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SPO Functions

SPO/AOR Functions Introduction for Notifications and
Requests

As an SPO/AOR, you have these options for working on Notifications and Requests in
FastLane:
e Access Notifications and Requests as a SPO
Prepare a new notification or request as a SPO
Work on notifications and requests prepared by an SPO
Work on notifications and requests forwarded by the Pl
Check the status of submitted notifications and requests
View the award amendment for an approved notification or request

Note: Many of the Notifications and Requests functions of FastLane have been migrated to
Research.gov



Access Notifications and Requests as an SPO

Access Notifications and Requests as an SPO

1. On the FastLane Home Page screen, log in to Research Administration as an SPO
(see SPO/AOR Login to Award Functions). The Research Administration screen
displays (Figure 1).

Research Administration

Select = Research Administration function for National Science Foundation
Accounts Management
Letters of Intent
Proposals/Supplements/File Updates/Withdrawals
Award Documents
Forwarded /Submitted Revised Budgets
Motifications & Requests
Organizational Reports

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

Figure 1 Research Administration screen.
2. Click Notifications and Requests (Figure 1). The Notifications and Requests screen
displays (Figure 2). There are three tabs on the Notifications and Requests screen:
e Forwarded by PI tab
Perform functions for notifications and requests forwarded to you by your
organization’s Pls on this tab.
e Prepared by SPO tab
Prepare new notifications and requests on this tab.
e Submitted to NSF tab

View notifications and requests that have been submitted to NSF on this tab.

The Notifications and Requests screen first displays (Figure 2) on the Forwarded by PI
tab. Click on a tab title to go to that tab.
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Figure 2 Notifications and Requests screen on the Forwarded by Pl tab.
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Work on Notifications and Requests Prepared by SPO
Work on Notifications and Requests Prepared by the SPO

1. Access Notifications and Requests screen on the Forwarded by PI tab (Figure 1)
(see Access Notifications and Requests as an SPO/AOR).

Motifications & Requests | Cirganlratioe Ritional Soence Foundstion
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Figure 1 Notifications and Requests screen on the Forwarded by Pl tab. The
Prepared by SPO tab is circled.

2. On the Notifications and Requests screen on the Forwarded by PI tab (Figure 1),
click the Prepared by SPO tab. The Notifications and Requests screen displays on
the Prepared by SPO tab (Figure 2). On this tab you work on notifications and requests
that you have prepared. You have these options:
= Search for notifications and requests
- View a notification or request
- Modify a notification or request
e Submit a notification or request (AOR only)

« Delete a notification or request
(Click on a link above for instructions for that option.)




Work on Notifications and Requests Prepared by the SPO
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Figure 2 Notifications and Requests screen on the Prepared by SPO tab.
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Search for Notifications and Requests Prepared by the SPO

1. Access the Notifications and Requests screen on the Prepared by SPO tab (Figure
1) (see Work on Notifications and Requests Prepared by the SPO).
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Figure 1 Notifications and Requests screen on the Prepared by SPO tab. The
Search for Notifications/Requests section and the Search button are circled.

2. In the Search for Notifications/Requests section of the Notifications and
Requests screen (Figure 1), search for the notifications or requests by any of these
criteria:

e Award number
Select the award number from the Award # drop-down list.
Pl name
Select the PI's last name from the PI Last Name drop-down list.
= PI division or department
In the PI Division/Dept. box, type the PI's division or department.
= Date range
— In the From box, type the start date for the search (in mm/dd/yyyy format).
— In the To box, type the end date for the search (in mm/dd/yyyy format).

3. Click the Search button (Figure 1). The results of your search display in the Work in
Progress section of the Notifications and Requests screen on the Prepared by SPO
tab (Figure 2).



Search for Notifications and Requests Prepared by the SPO
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Figure 2 Notifications and Requests screen on the Prepared by SPO tab. The Work
in Progress section is circled.

4. Find the notification or request you want to work on. You have these options:
< View the notification or request
e Modify the notification or request
e Submit the notification or request (AOR only)
e Delete the notification or request
(Click on a link above for instructions for that form.)
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View a Notification or Request Prepared by the SPO

1. Access the Notifications and Requests screen on the Prepared by SPO tab (Figure
1) (see Work on Notifications and Requests Prepared by SPO/AOR).
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Figure 1 Notifications and Requests screen on the Prepared by SPO tab.

2. In the Work in Progress section of the Notifications and Requests screen (Figure 1),
click the Notification/Request Type link on the row for the notification (or request)
you want to view. The View Notification screen displays (Figure 2) with the text of the
notification. (The View Request screen displays if you are viewing a request.) You have
these options on the View Notification (or View Request) screen:
 Modify the notification (or request)

+ Submit the notification (or request) (AOR only)
- Delete the notification (or request)
(Click on a link above for instructions for that option.)
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Figure 2 View Notification screen.



Modify a Notification or Request Prepared by the SPO

Modify a Notification or Request Prepared by the SPO

1. Access the View Notification (or View Request) screen (Figure 1) (see View a
Notification or Request Prepared by the SPO).
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Figure 1 View Notification screen. The Modify button is circled.

