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SPO Functions

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

Selack 5 Rasaarch Adrminis

Intermational University

tration Functian for Flarda

Accounts Manage ment ~4
- Mew

Letters of Intent \ In Box
Proposals/Supplements /File s
Updates /Withdrawals SrEalldiii

progress
Award Documents directy from

this page.
Forwarded /Submitted Revised Budgets

Click below to
Notifications & Reguests i'-‘i'-‘r'-'t currenk

Emis for

Crganizational Reports

Project Reports

reyiaw

Authorized Organizational Representative

Funclions

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

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

permissions to SPO functions.

User Permission Granted

SPO Function Listed on Research
Administration Screen

Add, Modify, and Delete
FastLane Users

Change User Permissions

Accounts Management

Initialize, Change User
Passwords

(Within accounts management, you have access

Review/Revise Organizational

only to those functions for which you have
permission.)
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Information

Organizational Reports

Organizational Reports

Submit Proposals,
Supplements, File Updates,
and Withdrawals to NSF

e Letters of Intent
e Proposals/Supplements/File
Updates/Withdrawals

Administer Notifications
and/Requests for NSF
Approval

Notifications and Requests

Administer Revised Budgets

Forwarded/Submitted Budgets

View/Print Organization’s
Award Letters

Award Documents

View Project Reports

Project Reports

Authorized Organizational
Representative

Authorized Organizational Representative
Functions

Financial Administrator

Accounts Management

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

e Accounts Management
e |Letters of Intent

Proposals/Supplements/File Updates/Withdrawals:

— Work on and submit proposals

— Withdraw a proposal

— View and print a submitted proposal

— Check the status of a proposal

— Supplementary Funding Requests

— Proposal File Updates
e Award Documents

e Check Continuation Funding Status

= Forwarded/Submitted Revised Budgets

= Notifications and Requests

e Organizational Reports
e Project Reports

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

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

Proposals, Awards and Stalus

Honorary Awards

FastLamne is &0 in

cxriad

Progessal B sw

HEF Hefma | Néwi | Site Map | Fastlane Help | Crants.gev Helg | Coatact Us

I-time system used fo (7 &AMtz 9 P Ejgiorn Time = M=E
i Eaehl mra o foa FastLane
t, Fastbans s fo User 1-A00-673-6188
Support FasiLame Avadabdty (recarding):
1-B00-427-7408

Panalist Funclions Research Administration Financial Functions

Gradualo Research Fellowship Program Pastdoctoral Fellowships and Other Programs

2.

Quick Link

¥ Registration

Information

Advisories

oafo1/07

* Award Search and

Funding Trends

o7 farjor

FastLans FAQs (Opens
new Browser Window)

Grants.gow FAQ

o7 05/07

{Opens new Browser

Window)

06/22/07

Figure 1 FastLane Home Page

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

FastLane changes to reduce the use of Sodial Security
Humbers (S5Ns) will be implemented on August 4,
2007,

Information on the Use of Designated Fonts in NSF
Proposals [Opess new browser windaw]

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

screen. The Research Administration link is
circled.

Research Administration

Lasgin

(3

for the following parmisgion based funstions:
- ™

Accounts Management Lag In
Letters of Intent

Last Name;
Proposals/Supplements/File HSF 10
Updates/withdrawals w
Award Documents Password:

Forwarded/Submitted Revised Budgets

Notifications & Requasts
Organizational Reports
Project Reports

Authonzed Organizational Representative Lookup HSF [0

Functigns

Select one;

1 Submit EDI Proposals

G&=)
Fargot Password?

L =

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

Last Name

In the Login section (Figure 2), enter the following in the boxes for:
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e NSF ID (your National Science Foundation Identification number)
e Password
3. Click the radio button for Research Administration (Figure 2).
4. Click the Login button (Figure 2). The Research Administration screen
displays (Figure 3), with the listing of functions for which you have permissions.
5. Click on a function link (Figure 2) to go to that function in Research
Administration:
= Accounts Management
e Letters of Intent
e Proposals/Supplements/File Updates/Withdrawals—Work on:
— Proposals
°  Work on and submit proposals
° Withdraw a proposal
°  View and print a submitted proposal
° Check the status of a proposal
— Supplementary Funding Requests
— Proposal File Updates
< Award Documents
e Check Continuation Funding Status
e Forwarded/Submitted Revised Budgets
- Notifications and Requests
< Organizational Reports
e Project 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:
= Proposals/Supplements/File Updates/Withdrawals
 Forwarded/Submitted Revised Budgets
< Notifications and Request
< AOR Functions
e Letters of Intent
Click on the number of the documents link to go to that function category.
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Research Administration

Eatact & Facaarch Advonizheban function tar Matienal Sciances Foundstion

¥ Rocounkts Manage saeat -5
L]
¥ Letbers ol Intent In Bas
Y Propasals fSupglements /File Updates fWithdraveals :'::J::::
A wark
* Rward ocumenls ;:r;w:u =
diretly froem
* Forwarded /Submitted Revised Budgpis i page
Y Motifications & Raquasts Click hsigiy b
eelect qurmant

4 1 ez frr
Organizational Reports pri sy

* Project Reports

* hwthoriped Crpanicatiomal Represestative Function:
In Box
@ Prapodsls/supplements fFile Updates /' Withdramsls a1 Raos Ao S
=  Forserded/Sulbmitted Revieed Budgets i Rl FOF P8 W
& Motifications & Requests il Ravas for re s
@ ADE Punchons n e for e v
W Letters of Intest 0 Ao for repew

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

Accounts Management Introduction

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

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

e 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

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:
< Change your organization’s name
= Revise your organization’s basic contact information

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

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

Research Administration

Select a Research Administration funcbion for Matonal Sckence Foundation

" Accounts n1ﬂrmq|=rrwul_. 4
— L e - [ L30T
Letters of Intent \ﬁ? In Baox
. _ Mow Yo A
Proposals fSupplements /File Updates/wWithdraveals i
currend waork in
Aweard Dacuments pr -J,J,-'_-_.;}
difacsly fram
Forwarded f Submitted Revised Budgets thig page
totifications & Requests Click below ta
sslect currant
Organizational Reports iterms for
FEviEE

Profect Reports

Authorized Organizational Representative Functions

Figure 1 Research Administration screen. The Accounts Management link is

circled.

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

Search for a user

View all users

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

Delete a user

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

Accounts Management | pan » Orgamization: Mational Soerce

&r M Cadnt vgsrdastion Infarmatan

Yinw Organization Pernissions Eeport *

J Swarch for snisting User o vieef moddy data:

Lash Kamse fearch | Wiew Al Users I ] Add Hew Hanr I

Smarch with Lawt Reme or chos Wiew All Users 1o find the usar

Fanivid Toniaal Addrein Fap Thisded

Figure 2 Accounts Management screen.
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Search for a User

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

Accounts Management | may # Drganization: Hstonsl Sciena

User B caunt Organization Infopmation

Vigw Organization Fermissions Raport k

}1 Search for sxisting User to view fmodify data:

Lask M Afzsl f Hearch I ) Wiewm Al Lisers Add Hew Deer

Search with Last Mames or click Yiew all Users to find the user

Ea ey Frrngdl A dbnas A Rinns

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.

