fip: 222301000

*Couniry: |Urded Statss =

*E-maail: [fasslanadral.goy

*Telephome Humber: [rozaszras LD digtw enfy

Fax Number: I-.'}:IEFE 3E65 I8 apity iy

“EIN/TIMz |2

*DURE Number: [112

DUNS Qualsfier: [irt

Figure 2 Revise Information screen. Circled is the message that an organization
change request is pending, along with the new name.
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Organizational Reports

Organizational Reports Introduction

In Organizational Reports, you can view basic information about the activity of your
organization with NSF.

In Organizational Reports, you can view the following:

. Recent proposals
Search for proposals and check their status
o Documents not electronically signed

View a listing of all documents awaiting electronic signature with the option of
viewing a list of your organization’s users with the AOR permission
o Active awards

Search for awards with the option to view the abstract for an award
o Project Reports

Search for different project reports

o Continuing Grant Increments

Check continuation funding status

o Organizational Permissions Report

View the permissions for your organization’s users

(Click on a link above for the instructions for that option.)

See Access Organizational Reports for instructions to begin working on Organizational
Reports.
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Access Organizational Reports

1. Access the Research Administration screen (Figure 1) (see Log In to SPO Functions).

Research Administration

Rasearch Adrinistration funaion for Hatlenal Schenos Foendation

Aceounts Management

L )
- Maw
Letters of Intenk "ﬁ In Box
Proposals/Supplements/Flle Update s/ Withdrawals ﬁ::u,,, °:_c,f:
ourment work in
Aviard Dacuments prOgrass
diracty from
Forvearded/Submitted Revised Budgets thax pagm.
Motifications & Requests Click balow 1o
e ——— —— seleck current
" Organizational Reports ImiTiE Foe

review

" Project Re parts

Authorized Grganizational Representative Functions

Figure 1 Research Administration screen. The Organizational Reports link is
circled.

2. On the Research Administration screen (Figure 1), click Organizational Reports.
The Organizational Reports screen displays (Figure 2).

Organizational Reports | mamn »

Spleck Organization Mame: Hational Saence Fourdation 'V\

Indicate Report Type:

* Recent Proposals

) Documents Mot Electronically Signed
 Active Awards

' project Reports

0 Continuing Grant Increments

O Organization Permissions Report

Continue

Figure 2 Organizational Reports screen.

3. In the Select Organization Name drop-down list (Figure 2), select the organization
whose reports you want to view.

4. In the Indicate Report Type section (Figure 2), you have options to view the following:

Recent proposals

Documents not electronically signed listing

Active awards listing

Final Project Reports

Continuing Grant Increments
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o Organizational Permissions Report
(Click on a link above for instructions for that option.)
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View Recent Proposals Reports

1. Access the Organizational Reports screen (Figure 1) (see Access Organizational
Reports).

Organizational Reports | man »

Select Drganization Mame: | Mationsl Scence Foundation _?_‘]

Indicate Report Type:
} Documents Mot Electronically Signed
7 Active Awards
' Project Reports
O Continuing Grant Increments
i Organization Permissions Report

Figure 1 Organizational Reports screen. The radio button for Recent Proposals
and the Continue button are circled.

2. On the Organizational Reports screen (Figure 1), click the radio button for Recent

Proposals.
3. Click the Continue button (Figure 1). The Recent Proposals screen displays (Figure

2).

Recent Proposals

Search for Recent Proposals by any of the following:

Status:
G‘-Pendlng
' Recommended for funding
' Dechinad
(G|

Date of most recent status change:

J;_:EH

Proposal Number:

PI's Last Name:

Sort results by: # Status
i Proposal Mumber
CIPI's Last Name
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Figure 2 Recent Proposals screen. The Continue button is circled.

4. In the Search for Recent Proposals section (Figure 2), search for proposals by any of
these criteria:

o Status

Click a radio button for a status criterion.

o Date of most recent status change

Type the date of the latest status change (in mm/dd/yyyy format).
. Proposal number

Type the proposal number.

. PI’'s last name

Type the last name of a PI.
5. In the Sort Results By section (Figure 2), click a radio button for one of the sort

criteria.
6. Click the Continue button (Figure 2). The Recent Proposals Search Results screen

displays (Figure 3) with a listing of recent proposals.

