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Travel and Reimbursement

Travel and Reimbursement System Introduction

As a participant attending a panel meeting at NSF, arrange for both travel and lodging
through the FastLane Travel and Reimbursement System.

The United States Federal Government requires that all NSF business travel arrangements
be coordinated through NSF’s travel management contractors. Do this through the FastLane
Travel and Reimbursement System (see Access the Fastlane Travel and Reimbursement

System).

For each meeting, you must complete the following three steps:
1. Answer the registration questions. The answers to these questions help
determine the meeting travel and day rates and also determine which functions of
the Travel and Reimbursement System will be open to you for that meeting.

2. Confirm your Social Security Number (only if you answered Yes to the
registration question, “Do you have a U.S. Social Security Number?”).
3. Submit your personal and banking information.

Once you have completed these steps, you can do the following, depending upon how you
answered the registration questions for that meeting:

e Make travel arrangements
e Submit expenses

Access the Travel and Reimbursement System

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 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.
e In the Panelist Last Name box, type your last name.
e In the Password box, type the password that you received from NSF.
3. Select the Login button (Figure 2). The Panelist System Selection screen displays
(Figure 3).
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Figure 3 Travel and Reimbursement link at the bottom of the Panelist System
Selection screen.

4. Select Travel and Reimbursement (Figure 3). The Travel and Reimbursement
Main screen displays (Figure 4). If this is the first time you have accessed the system
for the meeting you plan to attend, you must register and therefore have access only to
Participant Registration Questions, as in Figure 4. See Answer Participant Registration

Questions.
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Register for a Meeting

Register for a Meeting Introduction

Before making travel and lodging arrangements, you must register as a participant for your
meeting. The steps are as follows:
e Answer the participant reqgistration guestions.
e Confirm your Social Security Number (if you answered Yes to Question 1).
e Submit your personal contact and banking information.
(Click on a link for instructions for that action.)




Answer Participant Registration Questions

Answer Participant Registration Questions

1. Access the Travel and Reimbursement Main screen (Figure 1) (see Access the Travel
and Reimbursement System).
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Figure 1 Travel and Reimbursement screen. Step 1 Participant Registration
Questions is circled.

2. Select Step 1 Participant Registration Questions (Figure 1). The Participant
Registration Questions screen displays (Figure 2).
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Figure 2 Participant Registration Questions screen. The Continue button is
circled.

3. For each of the following questions, select either the Yes or No radio button:
Do you have a U.S. Social Security Number?

Are you a U.S. Federal Government Employee?

Are you a local participant?

Are you a Virtual Participant?

Are you a U.S. citizen or a permanent resident (green card holder)?

Is your home address located in the United States?

Do you have an account with a U.S. Financial Institution?

Will you be traveling to this meeting via commercial air or rail?
Note:You must arrange your commercial air or rail ticket through the NSF’s travel
agent.

e Americans with Disabilities Act

A. Will you require an interpreter, software to assist the visually impaired, or
another modification at the meeting location?

B. Do you have a medical condition that requires airfare other than a standard
coach seat (e.g. first class, bulkhead, or other special accommodation) or
ground transportation other than taxi? Your request will be processed by
NSF's Office of Diversity and Inclusion (ODI) in which you will have to supply
a current note from a competent medical authority to validate your
requirement. This information will be kept confidential within ODI.

Note: the above questions apply only to individuals with qualified disabilities.



Confirm Your Social Security Number

4. Select the Continue button (Figure 1).

Note: To help you answer accurately, select the definition links under the questions to see
the definition of terms in the question.

If you answered Yes to the question, “Do you have a Social Security Number?” the
Personal Banking/Contact Information screen displays and asks you to confirm your
Social Security Number.

If you answered No to the question, “Do you have a Social Security Number?” the
Reviewer Address History screen displays for you to confirm your reviewer address
History.

If you choose to waive payment, NSF will pay only for transportation reserved and
purchased though NSF’s travel agent. To waive payment for services rendered to NSF,
select the waiver of payment check box. The Waiver of Payment Confirmation Screen will
display.

Confirm Your Social Security Number

You must confirm your Social Security Number if you answered Yes to the participant
registration question, “Do you have a Social Security Number?”

1. Access the Personal Banking/Contact Information screen (Figure 1) (see Answer
Participant Reqistration Questions).

Figure 1 Personal Banking/Contact Information screen. The Submit button is
circled.

2. In the Enter Social Security Number box on the Personal Banking/Contact

Information screen (Figure 1), type your Social Security Number.

3. In the Re-Enter Social Security Number box on the Personal Banking/Contact

Information screen (Figure 1), type your Social Security Number again.

4. Select one of the three radio buttons regarding Payment Eligibility:

« By default, you are eligible for full payment, determined by your answers to the
registration questions. If you wish to receive all payment for which you are eligible,
select the “Full Payment” option.

