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Honorary Awards 
Honorary Awards Introduction 
  
  
In the Honorary Awards module, researchers can submit nominations and references/letters 
of support for nominees for the following NSF awards: 
• Alan T. Waterman Award: An annual award that recognizes an outstanding young 

researcher in any field of science or engineering supported by the National Science 
Foundation 

• National Medal of Science: A Presidential award bestowed on individuals "deserving of 
special recognition by reason of their outstanding contributions to knowledge in the 
physical, biological, mathematical, engineering, or social and behavioral sciences." NSF 
manages this award on behalf of the White House. 

• Vannevar Bush Award: An annual award that recognizes an individual who, through 
public service activities in science and technology, has made an outstanding 
"contribution toward the welfare of mankind and the nation" 

• National Science Board Public Service Award: An annual award that recognizes people 
and organizations who have increased the public understanding of science or 
engineering 

  
The Alan T. Waterman Award, the National Medal of Science and the Vannevar Bush Award 
require references. When you prepare a nomination for any of these awards, you are 
required to indicate the names and contact information for the individuals who will submit a 
reference on behalf of your nominee. As a nominator you are responsible for ensuring that 
your suggested references submit their information in a timely manner. 
  
Nomination for the National Medal of Science, the Vannevar Bush and the National Science 
Board Public Service award meriting final consideration may be carried over for a period of 3 
years, including the year of nomination. After that time, you may renominate the candidate 
for later consideration, if he or she is still eligible. For the Alan T. Waterman award, only 
nominations classified as “Top Performer” are carried over an additional year. For questions 
regarding eligibility for the Alan T. Waterman award, please contact the Honorary Awards 
Specialist listed for the award. 
  
After you have submitted a nomination, you cannot change it through FastLane. You must 
contact the Honorary Awards Specialist listed for the award. 
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Honorary Awards Introduction 
  
  
In the Honorary Awards module, researchers can submit nominations and references/letters 
of support for nominees for the following NSF awards: 
• Alan T. Waterman Award: An annual award that recognizes an outstanding young 

researcher in any field of science or engineering supported by the National Science 
Foundation 

• National Medal of Science: A Presidential award bestowed on individuals "deserving of 
special recognition by reason of their outstanding contributions to knowledge in the 
physical, biological, mathematical, engineering, or social and behavioral sciences." NSF 
manages this award on behalf of the White House. 

• Vannevar Bush Award: An annual award that recognizes an individual who, through 
public service activities in science and technology, has made an outstanding 
"contribution toward the welfare of mankind and the nation" 

• National Science Board Public Service Award: An annual award that recognizes people 
and organizations who have increased the public understanding of science or 
engineering 

  
The Alan T. Waterman Award, the National Medal of Science and the Vannevar Bush Award 
require references. When you prepare a nomination for any of these awards, you are 
required to indicate the names and contact information for the individuals who will submit a 
reference on behalf of your nominee. As a nominator you are responsible for ensuring that 
your suggested references submit their information in a timely manner. 
  
Nomination for the National Medal of Science, the Vannevar Bush and the National Science 
Board Public Service award meriting final consideration may be carried over for a period of 3 
years, including the year of nomination. After that time, you may renominate the candidate 
for later consideration, if he or she is still eligible. For the Alan T. Waterman award, only 
nominations classified as “Top Performer” are carried over an additional year. For questions 
regarding eligibility for the Alan T. Waterman award, please contact the Honorary Awards 
Specialist listed for the award. 
  
After you have submitted a nomination, you cannot change it through FastLane. You must 
contact the Honorary Awards Specialist listed for the award. 
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Register for Honorary Awards 
  
1.      On the FastLane Home Page screen (Figure 1), click Honorary Awards. The 

Honorary Awards screen displays (Figure 2). 
  

 
  

Figure 1   FastLane Home Page screen. The Honorary Awards link is circled. 
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Figure 2   Honorary Awards screen. The Register Here link and the register and 
create your Honorary Awards user account link is circled. 

  
2.      To create an account, click on Register Here or the register and create an 

Honorary Awards user account link.   (Figure 2). The Rules of Behavior screen 
displays (Figure 3). 
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Figure 3   Rules of Behavior screen. The check mark box and the Accept button are 
circled. 

  
3.      Read the Rules of Behavior (Figure 3). 
4.      Click the check mark box for Accept (Figure 3) to accept the Rules of Behavior (You 

cannot continue to register if you do not accept). 
5.      Click the Accept button (Figure 3). The Register User screen displays (Figure 4). On 

the Register User screen (Figure 4), enter the following information in the appropriate 
boxes: 

• First name 
•  Last name 
• Address 
• City 
• Zip code (optional) 
•  State 
• Country 
• International postal code (optional) 
• Email 
• Phone number 
• Fax number (optional) 
• Organization 
• User Name 
• Password (see Password Requirements) 
•  Confirm password—Retype your password. 
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Figure 4   Register User screen. The Submit button is circled. 
  

6.      Click the Submit button (Figure 4). The Confirm Register User screen displays 
(Figure 5). 
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Figure 5   Confirm Register User screen. The Confirm button is circled. 
  
7.      Click the Confirm button (Figure 5). The Confirmation screen displays (Figure 6). 

  

 
  

Figure 6   Confirmation screen. 
  
8.      Click Back to Main (Figure 6). The Honorary Awards screen displays (Figure 7). You 

can now begin to nominate an individual or to write a reference for an individual for one 
of the four awards. 
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Figure 7   Honorary Awards screen. 

8 



pd_honorary_awards 

Log In to Honorary Awards 
  
To log in, you must be registered for Honorary Awards. See Register for Honorary Awards. 
  
1.      On the FastLane Home Page screen (Figure 1), click Honorary Awards. The 

Honorary Awards Login screen displays (Figure 2). 
  

 
  

Figure 1   FastLane Home Page screen. The Honorary Awards link is circled. 
  

  
Figure 2   Honorary Awards Login screen. The Log In button is circled. 

  
2.      In the Login section (Figure 2), type the following in the boxes provided: 
3.      User name (which you assigned to yourself when you registered) 
4.      Password (which you set when you registered) 
5.      Click the Login button (Figure 2). The Honorary Awards screen displays (Figure 3). 

You have options to submit nominations for the following awards: 
• Alan T. Waterman Award 
• National Medal of Science 
• Vannevar Bush Award 
• National Science Board Public Service Award 
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Figure 3   Honorary Awards screen. 
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Alan T. Waterman Award 

Alan T. Waterman Award Introduction 
  
The Alan T. Waterman Award is given annually in recognition of an outstanding young 
researcher in any field of science or engineering supported by the National Science 
Foundation. 
  
You have the following options in preparing an Alan T. Waterman Award: 
• View the award criteria 
• Find background information on the award 
• Get the listing of the award's past winners 
• Prepare a nomination for the award 
  
If you have been designated to write a reference for a nominee for the Alan T. Waterman 
Award, see Prepare a Waterman Reference. 
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Alan T. Waterman Award Introduction 
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• View the award criteria 
• Find background information on the award 
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View Award Criteria for Alan T. Waterman Award 
  
1.      Access the Honorary Awards screen (Figure 1) (see Register for Honorary Awards or 

Log In to Honorary Awards). 
  
  

Figure 1   Honorary Awards screen. The Alan T. Waterman Award link is circled. 
  
2.      On the Honorary Awards screen (Figure 1), click Alan T. Waterman Award. The 

Alan T. Waterman Award screen displays (Figure 2). 
  
Figure 2   Alan T. Waterman Award screen. The View Award Criteria link is circled. 
  
3.      Click View Award Criteria (Figure 2). The Award Selection Criteria screen displays 

(Figure 3) with the formal criteria for the award. 
  

 
  

Figure 3   Award Selection Criteria screen. 
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Find Background Information on Alan T. Waterman Award 
  
1.      Access the Honorary Awards screen (Figure 1) (see Register for Honorary Awards or 

Log In to Honorary Awards). 
  

 
  

Figure 1   Honorary Awards screen. The Alan T. Waterman Award link is circled. 
  
2.      On the Honorary Awards screen (Figure 1), click Alan T. Waterman Award. The 

Alan T. Waterman Award screen displays (Figure 2). 
  

 
  

Figure 2   Alan T. Waterman Award screen. The Alan T. Waterman Award 
Background link is circled. 

  
3.      Click Alan T. Waterman Award Background (Figure 2). The A. T. Waterman 

Award screen displays (Figure 3) in a new window with the background information on 
the award. 
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Figure 3   A. T. Waterman Award screen. 
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Past Winners of the Alan T. Waterman Award 
  
1.      Access the Honorary Awards screen (Figure 1) (see Register for Honorary Awards or 

Log In to Honorary Awards). 
  

 
  

Figure 1   Honorary Awards screen. The Alan T. Waterman Award link is circled. 
  

2.      On the Honorary Awards screen (Figure 1), click Alan T. Waterman Award. The 
Alan T. Waterman Award screen displays (Figure 2). 

  

 
  

Figure 2   Alan T. Waterman Award screen. The Past Winners link is circled. 
  
3.      Click Past Winners (Figure 2). The A. T. Waterman Award Recipients screen 

displays (Figure 3) in a new window. 
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Figure 3   A. T. Waterman Award Recipients screen. 
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Nomination for Waterman Award 

Prepare a Nomination for the Alan T. Waterman Award 
Introduction 
  
In preparing and submitting a nomination for the Alan T. Waterman Award, you can conduct 
the following activities: 

• Complete the Nomination Form 
• Submit a nomination 
• Save a nomination 
• Edit a saved nomination 
• View the entire nomination 
• View the nomination in PDF format 
• Submit a saved nomination 
• View the status of a reference 
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Prepare a Nomination for the Alan T. Waterman Award 
Introduction 
  
In preparing and submitting a nomination for the Alan T. Waterman Award, you can conduct 
the following activities: 

• Complete the Nomination Form 
• Submit a nomination 
• Save a nomination 
• Edit a saved nomination 
• View the entire nomination 
• View the nomination in PDF format 
• Submit a saved nomination 
• View the status of a reference 

19 



Complete the Nomination Form for the Alan T. Waterman Award 

Complete the Nomination Form for the Alan T. Waterman 
Award 
  
1.      Access the Honorary Awards screen (Figure 1) (see Register for Honorary Awards or 

Log In to Honorary Awards). 
  

 
  

Figure 1   Honorary Awards screen. The Alan T. Waterman Award link is circled. 
  

2.      On the Honorary Awards screen (Figure 1), click Alan T. Waterman Award. The 
Alan T. Waterman Award screen displays (Figure 2). 

  

 
  

Figure 2   Alan T. Waterman Award screen. The Prepare a New Nomination tab is 
circled. 

  
3.      Click the Prepare a Nomination tab (Figure 2). The Instructions for Preparing a 

Nomination screen displays (Figure 3) with general instructions for completing the 
nomination. 
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Figure 3   Instructions for Preparing a Nomination screen. The View Nomination 
Form Description link is circled. 

  
4.      To see the form requirements, click View Nomination Form Description (Figure 3). 

The Nomination Form Description screen displays (Figure 4) with a listing of all the 
components of the Nomination Form. 
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Figure 4   Nomination Form Description screen. The Back link is circled. 
  
5.      Click the Back button (Figure 4). The Instructions for Preparing a Nomination 

screen displays (Figure 5). 
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Figure 5   Instructions for Preparing a Nomination screen. The View Award Criteria 
button is circled. 

  
6.      Click the View Award Criteria button (Figure 5). The Award Selection Criteria 

screen displays (Figure 6). 
  

 
  

Figure 6   Award Selection Criteria screen. The Begin Nomination button is circled. 
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7.      Click the Begin Nomination button (Figure 6). The Nomination Form screen displays 
(Figure 7) with the Nomination Information section open. 

  

 
  

Figure 7   Nominee Information section of the Nomination Form screen. The Save 
and Continue button is circled. 

  
8.      In the Nomination Information section (Figure 7), enter the following information 

about the nominee in the appropriate boxes: 
• First name 
• Last name 
• Address 
•  City 
• State 
• Zip Code 
• Country 
• International postal code (optional) 
•  Phone number 
• Email address (optional) 
• Organization 
• Major discipline 
• Secondary discipline (optional) 
• Year of birth 
• Place of birth 

9.      Click the radio button for either U.S. citizen or Permanent Resident (Figure 7). 
10.  Click the Save and Continue button (Figure 7). (You can also click the Save button to 

save the form to complete later.) The Nomination Form screen displays (Figure 8) with 
the History and Citations section open. 
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Figure 8   History and Citations section of the Nomination Form screen. The Save 
and Continue button is circled. 

  
11.  In the Education section (Figure 8), enter the degrees that the nominee has received. 

For each degree, enter the following: 
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• Degree type 
• Major discipline 
• Specific discipline 
• Institution 
• Year 

12.  If you need to list more than three degrees, click Add More Degree Fields. More fields 
display. 

13.  In the Positions Held box (Figure 8), type the professional positions the nominee has 
held. 

14.  In the Honors box (Figure 8), type any honors the nominee has received. 
15.  In the Proposed Citation box (Figure 8), describe in one or two sentences the 

research the nominee is engaged in. 
16.  Click the Save and Continue button (Figure 8). (You can also click the Save button to 

save the form to complete it later.) The Nomination Form screen displays (Figure 9) 
with the Narrative section opened. 

