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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). 

  

 
Figure 1   FastLane Home Page screen. The link for Panelist Functions is 

circled. 
  

 
  

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: 

• 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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• In the Password box, type the password. 
  

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

  
 

 
  

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. 
  

 
  

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. 

  

 
  

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

 
  

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