2. On the View Notification screen (Figure 1), click the Modify button (Figure 1). The
Modify Notification (or Modify Request) screen displays (Figure 2).

Required Fields are preceded by an asterisk ()

Status: New
End Date: 09/30/2017

Award Title: Actively Building the Drive to Adchieve through Everyday Engineering Learning

*From Date: |06/10/2015 | -] (mmvdasyyyy)
*To Date: (0712912015 | B (mmvddryyyy)

*Justification for Short-Term Cancel |

Absence of the PI/PD:

*Arrangements for Conduct of
Project During PIs Absence:

Figure 2 Modify Notification screen.
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3. Modify the notification (or request) as you require. Click on a link below for the

instructions for the kind of notification or request you are modifying:

For notifications, select from:
< Annual and Final Cost Sharing Notification by Recipient

For requests, select from:

e Subawarding, Transferring or Contracting Out Part of an Award

e Pl Transfer

Change Pl Add/Change P1/Co-Pl

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

4. Click the Save button (Figure 2). The View Notification screen displays (Figure 3) with
the changed information.

Required Fields are preceded by an asterisk (%)

Topic Guidance:AAG

Status:

End Date:
Award Title:
*From Date:
*To Date:

*Justification for Short-Term
Absence of the PI/PD:

* Arrangements for Conduct of
Project During PIs Absence:

Work in Progress

09/30/2017

Actively Building the Drive to Achieve through Everyday Engineering Learning
06/10/2015

07/29/2015

Unexpected Trawvel

Dr.Dan shall supervise research activities

Download Adobe Agobat Reader for viewing PDF files

Submit to NSF__ |
_cancel |

Figure 3 View Notification screen with the new information.
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Submit a Notification or Request Prepared by the SPO (AOR only)

Submit a Notification or Request Prepared by the SPO
(AOR only)

1. Access the Notifications and Requests screen on the Prepared by SPO tab (Figure
1) (see Work on Notifications and Requests Prepared by the SPO).
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Figure 1 Notifications and Requests screen on the Prepared by SPO tab. The
Submit link is circled for a request.

2. In the Work in Progress section of the Notifications and Requests screen (Figure 1),
click Submit in the row for the request (or notification) you want to submit to NSF. The
Submit Request screen displays (Figure 2) with a message at the top for you to
confirm that you want to submit the request (or notification) to NSF. (The Submit
Notification screen displays if you are submitting a notification.)

Topic Guidance:AAG
Required Fields are preceded by an asterisk (%)
ARE YOU SURE?

Clicking "Submit to NSF" will submit this Notification to NSF. You cannot modify it once submitted to NSF.
Click "Cancel™ to return to previous screen.

Status: Work in Progress

End Date: 09/30/2017 Submit to NSF

Award Title: Actvely Building the Drive to Achieve through Everyday Engineering Learning
Cancel
*From Date: 06/10/2015 |
*To Date: 07/29/2015

*]Justification for Short-Term Unexpected Travel
Absence of the PI/PD:

*Arrangements for Conduct of Dr.Dan shall supervise research activities
Project During PIs Absence:

Download Adobe Aaobat Reader for viewing PDF files
Figure 2 Submit Request screen.

3. Click the Submit to NSF button (Figure 2). The Submitted screen displays (Figure 3)
with a message that the request (or notification) has been submitted to NSF.

12
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SUBMITTED
Submit Short-Term Absence of the PI/PD (Up to Three Months) to NSF for
Award #:1431879

Wed Jun 17 15:16:09 EDT 2015

The Request for a Short-Term Absence of the PI/PD (Up to Three Months) has been
successfully Submitted o NSF

4 Search Prepared by SPO List

Figure 3 Submitted screen.

4. Click Search Prepared by SPO List (Figure 3). The Notifications and Requests
screen displays on the Prepared by SPO tab (Figure 1).

13



Delete a Notification or Request Prepared by the SPO

Delete a Notification or Request Prepared by the SPO

1. Access the Notifications and Requests screen on the Prepared by SPO tab (Figure
1) (see Work on Notifications and Requests Prepared by the SPO/AOR).

Motifications & Requests | swune

R Prepared by S ki v b

K Search lor Rsbifcsbions § Arquests Sor Haonsl Scienoe Foundsilon by sny of the olawing:
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n 72 DovsonDost = =
2 Bt Rl ity Bk 1 (A T3 VYA T ST, Bolovid 6 [iple SEN s tbrng IPer Fotky oo [Tur ATeie {ibisevun 20 ATy Dy COnimsned £isisssut 10,
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Figure 1 Notifications and Requests screen on the Prepared by SPO tab.

2. In the Work in Progress section of the Notifications and Requests screen (Figure 1),
click Delete in the row for the notification (or request) you want to delete. The Delete
Notification screen displays (Figure 2) with a message for you to confirm that you want

to delete the notification. (The Delete Notification screen displays if you chose to
delete a notification.)

Reqguired Flalds are precadsd by an ssharsk ()
ARE YU SURE?