= If you do not wish to enter your Social Security Number, you may select the “No
Payment” option.

« Of you are ineligible to receive compensation for services rendered to NSF for this
meeting, based on your employer’s policy that you are prohibited from accepting
compensation aside from expense reimbursement, select the “Partial Payment” option.

5. Select the Submit button (Figure 1). One of two types of Personal Banking/Contact
Information screens displays for you to submit your contact and banking information,
according to whether you have:
e A U.S. address and a U.S. financial institution
e A foreign address and a U.S. financial institution

If you choose “Partial Payment” and waive your right to compensation, NSF will only
reimburse for expenses incurred. To waive compensation for services rendered to NSF,
select the “Partial Payment” radio button and Submit. The Waiver of Compensation
Confirmation Screen will display.
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Verify Your Reviewer Address History

1. Review and verify your Reviewer Address History with the National Science Foundation
(Figure 1).
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Figure 1 Reviewer Address History page

If the information is correct:
2. Select the Yes button (Figure 1).

If the information is not correct:
3. Select the No button (Figure 1).

If you answered Yes to the question, “Does this reflect your information?” the Personal
Contact Information screen displays.

If you answered No to the question, “Does this reflect your information?” the Reviewer
Address History Confirmation screen displays.



Waiver of Payment Confirmation Screen
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Waiver of Payment Confirmation Screen
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Figure 1 Waiver of Payment Confirmation screen. The Waive Payment button is
circled.

1. Select the Waive Payment button (Figure 1).
If you select Waive Payment button, the system does not require you to provide any
banking information and the FastLane Panelist Functions home screen will display a
message that you have successfully registered and waived payment.

If you select cancel, the Participant Registration Questions will be displayed.

The system displays the FastLane Panelist Functions home screen (Figure 2) with a
validation message, “You have successfully registered and waived payment."
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Complete Contact and Banking Information

Complete Personal Contact and Banking Information
Introduction

Depending upon how you answered the participant registration questions, you will submit
personal contact and banking information for one of the following:

e U.S. address and U.S. financial institution

e Foreign address and No U.S. financial institution

e Foreign address and U.S. financial institution

Complete Information for U.S. Address and U.S. Financial
Institution

If you have a U.S. Social Security Number (SSN), you must confirm your SSN before you
can access the Personal Banking/Contact Information screen.

1. Access the Personal Banking/Contact Information screen for a U.S. address and
U.S. financial institution (Figure 1) (see Answer Participant Registration Questions or
Confirm Social Security Number).

Figure 1 Personal Banking/Contact Information screen for a U.S. address and
U.S. financial institution.

2. In the Full Legal Name section, enter your full legal name under which you file your
taxes on the Personal Banking and Contact Information screen (Figure 1), do the
following:

e In the First Name box, type your first name.

In the Middle Initial box, type the first letter of your middle name (optional).

In the Last Name box, type your last name.

In the Suffix box, type your suffix (optional).



Complete Information for Foreign Address and No U.S. Financial Institution

3. In the Permanent U.S. Residence Address section of the Personal Banking and
Contact Information screen (Figure 1), do the following:
e In the Address 1 box, type the first line of the street address.
In the Address 2 box, type the second line of the street address (optional).
In the Address 3 box, type the third line of the street address (optional).
In the City box, type your city.
In the State box, type your state.
In the Zip Code box, type your zip code.
In the Email Address box, type your email address.
4. In the Contact Numbers section of the Personal Banking and Contact Information
screen (Figure 1), do the following:
e In the Business Phone box, type your business phone.
e In the Home Phone box, type your home phone or cell phone number.
e In the Fax box, type your fax number (optional).
5. In the Financial Institution Information section of the Personal Banking and
Contact Information screen (Figure 1), do the following:
¢ In the Bank Routing Number box, type the Bank Routing Number for your U.S.
financial institution.
e In the Account Number box, type your account number at this institution.
e In the Account Type box, select the radio button for either checking or savings.
6. Select the Continue button (Figure 1). The Personal Banking/Contact Information
Confirmation screen displays (Figure 2).

Figure 2 Personal Banking/Contact Information Confirmation screen.
7. Confirm that the information you typed is correct.

If you need to edit the information:
Select the Edit button (Figure 2), and the Personal Banking/Contact Information
screen redisplays (Figure 1), where you can change the information.

If the information is correct:

1. Select the Submit button (Figure 2). The Personal Banking/Contact Information
Results screen displays (Figure 3) with a message that your information has been
saved.

Figure 3 Personal Banking/Contact Information Results screen. The OK button is
circled.

2. Select the OK button (Figure 3). The Travel and Reimbursement Main screen
displays. You have now completed registration for the meeting and can proceed to
make travel arrangements or submit expenses if applicable.