Chck on “Proposal Number® to vew detaded Propodal mformation. Sort refults by chickng colimn Btles,

[< Previows 101 1, 2, 3, 4, 5, & [Mext 1

£2 Proposals found, displaying 1 to 10

Tl Brogosal - s Slatus Reauested Frogram
Divi=lon iy mbner Empwzal 1itle FlLHame Holux Daie Ameunt Dificer

Dis i )]
Dis
Dis
IS
IS
s
183
DEE
QCE

Transfer Data to: Exce

Cancel |

Figure 3 Recent Proposals Search Results screen. The proposal number is circled
for a proposal.

7. To see detailed information on a proposal, select the proposal number (Figure 3) on the

row for the proposal whose information you want to see. The Proposal Information
screen displays (Figure 4) with the information.
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Proposal Information

FROPOSAL

Froposal Number;
Propasal Title:
Received on:
Principal Invesbogator:
Organization:

PROGRAM

MNEF Division:
Program Name:
Program Officer:
Telephone:
Ernail:

PROPOSAL STATUS

0546515

eGovernment Technical Challenges

07 19 05

Terri Demo

Carnegie Mellon University

This Proposal has been Electronically Signed by the Authorized
Organizational Representative (ADR).

DIYISION OF COMPUTER AND METWD
HETWORE SYSTEMS

Mary A. Smith

{703) 555-1212

msmithi@nsf.gowv

Status &s of Today Dated: 09/20/06
Award 0546551 was made on 01 /1206 tor § 90,804.00 with an sffectve date of 03701 06,

Award Duration: 12 {months)

Figure 4 Proposal Information screen.
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View Documents Not Electronically Signed

1. Access the Organizational Reports screen (Figure 1) (see Access Organizational
Reports).

Organizational Reports | may »

Select Drganization Mame: | Mational Scence Foundation "_v_‘]

Indicate Report Type:

) pecent Proposals

= Documents Mot Electronically Eigned__‘_)
)} Active Awards

) project Reports

O Continuing Grant Increments

& Organization Permissions Report

Figure 1 Organizational Reports screen. The radio button for Documents Not
Electronically Signed and the Continue button are signed.

2. On the Organizational Reports screen (Figure 1), click the radio button for Documents
Not Electronically Signed.

3. Click the Continue button (Figure 1). The Documents That Are Not Electronically
Signed screen displays (Figure 2) with an explanation of NSF use of electronic
signatures.

Efactive Jone 1, 2008, o0 procossds to SOF pre vepuied to by demronically signed by an Luthorosd Qrpsnd 2atonal Re prasentative (E0R] of The §ubmmithing
orgenoabien, Thie prooscs can carcu ment y acour smith susmepnon of the propoeal for theas rgenoatbiens where e nodwdoal avsiongzed whmit propas sy o
HAF abi. i o de grated ACH, &f & 3 dedarale Banclion For tede Srgan Eobond that Sadd b haep the ceralicalion proctis #2 parels Trn @ suliffeidion fuscon
Foor theps usnp the sepsrshs furchon, AORx seth the dutmanzed Grgenaatiensl Regressnbytive Funohans parmizsan will yss the “Rethorosd Crganezstong|
Eeprosantativa Funchione® spelcetian within Organizstional Hensgemart by sedrorscaly #gn propassis. Far thors organicetions séamre the submituos and
pertifaeathin groossies aoe papershs, the L0R hes Nva bosiress deys foom the daie of abscinana: submissan b efeoiramcafly Agn the propasal

Efficlisvg Howmetnber 26, 2001; all Ravued Prapddal Budgets, Fl Tras |I'-|r|llq muts, Change of Pl Baguests, @nd &Addbon of Sobhaward Bequeils subrmfed va
FasLane to WEF are requirad to be aleotron by sared by o Subonzed g ianal Begrepentatins TR oF the poberitn g argan 2a00m. This process can
coscurrently accur mth submasion for theas organcabane whers ®a ndvods onzed to sshmit e & deugnated ACR, or nctian fzr thase
erganalaing thal chiose t keep the certificobos process seperate from the dubmison fuian. F B8 us kg U seaarale funs #h e Autlrrad
Ceganiratiangl Fegressrkaties Funchions pemmizsan wil yge the “kuthorzed Srpanzstonl Represemtatye Funmons” sopficstion sthn Drgs sl Managamen
o alsctronizally 1gn Baen dozements. For thore organicsbcns ramra tha submmsee and caridcatian grecesasn sry saparaka, the AOF hae Ava bus=aes deys $frar
the debs of glectronia submissien 1 slectronecaly sign the docmest

= parat

Clizk ah "Cantinue™ bution o sea the decurmants, # ang, thet haee ral et bean alecronicaby sigrad by en A0R & pour srpanisdtan, Orly snigind propossls
submithed £nce June 1, 2001 and unsgeed Revised Propesyl Budgets, Pl Transher Requests, Change of PL Asguests, snd Addbon of Bubawand Reduests submine:
tincs Howamher 79, 2001 will sppasr o= thic regart.

