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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).



Financial Representative Information

Accounts Management |y » Organization: Camegs-Melon University
Usar fixq oaet linanscal Kegeesantsliye [rlormation

Finantial Boprosentativas

Salutation:
Hame:
Title:
E-mail:

Telephome Humber: 10 degty oaly

Salutation:
Hame:
Title;
E-nkail:

Telephome Hember: O degdts oy

Salulation:
Name:
Title:
[T

Telephome Humber: R gty oaly

oo hanges T

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

Login for the following permission based functons:

Accounts Management

Letters of Intent

Proposals/Supplements/File Updates/Withdrawals
Award Documents

Forwarded/Submitted Revised Budgets

Notifications & Requests — Disabled in FastLane. Log in to Research.gov

Organizational Reports

Project Reports — Disabled in FastLane. Log in to Research.gov

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
user functions.

User Permission Function Listed on Research Administration Screen
Granted
Add, Modify, and Delete
FastLane Users

Change User Permissions | Accounts Management




Initialize User Passwords

Review/Revise
Organizational
Information

Financial Administrator

Sponsored Project Office Functions Introduction

(Within accounts management, you have access only to those
functions for which you have permission.)

View Only

e Organizational Reports
e View/Print Organization’s Award Letters

Sponsored Projects

« Organizational Reports

Officer o View/Print Organization's Award Notices
e View/Edit Notifications To or Requests For NSF Approvals
Under Grants
o View/Edit Proposals/Supplements/File
Updates/Withdrawals
e View/Edit Revised Budgets
Authorized « Organizational Reports

Organizational
Representative

e View/Print Organization's Award Notices

e View Project Reports

« View/Edit Notifications To or Requests For NSF Approvals
Under Grants

o View/Edit Proposals/Supplements/Withdrawals

e View/Edit/Submit Revised Budgets

« Authorized Organizational Representative Functions

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

e Accounts Management
e |etters 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

 Authorized Organizational Representative Functions




pd_spo_functions

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).

* NSF Home | News | Site Map | FastLane Help | Grants.gov Help | Contact Us
'I-}]h" FastLane is an interactive real-time system used to Fasttaia [7 AM ta 9 PM Eastern Time = M-F)
o Fas conduct NSF business over the Internet. FastLane is Viar 1-800-673-6188
) for official NSF use only. More About Fastl ane... Support FastLane Availability (recording):

1-800-437-7408

| o T
'a‘:-j_ ‘( www.fastlane.nsf.gov

Proposals, Awards and Status | Proposal Review | Panelist Functions Research Administration Financial Functions|

Honorary Awards | Graduate Research Fellowship Program | Postdoctoral Fellowships and Other Programs

Quick Link Advisories

* Special Exceptions to

:,:Tisjzf:?glh'::ulﬁfe 03/21/13 - Attention Research Organizations: On March 18,

or Anthropogenic 2013, NSF's FastLane system began automated
Events compliance checking and enforcement

03/17/13 - Attention: Starting on March 18, 2013, NSF Project
Reports were transitioned to Research.gov.

09/14/12 - Special Budget Instructions for all Postdoctoral

P Award Search and Fellowship and Doctoral Dissertation Research
- Fundinn Trends Trmnrnvamant Ceant MMNDTC /NMNDRTCY Annlicantc

P Registration
Information

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

Research Administration

Login for the followng permission based functions

¥ Accounts Management Log In
P Letters of Intent

Last Mame:
¥ Proposals/Supplements/File Updates/Withdrawals NSF ID:
F Award Documents

Password:
¥ Forwarded/Submitted Revised Budgets
" Netifications & Requests Select one:

@' gesearch Administration
¥ Drganizational Reports Submit EDI Proposals
L4 Project Reports - Disabled in FastLane. Log in to Research.goy 5 In
F Authorized Organizational Representative Functions Eoraol Password?

