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Profiles and Login

How do | update my username/password/email?

1. Goto https://proposalcentral.com/ and login under the “Application Login” section.

2. Click the Professional Profile tab and go to section 11: “Account Information” in the menu
on the right.

3. You can update your username, password, and/or e-mail from this section. Make sure to
click the Save button to retain your changes. Please note that you can only enter an e-mail
address that is unique to ProposalCentral (i.e. not already in use). Therefore, if your main
purpose for updating is to consolidate with another ProposalCentral account that you have,
please see the “I think | have multiple accounts on ProposalCentral. Can they be
combined?” section.

My application requires an ORCID identifier. What is this?

ORCID provides a persistent digital identifier (an ORCID ID) that you own and control, and that
distinguishes you from every other researcher. You can connect your iD with your professional
information — affiliations, grants, publications, peer review, and more. You can use youriD to
share your information with other systems, ensuring you get recognition for all your contributions,
saving you time and hassle, and reducing the risk of errors to avoid rekeying data within
ProposalCentral.

How to connect your ORCID account with ProposalCentral:

1. Go to https://proposalcentral.com and logging in under the “Applicant Login”
section.

2. Then, click on the “Professional Profile” tab.

3. Then, click on “Create or Connect your ORCID iD” and then your ORCID account
and ProposalCentral accounts will be linked.
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https://proposalcentral.com/
https://proposalcentral.com/

Home Proposals Awards Professional Profile Institution Profile Grant Opportunities ‘ pCdrive

My Profile Other Profiles Add Profile Combine Profiles Create or Connect your ORCID iD P

You do not have a primary institution. Primary Institution is required, please click here to add one.

You haven't connected to ORCID. I Click here to Create or Connect your ORCID iD |

This displays a summary page where you can view your ORCID data as well as the information in
your Professional Profile on ProposalCentral. To access your ORCID account click on the ‘ORCID
iD’ link listed at the top of the page, shown above.

ORCID iD:

Name:

Email:

Authorizations: & GrantMaker Authorized Date
Propasal Central 6/3/2020

ility settings in your ORCID profile.

@ Education/Degrees @

No education data found,

IMPORTANT: Only ORCID information marked as public will be displayed below. If you would like to see more data, you will need to change the visibiity settings in your ORCID profile.

@ Employment/Institutions @

s Primary? Institution Source Employer Department Title

Altum, Inc. propossiCENTRAL Altum, Inc.

@ Funding/Other Support @

For more information regarding connecting your ORCID to ProposalCentral, please refer to the
“How to Register as a ProposalCentral User” tutorial.

| think | have multiple accounts on ProposalCentral. Can they be combined?

Yes, to do so:

1. Go to https://proposalcentral.com/ and login under the “Application Login” section
using the account you’d like to maintain as your “current” account.

2. Click the Professional Profile tab and the “Combine Profiles” option.

3. Enterthe e-mail and password for the other account to add to the current account
that you are logged in as and click the Review the Account to be merged button.
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https://proposalcentral.com/

Home  Proposals ~ Awards  Professional Profile Institution Profile  Grant Opportunities ‘ pCdrive

My Profile Add Profile Combine Profiles Update Profile from ORCID €5 Unlink

The purpose of this screen is to aliow you to merge profiles.

Kroth, Brianna (brianna_kroth@altum.com)

Merge your account with another account having the following login information

Login ID/E-Mail:

assword:
'( Review the Account to be merged

4. A summary of the records (e.g. applications, grants) contained under the other
account display. To proceed with the account merge, click the CONFIRM Merge
button. To cancel the merge, click the CANCEL Merge button.

PROCEED WITH CAUTION: Once you merge the two accounts you cannot un-merge them.

| am a new grants administrator for my institution. How do | see all Submitted, In
Progress and Awarded applications?

The Principal Investigators (Pls), or another administrator, on the applications and grants must
provide you with access.

TIP: Alternatively, please contact your Client Support Analyst for details about ProposalCentral’s
Insights for Institutions feature. This service allows you access to all applications and awards for
your institution.

An applicant with an in-progress application can provide institutions access by:
1. Going to https://proposalcentral.com/ and logging in under the “Application Login”

section.
2. Clicking on the Proposals tab and then the Edit button next to the appropriate

application.
3. Clicking the “Enable Other Users to Access this Proposal” section in the gray menu

on the left.
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4. Adding the appropriate e-mail address at the bottom and clicking the Find User

button.