  

 
  

Figure 9   Narrative section of the Nomination Form screen. The Save and Continue 
button is circled. 

  
17.  In the Narrative section (Figure 9), browse to and upload the nominee’s qualifications 

for the award. 
18.  Click the Save and Continue button (Figure 9). (You can also click the Save button to 

save the form to complete later.) The Nomination Form screen displays (Figure 10) 
with the Publications and Contributions section opened. 
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Figure 10   Publications and Contributions section of the Nomination Form screen. 
The Save and Continue button is circled. 

  
19.  In the Publications and Contributions section (Figure 10), browse to and upload 

publications and contributions. 
20.  Click the Save and Continue button (Figure 10). (You can also click the Save button 

to save the form to complete later.) The Nomination Form screen displays (Figure 11) 
with the References section opened. 
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Figure 11   References section of the Nomination Form screen. The Save and 

Continue button is circled. 
  
21.  In the References section (Figure 11), list at least four references who are not from 

the nominee’s organization and who are familiar with the technical aspects of the 
nominee’s work. For each reference, enter the following information in the appropriate 
boxes: 

• First name 
• Last name 
• Address 
• City 
• State 
• Zip code 
• Country 
• International postal code (optional) 
• Email 
• Phone number 
• Fax number (optional) 
• Organization 

  
You have now completed the Nomination form. You have these options: 

• Save the nomination to edit it or submit it later 
• Submit the nomination 
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Submit a Nomination for the Alan T. Waterman Award 
  
1.      Access the Nomination Form screen (Figure 1) with the Submit Nomination section 

open (see Complete the Nomination Form). 
  

 
  

Figure 1   Nomination Form screen. The Submit button is circled. 
  
2.      Click the Submit button (Figure 1). The Confirm Award Nomination Submission 

screen displays (Figure 2). 
  

 
  

Figure 2   Confirm Award Nomination Submission screen. The Confirm button is 
circled. 

  
3.      Click the Confirm button (Figure 2). The Confirmation screen displays (Figure 3) with 

the message that the nomination has been submitted. 
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Figure 3   Confirmation screen. 
  
4.      Click the Back to Award Homepage (Figure 3). The Alan T. Waterman Award 

screen displays (Figure 4) with the nomination listed with the status of Submitted. 
  

 
  

Figure 4   Alan T. Waterman Award screen with the nomination listed with the 
status of Submitted. 
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Save a Nomination for the Waterman Award 
  
After you have completed at least the first section of a nomination, you can save it for 
future work. 
  
1.      Access the Nomination Form screen (Figure 1) and complete at least the first section 

of the nomination (see Complete the Nomination Form). 
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Figure 1   Nomination Form screen open to the References section. The Save 

button is circled. 
  

2.      On the Nomination Form screen (Figure 1), click the Save button. The Nomination is 
saved, and the Nomination Form screen displays with the section open on which you 
clicked the Save button (Figure 2). 

  

 
  

Figure 2   Nomination Form screen after the nomination has been saved. 
  
The nomination is now listed on the Alan T. Waterman Award screen (Figure 3) with the 
status of In Progress. 
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Figure 3   Alan T. Waterman Award screen with the saved nomination listed with 

the status of In Progress. 
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Edit a Saved Nomination for the Alan T. Waterman Award 
  
1.      Access the Honorary Awards screen (Figure 1) (see Log In to Honorary Awards). 
  

 
  

Figure 1   Honorary Awards screen. The Alan T. Waterman Award link is circled. 
  

2.      On the Honorary Awards screen (Figure 1), click Alan T. Waterman Award. The 
Alan T. Waterman Award screen displays (Figure 2) with the saved nomination listed 
in the Work in Progress section. 

  

 
  

Figure 2   Alan T. Waterman Award screen. The link to the saved nomination is 
circled. 

  
3.      Click the nomination title (Figure 2). The Nomination Form screen displays (Figure 3) 

with the Nominee Information section open. On this screen, you can edit any section 
by clicking on the section title and then clicking the Save and Continue button or the 
Save button (see Complete the Nomination Form, Step 8 through Step 22, for detailed 
instructions on each section). 
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Figure 3   Nomination Form screen with the Nomination Information section open. 
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Submit a Saved Nomination for the Alan T. Waterman 
Award 
  
1.      Access the Honorary Awards screen (Figure 1) (see Log In to Honorary Awards). 
  

 
  

Figure 1   Honorary Awards screen. The Alan T. Waterman Award link is circled. 
  

2.      On the Honorary Awards screen (Figure 1), click Alan T. Waterman Award. The 
Alan T. Waterman Award screen displays (Figure 2) with the saved nomination in the 
Work in Progress section. 

  

 
  

Figure 2   Alan T. Waterman Award screen. The link to the saved nomination is 
circled. 

  
3.      Click the nomination title (Figure 2). The Nomination Form screen displays (Figure 3). 
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Figure 3   Nomination Form screen. The View Saved Nomination link is circled. 
  

4.      Click View Saved Nomination (Figure 3). The View Entire Nomination screen 
displays (Figure 4). 
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Figure 4   View Entire Nomination screen. The Submit button is circled. 
  
5.      Click the Submit button (Figure 4). The Confirm Award Nomination Submission 

screen displays (Figure 5). 
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Figure 5   Confirm Award Nomination Submission screen. The Confirm button is 
circled. 

  
6.      Click the Confirm button (Figure 5). The Confirmation screen displays (Figure 6) with 

the message that the nomination has been submitted. 
  

 
  

Figure 6  Confirmation screen. 
  
7.      Click Back to Award Homepage (Figure 6). The Alan T. Waterman Award screen 

displays (Figure 7) with the nomination listed with the status Submitted.  
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Figure 7   Alan T. Waterman Award screen with the nomination now listed with the 

status of Submitted. 
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View an Entire Nomination for the Alan T. Waterman 
Award 
  
1.      Access the Honorary Awards screen (Figure 1) (see Log In to Honorary Awards). 
  

 
  

Figure 1   Honorary Awards screen. The Alan T. Waterman Award link is circled. 
  

2.      On the Honorary Awards screen (Figure 1), click Alan T. Waterman Award. The 
Alan T. Waterman Award screen displays (Figure 2). 

  

 
  

Figure 2   Alan T. Waterman Award screen. The link to the saved nomination is 
circled. 

  
3.      Click the nomination title (Figure 2). The Nomination Form screen displays (Figure 3). 
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Figure 3   Nomination Form screen. The View Saved Nomination link is circled. 
  

4.      Click View Saved Nomination (Figure 3). The View Entire Nomination screen 
displays (Figure 4). You can edit from this screen also by clicking the Edit button for any 
section. 
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Figure 4   View Entire Nomination screen. 
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View a Nomination in PDF for the Alan T. Waterman Award 
  
1.      Access the View Entire Nomination screen (Figure 1) (see View Entire Nomination). 
  

 
  

Figure 1   View Entire Nomination screen. The View PDF link is circled. 
  

2.      On the View Entire Nomination screen (Figure 1), click View PDF. The nomination 
displays in PDF format in a new window (Figure 2). 

  

 
  

Figure 2   Nomination in PDF format in a new window. The Save and Print icons 
are circled. 

  
3.      Click the Save icon (Figure 2) to save the nomination to your computer. 
4.      Click the Print icon (Figure 2) to print the nomination. 
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View the Status of a Reference for the Alan T. Waterman 
Award 
  
1.      Access the Honorary Awards screen (Figure 1) (see Log In to Honorary Awards). 
  

 
  

Figure 1   Honorary Awards screen. The Alan T. Waterman Award link is circled. 
  

2.      On the Honorary Awards screen (Figure 1), click Alan T. Waterman Award. The 
Alan T. Waterman Award screen displays (Figure 2). 

  

 
  

Figure 2   Alan T. Waterman Award screen. The View Reference Status link is 
circled. 
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3.      Click View Reference Status (Figure 2). The View Reference Status List screen 
displays (Figure 3) with the references listed with their status listed as Received or Not 
yet Received.  

  

 
  

Figure 2   View Reference Status List screen. 
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Reference for Waterman Award 

Prepare a Reference for a Nominee for the Alan T. 
Waterman Award 
  
In preparing and submitting a reference for a nominee for the Alan T. Waterman Award, you 
can conduct the following activities: 

• Complete the Reference Form 
• Submit a reference 
• Save a reference 
• Edit a saved reference 
• View the entire reference 
• View the reference in PDF format 
• Submit a saved reference 
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Prepare a Reference for a Nominee for the Alan T. 
Waterman Award 
  
In preparing and submitting a reference for a nominee for the Alan T. Waterman Award, you 
can conduct the following activities: 

• Complete the Reference Form 
• Submit a reference 
• Save a reference 
• Edit a saved reference 
• View the entire reference 
• View the reference in PDF format 
• Submit a saved reference 
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Complete the Reference Form for the Alan T. Waterman 
Award 
  
To prepare a reference for the Waterman Award, you must first register for Honorary 
Awards. See Register for Honorary Awards. 
  
1.      Access the Honorary Awards screen (Figure 1) (see Register for Honorary Awards or 

Log In to Honorary Awards). 
  

 
  

Figure 1   Honorary Awards screen. The Alan T. Waterman Award link is circled. 
  
2.      On the Honorary Awards screen (Figure 1), click Alan T. Waterman Award. The 

Alan T. Waterman Award screen displays (Figure 2). 
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Figure 2   Alan T. Waterman Award screen. The Prepare a New Reference tab is 
circled. 

  
3.      Click the Prepare a New Reference tab (Figure 2). The Instructions for Preparing 

a Reference screen displays (Figure 3). 
  

 
  

Figure 3   Instructions for Preparing a Reference screen. The View Required 
Information for the Reference link is circled. 

  
4.      To see the form requirements, click View Required Information for the Reference 

(Figure 3). The Required Information for the Reference screen displays (Figure 4) 
with a listing of all the components of the reference. 
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Figure 4   Required Information for Reference screen. The Back button is circled. 
  
5.      Click the Back button (Figure 4). The Instructions for Preparing a Reference screen 

displays (Figure 5). 
  

 
  

Figure 5   Instructions for Preparing a Reference screen. The Begin the Reference 
button is circled. 

  
6.      Click the Begin the Reference button (Figure 5). The Reference Form screen 

displays (Figure 6) with the Nominee Information section open. 
  

 
  
Figure 6   Reference Form screen with the Nominee Information section open. The 

Save and Continue button is circled. 
  

7.      Enter the required information in the appropriate boxes (Figure 6): 
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• First name 
• Last name 
• Major discipline 
• Organization 

8.      Click the Save and Continue button (Figure 6). The Reference Form screen displays 
(Figure 7) with the Nominee Description section open. 

  

 
  

Figure 7   Reference Form screen with the Nominee Description section open. The 
Save and Continue buttons are circled. 
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9.      In the How long have you know the nominee box (Figure 7), type the number of 
years you have known the nominee. 

10.  In the What Capacity box (Figure 7), type a description of the capacity in which you 
have known the nominee. 

11.  In the What has the nominee accomplished box (Figure 7), type a description of the 
nominee’s accomplishments and how they have changed the nominee’s field of research. 

12.  In the If the nominee worked as part of a team box (Figure 7), type a description of 
the nominee’s leadership role. 

13.  In the Ratings section (Figure 7), click a radio button to rate the nominee on the scale 
given. 

14. In the Additional Information section (Figure 7), upload any additional information 
you would like to submit regarding the nominee, including a letter of reference. Please 
note: this section is optional and on should save before uploading any information. 

  
You have now completed the Reference Form. You have these options: 

• Save the reference to edit it or submit it later 
• Submit the reference 
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Submit a Reference for the Alan T. Waterman Award 
  
1.      Access the Reference Form screen (Figure 1) with the Submit Reference section 

open (see Complete the Reference Form). 
  

 
  

Figure 1   Reference Form screen. The Submit button is circled. 
  

2.      On the Reference Form screen (Figure 1), click the Submit button. The Confirm 
Award Reference Submission screen displays (Figure 2). 

  

  
  

Figure 2   Confirm Award Reference Submission screen. The Confirm button is 
circled. 

  
3.      Click the Confirm button (Figure 2). The Confirmation screen displays (Figure 3). 
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Figure 3   Confirmation screen. 
  

4.      Click the Back to Award Homepage (Figure 3). The Alan T. Waterman Award 
screen displays (Figure 4) with the reference listed with the status of Submitted. 

  

 
  
Figure 4   Alan T. Waterman Award screen with the reference listed with the status 

of Submitted. 
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Save a Reference for the Alan T. Waterman Award 
  
After you have completed at least the first section of a reference, you can save it for future 
work. 
  
1.      Access the Reference Form screen (Figure 1) and complete at least the first section of 

the reference (see Complete the Reference Form). 
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Figure 1   Reference Form screen. The Save button is circled. 
  

2.      On the Reference Form screen (Figure 1), click the Save button. The reference is now 
listed on the Alan T. Waterman Award screen (Figure 2) with the status of In 
Progress. 