Lookup NSF ID

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

2. In the Login section (Figure 2), enter the following in the boxes for:
= Last Name
= NSF ID (your National Science Foundation Identification number)
e Password

3. Click the radio button for Research Administration (Figure 2).



Log In to SPO Functions in Research Administration

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
Letters of Intent
Proposals/Supplements/File Updates/Withdrawals—Work on:
— Proposals

° _Edit/Submit proposals (AOR only)

°  Withdraw a proposal (AOR only)

°  View and print a submitted proposal

° Check the status of a proposal
— Supplementary Funding Requests
— Proposal File Updates
Award Documents
Check Continuation Funding Status
Forwarded/Submitted Revised Budgets
Notifications and Requests
Organizational Reports
Authorized Organizational Representative Functions
(Click on a link for instructions for that function.)

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.
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Research Administration

Foundation :

¥ Accounts Management
" Letters of Intent

" Proposals/Supplements/File
Updates/Withdrawals

¥ Motifications & Requests
* Organizational Reports

" Authorized Organizational Representative
Functions

In Box

¥

Proposals/Supplements/File
Updates/Withdrawals

&

Motifications & Requests

AOR Functions

&

Letters of Intent

¥

Saelect a Research Administration function for National Science

2 New
(ﬁ In Box

Mow vou can
easily review
current work in
progress
directhy from
this page.

Click below to
select current
items for
FEVIEW.

=}

(8]

=

items for
review

items for
review

items for
review

items for
review

Figure 3 Research Administration screen. The In Box, with the number of
documents waiting for attention by function category, is circled.



Accounts Management Introduction

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.



pd_spo_functions

Access Accounts Management

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

Research Administration

Login for the following permission based functons:

Accounts Management

Letters of Intent

Proposals/Supplements/File Updates/Withdrawals
Award Documents

Forwarded/Submitted Revised Budgets

Notifications & Requests — Disabled in FastLane. Log in to Research.gov

Organizational Reports

Project Reports — Disabled in FastLane. Log in to Research.gov

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:
- 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.)




Access Accounts Management

Accounts Management | MAIN P Organization: National Science Foundation

User Account | Organization Information

View Organization Permissions Report b

p Search for existing User to view/modify data:

Last Name: Search ‘ View All Users | Add New User

Search with Last Name or click View All Users to find the user

Name Email Address Actions

Cancel

Figure 2 Accounts Management screen.

10
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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.

11



View All Users

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.

12
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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

13

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




View a User Profile

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).

14
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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).

15



View a User Profile

View Modily User Profile [or Jahn Alan Hl'l;]mli.r.ltmn ID: 4102852000
Required Fislds are preceded by an asteriak [~}
user Profile
MSF ID: 000365319 Ermeary Act
"First Name: John
“Last Name: Llan HE 1
*Email: jalangnsf.gow
Phone Nuimber: 7035551000

Fax Number: 7035550000

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

16
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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: DDOBSS319 Broacy Aot
“First Nama: John " I! T I
“Last Name: Alan MI: &
*Emall: jalan@nsf.gov
Phone Number: 7035551000
Fax Humber: 7035550000 .
Cancel I

Principal Investigator { PI) Profile -- no

User Permissions

X alphaman ; Alan has
[ Add, sadify, and Delate PastLane Users permissions only to

f-T: Changs ':.Ism- Parmissions « Add, Modify, or Delete
E Enitialize/Change User Password FastLana Ussr

= Qrgamzaticnal Reports
Fl Adminaster Notificaticns: To or Reguests For NSF Approvals Under Srants * Change user permissions
[ Subema Propodsls/Supplementa/Updates/ Withd rawals to NSF

¥ * Change user password
Fl admirsster Revised Budgets

[ siew/Print Grparization’s Award Lettars To change user privileges Use
¥ Wiew Project Reports Hodify User button.

[ Review/Revice Organizational [nformatian
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.

17



View a User Profile

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.

18
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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 »

User Accoun Qrganization Infermation

View Organization Permissions Report #

p Search for existing User to view/modify data:

Lavst Nama: Search |

View All Users |

Drganization: Mational Soence Foundabon

Add Mew User |

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).

i mat FequESE 8 nas VEF 1D for gay wiar wha bag prwviossly applied to NSF or recered fanding frem NGF.

