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Supplemental Funding Request
Supplemental Funding Request Introduction

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

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

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

The Authorized Organizational Representative (AOR) must sign the Supplementary Funding
Request.

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

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

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

As an SPO, you can do the following:
e Check a Supplemental Funding Request
e Edit a Supplemental Funding Request
e Submit a Supplemental Funding Request (AOR only)
« Withdraw a Supplemental Funding Request (AOR only)

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

Click on a link above for instructions for that action.



Pl Functions Introduction for a Supplemental Funding Request

Pl Functions

PI1 Functions Introduction for a Supplemental Funding
Request

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

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

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

What Do You Want To Work On?

42 Proposal Functions

€ O Award And Reporting Functions 2y

@ Change Pl Information

© Research.gov Functions

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

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



Prepare a Supplemental Funding Request

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

Award and Reporting Functions

© MNotifications and Requests

© Continuation Funding Status

@ View/Print Award Documents

©Q Project Reports System

@nnlemental Funding Request

©Q Research.qgov Functions

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

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

List of Current Awards
Frincipal Investigator Mame, Alan Alphaman
Departraent: Division of Information System
Tnstibubion: National Science Foundation

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

(0413531 - 4102852000 - 06/071/2004 - Richs SBIR supplamantal funding request
| D7 00000 - 007 3893001 - 04/30,/2002 - Doctaral Disseration Research: The Greste

o | Frepare Supplemental Funding Request s

—— —

Figure 3 List of Current Awards screen. The Prepare Supplemental Funding
Request button is circled.
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4. Highlight the award for which you want to prepare a Supplemental Funding Request
(Figure 3).

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

& Request for Supplemental Funding

Award Information [JEET=0

Avrard Mumber 0413531 Award Amount 0 Expiration Drate: 087012004
Tils Richs SETR supplemental funding request
Proncipal InvestgatonProgect Director. Alphaman, Alan

Supplemental Fumding Bequest

Temp, Prop ID # - Prop 1D # - Status - Proposal Title

72007183 - ===~ In Frog - Richz SBIR supplemental fundmg request ~
7200747 - 0420047 - Submifted - Richs SEIR supplemantal funding requast |»

@ rl:lalsta | [ NIUWSHDAEEBss_-l |F'r|nl]

—=— —

~1 Craale Hew Supplemental Funding Reguest ]

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

6. Click the Create New Supplemental Funding Request button (Figure 4). The Form
Preparation screen displays (Figure 5) with the forms for preparing a Supplemental
Funding Request:

e Summary of Proposed Work

Budgets (Including Justification)

Add/Delete Non-Co-PI Senior Personnel

Justification for Supplement

Supplementary Documents
e Revised End Date (if applicable)

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

Form Preparation

Te prepare a form, chek on the appropnate button below

Form Saved Form Saved
il Surnenary OF Propozed Wark @ Justficabon For Supplement
[ GO | Budgets (Inchidimg Justifcation) [ 60 | Esplanation For Lute Recuest
Supplementary Documents
IE Other Supplementary Doce
E AddDelete Mon Co-PI Semior Personnel HiA @ Bewsed Expiration Date (if apphcable)

Gio Back |



Prepare a Supplemental Funding Request

Figure 5 Form Preparation screen.
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Edit a Supplemental Funding Request

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

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

What Do You Want To Work On?

42 Proposal Functions

€ O Award And Reporting Functions 2y

@ Change Pl Information

© Research.gov Functions

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

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



Edit a Supplemental Funding Request

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

Award and Reporting Functions

© MNotifications and Requests

© Continuation Funding Status

@ View/Print Award Documents

©Q Project Reports System

@nnlemental Funding Request

©Q Research.qgov Functions

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

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

List of Current Awards
Frincipal Investigator Mame, Alan Alphaman
Departraent: Division of Information System
Tnstibubion: National Science Foundation

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

(0413531 - 4102852000 - 06/071/2004 - Richs SBIR supplamantal funding request
| D7 00000 - 007 3893001 - 04/30,/2002 - Doctaral Disseration Research: The Greste

o | Frepare Supplemental Funding Request s

—— —

Figure 3 List of Current Awards screen. The Prepare Supplemental Funding
Request button is circled.
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4. Highlight the award for which you want to edit a Supplemental Funding Request (Figure

3).

5. Click the Prepare Supplemental Funding Request button (Figure 3). The Request

for Supplemental Funding screen displays (Figure 4).

A Request for Supplemental Funding

Aweard Information [JEETER

Brrard Mumber 0413531 Award Amount O Expraton Diate: 080172004
Ttz Richs SEIR supplemental funding request
Prncipal ImvestigatonProject Directer: Alphaman, Alan

Supplemental Funding Request

Temp. Prop ID # - Prop ID # - Status - Proposal Title

7200230 - *====-fn Frog - Fichs SBIR supglementa! funding request

720225 ======- in Frog - Richs SBIR supplemantai funding request b
[ |Edit] | Delete | | AlowSROAccess | [Frint
l_ Crmabs MNew Supplemantal Funding Baguas! ]

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

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

7. Click the Edit button (Figure 4). The Form Preparation screen displays (Figure 5).

Forms for Temp. Proposal #7396346
PRS 11/18/06 Release Functional Verification 15

Form Preparation

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

Form Saved Form
Summary Of Proposed Work Justification For Supplement
Budgets (Including Justification) Explanation For Late Request

Supplementary Documents

Other Supplementary Docs

Add/Delete Non Co-PI Senior Personnel N/A Revised End Date (if applicable)

Figure 5 Form Preparation screen.