  
  

Figure 2   Alan T. Waterman Award screen. The reference is now listed with the 
status of In Progress. 
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Edit a Saved Reference for the Alan T. Waterman Award 
  
1.      Access the Honorary Awards screen (Figure 1) (see Log In to Honorary Awards). 
  

 
  

Figure 1   Honorary Awards screen. The Alan T. Waterman Award link is circled. 
  

2.      On the Honorary Awards screen (Figure 1), click Alan T. Waterman Award. The 
Alan T. Waterman Award screen displays (Figure 2) with the reference listed with a 
status of In Progress. 

  

 
  

Figure 2   Alan T. Waterman Award screen. The Reference title link is circled. 
  

3.      Click the title of the reference (Figure 2). The Reference Form screen displays (Figure 
3). On this screen, you can edit any section by clicking on the section title and then 
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clicking the Save and Continue button or Save button (see Complete the Reference 
Form, Step 7 through Step 13, for detailed instructions on each section). 

  

 
  

Figure 3   Reference Form screen. 
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Submit a Saved Reference for the Alan T. Waterman Award 
  
1.      Access the Honorary Awards screen (Figure 1) (see Log In to Honorary Awards). 
  
  

Figure 1   Honorary Awards screen. The Alan T. Waterman Award link is circled. 
  

2.      On the Honorary Awards screen (Figure 1), click Alan T. Waterman Award. The 
Alan T. Waterman Award screen displays (Figure 2) with the reference listed in the 
Work in Progress section. 

  

 
  

Figure 2   Alan T. Waterman Award screen. The Reference title link is circled. 
  

3.      Click the title of the reference (Figure 2). The Reference Form screen displays (Figure 
3). 
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Figure 3   Reference Form screen. The View Saved Reference link is circled. 
  

4.      Click View Saved Reference (Figure 3). The View Entire Reference screen displays 
(Figure 4). 

  

 
  

Figure 4   View Entire Reference screen. The Submit button is circled. 
  
5.      Click the Submit button (Figure 4). The Confirm Award Reference Submission 

screen displays (Figure 5). 
  

 
  

Figure 5   Confirm Award Reference Submission screen. The Confirm button is 
circled. 
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6.      Click the Confirm button (Figure 5). The Confirmation screen displays (Figure 6). 
  

 
  

Figure 6   Confirmation screen. 
  

7.      Click Back to Award Homepage (Figure 6). The Alan T. Waterman Award screen 
displays (Figure 7) with the reference listed with the status of Submitted. 

  

 
  

Figure 7   Alan T. Waterman Award screen with the Reference listed with the 
status of Submitted. 
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View the Entire Reference for the Alan T. Waterman Award 
  
1.      Access the Honorary Awards screen (Figure 1) (see Log In to Honorary Awards). 
  
  

Figure 1   Honorary Awards screen. The Alan T. Waterman Award link is circled. 
  

2.      On the Honorary Awards screen (Figure 1), click Alan T. Waterman Award. The 
Alan T. Waterman Award screen displays (Figure 2). 

  

 
  

Figure 2   Alan T. Waterman Award screen. The Reference title link is circled. 
  

3.      Click the title of the reference (Figure 2). The Reference Form screen displays (Figure 
3). 

  

 
  

Figure 3   Reference Form screen. The View Saved Reference link is circled. 
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4.      Click View Saved Reference (Figure 3). The View Entire Reference screen displays 

with the text you have entered (Figure 4). 
  

 
  

Figure 4   View Entire Reference screen. 
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View the Reference in PDF for the Alan T. Waterman Award 
  
1.      Access the View Entire Reference screen (Figure 1) (see View Entire Reference). 
  

 
  

Figure 1   View Entire Reference screen. The View PDF link is circled. 
  
2.      On the View Entire Reference screen (Figure 1), click View PDF. The reference 

displays in PDF format in a new window (Figure 2). 
  

67 



View the Reference in PDF for the Alan T. Waterman Award 

 
  
Figure 2  Reference in PDF format in a new window. The Save and Print icons are 

circled. 
  
3.      Click the Save icon (Figure 2) to save the reference to your computer. 
4.      Click the Print icon (Figure 2) to print the reference. 
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National Medal of Science 

National Medal of Science Introduction 
  
The National Medal of Science is awarded to individuals "deserving of special recognition by 
reason of their outstanding contributions to knowledge in the physical, biological, 
mathematical, engineering, or social and behavioral sciences." 
  
You have the following options in preparing a National Medal of Science: 
• View the award considerations 
• Find background information on the award 
• Get the listing of the award's past winners 
• Prepare a nomination for the award 
  
If you have been designated to write a letter of support for a nominee for the 
National Medal of Science, see Prepare a National Medal of Science Letter of Support. 
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National Medal of Science Introduction 
  
The National Medal of Science is awarded to individuals "deserving of special recognition by 
reason of their outstanding contributions to knowledge in the physical, biological, 
mathematical, engineering, or social and behavioral sciences." 
  
You have the following options in preparing a National Medal of Science: 
• View the award considerations 
• Find background information on the award 
• Get the listing of the award's past winners 
• Prepare a nomination for the award 
  
If you have been designated to write a letter of support for a nominee for the 
National Medal of Science, see Prepare a National Medal of Science Letter of Support. 
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View Award Considerations for National Medal of Science 
Award 
  
1.      Access the Honorary Awards screen (Figure 1) (see Register for Honorary Awards or 

Log In to Honorary Awards). 
  

 
  

Figure 1   Honorary Awards screen. The National Medal of Science link is circled. 
  
2.      On the Honorary Awards screen (Figure 1), click National Medal of Science. The 

National Medal of Science screen displays (Figure 2). 
  

 
  

Figure 2   National Medal of Science screen. The View Award Considerations link is 
circled. 
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3.      Click View Award Considerations (Figure 2). The Award Selection Considerations 

screen displays (Figure 3) with the formal award considerations for the award. 
  

 
  

Figure 3   Award Selection Considerations screen. 
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Find Background Information on the National Medal of 
Science Award 
  
1.      Access the Honorary Awards screen (Figure 1) (see Register for Honorary Awards or 

Log In to Honorary Awards). 
  

 
  

Figure 1   Honorary Awards screen. The National Medal of Science link is circled. 
  
2.      On the Honorary Awards screen (Figure 1), click National Medal of Science. The 

National Medal of Science screen displays (Figure 2). 
  

 
  
Figure 2   National Medal of Science screen. The Medal of Science Background link 

is circled. 
  

3.      Click National Medal of Science Award Background (Figure 2). The National 
Medal of Science screen displays (Figure 3) in a new window with the background 
information on the award. 
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Figure 3   President’s National Medal of Science screen. 

74 



pd_honorary_awards 

Past Winners of the National Medal of Science 
  
1.      Access the Honorary Awards screen (Figure 1) (see Register for Honorary Awards or 

Log In to  Honorary Awards). 
  

 
  

Figure 1   Honorary Awards screen. The National Medal of Science link is circled. 
  

2.      On the Honorary Awards screen (Figure 1), click National Medal of Science. The 
National Medal of Science screen displays (Figure 2). 

  

 
  

Figure 2   National Medal of Science screen. The Past Winners link is circled. 
  
3.      Click Past Winners (Figure 2). The President’s National Medal of Science 

Recipient screen displays (Figure 3) in a new window. 
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Figure 3   President’s National Medal of Science Recipients screen. The Search 
button is circled. 

  
4.      To search for a recipient, enter information for any or all of the search criteria: 

• Keyword 
• Last Name 
• First Name 
• Gender 
• Deceased 
• Affiliation 
• Affiliation’s State/Territory: 
• Award Year 
• Award Discipline 
• Medal of Technology Recipient 
• Nobel Prize Discipline 

  
5.      Click the Search button (Figure 3). The President National Medal of Science 

Recipients screen displays (Figure 4) with the results of your search. 
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Figure 4   President’s National Medal of Science Recipients screen with the results 

of a search. 
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Nomination for Medal of Science 

Prepare a National Medal of Science Nomination 
  
In preparing and submitting a nomination for the National Medal of Science, you can 
conduct the following activities: 
• Complete the Nomination Form 
• Submit a nomination 
• Save a nomination 
• Edit a saved nomination 
• View the entire nomination 
• View the nomination in PDF format 
• Submit a saved nomination 
• View the status of a letter of support 
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Prepare a National Medal of Science Nomination 
  
In preparing and submitting a nomination for the National Medal of Science, you can 
conduct the following activities: 
• Complete the Nomination Form 
• Submit a nomination 
• Save a nomination 
• Edit a saved nomination 
• View the entire nomination 
• View the nomination in PDF format 
• Submit a saved nomination 
• View the status of a letter of support 
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Complete the Nomination Form for the National Medal of 
Science 
  
1.      Access the Honorary Awards screen (Figure 1) (see Register for Honorary Awards or 

Log In to Honorary Awards). 
  

 
  

Figure 1   Honorary Awards screen. The National Medal of Science link is circled. 
  

2.      On the Honorary Awards screen (Figure 1), click National Medal of Science. The 
National Medal of Science screen displays (Figure 2). 

  

 
  
Figure 2   National Medal of Science screen. The Prepare a New Nomination tab is 

circled. 
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3.      Click the Prepare a Nomination tab (Figure 2). The Instructions for Preparing a 

Nomination screen displays (Figure 3) with general instructions for completing a 
nomination. 

  

 
  

Figure 3   Instructions for Preparing a Nomination screen. The View Nomination 
Form Description link is circled. 
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4.      To see the form requirements, click View Nomination Form Description (Figure 3). 
The Nomination Form Description screen displays (Figure 4) with a listing of all the 
components of the Nomination Form. 

  

 
  

Figure 4   Nomination Form Description screen. The Back button is circled. 
  

5.      Click the Back button (Figure 4). The Instructions for Preparing a Nomination 
screen displays (Figure 5). 
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Figure 5   Instructions for Preparing a Nomination screen. The View Award 
Considerations button is circled. 

  
6.      Click the View Award Considerations button. The Award Selection Considerations 

screen displays (Figure 6). 
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Figure 6   Award Selection Considerations screen. The Begin Nomination button is 

circled. 
  

7.      Click the Begin Nomination button (Figure 6). The Nomination Form screen displays 
(Figure 7) with the Nomination Information section open. 

  
  

 
  

Figure 7   Nomination Information section of the Nomination Form screen. The 
Save and Continue button is circled. 
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8.      In the Nomination Information section (Figure 7), enter requested information about 
the nominee in the appropriate boxes. 

9.  Click the Save and Continue button (Figure 7). (You can also click the Save button to 
save the form to complete later.) The Nomination Form screen displays (Figure 8) with 
the Education, Positions Held, Honors and Awards section open. 

  

 
  
Figure 8   Education, Positions Held, Honors and Awards section of the Nomination 

Form screen. The Save and Continue button are circled. 
  

10.  In the Education section (Figure 8), enter the degrees that the nominee has. For each 
degree, enter the following: 
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• Degree type 
• Major Discipline 
• Specific Discipline 
• Institution 
• Year 

11.  If you need to type more than three degrees, click Add More Degree Fields. More 
fields display. 

12.  In the Positions Held box (Figure 8), type each professional position that the nominee 
has held. For each position, type the following: 
• Position title 
• Organization 
• Years of service 

13.  In the Honors box (Figure 8), type any honors the nominee has received. 
14.  In the Proposed Citation box (Figure 8), describe in one or two sentences the 

research the nominee is engaged in. 
15.  Click the Save and Continue button (Figure 8). (You can also click the Save button to 

save the form to complete it later). The Nomination Form screen displays (Figure 9) 
with the Narrative section open. 

  

 
  
Figure 9   Narrative section of the Nomination Form screen. The Save and Continue 

button is circled. 
  

16.  In the Narrative section (Figure 9), browse to and upload the nominee’s qualifications 
for the award. 

17.  Click the Save and Continue button (Figure 9). (You can also click the Save button to 
save the form to complete later.) The Nomination Form screen displays (Figure 10) 
with the Publications and Patents section open. 
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Figure 10   Publications and Patents section of the of the Nomination Form screen. 

The Save and Continue button is circled. 
  
18.  In the Publications and Patents section (Figure 10), browse to and upload the 

publication citations. 
19.  Click the Save and Continue button (Figure 10). (You can also click the Save button 

to save the form to complete it later). The Nomination Form screen displays (Figure 
11) with the Letter Writers section open. 
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Figure 11   Letter Writers section of the Nomination Form screen. The Save and 
Continue button are circled. 
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20.  In the Letter Writers section (Figure 11), list at least three letter writers who are not 
from the nominee’s organization and who are familiar with the technical aspects and 
broader impact of the nominee’s contributions. For each letter writer, enter the 
requested information in the appropriate boxes. 

  
You have now completed the Nomination Form. You have these options: 
• Save the nomination to edit it or submit it later 
• Submit the nomination 
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Submit a Nomination for the National Medal of Science 
  
1.      Access the Nomination Form screen (Figure 1) with the Submit Nomination section 

open (see Complete the Nomination Form). 
  

 
  

Figure 1   Nomination Form screen. The Submit button is circled. 
  

2.      Click the Submit button (Figure 1). The Confirm Award Nomination Submission 
screen displays (Figure 2). 

  

 
  

Figure 2   Confirm Award Nomination Submission screen. The Confirm button is 
circled. 

  
3.      Click the Confirm button (Figure 2). The Confirmation screen displays (Figure 3) with 

the message that the nomination has been submitted. 
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Figure 3   Confirmation screen. 
  

