Fas HELP DOCUMENTATION

FastLane Help System

Meeting Sign-In






Table Of Contents

V== o T RS Lo T E 1 o
Meeting Sign-1Nn INTrodUCTION ... e e aaeee e
ACCESS MEETING SIgN-IN o e et
Y2 T o S Lo o e '

Complete Daily Meeting Sign-iN . ... aaaeee s
Reviewing Reimbursement Profile ........c.ooiiiiiiii i e
Answering Transportation QUESTIONS ......i...iiiii ittt e e e e e eaanees
Meeting ATLENUANCE .. ... et et et ettt et e






Meeting Sign-In
Meeting Sign-In Introduction

Meeting sign-in is available for each day of the meeting. The Meeting Sign-in Screen will
enable you to review your reimbursement profile, answer transportation questions, and
sign-in with your specific type of attendance for the day. The transportation questions only
need to be answered on the first day of the meeting. Attendance type selection and sign-in
is needed on a daily basis for the duration of the meeting.

To Access Meeting Sign-in see Access Meeting Sign-in.

For each meeting, you must complete the following three steps:
1. Review the reimbursement profile.
2. Select answers to the transportation questions.
3. Select an attendance type and sign in.
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Access Meeting Sign-In

1. On the FastLane Home Page screen (Figure 1), select Panelist Functions in the
navigation bar at the top. The Panelist Functions screen displays (Figure 2).
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Figure 1 FastLane Home Page screen. The link for Panelist Functions is
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Figure 2 Panelist Functions screen. The Log In section is surrounded in red.

2. In the Log In section on the Panelist Functions screen (Figure 2), do the
following:
e In the Panel ID box, type the Panel/Meeting ID that you received from NSF.
¢ In the Panelist Last Name box, type your last name.
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e In the Password box, type the password.

3. Select the Login button (Figure 2). The Panelist System Selection screen displays

(Figure 3).

Click to work on:
© Travel and Reimbursement (E Mgﬂing §-ign-in p)
© Panel Review System O Interactive Panel

Figure 3 Meeting Sign-in link at the bottom of the Panelist System
Selection screen.

4. Select the Meeting Sign-in link (Figure 3).
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Meeting Sign-In

Complete Daily Meeting Sign-in

1. Access the Panelist Functions Main Page.

Click to work on:
© Travel and Reimbursement (é Mgging gign-in p )
© Panel Review System O Interactive Panel System

Figure 1 Panelist Functions section of the Panelist System Selection
screen.

2. Click on the Meeting Sign-in Link at the bottom of the page.

3. View the Meeting Sign-in Screen.

Participant Name: Valdez, Rodofo  Meeting 1D: PLI07E3

You must sign-in to this meeting in order to be eligible for reimbursement.

Reimbursement Profile:

If pour Befmbursemesnt Frofife is incorrect,
YVour Registration Status is: Non-Federal, Non-Locsl, Attending ©n-Site please click here to update your answers

You are eligible for! Flat-rate Reimbursement, Transportation Expenses to the registration questions.

Haw did you travel to the meeting?

O Personally Owned Wehicle

0

NSF Purchased Commercial Air/aail O self Purchased Commercial Air/Rail

)

O Local Transportation

-
e

Othar ) Mot applicable

How will you return from the meeting?

O Personally Owned Yehicle ) NSF Purchased Commercial AirfRail ) Self Purchased Commercial &ir/fal
) Local Transportation O other O Mot Applicable
Meeting Attendar
MEETING DATE Attendsnce Typs Sigreed In
02/27/2013 [Select an attendance type - Mo
02/26/2013 Mot Available Mo

Certification: By Clicking "Sign-in", I certify that this information is truthful and correct.

Figure 2 Meeting Sign-in Screen

Reviewing Reimbursement Profile

The Meeting Sign-in Screen will display a participant’s current registration status as well as
the type of reimbursement for which the participant is eligible. This status is determined by
the answers provided during meeting registration. For definitions to terminology, click on
one of the hyperlinked terms within the reimbursement profile.
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Participant Mame: Valdez, Rodolfo  Meeting ID: FL307ES

You must sign-in to this meeting in order to be eligible for reimbursement.

R bursement Profile:
elm| ent e If powr Reimbursement Profile is incorrect,
Tour Registration Status is: Nop-Federal, Mon-Local, Attending On-Sits please click hars to upoate pour aRIWers

fou are shgible for: Flat-rate Reimbursement, Transportation Ezpenses to fhe registration guesiions

Transportation Prant

The defintion of Mon-Federal is:
How did you travel to the meeting

O Personally Owned Vehicle An individual is a Non-Federal Employes when urcheased Comrmercial firRal
his/her pasition or job s not classified and

O Local Transportation graded within same Federal job system [such as bolicable
the General Schedule (G5), the Senior

How will vou return From the meet Executive Servica (SES) or an excepted sarvice

system which may be charactenzed by AD or

) Personally Swmned Vehicle E¥ or other, similar intials). urchasad Commarcial Air'R.ail

) Local Transportation Close Window bplicable

2elin Attendar

MEETING DATE

0222013 | Select an attendance type b No

02 2872013 Mot Available [

Certification: By Clicki

Figure 3 Meeting Sign-in Screen after clicking the “Non-Federal Participant”
hyperlink.