5. Selecting the appropriate access level from the drop down in the “Permissions”
column and clicking the Save button. The possible access levels are:

Proposal Sections

Click name below to go to that section,

© it page

© Download Templates & Instructions

Enable Other Users to Access this Proposal

© Program Director
e Leadership & Officials
O coreteam

o Quality Improvement
© Narrative

© Attachments

€@ \validare

€ siznature Page(s)

Support Links

@ Grantmaker Website
Wl Program Guidelines

i Email to Program Admin

<<Previous = Next>> | Cancel Exit

Access Permissions

This screen allows you to give other users access to your grant application. Click help icon for more information, @

View: View only. Cannot change any details.
Edit: Can view and change information in the application. Cannot submit the
application or view the “Enable Other Users to Access this Proposal” screen.
Administrator: Can view, edit and submit the application. Can give access
rights to others on the “Enable Other Users to Access this Proposal” section.

Your Logo

Clinic Center Support Grant

Greater Boster Clinical Center (Jodl, Alfred)
9/8/2015 11:59:59 PM (U.S. Eastern Time)

Auto Notify: To enable your co-investigators, department or grants administrators to receive system notifications, add them with at least "View" access below and check the box "Auto Notify".

Proposal Access Rights

Auto Notify Role
Principal Investigator

m

Bl ]

Give User Proposal Access

User ID/E-Mail

lodl, Alfred

Montgomery, Bernard

Name E-Mail

bmontgomery@example.com

Permissions Delete

socgemmpiecom i 9| @

Administrator v ]ﬁ[

Enter the E-Mail address or User ID of a registered propesalCENTRAL User and press the button to select.

Find User

An applicant with a submitted application that is not awarded cannot provide you access
without unsubmitting the application. And, they cannot unsubmit after the deadline or if the Grant
Maker has started the reviewer process for it. If they are still able to unsubmit it, they can do so by
clicking the Unsubmit button shown in the screenshot below in the Proposals tab and then clicking
the OK button to proceed with unsubmitting.

Create New Proposal

Show[25 | entries

Home Pmiosa\s Awards  Professional Profile Institution Profile  Grant Cpportunities i pCdrive

Dead|
u

layed in

proposal Status: Al | search: 110822

Unsutmit 110822 nfa

1Rockville Roadies

Sea Turtle Basic Research Program

Kroth, Brianna Submitted 1/12/2021 1:44:21 PM

Once the Pl has unsubmitted the application, access is granted by:
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1. Clicking the “Enable Other Users to Access this Proposal” link in the gray menu on

the left.

2. Adding your e-mail address at the bottom and clicking the Find User button.
3. Once added, they should select “Administrator” from the drop down in the
“Permissions” column (3a) and click the Save button (3b). Only a user with

Administrator permission will be allowed to submit the application.

Proposal Sections

Click name below to go to that section.

© Title page

© Download Templates & Instructions

Your Logo

Clinic Center Support Grant

Greater Boster Clinical Center (Jodl, Alfred)
9/8/2015 11:59:59 PM (U.S. Eastern Time)

Enable Other Users to Access this Proposal

© Program Director
@ Leadership & Officials
© caeTeam

° Quality Improvement

© narrative

© Attachments
@ validete
€@ sigrature Page(s)

Support Links

@ Grantmaker Website
W Program Guidelines

2 Email to Program Admin

U aS_ _aee_

<<Previous = Next>>  Cancel  Exit

Access Permissions

This sereen allows you ta give other users access to your grant application. Click help icon for more information. @

Auto Notify: To enable your co-investigators, department or grants administrators to receive system notifications, add them with at least "View" access below and check the box "Auto Notify”

Proposal Access Rights

Auto Notify Role

Principal Investigator

O

Give User Proposal Access

User ID/E-Mail

Enter the E-Mail address or User ID of a registered proposalCENTRAL User and press the button to select.

Find User

Name E-Mail

Jodl, Alfred ajod|@example.com

Montgomery, Bernard

Permissions Delete
Administrator ~ m
o @

Please note that the application must be submitted again for the Grant Maker to have it. Any
user with Administrator permissions for the application can submit by going to the Submit

section found in the gray menu on the left and clicking the Submit button.

A Pl on an awarded grant can provide access by:

1. Going to https://proposalcentral.com/ and logging in under the “Application Login”

section.

2. Clicking on the Awards tab and clicking either Identifier number or the Title link for
the appropriate grant.

3. Clicking Contacts tab.
4. Adding your e-mail address twice and clicking the Add Award Contact button.

7|Page


https://proposalcentral.com/

m Award Details Deliverables Budget Contacts Payments Correspondence Abstracts - Keywords Research Subjects Qutcomes

Grantee Ferrone, Rachel Award ID 96922

Institution Pretend Harvard Program New Idea Award (w/LOI)
Award Amount $500,000.00 Project Title Sample Award Record
Award Start - Award End 07/01/2018 - 07/01/2020 2

Paid $62,500.00 1%

Spent $0.00 %

Proposal ID 96922 (pC ID)

Hints & Tips for Access Permissions: &

To add contact(s) to the auto notified e-mail list, the Auto Notify check-box should be selected and Permissions should be set as Administrator

Show|50  |entries Search:

Auto Notify Contact Type ) Phone $ Permissions

Rachel E. Ferrone Pl Pl rachel.ferrone@altum.com 555-555-5555 Administrator v ‘

x D Robin Geodfellow Institution Contact om 777-771-71777 Administrator v ‘

Showing 1 to 2 of 2 entries

Save Changes

Add Award Contact

Previous 1 ‘ Next

Enter E-Mail Address
Confirm E-Mail Address — |

= «—

5. Entering your role at the top (e.g. Signing Official, Financial Officer) and clicking the
Save & Close button at the bottom.