8. Edit the forms as you require:
e Summary of Proposed Work
= Budgets (Including Justification)
e Add/Delete Non-Co-Pl Senior Personnel
e Justification for Supplement
e Supplementary Documents

Saved
08/17/13



Edit a Supplemental Funding Request

- Revised End Date (if applicable)
(Click on a form above for instructions on completing that form.)
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Allow or Remove SPO Access to Supplemental Funding Request
Allow or Remove SPO/AOR Access to a Supplemental
Funding Request

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

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

What Do You Want To Work On?

@ Proposal Functions :

& O Award And Reporting Functions )

@ Change Pl Information

© Research.gov Functions

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

2. Click Award and Reporting Functions (Figure 1). The Principal Investigator

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

11



Allow or Remove SPO/AOR Access to a Supplemental Funding Request

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

Award and Reporting Functions

© MNotifications and Requests

© Continuation Funding Status

@ View/Print Award Documents

©Q Project Reports System

@nnlemental Funding Request

©Q Research.qgov Functions

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

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

List of Current Awards
Frincipal Investigator Mame, Alan Alphaman
Departraent: Division of Information System
Tnstibubion: National Science Foundation

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

(0413531 - 4102852000 - 06/071/2004 - Richs SBIR supplamantal funding request
| D7 00000 - 007 3893001 - 04/30,/2002 - Doctaral Disseration Research: The Greste

o | Frepare Supplemental Funding Request s

—— —

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

12



pd_supp_funding_request

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

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

A Request For Supplemental Funding

Award Information [JEETER

Award Mumber 0413531 Award Amowt O Exprahon Date: GRO12004
Title Richs SEIR supplemental fumding regquest
Frncrpal InveshgatarFroject Doectar: Alphaman, Alan

Supplemental Fanding Fequest

Temp. Prop ID # - Prop 1D # - Statos - Proposal Title
[TEOEES0 - === Prag - Fichs SHIF supplemerdal fnding requast. ~
1200225 -~ In Prag - Fichs SSIF sugnlanieoial heding requsst
[Eo) | Dalesa | (] AllowSPDAccsss |0 [Prns

I Creaie New Supplemanisl Funding Reguest ]

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

6. Highlight the Supplemental Funding Request that you want to give the SPO access to
(Figure 4).
7. Click the Allow SPO Access button (Figure 4). The Sponsored Project Office (SPO)
Access Control screen displays (Figure 5) with these control options:
« Allow SPO to view proposal
« Allow SPO to view and edit proposal
= Allow AOR to view, edit, and submit proposal
(Click on a link above for instructions for that option.)

Sponsored Project Office (SPO) Access Control
Current SPO Access for proposal 7396346 is set to None

Allow SPO to view proposal

Allow SPO to view and edit the proposal
Allow AOR to view, edit and submit proposal

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

13



Allow SPO to View But Not Submit a Supplemental Funding Request

Allow SPO to View But Not Submit a Supplemental Funding
Request

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

Sponsored Project Office (SPO) Access Control
Current SPO Access for proposal 7396346 1s set to None

Allow SPO to view proposal
Allow SPO to view and edit the proposal
Allow AOR to view, edit and submit proposal

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

2. On the Sponsored Project Office (SPO) Access Control screen (Figure 1), click the
Go button for Allow SPO to Only View Proposal But Not Submit. A screen displays
(Figure 2) with a message that the SPO can now view but not edit or submit the
Supplemental Funding Request.

The SPO can now view (but not edit or submat) proposal 7396346

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

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

14
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Allow SPO to View and Edit But Not Submit a Supplemental
Funding Request

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

Sponsored Project Office (SPO) Access Control
Current SPO Access for proposal 7396346 1s set to None
Allow SPO to view proposal
Allow SPO to view and edit the proposal
Allow AOR to view, edit and submit proposal

Figure 1 Sponsored Project Office (SPO) Access Control screen.

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

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

The SPO can now view and edit proposal 7396346

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

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

15
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Allow AOR to View, Edit, and Submit a Supplemental Funding Request

Allow AOR to View, Edit, and Submit a Supplemental
Funding Request

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

Sponsored Project Office (SPO) Access Control
Current SPO Access for proposal 7396346 1s set to None
Allow SPO to view proposal
Allow SPO to view and edit the proposal
Allow AOR to view, edit and submit proposal

Figure 1 Sponsored Project Office (SPO) Access Control screen.

2. On the Sponsored Project Office (SPO) Access Control screen (Figure 1), click the
Go button for Allow AOR to View, Edit, and Submit Proposal. A screen displays (Figure
2) with a message that the AOR now has full access to the request. The screen also lists

the individuals who will receive emails from FastLane on the request’s new access
status.

The AOR now has complete access to proposal 7396346
Your proposal is not submitted until your AOR submits the proposal to NSF. Once the proposal is submitied. vou will be sent an e-mail with the official NSF proposal
number. You can then use FastLane to check the status of the proposal. Once the proposal 1s submuitted, the proposal will no longer appear on the Proposal Actions
screen when you log into Proposal Preparation to prepare a proposal. The submitted proposal will show up in your list of Submitted Proposals.

Email(s) has been sent to the following individuals, notifying them of proposal access.
helen halen

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

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

16
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Remove SPO/AOR Access to a Supplemental Funding
Request

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

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

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

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

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

17



Print a Supplemental Funding Request

Print a Supplemental Funding Request

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

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

What Do You Want To Work On?