Enger the srar's NEF 1D if kngen. Lewwe the feld blank far she system o generate 3 new NEF 1D
Bigurind Fopl 5% Booceded By &9 BFtenak (%)

Organization 10:; 4102853000

Crpartmant:

“Dagren Typk: Blassa salace from lint balow
"Dagres Vear: Classe select degres yasr ¥
OREID Idastibar:

16 digit ORCID ID nusmber.

Unaw Profile
NSF I Peby ey dice
*Hirat Nama: 1
“Laat Muma:
Emails Craste Paswwond:
hone Humbar "Craate Fasgeard
oo Number: G
' 13 gt e [T=Sr S —,
Fax Numbar: [N |
Exsrerord Regwramaaty
Principal Invastigater (P1) Prafile
[ y RGN IZAT) A
Add User 53 B Faffi [, Br., BIL, Eng) ORGANIZA] I:C:EHFP\. Eu_

Brmaw ikl T T W5° ] profi. D 1 ot BT ndiwms emagh P F] Soformalion sorwar 0
o Fragemai Frapasatioe fomgin |

QREID ID s optssnal. Howewar, if you choose ta enter it, plaase anter & wabd

Apprtvals Under Grams
* iaw/Edie Rised Budgees

N View Only Sponsored Projects Officer
* Orgarizabonal Raperts * Orgesizatioral Reperts
* \igw'Brint Cirgaaization’s Awsnd * Vigw' Print Cugaaizstion’s Awsrd Ntices
Matizas ® Wik Preject Rapars
 \iaw Brejuce Rapsrs # wimwg'Bde dseficaticns To e kuguases for N4H

* Yiew Bt Propossly/Supplements Withsrawals

Authonzéd Organezational Representatnee

* Orgarczasenal Rapets

* \igw'Brint Qrgasization’s Awand Notices

* Vigw Brejact Rapers

# Viawe'Bae heedsations To or Ragumnts For N3P Apgrovals
under Grams

* viava'Ed Preposals/Supslamanta/withdtamals

* View'Bd% Ravized Budpecs

® Guthnzed DIGaEIT A 1 RaBrSeAtataE Funitinss

Agid, Madidy, gad Delwre Fastiars Ugers

Changa User Permangicns

Eritializn Uinar Paspword

Figure 2 Add New User screen.

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

19




Add a User

< 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.

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

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

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

« 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):

e In the Create a Password box, type a password.

< 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):

e 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. 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 someone in your organization is authorized to sign and submit proposals and
other documents that require electronic signature, you must give that person the
permission for Authorized Organizational Representative Functions.

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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Accounts Management | main »

User Account

Organization: National Science Foundation

View Add User Profile for -- john billy Organization ID : 4102852000
Required Fields are preceded by an asterisk (*)

Please Note: This user’s account will also be added to Research.gov. All applicable FastLane permissions will also be
assigned to the user's account in Research.gov.

User Profile

Privacy Act

#First Name:john
#Last Name: billy
*Email: john.billy@nsf.gov
Phone Number:
Fax Number:

MI:

Principal Investigator (PI) Profile

Suffix:
Department:
*Degree Type:
*Degree Year: 0
ORCID Identifier:

User Permissions Assigned

Confirm Add User | Cancel I

Figure 3 View Add User Profile screen.

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

CONFIRMATION

Add User Data for - jorge Ruiz
User has been successfully added to the Research.gov and Fastlane.
User has been added as a PI successfully.
User Permissions have been successfully added.
Pleaze note your NSF ID generated by the system is 000569572

The user has been sent an email with further instructions for signing in. Please note that you will need to give the user temporary password you created, and
after 30 minutes user will be able to sign into Research.gov, where they will be prompted to change their password.