Complete Information for Foreign Address and No U.S.
Financial Institution

1. Access the Personal Contact Information screen for a foreign address and no U.S.
financial institution (Figure 1) (see Answer Participant Registration Questions).

10
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Figure 1 Personal Contact Information screen for a foreign address and No U.S.

financial institution.

2. In the Full Legal name section, enter your full legal name under which you file your
taxes on the Personal Banking and Contact Information screen (Figure 1), do the
following:

e In the First Name box, type your first name.

¢ In the Middle Initial box, type the first letter of your middle name (optional).
e In the Last Name box, type your last name.

e In the Suffix drop down, select your suffix (optional).

¢ In the Date of Birth box, type your date of birth (mm/dd/yyyy).

e In the Gender Drop down, select your gender.

3. In the Permanent Foreign Residence Address section of the Personal Contact

Information screen (Figure 1), do the following:

e In the Address 1 box, type the first line of the street address.

e In the Address 2 box, type the second line of the street address (optional).

e In the Address 3 box, type the second line of the street address (optional).

e In the City, State/Province, Zip/Postal Code, Country box, type your city,
state/province, zip/postal code, and country.

e In the Email Address box, type your email address.

4. In the Contact Numbers section of the Personal Banking and Contact Information

screen (Figure 1), do the following:

e In the Business Phone box, type your business phone.

¢ In the Home Phone box, type your home phone or cell phone number.
e In the Fax box, type your fax number (optional).

5. Select the Continue button (Figure 1). The Personal Contact Information

Confirmation screen displays (Figure 2).
Travel and Reimbursement | mam
Figure 2 Personal Contact Information Confirmation screen.
6. Confirm that the information you typed is correct.

11



Complete Information for Foreign Address and U.S. Financial Institution

If you need to edit the information:
Select the Edit button (Figure 2). The Personal Contact Information screen redisplays
(Figure 1), where you can change the information.

If the information is correct:
1. Select the Submit button (Figure 2). The Personal Contact Information Results
screen displays (Figure 3) with a message that your information has been saved.

Figure 3 Personal Contact Information Results screen. The OK button is circled.
2. Select the OK button (Figure 3). The Travel and Reimbursement Main screen

displays. You have now completed registration for the meeting and can proceed to
make travel arrangements or submit expenses, if applicable.

Complete Information for Foreign Address and U.S.
Financial Institution

If you have a U.S. Social Security Number (SSN), you must confirm your SSN before you
can access the Personal Banking/Contact Information screen.

1. Access the Personal Banking/Contact Information screen for a foreign address and
U.S. financial institution (Figure 1) (see Answer Participant Registration Questions or
Confirm Social Security Number).

Figure 1 Personal Banking/Contact Information screen for a foreign address and
U.S. financial institution.

2. In the Full Legal name section, enter your full legal name under which you file your
taxes on the Personal Banking and Contact Information screen (Figure 1), do the
following:

e In the First Name box, type your first name.

¢ In the Middle Initial box, type the first letter of your middle name (optional).
¢ In the Last Name box, type your last name.

e In the Suffix drop down, select your suffix (optional).

3. In the Permanent Foreign Residence Address section of the Personal Contact

Information screen (Figure 1), do the following:

e In the Address 1 box, type the first line of the street address.

e In the Address 2 box, type the second line of the street address (optional).

e In the Address 3 box, type the second line of the street address (optional).

¢ In the City, State/Province, Zip/Postal Code, Country box, type your city,
state/province, zip/postal code, and country.

e In the Email Address box, type your email address.

4. In the Contact Numbers section of the Personal Banking and Contact Information

screen (Figure 1), do the following:

e In the Business Phone box, type your business phone.

¢ In the Home Phone box, type your home phone or cell phone number.
e In the Fax box, type your fax number (optional).

12
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5. In the Financial Institution Information section of the Personal Banking and
Contact Information screen (Figure 1), do the following:
¢ In the Bank Routing Number box, type the bank routing number for your U.S.

financial institution.

e In the Account Number box, type your account number at this institution.
e In the Account Type box, select the radio button for either checking or savings.

6. Select the Continue button (Figure 1). The Personal Banking/Contact Information
Confirmation screen displays (Figure 2).

Travel and Reimbursement | nan

Full Legal Name:

Suffie O
Date of Birth:  01/61/2010
Gender: Male

Contact Numbers:

Financial Institu
Bank Kouting M

Figure 2 Personal Banking/Contact Information Confirmation screen.
7. Confirm that the information you typed in is correct.
If you need to edit the information:
Select the Edit button (Figure 2). The Personal Banking/Contact Information screen
redisplays (Figure 1), where you can change the information.
If the information is correct:
1. Select the Submit button (Figure 2). The Personal Banking/Contact Information

Results screen displays (Figure 3) with a message that your information has been
saved.

