Research Administration User Guide

3 Accounts Management

The Accounts Management function provides users, with appropriate permissions, the ability to
manage user accounts and their organization’s information. To access this function, complete
the following steps:

User Account Management
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Fastl®ELL research administration | Home Change Password | Logout
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Figure 1. Research Administration Homepage screen

1. From the Research Administration Homepage Screen (Figure 1), the various Research
Administration functions are displayed. The user can only access functions for which they
have appropriate permissions. Access to Research Administration functions is dependent
upon the user’s assigned permissions.

2. Click the Accounts Management link to access this function within Research
Administration.
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3. The Accounts Management Main Screen (Figure 2) will be displayed.

Accounts Management | mamn » Institution: Mational Science Foundation

User Account Organization Infor

¥iew Organization Permissions Report »

}D Search for existing User to view/modify data:

Last Mame: |zeb | Search I Yiew All Users Add New User

Click on User Mame to view/modify/delete data. Sort results by clicking column title.

Mo users found. 1

Hame Email Address Actions
Mothing found to display

Export aptions: Excel

How to Configure vour Browser o Transfer Report Data into & Spreadsheet

Cancel I

Figure 2. Accounts Management Main Screen

Search for, Add, Modify, and Delete FastLane Users

Search for a FastLane User

The Accounts Management Main Screen automatically goes to the User Account tab (Figure 2)
allowing the user to perform a search on users associated with the designated organization. To
be able to view and access the Search button, the user must have the permission to “Add,
Modify, and Delete FastLane User”. There are three different ways to search for a FastLane
user:

1. Enter a specific name or key text of a name in the Last Name field and clicking on the
Search button. The search results will be displayed under the Search Results portion of the
User Account screen.

Or
Click the View All Users button.

Or
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Leave the Last Name field blank and click the Search button. The search results will be
displayed under the Search Results portion of the User Account screen.

2. The search results are returned in alphabetical order by last name. The search results can be
resorted by clicking on the Name or Email Address column header. The search results can also
span multiple pages. The Prev, Next or numbered page links located above the Actions column
can be used to access the other pages of search results. The search results can be exported into
Microsoft Excel by clicking the Excel link next to the Export options label.

3. Ifauseris not listed in the search results, and the user would like to add a FastLane user, use
the Add a FastLane User functionality described on Page 3-3.

4. To return to the Research Administration homepage, click on the Cancel button.

Add a FastLane User

To be able to view and access the Add New User button, the FastLane user must have the
permission to “Add, Modify and Delete FastLane User”. It is important to verify that a user
exists within the current FastLane database prior to clicking Add New User. The following
describes the process for adding a new FastLane user.

1. Click the Add New User button (circled in Figure 2) on the Accounts Management Main
screen to access the Add New User function in Research Administration.

2. The Add New User Screen (Figure 3) will be displayed. The required data fields will have
an asterisk next to text name of the field.
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Accounts Management | man »

User Account

Institution: SUNT at Buffalo

Requived Fields are preceded by an asterisk (*)

User Profile

Social Security Number: I—
*First Mame: l—
*Last Narne: I—
*Email: l—
Phone Mumber: l— 10 digits only
Fax Humnber: I— 10 digits only

Privacy &t

MI:I—

Create Password:

*Create Password: I
*Confirm Password: I

See Password Requirements

Principal Investigator {PI) Profile

[T add User as PI Suffix: | {Ir., Sr., 111, Etc)

*Department: I

*Degf’eelPlease zelect from list below: LI
Type:

*Degree Year: IPIease select dedree year VI

CORGANIZATION NAME:
SUNY at Buffalo

(Once added to the NSF PI profile, the PI can change
hisfher addreszs through the PI Information screen in the
Proposal Preparation function,)

User Permissions
A&dd, Maodify, and Delete FastLane Users

Change User Permissions
Initialize/Change User Password
Organizational Reports

Administer Revised Budgets
View/Print Organization's Award Letters
View Project Reports

Review/Revise Organizational Information

e e e s

Financial adrministrator

Authorized Organizational Representative Functions

Administer Motifications To or Reguests For NSF Approvals Under Grants

Submit Proposals/Supplements/Updates/Withdrawals to NSF

GRFP Permission (selfect one onfy)

Coordinating Official (Ondy Gne Per arganization)

ana

Alternate Coordinating Official

mancel I

Figure 3. Add New User Screen

3. There are five sections within the Add New User Screen — User Profile, Create Password,
Principal Investigator (PI) Profile, User Permissions, and GRFP Permission (for assigning

Coordinating Officials for the Graduate Research Fellowship Program). Depending upon the

FastLane user’s permissions, the appropriate sections will be displayed. In this example
(Figure 3), the FastLane user has all the permissions to administer all User Account

functions.