3. 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:
< View the information and permissions for a user
< Modify a user’s information or permissions
e Delete a user

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

Accounts Hahﬂﬂﬂmﬂnt | W& W Drgandzation: Naticnal S oenoe

gk A diaid Dhegeainas i Bivhaesniatiod
¥iw Organization Permissions Baport
‘.i:' Search for existing User to wiew fmedify data:

Lazt Heme: | Afzal Dvdarch] | ENMRANTERRE i |

Click on User Name to vies/modify delete data, Soet results by dickong column tie,

Z wiars found, daplaysng 1t 2

L Ensafl Addresy A tiond
miafzal@nsf.gor Wiew | Hodify|Delete

hlget), Mohatnoned mialzal@nal gov Viww|Modify|Dobits

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

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

Accounts Management | Mam » firganization: Naborsl Sisnc

WEer At Tl derir ssbiees Tivbigery g

Wiy Chrojaed Fotion Permissions Bapast #

2 Smarch for existing Lser to view  modify data;

Last Marme pearch | | [ ViewAlUsers | ) Add New Usir

Skafeh with Ledt Marr of dick Vies &l LEers to find thie dker

REULE] sl Anirirass g ke

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
e Delete a user

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

Accounts Management | may » Organizatinn: Katiceal Stissce Foundsbo

(BaE# A Ciiwingt Oeganaiaia btamastian

Yiav Oegamization Pifinisslons Bepor #

;ﬁ".i-urthhr euisling User to wiem fmodely data;

Lt Hame: Emarch | View Al Ligers | Bl e ey

Chok an Usar Hame 1o vissmodfpiodelete daty. Sort resuts by cicking cokamn titke

T35 weers found, dieplaping T ta 10 [Frav] 0, 7, 2,4, 5 6,7, 0 [Heat]
Frid sl Aihensw Actiosnen
pedams@nef gov Yiem| YodifyiDeiete
nadams @nst goy Mipn|Hogily|Dedete
el dbeon sl oy Vicw|*odily|Delcte
sz alfiead, goy Wi | Modilx | Belola
misfraigRear, nen Yipwm|Hndiy|Delety

|atignaf gay ¥iew [Finaity | Dedete
juti ahbendma i Sabe ar.us Wiew| *odily | Defels
cakusi@naf pav Yool Mndifr|Dainte
lsidersan@bearegpent.net Yien| Hpgdity | Dedete
tpnnsd@hotmesl.oom Miew | Fodity | Dedete

Figure 2 Accounts Management screen with all the users of your
organization listed in the Search Results section.
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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 | main » Organization: Naticna! Soance Foundation

Wser Account Organization Infoermation

View Organization Permissions Report #

P Search for existing User to view/modify data:

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

Click gm User Name o view/ modify/delete date. Sort results by clickong columin tithe.

a4 uders found, digplayeng 1 19 10

[Prev] 1,2, 3, 4, 5, 6, 7, 8 [Mex]
Hame Emadl Address Actions
el it raddisonl@nsf.gov viewiHodify|Delete
jahbg st gov View|Hodily|Delete
jalan@nst, gov @Z‘.‘.’.‘J}hﬂ["_ﬂ_ﬂf

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 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

10
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View User Profile Tor Iahin Alan Organization I1D: 4102852000
Reguired Figlds are precedad by an astersk (=)

User Profile

MSF ID: 000E6531% Brivacy Act

oh e Gty vser
MI: & N Oe))
“Last Name: alan :

*Email: jalan@nsf.gov
Phone Number: 7033551000
Fax Number: 7035550000 _Delete User |

Principal Investigator {PD) Profile -- no

User Permissions

alphaman , Alan has
[ Add, Modify, and Delste FastLane Users permissions only to
Fl Change User Permissions Add
[ tnitialize/Change User Password ;mmﬂ:fll::;‘ur Bahae
E orgarizational Reports
F Administer Notificaticns To or Reguests For NSE Approvals Under Grants * Change user permissions
H Sub"!'\-l'. Propossls Supplamanta/Updates Withdrawals to NSF * Change user password
Ei.ﬁ.dmll’tﬂtr Revised Budgets
[ view/Pring Orgarization’s Award Latters To change user privileges Use
B view Erojuct Rapots Hodify User button.

H Review/Revise Organizational [nformatsan

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).

11
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Mochily User Profile for lohn Alan
Reguired Falds are preceded by an asfersi )

Organization 10: 4102852000

User Profile
MSF 10: 00855319
"First Hames  john
*Last Hame: Alan

i3
£

Proiny AL

Change Password:

"Email: Jnlnnnal gow
Phane Number: 7535555000 B0 dgrits ey
Fax Number: 7035550000 10 dpts aady

Ty e Kiw Pagdwdid:
*Confirm Pasgwand:

L

Password Regquirgments

Principal Investigator (1) Profile

O Add User 1o F1 profile

Sufffio: {3r., Sr., IIE, Enc)

Department:

*Degree TYPe: please select from list beiow:

“Degres YEar: plasce selact degres year W

DRGANIZATION RAME:
Matinnal Science Foundation

[Corvim aedoied to the K5F PL profile, the P cen
change Bid/ha sddrads Paisgh th @1
Infarmaben gtredn in the Prepois] Preparstion
Fuction.]

User Permissions

Change User Permissions

Drgarzaticral Raperty

Administer Bevsad Budgets

Wiaw Preject BRepans

OO0EEEEEEEEER

Finarcial &dmmastrator

Add, Modify, and Delete Fastlane Users

Irstialze/ Change User Password

View/Print Orgarszation’s Award Lethers

Reviey evise Onganizational Information
Authemzed Organzatcnsl Represantitrng Funchinng

adminisber Notfications To or Reguests For NSF Approvals Under Grants
Subenit Propasaie’ Supplemente/LUipdates/ Withdrawaly te NSF

“oence |

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).

12
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View Modily User Profile Tor Tahin Alan 1'I'I;]ﬂl|i.f.ltllrl1 ID: 4102852000
Required Fisids are preceded by an astariak (%)
uUser Profile

MSF ID: 000865319 Erivacy. Acl

*First Name: Jochn
“Last Msme: Alan
*Email: jalan@nsf.gov
Phone Number; 7035551000
Fax Humber: 7035550000

Principal Investigator (PI) Profile

Suffise:

Department:

“Degree Type;
*Degres Year: 0

User Permissions Assigned

Add, Madity, and Delete FastLane Users
Change User Permissions
InbahzaChangs User Passwand
Organizatonal Repaorts

adrminister Notficatans To or Requests For
MSF Approvals Under Grants

Submit

Proposals’ Supplements/Updates Withdrawals
to NSF

Adrunistar Reviped Budgets

wWievwPrnt Orgamizaton’s dward Letbars

View Froject Reports

Beview/Revisa Organzatsanal Infarmation

¢ 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.

@ mmmmm:mmm:}

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.

13
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Delete the User

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 [or lohin Alan O
Reguired Fislds are preceded by an asberisx ()

janlzation I0: 4 102852000

User Profile

MSF ID: DDOBES31 Erivacy Act
*First Name: Jobn i " !! \ I
“Last Mame: alan -
*Emall: jalan@nsf.gow
Phone Number: 7033551000
Fax Number: 7035550000 Delete User | )
Cancel

Principal Investigator {PI) Profile -- no

User Permissions
X alphaman , Alan has

[#] add, Modify, and Delate Pastians Lsars permissions only to

Fl Charge User Permissions

= Add, Modify, or Delet

& Initialize/Change User Password ;agu,m“ u’l:rur =

(5] Orgamzaticnal Reports

El Administer Notificaticns To or Requests For NSF Approvals Under Grants * Change user permissicns

[l subma ProposalsSupplements/Updates Withdrawals to NSF

P #* Change user password

= admirester Revised Budgets

[ iew/Print Orgarization’s Sward Letters To change user privileges Use
Flvigw Propect Repots Hadify User button.