Personal Banking/Contact Information Results

Your personal information was successfully updated.

Figure 3 Personal Banking/Contact Information Results screen. The OK button is
circled.

13



Make Travel Arrangements Introduction

2. Select the OK button (Figure 3). The Travel and Reimbursement Main screen
displays. You have now completed registration for the meeting and can proceed to
make travel arrangements or submit expenses, if applicable.

Make Travel Arrangements

Make Travel Arrangements Introduction

Before you are able to make travel arrangements in FastLane for a meeting, you must first
register for a meeting by answering the participant registration questions (Step 1) and
entering your personal contact and banking information (Step 2).

The Travel Arrangements application will not be available to you if you are a local
participant, plan to be a virtual participant, or the meeting start date has already occurred.

See Access Travel Arrangements for instructions on how to access the Travel
Arrangements screen.

Methods of Making Travel Arrangements

There are two ways to make travel arrangements:
e Complete the e-mail reservation request form
e Call the NSF travel agent

In Travel Arrangements, you can also find information on NSF’s suggested hotel or other
hotels in the Arlington, Virginia, area.

Access Travel Arrangements

You can access the Travel Arrangements screen, if you have completed registration for a
meeting and if you are not a local participant, are not a virtual participant, or the meeting
start date has not yet occurred.

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).

14
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(Opens new Browser
Window) 06/22/07 - Starting June 23rd, NSF is making it easier for PIs to
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Figure 1 FastLane Home Page screen. The link for Panelist Functions is circled.
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Eoroot Password?

Figure 2 Panelist Functions screen. The Log In section is circled.

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.
e In the Panelist Last Name box, type your last name.
e In the Password box, type the password that you received from NSF.

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

Click to work on:

© Travel and Reimburserment )
© Meeting Sigr-in

0 FPanel Review System

Q Interactive Panel System

Figure 3 Travel and Reimbursement link at the bottom of the Panelist System
Selection screen.

4. Select Travel and Reimbursement (Figure 3). The Travel and Reimbursement
Main screen displays (Figure 4).

Travel and Reimbursement | roun

Parlicipani Nama: Halkday, Den  Meeting TD:POSR0G0
This website will enable you to input
parsonal and banking information regquirsd
for reimbursement and to make travel
arFangements. Use of this system will
expedite the processing of your travel
reimborsement. ¥ou have besn sucoessfuly regsterad

T bagn the process, wo Rave 6 fiw qusthons T R .

wou read to answer. [f wou have guestons, G Participant Registration Questions
plaase contact the following mesting contac,

syne@nst ooy who will be able to assist you, LL G} Personal Banking/Contact Information

I veu harve & SSN, & @ reguired 1o be prowveded
by Federal Lew. Your numbes will Be in 6 secure
databaps with hmited access.

It i & federal travel regulation that all raval
ATBRGEMERtE Mus B mada through MSFE Travel
FARRASEFERE CaRlFAces Ve ——

¥ou have been successiully registered,
The following bnks are now vailable for you to use:

“_F Imvel Arranaements -
Submit Expenses

Figure 4 Travel and Reimbursement screen. The Travel Arrangements link is
circled.

5. Select Travel Arrangements (Figure 4).

6. If you are a Non-Federal, Non-Local, Attending On-Site participant, the Travel
Arrangements screen displays as in Figure 5 with the Meeting ID and your participant
name at the top right. You have options to do the following:

e Complete the e-mail reservation request form.

e Call the NSF travel agent.

¢ Find information on NSF’s suggested hotel or other hotels in the Arlington, Virginia,
area.

Figure 5 Travel Arrangements screen.

If you are a Federal, Foreign Non-Flat Rate, or Workshop participant, the Travel
Arrangements screen displays as in Figure 6 with the Meeting ID and your participant
name at the top right. You have the option of finding information about NSF’s suggested
hotel or other hotels in the Arlington, Virginia, area.
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Figure 6 Travel Arrangements screen with hotel information.

Complete the Email Reservation Request Form

The Email Reservation Request Form is only for arranging transportation. FastLane sends
your completed online reservation form directly to the NSF travel management contractor.

1. Access the Travel Arrangements screen (Figure 1) (see Access Travel Arrangements).

Figure 1 Travel Arrangements screen. The Email Reservation Request Form link is
circled.

2. On the Travel Arrangements screen (Figure 1), select Email Reservation Request.
The Email Reservation Request Form screen (Figure 2) displays.

Figure 2 Email Reservation Request Form screen. The Next button is circled.

3. In the Shipping Address for Ticket Delivery Via Federal Express section of the
Email Reservation Request Form screen. The Next button is circled. screen (Figure
2), do the following:

e In the Organization Name box, type the name of the organization you are affiliated
with.