Add Contact

A user with this e-mail address is already registered with proposalCENTRAL. The information displayed below is from the user’s profile. If any of the information below is missing or incorrect, please contact the user and have them update their profile.

4 Back To Award Contacts

Auto Notifications [l
Contact Type/ Role

Typa Institution Contact v

* Role —

6. Selecting the appropriate access level from the drop down in the “Permissions”
column and clicking the Save Changes button. The possible access levels are:
e View: View only. Cannot change any details.
e Edit: Canview and change information in the grant. However, cannot make
changes to the “Contacts & Users Access” screen.
e Administrator: Can view, edit, and give access rights to others on the
“Contacts & Users Access” section.
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Hints & Tips for Access Permissions: &

To add contact(s) to the auto notified e-mail list, the Auto Notify check-box should be selected and should be set as

Show 50 v |entries

Name

Search:
Auto Notify L]

Contact Type

Phone
Rachel E. Ferrone

Pl Pl rachel ferrone@altum.com 555-555-5555 [Administrator |
b4 1 Robin Goodfellow Institution Contact administrator rgoodfellow@example.com TI7-T73-1777
Showing 1 to 2 of 2 entries Previ
No Access

View

9|Page



Application Process (PI)

How do | access the application templates/instructions for an application?

Before logging in or starting an application, you can access the Policies and Guidelines by:

1. Search for the opportunity and click either the link or documenticon in the
“Program” column to see the Policies & Guidelines. Most often the Grant Maker
includes information about the purpose of the grant, who is eligible, and what is
expected in the application. Based on this information, if you decide to apply you can
access more information/templates by following the next set of instructions.

R L

L [ Vb ey R P e s et i e b ol e s ] -

To see detailed instructions and download templates, you must login and start an application. To
do this:

1. Click the “Login” link in the upper right to return to the homepage. From there, login
under the “Application Login” section.

2. Clickthe Grant Opportunities tab, filter the list by the Grant Maker and click the
Apply Now button for the appropriate program.

3. Onceinthe application, add a title and click the Save button. The Grant Maker
posts instructions throughout the application in addition to templates and information
provided in the “Download Templates & Instructions” section found in the menu on the
left. If you do NOT see this section, the Grant Maker has opted to NOT include any
templates or instructions beyond what you see in the other sections.

g b=

Proposal Sectons b
[Ty Te———Y
......... i BHAEDRTS VN P LS. Pl B
Lo ]
CEE e oo Tempisies & rstrucions
o
L« ]
o —— it Coesedplien L - -
o &. ol P B o - " - "
o S
0 Wy ol P gl it b el | W B rpmed i iy Uhad gl il el Bt il Peweed i g Ly diosapimed b sl | Sa] o ol b et pme doemeds g S  pe wl cwerd  we PP pu
= s, el e i 4 e P
(=]
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| answered “yes” on the assurances page for either human (or animal) testing, but |
get a validation error and | can't enter my OHRP (OLAW) number. How do | correct
this error?

To correct this error, the institution profile must be updated to include this information. Only users
with access to the lead institution’s profile can update it. To find out who this person is, go to the
section of your application that collected the name of the lead institution. The name of this section
could be anything but is typically referred to as something along the lines of
“Organization/Institution” and is often found in the menu on the left after the page that collected
the name of the Pl/applicant. Below the information about the institution is the name, e-mail, and
phone number of the person at the institution who created the profile and should have access to
update it.

If that person is no longer at the institution, contact Customer Support (pcsupport@altum.com) to
find out if there are other individuals at the institution who can update the institution profile.

@ Download Templates & Instructions Organization/Institution

© rpplicant/pl
<<Previous Next>> Print Cancel Exit
@ organization/institution
© Abswacts
PI's institution is pre-loaded as Lead Institution. To change, select from list below or Search all registered institutions, Press button to confirm selection. Click Edit Profile button to change
Y TE— institution information. (@)
© \validate Change Lead Institution  Altum Inc.
© signature Page(s) CHck hils Biavtary to Csge AU \ote: Changing institution will delete currently displayed contacts.
the Lead Institution
Address
Support Links *Street 6707 Democracy Bivd.,
Suite 104
B Program Guidelines *City  Bethesda

State/Province MD
2 Email to Program Admin
* Zip/Postal Code 20817

W Application FAQs *Phone  703-964-5840

Contact Email Phone

Proposal Identifiers

Miller, Brad bradmiller123@example.com 703-964-5863

If required institution information is missing or appears to be incorrect, please contact the following individual(s). They have access to the institution profile and can make the necessary updates.