4.      Click Back to Award Homepage (Figure 3). The National Medal of Science screen 
displays (Figure 4) with the nomination listed with the status of Submitted. 

  

 
  

Figure 4   National Medal of Science screen with the nomination listed with the 
status of Submitted. 
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Edit a Saved Nomination for the National Medal of Science 
  
1.      Access the Honorary Awards screen (Figure 1) (see Log In to Honorary Awards). 
  

 
  

Figure 1   Honorary Awards screen. The National Medal of Science link is circled. 
  
2.      On the Honorary Awards screen (Figure 1), click National Medal of Science. The 

National Medal of Science screen displays (Figure 2) with the saved nomination in the 
Work in Progress section. 

  

 
  

Figure 2   National Medal of Science screen. The link to the saved nomination is 
circled. 
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3.      Click the nomination title (Figure 2). The Nomination Form screen displays (Figure 3) 
with the Nomination Information section open. On this screen, you can edit any 
section by clicking on the section title and then clicking the Save and Continue button 
or the Save button (see Complete the Nomination Form, Step 8 through Step 22, for 
detailed instructions for each section). 

  

 
  

Figure 3   Nomination Form screen with the Nominee Information section open. 
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Save a Nomination for the National Medal of Science 
  
After you have completed at least the first section of a nomination, you can save it for 
future work. 
  
1.      Access the Nomination Form screen (Figure 1) and complete at least the first section 

of the nomination (see Complete the Nomination Form). 
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Figure 1   Nomination Form screen open to the Education, Positions Held, Honors 
and Awards section. The Save button is circled. 

  
2.      On the Nomination Form screen (Figure 1), click the Save button. The Nomination is 

saved, and the Nomination Form screen displays with the section open on which you 
clicked the Save button (Figure 2). The Nomination is now listed on the National Medal 
of Science screen (Figure 3) with the status of In Progress. 

  

 
  

Figure 2   Nomination Form screen after the Nomination has been saved. 
  

 
  

Figure 3   National Medal of Science screen with the saved Nomination (circled) 
listed with the status of In Progress 
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Submit a Saved Nomination for the National Medal of 
Science 
  
1.      Access the Honorary Awards screen (Figure 1) (see Log In to Honorary Awards). 
  

 
  

Figure 1   Honorary Awards screen. The National Medal of Science link is circled. 
  
2.      On the Honorary Awards screen (Figure 1), click National Medal of Science. The 

National Medal of Science screen displays (Figure 2) with the saved nomination in the 
Work in Progress section. 

  

 
  

Figure 2   National Medal of Science screen. The link to the saved nomination is 
circled. 
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3.      Click the nomination title (Figure 3). The Nomination Form screen displays (Figure 3). 
  

 
  

Figure 3   Nomination Form screen. The View Saved Nomination link is circled. 
  
4.      Click View Saved Nomination (Figure 3). The View Entire Nomination screen 

displays (Figure 4). 
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Figure 4   View Entire Nomination screen. The Submit button is circled. 
  
5.      Click the Submit button (Figure 4). The Confirm Award Nomination Submission 

screen displays (Figure 5). 
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Figure 5   Confirm Award Nomination Submission screen. The Confirm button is 
circled. 

  
6.      Click the Confirm button (Figure 5). The Confirmation screen displays (Figure 6) with 

the message that the nomination has been submitted. 
  

 
  

Figure 6   Confirmation screen. 
  

7.      Click Back to Award Homepage (Figure 6). The National Medal of Science screen 
displays (Figure 7) with the nomination listed with the status of Submitted. 
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Figure 7   National Medal of Science screen with the nomination now listed with 
the status of Submitted. 
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View an Entire Nomination for the National Medal of 
Science 
  
1.      Access the Honorary Awards screen (Figure 1) (see Log In to Honorary Awards). 
  

 
  

Figure 1   Honorary Awards screen. The National Medal of Science link is circled. 
  

2.   On the Honorary Awards screen (Figure 1), click National Medal of Science. The 
National Medal of Science screen displays (Figure 2). 

  

 
  

Figure 2   National Medal of Science screen. The link to the saved Nomination is 
circled. 

  
3.      Click the nomination title (Figure 2). The Nomination Form screen displays (Figure 3). 
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View an Entire Nomination for the National Medal of Science 

 
  

Figure 3   Nomination Form screen. The View Saved Nomination link is circled. 
  

4.      Click View Saved Nomination (Figure 3). The View Entire Nomination screen 
displays (Figure 4). You can edit from this screen also by clicking the Edit button for any 
section. 
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Figure 4   View Entire Nomination screen. 
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View a Nomination in PDF for the National Medal of 
Science 
  
1.      Access the View Entire Nomination screen (Figure 1) (see View Entire Nomination). 
  

 
  

Figure 1   View Entire Nomination screen. The View PDF link is circled. 
  

2.      On the View Entire Nomination screen (Figure 1), click View PDF. The Nomination 
displays in PDF format in a new window (Figure 2). 

  

 
  

Figure 2   Nomination in PDF format in a new window. 
  

3.      Click the Save icon (Figure 2) to save the nomination to your computer. 
4.      Click the Print icon (Figure 2) to print the nomination. 

104 



pd_honorary_awards 

View the Status of a Letter of Support for the National 
Medal of Science 
  
1.      Access the Honorary Awards screen (Figure 1) (see Log In to Honorary Awards). 
  

 
  

Figure 1   Honorary Awards screen. The National Medal of Science link is circled. 
  

2.      On the Honorary Awards screen (Figure 1), click National Medal of Science. The 
National Medal of Science screen displays (Figure 2). 

  

 
  

Figure 2   National Medal of Science screen. The View Letter of Support Status link 
is circled. 
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3.      Click View Letter of Support Status (Figure 2). The View Letter of Support Status 
List screen displays (Figure 3) with the letters of support listed with their status as 
Received or Not yet Received. 

  

 
  

Figure 3   View Letter of Support Status List screen. 
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Reference for National Medal of Science 

Prepare a Letter of Support for a Nominee for the National 
Medal of Science 
  
In preparing and submitting a Letter of Support for a nominee for the National Medal of 
Science, you can conduct the following activities: 
• Complete the Letter of Support Form 
• Submit a Letter of Support 
• Save a Letter of Support 
• Edit a saved Letter of Support 
• View the entire Letter of Support 
• View the Letter of Support in PDF 
• Submit a saved Letter of Support 
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Prepare a Letter of Support for a Nominee for the National 
Medal of Science 
  
In preparing and submitting a Letter of Support for a nominee for the National Medal of 
Science, you can conduct the following activities: 
• Complete the Letter of Support Form 
• Submit a Letter of Support 
• Save a Letter of Support 
• Edit a saved Letter of Support 
• View the entire Letter of Support 
• View the Letter of Support in PDF 
• Submit a saved Letter of Support 
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Complete the Letter of Support for the National Medal of 
Science 
  
To prepare a Letter of Support for the National Medal of Science, you must first register for 
Honorary Awards. See Register for Honorary Awards. 
  
1.      Access the Honorary Awards screen (Figure 1) (see Register for Honorary Awards or 

Log In to Honorary Awards). 
  

 
  

Figure 1   Honorary Awards screen. The National Medal of Science link is circled. 
  

2.      On the Honorary Awards screen (Figure 1), click National Medal of Science. The 
National Medal of Science screen displays. 
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Figure 2   National Medal of Science screen. The Prepare a New Letter of Support 
tab is circled. 

  
3.   Click the Prepare a New Letter of Support tab (Figure 2). The Instructions for 

Preparing a Letter of Support screen displays (Figure 3). 
  

 
  
Figure 3   Instructions for Preparing a Letter of Support screen. The View Required 

Information for the Letter of Support link is circled. 
  
4.      To see the form requirements, click View Required Information for the Letter of 

Support (Figure 3). The Required Information for Letter of Support screen displays 
(Figure 4) with a listing of all the components of the Letter of Support. 

  

 
  

Figure 4   Required Information for Letter of Support screen. The Back button is 
circled. 

  
5.      Click the Back button (Figure 4). The Instructions for Preparing a Letter of 

Support screen displays (Figure 5). 
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Figure 5   Instructions for Preparing a Letter of Support screen. The Begin the 
Letter of Support link is circled. 

  
6.      Click the Begin the Letter of Support button (Figure 5). The Letter of Support 

Form screen displays (Figure 6) with the Nominee Information section open. 
  

 
  

Figure 6   Letter of Support Form screen with the Nominee Information section 
open. The Save and Continue button is circled. 

  
7.      Enter the required information in the appropriate boxes (Figure 6). 
8.      Click the Save and Continue button (Figure 6). The Letter of Support Form screen 

displays (Figure 7) with the Letter of Support section open. 
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Figure 7   Letter of Support screen with the Letter of Support section open. The 
Save and Continue button is circled. 

  
9.  Browse to and Upload a Letter of Support (Figure 7). 
  
You have now completed the Letter of Support form. You have these options: 
• Save the Letter of Support to edit it or submit it later 
• Submit the Letter of Support 
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Submit a Letter of Support for the National Medal of 
Science 
  
1.      Access the Letter of Support Form screen (Figure 1) with the Submit Letter of 

Support section open (see Complete the Letter of Support Form). 
  

 
  

Figure 1   Letter of Support screen. The Submit button is circled. 
  

2.      On the Letter of Support Form screen (Figure 1), click the Submit button. The 
Confirm Award Letter of Support Submission screen displays (Figure 2). 

  

 
  
Figure 2   Confirm Award Letter of Support Submission screen. The Confirm button 

is circled. 
  

3.      Click the Confirm button (Figure 2). The Confirmation screen displays (Figure 3). 
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Figure 3   Confirmation screen. 
  

4.      Click the Back to Award Homepage (Figure 3). The National Medal of Science 
screen displays (Figure 4) with the Letter of Support listed with the status of 
Submitted. 

  

 
  

Figure 4   National Medal of Science screen with the Letter of Support listed with 
the status of Submitted. 
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Edit a Saved Letter of Support for the National Medal of 
Science 
  
1.      Access the Honorary Awards screen (Figure 1) (see Log In to Honorary Awards). 
  

 
  

Figure 1   Honorary Awards screen. The National Medal of Science link is circled. 
  

2.      On the Honorary Awards screen (Figure 1), click National Medal of Science. The 
National Medal of Science screen displays (Figure 2) with the letter of support listed 
in the Work in Progress section. 

  

 
  

Figure 2   National Medal of Science screen. The Nominee Name for the Letter of 
Support is circled. 
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3.      Click the name of the Nominee associated with the Letter of Suuport (Figure 2). The 
Letter of Support screen displays (Figure 3). On this screen, you can edit any section 
by clicking on the section title and then clicking the Save and Continue button or Save 
button (see Complete the Letter of Support Form, for instructions on completing the 
form). 

  

 
  

Figure 3   Nominee Form screen. 
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Save a Letter of Support for the National Medal of Science 
  
After you have completed at least the first section of a Letter of Support, you can save it for 
future work. 
  
1.      Access the Letter of Support Form screen (Figure 1) and complete at least the first 

section of the letter of support (see Complete the Letter of Support Form). 
  

 
  

Figure 1   Letter of Support Form screen. The Save button is circled. 
  

2.      On the Letter of Support Form screen (Figure 1), click the Save button. The letter of 
support is now listed on the National Medal of Science screen (Figure 2) with the 
status of In Progress. 
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Figure 2   National Medal of Science screen. The letter of support is now listed with 

the status of In Progress. 
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Submit a Saved Letter of Support for the National Medal of 
Science 
  
1.      Access the Honorary Awards screen (Figure 1) (see Log In to Honorary Awards). 
  

 
  

Figure 1   Honorary Awards screen. The National Medal of Science link is circled. 
  
2.      On the Honorary Awards screen (Figure 1), click National Medal of Science. The 

National Medal of Science screen displays (Figure 2) with the Letter of Support listed 
in the Work in Progress section. 

  

 
  

Figure 2   National Medal of Science button. The Letter of Support title link is 
circled. 
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3.      Click the title of the Letter of Support (Figure 2). The Letter of Support Form screen 
displays (Figure 3). 

  

 
  

Figure 3   Letter of Support Form screen. The View Saved Letter of Support link is 
circled. 

  
4.      Click View Saved Letter of Support (Figure 3). The View Entire Letter of Support 

screen displays (Figure 4). 
  

 
  

Figure 4   View Entire Letter of Support Screen. The Submit button is circled. 
  

5.      Click the Submit button (Figure 4). The Confirm Award Letter of Support 
Submission screen displays (Figure 5). 
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Figure 5   Confirm Award Letter of Support Submission screen. The Confirm button 
is circled. 

  
6.      Click the Confirm button (Figure 5). The Confirmation screen displays (Figure 6). 
        

 
  

Figure 6   Confirmation screen. 
  

7.      Click Back to Award Homepage (Figure 6). The National Medal of Science screen 
displays (Figure 7) with the Letter of Support listed with the status of Submitted. 
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Figure 7   National Medal of Science screen with the Letter of Support listed with 
the status of Submitted. 
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View the Entire Letter of Support for the National Medal of 
Science 
  
1.      Access the Honorary Awards screen (Figure 1) (see Log In to Honorary Awards). 
  

 
  

Figure 1   Honorary Awards screen. The National Medal of Science link is circled. 
  