In the Address Line 1 box, type your street address.

In the Address Line 2 box, type the second line of the address (optional).

In the City box, type the city of your address.

In the State box, select your state from the drop-down list.

In the Zip Code box, type your zip code (optional for foreign address).

In the Country box, type the name of the country you are currently located in.

In the Email address, type the email address where you want to receive NSF

communications.

4. In the Contact Numbers section (Figure 2), do the following:

e In the Business Phone box, type your business phone.
e In the Home Phone box, type your home phone or cell phone number.
e In the Fax box, type your fax number (optional).

5. In the Mode of Transportation section (Figure 2), select the radio button for the
mode that you prefer.

6. In the Departure Airport/Rail Station section (Figure 2), type the name of the
airport or rail station you are departing from (required if you picked either of these
modes of transportation.

Note: Choose an airport/station near your home or office, as NSF will not pay for travel
to, or lodging at, this airport/station.
7. In the Preferred Schedule Information section (Figure 2), do the following:
¢ In the Earliest date for travel to meeting box, type that date in mm/dd/yyyy
format.

e In the Earliest time for travel to meeting box, type the earliest time you will be
ready to leave in hhmm format.

e In the Latest date for travel to meeting box, type that date in mm/dd/yyyy
format.

¢ In the Latest time for travel to meeting box, type the latest time you will be
ready to leave in hhmm format.
Note: You must enter at least the earliest or latest date and time.
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8.

9.

Complete the Email Reservation Request Form

e In the Earliest date for travel from meeting box, type that date in mm/dd/yyyy
format.

e In the Earliest time for travel from meeting box, type the earliest time you will
be ready to leave in hhmm format.

e In the Latest date for travel from meeting box, type that date in mm/dd/yyyy
format.

e In the Latest time for travel from meeting box, type the latest time you will be
ready to leave in hhmm format.
Note: You must enter at least the earliest or latest date and time.

In the Preferred Seating section (Figure 2), select the radio button for your preference

(for air travel only).

In the Hotel Request section (Figure 2), you can request hotel accommodations.

Note: The Hotel Request section is to be used if you have NOT been instructed by NSF

staff to use a hotel room block or other arrangements for your hotel stay.

10. In the Special Travel Needs section (Figure 2), type in the Comments box any

special needs that you might have for travel. (NSF does not guarantee delivery.)

11. Select the Next button (Figure 2).

On-Line Reservation Form

Participant Name: Wills, Robert Heeling ID: =F102273
This information will be sent to Sato Travel and
will be shared with the Transportation Security
Administration (TSA).
Sata Travel, (800) 817-5257
trovel Ensfooy

Transportation Security Administration (TSA) Traveler Information:

loped the Sacuce Fight program to enhapce

f dormeestc and irtermatignal commencial
through the use of smproved watch hst

Name: |Test TEat

re required to provide additional Date of Birth:
e aarkines in order to allow TSA to conduet

ing before passenger check-in, For Gender:
on on the Secuna Fhght palicy, visit

Bedress Nymber:

Pagsport Number:

En2er infarmation an mit” when complete

Required Fields are preceded by an astensh {*). Passport Issuing Country: | hda - Fir miarnattaxsl WawaF sl

NOTE; Emadl the meesing contact, nparikhSnsfgoy.

for assiptance with maxing hotel arcangements, o cancel |
cantact the suggested hotel darectly, P

Figure 3 Transportation Security Administration (TSA) Traveler Information (for

air travel only).

12. In the Transportation Security Administration (TSA) Traveler Information

section of the Email Reservation Request Form screen screen (Figure 3), do the
following:

e In the Name box, type your full name as it is shown on the identification document
presented at airport security check-points.

In the Date of Birth box, type that date in mm/dd/yyyy format.

In the Gender box, select your gender from the drop down menu.

In the Redress Number box, enter your Redress number (optional).

In the Passport Number box, enter your passport number (optional).

In the Passport Issuing Country box, select the appropriate country from the
dropdown menu (optional)

Figure 4 Email Reservation Request Form Results screen. The OK link is circled.

12. Select OK (Figure 4). The Travel and Reimbursements Main screen displays.
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Call the NSF Travel Agent

You can arrange for transportation by calling the NSF travel management contractor
directly.

1. Access the Travel Arrangements screen (Figure 1) (see Access Travel Arrangements).

Figure 1 Travel Arrangements screen. The NSF Travel Management Contractor
section is boxed.

2. On the Travel Arrangements screen (Figure 1), find the name and 1-800 phone
number of the NSF travel management contractor.

3. Call the contractor. You must give the contractor your name and Panel/Meeting ID,
which is at the top right of the Travel Arrangements screen.

