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Supplemental Funding Request
Supplemental Funding Request Introduction

In unusual circumstances, an organization may request small amounts of
supplemental funding and up to 6 months of additional support, if this funding is
necessary for completion of the project.

To obtain this additional support, you must submit a Supplemental Funding Request
via FastLane at least 2 months before the additional funds are required.

You request must include:
e A summary of the proposed work
e A justification of the need for the supplemental funds
< A budget that highlights the use by budget category of the additional funding
as distinguished from the original funding

The Authorized Organizational Representative (AOR) or a Sponsored Project Office
(SPO) representative with AOR permissions must sign the Supplementary Funding
Request.

If the request is approved, the NSF Grants Officer amends the grant.

See the Award & Administration Guide (AAG) Chapter |.E.4 for greater detail on
Supplemental Funding Requests.

As a Principal Investigator (Pl), you can do the following:
e Prepare a Supplemental Funding Request
e Give the SPO access to the Supplemental Funding Request

As an SPO, you can do the following:
e Check a Supplemental Funding Request
- Edit a Supplemental Funding Request
e Submit a Supplemental Funding Request
e Withdraw a Supplemental Funding Request

As an AOR, you can sign a Supplemental Funding Request (see AOR Functions).

Click on a link above for instructions for that action.
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Pl Functions

PI1 Functions Introduction for a Supplemental Funding
Request

As a PI, you have these options for working on a Supplementary Funding Request:
e Prepare a Supplementary Funding Request
e Edit a Supplementary Funding Request
= Allow or Remove SPO Access to a Supplementary Funding Request
Print a Supplementary Funding Request
Delete a Supplementary Funding Request
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Prepare a Supplemental Funding Request

1. On the FastLane Home Page screen, log in to Proposals, Awards, and Status as
a Pl (see Pl Login). The Principal Investigator (P1)/Co-Principal
Investigator (Co-Pl) Management screen displays (Figure 1).

Principal Investigator(PIl)/Co-Principal
Investigator{Co-Pl) Management

What Do You Want To Work On?

O Proposal Funciions

~ 0 Aoward And Reporting Functions

O Change Pl Information

Figure 1 Principal Investigator (P1)/Co-Principal Investigator (Co-Pl)
Management screen. The Award and Reporting Functions link is circled.

Click Award and Reporting Functions (Figure 1). The Principal Investigator
(P1)/Co-Principal Investigator (Co-PIl) Management Award and
Reporting Functions screen displays (Figure 2).

Principal Investigator(PI)/Co-Principal
Investigator(Co-PI) Management

Award and Reporting Functions
Q Notifications and Requests

© Conilnuation Funding Siatus

O WiewPrint Award Leners

@ Project Reports System

L’ Supplemental Funding Hl.'l.|_|||:$.i

Figure 2 Principal Investigator (P1)/Co-Principal Investigator (Co-Pl)
Management Award and Reporting screen. The Supplemental Funding
Request link is circled.

3. Click Supplemental Funding Request (Figure 2). The List of Current Awards
screen displays (Figure 3).
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List of Current Awards
Frincipal Investigator Mame: Alan Alphaman

Department: Division of Information System

Instibution: MNational Science Foundation

{Click on the column title to sort by that column )
AwdID - InstID - Exp. Date - Title

04713831 - 4102352000 - 0B/01/2004 - Richs SBIR supplemantal funding request
| 0700000 - 0013893007 - 04/30/2002 - Doctoral Disseration Research, The Greate

& | Frepare Supplemental Funding Regquest ==

Figure 3 List of Current Awards screen. The Prepare Supplemental Funding
Request button is circled.

Highlight the award for which you want to prepare a Supplemental Funding
Request (Figure 3).

Click the Prepare Supplemental Funding Request button (Figure 3). The
Request for Supplemental Funding screen displays (Figure 4).

A Request for Supplemental Funding

Award Information [JEEEN

Awerd Humber 0413531 Award Amount 0 Exprraton Date: 08/01/2004
Titl= Richs SETR supplemental funding request
Frmopal InvestigatorProject Director. Alphaman, Alan

Supplemental Funding B equest

Temp, Prop I # - Prop ID # - Status - Proposal Title
7200163 - === Prog - Fichs SEIR supplemental fundng request E
7200147 - 0420047 - Subrmifled - Fichs SBIR supplemental lunding requast |»

[Ed| [Delete | [ AllowSRDAccess | [Frn]

=

= | Craate Haw Supplemental Funding Reguest ] =2

——,

Figure 4 Request for Supplemental Funding screen. The Create New
Supplemental Funding Request screen is circled.

6. Click the Create New Supplemental Funding Request button (Figure 4). The

Form Preparation screen displays (Figure 5) with the forms for preparing a
Supplemental Funding Request:

e Summary of Proposed Work
e Budgets (Including Justification)
e Add/Delete Non-Co-Pl Senior Personnel
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= Justification for Supplement
e Supplementary Documents
e Revised Expiration Date (if applicable)
(Click on a form link for instructions on completing that form.)

Form Preparation

To prepare a form, click on the appropriate button below.

Form Saved Form
Summary Of Proposed Work |G| Justification For Supplement
Budgets (Inchuding Justification) (GO Supplementary Docs

NA Revised Expiration Date (if applicable)

[

=
=)

Add/Delete Non Co-PI Senior Personnel

Figure 5 Form Preparation screen.
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Edit a Supplemental Funding Request

1. On the FastLane Home Page screen, log in to Proposals, Awards, and Status as
a Pl (see Pl Login). The Principal Investigator (P1)/Co-Principal
Investigator (Co-Pl) Management screen displays (Figure 1).

Principal Investigator(PIl)/Co-Principal
Investigator{Co-Pl) Management

What Do You Want To Work On?

O Proposal Funciions

~ 0 Aoward And Reporting Functions

O Change Pl Information

Figure 1 Principal Investigator (P1)/Co-Principal Investigator (Co-Pl)
Management screen. The Award and Reporting Functions link is circled.

Click Award and Reporting Functions (Figure 1). The Principal Investigator
(P1)/Co-Principal Investigator (Co-PIl) Management Award and
Reporting Functions screen displays (Figure 2).

Principal Investigator(PI)/Co-Principal
Investigator(Co-PI) Management

Award and Reporting Functions
Q Notifications and Requests

© Conilnuation Funding Siatus

O WiewPrint Award Leners

@ Project Reports System

L’ Supplemental Funding Hl.'l.|_|||:$.i

Figure 2 Principal Investigator (P1)/Co-Principal Investigator (Co-Pl)
Management Award and Reporting screen. The Supplemental Funding
Request link is circled.

3. Click Supplemental Funding Request (Figure 2). The List of Current Awards
screen displays (Figure 3).
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List of Current Awards
Frincipal Investigator Mame: Alan Alphaman
Department: Division of Information System
Instibution: National Science Foundation

{Click on the column title to sort by that column )
AwdID - InstID - Exp. Date - Title

04713831 - 4102352000 - 0B/01/2004 - Richs SBIR supplemantal funding request
| 0700000 - 0013893007 - 04/30/2002 - Doctoral Disseration Research, The Greate

£l Frepare Supplemental Funding Reguest ==

e ——

Figure 3 List of Current Awards screen. The Prepare Supplemental Funding
Request button is circled.

4. Highlight the award for which you want to edit a Supplemental Funding Request
(Figure 3).

5. Click the Prepare Supplemental Funding Request button (Figure 3). The
Request for Supplemental Funding screen displays (Figure 4).

A Request for Supplemental Funding

Award Information [JEET=]

Bgrard Pumber 0413531 Award Ameount O Expraton Diate: 08012004
Tii= Richs SEIR supplemental funding request
Pancipal TmvestgatonTroject Director: Alphaman, Alan

Supplemental Funding Request

Temp. Prop ID # - Frop ID # - Status - Proposal Title
7200230 - === | Frog - Fichs SEIR supplemental funding request -

| TED0225 ~====" - In Frog - Richs SBIR supplemental funding reguest i
{ |Edit] )| Delete | | AlowSROAccess | |Frimt|
L Comabe Maw Supplemantal Funding Hagues! 1

Figure 4 Request for Supplemental Funding screen. The Edit button is
circled.

Highlight the Supplemental Funding Request you want to edit (Figure 4).

. Click the Edit button (Figure 4). The Form Preparation screen displays (Figure
5).
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Form Preparation
To prepare a form, click on the appropnate button below.