[ Raview/Revice Organizational [nformatan
Figure 6 View User Profile screen. The Delete User button is circled.

Defete User Data for John Alan Organization ID 14102852000
Required Faidy are preceded by a0 asteisk (=)

ARE YO SURE?
Chelang " Delete User™ sl ramove this user from the FastLane system. Chelk "Cancel” to rédurn 10 praveius screen,

MSF ID: 0004823002 Prisacy Act
*First Name: Jahn
*Last Name: Alan MI: & Suffix:

*Email: jalan@asl.gev
Phone Number: 7035550000
Fax Humber: 7035550000

_m'-l’ﬂlf )} 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.

14
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Delete User Data for - Alan, John A
User has been successfully deleted from the FastLane system.

(3_Account Management Main )

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.

15
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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 | man » Organization: National Science Foundation

Wser Account Qrganizstion Information

View Organization Permissions Report k

_F' Search for existing User to view/ modify data:

Lt Name; search | View All Users |

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).

16
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Add New Ufser
Enter the user's NSF 10 if known. Leave

Organization TD: QOOOO000
the figld blank for the gystem o gensrate a new NSF 10,

Reguirad Felds are praceded by an astevizk =)

User Profile

WEF 10 Prevacy Act
*First Nama: John MI: &
“Last Name: [alan
“Emadl: jalangnsf gov Create Passwaord:
¥ *Create Password; (=eeses=s
Phane Number: (7035551000 10 cigien sy
Fasx Number: [Fp3sseoong 17 e vy ol =
Paszword:
Passward Bequirements
Principal Investigator (PI] Profile
[ add User a2 P Suffoc: (., Sr., 11E, Etc) ORGANIZATION NAKE;
Departmant: Carnegie-Mellon University

[Orcw added ba the NIF PL profile; tha P] can

-
bcurb:e Flease select from list below: » changs hia'her sddrasa thraugh the P
Typa: Infarmation strean in the Propasal Preaparation
5:9’“ Flease select degres year | functian.}
(-1

User Permissions

DEEEREEERDEREE

Add, Modify, and Delete FastLane Users

Change User Permissicns

Iratialize/Change User Passward

Organizational Reports

Administer Notifications To or Reguests For NSF Approvals Under Granis
Submt Proposals/Supplemants/Updates Withdrawals to NSF
Adminsster Revised Budgets

Wiew/Pont Orgaruzabicn's Award Lettars

View Froject Repomns

Review/Revise Srganizational Informatan

Authonzed Orgamzational Represantative Functons
Financal Administrator

Financial Pearmissions

Oooooooo

Federal Cash Transachion Report
Fenancal Report Cartifiar

Cash Request

Cash Bequeast Histary

Grantee EFT Certifier

Grantes EFT Preparsr

Grantes EFT Higtary

GRFP Parmission  [select one only)

O
O
O

Coordinating Official [Ondy One Per organization)
Alternate Coordinateng Ofhoal
GRFF Fimancial Official

conc

Figure 2 Add New User screen. The Add User as Pl check mark box and the

Add User button are circled.

In the User Profile section (Figure 2), do the following:
In the NSF 1D 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.

17
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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):

« 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 Pl check mark box.

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

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

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

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

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

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

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

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

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

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

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

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

Financial Functions User Guide for more details.)
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8. 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.

9. 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.

View Add User Profile for Iohn Alan Organization 1D : 4102852000

Regquirgd Fields are preceded By an asterisk (7]

Please Mote: This user's account will also be added to Researchogov. All applicable FastLame permissons will aleo be assigned
to tha usar's sccount 1n Research.goy.

Privacy Act

*First Mame: lohn
"Last Name: Alan
*Emall: jalangnsf.gov
Phone Number: 7035551000
Fax Number: 70355500040

Principal Investigator {PI) Profile

Sialliac:
Department:
*egree Type: BS
"Degres Year L1955

User Permissions Assigned
Add, Modify, and Delete FastLane Users
Change User Penmugssons
Intialcre/Change Lser Password
Crganizational Repors

Adrmanister Rotifcations To or Reguests For
NSF Approvals Under Grants

Submit

Proposale’ Supplements/Updates Withdrawals
to MSF

Adenehigter Ravigad Bedgets

WiewPrint Organzatson's Award Letters

View Project Reparts

Aeview/Revise Srganczational Infosmation

Authanged Organzatonal Reprasaniatve
Functions

(_Confirm Add User [) _Cancel

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

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

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

(4 Account Hanagement Main )

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

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

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

Accounts Management | main » Organization: Mational Science Fourdation

Wser Account Organization Infoermation

View Organization Permissions Report #

P Search for existing User to view/modify data:

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

Click gm User Name o view/ modify/delete date. Sort results by clickong columin tithe.

a4 uders found, digplayeng 1 19 10 [Prav] 1, 2, 3, 4, 5, 6, 7, 8 [Next]
Hams Emiil Address Actions
raddisonl@nsf.gov ViewHodify|Deleic
g jahignsfgav View|Hodily|Delote
Alan, John & jalnn@ngf.gov viewdHodilylDalate

Figure 1 Accounts Management screen. The Modify link is circled.
2. On the Accounts Management screen on the User Account tab (Figure 1),

click Modify on the row for the user whose profile you want to modify. The
Modify User Profile screen displays (Figure 2).
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Mochily User Profile for lohn Alan
Reguired Falds are preceded by an asfersi )

Organization 10: 4102852000

User Profile
MSF 10: 00855319
"First Hames  john
*Last Hame: Alan

i3
£

Proiny AL

Change Password:

"Email: Jnlnnnal gow
Phane Number: 7535555000 B0 dgrits ey
Fax Number: 7035550000 10 dpts aady

Ty e Kiw Pagdwdid:
*Confirm Pasgwand:

L

Password Regquirgments

Principal Investigator (1) Profile

O Add User 1o F1 profile

Sufffio: {3r., Sr., IIE, Enc)

Department:

*Degree TYPe: please select from list beiow:

“Degres YEar: plasce selact degres year W

DRGANIZATION RAME:
Matinnal Science Foundation

[Corvim aedoied to the K5F PL profile, the P cen
change Bid/ha sddrads Paisgh th @1
Infarmaben gtredn in the Prepois] Preparstion
Fuction.]

