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SPO Functions
Work on Proposal File Updates as SPO

As an SPO, you work with two kinds of Proposal File Updates:
- Updates forwarded to you by a Pl
« Updates that you have already submitted to NSF
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Work with Forwarded Proposal File Updates
Work on Forwarded Proposal File Updates as an SPO

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

Research Administration

Accoings Managemant
Letters of Intent -

’ I"mi:-n:..alﬁ_.'.anlmmr:-.' Fillix Hndatrv:_-'lﬂ:lillrbdr.anal*._
Awnrd Letiers - ;
Forwarded / Submitted Rovisel Bodgets
Holifications & Reguests

Organizationsl Reports

Praject Reports

Agthorized Organizational Representative Functions

In Box

& Propozsbs) Sepplements,File Updates / Wikhdrawals (2] itemz for resdew
E  Forwarded/Sobmitted Revised Dadgets B items for review
EF  Motificatsons & Requests Y AT for reew
F  ADR Fumcisans o tama for e
= Letiers of Intent 250 (e for At

Figure 1 Research Administration screen. The Proposals/Supplements/File
Updates/Withdrawals link is circled.

2. Click Proposals/Supplements/File Updates/Withdrawals (Figure 1). The
Proposals/Supplements/File Updates/Withdrawals screen displays (Figure 2) with
these tabs:

e The Documents in Progress tab screen shows all the documents of your
organization that are now in progress.

e The Withdrawals in Progress tab screen shows any proposal withdrawals that have
been forwarded to the SPO.

e The Submitted Documents tab screen shows all the documents that have been
submitted to NSF, including submitted Proposal File Updates.
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EErtar T digtal {Entar #2 hmask Frxl bwo characiera)
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Figure 2 Proposals/Supplements/File Updates/Withdrawals screen showing the

tabs for Documents in Progress, Withdrawals in Progress, and Submitted
Documents. The Type column header is circled.

Click the Type column header to group all updates together (Figure 2). The
Proposals/Supplements/File Updates/Withdrawals screen displays (Figure 3) with

the updates grouped together. You have these options for working with Proposal File
Updates:

View the Update Summary

Check an update for completeness for submission to NSF
Edit an update

Submit an update

Return an update to the Pl

Proposals fSupplements/File Updates/ Withdrawals | san »
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Figure 3 Documents in Progress tab on the Proposals/Supplements/File

Updates/Withdrawals screen with the updates (boxed in red) now grouped

together.
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View the Update Summary as an SPO

1. Access the Proposals/Supplements/File Updates/Withdrawals screen on the

Documents in Progress tab (Figure 1) (see Work on Forwarded Proposal File
Updates).

Proposals/Supplements/ File Updates /Withdrawals | v »

Orgamdration: fatiooal Soeces Foundatios
[pcumesds in Progress

Wilksirwsals 1n Progress

47 Search lor Proposal Documsents in Frogress by Temporary Proposal 1D and)or FL Last Name:

Temparary Propossl [T
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Figure 1 Proposals/Supplements/File Updates/Withdrawals screen on the
Documents in Progress tab. The Temp ID for a Proposal File Update is circled.

Click the Temp ID number (Figure 1) for the Proposal File Update that you want to
view the Update Summary for. The Proposal Update Summary screen displays
(Figure 2) with the status of the update. On the Proposal Update Summary screen,
you have these options:

= View the current section, the section as it was originally submitted to NSF

» View the proposed replacement section, the section as it has been updated
« View the Justification Note for the update
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Proposal Update Summary

Proposal Nomber: 0420102
Title: Test for Sept 1
Update Number: 1

Update Status: Allow SPO Submit

Pl Name: Alan Alphaman

AQR Name: Electromcally Signed Date:
Update Submitted to N5F on:

Program Officer Not vet assigned.

Phone: NIA Emal

Update Processed by NSF on

' Cover Sheet

— ——

[ ViewCurentSecion [ View Proposed Replacement Secton |

= -

| Wiew Proposal Update Justfication Note |

Figure 2 Proposal Update Summary screen. The View Current Section button is
circled.

View the Current Section

1. On the Proposal Update Summary screen (Figure 2), in the box listing the updated
sections, click the radio button for the current section you want to view.

2. Click the View Current Section button (Figure 2). The section displays in PDF format.
If you need to download Adobe Reader, see Adobe Reader for FastlLane.

3. Click the back button on the browser to return to the Proposal Update Summary
screen.

View the Proposed Replacement Section

1. On the Proposal Update Summary screen (Figure 3), click the radio button for the
updated section you want to view.
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Proposal Update Summary

Proposal Number: 0420102
Title: Test for Sept 1
Update Nomber: 1

Update States: Allow SPO Submit

PI Mame: Alan Alphaman

ACR Name: Electronically Signed Date:
Update Submitted to WSF on-

Program Officer: Not vet assigned.

Phone: N/A Email

Update Processed by N5F onc

= Cover Sheet

- ——,

View Current Sechon | l_ i ViewProposed Replacement Section 2 ]

S —

[ View Proposal Update Justification Mote ]

Figure 3 Proposal Update Summary screen. The View Proposed Replacement
Section button is circled.