L. unt Man nt Main

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

10. 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 | main »

User Accour

View Organization Per

Organization Information

1s Report k

p Search for existing User to viewmodify data:

Limss Mame;

Search Resulls

Search |

View All Users |

Organization: National Soence Foundabon

Add New User

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

ald ugers found, digplavang 1 %9 10

Hams

Add redin| iy
il X

g0, Rardolch
#hl, Josn
Adan, Jokn &

jahl@ngl, gov
jalan@nsf gov

Emindl Address
raddigonl@nsf.gov

[Prav] 1, 2, 3,

4, 5, 6, 7, 8 [Hext]
A tionm

ViewiHodify|Delctc

View|Hedily|Daloty

viewdBiodifP0atete

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).

Accounts Management | mam #

Vs A

Medify User Profile for -- ARQ TEST Organization 10: 4102852000
Required Fields are preceded by an astenisk (=)
user Profile
MSF ID: 000527063 Erivasy A5t
*First Mame: 250 M
Last Mame: TpsT
"Email: sandrewE Fnsfgov L. o
The password change functien is no langer ilable in Accounts Management. Users
Phons Wember: 7032925111 10 e oy can now change thair cvm passwords wsing the Change Fasswend link svailable in
ap nge o
Fax Mumber: FastLane on the tep right. or by salacting ‘Change Password frem Rasearch.gov's My
18 dipks ol Brefila page.
Already a Principal Investigator [PI}
ORGANIZATION NAME:!
o tments National Science Foundation
*Dugres Typa: {Crow wo0wd 1z T NS# P pratim, Irw P cam Change PayTer sl Provgh e
i [efpemion sirvne o the Priptasl Presenatan foseton |
*Degres Year: 2009
GREID Ldeatifier:

User Permissions

@ None View Only

® Organizational Reports

Notices
® View Project Reports

® View/'Brint Orgasizatisn’s dmard

Sponsored Projects Officer

® Organizational Reports

® Vigw/Drine Organizanan’s Award Natices

& Yigw Project Reports

* View/Edit Notifications Te or Requests Fer NSF
Approvals Under Grants

® Vigw/Edit Revised ats

& View'Edit Propesals/Supplements/Withdrawals

Authenzed Organizational Representative

* Organizational Reparts

® Vigw/Drine Drganization’s Awand Nevices

& Yiew Project Reponts

* View/Edit Notifications To or Requests For NSF Approvals

T
avi/Edit Proposals/Sepplaments/Withdrawals

& View/Ediz Ruvised Budgets

* Aythosized Organizational Regresentative Functions

[ sdd. Madify, and Delete FastLane Users

[] Change User Permissions
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Modify a User Profile

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).

View Modify User Profile for -- AAabbcocdd Aa Organization ID: 4102852000

Requirsd Fislds arz prec=ded by an asterisk {*)

Please Note; This user's account will alse be updated in Research.gov. All applicabls Fastlans permissions will also De updated to the user’s account in Res=arch.gov.

User Profile
NSF ID: 000503555 Brivacy Act
*First Name: AAsbbocad
M1 c

*Last Name: A=
*Email: boraze@nsfgov
Phone Number: 1113333555
Fax Number: 11133355%8

Principal Investigator (PI) Profile

Suffix:

Department: Econ
*Degree Type: Dagr
*Degree Year: 1268

ORCID Identifier:

User Permissions Assigned
Sponsor=d Projects Officer

Confirm Changes cancel |

ownload Adobe Acrobat Reader for viewing PDF files

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.

C*&ssm_ugﬂﬂﬁmgmmm}

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 a User

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

27



View the Organization Permissions Report

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.