42 Proposal Functions

€ O Award And Reporting Functions 2y

@ Change Pl Information

© Research.gov Functions

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

2. Click Award and Reporting Functions (Figure 1). The Principal Investigator

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

18
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Principal Investigator(Pl)/Co-Principal
Investigator(Co-Pl) Management

Award and Reporting Functions

© MNotifications and Requests

© Continuation Funding Status

@ View/Print Award Documents

©Q Project Reports System

@nnlemental Funding Request

©Q Research.qgov Functions

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

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

List of Current Awards
Frincipal Investigator Mame, Alan Alphaman
Departraent: Division of Information System
Tnstibubion: National Science Foundation

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

(0413531 - 4102852000 - 06/071/2004 - Richs SBIR supplamantal funding request
| D7 00000 - 007 3893001 - 04/30,/2002 - Doctaral Disseration Research: The Greste

< Frepare Supplemental Funding Request s

—— —

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

19



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

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

& Request for Supplemental Funding

Aoward Information [JEVTZH

Award Mumber: 0413331 Award Amount: 0 Expeation Date: 03012004
Title: Hichs SEIR supplemental fanding request
Pracipal [nvestgatonFroject Daector: Alphaman, Alan

Supplemental Funding Request

Temp, Prop ID # - Frop IDr # - Status - Froposal Title

-
g
z
3
%
]

:
:

-
8
:
£

|

TR E ~ e———_ |, p‘rl’_.\g -Richz SEIR siipplemanal func ilng r|:||;||_1£;_$l.
Edit| [Delete | | ASowSROAccass | ([Pnat])

omrmen

L Crivala Hew Supplarmental Funding Fieguest ]

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

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

Print Menu

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

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

@ Summary Of Proposed Work Justification For Supplement
(GOJ Budget (nchuding Justification) | G0) Other Supplementary Docs
8 LG__GJ Print Entire Proposal __:-‘

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

8. Click the Go button for Print Entire Proposal (Figure 5). The Supplemental Funding

Request displays in PDF format. If you need to download Adobe Reader, see Adobe
Reader for FastLane.

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

20



pd_supp_funding_request

21



Delete a Supplemental Funding Request

Delete a Supplemental Funding Request

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

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

What Do You Want To Work On?

@ Proposal Functions :

& O Award And Reporting Functions )

@ Change Pl Information

© Research.gov Functions

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

2. Click Award and Reporting Functions (Figure 1). The Principal Investigator

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

22
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Principal Investigator(Pl)/Co-Principal
Investigator(Co-Pl) Management

Award and Reporting Functions

© MNotifications and Requests

© Continuation Funding Status

@ View/Print Award Documents

©Q Project Reports System

@nnlemental Funding Request

©Q Research.qgov Functions

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

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

List of Current Awards
Frincipal Investigator Mame, Alan Alphaman
Departraent: Division of Information System
Tnstibubion: National Science Foundation

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

(0413531 - 4102852000 - 06/071/2004 - Richs SBIR supplamantal funding request
| D7 00000 - 007 3893001 - 04/30,/2002 - Doctaral Disseration Research: The Greste

< Frepare Supplemental Funding Request s

—— —

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

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

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

& Request for Supplemental Funding

Avward Information [JEET=R

Award Mumber: 0413531 Award Asmoust O Experation Diate: 0800172004
Tile: Hichs SBIR supplemental funding request
Prmempel InvesngatorProject Drector: Alphaman, Alan

Supplemental Funding Request

Temp. Prop 11} # - Prop 1D # - Statas - Proposal Title
[7200230 - ===~ Fron - Fichs SHIR supplemental funding reguest -
TAOH2DE - reemme= In Frog- Bichs S8IR supplemental funding request ko
|Eit] { | Delela I [ allow BRC Access | Frink

| Create Hew Supplemantal Funding Fequest ]

Figure 4 Request for Supplemental Funding screen. The Delete button is circled.
6. Highlight the Supplemental Funding Request you want to delete (Figure 4).

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

Dielete the proposal Richs SBETR supplemental funding request
(72002300 7

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

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

Temp. Proposal 7200230 has been deleted. |E

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

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

24
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SPO Functions
Work on a Supplemental Funding Request as an SPO

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

Research Administration

Select a Research Administration function for National Science

Foundation :

* Accounts Management ~
MNew
Letters of Intent (Z,’:? In Box

Mow vou can
easily review

ProposalsfSupplements/File

UpdﬂtESfWithdrﬂWElls current work in
e : progress
Notifications & Requests directly from

thi= page.
Organizational Reports
Click below to
* Authorized Organizational Representative select current
Functions items for
FEVIeWw.,

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

2. Click Proposals/Supplements/File Updates/Withdrawals (Figure 1). The
Proposals/Supplements/File Updates/Withdrawals screen displays on the
Documents in Progress tab (Figure 2) with a listing of all your organization’s
documents in progress. Supplemental Funding Requests are categorized as Supplements
in the Type column.

Proposals/Supplements/File Updates/Withdrawals | mar » Crgamdzation: Saneral Suenes Toadenen

Dusmmssls P rees wahiramats In regress T e

}.-\' Sanarch for Froposs] Documenis in Pregress by Tempareny Propoxs| 10 snd/or T Last Name;

Tamporary Fropouel 10 71 Last Hame: Sesrch
(Enter 7 Sigis) [Emler 8 least fest tres chararters)

Chok on Tewng JD d0 wew Me Fropossl Document. Soet resuls by cioking the ool

%1 Dosumants fourd, displaying © k= 10 [= Pravioss 10] 1, 2, 8,4, %, 8, 7, 5.8, 10 [Maxt [0 =]
Tamu 0D Typs fzeans Levl B My Eropeust THin Chucke Eali Subonit "2
((E223508 ‘Huptemes VewESLSubmi  Aphaeen, Slin Buies Lk =UDME SR
S£23330 Fropessl  VewESUSubed Mlpheenan, Slan Dawids test of DUE il Efd Subif Setum
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Work on a Supplemental Funding Request as an SPO

Figure 2 Proposals/Supplements/File Updates/Withdrawals screen on the
Documents in Progress tab. The award number for a Supplemental Funding
Request is circled.