2. Click the View Proposed Replacement Section button (Figure 3). The section displays
in PDF format. If you need to download Adobe Acrobat, see Adobe Reader for FastLane.

3. Click the back button on the browser to return to the Proposal Update Summary
screen (Figure 3).

View the Justification Note

1. On the Proposal Update Summary screen (Figure 4), click the View Proposal
Update Justification Note button. The Justification Note screen displays (Figure 5).
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Proposal Update Summary

Proposal Number: 0420102
Title: Test for Sept 1
Update Number: 1

Update Status: Allow SPO Submit

PI Name: Alamn Alphanzis

AOR Name: Electronically Signed Date:
Update Submitted to NSF o

Program Officer: Not vet assigned.

Phome: N/A Email

Update Processed by NSF an

& Cover Sheet

[ wiewCurrentSechon | [ View Proposed Replacement Sechon 1]

[ ViewProposal Update Jusification Hote )

Figure 4 Proposal Update Summary screen. The View Proposal Update
Justification Note button is circled.

Froposal Number: 0420102
Title: Test for Sepr 1

Update MNumber: 1

Justification Note for the Requested Update

Type juscificacion hare.

Figure 5 Justification Note screen. The OK button is circled.
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2. Click the OK button (Figure 5). The Proposal Update Summary screen displays
(Figure 4).
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Check a Proposal File Update for Completeness

1. Access the Proposals/Supplements/File Updates/Withdrawals screen on the
Documents in Progress tab (Figure 1) (see Work on Forwarded Proposal File
Updates).

Proposals/Supplements/File Updates /Withdrawals | Has » Organientsm: 4eizns Soisnce Foundation

| Dorwsssais in Proaress Wiatlrswals In f=caress Bulsiibed Do
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20 Domumeniy found. diesleying § 50 [« Freveas B0 0. 3, i, B, B[Rt L3 =]

Tamall Temk  Ackalkdval L fams Ercgickil Tithe Chack Fait Sutei St
1TSS Update? ‘view'Tdit! Sucma Mparan, &na= SBIA Fhags 1 teat for Afab) wck [iE Gubmip Esoum
mF

I2o040D Updsiml WewEdi Submit Alpraman, Aws Tt dor Sept 1 ¢ ek Ede Sehml Esium
po RS ]

Jidgiss Progassl Wew'tdd! SuEmil Aptaman. Alas Mig 3880/ For ARab/ATH frem GG | no Langet detis | sk RIS bl Rsfyit

Figure 1 Proposals/Supplements/File Updates/Withdrawals screen on the
Documents in Progress tab. The Check link is circled.

2. Click Check (Figure 1) in the row for the Proposal File Update you want to check. The
Proposal File Update Errors/Warnings screen is displayed with a list of proposal
items that have not been completed.

Proposal File Update Errors/Warnings For New Temporary Proposal Id 7139702
Associated With Changing Temporary Proposal Id 7139689

Proposal Required Items

Unlesd sthasunie sgaafed in b sahitation, the NSF prepadal preparation fequiraments Suthned o the Jract Presgsy] Gude agedy. Whils
the cemd boved hane will rot prevent submussson, KSF may FRLNED WIThEUL Fevicy proposals that do A0t mest MNSF propossl preparaton
FEQuINements,

Frint ttss page for reference before retusrming to the Form Preparabicon scresn.

ol Sketchas farm for Alan Alpharan has mot Been Jucg!

od, 11w scceptable to uslead ol Bicgraphicel Skatches as

ot been completed

18 Beeuptable 00 upland ANl Currant

Proposal Warnings

Jtems heted here poll not poeyant submissan,
Print thes page for reference before refurmang to the Form Preparabon sevesn.

Mo Budget Justificaten - The Budget Justification for the Awandee Instautssn has not been compheted.

Irsufficent Amcwrt Reguesied - An amount not greater than §1 has been entered for the Reguested Amouwnt on the Remainder of the Cover Sheet form,
Insufficent Duration Reguested - A duraticn less than 1 markh has been entered for the Propossl Duration on the Remainder of the Cover Sheet form
ME Sty Datd - A Regueiiad S36rtag Dalg had nal Bean amersd of tha Remaindss of 1he Cover Shadt form,

Mo Budget = The Budget form has not been completed.

st To st
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Figure 2 Proposal File Update Errors/Warnings screen.

3. Click Return to List to return to the Proposals/Supplements/File
Updates/Withdrawals screen.

10
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Edit a Proposal File Update as an SPO

1. Access the Proposals/Supplements/File Updates/Withdrawal screen on the

Documents in Progress tab (Figure 1) (see Work on Forwarded Proposal File
Updates).