4. The FastLane user can create the user profile, request to add the user as a Principal
Investigator and assign the user’s permissions. If the user does not want to use his/her own
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SSN, a pseudo SSN will be generated by the FastLane system for that user. In order to create
a user’s password please complete the following action:

Type the password twice to ensure that the password is entered as intended. The password
must be six to twenty characters long and must contain at least one alphabetic and one
numeric character.

5. To add a user as a Principal Investigator, the Add User as PI checkbox must be selected and
the Department, Degree Type and Degree Year fields must be filled in. The Degree Type
and Degree Year are chosen from drop-down lists and the Department is free form text that
should represent the PI’s affiliation within the organization.

6. The User Permissions are for the organizational management of FastLane. Selecting the
check box next to the permission description enables that permission for the user. Checks
appearing in the box denote permission for that function. The Financial Administrator
permission is available only to users from organizations that submit Federal Cash
Transaction Reports (FCTR). GRFP Coordinating Official permissions (primary and
alternative) are available to organizations that had a GRFP fellow.

7. Once all the user data has been entered, click on the Add User button at the bottom of the
screen (circled item on Figure 3).

8. The View Add User Profile Screen (Figure 4) will be displayed, providing the FastLane user
with an opportunity to verify that the appropriate information has been entered before
submission. If you are satisfied with the information, click Confirm Add User (circled in
Figure 4) to submit the information to the FastLane system. To return to the previous data
entry screen to modify the profile, click Cancel.
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| User Account \ ;I

View Add User Profile for -- Tim Anderson Organization ID : 4102852000

User Profile

Social Security Number: Privacy Act
*First Name: Tim
*Last Name: aAnderson
*Email: tanderson@yahoo.com
Phone Number:
Fax Number:

MI:

Principal Investigator {PI) Profile

Suffixr:
*Department: Biology
*Degree Type: BS
*Degree Year: 2000

User Permissions Assigned

Financial Permissions Assigned

Confirm Add User Cancel I

@] pone |_|_|° Inkernet
Figure 4. View Add User Profile Screen

9. Add User Confirmation Screen (Figure 5) will be displayed denoting that the user has
been added successfully to the FastLane system.

=
4

CONMFIRMATION

Add User Data for - Tim Anderson
User has been succesfully added to the FastLane system.
User has been added as a PI successfully,
User Permissions have been sucessfully added.

Please note your pseudo Social Security Number generated by the systemn is 000111329

4 Account Management Main

Figure 5. Add User Confirmation Screen

10. Click the Account Management Main link to return to the Accounts Management Main
Screen (Figure 2).
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Modify a FastLane User

To be able to view and access the Modify button, the FastLane user must have the permission to
“Add, Modify and Delete FastLane User”. The following describes the process for modifying a
FastLane user:

- - El
User Account | Draanization Information
View Organization Permissions Report ¢
}D Search for existing User to view/modify data:
Last Name: |an | Search l ¥Yiew All Users | Add New User |
Click on User Narne to view/modify/delete data, Sort results by clicking column title,
1 user found. 1
Name Email Address Actions
Anderson, Tim tanderson@yahoo.com |De|ete
Export options: Excel
How to Confiqure Your Browser to Transfer Report Data inko a Spreadsheet
Cancel
=
|&] Dore | Internet v

Figure 6. Search User Results Screen

1. Modify the user profile by two methods:
Before modifications are made, the user can view the FastLane user by clicking on the user’s
name link in the Name column or the View link in the Actions column. The View User Profile

Screen (Figure 7) displays when either of these links is clicked. The user selects Modify User and
the Modify User Profile Screen (Figure 8) appears.