¢ et |

Figure 2 Documents That Are Not Electronically Signed screen. The Continue
button is circled.

4. Click the Continue button (Figure 2). The Documents Not Electronically Signed
screen displays (Figure 3) with any documents that are awaiting electronic signature.
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Documpnts Mot Electronically Signed
ok on “Proporslilweed Mamber” do wew dooument, Sort resaly by clcking columin e

Ho Proposals found
Docurmpnt Topg Progeipal / i gerd bt Prinipa| Invesigator LI Subrrieyion Eute.
Mothing found to displey
Transfur Dty En- Eocal

¢ ¥iew AGH's wha have permdssion te o

Figure 3 Documents Not Electronically Signed screen. The View AORs Who Have
Permission to Sign link is circled.

5. To see the list of individuals with permissions to sign, click View AORs Who Have
Permission to Sign (Figure 3). The Following AORs Have Permission to Sign
screen displays with a listing of individuals with the permission for electronic signature.

The: following ACR™s have permission bo sign:

19 &dfs found, displaying 1 to 10 [= Prewicus 107 1, 2 [MNesxt 10 =]

ACR Ehuos Eomadl
Aragon, Lawe 800-T¥2-G627 b.aragon@comap.com
Demo, Terry TO3-252-1000 edamoBmed gov
Camo, Tarry T03-282-1000 edamodred gy
Damo, David TO3-202-B026 distis@nsf.gov
Do, David 703-292-2025 diotts@nsf.gov
Dent.Arthur 703-555-12132 diotts@nsf.gov
Goodnich, Fat 540-231-4558 goodm@wt.edu
Eictesterl John 111-111-1111 abc@xyz.com
LR M

m,mifibp.cam

Meculaugh, Vincart /A st Metulteg VB Rg e Som

Figure 4 The Following AORs Have Permission to Sign screen.
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View Active Awards

1. Access the Organizational Reports screen (Figure 1) (see Access Organizational
Reports).

Organizational Reports | man »

Select Drganization Mame: | Mationsl Scence Foundation _?_‘]

Indicate Report Type:

) Recent Proposals

) pocuments Not Electronically Signed
' Project Reports

0 Continuing Grant Increments

i Organization Permissions Report

Figure 1 Organizational Reports screen. The radio button for Active Awards and
the Continue button are circled.

2. On the Organizational Reports screen (Figure 1), select the radio button for Active
Awards.
3. Select the Continue button (Figure 1). The Active Awards screen displays (Figure 2).

Active Awards

Search for Awards by any of the following:

Award Date occurring on or between the following date(s):
(If searching for a parbicular date, enker same date for both "To" and "From” dates.)

From ; 01012011 = To = | 030172011 ;EH

Award Number:

{Enter 7 digits)

Status Change occurring anytime after the following date:

!;_EH

Sort results by: (¥ Award Expiration Date

O award Mumber

Figure 2 Active Awards screen. The Continue button is circled.
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In the Search for Awards section (Figure 2), search for active awards by any of the
following criteria:

e Date range

— In the From box, enter the beginning date for the range (in mm/dd/yyyy
format).

— In the To box, enter the ending date for the range (in mm/dd/yyyy format).
« Award number
— In the Award number box, type the award number.
e Status change
— In the Status Change Occurring Anytime After this Date box, type the date
after which the status change occurred (in mm/dd/yyyy format).

In the Sort Results By section (Figure 2), click the radio button for one of the sorting
criteria:

» Award Expiration Date

e Award Number

Select the Continue button (Figure 2). The Active Awards Search Results screen
displays (Figure 3) with a listing of the active awards that match your search criteria.

Active Awards Search Results

Click an "Award Nummber" to view Award Abstract. Sort results by clicking column title.

3

Awards found, displaying 1 to 3 =

Award Mumber P1 Name Total Award Amount Award Title Expiration Date FPR Due Date FPR Overdue Date
‘ 05/31/2012 06/01/2012 08/30/2012
2220050 * “ - 05/31/2012 06/01/2012 08/320/2012
2220055 09/30/2011 10/01/2011 12/30/2011
Transfer Data to: Excel
cancel |
igure 3 Active Awards Search Results screen. An award number is circled for an

F

46

active award.