Find Hotel Information

1. Access the Travel Arrangements screen (Figure 1) (see Access Travel Arrangements).
If information is displayed in the Suggested Hotel Information section, NSF has
reserved a block of rooms at the suggested hotel for the participants of your meeting.

Figure 1 Travel Arrangements screen. The Suggested Hotel Information section is
boxed.

2. Contact the hotel directly to make your reservation.

Find Other Hotels in the Arlington, Virginia, Area

1. On the Travel Arrangements screen (Figure 2), select Additional Hotels. The Hotels
screen displays (Figure 3).

Figure 2 Travel Arrangements screen. The Additional Hotels link is circled.

Participant Name: Holbdey, Dan  Meeling ID: =F0E3000
Select the specific Hetro stop bo
wiew the hotels in that area.

For sdditional mass transit infarmaton e ¥
please refer to the Washington View Metro Area; | Metro Stop: Baliston =l EE | Cancel

Metropalitan Area Transit duthorty's \
wehste oosted 8t mwe wmats. com Area Hotel Mama Addrens " Fhoos Fax Demtsncs

hothing found to display
The metro stop for tha NSF = Saliston ¢ = =

Figure 3 Hotels screen. The Go button is circled.
2. In the View Metro Area drop-down list (Figure 3), select the stop for the Metropolitan

Area Transportation Authority (Metro) that you want to look for hotels near, or choose
All to view hotels in the entire Washington Metropolitan region.
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Submit Expenses Introduction

3. Select the Go button (Figure 3). The Hotels screen displays (Figure 4) with a listing of
information on hotels that are in the area that you chose.

Participant Name: Hollidsy, Dan  HMesting 1D: =F065000
Select the specilic Hetra stop 1o
view the hotels in that area.

For addmional mass trarait informatson

please refer to the Washisgton Yiew Melro Areal |‘\-||-:||'\; Saga: Salgion _:'l l;,'.-u.l Cancel I

MetropolEan Area Transit Authority's

weabsibe focated 88wy, AlTALE o0 Holed Manis Aildaeas Phons Fam st ance
MI-FI2- TOF-T
The metra stop for the MSF = Baliston, 5134 5117
Matrg Seop: Babday o6 Arfivsgien o5 4610 M, Faorfax To3-243- TO3-537- 3 blacks fram
Ballgten Ballston Hoge Dirve Arhngtan WA ] HETT Migtra & REF
e
23203
Mgty Siag: i et Ehiills 1211 K, Glabs Road 700-147- 703-574 ER- -
Eallgsn & Rauta 56 339 BTG Higlra & REF

Arhngian VA F3201

Figure 4 Hotels screen with a listing of information on hotels in the chosen Metro
stop area.

4. Click on a hotel name (Figure 4). The hotel’s website opens in a new window.

Submit Expenses

Submit Expenses Introduction

To submit travel expenses to NSF you must meet the following criteria:
e Answered No to the participant registration question, "Will you be traveling to this
meeting via air or rail?"
o Registered for the meeting and submitted your personal contact and banking
information.
e Registered as a Non-Federal, Non-Local, Attending On-Site participant.

NSF reimburses the following expense:
e Personally owned vehicle (POV) mileage and toll expenses for those who used their
own automobile, motorcycle, or airplane to get to/from the meeting
Note: Reservations for air or rail transportation must be made through the NSF travel
management contractor.

You can edit your expense reimbursement submission up to the point that NSF begins
processing it. If you still need to submit more expenses,, you can submit additional POV
expenses after NSF has completed processing your initial expenses.

See NSF Policy on Expense Reimbursement for details on those expenses NSF reimburses.

NSF Policy on Expense Reimbursement

e Panelist Compensation - In accordance with Internal Revenue Service (IRS)
instructions, NSF is required to issue an IRS Form 1099, "Miscellaneous Income," to
participants for federal tax filing purposes when annual total compensation exceeds
$600.
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NSF reimburses participants' approved travel expenses, according to Federal policy. Please
keep in mind the following general guidelines when making your travel arrangements:

Points of Departure/Return - The authorized points of travel departure and
return are the traveler's official duty station or residence. Travelers will be
reimbursed for travel expenses only between these points and the meeting site. On
occasion, a traveler may be away from his/her duty station or need to go to another
destination after the meeting. If this is the case, and it is for the convenience of the
Government, then an alternate authorized point may be used. This must be noted.
These are not stopovers. The traveler must begin or end official travel at the other
authorized point.

Reservations - Reservations for transportation must be made through the NSF
travel management contractor. The Meeting ID is required to make reservations. NSF
cannot reimburse over the contract airfare.

Common Carrier (airplane, train or bus) - Travel by common carrier is presumed
to be the most advantageous to the Government and is the authorized mode of
travel.

Contract Carrier Flights - Travelers are expected to use contract air carrier
services provided to Federal agencies at reduced rates through the General Services
Administration City Pair Program.