Chekang "Delebe" will remave this Reguest from the Fesilans database
Click "Cancel®™ to return to previous screen

Status: ‘Work in Frogress

Expiration Date: 0371572010

Award Tithe: Rules —— -
Cancal
“Fram Dabe: 10/10/2003 __J
*To Dater  11/39/2003

*Justification for Short-Term  test
Absence of the PTfPD:

*Arrangements for Conduct of  test
Project During PTs Absence:

Figure 2 Delete Notification screen. The Delete button is circled.

3. Click the Delete button (Figure 2). The Deleted screen displays (Figure 3) with a
message that the notification (or request) has been deleted.
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DELETED _
Short-Term Absence of the PI/PD (Up to Three Months) for
Award #:0700000

Thu Mar 10 11:21:37 EST 2005

The Request for 8 Short-Term Absence of the PI/PD (Up to Three Months) has been
successfully deleted from the system

i._Search Prepared by SPO List

Figure 3 Deleted screen. The Search Prepared by SPO List link is circled.

4. Click Search Prepared by SPO List (Figure 3). The Notifications and Requests
screen displays on the Prepared by SPO tab (Figure 1).
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Work on Notifications and Requests Forwarded by Pl

Work on Notifications and Requests Forwarded by the PI

Access the Notifications and Requests screen on the Forwarded by PI tab (Figure 1)
(see Access Notifications and Requests as an SPO/AOR). The screen displays with a listing of
the notifications and requests that have been forwarded by Pls but have not been submitted
to NSF.

Notifications & Requests | main ¥ Instibution: Mationasl Scisnce Faundat

Forwarded by PI Prepared by 5PO Subemnitted to SN5F

):' Search for Motifications / Reguests or Hational Science Foundation by any of the following:

bward #: | Select | Lagt Modified (mmyidtddorrp)
| o = - —
PL Last Name: | Selac L T -IE:] 2 = Search
FI
CiwvizioryDapt:

Chick on the MotificadionsReguasts iink fo continue to adnyinister WA fnciions, Submitor Delete records wsing the s in Bh
Action colunn. Sort resuits by olicking cokamn titls .

2 Hothcstion/Requests Fownd, displaying 1 ta 2 1
Award . L] ; Farwardud
mbuialier Lt by Drivdaio / Dwjparisnmnd Biodd Fi b, Rt oo o Crate B e
13531 Alphaman Alan Diuwisian of H - Anbcpated Rasidus 032402004 Eubmit |
Iatarmation Systam Funds i/ gxesss ol $5.000 4 Cielets
=

Figure 1 Notifications and Requests screen on the Forwarded by Pl tab.

On this tab you work on notifications and requests that have been forwarded by Pls. You
have these options:

e Search for notifications and requests

 View the notification or request

= Modify the notification or modify the request

e Submit the notification or request

e Return the notification or request to the Pl

 Delete the notification or request

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

Click on a link below for the instructions for modifying that notification or request form:
For notifications, select from:

< Annual and Final Cost Sharing Notification by Recipient

For requests, select from:

e Subawarding, Transferring or Contracting Out Part of an Award
e Pl Transfer

e Change Pl Add/Change P1/Co-PI
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View a Notification or Request Forwarded by the PI

1. Access the Notifications and Requests screen on the Forwarded by PI tab (Figure 1)
(see Access Notifications and Requests as an SPO/AOR). The screen displays with a

listing of the notifications and requests that have been forwarded by Pls but have not
been submitted to NSF.

Notifications & Requests | muns
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Figure 1 Notifications and Requests screen on the Forwarded by PI tab.

2. In the Work in Progress section of the Notifications and Requests screen (Figure 1),
click the Notification/Request Type link on the row for the request (or notification)
you want to view. The View Request screen displays (Figure 2) with the text of the
request. (The View Notification screen displays if you are viewing a notification.)

Topic Gui
Aeguied Flalds ars precspded by & aetariek
Status: Forwardsd to SFO i)
Expiration Date: 08/0L/2004
Retarn To I
Aveard Tithe: Richs SEIR supplementsl fundng recusst
*Rationsle for Rachs SEIR supplemental fundng reguesst Sl 1a NSF |
Withdrawsl: B e =
*Impact on thie Rachs SEIR supplemsntsl fundng reouest
Project: Drebets |
Eancel |

Figure 2 View Request screen with the text of the request displayed.
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Search for Notifications and Requests Forwarded by the Pl

Search for Notifications and Requests Forwarded by the Pl

1. Access the Notifications and Requests screen on the Forwarded by PI tab (Figure 1)
(see Access Notifications and Requests as an SPO/AOR). The screen displays with a
listing of the notifications and requests that have been forwarded by Pls but have not
been submitted to NSF.

Notifications & Requests | muns Crpanizations Naiwonal Sxinecs Frusiztion
Proparsd by 50 ngbmitied b Wi
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Figure 1 Notifications and Requests screen on the Forwarded by P1 tab.