. Click the Type column heading to group all the Supplemental Funding Requests. On the
Proposals, Supplements/File Updates/Withdrawals screen, you have these
options:

e Check a Supplementary Funding Request

e Edit a Supplementary Funding Request

* View/Print a Supplementary Funding Request

= Return a Supplementary Funding Request to the Pl

e Submit a Supplementary Funding Request to NSF(AOR only)

e Withdraw a Supplementary Funding Request fromm NSF(AOR only)

(Click on a link above for instructions for that option.)
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Check a Supplemental Funding Request

1. Access the Proposals/Supplements/File Updates/Withdrawals screen on the

Documents in Progress tab (Figure 1) (see Work on a Supplemental Funding
Request).

Proposals/Supplements/File Updates/Withdrawals | main »

Documentis in Progress

Organization; N5
‘Withdrawals In Prograss Submitted Documants

_..D Smarch for Prapasal Decuments in Pregrass By Temgoerary Pragosal 10 and/er P Last Mama:
Temparany Propessl 10n [F0SETE PL Last Hame: _Search |
{Enker 7 digets) [Enter at least first two characters]

Chiak an Teme IO fo wew the Propasal Dacument. Sant rasuats Dy abicking the calumn o,

1 Destumant Faund.

1
SLMAN Rak:
Temp Il Type Bisan PI Hame Propagal Title __'2'_"_“_'__\"1" e T
-~
DOORETE Supslarmart View'Edi'- Carrra, Tarry eGevernmant Technizal Chalkrgss f Check }':I' T

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

On the Proposals/Supplements/File Updates/Withdrawals screen on the
Documents in Progress tab (Figure 1), click Check on the row for the Supplement

Funding Request you want to check. The Proposals Errors/Warnings screen is
displayed with a list of proposal items that have not been completed.

Proposal Errors/Wamings For Temporary Proposal Id 7303964

Proposal Errors

Ress befind 1 il prvged dudemniss
Frick trum page for reterenca betor mbuming B e Form STapanation sceen

Proposal Warnings

ey brd by m il s b
Frict Hun gage for retererce belan mbumieg b S Fom Smpanaton scean

Figure 2 Proposals Errors/Warnings screen.

3. Click the Return To List link (Figure 2). The Proposals/Supplements/File

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

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

Proposals / Supplements/ File Updates/ Withdrawals | pam » Drganizathon: Matonal Soence Foundston

Derumanks in Progress Withdrawala In Prograss Submitied Documesis

_'.D Zanrch for Prepossl Docements in Progress by Tensporary Proposs] 10 and for PT Last Bame:

Temporary Fropessl 10 FT Last Mame Search |

[Enter 7 digita) {Erémc st Samst fret two charsctars)

Chok on Temp (D o wiers the Proposal Docuiment. Sort results iy ockong bhe codumn ntie,

51 Doouments Found, displaying 1 §o 10 ¢ Presipus 10] 1,

] Tina Arjass (el Pl M Drapes pal Tiily Chock  Edii Buhmil

515 Ewpplernent Veew'BditSubmit Alphaeran, Als Fubes

S223El0  Proposal Vew/'Bd/Submil | Alphamae, Al Drarwidl's lest of DIUE

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

2. On the Proposals/Supplements/File Updates/Withdrawals screen on the
Documents in Progress tab (Figure 1), click Edit on the row for the Supplemental
Funding Request you want to edit. The Form Preparation screen displays (Figure 2)
with the forms for editing a Supplemental Funding Request:

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

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

View/Print a Supplemental Funding Request

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

Proposals/Supplements/ File Updates/ Withdrawals | un »

I rrsprls jii Feegraid

Organicatson: Ritunl Scance Fausdabos

CY T YTy — TR
o Searily Tor Froposal Documesis in Frogress by Temporary Proposal 10 and o FL Last Rasse:
Fermposary Prapssal 101

Pl Laal Mames _Sanrch |
{Estar T digee) (Erriwr at lan fret bae charachars)

cic on Tamz i0 o wew e Proposs’ Docomest. Sorf ressity by oickisg the colomn Atie,
82 Documests feusd, deplaving § o 10 fw Prewicus 18] 3, 2, 3.4, 5, &, o, 15 [west L0 =]

Tar LI Teps Bxoes Levs| Pl Spenn

Check pde Subma "TIU™

LR
52 Bupplment VewsBdt'Sobmd

Bipharnan, Alsn  Sulms
fropomsl Vs Edi Submd

Biphaman, Alsn  Dwwd's best of DUE

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

On the Proposals/Supplements/File Updates/Withdrawals screen on the
Documents in Progress tab (Figure 1), click the award number on the row for the

Supplemental Funding Request you want to view. The View Proposal screen displays
(Figure 2).

View Proposal

Please click on the appropriate "GO" button to display the document.
You need to have Adobe Acrobat viewer installed on your computer to view these PDF documents,

Once you have finished viewing or printing the document -- use your browser's Back button to return to the menu.
NOTE: The PDF display may take a few minutes -- especially if vou have

selected the "Print Entire Proposal" option.
Please be patient and do not continually click the "GO" button.