Select a column heading (Figure 3) to view the active awards ordered by that category.
To view the abstract for an active award, select the award number (Figure 3) on the row

for the active award whose abstract you want to view. The NSF Award Abstract screen
displays (Figure 4) with the award abstract.

L ol NSF Award Abstract - #0329442

eGovernment Technical Challe nges

MSF (g BES
Latest Amendment Diate Cctober 30, 2004
Award Number 0325442

Award Instonent Standard Grant

Figure 4 NSF Award Abstract screen.
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View Project Reports Status

1. Access the Organizational Reports screen (Figure 1) (see Access Organizational
Reports).

Organizational Reports | may »

Select Drganization Mame: Mationsl Saence Foundstion 'U_‘\

Indicate Report Type:

) Recent Proposals

) pocuments Mot Electronically Signed
) Active Awards

= Project Report

O Continuing Grant Increments

i Organization Permissions Report

Figure 1 Organizational Reports screen. The radio button for Project Reports and
the Continue button are circled.

2. On the Organizational Reports screen (Figure 1), select the radio button for Final

Project Reports.
3. Select the Continue button (Figure 1). The Project Reports screen displays (Figure 2).
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search for an Aw:q

ird's Project Report(s):

Search by any of the following critera,

Organization Name:
PI's Last Name:

Award Number:

Project Report Type:

Search Type:

Sort Results by:

) award Numbar

JP1 Last Name

O award Expiratian Dat

National Science Foundation | » |

{Enter at laast first two charachers)

{Enter 7 digits)

L Annual ) Final _ Project Dutcames O Interm

C‘Qwer\du:

 Due within 30 days
) Dus within 31-80 days
) submitted

(=) all Project Reports

Chan Project Reports for this year

]

Inderin Reports are not
reguired snd do not have due
dates, so thay canmot bhe
searched for by dues date,

Sort Results by:
(% Award Numbar
Py Last Name

Figure 2 Search for an Award's Project Reports screen. The Search button is
circled.

In the Project Reports Type section (Figure 2), select a radio button for the report

type.

In the Sort Results By section (Figure 2), select a radio button for one sort criterion.
Select the Search button (Figure 2). The Search Results for all Awards by Final
Project Report(s) screen displays with a listing of awards matching the search criteria

entered.

Search Results for Al

| Awards by Final Projed

Chick on "Award Number” link o view Jdetails for the Awards' Fing! Profect Reporiis). Sort results by cicking cokimn titles,

344 Awards found, displaying 1 to 10 [« Previous i0] 1, 2,3,4,5,6,7,8,9, 10 [Mext 10 =]
Awrard
Foreard Sumber  Award Type PI1 Name wiard Ti Expiration
Date
n0ass0g Continuing Demo, Terri  eGovernmrent Technical Challenges 08,/31/2006
Grant
DO9z436 Continuing Demo, Terri eGowvernment Technical Challenges 21/31/2007
Grant
Q26T Standard Dermo, Terrt  eGovernment Technical Challenges 05/31/2007
Grant
0093140 Continuing Dermng, Terri  eSovernment Technical Challenges 12/31/2006
Grant
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Figure 3 Search Results for all Awards by Final Project Report(s). An award
number is circled.

Select the link for the award that you want to view a report for (Figure 3). The Final
Project Report screen displays (Figure 4).

Final Pf'l'-fl‘il.'.r Report; Award 00DBS5902

Cick on "Report Mumber” link fo view the Final Prafect Repor? in POV formaticpens in same window],
Bapoe? Mumbars without fnks denote reports that has not pet been submited, Sort results by clicking colurmn Htfes,

1 Report found. 1
Report NSF Report  PI Submission Report Perod  Report Period  Report Dus EM! Submnission
Humber Ehahus Shatus Stact Dabe End Date Dot Date Duake

Bckion Submitted  08/02/2005  09/30/2005  10/01/2005 12/30/2005 08/22/2008
Pending

Transfer Data to: Excel

Figure 4 Final Project Report screen. A report number is circled.

8. Select the link (Figure 4) for the report number you want to view. A screen displays

(Figure 5) with the report contents in PDF format. If you need to download Adobe
Reader, see Adobe Reader for FastLane.