Or

The user can immediately modify a user profile by clicking the Modify link in the Actions
column on the Search User Results Screen (Figure 6).
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User Account A

View User Profile for -- Tim Anderson organization ID: 4102852000

User Profile
Social Security Number: 000111329 Privacy Act

*Last Name: Anderson
*Email: tanderson@yahoo.com

Phone Number: Delete User |
Fax Number:
Cancel

Principal Investigator {(PI) Profile -- yes

*Department: Biology
*Degree Type: BS
*Degree Year: 2000

User Permissions At
You have permissions only to

No Permissions
s Add, Modify, or Delete FastLane

User

|&] Dore [ [ |4 mtermet

| KO

Figure 7. View User Profile Screen
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MSF Home | Mews | Site Map | GPG | GPM | Send Comments | FastLane Help

Fastf/¥LI=) research Administration | HomE

Logout

Bl

User Account

Accounts Management | man »

Institution: SUNY at Buffalo

Required Fields are preceded by an asterisk (*)

User Profile

Social Security Number: 105726670 Erivacy Act

*First Name: IJeffrey MI: IS

*Last Name: ISChieder

*Email: I i
zchieder@research buffalo e Type New Password: I—
Phone Number: I-‘"I BE452977 10 digits only *Confirm Password: I

"
Fax I * 7168453730 10 digits enly

Change Password:

See Password Requirements

Already a Principal Investigator (PI)

*Department: Sponsored Programs Administration
*Degree Type: MPA

*Degree Year: 1997

CORGANIZATION MAME:
SUNY at Buffalo

(Once added to the MSF PI profile, the P can
change his/her addrass through the PI
Information screen in the Proposal Preparation
function. )

User Permissions

Add, Madify, and Delete FastLane Users

Change User Permissions

Initialize/Change User Password

Organizational Reports

Administer Motifications To or Reguests For NSF Approvals Under Gra
Submit Proposals/Supplements/Updates/withdrawals to NSF
administer Revised Budgets

Wiew/Print Organization's Award Letters

“iew Project Reports

Review/Revise Organizational Information

Authorized Organizational Representative Functions

Financial Administrator

ORI AA"AARRA

nts

GRFP Permission  (sefect one ondy)

r Coordinating Official (Ondy Gne Per arganization)
r Alternate Coardinating Official

Modify User Cancel

Download Adobe Acrobat Reader far viewing PDF files

&1

[ [ |4 mnternet

S| L

Figure 8. Modify User Profile Screen

2. On the Modify User Profile Screen (Figure 8), the FastLane user can modify the user
profile, add the user as a Principal Investigator, and change the user’s permissions.
Change User Permissions or GRFP Permission by selecting or un-selecting check boxes

next to corresponding permissions. All the fields that have an asterisk next to them are
required fields. The FastLane user can also change the user’s password on this screen.

To change a user’s password the following action must be completed:
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Enter in the password twice to ensure that the password is entered as intended. The password
must be six to twenty characters long and must contain at least one alphabetic and one
numeric character.

* NOTE: Because an e-mail message is sent whenever a password is changed, it is extremely
important to have correct e-mail addresses saved in the FastLane system.

3. Click on the Modify User button at the bottom of the Modify User Profile Screen (circled on
Figure 8). An updated View Modify User Profile Screen will be displayed (Figure 9). The
Cancel button returns you to the Accounts Management Main Screen (Figure 2).

p “ -
User Account | Organization Information _I
User Profile
Social Security Number: 000111329 Privacy Act
*First Name: Tim MI
*Last Name: Andersan )
*Email: tanderson@yahoo.com
Phone Number: 7037474253
Fax Number: 7034546739
Principal Investigator {PI) Profile
Suffix:
*Department: Biclogy
*Degree Type: BS
*Degree Year: 2000
User Permissions Assigned
Financial Permissions Assigned P
Confirm Changes | Cancel
=
|@ Done |O Internet 4

Figure 9. Updated View Modify User Profile Screen

4. Click the Confirm Changes button (circled in Figure 9) and the Modify User Data
Confirmation Screen (Figure 10) will display. Clicking the Cancel button on the View
Modify User Data screen redisplays the Modify User Profile Screen (Figure 8) and allows the
FastLane user to make corrections to the user’s information.
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CONFIRMATION

Modify User Data for - Tim Anderson
Your modified user information has been successfully updated.
Information was modified in PI system successtully.