2. In the Search for Notifications/Requests section of the Notifications and
Requests screen (Figure 2), search for the requests that you want to work on by any of
these categories:

e Award number
Select the award number from the Award # drop-down list.
Pl name
Select the PI's last name from the PI Last Name drop-down list.
= PI1 division or department
In the PI Division/Dept. box, type the PI's division or department.
« Date range
— In the From box, type the start date for the search (in mm/dd/yyyy format).
— In the To box, type the end date for the search (in mm/dd/yyyy format).

Hﬁtiﬁc&ﬁm‘ls & Raquests | MAIN » Institution: Universdy of Calformia-Barkeles

Farwarded by PI Prapased by 5PO Suibsmnittedd to M5F

J# Search for Motifications / Requests for University of California-Berkeley by any of the following:

Award #:  Splect v Last Modified (mm/addrre
......... ———— Fram: = Ta: =l e
PI Last tlame:  [SalBgl | !_QH " "Ej il search I:-
P e
Division/Dapt:

Figure 2 Notifications and Requests screen on the Forwarded by Pl tab. The
Search for Notifications/Requests section and the Search button are circled.
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3. Click the Search button (Figure 2). The results of your search display in the Work in
Progress section of the Notifications and Requests screen on the Forwarded by Pl

tab (Figure 3).

Notifications & Requests | muns

Preparsd by 450

rpbamtind b HeP
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Chc o i Nkt Mrqursty bk o conin
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OrOTESL
DADO00D
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orETESE
OV OO0
OFDO000

OADO00D

Salpi v

Skl -

Aipaan A
Mptarran S
FraTrEny
g A
Miparnan M
Mgt S

AT

Aptarman Alan,

i, Osplares 1 10 &

Sentun Changad (e eTE)

Freen: 2 | T |
wir Bz admmnder R funchone Solirst o Deiede recovdy tasng S Bk on Bl Achon ook
Pl M P Dbk Do maed

InforTaton SyEems
Irtermabon Syviees
TN e
friaemanon Sriems
Irorrmation Syatem
e Syiomd

IdanTanon Syem

Indormabon Sywtema

St e by chrkong colume B

Pskitiation Ressnl Tver

Doz o Tvends of rsaual Ioberpat

Organiratiom synons e Fourdanos

Uarmariod Date L=
OTORIOAT
(e ] Bubmé | Doivte
LEATR
SRR Sushirat | Duhene
[ERIT R ]
0312008 belf | Dt

(AT

DO213005

Figure 3 Notifications and Requests screen on the Forwarded by PI tab. The Work
in Progress section is circled.
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Find the notification or request you want to work on. You have these options:
* View the naotification or request

 Modify the notification or modify the request

e Submit the notification or request (AOR only)

e Delete the notification or request

e Return the notification or request to the Pl

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



Submit to NSF a Notification or Request Forwarded by the Pl

Submit to NSF a Notification or Request Forwarded by the
Pl

1. Access the Notifications and Requests screen on the Forwarded by PI tab (Figure 1)
(see Access Notifications and Requests as an SPO/AOR). The screen displays with a
listing of the notifications and requests that have been forwarded by Pls but have not
been submitted to NSF.

Notifications & Requests | muns M| S e For

i Pl Prepared by 550 sgbamtind b HeP

2 Besre o wotificaiions [ Sequests 1or Mstkonsl Sclance Foundsiln by sy of ihe oo
Boprd #; Saleci =

PY LS M St = From: 0:' T 4':‘ Scarch
H fdesan THps

Sistun CRangad (e Sdirrr)

i o Hue NectsPcataann rqursty bk fo condsnur o sdesnder R funchon Solirst o Deiede recovdy uasng S Bk on Bl Achon cokumen, Sorf et by cholong colemes e
B WOTICHT RS M, OS] § 10 8

dowvard Humsber P M

P Dbk Do maed ottt Ressesl Tren Vermarted Dain Ak
orOTESY Aipaan A InforTaton SyEems QTETRT
Mptarran S Irtermabon Syviees LN Subm | Doiete
FraTrEny TN LETEE
g A riarmanon Symems o St T Abcrice, ol the FUPD: (o 2o Those Mentha) ORTTRET Subinat, | Dktce
Miparman S Irformaton Syatems ¥ v - 03/ LI
Miptrran S Iroimation Syaters B st 7l aed 3 Chanas G601 B LR pev | Dstehe
AT A PTG TP g [T
EEO000 Alptarran Al Iniormaton Syatnm B- Subsesrdng Trealerng o Contracing Ol Fat ol & LR35

Figure 1 Notifications and Requests screen on the Forwarded by PI tab.

2. In the Work in Progress section of the Notifications and Requests screen (Figure 1),
click Submit in the row for the request (or notification) you want to submit to NSF. The
Submit Request screen displays (Figure 2) with a message for you to confirm that you
want to submit the request (or notification) to NSF. (The Submit Notification screen
displays if you are submitting a notification.)

Topic Guidance:AAG
Required Fields are preceded by an asterisk (%)

ARE YOU SURE?

Clicking "Submit to NSF" will submit this Notification to NSF. You cannot modify it once submitted to NSF.
Click "Cancel™ to return o previous screen.