2.      On the Honorary Awards screen (Figure 1), click National Medal of Science. The 

National Medal of Science screen displays (Figure 2). 
  

 
  

Figure 2   National Medal of Science screen. The Letter of Support title link is 
circled. 

  
3.      Click the title of the Letter of Support (Figure 2). The Letter of Support Form screen 

displays (Figure 3). 
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Figure 3   Letter of Support Form screen. The View Saved Letter of Support link is 

circled. 
  
4.      Click View Saved Letter of Support (Figure 3). The View Entire Letter of Support 

screen displays with the text you have entered (Figure 4). 
  

 
  

Figure 4    View Entire Letter of Support screen. 
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View the Letter of Support in PDF for the National Medal of 
Science 
  
1.      Access the View Entire Letter of Support screen (Figure 1) (see View Entire Letter of 

Support). 
  

 
  

Figure 1   Letter of Support screen. The View PDF link is circled. 
  
2.      On the View Entire Letter of Support screen (Figure 1), click View PDF. The Letter 

of Support displays in PDF format in a new window (Figure 2). 
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Figure 2   Letter of Support in PDF format. 
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Vannevar Bush Award 

Vannevar Bush Award Introduction 
  
The Vannever Bush Award is given annually in recognition of an individual who, through 
public service activities in science and technology, has made an outstanding "contribution 
toward the welfare of mankind and the nation." 
  
Access the Honorary Awards screen (Figure 1) (see Register for Honorary Awards or Log 
In to Honorary Awards). 
  

 
  

Figure 1   Honorary Awards screen. The Vannevar Bush Award link is circled. 
  
On the Honorary Awards screen (Figure 1), click Vannevar Bush Award. The user is 

redirected to the National Science Board, Awards page  
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Vannevar Bush Award Introduction 
  
The Vannever Bush Award is given annually in recognition of an individual who, through 
public service activities in science and technology, has made an outstanding "contribution 
toward the welfare of mankind and the nation." 
  
Access the Honorary Awards screen (Figure 1) (see Register for Honorary Awards or Log 
In to Honorary Awards). 
  

 
  

Figure 1   Honorary Awards screen. The Vannevar Bush Award link is circled. 
  
On the Honorary Awards screen (Figure 1), click Vannevar Bush Award. The user is 

redirected to the National Science Board, Awards page  
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View Award Criteria for Vannevar Bush Award 
  
1.      Access the Honorary Awards screen (Figure 1) (see Register for Honorary Awards or 

Log In to Honorary Awards). 
  

 
  

Figure 1   Honorary Awards screen. The Vannevar Bush Award link is circled. 
  
2.      On the Honorary Awards screen (Figure 1), click Vannevar Bush Award. The 

Vannevar Bush Award screen displays (Figure 2). 
  

 
  

Figure 2   Vannevar Bush Award screen. The View Award Criteria link is circled. 
  
3.      Click View Award Criteria (Figure 2). The Award Selection Criteria screen displays 

(Figure 3) with the formal criteria for the award. 
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Figure 3   Award Selection Criteria screen. 
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Find Background Information on Vannevar Bush Award 
  
1.      Access the Honorary Awards screen (Figure 1) (see Register for Honorary Awards or 

Log In to Honorary Awards). 
  

 
  

Figure 1   Honorary Awards screen. The Vannevar Bush Award link is circled. 
  
2.      On the Honorary Awards screen (Figure 1), click Vannevar Bush Award. The 

Vannevar Bush Award screen displays (Figure 2). 
  

 
  

  
Figure 2   Vannevar Bush Award screen. The Vannevar Bush Background link is 

circled. 
  

3.      Click Vannevar Bush Background (Figure 2). The Vannevar Bush Award screen 
displays (Figure 3) in a new window with the background information on the award. 
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Figure 3   Vannevar Bush Award screen. 
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Past Winners of the Vannevar Bush Award 
  
1.      Access the Honorary Awards screen (Figure 1) (see Register for Honorary Awards or 

Log In to Honorary Awards). 
  

 
  

Figure 1   Honorary Awards screen. The Vannevar Bush Award link is circled. 
  

2.      On the Honorary Awards screen (Figure 1), click Vannevar Bush Award. The 
Vannevar Bush Award screen displays (Figure 2). 

  

 
  

Figure 2   Vannevar Bush Award screen. The Past Winners link is circled. 
  
3.      Click Past Winners (Figure 2). The Vannevar Bush Award Recipients screen 

displays (Figure 3) in a new window. 
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Figure 3   Vannevar Bush Award Recipients screen. 
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Nomination for Vannevar Bush Award 

Prepare a Nomination for the Vannevar Bush Award 
  
In preparing and submitting a nomination for the Vannevar Bush Award, you can conduct 
the following activities: 

• Complete the Nomination Form 
•  Submit a nomination 
• Save a nomination 
• Edit a saved nomination 
• View the entire nomination 
• View the nomination in PDF format 
• Submit a saved nomination 
• View the status of a reference 
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Prepare a Nomination for the Vannevar Bush Award 
  
In preparing and submitting a nomination for the Vannevar Bush Award, you can conduct 
the following activities: 

• Complete the Nomination Form 
•  Submit a nomination 
• Save a nomination 
• Edit a saved nomination 
• View the entire nomination 
• View the nomination in PDF format 
• Submit a saved nomination 
• View the status of a reference 
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Complete the Nomination Form for the Vannevar Bush 
Award 
  
1.      Access the Honorary Awards screen (Figure 1) (see Register for Honorary Awards or 

Log In to  Honorary Awards). 
  

 
  

Figure 1   Honorary Awards screen. The Vannevar Bush Award link is circled. 
  

2.      On the Honorary Awards screen (Figure 1), click Vannevar Bush Award. The 
Vannevar Bush Award screen displays (Figure 2). 

  

 
  

Figure 2   Vannevar Bush Award screen. The Prepare a New Nomination tab is 
circled. 
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3.      Click the Prepare a Nomination tab (Figure 2). The Instructions for Preparing a 
Nomination screen displays (Figure 3) with general instructions for completing the 
nomination. 

  

 
  

Figure 3   Instructions for Preparing a Nomination screen. The View Nomination 
Form Description link is circled. 

  
4.      To see the form requirements, click View Nomination Form Description (Figure 3). 

The Nomination Form Description screen displays (Figure 4) with a listing of all the 
components of the Nomination Form. 
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Figure 4   Nomination Form Description screen. The Back button is circled. 
  
5.      Click the Back button (Figure 4). The Instructions for Preparing a Nomination 

screen displays (Figure 5). 
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Figure 5   Instructions for Preparing a Nomination screen. The View Award Criteria 
button is circled. 

  
6.      Click the View Award Criteria button (Figure 5). The Award Selection Criteria 

displays (Figure 6). 
  

 
  

Figure 6   Award Selection Criteria screen. The Begin Nomination button is circled. 
  

7.      Click the Begin Nomination button (Figure 6). The Nomination Form screen displays 
(Figure 7) with the Nomination Information section open. 
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Figure 7   Nominee Information section of the Nomination Form screen. The Save 
and Continue button is circled. 

  
8.      In the Nomination Information section (Figure 7), enter the following information 

about the nominee in the appropriate boxes: 
• First name 
• Last name 
• Address 
• City 
• State 
• Zip Code 
• Country 
• International postal code (optional) 
• Email (optional) 
• Phone number 
• Organization 

9.      Click the Save and Continue button (Figure 7). The Nomination Form screen 
displays (Figure 8) with the Curriculum Vita section open. 
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Figure 8   Curriculum Vita section of the Nomination Form screen. The Upload 
button is circled. 

  
11.  In the Curriculum Vita section (Figure 8), browse and click the Upload button to 

upload the file of the CV. 
  

 
  

142 



pd_honorary_awards 

Figure 9   Curriculum Vita section of the Nomination Form screen with an uploaded 
CV. The Save and Continue button is circled. 

  
12.  Click the Save and Continue button (Figure 9). (You can also click the Save button to 

save the form to complete it later.) The Nomination Form screen displays (Figure 10) 
with the Narrative section opened. 

  

 
  

Figure 10   Narrative section of the Nomination Form screen. The Upload buttons 
are circled. 

  
14.  In the Proposed Citation box (Figure 10), upload a file that has a description of the 

nominee’s research. 
15.  In the Narrative box (Figure 10), upload a file that has a narrative statement of the 

nominee’s qualifications for the award. 
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Figure 11   Narrative section of the Nomination Form screen. The Save and 
Continue button is circled. 

  
16.  Click the Save and Continue button (Figure 11). The Nomination Form screen 

displays (Figure 12) with the References section opened. 
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Figure 12   References section of the Nomination Form screen. The Save and 
Continue button is circled. 

  
16.  In the References section (Figure 12), list two references who are not from the 

nominee’s organization and who are familiar with the technical aspects of the nominee’s 
work. For each reference, enter the following information in the appropriate boxes: 

• First name 
• Last name 
• Address 
• City 
• State 
• Zip code 
• Country 
• International postal code (optional) 
• Email 
• Phone number 
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• Fax number (optional) 
• Organization 

  
17.  Click the Save and Continue button (Figure 12). The Nomination Form displays with 

the Submit Nomination section open. 
  
You have now completed the Nomination Form. You have these options: 

• Save the nomination to edit it or submit it later 
• Submit the nomination 
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Submit a Nomination for the Vannevar Bush Award 
  
1.      Access the Nomination Form screen (Figure 1) with the Submit Nomination section 

open (see Complete the Nomination Form). 
  

 
  

Figure 1   Submit Nomination section of the Nomination Form screen. The Submit 
button is circled. 

  
2.      Click the Submit button (Figure 1). The Confirm Award Nomination Submission 

screen displays (Figure 2). 
  

 
  

Figure 2   Confirm Award Nomination Submission screen. The Confirm button is 
circled. 

  
3.      Click the Confirm button (Figure 2). The Confirmation screen displays (Figure 3) with 

the message that the nomination has been submitted. 
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Figure 3   Confirmation screen. 
  
4.      Click the Back to Award Homepage (Figure 3). The Vannevar Bush Award screen 

displays (Figure 4) with the nomination listed with the status of Submitted. 
  

 
  

Figure 4   Vannevar Bush Award screen with the nomination listed with the status 
of Submitted. 

148 



pd_honorary_awards 

Save a Nomination for the Vannevar Bush Award 
  
After you have completed at least the first section of a nomination, you can save it for 
future work. 
  
1.      Access the Nomination Form screen (Figure 1) and complete at least the first section 

of the nomination (see Complete the Nomination Form). 
  

 
  

Figure 1   Nomination Form screen open to the References section. The Save 
button is circled. 
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2.      On the Nomination Form screen (Figure 1), click the Save button. The Nomination is 
saved, and the Nomination Form screen displays with the section open on which you 
clicked the Save button (Figure 2). 

  

 
  

Figure 2   Nomination Form screen after the nomination has been saved. 
  
The nomination is now listed on the Vannevar Bush Award screen (Figure 3) with the 
status of In Progress. 
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Figure 3   Vannevar Bush Award screen with the saved nomination listed with the 
status of In Progress. 
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Edit a Saved Nomination for the Vannevar Bush Award 
  
1.      Access the Honorary Awards screen (Figure 1) (see Log In to Honorary Awards). 
  

 
  

Figure 1   Honorary Awards screen. The Vannevar Bush Award link is circled. 
  

2.      On the Honorary Awards screen (Figure 1), click Vannevar Bush Award. The 
Vannevar Bush Award screen displays (Figure 2) with the saved nomination listed in 
the Work in Progress section. 

  

 
  

Figure 2   Vannevar Bush Award screen. The link to the saved nomination is 
circled. 

  

152 



pd_honorary_awards 

3.      Click the nomination title (Figure 3). The Nomination Form screen displays (Figure 3) 
with the Nominee Information section open. On this screen, you can edit any section 
by clicking on the section title and then clicking the Save and Continue button or the 
Save button (see Complete the Nomination Form, Step 8 through Step 16, for detailed 
instructions on each section). 

  

 
  
Figure 3   Nomination Form screen with the Nomination Information section open. 
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Submit a Saved Nomination for the Vannevar Bush Award 
  
1.      Access the Honorary Awards screen (Figure 1) (see Log In to Honorary Awards). 
  

 
  

Figure 1   Honorary Awards screen. The Vannevar Bush Award link is circled. 
  

2.      On the Honorary Awards screen (Figure 1), click Vannevar Bush Award. The 
Vannevar Bush Award screen displays (Figure 2) with the saved nomination in the 
Work in Progress section. 

  

 
  

Figure 2   Vannevar Bush Award screen. The link to the saved nomination is 
circled. 
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3.      Click the nomination title (Figure 3). The Nomination Form screen displays (Figure 3). 
  

 
  

Figure 3   Nomination Form screen. The View Saved Nomination link is circled. 
  

4.      Click View Saved Nomination (Figure 3). The View Entire Nomination screen 
displays (Figure 4). 

  

 
  

Figure 4   View Entire Nomination screen. The Submit button is circled. 
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5.      Click the Submit button (Figure 4). The Confirm Award Nomination Submission 
screen displays (Figure 5). 