User Permissions have been sucessfully added.

4 Account Management Main

Figure 10. Modify User Data Confirmation Screen

5. When the Modify User Data Confirmation Screen (Figure 10) displays, the user changes
have been successfully updated in the FastLane system. Clicking the Account Management
Main link displays the Accounts Management Main Screen (Figure 2).

Delete a FastLane User

To be able to view and access the Delete button, the FastLane user must have the permission to
“Add, Modify and Delete FastLane User”. The following describes the process for deleting a
FastLane user:

. - E
User Account | Dr ization Information
¥Yiew Organization Permissions Report #
}D Search for existing User to view/modify data:
Last Marme: | Search I Yiew all Users | ‘ Add New User |
Search Results
Click on User Name to view/modify/delete data, Sort results by clicking column title,
77 users found, displaying 1 to 10 [Prevw] 1,2, 3,4,5 6,7, 8 [Next]
Name Email Address Actions
Akrarm, Md J akram@nsf.goy ¥Yiew|Modily |Delete
Anderson, Tim tanderson@yahoao.com Yiew|Modify |Delete —
Atlee, Clement atlee@lee.edu ¥Yiew|Modify |Delete
Azrmath, Mohammed & mazmathl@nsf.gov ¥Yiew|Modify |Delete
boesch, matt mb@nsf.goy ¥Yiew|Modify |Delete
Chetla, Karun karun@xya.com ¥Yiew|Modify |Delete _I
-
|&] pone |4 neermet 4

Figure 11. Search User Results Screen
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1. Delete the user by two methods:

Before modifications or deletions are made, the user can view the FastLane user by clicking
on the user’s name link in the Name column or the View link in the Actions column. The View
User Profile Screen (Figure 7) displays when either of these links is selected. The user clicks
Delete User and the DeleteUser Data Screen (Figure 12) appears.

Or

The user can immediately delete a user profile by clicking Delete link in the Actions column
on the Search User Results Screen (circled in Figure 11).

User Account
Delete User Data for -- Md Akram arganization ID 14102852000 e
ARE YOU SURE?
Clicking "Delete User" will remove this user from the FastLane system. Click "Cancel™ to return to previous screen,
Social Security Number: 000181355 Privacy Act
*First Name: Md
*Last Name: Akram MI: ] Suffix:
*Email: akram@nsf.gov
Phone Number: 7034253422
Fax Number: 7034226763
Gete m Cancel
=
|&] pone ,_,_|° Internet 4

Figure 12. Delete User Data Screen

2. If the information displayed on the Delete User Data Screen (Figure 12) is correct, click
Delete User. The Delete User Message Screen (Figure 13) will display. Clicking the Cancel
button on the Delete User Data Screen (Figure 12) takes you back to the Search User Results
Screen (Figure 11).

* Note: Before deleting a user that has the primary GRFP Coordinating Official (CO)
permission, another user must be assigned the permission.

CONFIRMATIOMN

Delete User Data for - Akram, Md ]

User has been successfully deleted from the FastLane systern,

4 Account Management Main
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Figure 13. Delete User Message Screen

3. When the Delete User Data Confirmation Screen (Figure 13) appears, the user has been
successfully deleted from the FastLane system. Clicking the Account Management
Main link displays the Accounts Management Main Screen (Figure 2).

Organizational Information

The FastLane Organizational Information Tab Screen (Figure 14) displays the current profile for
the organization, and the means to revise the existing organization information. This feature is
available to the users who have the “Revise/Review Organization Information” permission. The
Organization Name cannot be changed on this page. Please refer to the Change of Organization
Name Request Section on Page 3-18.

The Fast Lane Organizational Information Tab Screen (Figure 14) will display a different profile
for the user, depending if the user is a member of an institution that has award applications and
requirements. Figure 14 displays a current profile for an institution without an award. Figure 15
displays a current profile for an institution with an award.

NOTE: If your organization is not an award institution, you will not see a screen found in
Figure 15. You will only see a screen found in Figure 14.

The following actions are needed to modify organization information:

1. Modify organization information by entering the appropriate data into the corresponding
fields. All required fields are labeled with an asterisk (*).