Status: Work in Progress

End Date: 09/30/2017 Submit to NSF
Award Title: Actively Building the Drive to Achieve through Everyday Engineering Learing
*From Date: 06/10/2015 N |
*To Date: 07/29/2015

*]Justification for Short-Term
Absence of the PI/PD:

*Arrangements for Conduct of
Project During PIs Absence:

Unexpected Travel

Dr.Dan shall supervise research activities

Download Adobe Aaobat Reader for viewing PDF files

Figure 2 Submit Request screen with a message for you to confirm that you want

to submit the request to NSF.
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3. Click the Submit to NSF button (Figure 2). The Submitted screen displays (Figure 3)
with a message that the request (or notification) has been submitted to NSF.

SUBMITTED
Submit Short-Term Absence of the PI/PD (Up to Three Months) to NSF for
Award #:1431879

Wed Jun 17 15:16:09 EDT 2015

The Request for a Short-Term Absence of the PI/PD (Up to Three Months) has been
successfully Submitted to NSF

1 Search Prepared by SPO List

Figure 3 Submitted screen.

4. Click Search Forwarded by PI List (Figure 3). The Notifications and Requests
screen displays on the Forwarded by P1 tab.
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Return a Notification or Request to the Pl

Return a Notification or Request to the PI

1. Access the Notifications and Requests screen on the Forwarded by PI tab (Figure 1)
(see Access Notifications and Requests as an SPO/AOR). The screen displays with a

listing of the notifications and requests that have been forwarded by Pls but have not
been submitted to NSF.

Motifications & Requests | muns

Prepred by 90

Organdrastiom 2ymonsl Sowre Fosrdatos

Sttt o N

4 fearch bor Potifications § Bequests for Aatkonal Sclence Foundaibon by ang of ihe followieg:

newd 0 Selsct v Status Changed (i)
P Lot em;  Sadant Froem: = | T ] search |
1 D DL
ek o M Notificatsonn Rrouesty ek fo continue Bo sdmsnater KR funchon, Sobrmst or Delete recoeds Uieeg Ehe Bk in B Achon cokam, Sorf ress By choking cokeme bl
& Ponfcaton e b, deplg § 108 !
ward Wamsbrr Bl N P ingiom e metmt Ptifiation Rrawsl Tien Usrmariod Date fetien
LY Aparran Alas Irdamaton Sysems AT ST
OPOO00S Alptarman A Informaton Sritems L0000 Subme | Doiete
LEEITH A A tredarranen britems AT URIOF
ororesy ApRaan A tretgranon Sritems [t Suabane, | Dktoe
CADO00e Mptarran M Irdzrmaten Syters ¢ - ’ LHTE S
OPO000S Mpartan S Irdaaten Sritemd [N ] detif | Dot
FRE ipiaaran Alss, Ireprmanon TrEems
CMEOR0E Aptarran Ala, trdzrmaton Sritems 11005

Figure 1 Notifications and Requests screen on the Forwarded by Pl tab. The
Notification/Request Type link is circled for a request.

2. In the Work in Progress section (Figure 1), click the Notification/Request Type link
on the row for the request (or notification) you want to return. The View Request
screen displays (Figure 2) with the request you want to return to the Pl. (The View
Notification screen displays if you are returning a notification.)

Temic Guida

Raguired Fieéss ane pransdad by an astenisi [=)

Status:
Explration Dabe:
Award Tithe:

“Rationale lar
Withd rawalz

“lamupact o b
Praject:

Fusdily

Formarded ko 5P0

031572000 -

Retisra TPt |

Rules —

DEeslreg Lubirail 1o HEF

nathing Delats |
Cancal

Figure 2 View Request screen. The Return to PI1 button is circled.

3. Click the Return to PI button (Figure 2). The Return Request screen displays (Figure
3). (The Return Notification screen displays if you are returning a notification).
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Topic St
Raguired Flslds are precedad by an asbers =)
Enter Reascn for returning Request 1o Fl
Type a reason hers [optlomsl)
Refurm To P1 |

&fter clicking "Retum o PT°
this Matilization, Regust
will no longer ke seen

cancel |

Status:  Forwarded to 500
Expiraticn Dabe: 037152010
Award Titles  Rudes
*Rotiomale Tor Withdrawal:  1estng

*Impact on the Project:  nothing

Figure 3 Return Request screen. The Return to PI button is circled.

4. In the Reasons for Returning to Pl box (Figure 3), type or copy and paste the
reasons you are returning the request (or notification) to the PI. Once you return the
request (or notification) to the PI, it is no longer available for you to work on.

5. Click the Return to PI button (Figure 3). The Returned screen displays (Figure 4) with
a message that the request (or notification) has been returned to the PI.

RETURNED
Return Withdrawal of PI/Co-PI Lo PI for
Award #:0700000

Thu Mar 10 11:35:04 EST 2005

The Reguest for a Withdrawal of PI/Co-PL has been
successfully Returned to
Alphaman, Alan

"-:'.__"__SEHFL'I'I Forwarded by PI Lu._t:

Figure 4 Returned screen. The Search Forwarded by P1 List link is circled.

