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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.) 
  

 
  

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

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

Administration Screen 
Add, Modify, and Delete 
FastLane Users 
Change User Permissions 
Initialize, Change User 
Passwords 
Review/Revise Organizational 

  
  
 Accounts Management 
  
(Within accounts management, you have access 
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 

•   Letters of Intent 
•   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: 
•   Accounts Management 
•   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 

•   Award Documents 
•   Check Continuation Funding Status 
•   Forwarded/Submitted Revised Budgets 
•   Notifications and Requests 
•   Organizational Reports 
•   Project Reports 
•   Authorized Organizational Representative Functions 
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Log In to SPO Functions in Research Administration 
  
1.  On the FastLane Home Page screen (Figure 1), click Research 

Administration. The Research Administration Login screen displays (Figure 
2). 

  

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

circled. 
  

 
  

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

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

•   Last Name 
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•   NSF ID (your National Science Foundation Identification number) 
•   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 
•   Letters of Intent 
•   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 
•   Check Continuation Funding Status 
•   Forwarded/Submitted Revised Budgets 
•   Notifications and Requests 
•   Organizational Reports 
•   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 
•   Letters of Intent 

Click on the number of the documents link to go to that function category. 
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Figure 3   Research Administration screen. The In Box, with the number of 

documents waiting for attention by function category, is circled. 
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Accounts Management 

Accounts Management Introduction 
  
In Accounts Management, you communicate with NSF on basic information about 
your organization and the people in it. 
  
In the User Account section, you can do the following: 
•   Add a user and assign the individual a password and user permissions 
•   View and modify the profile of an existing user, including modifying user 

permissions 
•   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. 
  

6 



SPO Functions 

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

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.) 
  

 
  

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). 
  

 
  

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 
•   Delete a user 

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

 
  

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). 
  

 
  

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

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

click the View All Users button. The Accounts Management screen displays 
(Figure 2) with a listing of all the users in your organization in the Search 
Results section. For any user listed, you have these options: 
•   View the information and permissions for a user 
•   Modify a user’s information or permissions 
•   Delete a user 

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

 
  

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). 

  

 
  

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: 
•   Modify the user profile 
•   Delete the user 
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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).  
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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). 
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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). 
  

 
  

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.  
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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. 

  

 
  

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

 
  

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

(see Access Accounts Management). 
  

 
  

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). 
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Figure 2   Add New User screen. The Add User as PI check mark box and the 
Add User button are circled. 

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

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

•   In the First Name box, type the user’s first name. 

17 



pd_spo_functions 

•   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). 

4.  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. 

5.  If the new user will be preparing proposals and functioning as the Principal 
Investigator, complete the Principal Investigator (PI) Profile section (Figure 
2): 
•   Click the Add as a PI check mark box. 
•   In the Suffix box, type any suffix for the individual (optional). 
•   Select a department from the Department drop-down list (optional). 
•   Select a degree type from the Degree drop-down list. 
•   Select a degree year from the Degree Year drop-down list. 

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

  
6.  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: 

• 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. 

• 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. 

• 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. 

  
7.  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. 

  

 
  

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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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). 

  

 
  

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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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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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). 
  

 
  

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). 

  

 
  

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. 

  

 
  

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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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). 
  

 
  

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

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

click View Organization Permissions Request. The Organizations 
Permission Report screen displays (Figure 2), where you have the following 
options: 
•   View permissions for selected users 
•   View users for selected permissions 
•   View a full report of all permissions for all users 

  

 
  

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. 
  

 
  

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. 

  

 
  

Figure 4   Organization Permissions Report screen. All Users and the 
Authorized Organizational Representative Functions permission are 

highlighted. The Continue button is circled. 
  

2.  From the Select Users list (Figure 4), highlight All Users. 
3.  Click the Continue button (Figure 4). The User Permissions Search Results 

screen displays (Figure 5) showing the users for the highlighted permission. 
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Figure 5   Organization Permissions Search Results screen listing all users 
who have the Authorized Organizational Representative Functions 

permission. 

View All Permissions for All Users 
  
1.  On the Organization Permissions Report screen (Figure 6), from the Select 

Permissions list (Figure 6), highlight All Permissions. 
  