Proposals/ Supplements/ File Updates/Withdrawals | sy » Cirganiraison: Kol Soemce Pourdsben
Documsnis in Frogress W hdrewats 1

n ProgroEs Sghreted Dorpmerty

4! Buarch for Proposal Bocumends in Pregress by Temgarary Proposal 10 asdfor P Last Haeme:

Temgorary Fropossl (D Pl Last Meme; _Seardh |
{Ertar T digis)

(Erier ot least first ime characters)

ok on Tamg ID fo wiaw e Froposal Documesd. Sard senults &y ciching the cofumn tth

&0 Digcuments foured, disslmying | fo 10  Pravapes 20 1 L & [t |

Epep IIf  lims Scoass Lavel Il Bams Ernenad Tiin Chack Edit Rabrmd ',',",:',"
Updmeel  View/Tdn ' Scbmit ilghmran, Alsn FRI= Phace |- et for Afesh] I
TIOANT Updatet  Wiew BfLiSebm alghaman, alsn Test far Sept | £ i 15y S£fy)
&4 Proposdl  Sesy' B Dbt Alzhaman, alan phg 1683 Aftabh/ATH from GPG | no tarpet detes |

Figure 1 Proposals/Supplements/File Updates/Withdrawal screen on the
Documents in Progress tab. The Edit link is circled.

2. Click the Edit link (Figure 1) on the row for the Proposal File Update you want to work
on. The Proposal Update Form Preparation screen displays (Figure 2) with the
proposal as updated. You have these options for editing:
= View the updated proposal

= Edit a section (either an original section or an updated section)
« Edit the Justification Note

11
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Forms for Temp. Proposal 2A113255
Form Preparation

To prepare a form, cBck on the approprate button below

Form Saved Farm Saved
[G__':'E Cover Sheet GO Project Summary ) 1zmiz
(GO] Table of Contents NiA [G0] Project Description
GO| References Cited [G0] Bingraphical Sketches
[S0] Budgets (ncding Fustification) 11/05/12 (G0) Curest and Pending Suppert

GO Facilities, Equipment, and Other Resources
Supplementary Documents

=U) Data Management Plan 022612

| @]
L=

o
D.

Mentormng Plan'

(8]

Project Summary with Special Characters
0| Other Supplementary Docs

[1)

Single Copy Documents

60| PLCo-PI kformation N/A GO] AddDelete Non Co-Pl Serior Personsel NiA
[50] Deviation Authorizationlif spplicable) GO Change PI
@ List of Suggested Reviewers (optional) NA @' Link Collaboratrve Proposals

@ Additional Single Copy Documents

Go Back

Figure 2 Proposal Update Form Preparation screen. The Go button for the Project
Summary is circled.

View the Updated Proposal

1. On the Proposal Update Form Preparation screen (Figure 2), click the Go button for
any section. (The updated sections display in red on the Proposal Update Form
Preparation screen.) The form displays in PDF format. If you need to download Adobe
Reader, see Adobe Reader for FastLane.

2. Click the back button on the browser to return to the Proposal Update Form
Preparation screen (Figure 2).

Edit a Section

1. Prepare on a word processor the replacement file for the form you want to replace. See
Acceptable Formats for FastLane for the formats FastLane accepts.

2. On the Proposal Change Form Preparation screen (Figure 2), click the Go button for
the section you want to replace. The File Upload screen displays for the section you
selected, as the Project Summary File Upload screen displays as an example (Figure
3). (See Prepare Proposal Forms for instructions for a form.)

12
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Project Summary
WEW! Filo wploads ne losger have to be in PDF format!
In addition 1o PDF files, users can now upload a vanety of waord-processor Hes and PostSoripl files. These Bles will sotomatically be comemted io PDF
Frollow this Ik for New Upload Dnstructions (Opens now window),

Note: Chicking on the Delete Crerent Project Semmary botion will display a PDF docmment in this window
Dwce you have reviewed the decument, cick on the browser's "Back” buftos o resom o ths page

[ Chaplay Cumrar Panjact Susmanary |

G Dt Cutian| Piggecl SUmmary ]
Sipe 234531 Last mod Fri Aug 27 17.16:33 EDT 2004 Pages1

Enter the numne #ad location of the e 1o upload
of chick on the Browss bummos to select the file 1o upload
| bvumza, |

Figure 3 File Upload screen for the form you want to replace.

3. Upload the new file to replace the original file. See Upload a File for instructions. After
you have accepted the upload, the Proposal Update Form Preparation screen

displays (Figure 4) with the updated section displayed in red with the date of the
update.

Proposal Updae

Prapasal Number- 0T0TEE2
Ongmal Title: PRS 111806 Reloass Functional Verification 16

Created Date: Jun 10 2010

Fars Preparatisn

To prepare 1 form, 2lick on the spprroprais button below.

|Z‘\'ﬂr.'?]uumr. edffisctive Jamany 18ch 2001, all tudgetary updates should nowr be made wving the “Revise Submitted Proposal Budget™ ssodule on the Proposal Functioas page.

Form Saved Farm Saved
@ Corver Sheet (Changed) 102412 @ Project Summary
Tukls of Contents Bk Project Description
@l Buferencas Cited Biegrapitieal Sketchas (Changed e
Budgets (Iechoding Justdfication) @ Cusrrent and Pending Support

Budgurary updarer are available terough Revice Swbminad Proposal Budpar
module. Fieme click fyry for more igtrmation

@l Facilitees, Equipenent, ssd Other Rasources
Supplementary Documenty

Data Mzarement Pl (Chasged)
Project Somesgery with Special Characters
Ot Suppilementary Docs

Simgle Copy Documenty
i AddDielzte MNom Co-PI Semior Personnsd
PL'Co-FI Information A Contaer vour Program Offfics for Pra-dward Parsoswmel chamges. Pleate eliek
figrd for mora bybrmaaicn
Devaatzen Autherizatoniif spphoable) @ Chasgs P1
Lis# of Suggested Eeviewers (optional) NA
GO dditional Ganghs Copy Diocuments (Changad) 11410
{ F'rogunl gah Justification Mole I ,
Go Back

13
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Figure 4 Proposal Update Form Preparation screen with the updated Proposal
Summary displayed in red and with the date that the Project Summary was
changed. The Proposal Update Justification Note button is circled.