User Permissions

Change User Permissions

Drgarzaticral Raperty

Administer Bevsad Budgets

Wiaw Preject BRepans

OO0EEEEEEEEER

Finarcial &dmmastrator

Add, Modify, and Delete Fastlane Users

Irstialze/ Change User Password

View/Print Orgarszation’s Award Lethers

Reviey evise Onganizational Information
Authemzed Organzatcnsl Represantitrng Funchinng

adminisber Notfications To or Reguests For NSF Approvals Under Grants
Subenit Propasaie’ Supplemente/LUipdates/ Withdrawaly te NSF

“oence |

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

3. Modify the user profile as you require (see Add a User, Step 3 through Step 8 for
instructions on the different sections of the user profile).
4. Click the Modify User button (Figure 2). The View Modify User Profile screen

displays (Figure 3).
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View Maodify User Profile for -- John Alan Organization 1D: 4102852000
Regquirad Fislds are preceded by an astersk {*)

Pleaze Mobe: This user's account will also be updated i Research.gov. All applicable Fastiane permissions will also be updated
3 the user's AcCount 0 Reseanth.gov,

User Profile

HSF ID: 000434245
*First Mame: lJohn
“Last Mame: Alan
*Emabl: jalangnsf.gav
Phaome Number: 7035551000
Fax Number: 7035550000

MI A

Principal Investigator (PI) Profile
Sulfix:
Departnnent:

*Degree Type: BS
*Degres Year: 1965

User Permissions Assigned

Add, Medify, and Delate Fastbane Users
Change User Fermissions
Initalize/Changs User Password
Organizatonal Reparts

Admiruster Nobhcabons To or Aequests For
MSF Approvals Under Grants

Submit

Proposals’ Supplements/Updates Withdrawals
to NEF

Adrinigter Revieed Sudgats

WiewFrint Organization’s Award Letters

Vit Project Reports

Review Revise Organizational Enformation

o |

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).

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

@ Account Management Main D

Figure 4 Confirmation screen. The Account Management Main link is
circled.
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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: Nationa! Science Foundation

User Accouni Qrganizatien Infermation

View Organization Permissions Report #

P Search for existing User to view/modify data:

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

Click gm User Name o view/ modify/delete date. Sort results by clickong columin tithe.

484 ysers found, displayeng 1 o 10 [Prev] 1, 2, 3, 4, 5, 6, 7, @ [Next]
Hame Emadl Addoess Actions
raddisonl @ref.gov ViewiHodify|Deleic
Jahig@rsd gay View|Hodily|Delete
alan, Jokn 2 jalan@nsf.gov '-ﬁ'!!'_"_u.

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.

Reguired Flelds are preceded by an asterisic ™)

ARE ¥OU SURE?
Chicking "Delets User” will ramava this user from the FastLane ard Research.gov systems. Click “Cancel™ to retirn to previous
soreen.

MSF ID: O004B4215 Privacy Act
*First Name: Jchn
*Last Name: Alan HI: & Suffix

*Email: jalan$nsf.gow
Phone Numbaer: 7035550000
Fax Humber: 7035550000

Delate Bser [} Cancel ]

Figure 2 Delete User Data screen. The Delete User button is circled.
3. Click the Delete User button (Figure 2). The Confirmation screen displays

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

(3_Account Management Main )

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 | Man »

User Adinyinl

Pifinh for existing User bto view fmodify data:

Last Wame!

Dirganicaison Imlfomnsimn

Wiee Organization Parmissiohs Rapai b

Drganizatian: National Seisn

View All Users hild Mew LUser

Click on User Wame to view'modify/delets data. Sort resuks by dlidorg column tids

Mo users found

il Aldrwss.

mothing found to display

M Bones

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

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

e View users for selected permissions

e View a full report of all permissions for all users

Select users From the list helao:

To ealact mubtiple ugese, precs CTRL and

raled uTer TR

Adwne] Mgl
Addeon Randalph
|Aizal Mohammed
Afzal1 Mohammed
| Joan
{Aklen John
hibus Charyl
Bideraon, Lars
| Bldarzon, Lni
{Alford Una
{Sllen Paut
pAphanan San

-~

Tw

Select permassions From the list helews

To alect mubtipls pamarsione, pregs CTRL and calect paemistione,

{4l Parmigsions =

Ao, Modly, and Delate Fazalana Lisers
Bdrnrwater Mot fcalorne: To of Requasts For MESF Approvals Lindar Grards
Acmrester Rewsed Budgets

Sliernate Coordinating Officisl

Authonzed Organesional Represendalia Funclions
Cash Requaesl

Cash Reguest History

Change User Parmissons

Cocedinating Crfcial

EFSCoR Motifcsten of Cefficaton Sysiem
Federal Cash Transaction Repon

Financial Adminisirator

Grantes EFT Hastary

Grantes EFT Updste

|

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

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

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

2. From the Select Permissions list (Figure 2), highlight All Permissions.
3. Click the Continue button (Figure 2). The User Permissions Search Results
screen displays (Figure 3) showing the permissions for each selected user.

Usar Parmilsslons Baarch Results

SO0 Pty S ofoRing oodurnn Sk,

£ Recoeds found, dsplesing 1 te &

Myt Ptripdtiony P Fomad
Adama,Gregory Add, Moy, and Deleie Fasilee Users A, gadams@nad.gow
Adama, Gragory Adrraninber Mottfications To or Raguests For WEF Approvals Under Grania MR gadam@nad gow
Adama, Gragors Chafge e Perrmidioni M gadame@nad. goyv
A, Gragors Tratiahiz e Ch e Uker P gward Hh gadamealned, gov
Adams, Gregony Orgatiratonal Repots M gadame@ned, guy
Adams, Gregory Submit Propossls's up plementsUpsabes W thdrawss to MEF

WA gadams@nsd.gov

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.

Select uwers from the ket below: Seledct parmiabong Trom e Eet bhelow:

Tir Fabch ulipla Uiars, press STRL snd T Fabek ksl AT g, PrasE CTEL el sabist peemissions.

Eatact SEar numad

All Permissions -

] e Sibif, Woddy, ard Delele Fasilang Uses

Adams Gegany Adfrrinister Maliicatone To or Regquesls Far M5F Approvals Under Granis
{Bdamal IhlleI Bifrrinister Reviced Budasis

Addiaon Handalph Allarreate Cooedialing il

Alzal Moharmed uthenizad Dmarizatanal Repmsenaiie Funcilons

Afzall Monarnied Cash Fepuas

Ahl Jaan Cash Feguast Hislory

Ahlen Jahn Changa User Permissions

Albus, Cheryl Coardinaing Official

Alderson,Lara EPECoR Motfication of Certiication System

Alderzon,Lyrm Federal Cash Transachon Repart

Alford Una Firancial Adrminisiratos

Al P iGranten EFT History

Alphiman Als Grantes EFT Updaie 2
\Bledan. Shamn w

| Comlinee

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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User Permissions Search Results

St FaRArE b SRORING ONAT BN

&1 Encords found, Sispleping 1 to 10

[< Prewvgus 10] 3, 3, 3,4, 5, 6, 7 [Mast 10 =]

Iar Esmuisston L Emel
B Ry Syl Bauthareed Grgarezatonsd Representativg Funtons FE-2R2- 7051 calbus@nst gy
Aldersan, Lars Augthnred Crganerstionsl Reprassntative Punchons TE-TAT-2ME Inid arspradbearingpaink, nat
Alarsan, Lenn Autharieed Grgammiaio nal Represanyliog Fomctions [ Iyt ok b oot il Co i
iy, P Aythorzed Orgarezabonyd Reprosantative Fundctions LT paul allangeat goy
Blgheaman, Alas Autharieed Orgatmipio ne Legresaimaliag Foretbane 1RS458 TR0 rel 2@t coim
Aomester.dloha Austhareed Grgarezabonsd Representative Funchons 131-113-1118 kchetis@nsf gov
B-thorm, Eealya fustharieed Srgafdabons Beprasanatiee Fackans A2z -a 204 althonsv@nf.gan
Baley, Charlen fugthagrzed Srgaresshons Representative Fundons [ oha ey @t goy
Bamey-thamas, Evelpn Austharirsd Organirational Begrassmatioa Punctons Fi-Aps-114% mhammy s, gow
Bashay, EPena Austharized Crgarezations Fepessentative Fundtons TO3-305-1152  ebwsteylnsf gov