Proposal ID: 102057

| have already added information to the application, or my Professional Profile, and
the information shows on the tab, but | am still receiving a validation error.

To resolve this error please hit the Save button on the Application tab where the validation error is
occurring. You may go to the tab in the application quickly by clicking on the blue headers for the
validation error.
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LOI Sections

Human Frontier
Science Program

The persan who infti

mation, click Edit Professional Profie. Th

101 To:
program:

Title {Applicant):

Deadiine:

Applicant
<<Pravious Next>> Primt Cancel Exit

Human Frontier Sesence Program

Postdoctoral Fellowship: Cross-Discipiinary Fellowship
test - Jane (Tewalt, lane)

5/14/2024 1:00:00 PM (U1.5. Eastern Time)

creates the Letter of Intent s automatically loaded as the Applicant, Any contact information that you have ragistered in your PropasalCentral Prafessianal Profile is populated In the fields below. To

be used for d notifi

I address you have your Proposalk tions related to your

@ proposalcentral

i the entire review pi

information that is asked for in the Professional Profile. For axample, you do not need to upload a bicsketch. As mentioned above,

Edit Professional Profile

and the entire g period, If the application is successful. Should this emall expire In the coming months, please replace It with an email

Information that you do provide in the

Help = | Tewalt, Jane (Admin)

by

LOI Sections | Proposal: test - Jane

Complats each sactian of the LD bislow. Click the Next button to save and goto

Listed below are fields/components within your application that have not yet been completed. Click on the biue links provided to take you to the page where they are located. |

the next sectian or clck directly on the sections listed below

pplicant Errors:
1f any of the details listed below are showing in the application, go back and click SAVE on that page to resolve this error

@ e
© :opicant

T ETTy 11 PR Department 1o requied
An entry in PhD Instrtution City is raquired.

@ applicant confidential Data
© rostinstitution

An entry in Country ir
Anentryin C¥ is

Applica

Provide additional information about PhD.

me is required.
ich PAD was/is conferred s requirad.

» Nationality 1.

oposed Research Plan

If any of the details listed below are showing in the application, go back and click SAVE on that page to resolve this error

Treqed

An entry in Arrival

Host Supervisorfs) Errors:
€@ oownload Template & instructions

or Intended Arrival Date at Host Institution is

quired but not present.

iave you lived or worked in the Host Country previously? is required
An entryin Have you worked at the Host Institution previ required,

equired

| am required to upload a Signature Page with my attachments. Where is the

Signature Page?

There are two ways the Grant Maker collects a signature page:

1. Using ProposalCentral’s Signature Page: The application includes a section that
looks like the following screenshot. The name of the section could be anything but is
typically referred to as “Signature Page(s)” or something similar. It is typically at the end
of the application, often between the “Validate” and “Submit” sections in the gray
menu on the left. To access the Signature Page, click the Print Signature Pages button
on the left. This generates a PDF that includes several templates, the first of which is

the Signature Page.
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Proposal To: Rachel Test

Proposal Sections Program: pilot Award
Tithe (Applicant): Testing 123 (Ferrone, Rachel)

ik e b g0 o that sctn s s N i S

© e pee

Download Templates & Instructions .
o Signature Page(s)
@ Enable Other Users ta Access this Proposal
<<Previous Nextz> Cancel Exit

After you complete all the proposal sections, dlick one of the Print buttons below to open and print the cover/signature pages and application files.

Before printing, please use the “Validate™ option (in the navigation menu to the left) 1o verify that you have entered all the required information.

@ Proposal Atachments

—_—t Print Signature Pages (2] Print Signature Pages with Attachments 2]
© validote
ature Pagels)
© sin Pagels) You must have the FREE Adobe Acrobat Reader installed to view either of the above options.

o - Attention Apple/Mac users: The default Apple PDF viewer will not work properly:
i Download the latest version of the Acrabat Reader from Adobe at hitp://www:adobe.com/products/acrobat/readermain. htmi

Support Links <<previous  Nexp> | Cancel | Bt

2. Using their own Signature Page: Some Grant Makers provide their own signature
page. If so, their form is found in the section titled “Download Templates &
Instructions” in the menu on the left.