6. Click Search Forwarded by P1 List (Figure 4). The Notifications and Requests
screen displays on the Forwarded by P1 tab (Figure 1).
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Delete a Notification or Request Forwarded by the Pl

Delete a Notification or Request Forwarded by the PI

1. Access the Notifications and Requests screen on the Forwarded by PI tab (Figure 1)
(see Access Notifications and Requests as an SPO/AOR). The screen displays with a
listing of the notifications and requests that have been forwarded by Pls but have not
been submitted to NSF.

Notifications & Requests | muns M| S e For
w IPI Proparsd by 50 ngbmitied b Wi

O Besre o wotificaiions [ Sequests 1or Mstkonsl Sclance Foundsiln by sy of ihe oo

Boprd #; Saleci - Sestun Changed (mm/ddirrrr)

PO LS MaeE; ket - Fron: 2 | T | ’ |

H fdesan THps

T ———— i b acbmmnmter WA funchom. st or Deirte oot g She ks in S Achen cokumn, o rems by chokng cokame hiie
B POUACHOA RS B, OS] | 108 !
omard Wamber L M P Dinetom gtk Pectification fraesl Tren Vermarisd Detr futien
orOTEsY AT A Indarmaton FyEem QTR
CALO0E Apharran A, Iretzrmaten Sytems Dk o vents of Urrosual Iterpat L3083 Subm | Coicte
AT B IRt SrEems [EARE
Apharan A Irdgrmancn Srsems Mz Sher:TermAbsence of the FUPD (U 8o Thooe Mootk RO Subent | Celese
Aptarran Mas Irdormation Syatemi i v : 03/ LI
rrere—T— [T PP — BL- Chasgs 7l g AddChings Co-Fl LI 0
AT AT ST S e ' R
CPOO00S Alpharman Aas Indormation Syatems B~ Subsssding Trarafersng o Confracting Out Pt of & 183173005

Figure 1 Notifications and Requests screen on the Forwarded by Pl tab. The
Delete link is circled for a request.

2. In the Work in Progress section of the Notifications and Requests screen (Figure 1),
click Delete in the row for the request (or notification) you want to delete. The Delete
Request screen displays (Figure 2) with a message for you to confirm that you want to

delete the request. (The Delete Notification screen displays if you are deleting a
notification.)

Required Felds are preceded by an asterisk (%)

ARE YOU SURE?

Clicking "Delete™ will remove this Request from the FastLane database.
Click "Cancel" to return to previous screen.

Status: Work in Progress
End Date: 09/30/2017 Delete
Award Title: Actively Building the Drive to Achieve through Everyday Engineering Learning
Cancel
*From Date: 06/10/2015
*To Date: 07/29/2015

*Justification for Short-Term Unexpected Travel
Absence of the PI/PD:

*Arrangements for Conduct of Dr.Dan shall supervise research activities
Project During PIs Absence:

Download Adobe Acobat Reader for viewing PDF files

Figure 2 Delete Request screen with a message for you to confirm that you want
to delete the request.
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3. Click the Delete button (Figure 2). The Deleted screen displays (Figure 3) with a
message that the request (or notification) has been deleted.

DELETED
Short-Term Absence of the PI/PD (Up to Three Months) for
Award #:1431879

Wed Jun 17 17:53:11 EDT 2015

The Request for a Short-Term Absence of the PI/PD (Up to Three Months) has been
successfully deleted from the system

4 Search Prepared by SPO List

Figure 3 Deleted screen.

4. Click Search Forwarded by PI List (Figure 3). The Notifications and Requests
screen displays on the Forwarded by P1 tab.
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Check the Status of Submitted Notifications and Requests

Check the Status of Submitted Notifications and Requests

1. Access the Notifications and Requests screen on the Forwarded by PI tab (Figure 1)
(see Access Notifications and Requests as an SPO/AOR).

— Organization: Unmarsy of Cabforns-Barkeey

Notifications & Requests |wane
Fonreacdad by P1 Propared by S5 I B fahmitisg fo WSF r 1

B

K &narch fnr Rotifications | Reqeests for Lniveraiy of Califnenis-Nerkedsy by sy of the Following:

awwd #: | Solecl | = Lat Madifiad {mmydelinney)
T From: = fo ik
71 Last Fame: | Salact - =N =H Search
L]
Dision/Thept
v e ficdicationy Taguests fnk i montieue fo admisater ('3 Funstiona, Submd or Selete recore using the fnke i the Acfion column, Sort resuits gy oicicng

1 Btie

24 Wolilicatien Requests fund, displaying 1t 10 [Frev] 1,
Bwvard Nmbsr ELN wrrvs PI Diwimise | O parimant Hobficabon ' Axgessi Teps [srmurdad Dais Arkian
5821043 Ostartng, Claudis Civi Engnasnng i - Gractss Apoenyed Mo Cogt D 2272000 Submit | Cialete

L] Pasbis, Yorum Cwpartmert of Crel Y- b, Ao B i GE/0TiIRER Subrrl | Daluis
Engicaarry

Figure 1 Notifications and Requests screen on the Forwarded by Pl tab. The
Submitted to NSF tab is circled.