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 eelect mulbpds ucere, prese CTRL and To enlect multipls pesmricpone, pregr CTEL snd ralsct psrmiccione,

Frlact uFer nares. .
8 Users g |&dd, WModify, and Dalats FastLane Users

| Badarre, Gregory
ihdams1 Migel
Addizon Randolph
Sfral Mohanmes]
Afzal1 Moharmmed

i."qﬂn‘rn ster Notifcations To or Reguests For NSF Appeowals Under Grants
|Admereztor Rewsod Budgets

|Akemate Coomdinating Oficial

|Auihonzed Onganizalenal Represenlatie Funtlions

|Cash Recuast

(Al doan |Cash Request Histary

{hlen Johr |hangs User Permissns

Ak Cheryl |Coordinating Cficial

Aidprson, Lam [EPSCoR Hotbeation of Cenificatson Syslem

Addersan,Lynn {Fedaral Cash Trangaction Repor

| Blford Lina |Financial Adminisiralor

e, Paul |Grantes EFT Hestory

Adpnaman Alan |Granton EFT Updats ]|
\Agatan, Shamn il E

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 Besults

Sorf rewwie By chobing cofumn e

1,159 Racords found, deplaying 1 to 10 [= Provices 10] 0, 2, %, &, 5,8, 7,8, 9, 10 [Mext 10 =
Hanc Euomisston ehons Exna
Adams, Gregory add, Modfy, and Delste Fastiane Usars [ gadams@nsf.gov
W3S, e pory administer Notfications To or Requests For NSF dpprovaks Undsr Grants [ qadamsensf.gov
Adams, Gregoey Change User Parmissions Wk gadamsa¥n st gov
adams, Gregory Irati abre/Changs Usar Passmord HAR padams@nsf . gov
ndams, Gregory Drganizshonal Reports WA gadams@insf,goy
Adams, Gregory Submit Fropossls/Supplemants U pdate s withdramals to N5F HYA gadamsdinsf, goy
fdamsl, Higel Dirganizahanal Reports KR nadamsSinsf. gov
Afral Hohemmed add, Meify, mnd Delete Fastiane Lsary TOX-428-3477  mafrab@nsf.goy
éfzal Mohammad Administer NotFcationd Ta or Eaguests Far NSF dpproval Lindar Seanks FOS-AZH-342E  mafrak@nef.gov
AFzal Mok i b tar Revised Budget TOy-a28- 3427 malzabinif,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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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 | ey » Orqanizatisn: Hational Soen:

UEer ACCodnl b Degands gt Indomastion

Yiew Organization Prrmissions Report #

}:' Sparch for sxisting User o wiew /madify data;

Last Nams: wearth View All Users | Add Hew User |

Sesrch weth Last Name or chick W L0 Uisers 1o find the cser

Sarne Eveyail Adibrmss Arlinn

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).

g Felds gre peaceded Bt a0 aresknk ()

Drganication Profile

"irganization Hame; 450 Raguest Change of Drganis nme
*Address 11 4201 Wizon Boulevard R g ptron: Shistoh. feeeri. Randie
e 5 HEF
Address 3

*City; Arington
*Skate: | Wirgnia w | ‘.{ip! 222301000
*Country! |Unned States ¥
“E-meaili fastiane@rost oo
*Talephone Nwmber:  FO32927151 10 egitr aaiy
Fauw Hwmbes TOIZ32340% 0 epir salp
TEINFTING (324325436
*DUNE Numbern (11272334464

DUNS Quaklilier: it

[ submit Changes | cancel |

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 National Science Foundation
Bequired Felds are precedsed by an asterisk (%)

Organization Profile

"0Organization Mame: NSF
*address 1: 4201 Wilson Boulevard
Address 2:
*City: Arhngton
*State: W& *2ip: 222301000
*Country: US

“E-mail: fastlane@nsf.goyv
*Telephone Mumber: 7032327151
Fax Number: 7032023485

YEINSTIN: 324325436
*DUNS Mumber: 112233444
DUNS Qualifier: int

_—

— e
(" Confirm Changes )|  Cancel |
oo ) i

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

5. 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 Organization Info for - KEF

Organization Infermation has bean successfully updated,

e~
A K ount Management Maim-
Y g

i

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

6. 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 | ey » Orqanizatisn: Hational Soen:

UEer ACCodnl b Degands gt Indomastion

Yiew Organization Prrmissions Report #

}:' Sparch for sxisting User o wiew /madify data;

Last Nams: wearth View All Users | Add Hew User |

Sesrch weth Last Name or chick W L0 Uisers 1o find the cser

Sarne Eveyail Adibrmss Arlinn

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 Mesds are prececes’ by oan andeetaw (7
Crganlzation Profile
*Orgamiration Mame: NSF faoegt Chinnn of Ori
*Address B 4208 Wilson Boueyvard
Address
*City:  Arlnghan
*Stabe: Wirgnia w| ¥Fip: zzzmoioon
*paniry:  United S=aten -
"E-paafl fastane@n gov
"Telephone FBumber: TOXZ327161 T R
Fan Fumber  TOXZ5234864 0 gy ol
"ETAFTIMG 324315438
"DUNS Fumber: 112273484

DUHE Qualifies it

Submil Chamges | Cancal

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

3. Click Request Change of Organization Name (Figure 2). The Request
Change of Organization Name screen displays (Figure 3).
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Feguest Change of nization fame for atlonal Science Foundatiorn riganization L1 00
Feguied Felds see preceded by an astedisk () - Praposalsted Fadds denods pending repusst
Organization 1D; 4102022000

* riew Mame of Drganizatson: |Maliona Science Foundation { Lagal Marms of Grganizstion)
Short mame: BSF
“Award Letter E-mail Address:  squndraiin:t gov
Becipiont Mame:
Active Awards: no

Additienal Comments:

Type any additional comencs bere.

_’,. Submit Bequest | Caneel |

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

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

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

6. 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.

CONEIRMATION
Request for Organization Name Change

Tour Pagqussl for Orgarization 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.
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Check the Status of an Organization Name Change

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

Accounts Management | ram b

Drqgan zatisn: Nabonal 5o
UEer ACCodnl Dvganiz pisen Informaution

Yiew Organization Prrmissions Report #

}:' Sparch for sxisting User o wiew /madify data;

Last Nams: wearth View All Users | Add Hew User |

Sesrch weth Last Name or chick W L0 Uisers 1o find the cser

Sarne Eveyail Adibrmss Arlinn

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 hame
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 Fieids are preceded &y an asterisk (=}

Drgamization Profike

“Oirganization Mame: N5F A L inge sl Qreandgal
iame
dn Grgamezation Change Hequest
*Address iz [4201 Wilser Boulewesd I8 Parsdeng: Naw Naticnal Seiance
Foundation
Address 21 |