International Flights - Travelers must use U.S.-flag air carriers for international air
travel, if available, even if travel on another airline is less expensive. NSF cannot
reimburse travelers for transportation on another airline unless U.S.-flag carrier
service is not available. A U.S.-flag air carrier is a carrier holding a certificate under
Section 401 of the Federal Aviation Act of 1958. The NSF travel management
contractor will make travel arrangements in compliance with this regulation.

Airline Tickets - Tickets must be e-tickets unless there is a compelling reason for a
paper ticket. Electronic tickets are issued 2 days prior to the travel date. Travelers
will receive an email confirmation with an attached electronic invoice. The attached
invoice may be used for airport entry.

Use of a Personal Vehicle - Travelers may be authorized to use a personally
owned vehicle (POV) as the mode of transportation to NSF meetings, under the
following conditions:

o Travelers sign and submit a mileage statement to the program office
sponsoring the meeting. The use of a private vehicle is approved in advance
by NSF.

0 Mileage reimbursement is limited to the rates established by the General
Services Administration. (See http://www.gsa.gov/ for the current mileage
rates.)

0 The total amount of the reimbursement for POV expenses does not exceed
the cost of the airfare on a Government contract air carrier.

0 It is NSF Policy that only one form of POV may be claimed per meeting.
International Participants - Citizens of a foreign country who visit the United
States usually need to obtain a visa. For NSF meeting participants, this typically is a
visitor visa, a non-immigrant visa for travel to the United States for a scientific,
educational, or professional meeting or conference on specific dates. Current
information on U.S. visa policies is published on the Department of State Bureau of
Consular Affairs website.

Access Submit Expenses
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Access Submit Expenses

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).

NSF Home | News | Site Map | FastLane Help | Granks.gov Help | Contact Us

r#; :
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, official N&F uce anhy re A S
official NSF use only. More Ab - Suppaort FastLans Availability (recordmg):

e —
'&.‘_‘\: wwe Fartlane. nsf.gov 1-800-437-7408
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FastLane changes to reduce the use of Social Security
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* Award Search and 2007

Funding Trends :

07/31/07 - FastLane changes to reduce the use of Social Security
P FastLane FAQs (Opens Numbers (SSNs) will be implemented on August 4,
new Browser Window) 2007.

072/05/07 - Information on the Use of Designated Fonts in NSF

L4 ts. FA
Grants.gov Q Pmpnsal5 {Dpens new browser window}

(Opens new Browser
Window) 06/22/07 - Starting June 23rd, NSF is making it easier for PIs to
report journal publication citations as part of their

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

Panelist Functions

Lag in for the following permission bared functiens [ |

Alert; Computer Scanning Paolicy - Tmpertant Information for
HSE Yiziters and Eonelists.
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that the e-rmail address shown is correct, If you forget your password, {Adrmin, Lsers
we will sand your re-sat pasdword B0 thas e-misl address. Access to the Uss your Passwerd)

Interactive Panel System requires that JavaScngt be enabled on

your browser. Log In

Eotnnt Passveotd?

Figure 2 Panelist Functions screen. The Log In section is circled.

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.
e In the Panelist Last Name box, type your last name.
e In the Password box, type the password that you received from NSF.

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

(Figure 3).
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_ _ Click to work on:
© Travel and Reimburserment )

© Meeting Sigri-in

u Fanel Review System

Q Interactive Panel System

Figure 3 Travel and Reimbursement link at the bottom of the Panelist System

Selection screen.

4. Select Travel and Reimbursement (Figure 3). The Travel and Reimbursement

Main screen displays (Figure 4).

Travel and Reimbursement | nan

This website will enable you 1o inpot
ab and Banking informatisn reguieed
oF Feimbarsement and to make travel
arFangements. Use of this system will
expedite the processing of your travel
rebmbLursement, You have baen successfully registered.

Yiru dre redoired L
rimAaban Tor each meeliin

To bagn the process, wa have & few quasbons

you nesed to angwer, If you have guestions, L r@ Participant Reglstration Questions
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Participant Name: Holliday, Dan
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If wou hawe & SSN, i 15 required to be provided
by Federal Law. Your nusmber will be in 5 ssoure
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12 = & foderal travel ragulation that all travel

Tou have boon successfully registersd,
RfFARgamants muE ba mada through NSFE travel ’ - -
MARAGERLEAL CONLIAIIE. The followsng links are now svailabie for you to use:

Ieaved Arrangements

Figure 4 Travel and Reimbursement screen. The Submit Expenses link is circled.