Proposal To: Rachel Test
Proposal Sections Program: Pilot Award
Title (Applicant): Testing 123 (Ferrone, Rachel)
Click name below to go to that section. &
Deadline: 9/14/2019 5:00:00 PM (U.S. Eastern Time)

@ Title Page

Download Templates & Instructions

@ Enable Other Users to Access this Proposal

<<Previous Next>> Cancel Exit
@ ~pplicant/pl
© Oganization/institution Download Template Type Deseription File Type File Size
‘ Signed Face Pageﬁ Have this form signed by the appropriate officials and upload the signed copy PDF 97,584
© Abstracts Bl
3 Proposal Narrative Proposal Narrative Template DOC 238,080
@ Proposal Attachments L]

© validate

Many of the grantmakers in proposalCENTRAL request or require that applicants submit their attachments as portable document format (.pdf). In order to save your documents as PDFs, you will

need to use PDF generator software.  Click hera for a list of PDF generators.
© Ssignature Page(s)

€@ submit

How do | know if | need to upload the Signature Page into the application?

There are a few ways to determine if this is required:

1. Inthe section of the application that allows you to upload files:
a. Checkthe “Attachment Type” drop down menu to see if the Grant Maker
has provided an option for a signature page.
b. Check the section with the instructions in the blue bar that state,
“Required attachments that have not been uploaded...” The table below those
instructions lists all attachments that are required to upload that are NOT
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uploaded yet. If a signature page is required and not yet uploaded, it will be
listed.

2. Review the Program Guidelines that the Grant Maker has supplied by clicking the
link or document icon for “Program Guidelines” in the Support Links section #2.

3. Ifit’s still not clear, contact the Grant Maker by clicking the “Email to Program
Admin” link in the Support Links section #3.

Proposal To: Rachel Test
Proposal Sections Program: Pilot Award
N Title (Applicant): Tes! 23 (Ferrane, Rachel)
Desdline: 9/14/2019 5:00:00 PM (U.S. Eastern Time)
© Title Page Proposal Attachments
€ Download Templates & Instructions Back
Proposal Attachments
Plaasa salact the ] files to thi lication. Your Attachmant le types you are allowed to upload. The **' indicates that Attachmant Type is required for submission.
<<Previous Nextss | Print
Mo ster @
Download all templates and instructions|  * Attachment Type .
the file to atrach.
Describe Attachment.
em—
PC drive Folder:
Current list of uploaded attachments are|
Files that cannot be assembled for print
Fils Nama Atachment Type Description o Delete
No attachments currently uploaded.
Support Links
Required attachments that have not been uploaded are listed in the table below. Optional attachments that have not been uploaded are not shown.
5 brogram Gidelnes
Allowable File Types Attachment Type Mas File Size (in KB)
B Email gram Admin

PDF Signed Signature Page 10,000

How do | navigate a Proposal that requires electronic signature(s)?

Please navigate to the tab “Enable Other Users to Access this Proposal” and add the Signing
Official by entering their email address associated with their profile in the Institution Profile (see
below Tab “Institution & Contacts” to ensure that you have the correct email address). You will
enter the email in the User ID/Email field, click on Find User, and when the entry for the Signing
Official appears, you will need to update their Access to Edit or Administrator Access. (Edit Access
will allow them to view and sign only, Administrator Access will allow them to view, sign and

submit).
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Proposal Sections NAF National Ataxia
Chokeame e 1 g0 10 kst Foundation

Enable Other Users to Access this Proposal

Enable Orher Users 10 Access this Progosal

Access Permissions

Auto Moty To s

argrants A chech th b
Proposal Access Rights
o Notity ol Neme eaaan P— Dutete

a wrath, Brian

Give User Proposal Access /

User 10/ M

Support Links
Enable Other Users ta Access this Proposal

5 | Netrs | cancel || Eat

To add the names of the Institutional Officials you will need to navigate to “Institution & Contacts”
select the Institution that you are with and either select the name from the drop downs for the
Institutional Officials or enter their email address in the Enter Email Address fields and click Add.

- vrosnal
Proposal Sections NA National Ataxia  Prer
AR Foundation T

Institution & Contacts

m— 250 ore losded acLeod Incituion. To change, el stbston ar axrch i ot slacton ik Ede
Loadinstwtion  Pratend Harverd

ik this et Change frw m loke: i itk il el vty il comtact.
tead insutin

Ak
“stmet 133 erypenerst
.

stfprounis s

ofronsl e 9

= counry

Proposal Identifiers

Below is what it looks like when all fields have been filled with Institution Contacts.
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Proposal Sections NAF National Ataxia e
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o

o nstitution & Contacts.

o = - B
o
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°

o
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o

[}

o

o

o
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Support Links

@@

Proposal Identifiers

institution & Contacts

After you have selected the Institutional Officials, the profiles that are required to sign will be
displayed in the “Signature Page” Tab. The Institutional Officials will need to login using their
credentials for ProposalCentral and navigate to this tab, type their name in the white box, and click
on the green sign button. If all sighatures are present the application can be submitted if all other
information has been entered into the proposal correctly.
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_— Proposal To: MNational Ataxia Foundation
Proposal Sections National Ataxia Program: Diverse Scientists in Ataxia Pre-doctoral Research Fellowship
Click name below to go to that section. Foundation Titie (Applicant): Enter 3 Title here, then press Save, (Tewalt, Jane)
Deadline: 3/15/2021 11:50:50 PM (U.S. Eastern Time)

isctig Asea faribes resae
O rerase

Signature Pages

© cownload instructions
@ Enabie Other Users to Access this Proposal ccprevious | Nexts> | Cancel | Eat
@ spplicantypr