Edit the Justification Note

1. On the Proposal Change Form Preparation screen (Figure 4), click the Proposal
Update Justification Note button. The Justification Note screen displays (Figure 5)
with a text box for entering your justification for the Proposal File Update.

Propozal Namber: 0420102
Title: Test for Sept 1
Update Number: 1
Please provide a justification for the requested form opdates in the space provided

below. Please note why vou are requesting file replacement{s) and describe anv changes

between the oniginal and proposed replacement forms.
Ivpe Jjustification here.

Figure 5 Justification Note screen. The OK button is circled.
Edit the Justification Note or copy and paste a new Justification in the text box
(Figure 5).

Click the OK button (Figure 5). A screen displays (Figure 6) with the message that the
update to the Justification Note is saved.

Justification Note for the update has been saved.

Figure 6 Screen with the message that the update to the Justification Note has
been saved. The OK button is circled.

14



SPO Functions

4. Click the OK button (Figure 6). The Proposal Update Form Preparation screen
displays (Figure 4).

15
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Submit a Proposal File Update

1. Access the Proposals/Supplements/File Updates/Withdrawals screen on the
Documents in Progress tab (Figure 1) (see Work on Forwarded Proposal File

Updates).

Proposals/ Supplements/ File Updates/ Withdrawals | nam » Organeation: Yshors Soence Foundstion

DuLerenls i Prudrsss WA=l rpmals |n Frmros sabeitlnd Dpasorents

;—' Sewnth Por Proposal Dt uments @ Progress by Tompacary Propasal E0 sed for D Las] Basse:

Temoorary Prooess [0 P Lar Mame _Smarch |
[Erier T digis] [Ercer ar leasi frsi fwe dummers)
Chigi g Tarng LA b vidw bha Proposesl Decumand. Sor /eauils by ciciing the colums ke
S0 Documenis found, displeying § o 30 (< Presvie L0 N, 3, 3 4, 506 [Hesd 10 =>]
Temall  Pams Biimas Lavel P i Eriaaal Ttk Fhech it Gulenin oot
jpdstay  wiew Tk 5 usmit Aiptaman, Men SH1A Frase 1: test for A%ahd ek G 2t
I3E040] Mpdsin]  WewEdib Submit Mpraman, Alms Tt for Sapt 1 ek Dok | Sohmil | Satur
Peopadl e/ Edil'S ubnid Aptarran. Sas Mig 3LA0/ e ARmb’E T Trevh GBG { ne banjed datis | Chgsk e eyl Spiyrr

Figure 1 Proposals/Supplements/File Updates/Withdrawals screen on the
Documents in Progress tab. The Submit link is circled.

2. Click Submit in the row for the Proposal File Update you want to submit (Figure 1). The
Proposal Warnings screen displays (Figure 2).

Note: If the Proposal File Update cannot be submitted because a decision has been made
on the proposal or because it has passed the update deadline, a message displays telling
you that you cannot submit the update.

Proposal File Update Errors/Warnings For New Temporary Proposal Id 7139702
Associated With Changing Temporary Proposal Id 7139689

Proposal Required Items

Unless ctherwge spoaifued in & solicitation, the NSF proposal preparation sequirements outhned in the Jrant Froonssl Guds apply. Whils
the temm hated hese will rot prevant submussson, KSF may pEluin withoul revicy proposals that do not meet NSF propossl preparaton
FEGUINEMaNtS,

Frint tkss page for reference before % bo the Form Frepa soresn.

Proposal Warnings

Itema latad hars Bubmagsan,
Frint thes page for reference bafore retumensg ta the Formm Preparston soresn,

Mo Budget Justificateon - The Budget Justification for the Awandee Instiuteon has not been compheted.

Insufficesnt Amourt Regquested - An smount not greater than §1 has been entered for the Reguested Amount on the Remainder of the Caver Sheet form.
Imsufficent Duration Reguested - & duraticn less than 1 merth has been entered for the Propoes! Durstion on the Remainder of the Cover Sheat form
Pz Srarteg Date = A Regquested S2arteg Date has not Bean enteced o the Remaindes of the Cover Sheet form.

Mo Budget - The Budget form has not been completed.

PR
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Figure 2 Proposal File Update Errors/Warnings screen.

3. In the Debarment and Suspension section of the Proposal Errors/Warnings screen
(Figure 3), click the radio button for Yes or No if there are any debarments or
suspensions of you or of your organization from transactions with federal agencies.

Deharmaent and Suspension Gertification

[4 the argarmzation or 28 prncipsls grasently dabscoad, sudpended, propaisd for debarment, declarad inshgbla, aor woluntarily axcluded fram covarad Pandactiond
b any Faderal dapastmant or agancy?