2. On the Notifications and Requests screen on the Forwarded by PI tab (Figure 1),
click the Submitted to NSF tab. The Notifications and Requests screen displays on
the Submitted to NSF tab (Figure 2). You can search for notifications and requests by
any of these criteria:
= Award number
< Pl Last name and/or Pl Division/Dept.

- Date last modified

On this screen, you can also:

- View a submitted notification or request

* View the award amendment to an approved notification or request
(Click on a link above for instructions for that option.)
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Figure 2 Notifications and Requests screen on the Submitted to NSF tab.

Search by Award Number for Submitted Notifications and Requests

1. In the Award # box of the Notifications and Requests screen on the Submitted to

NSF tab (Figure 3), type the award number for the award whose notifications and
requests you want to find.

Motifications & Requests | nan®

: Sty ol Callarin
| Evewaededby il W - Pesgared by GO N Submitted to NSE

jJ Search h!r Matifications / Reguests for University of Califormia- Berkelbay:

can be mage using amy one of the fofowingr Award & FI Last Mame, P Dhvision/Dect, Last Modified Date, Howswer, AT Last Name must
Eftured in order roh by 8 Bnawony/Dest, Chick om e Search button anly under one desired’ search feid,

Krabs 31 114446 Yl P1 Last Mame: | Last Modified (mmddian
{l FI Divigion | Diept: From: i =h
7| searh | _ ——
¥ _Search |
=

Figure 3 Notifications and Requests screen on the Submitted to NSF tab. The
Award # box and the Search button are circled.

Click the Search button (Figure 3). The Notifications and Requests screen displays

on the Submitted to NSF tab (Figure 4). The submitted notifications and requests for
that award are listed in the Submitted to NSF section with their status.



Check the Status of Submitted Notifications and Requests
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Figure 4 Notifications and Requests screen on the Submitted to NSF tab. The
Status column is circled.

Search by the PI and/or PI Division/Dept.

On the Notifications and Requests screen on the Submitted to NSF tab (Figure 5), you
can search for submitted notifications and requests by either one or both of the following
criteria:

= Pl Last Name

« PI Division/Dept.

1. In the PI Last Name box (Figure 5), type the last name of the Pl whose submitted
requests and notifications you want to check.

Motifications & Requests | e Degmnization: University of Calfioma-Berk

forwardud by #j Prapared by SP0 Submitbad lu KSF

,--“ Search for Rotifications | Requesis for University of Caldforpia-Derkebey

Saarchas can galy ba mace wsing any one oF the faliowingr Sward 2, FT Lagt Mama, AT Divicion/Dapt, Last Modifad Date. Howsver, P Last Nama must |
aitfgred in ardes 1o fedkieh Dy FT DAvsien/ Depr. hi Sadseh DulTewd dvidly whler ong desrid saveh fskd,

award = FI Last Mame Carery| | Last Modified (mmyodlvyy)
A - -
Pl Cavision | Dept From ﬁﬂ To | ﬂ

FaE [ search | Sarch |

Figure 5 Notifications and Requests screen on the Submitted to NSF tab. The
section for Pl Last Name and PI Division/Dept. are circled.

2. In the PI Division/Dept. box (Figure 5), type the name of the PI’s division or
department.

3. Click the Search button (Figure 5). The Notifications and Requests screen displays
on the Submitted to NSF tab (Figure 6) with the submitted notifications and requests
that meet your search criteria.
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Figure 6 Notifications and Requests screen on the Submitted to NSF tab. The
Status column is circled.

Search by the Date the Notification or Request Was Last Modified

1. On the Notifications and Requests screen on the Submitted to NSF tab (Figure 7),
in the From box, type the start date for the date range you want to search for.

Motifications & Requests | » o P e

Enpmanded e 21 Fresared I 5951 Subimiftod o 45F

- Sewrch for Notificateens | Requests For Usiversity of California-Berkeley:

Searchel cay only b mdde uiog iy one o e Silomng: Amard 8, BT Lidf am, BT DedivoryDept, Laar Modided Oahe. Hveenir, B Lkt Serie sust b
Ergave W e [0 search By P DRemany Dast ok on he Saenh DTN gndy R (e desved saanoh e

Bwvard #: P Lant Blamm: Last Hodfad {memie sy
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Figure 7 Notifications and Requests screen on the Submitted to NSF tab. The
section for a search by the date last modified is circled.

2. In the To box (Figure 7), type the end date for the date range you want to search for.

3. Click the Search button (Figure 7). The Notifications and Requests screen displays
on the Submitted to NSF tab (Figure 8). The notifications and requests in that date
range are listed in the Submitted to NSF section.
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Figure 8 Notifications and Requests screen on the Submitted to NSF tab. The
Status column is circled.