@ institution & contacts
Before signing, please use the 'validate' opion (in the navigation menu to the Ieft) to verify that you have entered all the required information,

O <oy personne

You must give your Signing Official access to your application in Section 3 [Enable Other Users ta Access this Propasal) so that they can log in to sign your applicatian,
© rersonalstatement

© sy summary & scientfic Abstract

* Applicant/PiJane Tewalt) I sign ﬁ

The Applicant/P| must enter their name as a signature.

@ sucget pariod peta * Signing Official(Brianna Kroth) # mﬁ

4
€D budget summary & Justificatian The Signing Official listed in the Institution & Contacts section must

S
@ sischments
€ ¢ioatasheat

o S L 2] s A v el e
@ signature pages

© o You must have the EREE Adobe Acrabat Reader installed to view sither of the sbave optians.
Attention Apple/Mac users: The default Appla POF viewer will k properly.
Download the latest versian of the Acrabat Reader from Adobe at http://wiwwi.adabe.com/products/acrobat/readermain.ntmi

sign this application for submission.

After you complete all the proposal sections, dlick ane of the download buttons to open and review the coverfsignature pages and application files.

Support Links

<<Previous | Next>> | Cancel || Exit

@ Grantmaker Website

B Pitigran Gidglives
If  am the Institutional Official and need to sign off on a Proposal, | will take the following steps to
sign the Proposal:

1. Login to ProposalCentral with my own credentials

2. Navigate to the Home tab and click on the Identifier Number for the Proposal that |
need to sign in order to open the Proposal.

Home  Proposals  Awards Profile Profile  GrantOpportunities g pCdrive
USS. Eastern Time
0 Proposals Due v
show| 10 v |entries Seanch
Identifier Title Grant Maker Program Type Investigator Due Date
1105oagfmm  Enter a title here, then press National Ataxia Foundation ~ Diverse Scientists in Ataxia Pre-doctoral Research Fellowship Proposal  Tewalt, lane 03/15/2021 11:59 PM
Save

3. Click on eachtab to review the information that is being submitted. When you need
to go to the next tab you may hit save and next or simply click on the next tab on the left
of the screen.
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Propesal Sections m Shriners Hospitals
= i é; for Chilcen®

Title Page
i [ P
s O
~ Prajoct Tile
o i e soapomat S e
Rewision?
..... o
fyes, date o pre
iz :
v e op ¥ i b
i ) posa -
Support Links
@ Grantmaker webste ormime s -

Application Type

4. Once | have reviewed the proposal, | will go to the Signature Page tab and click
inside of the white box. When my cursor is inside of the white box, | will need to type my
name there and click on the green “Sign” button. After this a notation will be placed to
indicate the time/date of your Signature.
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Proposal To: National Ataxia Foundation
Proposal Sections “A National Ataxia  program: Diverse Scientists in Ataxia Pre-doctoral Research Fellowship

. Foundation Title (Applicant): Enter a title here, then press Save. (Tewalt, Jane)
Click name below to ge to that section. g At

i ) Deadline: 3/15/2021 11:59:59 PM (US. Eastern Time)
© ritle Page i
Signature Pages

© nDownload Instructions

<<Previous Next>> Cancel Exit
© cnable Other Users to Access this
Proposal
© Lpplicant/pi

Before signing, please use the 'Validate' option (in the navigation menu to the left) to verify that you have entered all the required information.
@ institution & Contacts

You must give your Signing Official access to your application in Section 3 (Enable Other Users to Access this Proposal) so that they can log in to sign your applicatien.
© ey Personne

* Applicant/Pl(Jane Tewalt) Jane Tewalt Signed: Jane Tewalt 01/12/2021 2:42:29 PM

The Applicant/Pl must enter their name as a

o Lay Summary & Scientific Abstract signature.
e = c 3
Signing Official(Brianna Krath

© sudget Period Detail i [ ) J

The Signing Official listed in the Institution &
€@ sudget summary & Justification . . .

Contacts section must sign this application for

submission.

€@ Organization Assurances
€ sttachments
€ ripata sheer

€@ validate
Download Application Pages 9 Download Application Pages with Attachments 9
€ sicnature Pages

m Submit You must have the FREE Adobe Acrobat Reader installed to view either of the above options.

Artnmttnm Amnla Rann nansas Tha Anfarils Snnls DOF Wl

After you complete all the proposal sections, click one of the download buttons to open and review the cover/signature pages and application files.