-
=/ Ho

(ves (IF *yes please provide an explanation below )

By slactrorecally signing the MSF Proposal CoverShast, the duthorized Jrganizational Representabvs or Individus] Applicant is providing the Debarment and
Sugpardion Carification cantained in Appandixz O of the Goant Propossl Guda,

Figure 3 Debarment and Suspension Certification section of the Proposal
Errors/Warnings screen.

4. If you answered Yes, in the text box under the radio buttons (Figure 3), type an

explanation.
5. In the Institution Information section of the Proposal Errors/Warnings screen
(Figure 4), check the accuracy of the information for your organization.

Institution Information

DUks Mumber; 111111111 DiMs Qualifiers
Authorized DI‘I;CI nizatienal RE'FI resentative{ AOR) information will be added when elactronicall L il.:l nad by A0,

Ths folloveing authorized cogarizational representativel AOR) information wmill be printad on the propossl covershiset s5tar the proposal s slectronically sigred by
AR, IF this information is mcorrect, plsase hawe it modéied bafors signing the proposal slectronically . Thiz informastion can be modifisd by an authorized user st
pour orgenizetion wsing the “add, Madify, and Delets Fastiane Usars” modids of ‘Resesrch Admirestration’ spplication

Harme: Alan Alphaman
Phone: FOEZ925000
Fax: FOFZI25500
E-rnail: kchelta@nsf.gow

ou have the Authorized Organizational Representatived a0R) permission to electrenicaly sign and submit the proposal.

A i
i Sign and Submit -h Cancel and Do Mot Submit |

—_— ——

Figure 4 Institution Information section of the Proposal Errors/Warnings screen.
The Sign and Submit button is circled.

6. At the bottom of the Proposal Errors/Warnings screen (Figure 4), click the Sign and

Submit button. The Proposal Submission Confirmation screen displays (Figure 5)
with a message that the Proposal File Update has been successfully submitted to NSF.

17
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PROPOSAL SUBMISSION CONMFIRMATION

Proposal 6557745 has been successfully submitted to NSF

This proposal has now been assigned the following NSF Proposal Mumber:
D613738

Please make a note of this number, it is the official NSF proposal number,
Your Signature has been recorded

1]

Figure 5 Proposal Submission Confirmation screen with the message that the
Proposal File Update has been submitted to NSF.

18
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Return a Proposal File Update to the PI

1. Access the Proposals/Supplements/File Updates/Withdrawals screen on the
Documents in Progress tab (Figure 1) (see Work on Forwarded Proposal File

Updates).

Proposals fSupplements/ File Updates/ Withdrawals | mamn » i i i Natichantl S e Fissciatir:

Docements in Proaress Wirttedramale Lo Frograss Haratisd Decumipaiy

& Bearch for Proposal Decuments is Progeess by Temporsey Progasal [0 and[or PE L ast A

Femparary Frepasal 1O *L Lant WEme ... 3
{Emimr T digas] AEvier oi loman fivsk bwn charsciers)
ik g TewmD L0 10 v (Ted Arovkidad Doturesng, S8 el Sp ofvisng [ sl ide,
£ Docsmants found, daghwying 1 8210 (= Praizus 10] 1, 2, 3, 3 [Pt 12 =]
Bab

[TV T Ay byl L Barms Promesal s ik bl et
ATAEE Updsial View'Bdi/Subeg Alphaman. Alan SEIR Phaas [: taxt for Afieh] T
Updsbad  iss) Bt Gubmi Alphsman, Msn Test far Sapk 1 s
L}
184 Propossl Vies/ B Sulees Alphaman, den iy BEELFGr AMaRSATI fram R0 [ o target daites |

Figure 1 Proposals/Supplements/File Updates/Withdrawals screen on the
Documents in Progress tab. The Return to PI link is circled.

2. Click Return to PI1 on the row for the update you want to return. A screen displays
(Figure 2) with a message for you to confirm that you want to return the update to the
PI.

Please confirm that vou want to remrn the Proposal File Update 1 for Proposal No. 0420102
This action will remove SPO access to this update

In the text window below, vou may enter a note to the P indicating why you are returning this
Propasal File Update

Wricte a note to the FI here. |

Figure 2 Screen with a message for you to confirm that you want to return the
update to the PI with the text box for the note to the Pl (optional). The OK button
is circled.

3. Type or copy and paste in the text box a note for the Pl on why you are returning the
update (Figure 2) (optional).
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4. Click the OK button (Figure 2). A screen displays (Figure 3) with the message that the
update has been returned to the PI.

Proposal File Update 1 for Proposal No. 0300445 has been reimrned to the
PI

(oK

Figure 3 Screen with the message that the update has been returned to the PI.