View a Submitted Notification or Request

1. On the Notifications and Requests screen on the Submitted to NSF tab (Figure 9),
click the Notification/Request Type link on the row of the notification or request you
want to view. The View Notification (or View Request) screen displays (Figure 10)
with the contents of the submitted notification or request.
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Ssarches can only be made using any one of the following: Award 2, PI Last Name, P Division/Dept, Lash Modied Date. Howewver, PI Lagt Mame mius
entered in order fo seanch by PT Divishon/Dept. Cick on the Seanch bution only under one desinag’ search Aeid,

Amard #; Pl Last Name: Lt Madified [menddiry v
PI Diviasan § Dapt: Fraem: .Eﬂ Tet Eﬂ
e _seareh | saareh |

Cubimlttad to NSH

Click on the Nobfications/Requests fnk iz continue (e administer N'R funclions, Sort resuils By oicking cetumn dife,
5 Mobfeaton/ Requests found, displaying 2t 5

)}
Araied Wombeer Betification./ Sesue el Teos
Erwpuresd By Submit Dets [T S — Status Daly Hatus
12478 Carery, Jahn 04/14/109% Compuber Scence L 12017720032 Rayiewed by PO,
SE7ITEY Canny,John DB/16/195%  Computer Soesnoe 12/17/2002 Reviewsd by PO,

Figure 9 Notifications and Requests screen on the Submitted to NSF tab. The
Notification/Request Type link is circled for a notification.
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View Wtification for Award ¢ 9817428
Grafitee Approved Mo Cost Extension L
Fpuined ot o procsde by #n axtrrak (=)

Satue  Aesewad by PO
Awmard TRie  NE-UB/Burcpe Workshop oo Berseral Bobotios Cancel |
Expirstiss Dala  04/710/2000
* Revised Ewpiratien Dates  4/2900
* Mestificetion for Grentee  To fhind pertidperts to stbed de 10AA personal mbots ﬂ?“m

Approved No-Cost Evlenslane 1999 Segeral of e US pardcpsnts who ooold mot sizend the T

{Mems! Thas one time Ecmnpen Tay Wupml be coming 1 this ope urde® te berhe end conditiors of te
rnttz:fwmedhmﬂrhr:: Ce=monsirbon Partresship 5110
purpome of using ¢ iguida
abligstionr

Figure 10 View Notification screen.

2. Click the Cancel button to return to the Notifications and Requests screen on the
Submitted to NSF tab (Figure 9).
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View the Award Amendment for an Approved Notification
or Request as an SPO/AOR

1. Access the Notifications and Requests screen on the Submitted to NSF tab and
search for notifications and requests as you require (see Check the Status of Submitted
Notifications and Requests). The Notifications and Requests screen displays (Figure
1) with the notifications and requests you searched for.

Notifications & Requests | smus e o B o Cablamisn,

Farmardnd by ' Prepared by it Smbmilled e 83

):Fkirl.ﬁ Tor mstilicatipers | Mequesis for University of Calidornes Berhsley:

Sasrchaw can orly e made using any ome of the folowmg: Amard #. £ Law Keme, FT Do, Dwet, Lasf Moddied Date, Hoswar, 27 Land Mamw mus! b
endered 1n arder o sparch by B Deeakan/Oand, Chek oo the Sewich Budian ool under sne deibeed seanh fahdl

Nward 1 Last-Hame Last Modified {modadveyy)
e et rom: 01022000 | (B8] o t0napms |
Chek 2 e MebfeatensMaduests bk iy cosdiiue [0 SOminiee N fusolons. S0 rasuls By chicking sodusen nile
352 Mobihcetion/Requess foond, dspiaying L to 10 [Fres] 4,
'E."L’r:r Exemarad e bl Duie ,“"m".-,':"__,,__", Pt P e sl Tres anadun Dats AT ! tarned,
gosTE Sacker Dorald e L4r2000 Axtronoemy - HZF Azg 35 No-CoE Exterman oefoLaoay Approvad by Granis )
Do el i
FEIIHE2 Echkier, Droeak] STILARIDIT  Asireniesy B - B3F Appraiid Ho-Col Extarson OIS I00Y Egprosed by Orams als
Drzprtmeant

Figure 1 Notifications and Requests screen on the Submitted to NSF tab. The Amd
(Amendment) number is circled for an approved request.

2. Find a notification or request that has the status of “Approved by Grants Official” (Figure
1).

3. Click the number in the Amd column on the row for the approved notification or request
(Figure 1). The National Science Foundation screen displays (Figure 2) with the text
of the amendment.

4 Wigw Print Frieadly Version +Eetmrn to Gesrch Gesully

National Science Foundation
4201 WILSON BOULEVARD, ARLINGTON, VIRGINLA 11150

Fuard Dated Asgust 1, 21003
Fuward Ne. AST=HBETIVE
Axecimant Wo.

3, the sum of $330,3%4 waa swsrded o
¥ of California, Berkeley, under che dizeccics of
= af ‘the project socitied:

"ho Rgile, Fresimion Digitel Spectrameter for Redia Science.”

Figure 2 National Science Foundation screen. The Return to Search Results link is
circled.
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4. Click Return to Search Results (Figure 2). The Notifications and Requests screen
displays on the Submitted to NSF tab (Figure 1).
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