2. Click Submit Changes (circled in Figure 14 for non-award institutions; circled in Figure 15
for award institutions) when all appropriate data has been entered in the fields.

3. Click Cancel to go back to the Accounts Management Main Screen (Figure 2).

3-13



Research Administration User Guide

Accounts Management | mamn »

| User Account b

.
Drganization Information

Institution: MNational Science Foundation

B|

Revise Information for -- National Science Foundation

* Reguired Field

Organization Profile

*Organization Name:

MEF

*Address 1: |4201 Wilson Bouleward
Address 2: |Room 455
*City: IArIington
*Gtate: |Virginia | *zip: |00557
*Country: |United States = |

*E-miail:
*Telephone Number:
Fax Number:

*EINSTIN:

*DUNS Number:

Iccc@test.co m

|7o35253456

10 digits ondy

13 digits ondy

|183456788

s Jos7esazzi

Request Change of Crganization
Marme

d Submit Changes

D Cancel

|@ Daone

’_ ’_|° Internet

K

Figure 14. Non-award Institution Organizational Information Tab Screen
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Accounts Management | mam »

Institution: SUNY at Buffalo

| User Account h |

* Regquired Field

Organization Information

-

Organization Profile

*DOrganization Name:

*Address 1:
Address 2:

*City:

*Gtate:

*Country:

*E-mail:

*Telephone Number:
Fax Number:
FEINSTIM:

*DUNS Number:

Award Notification Addressee:

Salutation:

Name:

Telephone Number:

*Award Letter Email Adrress:

Title:

President/Head of Organization:

Name:
Title:

President phone:

SUNY Buffalo Reguest Change of Organization Mame

J501 Capen Hall

|

IEluffan

INewYork ;I *Zip;lm
| United States |
Irschiedel@resealch.buffalo.edl

|7 188452077 10 digits only
|7 188452730 10 digits only
| 141288261

|nzas3azs1

IDr. Kaars:

IDr. Charles J. Kaars

|7 168452077 10 digits onty

Iawards@research.buf‘fslo.edu

IAssistant Vige-President for Sponsored ;I
|Prof. william R. Greiner

IPlesident ;I
[7 188952901 10 digits onty

Submit Changes Cancel I

|@ Done

l_ l_ |4 Tnternet

=
4

Figure 15. Award Institution Organizational Information Tab Screen

4. A Revise Information Confirmation Screen (Figure 16 for non-award institutions and Figure
17 for award institutions) will be displayed with all of the new information entered on the
previous screen. Click Confirm Changes (circled in Figure 16 and Figure 17) to submit
information. A link is provided from this page to the Request Change of Organization Name

Screen (Figure 19).

Click Cancel to go back to the Organizational Information Tab Screen (Figure 14 for non-

award institutions or Figure 15 for award institutions)
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-
Accounts Management [ MATN P Institution: MNational Science Foundation _I
| Organization Information
Revise Information for -- National Science Foundation
Organization Profile
*0Organization Name: NSF Reguest Change of Organization Mame
*Address 1: 4201 Wilson Boulevard
Address 2: Room 455
*City: Arlington
*GState: WA Zip: 222010001
*Country: US
*E-mail: cco@test.com
*Telephone Number: 7035253456
Fax Number:
*EINFTIN: 163456789
*DUNS Number: 257654321
]
|&] Done ’_|_|° Inkernet 4
Figure 16. Revise Non-award Information Confirmation Screen
Accounts Management | vamn » Institution: SUNY at Buffalo
Organization Information
Revise Information for -- SUNY at Buffalo
Organization Profile
*DOrganization Name: SUNT Buffalo Feguest Change of Organization Mame
*address 1: 501 Capen Hall
Address 2:

*City: Buffalo
*State: NYT 2ip: 142600000
*Country: LS

*E-mail: rschieder@research.buffalo.edu
*Telephone Number: 7166452977
Fax Number: 7166453730

FEINJTIN: 141368361
*DUNS Number: 038633251

Salutation: Dr. Kaars:
Mame: Dr. Charles J. Kaars
Title: Assistant Vice-President for Sponsored
Telephone Number: 7166452977
Award Letter Email Adrress: awards@research . buffalo.edu
President's Mame: Prof, William R. Greiner

President's Title: President

President's Telephone Number: 7166452501

Confirm Changes Cancel I

|1 pore l_’_|‘ Internet

N (K

Figure 17. Revise Award Information Confirmation Screen
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6. An Updated Organization Information Confirmation Screen (Figure 16) will load with a
confirmation of changes message. This screen acknowledges the update of the organization
information and appears for both award and non-award institution changes.