Form Saved Form
@ Summary Of Proposed Work | Justification For Supplement
Budegets (Inchuding Justification)
GO| AddDelete Non Co-PI Senior Personnel NA

Supplementary Docs

g8l

Revised Expiration Diate (f applicable)

Figure 5 Form Preparation screen.

8. Edit the forms as you require:
e Summary of Proposed Work
e Budgets (Including Justification)
e Add/Delete Non-Co-PIl Senior Personnel
« Justification for Supplement
e Supplementary Documents
 Revised Expiration Date (if applicable)
(Click on a form above for instructions on completing that form.)
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Allow or Remove SPO Access to Supplemental Funding Request

Allow or Remove SPO Access to a Supplemental
Funding Request

1. On the FastLane Home Page screen, log in to Proposals, Awards, and Status as
a Pl (see Pl Login). The Principal Investigator (P1)/Co-Principal
Investigator (Co-Pl) Management screen displays (Figure 1).

Principal Investigator(Pl)/Co-Principal
Investigator{Co-Pl) Management

What Do You Want To Work On?
O Proposal Functions
."'ﬁ_ﬂwm?ﬂml Hennriillﬁu:r:lh;;ﬁ_ =

Q Change Pl Information

Figure 1 Principal Investigator (P1)/Co-Principal Investigator (Co-Pl)
Management screen. The Award and Reporting Functions link is circled.

. Click Award and Reporting Functions (Figure 1). The Principal Investigator
(P1)/Co-Principal Investigator (Co-Pl) Management Award and
Reporting Functions screen displays (Figure 2).

Principal Investigator(Pl)/Co-Principal
Investigator{Co-Pl) Management

Award and Reporting Functions
© Hngifications and Aeguests

© Contlnuation Funding Status

O View Print Award Laners

© Project Reporis Sysiem

el Supplemental Funding |":l.'l.|_lll:‘§ui

Figure 2 Principal Investigator (P1)/Co-Principal Investigator (Co-Pl)
Management Award and Reporting screen. The Supplemental Funding
Request link is circled.

3. Click Supplemental Funding Request (Figure 2). The List of Current Awards
screen displays (Figure 3).
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List of Current Awards
FPrincipal Investigater Mame, Alan Alphaman
Department: Division of Information System
Instibution: National Science Foundation

{Click on the column title to sort by that column )
AwdID - InstID - Exp. Date - Title

0700000 - 00133930071 - 04/30/2002 - Doctoral Disseration Research: The Greate

<1; Frepare Supplemental Funding Regquest 1

Figure 3 List of Current Awards screen. The Prepare Supplemental Funding
Request button is circled.

4. Highlight the award for which you want to give the SPO access to a Supplemental
Funding Request (Figure 3).

5. Click the Prepare Supplemental Funding Request button (Figure 3). The
Request for Supplemental Funding screen displays (Figure 4).

& Bequest lor Supplemental Funding

Award Information [JEETEN

Award Mignber 0413531 Awrard Amot 0 Expirabon Date: GRA012004
Title: Richs SBIR supplemental funding request
Frnempal InvestgatorProject Dorectar: Alphaman, Alan

Supplemental Funding Request

Temp. Prop IT & - Prop I # - Statos - Proposal Titde
[7Z0RES0- == Frag - Fichs SBIF supplemertal fnding requast. ~
1200225 -~ In Prog - Fichs S8IR sugnianieatal heding requsst

.%ml | Dﬂlﬁ_l f _Allaw 3]'—‘93:-\,_.;-:,..,:53 _J [F‘T.I'J__

| Cramie New Supplemenisl Funding Feguest ]

Figure 4 Supplemental Funding Request screen. The Allow SPO Access
button is circled.

6. Highlight the Supplemental Funding Request that you want to give the SPO
access to (Figure 4).
7. Click the Allow SPO Access button (Figure 4). The Sponsored Project Office
(SPO) Access Control screen displays (Figure 5) with these control options:
= Allow SPO to only view proposal but not submit
« Allow SPO to view and edit but not submit proposal
« Allow SPO to view, edit, and submit proposal
(Click on a link above for instructions for that option.)

10
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Sponsored Research Office (SRO) Access Control

Current SRO Access for proposal 7200230 15 set to None
@ Allew SEO to only miew proposal but not subent
@ Allew ZRO to view and edit but not subimit proposal
GO/ Allow SEO to view, edit and submit proposal

Figure 5 Sponsored Project Office (SPO) Access Control screen.

11
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Allow SPO to View But Not Submit a Supplemental
Funding Request

1. Access the Sponsored Project Office (SPO) Access Control screen (Figure 1)
(see Allow or Remove SPO Access to a Supplemental Funding Request).

Sponsored Research Office (SRO) Access Comirol

o —Cumrent-SRO-Access for propos ofal ?EJU‘ 34 15 set to Mone
@ Allew SEO 1o only wew proposal but not w.brmt .
GO Allow SRO 1o view 269 3 bk nof submt pr.upﬁsal
@ Allew SEO to wiew, edit and suberit proposal

Figure 1 Sponsored Project Office Access Control screen. The Go button for
Allow SPO to Only View Proposal But Not Submit is circled.

2. On the Sponsored Project Office (SPO) Access Control screen (Figure 1),
click the Go button for Allow SPO to Only View Proposal But Not Submit. A

screen displays (Figure 2) with a message that the SPO can now view but not edit
or submit the Supplemental Funding Request.

The 5RO can now wiew (but not edit or subtut) proposal 7200135

Figure 2 Screen with the message that the SPO can now view but not edit
or submit the Supplemental Funding Request.

3. Click the OK button (Figure 2). The Request for Supplemental Funding screen
displays.

12



Supplemental Funding Request

Allow SPO to View and Edit But Not Submit a
Supplemental Funding Request

1. Access the Sponsored Project Office (SPO) Access Control screen (Figure 1)
(see Allow or Remove SPO Access to a Supplemental Funding Request).

Sponsored Research Office (SRO) Access Conirol

Current SBO Access for proposal 7200134 i get to Nene
Allow SEO to only wew proposal but net 5 sub":ut
- Allowe SEO to wmew and edit but not submst pt’o"-vsal

Lo Aﬂﬂw SEO to view, edif and submt pre nropc-sal

Figure 1 Sponsored Project Office (SPO) Access Control screen. The Go
button for Allow SPO to View and Edit But Not Submit Proposal is circled.

On the Sponsored Project Office (SPO) Access Control screen (Figure 1),
click the Go button for Allow SPO to View and Edit But Not Submit Proposal. A

screen displays (Figure 2) with a message that the SPO can now view and edit
but not submit the Supplemental Funding Request.

The 5B can now wiew and edit proposal 7200125

Figure 2 Screen with the message that the SPO can now view and edit the
proposal.

Click the OK button (Figure 2). The Request for Supplemental Funding screen
displays.

13
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Allow SPO to View, Edit, and Submit a Supplemental
Funding Request

1. Access the Sponsored Project Office (SPO) Access Control screen (Figure 1)
(see Allow or Remove SPO Access to a Supplemental Funding Request).

Sponsored Research Office (SRO) Access Control

Current SEO Access for proposal 7200134 iz set to Mone
[G__D] Allow SEOC to only wiew proposal but not submt
[il'.]_] Allove SR to savwe-asd-adit bt not subout ]:u_mpl::-sal
[E‘D Allew SEO te wew, edit and submt pr-::.p:-sa.l--__-."_'

—— —

Figure 1 Sponsored Project Office (SPO) Access Control screen. The Go
button for Allow SPO to View, Edit, and Submit Proposal is circled.

2. On the Sponsored Project Office (SPO) Access Control screen (Figure 1),
click the Go button for Allow SPO to View, Edit, and Submit Proposal. A screen
displays (Figure 2) with a message that the SPO now has full access to the
request. The screen also lists the individuals who will receive emails from
FastLane on the request’s new access status.

The SEO now has complets access to propesal 72001354
Your proposal is not subertted unnl wour 3RO subauts the proposal to ¥3F. Once the proposal 12
sbrmutted, vou wall be sent an e-rmad with the offcial MSF proposal number. You can then wee FastLane
check the status of the propesal. Once the proposal is submitted, the proposal will no longer appear on
the Proposal Acbans screen when you leg nte Proposal Preparabon to prepare a proposal. The
submutted proposal wall show up inyour lst of Submitted Froposals.