View the Organization Permissions Report

User Permissions Search Besulls

Torf rewie By chobing cofumn dter

1,159 Records found, degdaying 1 to 10 [= Previows 10] X, 2, 3,4, 5,8, 7.8, 9, 10 [Mext 10 =
Uamr Ewrmisyign Phone Emnl!
adams, Gregory 4dd, Modfy, and Delete FasiLane Usars R gadams@nsf.goy
s, Gregoey administer NotFications Ta or Requests Far NSF Approvaks Under Grants WR qadams@nsf.goy
adams, Gregory Charge User Farmissions W gadamsnsf.gov
adams, Gregory Iritis ey Changs Usar Passmord LT gadamz@nsf.goy
adams, Gregory firganizabonal Reparts HR gadams@nsF.gov
Adams, Gregory Submit FroposalsfSuspls mants Upd stes/withdramals to HEF HR gadamsnsf.goy
Adams] Higesl Drganizsbanal Reports WA nadam=®nsf gov
afzal Hohemmed add, Meify, and Dmlste Fastians Lizary TO3-A38-3477 mafrad@nsf.goy
Afzal Hohammad Adminirtar Mptfcations To or Raguerts Far NSF Approval Lindar Grants TOE-azn-32d mafsakd@nsf.gov
Afzal Mot | Ad bar Revned Budg TOS-428-3427 rals ¥ nif . goy

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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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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Revise Information for
Begwred Flelds are preceded by an asterisk (%)

Mational Sclenc

Revise Organization Information

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.
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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 ¥ OPganizatizn Nationl ©cen:

WEee ACcound b Oepenizatien Fnformastien

Vigw Organization Permissions Report #

,.c' 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
marne Ernail Addidress Ae 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. 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

)

Suhmit Chamges |  Camcal

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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Change the Organization Name

ey ol el el 0 ki
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 Mame Change

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

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.

34



pd_spo_functions

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:
o Recent proposals
Search for proposals and check their status
. Active awards
Search for awards with the option to view the abstract for an award

. Continuing Grant Increments
Check continuation funding status
. 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

Select a Research Administration function for National Science

Foundation :

" Accounts Management ~3
Mew
Letters of Intent @7 In Box

Mow wou can

Proposals/Supplements/File easily review

Updates/Withdrawals current woark in
ik . progress
Notifications & Requests directly from

this page.
Organizational Reports
Click below to
¥ Authorized Organizational Representative select current
Functions items for
FEview.

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).
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Access Organizational Reports

Organizational Reports | mamn »

Select Organization Name: Mational Science Foundation

Indicate Report Type:

'@ Recent Proposals
' Active Awards
“_ Continuing Grant Increments

.- Drganization Permissions Report

Continue I

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

o Active awards listing

o Continuing Grant Increments

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 | mamn »

Select Organization Name: Mational Science Foundation

Indicate Report Type:

'@ Recent Proposals
"/ Active Awards
“_ Continuing Grant Increments

“_- Drganization Permissions Report

Continue I

Figure 1 Organizational Reports screen.

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).

39



View Recent Proposals Reports

Search for Recent Proposals by any of the following:

Status:

' Pending

' Recommended for funding
CiDechined

@ a0

Date of most recent status change:
B

Proposal Number:

PI's Last Name:

Sort results by: & Status

O Proposal Number
) PI's Last Name

CContinue D
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.

) Date of most recent status change

Type the date of the latest status change (in mm/dd/yyyy format).
o 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.
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Ricent Propasals Search Results
Ciick on "Proposal Number” to veew detaved Proposal mformation. Sort results by ciclng column bitles,

£2 Proposals found, displayng 1 ko 10

[<Previcus 100 1, 2, 3, 4, 5, & [Next 10 =]

oS . T i e Pai—— " i, * ans Sguiing | i [—— o ¥
nis 22IGOLE e R o ey S fs— iy i S T wai . ——
s 2220056 - - s e Fm—— g Ll pe e owodd | - e
Dis SEDGLTE Aee et e emaen G ey Wi ey dha g b i Ak - R
18 OF)7T5ER] - " b— - = e - .
IS QIGTSd] .. b1 Bt ¥ i Sl e B e el s R
s QFQ7EIE - L e -
S IR3IS139 - L e e S fisie s LR - [ ]
nar 1062348 asimiesi Soni Sugand T oA Syl g i - -
OCE JDEIAGE S b e o T S T aperia i e i Woae - - w e # - -
[ — L T—

Transfer Data to: Excel

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 humber (Figure 3) on the
row for the proposal whose information you want to see. The Proposal Information
screen displays (Figure 4) with the information.