Should a participant deem their registration profile to be incorrect, the link to update
registration questions will enable the participant to review and edit the answers to the
registration questions.

The reimbursement profile hyperlinks and the link to the registration questions are available
throughout the duration of the meeting.

Answering Transportation Questions

The Meeting Sign-in Sheet will require panelists to answer two transportation questions
before signing-in.

1. “How did you travel to the meeting?”
2. “How will you return from the meeting?”

Select an answer from the radio button options to each question. The transportation
questions only need to be answered once, on the first day of signing-in for the meeting.
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Participant Name: Valdez, Rodolfo  Meeting ID: PL307E3

You must sign-in to this meeting in order to be eligible for reimbursement.

Reimbursement Profile:
Your Registration Status is: Mon-Federal, Non-Local, Attending On-Site

‘rou are eligible for: Flat-rate Reimbursement, Transportation Expenses

How did you travel to the meeting?

' personally Dwned Yehide @

' Local Transportation

How will you return from the meeting?

& Persanally Owned Vehicle ®

o]

P

Lacal Trensportatian L

MEETING DATE
02/27/2013

02/26/2013

MEF Purchased Commercial Air/Rail

Other

MEF Purchased Commercial Air/Rail

Other

attendancs Teps

Select an attendance type W

Hot Available

Signed In
M

N

If pour Reimbursemant Profils (s incorrest,
please glich here to update pour answers
to the registration questions.,

Self Purchased Commercial AirfRail

Mot Applicable

Zelf Purchased Commercial AirfRail

Mot Applicable

Certification: By Clicking “Sign-in”, 1 certify that this information is truthful and correct.

Sign-in

Figure 4 Meeting Sign-in Screen with NSF Purchased Commercial Air/Rail selected
as answers to the Transportation Questions.

Meeting Attendance

1. Select an Attendance Type for the current day from the dropdown.

In Person- NSF

In Person- Other Meeting Location

TeleConference
Webcast

VideoConference

Online Forum
Other

For definitions to the attendance types, click on the “Attendance Type”
hyperlink above the dropdown.

2. Click Sign-in, to sign-in to the meeting for that day. A message will appear at the top
of the sign-in screen to alert you that the sign-in has been successful and will
provide a link to the Panelist Functions Home Page. Additionally, the “Signed in”
column will now reflect the sign in for the day, by changing from “No” to “Yes.”

Attendance type can be changed for the duration of the meeting day. Once the meeting day
has passed, the panelist will be unable to change the attendance type for any day other
than the current day.
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Participant Hame: Valdez, Rodofo  Meeting ID: P130783

You must sign-in to this meeting in order to be eligible for reimbursement.

Reimbursement Profile: If pour Reimbursermeant Profife is incorrect,

‘four Registration Status is: Hon-Federal, Nan-Local, Atbending On-Site please click here to updale pour answers
You are eligible for: Flat-rate Reimbursemant, Transportation Expenses to the registration questions.
ransportation:

How did you travel to the meeting?

3 Personally Owned Vehicle (5 WSF Purchased Commercial Air/Rail O Self Purchased Commercial &ir/Rail
) Locsl Transpartation O Other O ot spplicable
How will you return from the meeting?
(T.‘- Persanally Ownad Yehicla "* MSF Purchased Commercial Air/Rail 0 Salf Purchased Cormmarcial Air/Rail
'  Local Transportation 2 other ) ot spplicable
ing Attendance
MEETING DATE Attandance Tvpe Signed In
0272772013 Select an nttcndano: type A Mo
an stband
D2/28/2013 In Person - NSF Ma

In Person - Other Meeting Location
TeleConference

‘Webcast
VideoConference
Onlirme Forum
Oth

Certification: By C information is truthful and correct.

ar
Cnid Mot Attend

Figure 5 Meeting Sign-in Screen with Cursor on the Attendance Type Dropdown.

You have sucoessiully sigred in for Today. Please dick here fo retum to the Panelist Functions Home Pacge.

Participant Name: Valdez, Rodolfo Meeting 10: P130763

Relmbursement Profile: ¥ your Bsimbursamant Profils is incormred,

W WL four Aegistration Status is: Mon-Federal, Non-Local, Attending On-Sit please ciick fens to updats pour answers
{ ou are eligible for: flst-rate Reimburssment, Transpertation Expens: 0 Bk recErBicn StisTHORS.

Welcomel How did you travel ta the mesting?
) Personally Owned Vehicle @& WSF Purchased Commercial AirfRail O self Purchased Cammercial Air/Rail
Use this page ta signon for each day of the
meeting. Please selact your moda of O Locsl Transportation O onher ' Hot Applicable
transportation to and from the meeting and
the appropriste attendance type snd clck

How will you return from the meeting?

Sign-in. O sersonaly Owned vehicls & WSF Purchased Commercial Air/Rail O self purchased Commercial Air/Rai
@ Locel Transpartation O Other O Hot Applicable
le ng Al ndan:
HEETING DATE Atgn Figned In
02/27/2013 In Person - NSF v ves
DZ/ZE/2013 Mot Available Mo

Certification: By Clicking "Sign-in™, I certify that this information is truthful and correct.

You have successfully sigred in for Today. Please click hare fo return to the Panelist Functions Home Page.

Figure 6 Meeting Signh-in Screen after signing-in to the meeting.
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