T
(&)
iy o 2
Email{z} has been seat to the following mdiduals, notfinng them of proposal access.
testmg special char
Dirnitries hdetasotos
Erelyn B-Thomas
Esther Bolding
Toan Goemager

Figure 2 Screen with the message that the SPO now has full access to the
Supplemental Funding Request and with the list of people NSF will notify of
the SPO’s access. The OK button is circled.

3. Click the OK button (Figure 2). The Request for Supplemental Funding screen
displays.

14
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Remove SPO Access to a Supplemental Funding
Request

1. Access the Sponsored Research Office (SPO) Access Control screen (Figure
1) (see Allow or Remove SPO Access to a Supplemental Funding Request).

Sponsored Research Office (SRO) Access Control

Current SRO Access for proposal 7200230 15 set to View, Edit and Submst

GO Allew SRO to only wiew proposal buk not submit
GO Allow SRO to view and edit but not submit proposal

——

:_E.emc-'.re all SRO access to this ;nmpo-sa-]_?_'_;;

Figure 1 Sponsored Project Office (SPO) Access Control screen. The Go
button for Remove All SPO Access to This Proposal is circled.

2. On the Sponsored Project Office (SPO) Access Control screen (Figure 1),

click the Go button for Remove All SPO Access to This Proposal. A screen displays
(Figure 2) with the message that SPO access to the request is blocked.

=EO access to proposal 7200230 15 now blocked.

Figure 2 Screen with the message that SPO access to the request is
blocked.

3. Click the OK button (Figure 2). The Request for Supplemental Funding screen
displays.

15
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Print a Supplemental Funding Request

1. On the FastLane Home Page screen, log in to Proposals, Awards, and Status as
a Pl (see Pl Login). The Principal Investigator (P1)/Co-Principal
Investigator (Co-Pl) Management screen displays (Figure 1).

Principal Investigator(PIl)/Co-Principal
Investigator{Co-Pl) Management

What Do You Want To Work On?

O Proposal Funciions

~ 0 Aoward And Reporting Functions

O Change Pl Information

Figure 1 Principal Investigator (P1)/Co-Principal Investigator (Co-Pl)
Management screen. The Award and Reporting Functions link is circled.

Click Award and Reporting Functions (Figure 1). The Principal Investigator
(P1)/Co-Principal Investigator (Co-PIl) Management Award and
Reporting Functions screen displays (Figure 2).

Principal Investigator(PI)/Co-Principal
Investigator(Co-PI) Management

Award and Reporting Functions
Q Notifications and Requests

© Conilnuation Funding Siatus

O WiewPrint Award Leners

@ Project Reports System

L’ Supplemental Funding Hl.'l.|_|||:$.i

Figure 2 Principal Investigator (P1)/Co-Principal Investigator (Co-Pl)
Management Award and Reporting screen. The Supplemental Funding
Request link is circled.

Click Supplemental Funding Request (Figure 2). The List of Current Awards
screen displays (Figure 3).



Supplemental Funding Request

List of Current Awards
Frincipal Investigator Mame: Alan Alphaman
Department:
Instiution:

Division of Information System
MNational Science Foundation

{Click on the column title to sort by that column )
AwdID - InstID - Exp. Date - Title

04713831 - 4102352000 - 0B/01/2004 - Richs SBIR supplemantal funding request
| 0700000 - 0013893007 - 04/30/2002 - Doctoral Disseration Research, The Greate

£l Frepare Supplemental Funding Reguest ==

e ——

Figure 3 List of Current Awards screen. The Prepare Supplemental Funding
Request button is circled.

Highlight the award for which you want to print a Supplementary Funding
Request (Figure 3).

Click the Prepare Supplemental Funding Request button (Figure 3). The
Request for Supplemental Funding screen displays (Figure 4).

A Bequest for Supplemental Funding

Aosward Information [JEVT=0

Aveard Mumber, 0413331 Avward Amount 0 Expration Diate: 03012004
Tifle. Richs SETR supplemental fanding request
Frncipal [nvertgatonFroject Dorector: Alphaman, Alan

Supplemental Funding Request

Temp, Prop Ik # - Prop I # - Statas - Proposal Titde

| PEBOR22E === In Frog - Richs SBIR supplemanal funding re (st W
Edit| |Detele | | ABowSROAccess | (|Pnat])
L Crmala New Supplimental Funding Request |

Figure 4 Request for Supplemental Funding screen. The Print button is
circled.

6. Highlight the Supplemental Funding Request you want to print (Figure 4).
7. Click the Print button (Figure 4). The Print Menu screen displays (Figure 5).

17
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Print Menu

Please click on the appropnate "GO" button to display the document
You need to have Adobe Acrobat viewer mnstalled on vour computer to view these PDF documents.
Once you have finiched viewing or printing the document -- use your browser's Back button to return to the memu.

NOTE: The PDF display may take a few mimites -- especially f vou have
selected the "Print Enfire Proposal’ option.
Dlease be patient and do not contmmally click the "GO" button.

[E_G-J Summary Of Proposed Wark Justification For Supplement
(69 Budget Gnctucing Justfication) Supplementary Docs

":;__ Print Entire Proposal

Figure 5 Print Menu screen. The Go button for Print Entire Proposal is
circled.

8. Click the Go button for Print Entire Proposal (Figure 5). The Supplemental
Funding Request displays in PDF format. If you need to download Adobe Reader,
see Adobe Reader for FastlLane.

9. Click the Print icon in the top left of the PDF screen to print the Supplemental
Funding Request.

18
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Delete a Supplemental Funding Request

1. On the FastLane Home Page screen, log in to Proposals, Awards, and Status as
a Pl (see Pl Login). The Principal Investigator (P1)/Co-Principal
Investigator (Co-Pl) Management screen displays (Figure 1).

Principal Investigator(PIl)/Co-Principal
Investigator{Co-Pl) Management

What Do You Want To Work On?

Q Proposal Funciions

<@ Award And Reporting Functions

© Change Pl Information

Figure 1 Principal Investigator (P1)/Co-Principal Investigator (Co-Pl)
Management screen. The Award and Reporting Functions link is circled.

Click Award and Reporting Functions (Figure 1). The Principal Investigator
(P1)/Co-Principal Investigator (Co-Pl) Management Award and
Reporting Functions screen displays (Figure 2).

Principal Investigator(Pl)/Co-Principal
Investigator{Co-Pl) Management

Award and Reporting Functions

© Hgifications and Aeguests
© Contlnuation Funding Status
O Wi Print Award Leners

© Project Reporis Sysiem

el Supplemental Funding |":l.'l.|_lll:‘§ui

Figure 2 Principal Investigator (P1)/Co-Principal Investigator (Co-Pl)
Management Award and Reporting screen. The Supplemental Funding
Request link is circled.

3. Click Supplemental Funding Request (Figure 2). The List of Current Awards
screen displays (Figure 3).

19
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List of Current Awards
Frincipal Investigator Mame: Alan Alphaman
Department:
Instiution:

Division of Information System
MNational Science Foundation

{Click on the column title to sort by that column )
AwdID - InstID - Exp. Date - Title

04713831 - 4102352000 - 0B/01/2004 - Richs SBIR supplemantal funding request
| 0700000 - 0013893007 - 04/30/2002 - Doctoral Disseration Research, The Greate

£l Frepare Supplemental Funding Reguest ==

e ——

Figure 3 List of Current Awards screen. The Prepare Supplemental Funding
Request button is circled.

Highlight the award for which you want to delete a Supplemental Funding
Request (Figure 3).

Click the Prepare Supplemental Funding Request button (Figure 3). The
Request for Supplemental Funding screen displays (Figure 4).

A Request for Supplemental Funding

Award Information [[EET=0

Loward Plumber: (413531 Award Amount 0 Expeation Date: 08012004
Tele: Richs SEIR supplemental funding reqoest
Prmerpal Inve shgatonProject Trector: Alphaman, Alan

Supplemental Funding Request

(7200230 - “===-in Prog - Fichs SHIF supplamental funding request ~
FRO02E5 - ===~ In Frag- Fichs SHIF supplemental funding reguest w

[E' [ Delein |} [ Allow 5RO Access | Frint

Temp. Prop 11} # - Prop 1D # - Statas - Proposal Title

¥ Craate Hew Supplamantal Funding Pequest |

Figure 4 Request for Supplemental Funding screen. The Delete button is
circled.

6. Highlight the Supplemental Funding Request you want to delete (Figure 4).

7. Click the Delete button (Figure 4). A screen displays (Figure 5) with a message
for you to confirm that you want to delete the request.