Proposal Information

FROPOSAL

Proposal Number:
Proposal Title:
Received an:
Principal Invasbgator:
Crganization:

PROGRAM

MNSF Division:
Program Name:
Program Officer:
Telephone:
Ermnail:

PROPOSAL STATUS

546515

eGovernment Technical Challenges

07 f19 05

Terri Demo

Carnegie Mellon University

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

DIYISION OF COMPUTER AND NETWD
NETWORE SYSTEMS

Mary A. Smith

{703) 555-1212

msmith@nsf.gow
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Status As of Today Dated: 0952006
Award 0546551 was made on 011206 for § 90,804.00 with an effechve date of 0301 /06,

Award Duration: 12 {months)

Figure 4 Proposal Information screen.
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View Active Awards

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

Organizational Reports | mamn »

Select Organization Name: Mational Science Foundation

Indicate Report Type:

'@ pecent Proposals
" Active Awards
"/ Continuing Grant Increments

- Drganization Permissions Report

Continue |

Figure 1 Organizational Reports screen.
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).
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View 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 : 010172011 EF To - | 030172011 %l

Award Number:
{Enter 7 digits)

Status Change occurring anytime after the following date:

Sort results by: (¥ Award Expiration Date
O award Mumber

Figure 2 Active Awards screen. The Continue button is circled.

4. 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).
e 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).
5. In the Sort Results By section (Figure 2), click the radio button for one of the sorting
criteria:
< Award End Date
= Award Number
6. 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 on "Award Number"” to view Awsrd Abstract. Sort results by clicking column Bitle.

3 Awards found, displaying 1 to 3 s
Award Number PI Name Total Award Amount Award Title Expiration Date EPR Due Date FPR Overdue Date
. . - PP S - - 05/31/2012 06/01/2012 08/30/2012
2220050 # i oo o Sy Wt For—  prhary 05/31/2012 06/01/2012 08/320/2012
2220085 . ’ - Bii Wb Se—— 09/30/2011 10/01/2011 12/30/2011
Transfer Data to: Excel
Cancel J
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Figure 3 Active Awards Search Results screen. An award number is circled for an
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.

EUN NSF Award Abstract - #0329442

eGovernment Technical Challenges

INSF Ong BES
Latest Amendment Diate Cctober 30, 2006
Award Number 0325442
Award Instvwament Standard Grant

Figure 4 NSF Award Abstract screen.
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View Continuing Grant Increments

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

Organizational Reports | mamn »

Select Organization Name: Mational Science Foundation

Indicate Report Type:

'@ Recent Pro posals
"/ Active Awards
“_ Continuing Grant Increments

“_- Drganization Permissions Report

Continue I

Figure 1 Organizational Reports screen.

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

3. 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
& pward Number

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

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.

5. 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
e PI’'s Last Name
e Award Number

6. 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.

Clok o “Arand Number” fnk o viger detals for the dwards” Profect Repontis) Sort reselts by cicling olumn Des

124 Amards found, duplegng 1 b 18 [= Eruvicom 16] 1, 3 [ hoacet

Amprd

i
incrament Eagecipy LSrEE=nt Amousd

Dema; Termy BID Ressarch Trawing Groud Program! Sology i Small 12M31/2007 $E:0,000.00
Pepulabans

= s_hed K] Cema, Terry Ewpenmental and Theorebcal Stodies on the Strucure of Highly 127313000 S50, DoDa0n 0
Frehested Air Flames

Bl Mams Amard Titly Eials of Haul

Dema, Terry B0 Research Traking Group Program Siclogy i Small 127312007 B0, D000
Fapulations
Q02533 Cema, Terry Expermentsl and Theorabical Studies on the Struchure of Highly 127312007 6D, D00 0
Frehested Air Flames
Cema, Terry B0 Research Traking Group Program; Biclogy = Small 127312007 B0, D000
Fopulabions
Demao; Terry Expermantal and Theonehcsl Studies an the Struchure of Highly L2FAL200T SED,000.00

Frehested Air Flames

Figure 3 Search Results for Awards by Continuing Grant Increments screen. An
award number is circled.

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).