  

 
  

Figure 5   Confirm Award Nomination Submission screen. The Confirm button is 
circled. 

  
6.      Click the Confirm button (Figure 5). The Confirmation screen displays (Figure 6) with 

the message that the nomination has been submitted. 
  

 
  

Figure 6   Confirmation screen. 
  
7.      Click Back to Award Homepage (Figure 6). The Vannevar Bush Award screen 

displays (Figure 7) with the nomination listed with the status Submitted.  
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Figure 7   Vannevar Bush Award screen with the nomination now listed with the 
status of Submitted. 

  

157 



View a Nomination for the Vannevar Bush Award 

 

View a Nomination for the Vannevar Bush Award 
  
1.      Access the Honorary Awards screen (Figure 1) (see Log In to Honorary Awards). 
  

 
  

Figure 1   Honorary Awards screen. The Vannevar Bush Award link is circled. 
  

2.      On the Honorary Awards screen (Figure 1), click Vannevar Bush Award. The 
Vannevar Bush Award screen displays (Figure 2). 

  

 
  

Figure 2   Vannevar Bush Award screen. The link to the saved nomination is 
circled. 

  
3.      Click the nomination title (Figure 3). The Nomination Form screen displays (Figure 3). 
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Figure 3   Nomination Form screen. The View Saved Nomination link is circled. 
  

4.      Click View Saved Nomination (Figure 3). The View Entire Nomination screen 
displays (Figure 4). You can edit from this screen also by clicking the Edit button for any 
section (see Complete the Nomination Form, Step 8 through 16, for instructions on each 
section). 
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Figure 4   View Entire Nomination screen. 
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View a Nomination in PDF for the Vannevar Bush Award 
  
1.      Access the View Entire Nomination screen (Figure 1) (see View Entire Nomination). 
  

 
  

Figure 1   View Entire Nomination screen. The View PDF link is circled. 
  

2.      On the View Entire Nomination screen (Figure 1), click View PDF. The nomination 
displays in PDF format in a new window (Figure 2). 

  

 
  

Figure 2   Nomination in PDF format in a new window. The Save and Print icons 
are circled. 

  
3.      Click the Save icon (Figure 2) to save the nomination to your computer. 
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4.      Click the Print icon (Figure 2) to print the nomination. 
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View the Status of a Reference for the Vannevar Bush 
Award 
  
1.      Access the Honorary Awards screen (Figure 1) (see Log In to Honorary Awards). 
  

 
  

Figure 1   Honorary Awards screen. The Vannevar Bush Award link is circled. 
  

2.      On the Honorary Awards screen (Figure 1), click Vannevar Bush Award. The 
Vannevar Bush Award screen displays (Figure 2). 

  

 
  

Figure 2   Vannevar Bush Award screen. The View Reference Status link is circled. 
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3.      Click View Reference Status (Figure 2). The View Reference Status List screen 
displays (Figure 3) with the references listed with their status listed as Received or Not 
Received.  

  

 
  

Figure 3   View Reference Status List screen. 
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Reference for Vannevar Bush Award 

Prepare a Reference for a Nominee for the Vannevar Bush 
Award 
  
In preparing and submitting a reference for a nominee for the Vannevar Bush Award, you 
can conduct the following activities: 

• Complete the Reference Form 
• Submit a reference 
• Save a reference 
• Edit a saved reference 
• View the entire reference 
• View the reference in PDF 
• Submit a saved reference 
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Prepare a Reference for a Nominee for the Vannevar Bush 
Award 
  
In preparing and submitting a reference for a nominee for the Vannevar Bush Award, you 
can conduct the following activities: 

• Complete the Reference Form 
• Submit a reference 
• Save a reference 
• Edit a saved reference 
• View the entire reference 
• View the reference in PDF 
• Submit a saved reference 
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Complete the Reference Form for the Vannevar Bush 
Award 
  
To prepare a reference for the Vannevar Bush Award, you must first register for Honorary 
Awards. See Register for Honorary Awards. 
  
1.      Access the Honorary Awards screen (Figure 1) (see Register for Honorary Awards or 

Login for Honorary Awards). 
  

 
  

Figure 1   Honorary Awards screen. The Vannevar Bush Award link is circled. 
  
2.      On the Honorary Awards screen (Figure 1), click Vannevar Bush Award. The 

Vannevar Bush Award screen displays (Figure 2). 
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Figure 2   Vannevar Bush Award screen.  The Prepare a New Reference tab is 
circled. 

  
3.      Click the Prepare a New Reference tab (Figure 2). The Instructions for Preparing 

a Reference screen displays (Figure 3). 
  

 
  

Figure 3   Instructions for Preparing a Reference screen. The View Required 
Information for Reference link is circled. 

  
4.      To see the form requirements, click View Required Information for Reference 

(Figure 3). The Required Information for  Reference screen displays (Figure 4) with 
a listing of all the components of the reference. 

  

 
  

Figure 4   Required Information for Reference screen. The Back button is circled. 
  
5.      Click the Back button (Figure 4). The Instructions for Preparing a Reference screen 

displays (Figure 5). 
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Figure 5   Instructions for Preparing a Reference screen. The Begin Reference 
button is circled. 

  
6.      Click the Begin the Reference button (Figure 5). The Reference Form screen 

displays (Figure 6) with the Nominee Information section open. 
  

 
  

Figure 6   Reference Form screen with the Nominee Information section open. The 
Save and Continue button is circled. 

  
7.      Enter the required information in the appropriate boxes (Figure 6): 

• First name 
• Last name 
• Major discipline 
• Organization 

8.      Click the Save and Continue button (Figure 6). The Reference Form screen displays 
(Figure 7) with the Nominee Description section open. 
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Figure 7   Reference Form screen with the Nominee Description section open. The 
Upload button is circled. 

  
9.      In the Nominee Description section (Figure 7), browse to and upload your reference 

letter file. 
  
  

 
  

Figure 8   Reference Form screen with the Nominee Description section open. The 
Save and Continue button is circled. 

  
10.  Click the Save and Continue button (Figure 8). The Nomination Form displays with 

the Submit Nomination section open. 
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Figure 9   Submit Reference section. 
  
You have now completed the Reference form. You have these options: 

• Save the reference to edit it or submit it later 
• Submit the reference 
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Submit a Reference for the Vannevar Bush Award 
  
1.      Access the Reference Form screen (Figure 1) with the Submit Reference section 

open (see Complete the Reference Form). 
  

 
  

Figure 1   Reference Form screen. The Submit button is circled. 
  

2.      On the Reference Form screen (Figure 1), click the Submit button. The Confirm 
Award Reference Submission screen displays (Figure 2). 

  

 
  

Figure 2   Confirm Award Reference Submission screen. The Confirm button is 
circled. 

  
3.      Click the Confirm button (Figure 2). The Confirmation screen displays (Figure 3). 
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Figure 3   Confirmation screen. 
  

4.      Click the Back to Award Homepage (Figure 3). The Vannevar Bush Award screen 
displays (Figure 4) with the reference listed with the status of Submitted. 

  

 
  

Figure 4   Vannevar Bush Award screen with the reference listed with the status of 
Submitted. 
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Save a Reference for the Vannevar Bush Award 
  
After you have completed at least the first section of a reference, you can save it for future 
work. 
  
1.      Access the Reference Form screen (Figure 1) and complete at least the first section of 

the reference (see Complete the Reference Form). 
  

 
  

Figure 1   Reference Form screen. The Save button is circled. 
  

2.      On the Reference Form screen (Figure 1), click the Save button. The reference is now 
listed on the Vannevar Bush Award screen (Figure 2) with the status of In Progress. 
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Figure 2   Vannevar Bush Award screen. The reference is now listed with the 
status of In Progress. 
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Edit a Saved Reference for the Vannevar Bush Award 
  
1.      Access the Honorary Awards screen (Figure 1) (see Log In to Honorary Awards). 
  

 
  

Figure 1   Honorary Awards screen. The Vannevar Bush Award link is circled. 
  

2.      On the Honorary Awards screen (Figure 1), click Vannevar Bush Award. The 
Vannevar Bush Award screen displays (Figure 2) with the reference listed in the Work 
in Progress section. 
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Figure 2   Vannevar Bush Award screen. The reference title link is circled. 
  

3.      Click the title of the reference (Figure 2). The Reference Form screen displays (Figure 
3). On this screen, you can edit any section by clicking on the section title and then 
clicking the Save and Continue button or Save button (see Complete the Reference 
Form, Step 7 through Step 9, for detailed instructions on each section). 

  

 
  

Figure 3   Reference Form screen. 
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Submit a Saved Reference for the Vannevar Bush Award 
  
1.      Access the Honorary Awards screen (Figure 1) (see Log In to Honorary Awards). 
  

 
  

Figure 1   Honorary Awards screen. The Vannevar Bush Award link is circled. 
  

2.      On the Honorary Awards screen (Figure 1), click Vannevar Bush Award. The 
Vannevar Bush Award screen displays (Figure 2) with the reference listed in the Work 
in Progress section. 
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Figure 2   Vannevar Bush Award screen. The reference title link is circled. 
  

3.      Click the title of the reference (Figure 2). The Reference Form screen displays (Figure 
3). 

  

 
  

Figure 3   Reference Form screen. The View Saved Reference link is circled. 
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4.      Click View Saved Reference (Figure 3). The View Entire Reference screen displays 
(Figure 4). 

  

 
  

Figure 4   View Entire Reference screen. The Submit button is circled. 
  
5.      Click the Submit button (Figure 4). The Confirm Award Reference Submission 

screen displays (Figure 5). 
  

 
  

Figure 5   Confirm Award Reference Submission screen. The Confirm button is 
circled. 

  
6.      Click the Confirm button (Figure 5). The Confirmation screen displays (Figure 6). 
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Figure 6   Confirmation screen. 
  

7.      Click Back to Award Homepage (Figure 6). The Vannevar Bush Award screen 
displays (Figure 7) with the reference listed with the status of Submitted. 

  

 
  

Figure 7   Vannevar Bush Award screen with the reference listed with the status of 
Submitted. 
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View a Reference for the Vannevar Bush Award 
  
1.      Access the Honorary Awards screen (Figure 1) (see Log In to Honorary Awards). 
  

 
  

Figure 1   Honorary Awards screen. The Vannevar Bush Award link is circled. 
  

2.      On the Honorary Awards screen (Figure 1), click Vannevar Bush Award. The 
Vannevar Bush Award screen displays (Figure 2). 

  

 
  

Figure 2   Vannevar Bush Award screen.  The reference title link is circled. 
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3.      Click the title of the reference (Figure 2). The Reference Form screen displays (Figure 

3). 
  

 
  

Figure 3   Reference Form screen. The View Saved Reference link is circled. 
  

4.      Click View Saved Reference (Figure 3). The View Entire Reference screen displays 
with the text you have entered (Figure 4). 

  

 
  

Figure 4   View Entire Reference screen. 
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View the Reference in PDF for the Vannevar Bush Award 
  
1.      Access the View Entire Reference screen (Figure 1) (see View Entire Reference). 
  

 
  

Figure 1   View Entire Reference screen. The View PDF link is circled. 
  
2.      On the View Entire Reference screen (Figure 1), click View PDF. The reference 

displays in PDF format in a new window (Figure 2). 
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Figure 2   Reference in PDF format in a new window. The Save and Print icons are 
circled. 

  
3.      Click the Save icon (Figure 2) to save the reference to your computer. 
4.      Click the Print icon (Figure 2) to print the reference. 
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Public Service Award 

National Science Board Public Service Award Introduction 
  
The National Science Board Public Service Award is given annually in recognition of people 
and organizations who have increased the public understanding of science or engineering. 
  
You have the following options in preparing a Public Service Award: 
  
Access the Honorary Awards screen (Figure 1) (see Register for Honorary Awards or Log 

In to Honorary Awards). 
  

 
  

Figure 1   Honorary Awards screen. The National Science Board Public Service 
Award link is circled. 

  
  On the Honorary Awards screen (Figure 1), click National Science Board Public 
Service Award. The user is redirected to the National Science Board website 
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National Science Board Public Service Award Introduction 
  
The National Science Board Public Service Award is given annually in recognition of people 
and organizations who have increased the public understanding of science or engineering. 
  
You have the following options in preparing a Public Service Award: 
  
Access the Honorary Awards screen (Figure 1) (see Register for Honorary Awards or Log 

In to Honorary Awards). 
  

 
  

Figure 1   Honorary Awards screen. The National Science Board Public Service 
Award link is circled. 

  
  On the Honorary Awards screen (Figure 1), click National Science Board Public 
Service Award. The user is redirected to the National Science Board website 
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Find Background Information on Public Service Award 
  
1.      Access the Honorary Awards screen (Figure 1) (see Register for Honorary Awards or 

Log In to Honorary Awards). 
  

 
  

Figure 1   Honorary Awards screen. The National Science Board Public Service 
Award link is circled. 

  
2.      On the Honorary Awards screen (Figure 1), click National Science Board Public 

Service Award. The National Science Board Public Service Award screen displays 
(Figure 2). 

  

 
  
Figure 2   National Science Board Public Service Award screen. The Public Service 

Award Background link is circled. 
  

3.      Click Public Service Award Background (Figure 2). The Public Service Award 
screen displays (Figure 3) in a new window with the background information on the 
award. 