5. Click the OK button (Figure 3). The Proposals/Supplements/File
Updates/Withdrawals screen displays on the Documents in Progress tab
(Figure 1).
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Work with Submitted Updates
Work with Submitted Proposal File Updates

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

Research Administration

Padimenal bag itve e B sl B ise

¥ Accoanis Management ~
P Nerw
Letters of Intent In Bax
e AT - L U zwn
*~ Proposals Supplemonts, Filo Updates /Withdrawals il
——— —————— current work m
dowiard Letters CTOgrERE i
demily fram
Forwarded / Submitted Rovised Bodgets ihon page
" NotHications & Regiests Chicks bakow i
Select currend
Organizational Reports b o
W

b ibrgjedt Reporis

" Agthorized Or fraith | Repi ative Functions
In Box
& Proposabs/Swpplensends/File Updates /Withdrawals B0 tams for neview
B  Forwarded | Sol | Rewised Duadg o itams for eaEw
B Honhfications & Reqoests ] tame for reamw
F  ADR Fumclians (] fara for feTEw
F  Letiers of Istent 258 TR i AatEw

Figure 1 Research Administration screen. The Proposals/Supplements/File
Updates/Withdrawals link is circled.

2. Click Proposals/Supplements/File Updates/Withdrawals (Figure 1). The
Proposals/Supplements/File Updates/Withdrawals screen displays on the
Documents in Progress tab (Figure 2).

Proposals/Supplements/ File Updates/Withdrawals |mams » arg " f Echmen
| Decumests s Prouress Wihasamals kn Braaress | s.._.:t_..h-.n-!:-.n-.|..._......-..|-.r 3

J Search lor Froposal Doeosments in Progeess by Temporaey Proposal T sndfor BT Lact Masme

Temparary Proposal ID FT Last Name I
[Erdar F digia) (Erter ! lmast Trat s charecien |
Al D
Chck o Temp 1D &0 vrew the Fropoeal Socument, Sort rewuity &y chiching e ook fite,
5 Bocuments foand, declegnng 1k 1 (= Bravicus tO) 1, 2, 3, 4, 5, & [Het 13 =]
lame il Ives  AccesLesl B Baren Erugus] Tikds Check Dt Sehem U
E3I7035 Usdate? Wiew/ESUSUbaWt  Alpkeman, Alwn SBIR Phase T: test for ARab3 Ctci Egd Subedt fsiur
III0&TE Uedatel  View' Bt Eubemit Aphaman, dlsn Tast for Sapt 1 Checs Bt Supe
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Figure 2 Proposals/Supplements/File Updates/Withdrawals screen on the
Documents in Progress tab. The Submitted Documents tab is circled.

2. Click the Submitted Documents tab (Figure 2). The Proposals/Supplements/File
Updates/Withdrawals screen displays on the Submitted Documents tab (Figure 3).
3. Click the Type column header (Figure 3) to group all updates together. You have these
options for working on a Proposal File Update that has already been submitted to NSF:
+ View the Update Summary for a submitted Proposal File Update
= Withdraw a submitted Proposal File Update from NSF consideration

Proposals /Supplemants / File Updates/ Withdrawals | sun b

Dagumewin i Progress Wrihdoasmals i Frogress Sy hemitied Docunuents

& Bearch fne Submitted Documents by asy of the inBowisg
Propessl 100 Sutmmad Date Rangel mm/ddyyvy]

[Enter 7 dgis) From: B = =L

Search |
Bl Lawt Warne:
[(Enter ot keast first twn charachers)
HF Besuts will MefaanT o pod” orgd L0 5 provdsals mivoh Mg Desen SoDrmimed’ modhan e dasr 260 days. Ohick of Temo 10 b wisw bhe
T rESWES by Shckem the cedume Soa
&% Comuments fpund, deplaing £ bo L0 {= Fresious 10] 4, 2, 3, 4, 5 [Hest 10 =]
S4B J-!mmnl Tene | I Mt Bragassl Titis 5|‘;“_““'_hﬂ Wilhdraw
0430109 Updstel Ahaman, Aan Tews tor Sept 1 DT/ 2004 ‘WNihskm
OSG000E. Sropoal Alphaman, Alan Efw ‘withdrawal Testng o T 20 Withdrawn
0&id11% Fr oz aall Hofferr, Diariad CAREEN: ¥y Tesl Ly o 4 Welhdramn
L0545 05000t Prooosal studentl3, studently Susans Clast Proposy 9 21/ 3004 1t

Figure 3 Proposals/Supplements/File Updates/Withdrawals screen on the
Submitted Documents tab. The Type column header is circled.

22



SPO Functions

View the Update Summary for a Submitted Proposal File
Update

1. Access the Proposals/Supplements/File Updates/Withdrawals screen on the
Submitted Documents tab (Figure 1) (see Work with Submitted Proposal File
Updates).

Proposals/ Supplements [ File Updates,/ Withdrawals | marmi » Orgeninations Mational Scance Faundsbon

Becumenis s Froarsas Withemwals in Prigrsss Eapmined Docunesls

S Search for Submitbed Dotumsents by amy of the following:

Propesal 10: Sutmised Dabe Rangeimmiddisee)
{Enter 7 dighs) Frem: i, p ==
Search
FI Lot Mama:
{Endar of lmagt Ains fwe chamsoies)
The Fabrritied Docurmenis Aoty wll delecl o yowr orpeniastion's oroporsl whidh T by mbrreitind wiEhis fhe davt 190 deyr, Tk oo T AD fo v e
Proposs’ Cocurard. San sesufs &y Shciong S covumn btk
4% Documanbs founs, displeying 152 10 = Pravicus 18] 1, 2, 2, 4, 5 [Hext 10 =]
N LY I"";:";""" L] L A P T-\I::-“ ittt s
0242347 Upratezd alpharan, slar EPly - WORMAL WITHDRAWS: CASE Test DATHE 00 i g
EA0SLED O&a005E L bl Alphwman. slen SR Fhass Itand by rich 080004 OFfIRA00M  Withcrwem
di I Uissdmbed Alphaman, Sl STTR tegis DR R00d  YuiTadrys
0413232 sdatal Alphaman, alan SHIA Fhawe 1: test for Aftesd O=/30°3004 e
2002 ipdmbe Alphgrran, dlsn Test for Sapt 1 " ] .
_,._'_'._-,. (P51 fnppemant Alphaman, dlan Auchs SEIH supplemieslal funding reguest DR E00  Weihdeaan

Figure 1 Proposals/Supplements/File Updates/Withdrawals screen on the
Submitted Documents tab. The Temp ID number is circled.

2. Click the Temp ID number (Figure 1) on the row of the submitted Proposal File Update
you want to view. The Proposal Update Summary screen displays (Figure 2) with the
status of the update. On the Proposal Update Summary screen, you have these
options:
= View the initial section, as it was first submitted to NSF
- View the replacement section, as it was submitted in the Proposal File Update
- View the Justification Note for the Proposal File Update
= View/print the updated proposal
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Proposal Update Summary

Propoesal Namber: 0420102
Title: Test for Sept 1
Update Namber: 1

Update Stams: Astomatically Accepted

Pl Xame: Alan Alphaman

AOQR Neme: Alan alphaman Electromscaliy Signed Date: Sep 27 2004
Update Submitted to NSF on: Sep 27 2004

Program Officer: Not yet assigned.

Phon=: N/A Emagt

Update Processed by MSF on Sep 17 2004

= Cover Sheet

' Project Summary

||L WVigw Inmal Section _}” \Vigw Replacemant Saction ]

L View Proposal Update Justificason Mols 1

Vigw(Pnot Propogal |

Figure 2 Proposal Update Summary screen. The View Initial Section button is
circled.

View the Initial Section

On the Proposal Update Summary screen (Figure 2), in the box listing the updated
sections, click the radio button for the section you want to view.

Click the View Initial Section button (Figure 2). The section displays in PDF format. If
you need to download Adobe Reader, see Adobe Reader for Fastlane.

Click the back button on the browser to return to the Proposal Update Summary
screen (Figure 2).

View the Replacement Section

1.
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On the Proposal Update Summary screen (Figure 3), click the radio button for the
updated section you want to view.
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Proposal Update Summary

Proposal Number: 0420102
Title: Test for Sept 1
Update Number: 1

Update Staras: Antomarically Accepred

Pl Mame: Alan Alphaman

AR Name: Alan alphaman Elecironically Signed Diate- Sep 27 2004
Update Submotied to NSF om Sep 27 2004

Program Otficer: Not vet assigned.

Phone: N/A Email:

Update Processed by NSF on: Sep 27 1004

& Cover Sheet

) Project Summary

[ Viewnial Section | [ View Heplacement Section )

| Wiew Pioposal Update Justicaban Note |

[ ViewiPrint Fropozal |

Figure 3 Proposal Update Summary screen. The View Proposed Replacement
Section button is circled.

2. Click the View Proposed Replacement Section button (Figure 3). The section displays
in PDF format. If you need to download Adobe Acrobat, see Adobe Reader for FastlLane.

3. Click the back button on the browser to return to the Proposal Update Summary
screen (Figure 3).

View the Justification Note

1. On the Proposal Update Summary screen (Figure 4), click the View Proposal
Update Justification Note button. The Justification Note screen displays (Figure 5).
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Proposal Update Summary

Proposal Number: 0420102
Title: Test for Sept 1
Update Number: 1

Update Status: Awtomatically Accepted

PI Name Alan Alphaman

AOE Name: Alan alphaman Electronically Signed Diate: Sep 27 2004
Update Submitted to NEF on Sep 27 2004

Program Officer: Not vel assigned.

Phone: N/A Emalt

Update Processed by MNSF on Sep 27 2004

ECover Sheet
) Project Summary

[ View Indiad Sechan “_ View Replacemend Sechon |

e
& Nigw Proposal Updale maan
b oo

[ View/Prini Propasal |

Figure 4 Proposal Update Summary screen. The View Proposal Update
Justification Note button is circled.
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Proposal Number: 0420102
Title: Test for Sept 1

Update Number: 1

Justification Nate for the Requested Update

Ivpe Justification here.

Figure 5 Justification Note screen. The OK button is circled.

2. Click the OK button (Figure 5). The Proposal Update Summary screen displays
(Figure 4).
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View and Print an Updated Proposal as an SPO

1. Access the Proposal Update Summary screen (Figure 1) (see View the Update
Summary of a Submitted Proposal File Update).