 
  

Figure 6   Organization Permissions Report screen. All Users and All 
Permissions are highlighted.  The Continue button is circled. 

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

screen displays (Figure 7) showing the permissions for all users, who are listed in 
alphabetical order. 
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Figure 7   User Permissions Search Results screen with a listing of all users 

in alphabetical order and with the permissions listed for each user. 
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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). 
  

 
  

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). 
  

 
  

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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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.  
  

 
  

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). 
  

 
  

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). 

  

 
  

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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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. 

  

 
  

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). 
  

 
  

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

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

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

  

 
  

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 

•   Continuing Grant Increments 
 Check continuation funding status 

•   Organizational Permissions Report 
 View the permissions for your organization’s users 
 (Click on a link above for the instructions for that option.) 

  
See Access Organizational Reports for instructions to begin working on 
Organizational Reports. 
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Access Organizational Reports 
  
1.  Access the Research Administration screen (Figure 1) (see Log In to SPO 

Functions). 
  

 
  

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).  
  

 
  

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 
•   Continuing Grant Increments  
•   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). 
  

 
  

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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Figure 2    Recent Proposals screen. The Continue button is circled. 
  
4.  In the Search for Recent Proposals section (Figure 2), search for proposals by 

any of these criteria: 
         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). 
         Proposal number 

Type the proposal number. 
         PI’s last name 

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

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

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

  

 
  

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). 
  

 
  

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. 

  

 
  

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. 

  

 
  
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.  

  

 
  

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). 
  

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

the following criteria:  
•   Date range 

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

–   In the To box, enter the ending date for the range (in mm/dd/yyyy 
format). 

•   Award number 
–   In the Award number box, type the award number. 

•   Status change 
–   In the Status Change Occurring Anytime After this Date box, type 

the date after which the status change occurred (in mm/dd/yyyy format). 
5.  In the Sort Results By section (Figure 2), click the radio button for one of the 

sorting criteria: 
•   Performing Organization 
•   Award Expiration Date 
•   Award Number 

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

  

 
  

Figure 4   NSF Award Abstract screen. 

46 



SPO Functions 

View Final Project Reports Status 
  
1.  Access the Organizational Reports screen (Figure 1) (see Access 

Organizational Reports). 
  

 
  
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).  
  

 
  

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.  

  

 
  
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). 
  

 
  

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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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). 
  

 
  

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

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

Continuing Grant Increments.  
3.  Select the Continue button (Figure 1). The Continuing Grant Increments 

screen displays (Figure 2).  
  

 
  
  

Figure 2   Continuing Grant Increments screen.  The Continue button is 
circled. 
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4.  In the Select Key Fiscal Year in which Increment Is Due drop-down box 
(Figure 2), select the fiscal year for the award you want to check.  

5.  In the Sort Results By list (Figure 2), select a radio button (Figure 2) for a 
criterion to sort the awards by: 
•   Final Project Due Date 
•   PI’s Last Name 
•   Award Number 

6.  Select the Continue button (Figure 2). The Search Results for Awards by 
Continuing Grant Increments screen displays (Figure 3) with a listing of the 
awards that meet your search criteria. 

  

 
  

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). 
  

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

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

screen displays (Figure 5) with the report contents in PDF format. If you need to 
download Adobe Reader, see Adobe Reader for FastLane. 
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Figure 5    Screen with the selected report in PDF format. 
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View User Permissions Report 
  
1.  Access the Organizational Reports screen (Figure 1) (see Access 

Organizational Reports). 
  

 
  
Figure 1   Organizational Reports screen. The radio button for Organization 

Permissions Report and the Continue button are circled. 
  

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

3.  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 
•   View users for selected permissions 
•   View a full report of all permissions for all users 
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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. 
  

 
  

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. 

  

 
  

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. 

  

 
  

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. 
  

 
  

Figure 6   Organization Permissions Report screen. All Users and All 
Permissions are highlighted.  The Continue button is circled. 

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

screen displays (Figure 7) showing the permissions for all users, who are listed in 
alphabetical order. 
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Figure 7   User Permissions Search Results screen with a listing of all users 

in alphabetical order and with the permissions listed for each user. 
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