Summary Of Proposed Work Tustification For Supplement

@ Explanation For Late Request Budget (Including Justification)
Other Supplementary Docs Print Entire PropﬂsaD

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

Click the Go button for any form to view that form (Figure 2).
To print the entire Supplemental Funding Request, on the View Proposal screen, click
the Go button (Figure 2) for Print the Entire Proposal. FastLane concatenates the forms

and displays the Supplemental Funding Request in PDF format. If you need Adobe
Reader, see Adobe Reader for FastLane.
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5. On the PDF screen, click the Printer icon in the upper left of the screen. The

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

Submit a Supplemental Funding Request (AOR only)

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

Proposals/Supplements/ File Updates/ Withdrawals | wn »

Upcumesis in Prearesy Withirawals 1n Brogress

S b | el (B menin

K Buarch for Proposal Do umsents in Progross by Temporary Prepossd [ andfor #1 Lesk Rama:

i
Temporary Fropoml 10: Pl Lani Kama: Search |
(Erter T dugits} [Erer o7 bents st ban Charscters)

Cilady an Teang AL [o svieer DYS Progocs Docuwant San sesults by shekmp the roluims hie,
51 Doouments found, deplavng i to 15 = Previoes 10 L
Sy iD Deiey By Lyesl Eibgrry

1442555 Sucplmant Vas/Bdy'SuEmid  Akchsman, San Aol

‘' Fropossl Ve Eot'Sucmi fAlgheman, &an Dwnd n test of DUE

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

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

Proposal Errors /Warnings For Temporary Proposal Id 7303964
Proposal Errors
P g e e s ot B e oo Boapmti
Proposal Warnings
Figure 2

Upper portion of the Proposal Errors/Warnings screen with links to the
rest of the screen.
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Deharmaent and Suspension Gertification

[4 e grgsriestion or &g prinzipsld grasently debsead, suspended, proposed for debarment, declared inehglls, or wolustarily axcluded from sovarad irangactions
by any Faderal dapastmant o sgancy?

# Ho
{rves (IF “pes” please provide an explanation below )

By alactrorecally sgning the NSF Prapossl CoverShast, the duthorized Organizaticnal Repredentabes or Individusl Applicant 14 praviding the Debarment snd
Sudpardion Carbifcation cantained in Appandix O of the Goant Prapodal Guada,

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

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

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

explanation.
5. In the Institution Information section of the Proposal Errors/Warnings screen

(Figure 4), check the accuracy of the information for your organization.

Institution Information

OUks Mumber; 111111111 UM Qualifiers

authorized Organizatienal Representatived AOR) informmation will be added when elactronically signed by AOR.

Ths Fl:l"lu'-'{"ug suthorized crgarizationsl representat -'!l:-"-:'.“!!l irF_urhelgl':n mill b printsd an the proposs l.".\"-'l!'_Fh‘.'ﬂ eft:r the proposal = slectronically sigred by
AR, If thiz information is mcorrect, plsase hawe it modéied befors signing the propossl slectranically. This information can be modifisd by an ssthorized vser a2
wour organization wsing the “add, Madify, and Delets FastLane Users’ module of 'Resesrch Admirestration' applicston

Harma: dlan Alphaman
Phone: FOE2925000

Fax: FOE2H25500

E-mail: kchelta@nsl.goer

You have the Authosized Organizational Representativel AOR) permission to electrenically sign and submit the preposal.

" =

- -,
§ Sign and Submit -h Cancel and Do Mot Submit I

— -

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

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

PROPOSAL SUBMISSION CONFIRMATIOMN

Proposal 6557745 has been successfully submitted to NSF

This proposal has now been assigned the following NSF Proposal Nurmber:
D613738

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

)

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

ly)
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Return a Supplemental Funding Request to the Pl

1. Access the Proposals/Supplements/File Updates/Withdrawals screen on the

Documents in Progress tab (Figure 1) (see Work on a Supplemental Funding
Request).

Proposals/Supplements/ Fila Updates/ Withdrawals | nami »

thzsumants in Fregress

Organizrsiion: Netcrl Sosncs Founcatan
Viilludramals In Progre S e .

J! Smarch for Froposal Dorsmests in Progress by Temporsry Propossl 10 sss/ or PE Lest Same:
Temparary Propadsl B

¥l Liid Marme Sanrch |
(B T digits [Enbar ab east el bes charactars

o gn Temp [P fo wes the Propoes’ Docament, S ressls by ciceng me ool
8§ Dwcurrents dgand, displayicg 1 bo 10

Isma D Enirs Argmad byl N P

o Asturmn
Bl Tinks Chack Rl Suliivak B
Fupcismam  HewTde Sukmet Aiphmmar, Alan CR T

Progoal s Sl Suls et Alphame=, Alen w1 et &f DUE

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

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

(Figure 2) with a message for you to confirm that you want to return the Supplemental
Funding Request to the Pl and a text box for a note to the PI.

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

In the text window below, you may enter a note to the PI indicating why vou are retorming this
Supplemental Funding Request.

Figure 2 Screen with a message for you to confirm that you want to return the

Supplemental Funding Request to the Pl and a text box for you to type a note to
the P1. The OK button is circled.

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

4. Click the OK button (Figure 2). A screen displays (Figure 3) with the message that the
Supplemental Funding Request has been returned to the PI.
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Return a Supplemental Funding Request to the PI

Supplemental Funding Request for TPI No. 6443526 has been returned to
the PI.

! |E |

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

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

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

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

Proposals/Supplements/File Updates /Withdrawals | s # Organizatins: Hueral Ssismce Foundanon
Dpcuments (v Prpgress - Withdreweis In Progress .: :::m‘:tod Dac u'ntn_l\:—h- h

Pmrrh far Propasal Docamants m Progress by Temparary Proposal 10 amd for P3Lasl Namas:

Temporary Proposal 10: PL Last Msmne: Lo
(Emer 7 dighs) [Enmter ot least first bwd charscters]
ot an Tamg [0 o winw the Provceal Docurmimt.. Sa4d reiully by clicking the Solomn i
90 Duoamerty Found, deplaying 1 1o K0 [= Previcws 10] 3, 2, 3, 4, 5, 6, 7, 0, 5 [Mext 16 =]
Teoup I}  Tegps Accees Love] ] Wgerey Ergoosal Trils ek Ealil  Hademi T::;J'
3 Propossl  WewEdiSSubmit Fusttanbery, judi's [T - 302/00 check Edif - Suboit Bmiuc
LOTEF49 Propasal Weew/EditySubmit Foamgrnbang, Sl MSOL-CIS 4/11 Cheil Edil Subsil Belue