  

189 



 

  
Figure 3   Public Service Award screen. 
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Past Winners of the Public Service Award 
  
1.      Access the Honorary Awards screen (Figure 1) (see Register for Honorary Awards or 

Log In to Honorary Awards). 
  

 
  

Figure 1   Honorary Awards screen. The National Science Board Public Service 
Award link is circled. 

  
2.      On the Honorary Awards screen (Figure 1), click National Science Board Public 

Service Award. The National Science Board Public Service Award screen displays 
(Figure 2). 

  

 
  

Figure 2   National Science Board Public Service Award screen. The Past Winners 
link is circled. 

  
3.      Click Past Winners (Figure 2). The Public Service Award Recipients screen displays 

(Figure 3) in a new window. 
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Figure 3   Public Service Award Recipients screen. 
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Individual Nomination for Public Service Award 

Prepare an Individual Nomination for the Public Service 
Award 
  
In preparing and submitting a nomination for the Public Service Award, you can conduct the 
following activities: 

• Complete the Individual Nomination Form 
• Submit an individual nomination 
• Save an individual nomination 
• Edit a saved individual nomination 
• View the individual nomination 
• View the individual nomination in PDF 
• Submit a saved individual nomination 
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Prepare an Individual Nomination for the Public Service 
Award 
  
In preparing and submitting a nomination for the Public Service Award, you can conduct the 
following activities: 

• Complete the Individual Nomination Form 
• Submit an individual nomination 
• Save an individual nomination 
• Edit a saved individual nomination 
• View the individual nomination 
• View the individual nomination in PDF 
• Submit a saved individual nomination 

194 



pd_honorary_awards 

 

Complete the Individual Nomination Form for the Public 
Service Award 
  
1.      Access the Honorary Awards screen (Figure 1) (see Register for Honorary Awards or 

Log In to Honorary Awards). 
  

 
  

Figure 1   Honorary Awards screen. The National Science Board Public Service 
Award link is circled. 

  
2.      On the Honorary Awards screen (Figure 1), click National Science Board Public 

Service Award. The National Science Board Public Service Award screen displays 
(Figure 2). 
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Figure 2   National Science Board Public Service Award screen. The Prepare a New 

Nomination tab is circled. 
  

3.      Click the Prepare a Nomination tab (Figure 2). The Instructions for Preparing a 
Nomination screen displays (Figure 3) with general instructions for completing the 
nomination. 

  

 
  

Figure 3   Instructions for Preparing a Nomination screen. The View Nomination 
Form Description link is circled. 

  
4.      To see the form requirements, click View Nomination Form Description (Figure 3). 

The Nomination Form Description screen displays (Figure 4) with a listing of all the 
components of the Nomination Form. 
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Figure 4   Nomination Form Description screen. The Back link is circled. 
  
5.      Click the Back button (Figure 4). The Instructions for Preparing a Nomination 

screen displays (Figure 5). 
  

 
  

Figure 5   Instructions for Preparing a Nomination screen. The View Award Criteria 
button is circled. 

  
6.      Click the View Award Criteria button (Figure 5). The Award Selection Criteria 

displays (Figure 6). 
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Figure 6   Award Selection Criteria screen. The Create Individual Nomination 
button is circled. 

  
7.      Click the Create Individual Nomination button (Figure 6). The Nomination Form 

screen displays (Figure 7) with the Nomination Information section open. 
  

 
  

Figure 7   Nominee Information section of the Nomination Form screen. The Save 
and Continue button is circled. 

  
8.      In the Nomination Information section (Figure 7), enter the following information 

about the nominee in the appropriate boxes: 
• First name 
• Last name 
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• Address 
• City 
• State 
• Zip Code 
• International postal code (optional) 
• Country 
• Email address (optional) 
• Phone number 
• Organization 

9.      Click the Save and Continue button (Figure 7). The Nomination Form screen 
displays (Figure 8) with the Curriculum Vita section open. 

  

 
  

Figure 8   Curriculum Vita section of the Nomination Form screen. The Upload 
button is circled. 

  
10.  Browse to and upload the curriculum vita of the nominee (Figure 8). 
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Figure 9   Curriculum Vita section of the Nomination Form screen. The Save and 
Continue button is circled. 

  
11.  Click the Save and Continue button (Figure 9). (You can also click the Save button to 

save the form to complete it later.) The Nomination Form screen displays (Figure 10) 
with the Narrative section opened. 
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Figure 10   Narrative section of the Nomination Form screen. The Upload button is 
circled. 

  
12.  In the Narrative section (Figure 10), browse to and upload the Narrative. 
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Figure 11   Narrative section of the Nomination Form screen. Save and Continue is 
circled. 

  
13.  Click the Save and Continue button (Figure 11). The Nomination Form displays with 

the References section open. 
14.  In the References section (Figure 12), fill in the references information. 
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Figure 12   References section of the Nomination Form screen. Save and Continue 

is circled. 
  

13.  Click the Save and Continue button (Figure 12). The Nomination Form displays with 
the Submit section open. 

  
You have now completed the Nomination form. You have these options: 

• Save the nomination to edit it or submit it later 
• Submit the nomination 
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Submit an Individual Nomination for the Public Service 
Award 
  
1.      Access the Nomination Form screen (Figure 1) with the Submit Nomination section 

open (see Complete the Nomination Form). 
  

 
  

Figure 1   Nomination Form screen. The Submit button is circled. 
  
2.      Click the Submit button (Figure 1). The Confirm Award Nomination Submission 

screen displays (Figure 2). 
  

 
  

Figure 2   Confirm Award Nomination Submission screen. The Confirm button is 
circled. 

  
3.      Click the Confirm button (Figure 2). The Confirmation screen displays (Figure 3) with 

the message that the nomination has been submitted. 
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Figure 3   Confirmation screen. 
  
4.      Click the Back to Award Homepage (Figure 3). The Public Service Award screen 

displays (Figure 4) with the nomination listed with the status of Submitted. 
  

 
  
Figure 4   Public Service Award screen with the nomination listed with the status 

of Submitted. 
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Save an Individual Nomination for the Public Service 
Award 
  
After you have completed at least the first section of a nomination, you can save it for 
future work. 
  
1.      Access the Nomination Form screen (Figure 1) and complete at least the first section 

of the nomination (see Complete the Nomination Form). 
  

 
  

Figure 1   Nomination Form screen open to the Nominee Information section. The 
Save and Continue button is circled. 

  
2.  On the Nomination Form screen (Figure 1), click the Save and Continue button. The 
nomination is saved and is now listed on the National Science Board Public Service 
Award screen (Figure 2) with the status of In Progress. 
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Figure 2   National Science Board Public Service Award screen with the saved 
nomination listed with the status of In Progress. 
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Edit a Saved Individual Nomination for the Public Service 
Award 
  
1.      Access the Honorary Awards screen (Figure 1) (see Log In to Honorary Awards). 
  

’ 
  

Figure 1   Honorary Awards screen. The National Science Board Public Service 
Award link is circled. 

  
2.      On the Honorary Awards screen (Figure 1), click National Science Board Public 

Service Award. The National Science Board Public Service Award screen displays 
(Figure 2) with the saved nomination listed in the Work in Progress section. 

  

 
  

Figure 2   National Science Board Public Service Award screen. The link to the 
saved nomination is circled. 

  
3.      Click the nomination title (Figure 3). The Nomination Form screen displays (Figure 3) 

with the Nominee Information section open. On this screen, you can edit any section 
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by clicking on the section title and then clicking the Save and Continue button or the 
Save button (see Complete the Nomination Form, Step 8 through Step 12, for detailed 
instructions on each section). 

  

 
  

Figure 3   Nomination Form screen with the Nomination Information section open. 
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View an Individual Nomination for the Public Service 
Award 
  
1.      Access the Honorary Awards screen (Figure 1) (see Log In to Honorary Awards). 
  

’ 
  

Figure 1   Honorary Awards screen. The National Science Board Public Service 
Award link is circled. 

  
2.      On the Honorary Awards screen (Figure 1), click National Science Board Public 

Service Award. The National Science Board Public Service Award screen displays 
(Figure 2). 

  

 
  

Figure 2   National Science Board Public Service Award screen. The link to the 
saved nomination is circled. 
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3.      Click the nomination title (Figure 3). The Nomination Form screen displays (Figure 3). 
  

 
  

Figure 3   Nomination Form screen. The View Saved Nomination link is circled. 
  

4.      Click View Saved Nomination (Figure 3). The View Entire Nomination screen 
displays (Figure 4). You can edit from this screen also by clicking the Edit button for any 
section (see Complete the Nomination Form, Step 8 through Step 12, for detailed 
instructions on each section). 
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Figure 4   View Entire Nomination screen. 
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View an Individual Nomination in PDF for the Public 
Service Award 
  
1.      Access the View Entire Nomination screen (Figure 1) (see View an Individual 

Nomination). 
  

 
  

Figure 1   View Entire Nomination screen. The View PDF link is circled. 
  

2.      On the View Entire Nomination screen (Figure 1), click View PDF. The nomination 
displays in PDF format in a new window (Figure 2). 
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Figure 2   Nomination in PDF format in a new window. The Save and Print icons 
are circled. 

  
3.      Click the Save icon (Figure 2) to save the nomination to your computer. 
4.      Click the Print icon (Figure 2) to print the nomination. 
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Submit a Saved Individual Nomination for the Public 
Service Award 
  
1.      Access the Honorary Awards screen (Figure 1) (see Log In to Honorary Awards). 
  

’ 
  

Figure 1   Honorary Awards screen. The National Science Board Public Service 
Award link is circled. 

  
2.      On the Honorary Awards screen (Figure 1), click National Science Board Public 

Service Award. The National Science Board Public Service Award screen displays 
(Figure 2) with the saved nomination in the Work in Progress section. 

  

 
  

Figure 2   National Science Board Public Service Award screen. The link to the 
saved nomination is circled. 
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3.      Click the nomination title (Figure 3). The Nomination Form screen displays (Figure 3). 
  

 
  

Figure 3   Nomination Form screen. The View Saved Nomination link is circled. 
  

4.      Click View Saved Nomination (Figure 3). The View Entire Nomination screen 
displays (Figure 4). 
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Figure 4   View Entire Nomination screen. The Submit button is circled. 
  
5.      Click the Submit button (Figure 4). The Confirm Award Nomination Submission 

screen displays (Figure 5). 
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Figure 5   Confirm Award Nomination Submission screen. The Confirm button is 
circled. 

  
6.      Click the Confirm button (Figure 5). The Confirmation screen displays (Figure 6) with 

the message that the nomination has been submitted. 
  

 
  

Figure 6   Confirmation screen. 
  
7.      Click Back to Award Homepage (Figure 6). The National Science Board Public 

Service Award screen displays (Figure 7) with the nomination listed with the status 
Submitted.  
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Figure 7   National Science Board Public Service Award screen with the nomination 

now listed with the status of Submitted. 
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Group Nomination for Public Service Award 

Prepare a Group Nomination for the Public Service Award 
  
In preparing and submitting a group nomination for the Public Service Award, you can 
conduct the following activities: 

• Complete the Group Nomination Form 
• Submit a group nomination 
• Save a group nomination 
• Edit a saved group nomination 
• View the entire group nomination 
• View the group nomination in PDF 
• Submit a saved group nomination 
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Prepare a Group Nomination for the Public Service Award 
  
In preparing and submitting a group nomination for the Public Service Award, you can 
conduct the following activities: 

• Complete the Group Nomination Form 
• Submit a group nomination 
• Save a group nomination 
• Edit a saved group nomination 
• View the entire group nomination 
• View the group nomination in PDF 
• Submit a saved group nomination 
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Complete the Group Nomination Form for the Public 
Service Award 
  
1.      Access the Honorary Awards screen (Figure 1) (see Register for Honorary Awards or 

Log In to Honorary Awards). 
  

’ 
  

Figure 1   Honorary Awards screen. The National Science Board Public Service 
Award link is circled. 

  
2.      On the Honorary Awards screen (Figure 1), click National Science Board Public 

Service Award. The National Science Board Public Service Award screen displays 
(Figure 2). 
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Figure 2   National Science Board Public Service Award screen. The Prepare a New 
Nomination tab is circled. 

  
3.      Click the Prepare a Nomination tab (Figure 2). The Instructions for Preparing a 

Nomination screen displays (Figure 3) with general instructions for completing the 
nomination. 

  

 
  

Figure 3   Instructions for Preparing a Nomination screen. The View Nomination 
Form Description link is circled. 

  
4.      To see the form requirements, click View Nomination Form Description (Figure 3). 

The Nomination Form Description screen displays (Figure 4) with a listing of all the 
components of the Nomination Form. 
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Figure 4   Nomination Form Description screen. The Back link is circled. 
  
5.      Click the Back button (Figure 4). The Instructions for Preparing a Nomination 

screen displays (Figure 5). 
  

 
  

Figure 5   Instructions for Preparing a Nomination screen. The View Award Criteria 
button is circled. 

  
6.      Click the View Award Criteria button (Figure 5). The Award Selection Criteria 

displays (Figure 6). 
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Figure 6   Award Selection Criteria screen. The Create Group Nomination button is 
circled. 