CONFIRMATIONMN

Update Organization Info for - NSF

Qrganization Information has been successfully updated.

4 Account Management Main

Figure 18. Updated Organization Information Confirmation Screen
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Change of Organization Name Request

The Change of Organization Name Request provides you with the means to request a new name
for your organization. This ability is restricted only to users who have the “Revise/Review
Organization Information” permission.
1. The following options are associated with requesting an organizational name change:
a. Request a Change of Organization Name

b. View the status of a Request for a Change Organization Name

c. Request a Change of Organization Name while current Organization Name
Change Request is Pending

Request a Change of Organization Name

1. From the Organizational Information Screen (Figure 19), click on the Request Change of
Organization Name link (circled in Figure 19).

Accounts Management | mamn » Organization: National Science Foundation
| User Account | Organization Information

Required Fields are preceded by an asterisic (%)

Organization Profile

*0Organization Name: NSF Reguest Change of Organization Mame

*Address 1: |4201 Wilson Blvd.
Address 2: I

*City: |Nor‘th Arlington

*State: [Virginia | *Zip: [222301000
*Country: IUnited States =
*E-mail: Ifastlane@nsf.gov
*Telephone Number: |?03292?252 10 digits ondy
Fax Number: |?032923464 10 digits enly

FEINFTIN: |324325436

*DUNS Number: ID?4811803

DUNS Qualifier: IIND\.I'

Figure 19. Organizational Information Screen
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2. The Request Change of Organization Screen (Figure 20) will appear.

Accounts Management | MaIN » Organization: National Science Foundation

Organization Information

|»

Request Change of Organization Name for -- National Science Foundation Organization ID: 4102852000
Reguired Fields are preceded by an asterisc (*) -- Frepopulated Fields denate pending request

Organization ID: 4102852000

* New Name of Organization: I { Legal Marne of Organization)

Short Name: I

*award Letter E-mail Address: I

Recipient Name: I
Active Awards: no

Additional Comments:

Submit Request | Canc |

|4

Donel D . |_|_|°Internet

Figure 20. Request Change of Organization Screen

3. Modify organization information by entering the appropriate data into corresponding
fields. All required fields are labeled with an asterisk (*).

4. Click Submit Request (circled in Figure 20)
Or

Click Cancel to return to the FastLane Organizational Information Tab Screen (Figure
19).
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5. A Confirmation Screen (Figure 21) will appear.

Accounts Management | mamn » Organization: National Science Foundation

CONFIRMATION

Request for Organization Name Change

Your request for Organization Mame Change has been submitted to NSF,

4 Account Management Main

Download Adobe Acrobat Reader for viewing POF files

Figure 21. Confirmation Screen

6. Click on Account Management Main (circled in Figure 21) to return to the Accounts
Management Main Screen (Figure 2).
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View the status of a Request for a Change Organization Name

If you or another user in your organization with permissions has already requested for a
Change Organization Name, complete the following steps:

1. From the Organizational Information Screen (Figure 22), view the message below the
Request Change of Organization Name link to determine the status of the request (circled
in Figure 22). The message will state that your last requested is pending as well as
provide the organizational name in that request.

User Account Organization Information

Required Fields are preceded by an asterisk (*)

Organization Profile

Reguest Change of Organization Marme

*0Organization Name: NSF

An Organization Change Request is

® . i
Address 1 |4201 wilson Blvd. Pending: National Science foundation

Address 2: |

*City: |North Arlington

*State: |Virginia x| *Zip: [zzz301000

*Country: |United States |

*E-mail: |fast|ane@nsf.gov

*Telephone Number: |7032927252 10 dights any

Fax Number: [7032923464 10 digits only

HEINSTIN: |32432543E\

*DUNS Number: IU?4811803

DUNS Qualifier: |INDV

Submit Changes I cCancel

3] l_l_la Inkernet

sl

Figure 22. Organizational Information Screen

NOTE: The Message will appear only if a Change of Organization Name Request is
pending. If the Message does not appear, then your organizational name is updated and your
organizational information is reflecting the approved change.