The contact information for my institution is incorrect. How is this updated?

Only people with access to the institution’s profile can update it. To find out who this personis, go
to the section of your application that collected the name of the lead institution. The name of this
section could be anything but is typically referred to as something along the lines of
“Organization/Institution”. It is typically found in the menu on the left after the page that collected
the name of the Pl/applicant. Below the information about the institution will be the name, e-mail,
and phone number of the person at the institution who created the profile and should have access
to update it.

If that person is no longer at the institution contact Customer Support (pcsupport@altum.com) to
find out if there are other individuals at the institution who can update the institution profile.
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Support Links

B Program ¢

W Application FAQs

Proposal Identifiers

Proposal ID: 102057

Organization/Institution

PI's

instituti

Change Lead Institution

Click this button to Change
the Lead Institution

Address

* Street

= ity
State/Province
* Zip/Pastal Code

* Phone

pre-kiaded o5 Lead Institution. To change, select from list below or Search all registered institutions. Press button to confirm sel

Altum Inc.

[GETFERNEEIUT I  Note: Changing institution will delete currently displayed contacts.

6707 Democracy Bivd.
Suite 104

Bethesda
MD
20817

703-964-5840

dection. Click Edit Profile button to change

f required institution information is missing or appears to be Incorrect, please contact the following Individuals). They have access to the institution profile and can make the necessary updates

Contact

Miller, Brad

Email

bradmiller123@example.com

If  unsubmit my application, will | lose everything that | have already completed?

No, you will not lose any information. However, if you want the Grant Maker to have your
application, you must repeat the submission process.

| completed and validated my application, but | do not have the submit link. Where

isit?

There are two possible reasons you may not have the ability to submit:

1. The deadline has passed. At the top of the page the deadline appearsinred. If it’s
in the past there is also a note indicating that the deadline has passed and you cannot
submit.

Title Page

101 To:
Program:

Title (Appiicant):
Deadline:

If that is the case, users are not able to submit unless the Grant Maker provides an
extension. To contact the Grant Maker, click the “Email to Program Admin” link in the
Support Links section of the menu on the left.
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Proposal Sections

aauoeoancoi

Support Links

NOTE - Altum ProposalCentral staff CANNOT provide an extension; applicants must
contact the Grant Maker for this action.

2. Youdo not have permission. If your access level on the application is either “View”
or “Edit” you are not able to submit the application; only “Administrator” level can
submit. To determine your access level, look in the menu on the left that lists the
sections of the application. If you do NOT see a section titled “Enable Other Users to
Access this Proposal” it means you do NOT have “Administrator” permissions. To
submit you need to contact a user with “Administrator” permission.

| submitted my application, but | need to change one of the uploaded attachments.
How can | do this?

If it’s before the deadline and the Grant Maker has not added your application to a review
committee, you can unsubmit the application by clicking the Unsubmit button next to the
application in the Submitted section of Proposals tab. You are prompted to confirm that you want
to unsubmit it. If you want to proceed, click the Ok button. You then see the application in the “In
Progress” section and you can click the Edit button next to it, make the appropriate changes, and
then re-submit the application. You MUST re-submit the application in order for the Grant Maker
to reviewi it.

Home Fmiasms Awards  Professional Profile Institution Profile  Grant Opportunities g pCdrive

Deadlines displayed in
U.S. Eastern Time

Create New Propasal

Show |25 v | entries Proposal Status:  All ~| search: 110822

-~

110822 n/a 1 Rockville Roadies Sea Turtle Basic Research Program Kroth, Brianna Submitted 1/12/2021 1:44:21 PM

If it is after the deadline and/or the Grant Maker has added your application to a review
committee, you will not be able make any changes. However, the Grant Maker can either update
the file for you or unsubmit the application to allow you to make changes and resubmit. Contact
the Grant Maker to see if they are willing to allow changes to the application. You can e-mail the
Grant Maker by clicking the View button next to the application in the Submitted section of Manage
Proposals and then clicking the “Email to Program Admin” link found in the menu on the left.
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Slwwl 25 | entries

Proposal Status: Al w| Search:
Delete Edit Identifier #| Tile §| GrantMaker %| Program % | Investigator $| Status Due Date
846670 Test Zee Test Grant Maker College Schlorship Program Kroth, Brianna Submitted 12/18/2020 10:25:42 AM

Chruiinn 1 4a 1 ~Af 1 Ambrine

| submitted my LOI, but it is still "In Progress." Has it been submitted?

No. A status of “In Progress” is not equivalent to submitted. You can verify the submission status
by looking in the “Status” column. If it states “LOI: Submitted” then it was successfully submitted.