Dielete the proposal Richs SETR supplemental funding request
CT200230% 7

20



Supplemental Funding Request

Figure 5 Screen with a message for you to confirm that you want to delete
the request.

8. Click the OK button (Figure 5). A screen displays (Figure 6) with a message that
the Supplemental Funding Request has been deleted.

Temp. Proposal 7200230 has been deleted. |E

Figure 6 Screen with the message that the Supplemental Funding Request
has been deleted.

9. Click the OK button. The Request for Supplemental Funding screen displays
(Figure 4).

21
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SPO Functions

Work on a Supplemental Funding Request as an SPO

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

Research Administration

Salactt a Assearch Administration funchion for Habional Science Foundation
" Accounts Management

" Letters of Intent

ProposalsfSupplements /File Updates /Withd ru\va-ld:::'-

Award Documents

™
i,

" Forwarded /Submitted Revised Budgets

" Motifications & Requests
Organizational Reports

" Project Reports

¥ Authorized Organizational Representative Functions

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

2. Click Proposals/Supplements/File Updates/Withdrawals (Figure 1). The
Proposals/Supplements/File Updates/Withdrawals screen displays on the
Documents in Progress tab (Figure 2) with a listing of all your organization’s

documents in progress. Supplemental Funding Requests are categorized as
Supplements in the Type column.

Proposals/ Supplements/ File Updates/ Withdrawals | man #

Srenos
Dl el i i':’.:-'L-'IM Wl hiramati in lirsugeeas Aubnlitesl | fm enty
F Saarch for Propossl Documenis in Pregress by Temparsry Propaxs] 10 snd for PT Lasl Name:
Tamporary Propoeel 1D 71 Last Hame: Sesrch
{Enled T Sighs) {Enier af bsast Bl tres chiracbers)
ol gn Temng J0 do wew the Proposel Socumenst,. Soet mesulls by cioking dhe oalumn filke
%1 Documants fourd, displaying T k= 10 [« Prawices 10] 1, 2, 3, 4, %, 8, 7, 5,8, 10 [haxt £ =]
DmpiD  Tees frmm Leymi I M Eroceast THin Chesk Tdn Suonst M
(GasiEle "Supdemest vewESUSubmi  Aphsmen, Slan Bubes

S2L3a0 Fropossl  WewBESL'Subeit | Alphanan, Slan David 5 best of DUE Ok Efd Submé Reum
W
Figure 2 Proposals/Supplements/File Updates/Withdrawals screen on the
Documents in Progress tab. The award number for a Supplemental Funding
Request is circled.
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. Click the Type column heading to group all the Supplemental Funding Requests.
On the Proposals, Supplements/File Updates/Withdrawals screen, you
have these options:

e Check a Supplementary Funding Reguest

e Edit a Supplementary Funding Request

* View/Print a Supplementary Funding Request

e Return a Supplementary Funding Request to the Pl

< Submit a Supplementary Funding Request to NSF

+ Withdraw a Supplementary Funding Request from NSF

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

23



pd_supp_funding_request

Check a Supplemental Funding Request

1. Access the Proposals/Supplements/File Updates/Withdrawals screen on
the Documents in Progress tab (Figure 1) (see Work on a Supplemental
Funding Request).

Proposals/Supplements/File Updates/Withdrawals | man » Organizatinn; HDF

Docuymenis in Progroas ‘Withdrawasls I'n Prograus Submitted Dorumants

pﬂlurﬂ fer Prapasal Decuments in Pregress by Temperary Proposasl 10 andfer PLLast Mamae:

Temporany Proposal Dy | D00ETE PI Last Mame: f.'E!'E’.'J
{Enter 7 digits) [Ertcer at least first twn characters)

Chiok an Temg I fo wiw Ehe Froposal Decument. Sant rasals Dy aioking the calumn e,

L Bxcumant Faund. 1

Access Rakurs

Templl  Typs A 1 b Proposal Titks Check Edit sbent Foinr
o —

QODRETS Supplamsert  View/Editds s, Tarry eGevernmant Techinizal Chalkerges | cCheck Edx =130 |

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

2. On the Proposals/Supplements/File Updates/Withdrawals screen on the
Documents in Progress tab (Figure 1), click Check on the row for the
Supplement Funding Request you want to check. The Proposals
Errors/Warnings screen displays with information on any items that may or
may not prevent submission of the request.

Proposal Errors/Warnings For Temporary Proposal Id 9009878

Proposal Warnings

Items hsted here wll not prevent submission.
Print this page for reference befare returning to the Form Preparation sereen.

General

& No Budget Justification - The Budget Justification for the Awardee Institution has not
besn completed,
& Mo Budget - The Budget farm has not been completed.

® No Justification for Supplemental Funding - The Justificaton for Supplemental Funding
form has not been completed.

*= Mo Late Reguest Explanation - The Explanation for Late Reguest has not been completed.

* Mo Summary of Proposed Werk - The Summary of Preposed Work form has naot been
completed.

Figure 2 Proposals Errors/Warnings screen with the message that the item
listed does not prevent submission.
3. Click the Return To List link (Figure 2). The Proposals/Supplements/File

Updates/Withdrawals screen displays on the Documents in Progress tab
(Figure 1).
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Edit a Supplemental Funding Request as an SPO

1. Access the Proposals/Supplements/File Updates/Withdrawals screen on
the Documents in Progress tab (Figure 1) (see Work on a Supplemental
Funding Request).

Proposals / Supplements/File Updates /Withdrawals |pam » Drganization Metonal Soence Foundston

Derumants in Prograss Withdrawals In Prograss Sobmitind Documanis

K Znarch for Propossl Docements in Progress by Temporary Proposs| 10 and/or PT Last Rame:

Temporary Propessl 10 PT Last Hame _Gearch |
[=rtar 7 digta) (Prems st wapt fret tan charsciars)
Click on Temp D oo wers e Froposal Docuiment. Soet results by oficking bhe oodumn nitie,

51 Cooyments found, displaying 1 8o 10 [« Pressous 1L0O] 1, e
T 10 T A | B A v 1 Tl Chadl FdN Bulmii AV
L _ Jli L \EOEFS LS AL Proggal Pilly s T BL
E42337€ Supplement Wew/BALSchbmit  Alphaean, Alsr Hules Chendd Edi gubon] Rs
gasit Propossl e B Sobmin Alpharnar, Aler Drawid's best of DUE ek EdE S

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

2. On the Proposals/Supplements/File Updates/Withdrawals screen on the
Documents in Progress tab (Figure 1), click Edit on the row for the
Supplemental Funding Request you want to edit. The Form Preparation screen
displays (Figure 2) with the forms for editing a Supplemental Funding Request:
e Summary of Proposed Work
e Budgets (Including Justification)
< Add/Delete Non-Co-PI Senior Personnel
- Justification for Supplement
e Supplementary Documents
= Revised Expiration Date (if applicable)

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

Form Preparation

To prepare a form, chek on the appropnate button below

Form Saved Form
(69) Summary Of Proposed Work [60) Justification For Supplement
(6] Budgets (Inchiding Justification) SO Supplementary Docs
[60] AddDelete Non Co-PI Senior Persomel ~~ N/A [80] Revised Expiration Date (f applicable)

Figure 2 Form Preparation screen.
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View/Print a Supplemental Funding Request

1. Access the Proposals/Supplements/File Updates/Withdrawals screen on
the Documents in Progress tab (Figure 1) See Work on a Supplemental
Funding Request).

Proposals/Supplements/File Updates /Withdrawals [ ¢ Drganizalson: Hatunal Somnce Feurdebu

P umrprls i Frearney T L -

)_-':it\llnh Hor Fropaeal Dot uimests in Prspress by Temporary Proposal 10 and for 1 Lasl s

Farmporary Popasal 1D Fi Laat rame: ".'!""'.‘.'..l
{Enbar 7 diges}) (Ertwr mt lwan! Frret bae charsctars )
Chick on Tamz JD o wew e Propossl Documesst. Sort ressily by cickisg the colomn de
91 Doternests feusd, deplaving L to 10 [ Prewious 100 3, 2, B4, 5, & i 13 [hesl 10 =]
n
Tamm I Toe Acpens Levs| P Mpms Erapaas] s Chack ede Submn yorant
f Supplament ViesEdt'Submt  Biphaman, Alsn Rules
[FELY Fropoesl  Vew/EdtSchmd  Aphemen, Alsn  Dwwd s best of DUE

Figure 1 Proposals/Supplements/File Updates/Withdrawals screen on the
Documents in Progress tab. The award number for a Supplemental Funding
Request is circled.