2. If you wish to view further detail of the request, click on Request Change of
Organization Name (circled in Figure 22).
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3. The Request Change of Organization Screen (Figure 23) will appear with the fields
populated of the information you included in your request as well as denote that your
request is pending.

!
5|
Accounts Management | MAIN Organization: National Science Foundation
| Organization Information
Request Change of Organization Name for -- National Science Foundation Organization ID: 4102852000
Required Fialds are preceded by an asterisk (*) -- Prepopulated Fields denote pending request
Organization ID: 41025352000
* New Name of Organization: INﬁtiDnﬁI Science ﬁjunda{inn { Legal Mame of Organization)
Short Name: INSF
*Award Letter E-mail Address: |chajacks@att.net
Recipient Name: [Charles jackson
Active Awards: no
Additional Comments:
asdfsdfsd sfdsdfs =]
&l L
Submit Request I Cancel
- =
S SRR YT

Figure 23. Request Change of Organization Screen

4. Click Cancel to return to the FastLane Organizational Information Screen (Figure 22).
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Request a Change of Organization Name while current Organization Name Change Request
is Pending

You or another user in your organization with permissions have already requested for a Change
Organization Name. There may be an interim period of time that it takes for your organizational
name change request to be approved and updated. This period of time is denoted by a pending
status message (circled in Figure 24). However, if you wish to request a Change Organization
Name while a current Organizational Name Change Request is pending, complete the following
steps:

1. From the Organizational Information Screen (Figure 24), click on the Request Change
of Organization Name (circled in Figure 24).

User Account Organization Information

Required Fields are preceded by an asterisk (*)

Organization Profile

*0rganization Name: NSF Reguest Change of Organization Mame

An Organization Change Request is

. 3 -
Address 1: |42Ell wilsan Blvd. Pending: National Science foundation

Address 2; |

*City: INDrth Arlington

*State: |virginia =] *Zip: [z2z301000

*Country: [United States =

*E-mail: |fast|ana@nsf.gov

*Telephone Number: |7032927252 10 digits onfy

Fax Number: [7032923464 10 digits eny

FEINSTIN: |324325436

*DUNS Number: |074811803

DUNS Qualifier: |INDV

Submit Changes I Cancel

& [ [ |4 meermet

KN

Figure 24. Organizational Information Screen

NOTE: The Message will appear only if a Change of Organization Name Request is
pending. If the Message does not appear, then your organizational name is updated and your
organizational information is reflecting the approved change.
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2. The Request Change of Organization Screen (Figure 25) will appear with the fields
populated of the information you included in your request as well as denote that your
request is pending.

=

Accounts Management | MAIN Organization: National Science Foundation

Organization Information

Request Change of Organization Name for -- National Science Foundation Organization ID: 4102852000
Requived Fields are preceded by an asterisk (*) -- Prepopulated Fislds denote pending request

Organization ID: 4102852000

* New Name of Organization: [Mational Science foundation { Legal Name of Organization)

Short Name: INSF

*Award Letter E-mail Address: [chajacks@attnet

Recipient Name: [Charles jackson
Active Awards: no

Additional Comments:

asdfsdfsd sfdsdfs =]

Submit Request I Caycel I

Figure 25. Request Change of Organization Screen

3. Modify organization information by entering the appropriate data into corresponding
fields. All required fields are labeled with an asterisk (*).

4. Click Submit Request (circled in Figure 25)

Or

Click Cancel to return to the FastLane Organizational Information Screen (Figure 24).
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5. A Confirmation Screen (Figure 26) will appear.

xk NSF Home | News | Site Map | GPG | GPM | Contact Us | FastLane Help
4| FastfERL] research Administration | HOME b Logout
W

Accounts Management | Mam » Organization: National Science Foundation

CONFIRMATION

Request for Organization Name Change

“rour request for Organization Mame Change has been submitted to NSF,

Download Adobe Acrobat Reader for viewing PDF files

Figure 26. Confirmation Screen

6. Click on Account Management Main (circled in Figure 26) to return to the Accounts
Management Main Screen (Figure 2).
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