Tty |.r--|:-u;|:-.--

“State: [Virginia =] *Fip: 222301000

*Couniry; |uUrded Stat=s =

*E-mamil: [Fastlanadraf.goy

*Telephone Humber: | :'15:."‘-'.' F151 i LD gty eniy

Fau Number: f.‘ 35Z34 Pf ahpits eniy

“ETN/TIM: |Z

“DURE Number: |1

DURS Qualifier: [inti

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

Organizational Reports Introduction

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

In Organizational Reports, you can view the following:
< Recent proposals
Search for proposals and check their status
Documents not electronically signed
View a listing of all documents awaiting electronic signature with the option of
viewing a list of your organization’s users with the AOR permission
- Active awards
Search for awards with the option to view the abstract for an award
= Final Project Reports
Check the status of Final Project Reports for expired awards
e Continuing Grant Increments
Check continuation funding status
e 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

Faseard Aoministration fundaien for Hational Scence Foundation

Accounts Management

)
- Maw
Letters of Intent "\Z—:j’ I Box

Blaw youw can
aiily FRyide
surrert work in

Proposals/ Supplements /Flle Updates/ Withdrawals

Aviard Documents

DPOQFRSS
directy from
Forvarded [ Sobhmitted Revised Budgets thas page.
Motifications & Requests Click Balaw 2o
B LT o s=lect current
o' Organizational Reports i o

review

’ I"rujrlf.R‘.l'pnrl'\.

Authorized Organizational Representative Functions

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

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

Organizational Reports | mamn »

Select Organization Mame:  Mational Science Foundation | |
Indicate Report Type:
¥ Recent Proposals
) pecuments Mot Electranically Signed
) Active Awards
I Final Project Reports
! Continuing Grant Increments

:'_"' Organization Permissions Report

_l:unlinur

Figure 2 Organizational Reports screen.

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

4. In the Indicate Report Type section (Figure 2), you have options to view the
following:
= Recent proposals
= Documents not electronically signed listing
- Active awards listing
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- Final Project Reports
e Continuing Grant Increments
e 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).

Select Drganization Name: |Camegfa-h'lallun Unawarsity ﬁl

Indicate Report Type:
(*) Recent Proposals
{Z) Dacuments Mot Electronically Signed
C}mua Awards
' Final Project Reports
() continuing Grant Increments
() Organization Permissions Report

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

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

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

(Figure 2).
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40

Search for BRecent Proposals by any of the following:

Status:

o Pending

) pecommanded far funding
) Dadlined

(& all

Date of most recent status change:

[=H

Proposal Humber:

Fl's Last Mame:
Diem

Sart results ) status
hy: o
= Proposal Nurnbesr
CIPT's Last Name

Cparforming Crganization

Figure 2 Recent Proposals screen. The Continue button is circled.

In the Search for Recent Proposals section (Figure 2), search for proposals by
any of these criteria:
¢ 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).
e Proposal number
Type the proposal number.
e PI’'s last name
Type the last name of a PI.
In the Sort Results By section (Figure 2), click a radio button for one of the sort
criteria.
Click the Continue button (Figure 2). The Recent Proposals Search Results
screen displays (Figure 3) with a listing of recent proposals.



y <4 I €3
Recent Proposals Search Resu

SPO Functions

Ciick on “Froposal Number”™ to view dedalled Froposal information. Sort results by dicking column titles.

2 Proposals found, displaying 1 to 2

e Proposal Performing Status Bequested  Program
Rivisfon porber Proposal Tite BiMame oo rauon  Status

Cns Guvcrnn‘tl: e
Technical
Challenges

CHNS 0551652 eGovernment
Technical
Challeniges

Transfer Data to: Excel

Eate At Officer
Dema, Carnegie Awarded 01/1Z/Z006 $697,966.00 Mary A.
Terri Mellon Smith
University

Demo, Carnegie Withdrawn 01/27/2006 $739,361.00 Mary A.
Terri Mellon Smith

University

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

circled for a proposal.

7. To see detailed information on a proposal, select the proposal number (Figure 3)
on the row for the proposal whose information you want to see. The Proposal
Information screen displays (Figure 4) with the information.

Proposal Information

PROPOSAL

Proposal Number:
Propasal Title:
Received on;
Principal Invesbgator:
Organization:

PROGRAM

MSF Division:
Program Hame:
Program Officer:
Telephone:
Ernail:

PROPOSAL STATUS

D546515

eGovernment Technical Challenges

07 19/ 05

Terri Demo

Carnegie Mellon University

This Proposal has been Electronically Signed by the Authorized
Organizational Representative (A0R ).

RIVISION OF COMPUTER AMND NETWD
NETWORE SYSTEMS

Mary A. Smith

{7o3) 555-1212

msmith@nsf.gow

Status &s of Today Dated: 092006
Award 0546551 was made on 01 /1206 for § 90,804.00 with an effechve date of 03701 /06,

Award Duration: 12 {months)

Figure 4 Proposal Information screen.
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View Documents Not Electronically Signed

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

Organizational Reports | man »

Select Organization Name: _-I'I.Ia'tii:-nal Science Foundation i]

Indicate Report Type:

() Recent Pro posals
¥ Documents Not Electronically Signed
s g EN———
() Active Awards
' Final Project Reports

! Continu ing Grant Increments

'::'Drg anization Permissions Report

Figure 1 Organizational Reports screen. The radio button for Documents

Not Electronically Signed and the Continue button are signed.

2. On the Organizational Reports screen (Figure 1), click the radio button for
Documents Not Electronically Signed.
3. Click the Continue button (Figure 1). The Documents That Are Not

Electronically Signed screen displays (Figure 2) with an explanation of NSF use

of electronic signatures.

Effzotive June 1, 2308, a8 procosss to MSF wre resiied to bs dedrordcally signed by an Sutherosd Srpanizetonal s eesenistive (S0R] of th sulmikh rg
organoahban, This procees cam carcurrsnsty ocour wih sutmpnon of the propogsl for theas srgsnosbizne whers s ndssdual aushonzed tn schmet propasals o
HEF abia i 8 dedignatid A0 6 &5 4 deiarale Sonets i ey Thease SEarEabard. st Shaidd 16 haip Uit oo MNSELEN prictds Separets Traim e ol en Fusalion
Foor thies usnp the separsts furchon, AQRe seth the dumanzed Crgenoationsl Regresentyties Functons permicoon will yas ths “Rethorosd Cropanstaong]
Rmprosanistiva Funchone® apslocatian within Organizet onal Mensgemar b1 eecrancel y sgn propasea. Far thom organicabions s=ara the aubmireon ard

CET AR oSS e PEpaTELs, the OB his Nvs businsss days trom e date of ebsotran: submissan b elsotrarcals sgn the propasal

Euchiva Rowefmber 28, 2001, all RPavaed Propssal Budgets, Pl Trasafer Ragoents, Charge of PI Baguests, end Addbon of Sobeward BEnguails submmed va
FasiLene ba ReEF ane requined ko be electron caly sgned By an Audonzed Ongenizatisnal Representytive [A0R) of the pabmitting arganizanos. This propess can
comcumenty accur wdh wub foor theaa g t whers fa ndvidual sauthonzed to sohmit i 8 deognated A0R, or s & ssparats fondan for thare
eganikalinng thal chrios e b Keap the certificolios prces &6 aate frim the dubemissa f fu it Far Sadaie i) tha ieaarale fund & wdh e Aaitlvireed
Crgenioatianel Fepresantytres Funptiong pemicean will ygs the "Rythorsd Srpanizstong | Reprss sntatve Funmors” sopicsion sdhn Crganostions] Manygamedn
to slvctronically nign e ie docements. For thoss organicabons whers the submpweon ard carifcatian procusees e sparata, the ACSFR ha five busiseas dayas drar
the dets of sledronis subivessien 0 slectronicaly s=n the oumest

Clizk ah "Continue™ bution b sea the decurrants, § ans, thet haee nal vt bean abictren cally sigred &y an 408 &t pour srpansason., Only wnigned propossh
submithad snoe June 1, 2001 snd ursegeed Revsed Proposal Badgets, Pl Trancfer Requests, Change of Pl Asguests, snd Sddbon of Bubawand Redusshs o beitte:
nincs Howemher 39, 2001 wil sppawe o thic regart.