2. On the Proposals/Supplements/File Updates/Withdrawals screen on the
Documents in Progress tab (Figure 1), click the award number on the row for
the Supplemental Funding Request you want to view. The View Proposal
screen displays (Figure 2).

View Proposal

Please click on the apprepnate “GO" button te display the document
Tou need te have Adobe Acrobat viewer installed on your computer te view these PDF documents
Once wou have Smshed siewing or printing the document -- use your browser's Back button to return to
the meniu

NOTE: The PDF display may take a few manutes -- especally & vou have
gelected the "Print Entire Proposal® option
Fleaze be patient and do not contnually click the *GO" button

Go| Surwnary Of Propozed |59 Tustification For
Work Fupplement

GO s )
.IIuT'L.:EI:E_udET 'J'“'il' i‘:‘E GO | Supplementary Docs
GO| Prant Entire P1'..-pc.sa.‘..-: |

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

3. Click the Go button for any form to view that form (Figure 2).

4. To print the entire Supplemental Funding Request, on the View Proposal screen,
click the Go button (Figure 2) for Print the Entire Proposal. FastLane
concatenates the forms and displays the Supplemental Funding Request in PDF
format. If you need Adobe Reader, see Adobe Reader for FastlLane.
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5. On the PDF screen, click the Printer icon in the upper left of the screen. The

Supplemental Funding Request prints in PDF format.
6. Click the browser back button to return to the View Proposal screen (Figure 2).
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Submit a Supplemental Funding Request

1. Access the Proposals/Supplements/File Updates/Withdrawals screen
(Figure 1) (see Work on a Supplemental Funding Request).

Proposals/Supplements/File Updates/Withdrawals | wein »

Upsumesy in Pragrosy Wirhylramaly in Progeess g beral Ve B menie

Orgasitalion: MHaborsl Soance Faurdstian

Fllll.‘ﬂ Fur Proposal De<unsents in Progross by Temgorary Progosad [0 and for #1 Last Reme;:

Terporery Popossl 10: PI Lant Kama: _Search |
{Enter 7 digis} [Erter 51 lams st bwn charsdhers)

« Previpgs [0 1L } B 7.0, 5 [Memt 1

kP

B |0 e Avwws Laval I Hany Propesal i Cheeh Bl Splwe o

442958 Suppamant Vas/Edi'SuEmi Algheman, Rlan Auian

Fropozel Vam Edt'Submit dAlghesman, San Owwid s tmst of CeoE

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

2. On the Proposals/Supplements/File Updates/Withdrawals screen on the
Documents in Progress tab (Figure 1), click Submit on the row for the
Supplemental Funding Request that you want to submit to NSF. The Proposals
Errors/Warnings screen displays (Figure 2) with the Cover Sheet for the
request (Figure 2) and the Debarment and Suspension Certification section
(Figure 3).

Proposal Errors/Warnings For Temporary Propesal Id 6557745

Proposal Warnings
tters listed here mill not prevent submission.

Print this page for reference before retburmong to the Form Preparation sceeen.

Genaral

v Mo Late Raguest Explanabicon - The Explanation for Lals Request has not béaan completed.

IHDEX
PFro !l'h:-'ll
} Aut Cortificat -
Debarment Section
Lobhying Cectification Seckion

Cantracts Cerdificatian Section

Signature Sectien

Figure 2 Upper portion of the Proposal Errors/Warnings screen with links
to the rest of the screen.
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Deharmient and Suspension Certification

[ the argarmgation or fg prirngps prasently debscrad, susgpandad, propoaied for debarment, declared inalighis, or woluntarily axcluded from cowarad randactiond
by any Faderal depastment oo agancy?

= Ho

(ives (IF “yes” please provide an explanation belew )

By slactroracslly signing the NSF Propossl CoverShast, the duthorized Orgsnizstional Representatess ar Irdividus] Applicant is providing the Delbarment snd
Sudpardion Carlifcation cantainad in Appandixz O of the Grant Prapogal Guida,

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

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

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

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

Institution Information

puks Mumber; 111111117 DUMs Qualifiers
authorized Grganizaticnal Representativel AOR) information will be added sthen elactronically signed by A0R.

Ths Following suthorized crgarizationsl representatrved SOR T information will be prinksd an the propossl coversheet s5tar the propozal i slectronically sigred by
AR, If thiz information is mcorrect, please have it mod&ied befors signing the proposal slectronicslly . Thiz information can be modified by an suthorized user a2
your organizetion wsing the “add, Modify, and Delets FastLane Users’ moduls of "Resesrch Admirestrabion’ spplication

Harme: Alan Alphaman
Phone: FOSEHES000

Fax: FIREZOZEE00

E-ral: kchelta@nst.gow

Yow have the Authorzed Organizational Represertatived 80R) permission to electronically sign and submiit the proposal.

I —

o i
{ Sign and Submit -I"_, Cancel and Do Mot Submit |

— R

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

6. At the bottom of the Proposal Errors/Warnings screen (Figure 4), click the
Sign and Submit button. The Proposal Submission Confirmation screen
displays (Figure 5) with a message that the Supplemental Funding Request has
been successfully submitted to NSF. It also displays the official NSF number for
the Supplemental Funding Request.
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PROPOSAL SUBMISSION CONFIRMATIOMN

Proposal 6557745 has been successfully submitted to NSF

This proposal has now been assigned the following NSF Proposal Number:;
0613738

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

()

Figure 5 Proposal Submission Confirmation screen with the message that
the Supplemental Funding Request has been submitted to NSF and with the
NSF number for the Supplemental Funding Request.
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Return a Supplemental Funding Request to the Pl

1. Access the Proposals/Supplements/File Updates/Withdrawals screen on
the Documents in Progress tab (Figure 1) (see Work on a Supplemental
Funding Request).

Proposals/Supplements/File Updates/ Withdrawals | nam » Drganbrsiion: Maticral Scancs Poandetion

Urumants in Frooress Viilladramais |n Progres Bulan il Cheaempis

;'\'.F.'illrl.'i for Frogomal Dorsmsests in Progress by Tessporsry Proposal 10 ssdf or PE Levk Hame:

Ternpsarary Propaasl b5 ¥ Lk Mame Sanrch |
(e Fodighta [Ertar at beast st tes chacears

k on Temp I0 o wew the Fropoes’ Cocament, Sor? resutt by cicicng me colsme fite

a5 Doaurnents fpand, Sspiayieg 1 by 10 « Frevious 18] 1, By 7 %10 [Feest 1

Tmu il Exgs Arimasiavel El Rz Ersmcial Titks Chack kil Sl “I‘I‘l'_:'l"

Sipclamam s fde) S ubmet Alphmma=. Alan Solan

Proconal wiean St S ulseret Alphame=, Alen Dwwrd s it of DUE

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

2. On the Proposals/Supplements/File Updates/Withdrawals screen on the
Documents in Progress tab (Figure 1), click Return to PI on the row for the
Supplemental Funding Request that you want to return to the PIl. A screen
displays (Figure 2) with a message for you to confirm that you want to return the
Supplemental Funding Request to the Pl and a text box for a note to the PI.

Please confirm that you want to retum the Supplemental Funding Request TP # 6443526, This
action will remove SPO aceess to this document.

In the text window below, you may enter a note to the Pl indicating why vou are retoming this
Supplemental Funding Reguest.

Figure 2 Screen with a message for you to confirm that you want to return
the Supplemental Funding Request to the Pl and a text box for you to type a
note to the PIl. The OK button is circled.

3. In the text box (Figure 2), type a note of explanation to the Pl (optional).

4. Click the OK button (Figure 2). A screen displays (Figure 3) with the message
that the Supplemental Funding Request has been returned to the PI.
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Supplemental Funding Request for TPI No. 6443526 has been returned to
the PL

( [oK] )

Figure 3 Screen with the message that the Supplementing Funding Request
has been returned to the PI. The OK button is circled.