Anmial Report for Perbod: 08022005 - 097302006 Subambited oz 081506
Principal Investigator: Temy Denws Award ID: G0ES902
Organization: Camcge Mellom University

Title: eGowernmenl Technical Challenges

Project Paticipants

Sendor Perscnnel
Name: Tary Deino
Woaked for more ihan 180 Hoars: Ve
Contrilbwtion io Projec:

Mame: Bob Jopes
Worked For imore than 160 Hoars: Yes

Caontribwiion o Projec:

Mame: John Smith
Wionrked for mmore ibhan 180 Hours:  Ves
Cantribusion i Probect . E=l

[I4 4fmudzp W0 @ NER G

Figure 5 Screen with the selected report in PDF format.
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View Continuing Grant Increments

1. Access the Organizational Reports screen (Figure 1) (see Access Organizational
Reports).

Organizational Reports | may »

Spleck Organization Mame: Hational Saence Fourdation 1-'_‘1:

Indicate Report Type:

) Recent Proposals
) pocuments Mot Electronically Signed
) active Awards
' Project Reports
E'_l:nnlinuinu Grant ln:ﬂ:mﬂnt::-’
) Organization Permissions Report

Figure 1 Organizational Reports screen. The radio button for Continuing Grant
Increments and the Continue button are circled.

On the Organizational Reports screen (Figure 1), select the radio button for
Continuing Grant Increments.

Select the Continue button (Figure 1). The Continuing Grant Increments screen
displays (Figure 2).

Continuing Grant Increments

Select Key Fiscal Year in which increment is due:

E:E‘t results (™ pnal project Dus Dats
{PI's Last Hame
{& hward Number

Figure 2 Continuing Grant Increments screen. The Continue button is circled.

4. In the Select Key Fiscal Year in which Increment Is Due drop-down box (Figure 2),

select the fiscal year for the award you want to check.
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In the Sort Results By list (Figure 2), select a radio button (Figure 2) for a criterion to
sort the awards by:
e Final Project Due Date
= PI’'s Last Name
< Award Number
Select the Continue button (Figure 2). The Search Results for Awards by

Continuing Grant Increments screen displays (Figure 3) with a listing of the awards
that meet your search criteria.

Chick on “Anard Number” Nnk [0 view Setaks for the dwards” Frofect Beports). Sort reseits by cilcking oumn Dbes

124 Amards found, duplaying 1t 15

——y Bt tms

Dema; Terry
2331 Dema, Tarmy
2933 Ciemao, Terry
2002533 Dema; Termy
o Ciemao, Tarry
QO0Z935 Demao, Tarry

[= Bravicow 10] 1, 2, 9, 4, %, 8, 7, &, €, 10

Dty of Wiul
e Incramant Exascie

BID Aestarch Tramng Groud Program: Silogy s Smail 1273142000
Pepulabang
Euxpenirental and Theonebcal Studies an the Structure of Highly 127312000
Frahested Air Flames
B0 Research Trakning Group Programi Sology w Smail 12312000
Fapulations
Expermental and Theoretcal Studies on the Struciure of Highly 12f3L200T
Frehested Air Flames
BID Research Traking Groun Program Biology = Small 12731/ 2007
Fopulabons
Expermentsl and Theomebcal Sudies on the Strucure of Highly Y23 2007

Frehested Air Flames

award number is circled.

4 lesrement Amoust
$6:0,D00.060
$60,000.00
$6:0,D00.560
$620,000.00
$B0,000.060

560,000.00

Figure 3 Search Results for Awards by Continuing Grant Increments screen. An

7. Select the link for the award number (Figure 3) that you want to view a report for. The
Continuing Grant Increments screen displays (Figure 4).

8.

cick on “Report Murmdbear” ink 10 Wew the Srofect Bapar? in FOF format (aoens i samme windgos )
Bepaort Munnbers witfout Soks dencds raports Hat a5 not pet baan subnited, Sort reswiits S cliicking ool tEkes,

1 Report fouwnd,

Hiopget
P

Eatus

E—ar—s!:r Dats to: Exc

Dus

Beport Pevied  Beport Poriod  Beport Duc i subroizsion
Stalu Start Date End Date Daka ﬂi‘“‘fa'-“ Catas
Mot Submitted 05 OE/Z006 /302007 01/30/Z007 050172007 -

Figure 4 Continuing Grant Increments screen. A report number is circled.