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

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

Proposals/Supplements f File Updates/Withdrawals | mun » e " i 5 Found

Descumantés m Progress Withadrawals in Progress Bubumitted Oocymenis

A Search for Submitted Documents by any of the following:

Froposal 10 Submithed Dabe Rangeimmyddl ]
{Entar 7 digitn} From Eﬂ Ta u;?-d

Pl Lot Nama:
[Erger at basi Fast bwo characiers]

The Scbmithed Docurmens Qesls will defaull b pour organizanon’s procosals Which have beun subwillted within the last 180 days. Chok on Teme 1D to view the
Frocess Cocement, Sort resls by ofiokeng the column hitie

10 Diumants found, disglaying 1 ta 10 1

it P Tims £1 ame trgnzed ikl SO ithdram
in Dats

g441J84 0514009 Updatet aiphaman, &ar Test for Sept 1 0L/A0/2005  yuihoirge

5133371  OS14615  Supplement aipharar, dan Rucdes /112005, dihdrgy

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

3. Click Withdraw (Figure 2) on the row for the Supplemental Funding Request you want
to withdraw. The Proposal Withdrawal screen displays (Figure 3).
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Withdraw a Supplemental Funding Request (AOR only)

.'_'?‘\ PFroposal Withdrawal

Proposal Lalurmaties m

Propoial Moaber e Wisshaws 0514613
Titke: Rwdes

Withdramwal Type (Choosn ome
OV Withedrae Drplicats Proposal
Vieus st rmaber the propossl mesker that om wesh N5 o 1einm
) Funding Elsewhere
1 Oritvr {Please Exploen

[ the fexr box belawr, rype yoor rabonsle fior withderwnl You may rype tear drectly aso e bon, of enf ke pasto Som nother sqpheaion
Rationale for Withdrawal

[Save | [Submi ] [[Emcs |

Figure 3 Proposal Withdrawal screen with the Rationale for Withdrawal text box.

The Submit button is circled.

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

5.

6.

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

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

& Proposal Withdrawal

Proposal Information m

Proposal Number to be Withdrawn: 0514615
Tettz- Rules

Submytting this ¥ ottfication of Proposal Withdrawal will resolt in the withdrawal of a proposal from the NSF

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

Figure 4 Proposal Withdrawal screen with a message for you to confirm that you

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

/L\\ Proposal Withdrawal Successful

The proposal was successfully withdravm frem FastLane, and your notficaton was submitted
Clck on "Heturn to SPO Submission' button bo return to the SPO Subrmeszion screen

| Faturn to SFO Submission ]

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

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

Forms for Supplemental Funding Request

Forms for a Supplemental Funding Request Introduction

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

Budgets (Including Justification) (required)

Add/Delete Senior Personnel

Justification for Supplement (required)

Supplementary Documents

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

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

Form Preparation

To prepare a form, chck on the appropnate button below

Form Saved Form Saved
@] Surnrnary OF Propozed Wa@ @ Justficaben Fer Supplement
[ GO | Budgets (Tnchdng Justication) [ 60 ] Esplanation For Late Request
Supplementary Documents
IE Other Supplementary Docs
T_EII AddDelete Mon Co-PI Semor Personnel HiA @ Eewized Exparation Date (if apphcable)

Go Back |

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

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

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

-"\[Jga'-'ETEiﬂt- !| Delete Text | | TransferFile |

-

s M

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

You have these options:
e Enter the Summary of Proposed Work in the text box
e Upload the Summary of Proposed Work
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Summary of Proposed Work for a Supplemental Funding Request

Enter the Summary of Proposed Work in the Text Box

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

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

Data for Summary Of Proposed Worle form saved.

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

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

Upload the Summary of Proposed Work

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

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

-

| Save Text Delete Text | { TransferFile |

- =

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

In addmen te PDF files, users can now upload a vanety of word-processor Ales and PostSenpt Bes
Theze files wnll antormancaly be converted to FDF format

Follevar thas brd: for a bst of Supported file formats (Opens new wndow)
Follow thus bnk for New Upload [nsturtions (Opens new wadow)

Enter the name and location of the file to upload
of chck on the Hrowse button bo 2elect the fle to upload

| Browse... |

Upload File
Figure 5 Summary of Proposed Work File Upload screen.

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

Summary Of Proposed Work
MEW! File uploads wo longer have ta he in PDF forsat

In addmion to FOF files, users can now upload a vanety of word-processer files and PostScopt files. These fles will
mutomabcalhy be comverted to FOF format

Faollow thes bnk for & bet of Supported (e formats (Opens mew window))
Fallow this bnk for Mew Upload Tnstractions (Opens new windawe)

Wote: Clicking cn the Thaplay Current Summary OF Proposed Wor batten will &splay a FDF document in this wedoes
{ince you have remewed the decument, chck on the broweser's “Back” button to retam to this page

I Chspliny Cuniars Sammany 1 Propossd Waik |

| Dielate Curnent Summesy C Froposed Yok |
Sire-234361 Last mod Wed Aug 17 14:13:14 EDT 2004 Fages:1

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

Display Current Summary of Proposed Work
Click the Display Current Summary of Proposed Work button (Figure 6). The

previously uploaded Summary of Proposed Work displays in PDF format. If you need to
download Adobe Reader, see Adobe Reader for FastLane.