5. Click the OK button (Figure 3). The Proposals/Supplements/File

Updates/Withdrawals screen displays on the Documents in Progress tab
(Figure 1).
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Withdraw a Supplemental Funding Request

1. Access the Proposals/Supplements/File Updates/Withdrawals on the
Documents in Progress tab (Figure 1) (see Work on a Supplemental Funding

Request).
Proposals/Supplements/File Updates / Withdrawals | sar » Organizatinm: Nsreral Sxismce Foundaiion
E = s
Dy

eats I Progress Withdramads In Prograss | Sebmitted Decumenta )
- -

ﬁmn’h for Propasal Docwments in Progress by Temparary Proposal 10 anmd for PD Last Mamas:
Temporary Fropossl 10

" Search |
PE Last Marme: Bemmtilll
(Emer 7 digits) (Erqer at least first two characters]

St & T FD e whinw than Brovesa! Socurmnt. Sand resulls by sliokitgr the Soluenn Dl

90 Duomarty: found, deplaying 1 1o 10 [= Previces 10] 1, 7,

—

L v T, .. =1 1

Twenp Ui Teps #innee Loesl B haeey Eroppzsl Tils ek Eafil Bueritt 1:":;""

i Bropossl WewEdiSubmit Pt mnberg, bl Judi's ENT - 302400 “hmck Aaluir
LO7H7S) Propassl ‘ew/EdiSubmil Ruimenieg, i MEOL-CIS /11

Cheik Sl Subitil Heluer

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

2. On the Proposals/Supplements/File Updates/Withdrawals screen on the
Documents in Progress tab (Figure 1), click the Submitted Documents tab.

The Proposals/Supplements/File Updates/Withdrawals screen displays on
the Submitted Documents tab (Figure 2).

Proposals/Supplements/File Updates/Withdrawals | man »

Documants m Progress

WWithdeawals in Prograss

B Search for Sulsmitted Documents by any of the lollowing:

Froposal 10 Submitted Date Rangel mmrydd vyl
{Entar 7 digita) Fram oo Ty 'Gﬂ
_Search |
Bil Lawt Mama:
[Enter at jeact first bwo characters)
The Sebmiiied Docurnends SeRats will defaull o pour orpanizanon s proposnls whiot heve been submilited withint the fast 150 days. ek on Tame 1D fo view o
Frocess! Document, Sont resets by ciiolong the colurmn hitie

10 Dezumants foond, displaying 1 ba 10

1

tamg iy Ereeeal e £1 Mgme Prupaesd litle e
] Date

Gdd1iad 051408 Updatet Aiphaman, &an Test for Sept 1 CL/20/2005  githdrgm

§135371  DSI4SI5  Supplement Wiphamar, Lan Fules oi112005%, withdraw

i

Figure 2 Proposals/Supplements/File Updates/Withdrawals screen on the
Submitted Documents tab. The Withdraw link is circled.

3. Click Withdraw (Figure 2) on the row for the Supplemental Funding Request you
want to withdraw. The Proposal Withdrawal screen displays (Figure 3).
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i’;\ Propazal Withdrawal
Propussl Iaformation m

Proposd Nuuber o be Wikdraws 0514615
Titk:: Rwbes

Withdrawal Type (Choosr omer
O Withdrae Duplcats Proposal
Yoty st emier the proposal mesbey that yom wnh N5F o 1einin
) Funding Eksewhers
& Ortteer {Please Exploen

[ the fext box below, trpe o maboasle for withdemwal. You may rype peat doecly g0 e bon, of eut &ad pasie fom ot apkcton
Rationale for Wirkdrawal

e -z
| Save || Submi | | Cencel |

Figure 3 Proposal Withdrawal screen with the Rationale for Withdrawal
text box. The Submit button is circled.

4. Under Wiithdrawal Type (Figure 3), click the radio button for Funding
Elsewhere or Other.

5. In the Rationale for Withdrawal text box (Figure 3), type or copy and paste a
detailed reason or reasons for withdrawing the Supplementary Funding Request.

6. Click the Submit button (Figure 3). The Proposal Withdrawal screen displays
(Figure 4) with a message for you to confirm that you want to withdraw the
Supplemental Funding Request from NSF.

& Proposal Withdrawal

Proposal Information m

Proposal Number to be Withdrawn 0514615
Title- Ruoles

Submttng this N otfication of Proposal Withdrawal will resolt in the withdrawal of a proposal from the NSF

Are yvou sure that you want to submit this Notification of Proposal Withdrawal?

Figure 4 Proposal Withdrawal screen with a message for you to confirm
that you want to withdraw the Supplemental Funding Request. The OK
button is circled.
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7. Click the OK button (Figure 4). The Proposal Withdrawal Successful screen
displays (Figure 5) with the message that the Supplemental Funding Request has
been withdrawn from NSF consideration.

A Proposal Withdrawal Successful

The proposal was successfilly withdrawmn from FastLane, and your notification was submitted.
Chek on "Return to SPO Submission™ button to retumn to the SPO Subrmussion screen

[ Heturm to SH Submission ]

Figure 5 Proposal Withdrawal Successful screen.
8. Click the Return to SPO Submission button (Figure 5). The

Proposals/Supplements/File Updates/Withdrawals screen displays on the
Submitted Documents tab (Figure 1).
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Forms for Supplemental Funding Request

Forms for a Supplemental Funding Request
Introduction

The Supplementary Funding Request has the following forms for completion:
Summary of Proposed Work (required)

Budgets (Including Justification) (required)

Add/Delete Senior Personnel

Justification for Supplement (required)

Supplementary Documents

Revised Expiration Date
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Summary of Proposed Work for a Supplemental
Funding Request

1. Access the Form Preparation screen (Figure 1) (see Prepare a Supplementary
Funding Request or Edit a Supplementary Funding Request as an SPO).

Form Preparation

To prepare a form, click on the appropriate button below

———Fom Saved Form
E Summary Of Proposed “mk 'E: Justification For Supplement
(GO Budgets (nchuding Tustfication) (69 Supplementary Docs
NA (BRI Rivised Fxpaion Diats GF apphcabie)

[68] AddTelete Noa Co-PI Senior Personnel

Figure 1 Form Preparation screen. The Go button for Summary of Proposed
Work is circled.

2. On the Form Preparation screen (Figure 1), click the Go button for Summary of
Proposed Work. The Summary of Proposed Work screen displays (Figure 2).

Summary Of Proposed Work
Enter text for the Summary Of Proposed Work or chick on "Transfer File® to upload a file

S -

."\[JSa'-'e Tent- || Delete Text | Transfer File |

Figure 2 Summary of Proposed Work screen. The Save Text button is
circled.

You have these options:
e Enter the Summary of Proposed Work in the text box

e Upload the Summary of Proposed Work
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Enter the Summary of Proposed Work in the Text Box

1. On the Summary of Proposed Work screen (Figure 2) in the Summary of
Proposed Work box, type in or copy and paste the Summary of Proposed Work.

2. Click the Save Text button (Figure 2). A screen displays (Figure 3) with a
message that the Summary of Proposed Work is saved.

Data for Summary Of Proposed Work form saved.

Figure 3 Screen with the message that the Summary of Proposed Work is
saved.

3. Click the OK button (Figure 3). The Form Preparation screen displays (Figure
1).

Upload the Summary of Proposed Work

On the Summary of Proposed Work screen (Figure 4), click the Transfer File
button. The Summary of Proposed Work File Upload screen displays (Figure 5).
See Upload a File for directions.

Summary Of Proposed Work
Enter text for the Summary Of Proposed Work or click on "Transfer File" to upload a file

-~

| Save Tex Delete Text | { TransferFile ]

Figure 4 Summary of Proposed Work screen. The Transfer File button is
circled.
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Summary Of Proposed Work
MNEW! File uploads no longer have to be in PDF format!

In addmon to PDF files, users can now upload a vanety of word-processor fles and PostScnpt files
Theze files will automancally be corvested to FDE formar

Follevar thus bk for a hat of Supported file formats (Opens new wmdow)
Follow thus bnk for New Upload Instrurtions (Opens new weadow)

Enter the name and location of the fle to upload
of chick on the Browse button to 2elect the fle to upload

| Browse.. |

Upload File

Figure 5 Summary of Proposed Work File Upload screen.

If a Summary of Proposed Work has already been uploaded, when you click the Go
button for Summary of Proposed Work on the Form Preparation screen, the
Summary of Proposed File Upload screen displays (Figure 6) with these options:
= Display Current Summary of Proposed Work
e Delete Current Summary of Proposed Work
 Upload a New Summary of Proposed Work (This option automatically replaces
the already uploaded file.)