  
7.      Click the Create Group Nomination button (Figure 6). The Nomination Form screen 

displays (Figure 7) with the Nomination Information section open. 
  

 
  

Figure 7   Nominee Information section of the Nomination Form screen. The Save 
and Continue button is circled. 

  
8.      In the Nomination Information section (Figure 7), enter the following information 

about the nominee in the appropriate boxes: 
• Group name 
• Contact first name 
• Contact last name 
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• Address 
• City 
• State 
• Zip Code 
• Country 
• Email address (optional) 
• Phone number 
• Organization 

9.      Click the Save and Continue button (Figure 7). (You can also click the Save button to 
save the form to complete later.) The Nomination Form screen displays (Figure 8) with 
the Narrative section open. 

  

 
  

Figure 8   Narrative section of the Nomination Form screen. The Upload button is 
circled. 

  
10.  In the Narrative section (Figure 8), browse to and upload the narrative document. 
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Figure 9   Narrative section of the Nomination Form screen. The Save and Continue 
button is circled. 

  
11.  Click the Save and Continue button (Figure 9). The Nomination Form displays with the 

References section open. 
12.  In the References section (Figure 10), input the references for the nomination. 
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Figure 10   References section of the Nomination Form screen. The Save and 

Continue button is circled. 
  

11.  Click the Save and Continue button (Figure 10). The References section displays with 
the Submit Nomination section open. 

  
You have now completed the Nomination form. You have these options: 

• Save the nomination to edit it or submit it later 
• Submit the nomination 
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Submit a Group Nomination for the Public Service Award 
  
1.      Access the Nomination Form screen (Figure 1) with the Submit Nomination section 

open (see Complete the Nomination Form). 
  

 
  

Figure 1   Nomination Form screen. The Submit button is circled. 
  
2.      Click the Submit button (Figure 1). The Confirm Award Nomination Submission 

screen displays (Figure 2). 
  

 
  

Figure 2   Confirm Award Nomination Submission screen. The Confirm button is 
circled. 

  
3.      Click the Confirm button (Figure 2). The Confirmation screen displays (Figure 3) with 

the message that the nomination has been submitted. 
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Figure 3   Confirmation screen. 
  
4.      Click the Back to Award Homepage (Figure 3). The National Science Board Public 

Service Award screen displays (Figure 4) with the nomination listed with the status of 
Submitted. 

  

 
  
Figure 4   National Science Board Public Service Award screen with the nomination 

listed with the status of Submitted. 
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Save a Group Nomination for the Public Service Award 
  
After you have completed at least the first section of a nomination, you can save it for 
future work. 
  
1.      Access the Nomination Form screen (Figure 1) and complete at least the first section 

of the nomination (see Complete the Nomination Form). 
  

 
  

Figure 1   Nomination Form screen open to the Nominee Information section. The 
Save and Continue button is circled. 

  
2.      On the Nomination Form screen (Figure 1), click the Save and Continue button. The 

nomination is saved and is now listed on the National Science Board Public Service 
Award screen (Figure 2) with the status of In Progress. 
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Figure 2   National Science Board Public Service Award screen with the saved 
nomination listed with the status of In Progress. 
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Edit a Saved Nomination for the Public Service Award 
  
1.      Access the Honorary Awards screen (Figure 1) (see Log In to Honorary Awards). 
  

’ 
  

Figure 1   Honorary Awards screen. The National Science Board Public Service 
Award link is circled. 

  
2.      On the Honorary Awards screen (Figure 1), click National Science Board Public 

Service Award. The National Science Board Public Service Award screen displays 
(Figure 2) with the saved nomination listed in the Work in Progress section. 

  

 
  

235 



Edit a Saved Nomination for the Public Service Award 

Figure 2   National Science Board Public Service Award screen. The link to the 
saved nomination is circled. 

  
3.      Click the nomination title (Figure 3). The Nomination Form screen displays (Figure 3) 

with the Nominee Information section open. On this screen, you can edit any section 
by clicking on the section title and then clicking the Save and Continue button or the 
Save button (see Complete the Nomination Form, Step 8 through Step 12, for detailed 
instructions on each section). 

  

 
  

Figure 3   Nomination Form screen with the Nomination Information section open. 
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Submit a Saved Group Nomination for the Public Service 
Award 
  
1.      Access the Honorary Awards screen (Figure 1) (see Log In to Honorary Awards). 
  

’ 
  

Figure 1   Honorary Awards screen. The National Science Board Public Service 
Award link is circled. 

  
2.      On the Honorary Awards screen (Figure 1), click National Science Board Public 

Service Award. The National Science Board Public Service Award screen displays 
(Figure 2) with the saved nomination in the Work in Progress section. 
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Figure 2   National Science Board Public Service Award screen. The link to the 
saved nomination is circled. 

  
3.      Click the nomination title (Figure 3). The Nomination Form screen displays (Figure 3) 

with the Nominee Information section open. 
  

 
  

Figure 3   Nomination Form screen. The Save and Continue button is circled. 
  
  
4.      Click the Save and Continue button (Figure 3). The Narrative Form section of the 

Nomination Form opens (Figure 4). 
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Figure 4   Narrative section of the Nomination Form screen. The View Saved 
Nomination link is circled. 

  
5.      Click View Saved Nomination (Figure 3). The View Entire Nomination screen 

displays (Figure 5). 
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Figure 5   View Entire Nomination screen. The Submit button is circled. 
  
6.      Click the Submit button (Figure 5). The Confirm Award Nomination Submission 

screen displays (Figure 6). 
  

 
  

Figure 6   Confirm Award Nomination Submission screen. The Confirm button is 
circled. 

  
7.      Click the Confirm button (Figure 6). The Confirmation screen displays (Figure 7) with 

the message that the nomination has been submitted. 
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Figure 7  Confirmation screen. 
  
8.      Click Back to Award Homepage (Figure 6). The National Science Board Public 

Service Award screen displays (Figure 8) with the nomination listed with the status 
Submitted.  

  

 
  
Figure 8  National Science Board Public Service Award screen with the nomination 

now listed with the status of Submitted. 
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View a Group Nomination for the Public Service Award 
  
1.      Access the Honorary Awards screen (Figure 1) (see Log In to Honorary Awards). 
  

’ 
  

Figure 1   Honorary Awards screen. The National Science Board Public Service 
Award link is circled. 

  
2.      On the Honorary Awards screen (Figure 1), click National Science Board Public 

Service Award. The National Science Board Public Service Award screen displays 
(Figure 2). 
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Figure 2   National Science Board Public Service Award screen. The link to the 

saved nomination is circled. 
  
3.      Click the nomination title (Figure 3). The Nomination Form screen displays with the 

Nominee Information section open (Figure 3). 
  

 
  

Figure 3   Nomination Form screen. The View Saved Nomination link is circled. 
  

4.      Click the Save and Continue button (Figure 3). The Narrative section of the 
Nomination Form displays (Figure 4). 
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Figure 3   Nomination Form screen. The View Saved Nomination link is circled. 
  

5.      Click View Saved Nomination (Figure 4). The View Entire Nomination screen 
displays (Figure 5). You can edit from this screen also by clicking the Edit button for any 
section (see Complete the Group Nomination Form, Step 8 through Step 12 for detailed 
instructions for each section). 
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Figure 5   View Entire Nomination screen. 
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View a Group Nomination in PDF for the Public Service 
Award 
  
1.      Access the View Entire Nomination screen (Figure 1) (see View a Nomination). 
  

 
  

Figure 1   View Entire Nomination screen. The View PDF link is circled. 
  

2.      On the View Entire Nomination screen (Figure 1), click View PDF. The nomination 
displays in PDF format in a new window (Figure 2). 
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Figure 2   Nomination in PDF format in a new window. The Save and Print icons 
are circled. 

  
3.      Click the Save icon (Figure 2) to save the nomination to your computer. 
4.      Click the Print icon (Figure 2) to print the nomination. 
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Reference for Public Service Award 

Prepare a Reference for Public Service Award 
  
In preparing and submitting a reference for a nominee for the Public Service Award, you can 
conduct the following activities: 

• Complete the Reference Form for an Individual for the Public Service Award 
• Complete the Reference Form for a Group for the Public Service Award 
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Prepare a Reference for Public Service Award 
  
In preparing and submitting a reference for a nominee for the Public Service Award, you can 
conduct the following activities: 

• Complete the Reference Form for an Individual for the Public Service Award 
• Complete the Reference Form for a Group for the Public Service Award 
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Complete the Reference Form for an Individual for the 
Public Service Award 
  
To prepare an individual reference for the Public Service Award, you must first register for 
Honorary Awards. See Register for Honorary Awards. 
  
1.      Access the Honorary Awards screen (Figure 1) (see Register for Honorary Awards or 

Login for Honorary Awards). 
  

 
  

Figure 1   Honorary Awards screen. The Public Service Award link is circled. 
  
2.      On the Honorary Awards screen (Figure 1), click Public Service Award. The Public 

Service Award screen displays (Figure 2). 
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Figure 2   Public Service Award screen.  The Prepare a New Reference tab is 
circled. 

  
3.      Click the Prepare a New Reference tab (Figure 2). The Instructions for Preparing 

a Reference screen displays (Figure 3). 
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Figure 3   Instructions for Preparing a Reference screen. The View Required 
Information for Reference link is circled. 

  
4.      To see the form requirements, click View Required Information for Reference 

(Figure 3). The Required Information for  Reference screen displays (Figure 4) with 
a listing of all the components of the reference. 

  

 
  

Figure 4   Required Information for Reference screen. The Back button is circled. 
  
5.      Click the Back button (Figure 4). The Instructions for Preparing a Reference screen 

displays (Figure 5). 
  

 
  

Figure 5   Instructions for Preparing a Reference screen. The Begin Individual 
Nomination Reference button is circled. 

  
6.      Click the Begin Individual Nomination Reference button (Figure 5). The Individual 

Nomination Reference Form screen displays (Figure 6) with the Nominee 
Information section open. 
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Figure 6   Reference Form screen with the Nominee Information section open. The 
Save and Continue button is circled. 

  
7.      Enter the required information in the appropriate boxes (Figure 6): 

• First name 
• Last name 
• Organization 

8.      Click the Save and Continue button (Figure 6). The Reference Form screen displays 
(Figure 7) with the Nominee Description section open. 

  

 
  

Figure 7   Reference Form screen with the Nominee Description section open. The 
Upload button is circled. 

  
9.      In the Nominee Description section (Figure 7), browse to and upload your reference 

letter file. 
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Figure 8   Reference Form screen with the Nominee Description section open. The 
Save and Continue button is circled. 

  
10.  Click the Save and Continue button (Figure 8). The Nomination Form displays with 

the Submit Nomination section open. 
  

 
  

Figure 9   Submit Reference section. 
  
You have now completed the Reference form. You have these options: 

• Save the reference to edit it or submit it later 
• Submit the reference 
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Complete the Reference Form for a Group for the Public 
Service Award 
  
To prepare an individual reference for the Public Service Award, you must first register for 
Honorary Awards. See Register for Honorary Awards. 
  
1.      Access the Honorary Awards screen (Figure 1) (see Register for Honorary Awards or 

Login for Honorary Awards). 
  

 
  

Figure 1   Honorary Awards screen. The Public Service Award link is circled. 
  
2.      On the Honorary Awards screen (Figure 1), click Public Service Award. The Public 

Service Award screen displays (Figure 2). 
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Figure 2   Public Service Award screen.  The Prepare a New Reference tab is 
circled. 

  
3.      Click the Prepare a New Reference tab (Figure 2). The Instructions for Preparing 

a Reference screen displays (Figure 3). 
  

 
  

Figure 3   Instructions for Preparing a Reference screen. The View Required 
Information for Reference link is circled. 
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4.      To see the form requirements, click View Required Information for Reference 

(Figure 3). The Required Information for  Reference screen displays (Figure 4) with 
a listing of all the components of the reference. 

  

 
  

Figure 4   Required Information for Reference screen. The Back button is circled. 
  
5.      Click the Back button (Figure 4). The Instructions for Preparing a Reference screen 

displays (Figure 5). 
  

 
  

Figure 5   Instructions for Preparing a Reference screen. The Begin Group 
Nomination Reference button is circled. 

  
6.      Click the Begin Individual Nomination Reference button (Figure 5). The Group 

Nomination Reference Form screen displays (Figure 6) with the Nominee 
Information section open. 
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Figure 6   Reference Form screen with the Nominee Information section open. The 
Save and Continue button is circled. 

  
7.      Enter the required information in the appropriate boxes (Figure 6): 

• Group Name 
8.      Click the Save and Continue button (Figure 6). The Reference Form screen displays 

(Figure 7) with the Nominee Description section open. 
  

 
  

Figure 7   Reference Form screen with the Nominee Description section open. The 
Upload button is circled. 

  
9.      In the Nominee Description section (Figure 7), browse to and upload your reference 

letter file. 
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Figure 8   Reference Form screen with the Nominee Description section open. The 
Save and Continue button is circled. 

  
10.  Click the Save and Continue button (Figure 8). The Nomination Form displays with 

the Submit Nomination section open. 
  

 
  

Figure 9   Submit Reference section. 
  
You have now completed the Reference form. You have these options: 

• Save the reference to edit it or submit it later 
• Submit the reference 
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