Delete Current Summary of Proposed Work

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

43



Summary of Proposed Work for a Supplemental Funding Request

Upload a New Summary of Proposed Work

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

Enter a New Summary of Proposed Work in the Text Box

If a Summary of Proposed Work has already been uploaded and you want to enter a new
Summary of Proposed Work in the text box, do the following:

1.

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

2. Click the OK button. The Summary of Proposed Work File Upload screen displays.
3.
4. Click the Go button for Summary of Proposed Work. The Summary of Proposed Work

Return to the Form Preparation screen.

screen redisplays with the text box. See Enter the Summary of Proposed Work in the
Text Box.
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Budgets (Including Justification) for a Supplemental
Funding Request

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

Form Preparation

Te prepare a form, chek on the appropnate button below

Form Saved Form Saved
| G0 | Summary OFProposed Wark 014010 30 | Tustficaten For Supplement 04414410
(] G0 | Budgets Tnchudmg IusuE:.auc-:ED 04414010 G0 | Esxplanaton For Late Bequest
Supplementary Documents
GO | Other Supplementary Doce
| GO | AddDelete Mon Co-PI Semior Personnel HiA @ Erwized Expiration Date (if apphcable) 0414510
Go Back |

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

2. On the Form Preparation screen (Figure 1), click the Go button for Budgets (Including
Justification). The Project Budget screen displays (Figure 2). See Budgets (Including

Justification) and Create a Budget, Step 2 for instructions on how complete a budget for
the subawardee organization.

Project Budget
Organization Year Amount Delete Last Mod. Date
National Science Foundation
Ldd Year Budeet Justficahon
Add Another Organiration SpreadShest Support

[  Delete Chacked Years) |

Figure 2 Project Budget screen.
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Add/Delete Non-Co-PIl Senior Personnel for a Supplemental Funding Request

Add/Delete Non-Co-PI Senior Personnel for a
Supplemental Funding Request

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

Form Preparation

Te prepare a form, chek on the appropnate button below

Form Saved Form Saved
| GO | Surnenary OF Propozed Wark GO ] Justficabon Fer Supplement
[Go | Budgets (Inchudng Justifscaton) [ Explanaton For Late Request
Supplementary Documents
GO | Other Supplementary Doce
(. Go | AddDielete Hon Co-PI Serdor PtﬁmtD A @ Bewsed Expiration Date (f apphcable)

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

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

Add Drelete Non Co-Principal Investigator (Co-FI)
Senior Personmel Accigned to Proposal

To Dielete a Non Co-PI Semar Personmel azsigned to Proposal #6443558 select the person's name from
the bst below and press the Trelete Mom 'o-FI Semor Person From Frnp-u:'rn]' Engtton

SEIEL"I a narme o remove &5 a S\.‘WDT FEI'SWI.DEI

| Dielete Mon Co+1 Sanior Ferson From Froposal 1

To Adid a new Non Co-FI Sentor Persommel to proposal #6443558, type the namme of the person o the
fields below and click the "Add Nen Co-FI Senior Pergon io Propeszal’ button

Enter the Sret name, muddle suhal, and last name.
First Mame

Tiddle Iretial
Last Mame:

[ Add Won Co-Fl Senion Ferson 1o Faopassal I
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Figure 2 Add/Delete Non-Co-Principal Investigator (Co-Pl) Senior Personnel
Assigned to Proposal screen.
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Justification for a Supplemental Funding Request

Justification for a Supplemental Funding Request

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

Form Preparation

To prepare a form, chck on the appropnate button below

Form Saved Form Sawved
-G_Cl| Surraery OF Propozed Wark (_T GO ] Justficabon Fer Ehpp!.*m.em:)
[ GO | Budgets (Tnchdg Justiication) [ 60 | Esplanation For Late Request
Supplementary Documents
IE Other Supplementary Docs
T_Dl AddDelete Mon Co-PI Semior Personnel HiA @ Eewsed Expiration Date (f apphcable)

Go Back |

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

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

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

--[ Saue'l'e:;"]:-| Delete Tex ] | TransferFile

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

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

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

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

Data for Justification For Supplement form saved.

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

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

Upload the Justification for Supplement

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

Justification For Supplement
Enter text for the Justification For Supplement or chck on ™ Iranster File” to upload a file

| SaveTen | | Delets Text |~ Transfar File Td

— e

Figure 4 Justification for Supplement screen. The Transfer File button is circled.

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

In addimyon to FDF fles, users can now upload a vanety of word-processor files and PostScrmpt fles
These files will avtomatically be converted to PDF format

Followe this ok for a bat of Supported file Tormats (Opens new window)

Follew this knlc for New Upload Instructions (Opens new window)

Enter the name and location of the file to upload
or chick on the Browse button to select the file to upload
[ Browse.....]

Upload File
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Figure 5 Justification for Supplement File Upload screen.

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

Justification For Supplement
NEW! File uploads no longer have ta be in FDF formar!

In addmion to FDIF Bes, users can now upload a vanety of word-processor Bles and PostZcnpt files. Thess fles wall
automnatically e converted o FDF formsat

Fobow ths lmk: for & hat of Supparted fille formats (Opens new wandow)
Follow tus mk For Mew Uplood Instructions (Opens new smdow)
MNote: Clhicking on the Dusplay Corrent hestbicaton For Supplement button sall displag & PDF document m thes wandow
Cinee you have reviewed the document, chick oo the browser's "Back® bulton 1o retien to thos page
[ Chzpbay Cunment Jusification For Supglamen ]
1 Dieleta Cunranil Justilicatan Far Supplemsrt |

Sze 2534361 Last mod Wed Aug 17 14:24.31 EDT 2004 Pages 1

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

Display Current Justification for Supplement

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

Delete Current Justification for Supplement

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

Upload a New Justification for Supplement

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

Enter a New Justification for Supplement in the Text Box

If a Justification for Supplement has already been uploaded and you want to enter a new

Justification for Supplement in the text box, do the following:

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

2. Click the OK button. The Justification for Supplement File Upload screen displays.
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3. Return to the Form Preparation screen.