Proposal Update Summary

Proposal Namber: 0420102
Title: Test for Sept 1
Cpdate Number: 1

Update Statns: Astomatically Acceptod

PI Nemne: Alan Alphaman

ADE Mam= Alan alphaman Electronically Signed Date: Sep 27 2004
Update Submmittad to N5F on: Sep 27 2004

Program Officer: Mot vet assigned,

Phone N/A Font

Update Processed by NSF om Sep 17 2004

= Cover Sheet
O Project Sommary
[ ViewhaalSecon | [ Wiew Heplacemant Seclion |
[ ‘viaw Propaosal Update Justdicabon Mole J

[ Vhew/PnntFroposal |

Figure 1 Proposal Update Summary screen. The View/Print Proposal button is
circled.

2. Click the View/Print Proposal button (Figure 2). The View Proposal screen displays
(Figure 3).
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View Proposal

Please chick on the sppropriate "GO" button to display the document
You need to have Adobe Acrobat viewer installed on your computer to view these PDF documents
Once you have finished viswing or prmting the document - - use your browser's Back button to retam to the mem

NOTE: The PDF displan may take a few mimstes — especially f vou have
selected the "Print Ewtire Propesal’ option
Plzase be patient and do not continaally chck the "G0° button.

@I Coover Sheet @ Project Sucnemary

52| Table OF Contenss [50] Project Description

[60] References Cited (58] Bio Sketch

@l Budget {Inchuding Justfication) @I Current and Pending

@I Facilities @I Cther Supplementary Doce

PI CoPl Info [80] Deviation Autherizaticn

50| Sugsested Reviewers [50] Additianal Sirgle Copy Dacusents
5 ]El Primt Entire P‘mp-:-s-;_l__ ]

Figure 2 View Proposal screen. The Go button for Print Entire Proposal is circled.

3.

4.

Click the Go button for any section you want to view. The section displays in PDF format.
If you need to download Adobe Acrobat, see Adobe Reader for FastLane.

Click the Print icon on the Adobe toolbar to print the section.

To print the entire proposal, click the Go button for Print Entire Proposal (Figure 2).
FastLane concatenates the files for the proposal and prints the proposal as one PDF
document.
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Withdraw a Proposal File Update

1. Access the Proposals/Supplements/File Updates/Withdrawals screen on the
Submitted Documents tab (Figure 1) (see Work with Submitted Proposal File

Updates).

Pr 15/ Supp)

ks / Fila Updates/ Withdrawals (sam » Drgangration: iancral Scance "zusdstizn

Subaiited Dorumanis

Crvaranin g Prage eia bl i e i s B parsng

JrSearch for Sebmiled Dotuments by any of the Tolluming:
Subiretied Cwew Fmngs | mmsd vy |
; =

Proposs I
(Ereee T dgty) Fram "E-‘j Yo
Search |
FI Last Marma
(Ermar of lnme fr bas charsciera)
Thi Swomitied GoUaments Resulls i daisoll [0 Foe’ SR inaman 5 oronsss’s mhkoh have Dedn Selminiai s e 15 n Famp g [T
Propoowa! Docurmantd. Sort rescilts by ciicting the column St
iE Dipcumests found, diapleeng 1 b 10 < Brawizais 0] & 4 i
L liss LIPS Erapaasl Tk LA wisiran
sptases, alan EFn - ROAMEL WITHORAWAL CASE Teq D8 30
DN DH0E  Weiharaen

az4zat Umhlale
aipkamaa, dlan SERL Phase [iest by o GRS
Saptaymrpn, Alan STTH festd (37300 [ i
EEEX Phase 1 bast foe A%sbd L1 B E o] _:-'

G435 Updatsl
Lok ] Upane1

2135 pdaned Sipkaey, Alsn

Figure 1 The Proposals/Supplements/File Updates/Withdrawals screen on the
Submitted Documents tab. The Withdraw link is circled.

2. Click the Withdraw link on the row of the Proposal File Update you wish to withdraw. A
screen displays (Figure 2) with a message for you to confirm that you want to remove

the update from NSF consideration.

Please confirm that you want to withdraw Proposal File Update 1 for Proposal No. 0413539
This action will remove this Proposal File Update from consideration by NSF.

Figure 2 Screen with a message for you to confirm that you want to withdraw the
submitted update. The OK button is circled.

3. Click the OK button (Figure 2). A screen displays (Figure 3) with the message that the
Proposal File Update has been withdrawn.

Proposal Update Request 1 for Proposal 0413533 was withdrawn

5K
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Figure 3 Screen with the confirmation message that the Proposal File Update has
been withdrawn from NSF consideration.

4. Click the OK button (Figure 3). The Proposals/Supplements/File
Updates/Withdrawals screen on the Submitted Documents tab displays (Figure 1).

If NSF has already processed the update, you may no longer withdraw it. When you click
Withdraw on the row for that proposal on the Submitted Documents tab of the
Proposals/Supplements/File Updates/Withdrawals screen, a screen displays
(Figure 4) with the message that the update has already been processed.

Proposal File Update 1 for Proposal No. 0420102 has already been processed.

The final status of this Proposal File Update request is available from the View option on the
previous screen

",

)

Figure 4 Screen with the message that NSF has already processed the update.
The OK button is circled.

Click the OK button (Figure 4). The Proposals/Supplements/File
Updates/Withdrawals screen displays on the Submitted Documents tab (Figure 1).
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