Select the report number link for the report you want to view (Figure 4). A screen
displays (Figure 5) with the report contents in PDF format. If you need to download
Adobe Reader, see Adobe Reader for Fastlane.
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=

[ Alswvescer = 35 @ @ |1 () s il

|5 e a || A || 2

| & - L:JI? & [iom - @ |08

Award Report: 8910111

Amnnual Report for Period : 06/01/2005 - 06012006 Subsmitted on: 06/15/2006
Principal Investigator: Temry Demo Award 1D: 0002930
Organization: Carnege-Mellon University

Titke: eGovernment Technical Challenges

Project Participants

Senior Personnel
MName: Tery Demo
Worked for more than 160 Hours:  Yes
Contribution to Projeci:

Mane: Bob Jones
Worked for more ihan 160 Hours:  Yes
Contribution to Project;

Mame: John Smith

-

Worked for more than 160 Hours:  Yes

Figure 5 Screen with the selected report in PDF format.
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View User Permissions Report

1. Access the Organizational Reports screen (Figure 1) (see Access Organizational

Reports).

Organizational Reports | man »

Select Drganization Mame: | Mationsl Scence Foundation '}{]

Indicate Report Type:

) Recent Proposals

) pocuments Mot Electronically Signed
7 Active Awards

' Project Reports

0 Continuing Grant Increments

L4 E"_'-: Organization Permissions Report ;]

Continue

Figure 1 Organizational Reports screen. The radio button for Organization
Permissions Report and the Continue button are circled.

On the Organizational Reports screen (Figure 1), click the radio button for

Organization Permissions Report.

Click the Continue button (Figure 1). The Organizations Permission Report screen
displays (Figure 2), where you have the following options:

e View permissions for selected users

e View users for selected permissions

View a full report of all permissions for all users

Splect users From the list helan:

Te galact mubkiple ugsse. preass CTRL and

EElBS UThr nETIBE.

Adarne] Mgel
Addeson Randalph
{Afzal Mohammaed
Af7all Mohammead
|88 Jnan
|Aken John
sidbus Chaorgl
Bldarson, Lars
Alderson,Lynn
{#lford Una
{Allan Paui
{Biphsenan San

-

Zelect permassions from the list helow:

Te ealact mubipls parmicelane, preee CTRL and calect pasmigeiome,

|81 Parmissions

A, Modkly | and Cielate Fazilang Ugars
Adrireaber Mollicalions To or Requests For NSF Approvals Lisdsr Grards
Acdmirster Revised Budgats

ahernate Coordinating Official

authonzed Onganestonal Represenialive Funcliong
Cath Fagques)

Cash Request History

Chamge Usar Pamissons

Coordmating Dficial

EFSCoR Molifcaton of Cediicabon Syslem
Federal C-ash Transaction Repord

Firanciad Administrator

(GGrantes EFT Hislary

Grantes EFT Lipdste

Figure 2 Organization Permissions Report screen. Three user names and All
Permissions are highlighted. The Continue button is circled.
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View Permissions for Selected Users

1. On the Organization Permissions Report screen (Figure 2), from the Select Users

list (Figure 2), highlight the users whose permissions you want to view or highlight All
Users.

2. From the Select Permissions list (Figure 2), highlight All Permissions.

3. Click the Continue button (Figure 2). The User Permissions Search Results screen
displays (Figure 3) showing the permissions for each selected user.

Uzar Parmisslons Baarch Results

SouT Pasuits B okoking oodurme S,

& Reconds found, deplaping 1 to &

e P [t Fomail
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Figure 3 User Permissions Search Results screen with a listing of the permissions
for one of the individuals whose names were highlighted. The other individuals
whose names were highlighted have no permissions.

View Users for Selected Permissions

1. On the Organization Permissions Report screen (Figure 4), from the Select

Permissions list (Figure 4), highlight the permissions for which you want to see the
users.
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Figure 4 Organization Permissions Report screen. All Users and the Authorized
Organizational Representative Functions permission are highlighted. The Continue
button is circled.

2. From the Select Users list (Figure 4), highlight All Users.

3. Click the Continue button (Figure 4). The User Permissions Search Results screen
displays (Figure 5) showing the users for the highlighted permission.
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Figure 5 Organization Permissions Search Results screen listing all users who
have the Authorized Organizational Representative Functions permission.

View All Permissions for All Users

1. On the Organization Permissions Report screen (Figure 6), from the Select
Permissions list (Figure 6), highlight All Permissions.
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Figure 6 Organization Permissions Report screen. All Users and All Permissions
are highlighted. The Continue button is circled.

From the Select Users list (Figure 6), highlight All Users.
Click the Continue button (Figure 6). The User Permissions Search Results screen

displays (Figure 7) showing the permissions for all users, who are listed in alphabetical

order.
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Figure 7 User Permissions Search Results screen with a listing of all users in
alphabetical order and with the permissions listed for each user.
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