4. Click the Go button for Justification for Supplement. The Justification for Supplement
screen redisplays with the text box. See Enter the Justification for Supplement in the
Text Box.
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Other Supplementary Documents for a Supplemental Funding Request

Other Supplementary Documents for a Supplemental
Funding Request

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

Form Preparation

Te prepare a form, chek on the appropnate button below

Form Saved Form Saved
| GO | Surnenary OF Propozed Wark GO | Justficabon Fer Supplement
-I.'.-:I:l- | Budgets (Inchudmg Justifcaton) 1 E'EI_ Explanaton For Late Request
Supplementary Documents
C‘LGO Other Supplementary Du:u:_s__:)
| GO | AddDelete Mon Co-PI Semior Personnel HiA GO | Bewsed Expiration Date (f apphcable)
Go Back |

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

2. On the PI Transfer Form Preparation screen (Figure 1), click the Go button for Other
Supplementary Docs. The Other Supplementary Docs screen displays (Figure 2). You
have two options on this screen:
= Enter Other Supplementary Documents in the text box
e Upload Other Supplementary Documents

Other Supplementary Docs

Enter text for the Other Supplementary Docs or chek on "Transfer Fde” to upload a fle
Enter text here.

([ Seve Te [) [ Delete Text | [ TransferFile |

Go Back

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

52



pd_supp_funding_request

Enter Other Supplementary Documents in the Text Box

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

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

Data for Other Supplementary Docs form saved.

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

4. Click the OK button (Figure 2). The Form Preparation screen displays.
Upload Other Supplementary Documents

1. On the Other Supplementary Docs screen (Figure 4), click the Transfer File button.

The Other Supplementary Document File Upload screen displays (Figure 5). See
Upload a File for directions.

Other Supplementary Docs
Enter pext for the Other Supplementary Diocs or chick on "Transfer Fie® to upload a fle

[(SeveTex) [(DeleteTea )([TransterFie ])
Go Back

Figure 4 Other Supplementary Docs screen. The Transfer File button is circled.
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Other Supplementary Documents for a Supplemental Funding Request

Supplementary Documents
WEW! File uploads wo longer have to be in PDF format!

In addition to PIOF fil=s, users can now spload a veriety of word-processor fies and PostScnpt fles. These files will automaticalty be
comverted to POF formeat

Falaw s link for a st of Sepported file formats (Opens new window)

Frllow thes bk for Mew Uplead Insdructions (Opens new wmdow)

Enter the name and ocation of the e o npload
o click on the Browsa button to select the fil to upload

_Biowse__|
| Upload Fis

Figure 5 Supplementary Documents File Upload screen.

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

Supplementary Documents
WEW? File wpleads ao longer have io be s PIF format!
k= nddimon o POF fles, wers oo pow wpload a veeiery of word- processor fies med PostSonps ey Theps Sies will aotomascaly be comvertsd to POF format
Fllores s ik for 2 kst of Smppascied Gle Tnrmats (Dpens mew windaos)
Follow dus ok for Mew Upload Destructioss (Opens aew window
Ngte: Clicking on the Trrply Carem Supplementary Docs busion, will display 2 FOF document m this window:
O vow bave reviewed the document. dick oa the brooser’s Back™ buson fo petom fo this page

Cuerest dosimenes i diplay

[ Lhispiay Gurer Supplemesiany Do 1

Curent docurresis 1o del=s
prees

[ Coelete Canverd Suppes menmy Decs ]

Enier the pame and location: of fe file o opload
of chck om the Browsa beios m selecs the fi o npload
[ Eeowns..

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

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

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

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

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

Delete Current Supplementary Docs

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

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

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

Upload a Supplementary Document

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

Enter a New Supplementary Document in the Text Box

If a Supplementary Document has already been uploaded and you want to write a new
Supplementary Document in the text box, do the following:

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

Click the OK button. The Supplementary Docs File Upload screen displays (Figure 6).
Return to the Form Preparation screen.

Click the Go button next to Other Supplementary Docs. The Other Supplementary
Docs screen displays with the text box. See Enter the Other Supplementary Document
in the Text Box.

PODd
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Revised End Date for Supplemental Funding Request

Revised End Date for Supplemental Funding Request

1. Access the Form Preparation screen (Figure 1) (see Prepare a Supplementary Funding

Request or Edit a Supplementary Funding Request as an SPO/AOR).

Form Preparation

To prepare a form, chck on the appropnate button below

Form Saved Form Saved
GO | Surraery OF Propozed Wark GO ] Justficaben Fer Supplement
-I:-.-.l:l- | Budg::r (_1n.c|u-5mg:usuﬁl:aud:1] 3 E.'E\_ :E.brpL.'mM.l.n'.':l For Lats REqr.c:I:
Supplementary Documents
GO | Other Supplementary Docs
[G0O | AddDelete Won Co-Fl Semior Fersonnel HiA (_[ G0 | Bevised Expiration Date (if applic ab.:_]_‘)
Go Back |

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

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

Award Mumber 0413531 Award Ameunt 0 Bvprabon Date: 08012004
Title: Richs SEIR supplemental funding request
Frincipal InvestigatorProject Drrector: Alphaman, Alan

Current Experation Date: 08012004

Froposed Additional Duraion (In menths): 10]
Fewnsed Exprabon Date: 050172005

6

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

3. In the Proposed Additional Duration box (Figure 2), type the number of months for

an extension of the award.
4. Click the OK button (Figure 2). The screen displays again with the number you typed.

5. Click the browser back button to return to the Form Preparation screen (Figure 1).
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