Summary Of Proposed Work

MEW! File uploads no longer have ta he in PDF format]

In addmion to FPOT files, users can now wpload a vanety of word-processer files and PostZenpt files These Gles wall
autcmabcalty be converted to FOF Eormat

Fallaw thes hnk: for & hat of Supported e lormats :-}].'-:'us reEwr o
Fallewr thig bnk for Nenw Upload Instroetons (Opens new wandaw)

Mote Clicking on the Dhaplay Curent Summary OFf Propesed Work batton will dsplay a FDF document in this wedes
Cince wou have rewewed the document, chck on the browesr's “Back” button to retom to this page

I Chaglay Cunant Summany Of Fropissd Wik |

| Ciglate Cunent Summeny 0 Froposed 'osk |
S 234361 Last mod Wed Ang 17 14:13:14 EDT 2004 Pages:1

Figure 6 Summary of Proposed Work File Upload screen with the options
to view and delete the uploaded Summary of Proposed Work.

Display Current Summary of Proposed Work

Click the Display Current Summary of Proposed Work button (Figure 6). The
previously uploaded Summary of Proposed Work displays in PDF format. If you need
to download Adobe Reader, see Adobe Reader for FastlLane.

Delete Current Summary of Proposed Work

1. Click the Delete Current Summary of Proposed Work button (Figure 6). A
screen displays with the message for you to confirm that you want to delete the
file.

2. Click the OK button. The Form Preparation screen displays.
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Upload a New Summary of Proposed Work

Follow the directions in Upload a File. Uploading a new Summary of Proposed Work
automatically replaces the previously uploaded file.

Enter a New Summary of Proposed Work in the Text Box

If a Summary of Proposed Work has already been uploaded and you want to enter a

new Summary of Proposed Work in the text box, do the following:

1. Click the Delete Current Summary of Proposed Work button (Figure 6). A
screen displays with a message for you to confirm that you want to delete the
file.

2. Click the OK button. The Summary of Proposed Work File Upload screen
displays.

3. Return to the Form Preparation screen.

4. Click the Go button for Summary of Proposed Work. The Summary of Proposed
Work screen redisplays with the text box. See Enter the Summary of Proposed
Work in the Text Box.
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Budgets (Including Justification) for a Supplemental

Funding Request

1. Access the Form Preparation screen (Figure 1) (see Prepare a Supplementary
Funding Request or Edit a Supplementary Funding Request as an SPO).

Form Preparation

To prepare a form, chck on the appropnate button balow:.

Form Saved Form
EEl Summary Of Proposed Work GO| Justfication For Supplement
“_.. 8 R,
. "-*L_"" Budgets (Inchiding Justification) ! GO Supplementary Docs
@ ;uid Delete Non CD-P-IEenn:rr Personmel NiA

E Revised Exprraton Date (i applicable)

Figure 1 Form Preparation screen. The Go button for Budgets (Including
Justification) is circled.

2. On the Form Preparation screen (Figure 1), click the Go button for Budgets
(Including Justification). The Project Budget screen displays (Figure 2). See
Budgets (Including Justification) and Create a Budget, Step 2 for instructions on
how complete a budget for the subawardee organization.

Project Budget
Organization Year Amount Delete  Last Mod. Date
National Science Foundation
Add Year Budget Justificahon

Add Anoiher Crganization & K

|  Delete Checked Years) |

Figure 2 Project Budget screen.
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Add/Delete Non-Co-PI Senior Personnel for a

Supplemental Funding Request

1. Access the Form Preparation screen (Figure 1) (see Prepare a Supplementary
Funding Request or Edit a Supplementary Funding Request as an SPO).

Form Preparation

To prepare a form, chck on the appropniate button below

Form Saved Form
[60) Summary Of Proposed Werk [G8) Justification For Supplement
GO Budsets (Inchuding Justificaion) (9] Supplementary Docs
¢ ?—DT AddDelete Non Co-P1 Senior Pmam;i'_'__-. N/A [G8] Beviced Expication Date ( spphicabie)

— o

Figure 1 Form Preparation screen. The Go button for Add/Delete Non-Co-
P1 Senior Personnel is circled.

2. On the Form Preparation screen (Figure 1), click the Go button for Add/Delete
Non-Co-Pl Senior Personnel. The Add/Delete Non-Co-Principal Investigator
(Co-PIl) Senior Personnel Assigned to Proposal screen displays (Figure 2).

See Add/Delete Non-Co-PIl Senior Personnel for instructions on completing the
form.

Adld Trelete Non Co-Principal Investigator (Co-FI)
Senior Personnel Assigued to Proposal

To Dielete a Non Co-FI Sendor Personnel assigned to Froposal #644 3558 select the person's name from
the st bedow and prezs the ‘Thelete NMon ('e-FI Semor Person Froan Proposal” butten

Seleet a name to remove a8 a Senior Personne|

Aian Aphaman

| Dielete Mon Co+1 Sanior Ferson From Froposal ]

To Add a new Non Co-FI Sentor Personmel to proposal #6443558, type the namme of the person = the
felds below and chick the "Add Nen Co-FI Senior Pergoan to Fropezal' button

Enter the Sret name, middle suhal, and last name.
Firat Bama

Middle Iretial

Last Flame:

[ Sdd Non Co-F Senior Parson lo Piopaosal I

Figure 2 Add/Delete Non-Co-Principal Investigator (Co-Pl) Senior
Personnel Assigned to Proposal screen.
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Justification for a Supplemental Funding Request

1. Access the Form Preparation screen (Figure 1) (see Prepare a Supplementary
Funding Request or Edit a Supplementary Funding Request as an SPO).

Form Preparation

To prepare a form, click on the approprate button below

Form Saved s —  Form
|G__D| Summary Of Proposed Waork G0 Tustification For Supplement
[GD] Budgets (Inchding Justification) [[E-.O] Slq:plzmmtarj; an';_
GO} AddDelete Non Co-Pl Senior Personnel NA [GO] Revised Expiration Date (if apphicable)

Figure 1 Form Preparation screen. The Go button for Justification for
Supplement is circled.

2. On the Form Preparation screen (Figure 1), click the Go button for Justification
for Supplement. The Justification for Supplement screen displays (Figure 2).

Justification For Supplement
Enter text for the Justfication For Supplement or click on "Transfer File" to upload a file

'-l EEVETEM‘"]Z'l Delete Text ] [ Transfar File

Figure 2 Justification for Supplement screen. The Save Text button is
circled.

You have these options:
e Enter the Justification for Supplement in the text box
= Upload the Justification for Supplement

Enter the Justification for Supplement in the Text Box

1. On the Justification for Supplement screen (Figure 2), type in or copy and
paste the Justification for Supplement in the Justification for Supplement box.

2. Click the Save Text button (Figure 2). A screen displays (Figure 3) with a
message that the Justification for Supplement data is saved.
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Diata for Tustification For Supplement form saved.

Figure 3 Screen with a message that the Justification for Supplement is
saved.

3. Click the OK button (Figure 3). The Form Preparation screen displays (Figure
1).

Upload the Justification for Supplement

On the Justification for Supplement screen (Figure 4), click the Transfer File
button. The Justification for Supplement File Upload screen displays (Figure 5).
See Upload a File for directions.

Justification For Supplement
Enter text for the Justthicaton For Supplement or chick on ™ [ranster File” to upload a file

| Save Tex | | Daleta Taxt t”| Transfer Fila |‘:-

—

Figure 4 Justification for Supplement screen. The Transfer File button is
circled.
Justification For Supplement
MEW! File uploads no longer have to be in PDF format!

In addivon to FDOF fles, users can now upload a vanety of word-processor files and PostSerpt files
These files will avtomatically be converted to PDF formar.

Followe this bnk: for a bat of Supported file formats {Opens new window)

Follow this link for New Upload Instructions (Opens new window)

Enter the name and location of the file to upload
or chick on the Browse button to select the file to upload
[Biowse... |
Upload File
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Figure 5 Justification for Supplement File Upload screen.

If a Justification for Supplement has already been uploaded, when you click the Go
button for Justification for Supplement on the Form Preparation screen, the
Summary of Proposed File Upload screen displays (Figure 6) with these options:
- Display Current Justification for Supplement
e Delete Current Justification for Supplement
 Upload a New Justification for Supplement (This option automatically replaces
the already uploaded file.)

Justification For Supplement
IEW! File uploads no longer have to be in PDF format!