Figure 2 Documents That Are Not Electronically Signed screen. The
Continue button is circled.
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4. Click the Continue button (Figure 2). The Documents Not Electronically
Signed screen displays (Figure 3) with any documents that are awaiting
electronic signature.

Derewments Aot Electronically Slgned
Chck o “Froporalwend Aamber” do wiew gooument, Sort rerally by clicking colamn Sey

ho Proposals found

Dl uipeont Ty I N L L. B i e Tifln Suhressiog
Kothing Found to Gisplay

Transfar Data tn: Fecel

'_!'I:l\.hiﬂludu.llm.mnﬂu:un.tuu&|" ;

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

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

The: lollowing ACR™s have permission bo sign:

19 &dfs found, displayng 1 to 10 [= Previcus 101 1, 2 [Newxt 10 =]
ACR Phans E-miad
Aragon, Lawne 800-T72-6627 f.aragon@comap.com
Demp, Terry 703-262-1000 tdamoBned, gov
Deme.Tarry 703-292-1000 tdamoRred gov
Do, David 703 292-8036 diokt n:r:f.qcv
Dmo,David 703-282-8026 dl:ﬂs-:st.g:v
Ciertt, Arthar FO3-555-1213 diotts@nsf.gov
Goodrich, Fat 540-231-4558 goadm @t mdu
Eitesterl John 111-111-1111 abc@xyz.oom
M i m i bp.com
Meguaugh, Vinoen T wingent, meculiaug hBrge com

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

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

Organizational Reports |mam »

Select Organization Mame: Unaversity of California University Wide Extension Serv w |

Indicate Report Type:
' Recent Proposals
() Documents Mot Electronically Signed
5 ._ 1.:'; Active nwurd:!-_._.':‘
. ETFl-n:I"F-ru];;t-Hepnrh
Citn ntinuing Grant Increments
' organization Permissions Report

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

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

3. Select the Continue button (Figure 1). The Active Awards screen displays
(Figure 2).
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Search for Awards by any of the following:

Award Date occurring on or between the following date(s):
(1f searching for a particular date, enter same date for both "To” and "From® dates.)

From : (010172003 =l To : [04/01/2007 5

Award Number:
{Enter 7 digits)

Status Change occurring anytime after the following date:

E;ﬂ results () Performing Organization
() Award Expiration Date
® award Nurnber

Continue

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

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).
In the Sort Results By section (Figure 2), click the radio button for one of the
sorting criteria:
e Performing Organization
» Award Expiration Date
e Award Number
Select the Continue button (Figure 2). The Active Awards Search Results
screen displays (Figure 3) with a listing of the active awards that match your
search criteria.
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Active Awards Search Results

Click on "Awarg Murnber® to view dward Absiract. Sort resulfs by cficking column e,

239 Awards found, displaying 1 to 10 [= Previows 10] 1,2, 3,4, 5,6, 7,8, 9, 10 [Next 10 =]
EPR

Award Performing Total Awrard Aiard Titls Expiration FPR Due D
Date Date D ate

l:rn-:l. Carnegie $100,000,00  eGovernment 10/31/2006 11/01/2006 01/30/2007
arri Mellon Tachnical

University Challenges

Figure 3 Active Awards Search Results screen. An award number is circled
for an active award.

7. Select a column heading (Figure 3) to view the active awards ordered by that

category.
8. 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.

"
v . alf
- o

0% NSF Award Abstract - #0329442

eGovernment Technical Challenges

INSF Org BES
Latest Amendment Diate Ciotober 30, 2006
Award Nunber 0325442
Award Instroment Standard Grant

Figure 4 NSF Award Abstract screen.
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View Final Project Reports Status

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

Select Organization Mame: | Camegie-Mellon University ﬂiﬂ

Indicate Report Type:

) Recent Proposals
) Documents Not Electronically Signed

O Active Sward
{% Final Project Reports
 Conting ng Grant Increments

Oumanlzatlun Permissions Report

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

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

3. Select the Continue button (Figure 1). The Final Project Reports screen
displays (Figure 2).

Final Project Reports

Search to view Project Report{s) by any of the following:

O overdue

(0 Due within 30 days
) Due in 31-90 days
) submitted

@ an

Sort results by: ) Award Expiration Date

T PI's Last Name
) award Number

& Continue |

e S e
— _—

Figure 2 Final Project Reports screen. The Continue button is circled.

4. In the Search to View Project Reports section (Figure 2), select a radio button
for one search criterion.
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5. In the Sort Results By section (Figure 2), select a radio button for one sort
criterion.

6. Select the Continue button (Figure 2). The Search Results for all Awards by

Final Project Report(s) screen displays (Figure 3) with a listing of awards
matching the search criteria entered.

Ciick an "dward Mumber” ink fo wew detals for the dwards’ final Project Reportis ). Sort resuifs by ciicking column titdes,

344 Awards found, displaying 1 to 10 [= Pravious 10] 1, 2, 3,4, 5,6, 7,8, 9, 10 [Next 10 =]
Anrard
Aviard Sumber  Award Type PI Name Amard Tithe Expiration
Date
Continuing Demo, Terr eGovernrrent Technical Challenges oa/31/2006
Grant
Qo9pa36 Continuing Demo, Terr eGoavernment Technical Challenges 01/31/2007
Grant
0032687 Standard Demo, Terrt  eGovernment Technical Challenges 05/31/2007
Grant
0093140 Cantinuing Dermao, Terri eGovernment Technical Challenges 12/31/2006
Grant

Figure 3 Search Results for all Awards by Final Project Report(s). An award
number is circled.

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

Click an "Repart Mumber” ind fo view the Final Frajed Beport? in POF formatiopens in same window ).
Bopoe? Mumbers without finks denods reports that has not pet been submitted, Sort reswits by cliciing colurmn dties,

1 Report found i

Roport HEF Bopoet  PI Submission  Report Perod  Beport Perod  Report Dua DEE%E Submission
Humber Status Shatus Sart Date End Date Date e Date

Action Submittad 0a/02/20085 09/30/2005 10/01/20058 12/30/2005 O08/22/2006
Pending

Transfer Data to: Excal

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

8. Select the link (Figure 4) for the report number you want to view. A screen
displays (Figure 5) with the report contents in PDF format. If you need to
download Adobe Reader, see Adobe Reader for FastLane.
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Award Report: 3298222

Anmigal Eeport for Period: 08022005 - 09302006 Submbtted an: 08152006
Principal Investigator: Terry Demo Award ID: DOES90Z
Organization: C Mellon University

Title: eliovernmenl Techmical Challenges

Eroject Participants

Sendod Personnel
Mame: Teary Deino
Wikl for mmore than 180 Hoars; Y
Caontribulion lo Projec:

Mame: Bob Jomes
Wodked for imore than 180 Hoars: Ve
Cantribution to Project;

Mame: Jobn Smith
Wiaked for more than 180 Hoars: Yes
Cantribus ion in

= W ATz W0 o =

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

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

Organization: Carnegie-Mallan Uni

Select Organization Name: [Cnmeaie-nellun niversity E&Ej

Indicate Report Type:
{_)Recent Proposals

() Documents Mot Electronically Signed
O active Awards
O Final P ports

®) Continuing Grant Increments

O Organization Permissions Report

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

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

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

Continuing Grant Increments

Select Key Fiscal Year in which increment is due:

FYOE =

::!‘t vesults ™oy Project Dua Data
{JPI's Last Mame
% pward Number

Figure 2 Continuing Grant Increments screen

. The Continue button is
circled.
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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.
In the Sort Results By list (Figure 2), select a radio button (Figure 2) for a

criterion to sort the awards by:
= Final Project Due Date

= PI’'s Last Name

< Award Number

Select the Continue button (Figure 2). The Search Results for Awards by

Continuing Grant Increments screen displays (Figure 3) with a listing of the

awards that meet your search criteria.

Sk o “Arand Kumber™ ik fo visw detaks for the dwards” Frofect Aeports) Sort reswits by cicking onlumn Dtes

124 Amards found, displaying 1 b= 10

A=prd

ElSams

[« Provioow 101, 2,9, 4, % 8, 7, 5, @, 10 [Maxt

Date off Wl T
Aarari Nty incoament Lapecieg 1Z=remEnid

Demao, Terry BID Ressarch Trawsng Groud Propram: Siclogy v Small 12732007 $E0, 000,00
Populabens

g29al Dema, Terry Expenmental and Theorebcal Sidies on the Structure of Highly 12312007 $60,000.00
Frahesated Air Flames

a2 Derno, Tarry BDD Ressarch Traming Group Propgrami Sclogy i Small 127312007 $ED. D000
Fopilang
SOn3933 Demao; Tarry Expenmeantsl and Theorebcal Studees an the Structure of Highly pipd B 36D, D000
Frehested Air Flames
Demo, Terry BID Research Traking Group Program Biclogy in Small 127312007 $B0,000.00
Fopulsbons
Demo, Tarry Expenmentsl and Theorehcal Studies on the Structure of Highly 1232007 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).

1 Fegart fownd,

Hppoet HSF Bopaort B
Fruaribeir Litatuis Sha buss

Diue Mot Subrmitted
Transfer Data to! Exocel

Ciick on “Report Murnber” fink fo wew the Progect Beoor? in FOF formad (opens & same winadow ]
Baport Munnbers witfaut Bnks dencde reaports that Aas not et bean submitied, Sovt resulty By oioking cobummn titles,

Bopget
el Subrmission

Beport Poviod  Bepoet Pesjod  Bopost Dase
Shart Date End Drate Drickas Dieta Drate

N5/MEFZ0DE O 30/2007 013N ZD0T  0S/012007 ==

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.

Figure 4 Continuing Grant Increments screen. A report number is circled.
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[ e s || Ao || 2

[ Risvescor = 35 @ ) |[[ ) Drocee 18- (-0 @ o - @ |3

Award Report: 8910111

Amninual Report for Perbod : 06/012005 - 06/01/2006 Submitted on: 0615/ 2006
Principal Investigator: Teny Demo Award 1D 0002930
Organization: Carnege-Mellon University

Titke: eGovernment Technical Challenges

Froject Participants

Senior Personnel
Name: Tery Demo
Worked for more than 160 Hours: Yes
Contribution to Project:

Nume: Bob Jones
Worked for more than 160 Hours:  Yes
Contribution to Project:

Mame: John Smith

Wonlkeil for imore ihan 160 Hours: Yes
[ *

IEEE el = L

kel

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

1.

Organizational Reports).

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

Organizational Reports | main »

Select Organization Name: | Nabonal Science Foundation _i!

Indicate Report Type:

(%) Drganization Permissions Report )

) pecent Proposals

) Documents Mot Electronically Signed
O Active Awards

! Final Project Reports

Contiawtng Gramt Trcrements

O

o

@

f

- i

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

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

Organization Permissions Report.

Click the Continue button (Figure 1). The Organizations Permission Report
screen displays (Figure 2), where you have the following options:
« View permissions for selected users

e View users for selected permissions

 View a full report of all permissions for all users

Select users From the list helow:

To salact mubiple urese. prece STRL and

EElB Urer mETIRE.

(Al Usiers
Btz Gireny
Aidmene] Magsl
#Addeson Randalph
\ifzal Mlohammed
Afzall Mohammaad
| &M Joan
Aklen John
Adbus Chargl
Afderson, Lara
Aldergon, Lynn
{Alford Una
(Bllen Paut
{Apharnan.San

-~

Select permassions From the list helews

To ealact mubiple pammacsione, prece CTEL and alec parmissione,

[l Permissions

2, Miodkfy | and Delete Fasalana Users
Agrnrraber Motlcalons To of Requests For MSF Apprivals Linder Grards
Admirester Revised Budgets

Allernate Conrdinating Official

2uthonzed Organezstonal Hepresendaiive Funclions
Cash Reguesl

Cash Reguesi History

Change User Pamissgns

Coordinating Cfcial

EFSCoR Motifcstion of Ceficaton Syslem
Federal Cash Transaction Repon

Firanciad Administrator

(Grantes EFT Hstory

Grantes EFT Lpdste

|
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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.

Usar Parmilsslons Baarch Results

SO0 Pty S ofoRing oodurnn Sk,

£ Recoeds found, dsplesing 1 te &

Hyer Bty P Fomail
Adama,Gregory Add, Moy, and Deleie Fasilee Users A, gadams@nad.gow
Adama, Gragory Adrraninber Mottfications To or Raguests For WEF Approvals Under Grania MR gadam@nad gow

Adama, Gregory Chafige i Permmidiohi

A, Gragors Tratiahiz e Ch e Uker P gward
Adams, Gregony Orgatiratonal Repots

sdams, Gregory

Submit Propossis/S upplements/Lig-abes W ithdrawals to NSF B

M gadame@nad. goyv
Hh gadamealned, gov
M gadame@ned, guy

gadams@nsd.gov

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:

Tar eabect rliple uiars, preEs STRL e
EEAEct ERT NEMAR

|8l Upers. -
Sdams Gragan

IBdams1 Migel

Addizoe fandalph

&lzal Moharmmed

Afzall Moharmmed

Ahl Jaan

Ahlen John

Albus, Cheryl

Aldemmon,Lama

Alderson, Lyrm

Alerd Una

Allen P

Alphaman Aley
|BlEton, Shamn L

Seledt permissrong Trom e Eet below:

& Bk bl a paiTddERnd, peasE CTEL el Salit pEemissions.

All Permissions -
S, Mpddy - ard Delels Fasilans Usens

Adminisie Molihcsbane To or Reguesls For MSF Approvals Under Granls
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Figure 4 Organization Permissions Report screen. All Users and the
Authorized Organizational Representative Functions permission are
highlighted. The Continue button is circled.

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

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

permission.

View All Permissions for All Users

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

Select users from the list below:
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Figure 6 Organization Permissions Report screen. All Users and All
Permissions are highlighted. The Continue button is circled.

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

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

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