Civek o “Raport Mambar” link 1o e W the Srofect Bapar? i FOF formmad (a0ens i same wingios )
Baport Munmnbers witfout fnks dencds reports that Aas not pet bean subnwited, Jort reswlits & cliicking codumn ttkes,

1 Report found, L
Hopoet MHEF Bt ] subraission  Beport Pevod  Beport Pered Bepost Do ﬂlmm Subrmisshon
Fiurobas Status Stafus Shart Dats End Dats Baka Date Eate

Due Mot Submitted 05 DE/Z00E 0443002007 DLSF0FZ007  O5A0L/Z007 -
Transter Dats to: Exosl

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

8. 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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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

View User Permissions Report

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

Reports).

Organizational Reports | mamn »

Select Organization Name:

Mational Science Foundation

Indicate Report Type:

“' Recent Proposals
"/ Active Awards
'/ Continuing Grant Increments

'/ Organization Permissions Report

Continue I

Figure 1 Organizational Reports screen.

Organization Permissions Report.

e View permissions for selected users
 View users for selected permissions

e View a full report of all permissions for all users

Select users From the list helow:

To gelact mubiple ugss. pracs STRL and
EElRIT Udar TR

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

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

select permissions from the list belews

To salect mubiple pamricslans, prece CTEL and calec parmisrione,

Sddeson Randalph
|fzal Ilohammied
Af7all Mohammad
|8 Jnan

dbden Jahn

Sdbus Chaorgl
Bldarson, Lars
Alderzon,Lynn
Alford Una

Allan Paui
._:’d_|:l-5m-m_!d,_1_n

JSharan

-~

2, Mioakly | and Delete Fasalane Lisers

Agrireaber Nofcalions To or Requests For NEF Approvals Lndsr Grards
Acdmirster Revised Budgats

sernate Coordinating Official

Suthonzad Qe stional Representative Funcliong

Cash Pequesi

Cash Regquesl Hislory

Chamge Usar Pamissons

Coordimating Oficial

EFSCoR Molikcaton of Cediicabon Syslem

Federal Cazh Trarsaction Repod

Firanciad Administraton

iirantes EF | Heslony

Grantes EFT Lipdste w

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

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 &

T Pt sy Pohiaiiias E-amad
fdamas,Gregory add, Moy, and Deleis Fayilsrs Users A gadams@ned.gov
sdams, Gragory sdrrininbar Notthicabions Ta or Baguasts For KEF Bpprovals Under Sranla HAA gadamilined. guv
Adama, Gragors Change ear Pesrfmidioni

LAY gadams@nad, gow

Adams, Gragors Irdbialie e Chianhgs Uies P swerd LA gadamelnad, goyv
Adams, Qregosy gt Fatssatal i epoons WA, gadameldngd, qav
Bdaims, Gregory Subrnit FroposslstSupplements/Ligdabes W ithdrawals 1o NSF LT gadarns@nad. goy

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 wiers from the Ik below: Select permieabong Trom e Bet below:
T skt miuliple Gddre, Pt STEL and T fkbert miukals pamdieang, i CTEL bl gabet paemigdiang.
T A T T

All Penmission: -
I"'\"Um- L. Add, Moddy, snd Delels Fasilans Usars
Adams Gragony Adreanister Malibcsbang To or Reguests Far MSF Approvals Under Granis
iBdams] Migel

Adgrednieter Rewized Budgats

£d dizoen, Randolph Allarrste Coprdnaling Oficisl

Afzal Moharmed

" marizataingl Hepesenaire Funcilons =
Sfrall Moharnrmed Cash Feguas
Ahl Joan Cash Reguast Hslary
dAhlen Jahn

Changa Usar Permissions

Coardinating Official

EPSCcR Motfication of Cerificalion Sysiam
Federal Cash Transachon Raport

Albus, Chenyl
Alderson,Lara
Aldereon, Lyrm

Alierd Una Firancial Administratos
Allen Ped ¥ Gramae EFT History
Alphaman Al Grantee EFT Update i
|Aleton, Shamn »
| Comtanse