In addmon to FDF Bes, users can now upload a vanety of word-processor Glas and PostScnpt files. Theps Bles wall
mutomnatically be comverted to FDF formmat

Felow this bink for & Hat of Supported e formars (Opens nesy wandow)

Follow tus Imk For Mimw Uplond Instroctions (Opens new smdow)
MNote: Clhicking on the Diwsplay Corrent hesthcaton For Supplement button sall displas & PDF document m thee vandow
Cinee ywou have reviewed the docurnent, elick oo the browser's "Back” bultan 1o reten bo tins page
I Chzpéay Cunanl Justication Fos Supglanien ]
I Diedete Cumerd Justficatan Far Supplemsrt I

Size 234361 Last mod Wed Aug 11 142431 EDT 2004 Pages 1

Figure 6 Justification for Supplement File Upload screen with options to
view and delete the uploaded Justification.

Display Current Justification for Supplement

Click the Display Current Justification for Supplement button (Figure 6).The
previously uploaded Justification for Supplement displays in PDF format. If you need
to download Adobe Reader, see Adobe Reader for FastlLane.

Delete Current Justification for Supplement

1. Click the Delete Current Justification for Supplement button (Figure 6). A
screen displays with the message for you to confirm that you want to delete the
file.

2. Click the OK button. The Form Preparation screen displays.

Upload a New Justification for Supplement

Follow the directions in Upload a File. Uploading a new Justification for Supplement
automatically replaces the previously uploaded file.

Enter a New Justification for Supplement in the Text Box

If a Justification for Supplement has already been uploaded and you want to enter a
new Justification for Supplement in the text box, do the following:

1. Click the Delete Current Justification for Supplement button (Figure 6). A

screen displays with a message for you to confirm that you want to delete the
file.
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. Click the OK button. The Justification for Supplement File Upload screen
displays.

. Return to the Form Preparation screen.

. Click the Go button for Justification for Supplement. The Justification for

Supplement screen redisplays with the text box. See Enter the Justification for
Supplement in the Text Box.
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Supplementary Documents for a Supplemental
Funding Request

1. Access the Form Preparation screen (Figure 1) (see Prepare a Supplementary
Funding Request or Edit a Supplementary Funding Request as an SPO).

Form Preparation

To prepare a form, click on the appropnate button below

Form Saved Form
l@ Summary OF Propoded Wark lq_'?_ Tustification For Supplement
@ Budgets (Inchadng Justification) -lﬂ, Supplementary D-:n:s:_t_:
GO] AddDelete Non Co-PI Senior Perscmnel~~~ N/A (GO] Revised Expiration Date (i applicable)

Figure 1 Form Preparation screen. The Go button for Supplementary Docs
is circled.

2. On the PI Transfer Form Preparation screen (Figure 1), click the Go button for
Supplementary Docs. The Supplementary Docs screen displays (Figure 2). You
have two options on this screen:

e Enter Supplementary Documents in the text box
< Upload Supplementary Documents

Supplementary Docs
Enter text for the Supplementary Does or click on "Transfer File® to upload a fils

Encer the TeXT ?'.E!E.I

e —
- e

( i eisaint] i

Figure 2 Supplementary Docs screen. The Save Text button is circled.

Enter Supplementary Documents in the Text Box

1. Type in or copy and paste the Supplementary Document in the text box
(Figure 2).

2. Click the Save Text button (Figure 2). A screen displays (Figure 3) with the
message that the Supplementary Document data is saved.

48



Supplemental Funding Request

Data for Supplementary Docs form saved @

Figure 3 Screen with the message that the Supplementary Document text
has been saved.

4. Click the OK button (Figure 2). The Form Preparation screen displays.

Upload Supplementary Documents

1. On the Supplementary Docs screen (Figure 4), click the Transfer File button.
The Supplementary Document File Upload screen displays (Figure 5). See
Upload a File for directions.

Supplementary Docs
Erer teat for the Supplementary Docs or chick on "Transfer File® to upload a e

| SeveTes | | DeleteTea | “Transter File |‘:

Figure 4 Supplementary Docs screen. The Transfer File button is circled.

Supplementary Documenis
WEW! File uplaads wo longer have to he in PDF formar!

In additicn to PIDF filss, nsers can now spload & veeeety of word-processor s and PostSonpt fles. These files will automatically be
camverted ta PDF format

Fallow tlus link for 2 st of Supported file formats (Opens new windaw)
Follew this bnde for Mew Upload Insiroctions (Opens new wesdow)

Enter the name and location of the = to npload
or chick om the Browsae button to select the file to upload

Biowse__ |
| Upload Fis

Figure 5 Supplementary Documents File Upload screen.
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Once the Supplementary Document has been uploaded, the Supplementary
Document File Upload screen displays as in Figure 6.

Supplementary Documents
EW! File splaads a0 longer have io be i POF formai!
I= sdSimon ro PDF fles, s oo oow epload a veeiery of word- processor e mad PostSorioe Bies. Theps fil=s will antomasically be comverted to POF formai
Fallorw tin bnk: for 2 st of Sapperied file inrmass (Dpms sew window)
Follow the ok for S ew Upload Lastrurtiess {Opens new window )
Nsde: Clicking oa the Dirplyy Carrert Supphementars Dors busion will displyye 3 PDF documnent in this windnw
Tmce v bave reviereed the document, dick on the brooser's Back” buson to retom 6o this page

Cueiesl dosisients ts diplsy
P

| D spiay Cursm Supplemesiany Docs |

Crent docusissis 1o delas
1

[ Coeinte Caner Suppamsany Docs ]

Enier the pure and location of ge fle so oplosd
of cBck o the Browse beiion o selecs the 2 1o npboad
| Lot
s

Figure 6 Supplementary Document File Upload screen after a file has been
uploaded.

This screen gives you these options:
= Display Current Supplementary Docs
e Delete Current Supplementary Docs
e Upload a Supplementary Document

Note: Uploading a new Supplementary Document will not result in deleting a
previously uploaded file.

Display Current Supplementary Docs

1. On the Supplementary Document File Upload screen (Figure 6), highlight the
Supplementary Document you want to view in the list.

2. Click the Display Current Supplementary Docs button (Figure 6). The file
displays in PDF format. If you need to download Adobe Reader, see Adobe
Reader for FastlLane.

Delete Current Supplementary Docs

1. On the Supplementary Document File Upload screen (Figure 6), highlight the
Supplementary Document you want to delete in the list.

2. Click the Delete Current Supplementary Docs button (Figure 6). A screen
displays asking you to confirm that you want to delete the file.
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3. Click the OK button. The Form Preparation screen displays.

Upload a Supplementary Document

Follow the directions in Upload a File. Uploading a new file will not replace any
previously uploaded files.

Enter a New Supplementary Document in the Text Box

If a Supplementary Document has already been uploaded and you want to write a

new Supplementary Document in the text box, do the following:

1. On the Supplementary Document File Upload screen (Figure 6), click the
Delete Current Project Summary button. A screen displays with a message for
you to confirm that you want to delete the file.

2. Click the OK button. The Supplementary Docs File Upload screen displays
(Figure 6).

3. Return to the Form Preparation screen.

4. Click the Go button next to Supplementary Docs. The Supplementary Docs
screen displays with the text box. See Enter the Supplementary Document in the
Text Box.
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Revised Expiration Date for Supplemental Funding
Request

1. Access the Form Preparation screen (Figure 1) (see Prepare a Supplementary
Funding Request or Edit a Supplementary Funding Request as an SPO).

Form Preparation

To prepare a form, chck on the appropriate button below

s i

Form Saved Form
@ Summnary OF Proposed Work @ Justification For Supplement
@l Budpets (Inchoding Jostification) __ Supplementary Docs-
[G0] AddDelete Non Co-Pl Senior Perscnnel NA ¢ _':'[:éDJ Revised Expiration Diate ( agplicable) 3

Figure 1 Form Preparation screen. The Go button for Revised Expiration
Date is circled.

2. On the Form Preparation screen (Figure 1), click the Go button for Revised
Expiration Date. The screen displays (Figure 2) for you to enter the revised
expiration date.

Award Number 0413531 Award Ameount 0 Exprabon Date: 08/01/2004
Title: Richs SEIR supplemental funding reqguest
Frincipal Invesngator/Froject Director: Alphaman, Alan

Current Experanon Date: 08012004
Proposed fdditional Duration (In monthsy, 10]
Fewnsed Expirabon Date: 050172005

6

Figure 2 Screen for entering the proposed additional duration of the award.

3. In the Proposed Additional Duration box (Figure 2), type the number of
months for an extension of the award.
4. Click the OK button (Figure 2). The screen displays again with the number you

typed.
5. Click the browser back button to return to the Form Preparation screen (Figure

1).
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