5. On the Travel and Reimbursement screen (Figure 4), select Submit Expenses. The

Submit Expenses screen displays (Figure 5). You have the options to submit expenses

for:

e Personally owned vehicle (POV) mileage and tolls

Travel and Reimbursement e

[ T

Sebect (yie ol wxpesse yow wirskd Whe 1 pubet

¢ Parsonally Owasd Vahicls [ FOV) Hlssge

Participant Name: Tracdath. Kim  Heslting Mo 2LO0DDE

Figure 5 Submit Expenses screen.

Submit POV Mileage Expenses
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Submit POV Mileage Expenses

NSF reimburses a participant that used a personal automobile, motorcycle, or airplane to
travel to and/or from the meeting. NSF reimburses on the basis of a fixed rate per mile
traveled and for toll costs. See NSF Policy on Expense Reimbursement.

1. Access the Submit Expenses screen (Figure 1) (see Access Submit Expenses).

Travel and Reimbursement e

Nalewl Crpeees

Participant Nama c Trurkath. Wim  Hewlng B0 SLOO00E
Serbei 1 (e il wprine yw wisskd ldhe 15 tahent

f Parionsly Dwaed Vahats [ POV) Mlsags 3

Figure 1 Submit Expenses screen. The Personally Owned Vehicle (POV) Mileage
link is circled.

2. On the Submit Expenses screen (Figure 1), select Personally Owned Vehicle (POV)
Mileage. The Personally Owned Vehicle (POV) Mileage screen displays (Figure 2).

Travel and Reimbursement s
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Pleate provide an sxtimats of the marsber af
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& Pl Brow AT wiACow 3RS G0 08 B R wabis Bnd Kubirms bed Milaage: ]
calcufate pour roens oig mileage Dince yaer meand g
reilaagm i ciboulated plasaa rebum i thin mindow sed Taibe
e the toansd srip calcwluted milarge annhins gage
By dnbming and Bubeibeeg the ai B e a0 1he fa s bas Toll Amommt: 200

o riell AN Al 0 KEF b B g TR
UMt MR Tk 00 wn 08 to Tha bt of vase
(LI

[ Cmtification: By clicking Submit, [ barby cartey that 1 hiva sabared all ey axpensan shove ereshislly ba the baat of my kncsledga

Btia NSF Policy that caly one form of POV may Be
chiimed par mastisg. @ o

Figure 2 Personally Owned Vehicle (POV) Mileage screen. The Submit button is
circled.

3. In the Estimated Mileage section (Figure 2), do the following:
e In the POV Mileage Type drop-down list, choose the type of vehicle you used.
¢ In the Estimated Mileage box, type the number of round-trip miles you traveled.
(Calculate your miles with the help of a travel website.)
4. In the Tolls section, type the amount that you spent on tolls.
5. Select the Certification then Submit button (Figure 2). A screen displays (Figure 3) with
the message that your expenses have been submitted.

Success: Your expenses have been submitted to NSF.

()
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Figure 3 Screen with message that your expenses have been submitted to NSF
for approval. The OK button is circled.

6. Select OK (Figure 3). The Travel and Reimbursement Main screen displays.

You can edit your expenses up to the point that NSF begins processing your submission.

Submit Additional POV Expenses

You can submit additional expenses only after NSF has completed processing of your initial
POV expenses submission. See NSF Policy on Expense Reimbursement for details on what
can be reimbursed.

1. Access the Submit Expenses screen (Figure 1) (see Access Submit Expenses).

Travel and Reimbursement ey

Nahewl Copeees

Participant Mamse: Trackath. Kim Mesting 001 2LO0DDE
Berleit iie ol expree o wirskd e 1o sl

€7 Parsanally Gwaed Vakeks [ FOV) Misage 3

Figure 1 Submit Expenses screen. The Personally Owned Vehicle (POV) Mileage
link is circled.

2. On the Submit Expenses screen (Figure 1), select Personally Owned Vehicle (POV)
Mileage. The Personally Owned Vehicle (POV) Mileage screen displays (Figure 2).

Travel and Reimbursement ;s
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e L e T L R LT
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Figure 2 Personally Owned Vehicle (POV) Mileage screen. The Additional
Expenses link is circled.

3. Click Additional Expenses (Figure 2). The Additional Expenses for Personally
Owned Vehicle (POV) Mileage screen displays (Figure 3).
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Travel and Reimbursement juey
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Figure 3 Additional Expenses screen for Personally Owned Vehicle (POV) Mileage.

4. In the New Amendment’s POV Mileage box (Figure 3), type the additional amount of

POV mileage.

5. In the New Amendment’s Toll Amount box (Figure 3), type the additional amount of

toll expenses.

6. Select the Submit button (Figure 3). A screen displays (Figure 4) with the message
that your additional POV expense amount has been submitted to NSF for approval.

Success: Your expenses have been submitted to NSF.
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Figure 4 Screen with the message that your expenses have been submitted to

NSF for approval.

7. Select OK (Figure 4). The Travel and Reimbursement Main screen displays.
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