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

Uzer Permissions Search Results

S0t rRRE B ohoiing ol BTERE,

&1 Besnrds found, displeping 1 %0 10 [« Frevious 107 3,2, 5, 4, 9, 6, 7 [riast 10 =]
ey it et ol

e Basthareesd Srgareenonst Repre senative Funtsns FOE-2ERE- 7051 il bucs@nsf g

Aildaryan Lare Augtharires Grgarcrstionsl Regrs ssntative Punchons T T T2 Isddmre e hmaringpa ik, nst

Aldarsan,Lenn Anidbariced Srgarstalionsl Regresemalies Fumetsins A Iyeuna lehlhotrnal, com

ilen, P Agtharizsd Srgsnzahons Representative Fundtans [T paul allsn@ead, gov

Algharman, Alan Authariced Orgaraions egresmatiog Fundans b T rel Sfast o m

Anrmerter.dlpha Authareed Jrgarezabansl Reprs sentativs Function s 198-138-111¢% kohetis@nst.gow

& -thorniam, Evalyn Autharired Srgaftations Pepresamathee Paedisens Foi-rnr-aiiH aithome@nsf gav

Baldey, Charlen fugthgrized Crgarszatonsl Repre sentytioe Funotans h's chapey@nst,goe
Samup-thamas, Evelpn Autharirsd Orgarirational Repre seidatioe Functions it A08-114% mhianmmy s, gov
Bakshey, Ebena Austho rzed Crgarezatonsl Fepes sentative Fundtions TO3-3DE-115E abastav@nst pov

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 Select permissions fram the list below:

To eslsct mulbiple urere, presc CTRL and To eslact mutipls pasrricmane, prece CTEL snd ralsct parmiceione,

Flaict uker nares. .
[l Fermizsions.. -
(&dd, Modify, and Dalate FastLane Users

f."u:lmn stir Motifcations To or Reguests For NSF Approvals Under Grants
|Admrerester Rewsed Budgets

|Akemate Coominating Oficial

|Authonized Onganizalonal Representatie Funtlions

\Cash Reguest

| Ugers i
Badame, Gregary

ihdams1 Migel

Bddizon, Rardolph

Afral Mohammed

Adzal1 Moharmmed

Al Joan |Cash Reguest History

ihhlen John |Changs User Pammiszong

Adbus Cheryl |Coordinating Cifficral

Aidprson Lam |EPSCoR Motibcation of Cemifcabion Syslem

Adderson,Lynn \Fedaral Cash Transaction Repon

Alford,LIng \Financial Administralar

(i, Pl | Gramtae EFT Hetary

Apnarman Alan {Grantee EFT Undate L
\Bzzfon, B hsmn hd

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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User Permissions Search Besulls

Torf rewie By chobing cofumn dter

1,159 Records found, degdaying 1 to 10 [= Previows 10] X, 2, 3,4, 5,8, 7.8, 9, 10 [Mext 10 =
Uamr ‘Ewrmisvion Phone Emnl!
adams, Gregory 4dd, Modfy, and Delete FasiLane Usars R gadams@nsf.goy
s, Gregoey administer NotFications Ta or Requests Far NSF Approvaks Under Grants WR qadams@nsf.goy
adams, Gregory Charge User Farmissions W gadamsnsf.gov
adams, Gregory Iritis ey Changs Usar Passmord LT gadamz@nsf.goy
adams, Gregory firganizabonal Reparts HR gadams@nsF.gov
Adams, Gregory Submit FroposalsfSuspls mants Upd stes/withdramals to HEF HR gadamsnsf.goy
Adams] Higesl Drganizsbanal Reports WA nadam=®nsf gov
afzal Hohemmed add, Meify, and Dmlste Fastians Lizary TO3-A38-3477 mafrad@nsf.goy
Afzal Hohammad Adminixter Notications To or Beguerts For NSF dpproval Lindar Granks TOE-azn-32d mafsakd@nsf.gov
Afzal Mot | Ad bar Revned Budg et TOS-428-3427 rmafs ad¥nif, gov

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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