Home  Proposals  Awards  Professional Profile  Institution Profile  Grantopporunites i pCdrive

Create New Propasal Daad:r;es{::::iy:‘ 3

show[25 v |entries *mes&!ﬂelum Al ~ Search: | 105873

Status

I 105873 LOF: test for approval International Anesthesia Research  AUA Impact Award LOF: Chernyzkoy, LOI: Submitted Por 12/16/2019
Sociaty Stefanie 11

Shouwing 1t 1 0f 1 entris fhitarad from 236 113l ntriec

How can | print a copy of my application?

The application includes a section that looks like the following screenshot. The name of the section
could be anything but is typically referred to as “Signature Page(s)” or something similar and
located between the Validate and Submit sections in the menu on the left. Click the Print
Signature Pages with Attachments button on the right. This generates a PDF that includes several
standard templates (e.g. signature page, contacts, abstracts), followed by the Word and PDF
documents that you uploaded.

Proposal To: Rachel Test
Proposal Sections Program: Pilot Award

Title [Applicant): Testing 123 {Ferrone, Rachal)
et e s Deadline: 9/142019 5:00:00 PM (U.S. Eastern Time)

© iepage

@ pownload Templates & Instructions

Signature Page(s)

@ Enable Other Users to Access this Proposal
<<Previous Next>> Cancel Exit

@ ~oplicant/pt

@ organization/institution
After you complete all the proposal sections, click one of the Print buttons below to open and print the cover/signature pages and application files.

o Abstracts Before printing, please use the "Validate" option (in the navigation menu to the left) to verify that you have entered all the required information.

€ Proposal Attachments

o — L )
O \wlidate
Signature Pagels
© signature Page(s) ‘You must have the FREE Adobe Acrobat Reader installed to view efther of the above options.

Attention Apple/Mac users: The default Apple PDF viewer wil not wark properly.
@ suom Download the latest version of the Acrobat Reader from Adobe at http:/, dobe.com/productsfacrobat, html

Support Links <<Previous | Nex> | Cancel | Exit
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| printed my application, but it does not include a copy of the detailed budget. Why?

The budget summary will print if the Grant Maker has elected it to be included in the single print. If
the Grant Maker has not elected to have it printed with the single print it will not be included. If you
wish to have a printed copy, you can use the Print button on the Budget Period Detail page.

Program;
Title (Applicant):
Deadiine:

Proposal Sections

Budget Detail: Enter all Budget data on this page

Enter information for each year of the award below. Click on Periad 1 for the first year of funding, and Period 2 for the second year of funding. include estimated start and end date for each period.

her Key Personnel This is a two-year award for a total of $800,000 [$400,000 per year),

Total Costs:  $0.00 Total Direct Costs:  $0.00 Total Indlirect Costs: ~ $0.00

ject Ssummaries and Keyw
PeriOdl
Budget Period Detail
o =
Budget Summary

© 0 06 0 060 0 0O

* Start Date 3/22/2021 * End Date 3/22/2012 =

Period Total Costs:  $0.00 Period Direct Costs:  $0.00{0.00%) Period Indirect Costs:  $0.00 (0.005%)

When | press submit, does the application/LOIl get submitted to the foundation or
routed to my Grants & Contract office to approve?

Clicking the Submit button sends the application directly to the Grant Maker. If a signature is
required you will not be able to submit until the signature is completed.

| uploaded files in the Attachment section of my application, but they are not
printing when | click on the Signature Pages. Why?

There are a few reasons why a file may not show/print when the Print Signature Pages and
Attached PDF Files button is clicked:
1. Only Word and PDF files are included in this function. If the excluded file is NOT a
Word or PDF file (e.g. excel, jpegs, etc.), thatis the reason. There’s nothing more you
need to do; the Grant Maker is aware that only Word and PDF files are included. (Note —
The Grant Makers have access to the other files after you submit.) If it is a Word or PDF
file, proceed to #2.

2. The Grant Maker may intentionally exclude certain attachment types from this
function. To see if your Grant Maker has chosen to do this, refer to the policies and
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guidelines they supplied (Program Guidelines link or attachment found in the Support
Links section of the gray menu on the right). If the Grant Maker has not mentioned this in
their policies and guidelines, proceed to #3.

3. There may be an error with the file uploaded. The two most common errors are
corrupted or password protected files. The way to correct this is to remove the file that

has errors, regenerate the PDF, and then upload again. To do this:

a. Gotothe application section where you uploaded the files. ProposalCentral
may have been able to identify the file with the error. If so, the file is highlighted

in red. Please note that not all files with errors are shown in red.

current list of uploaded attachments are listed in the table below:
Files that cannat be assembled for printing will be highlighted € below.

Date

6/20/2019 9:44:34 AM

6/20/2019 9:44:24 AM

6/20/2019 9:44:46 AM

6/20/2019 1:44:56 PM

6/20/2019 3:44:54 AM

m T A C——— File Name Attachment Type Description
= _&a UL A Project Description
€ rubiications e e
P Principal Investigator's Biosketch
© vide -‘o placeholder doc. pdf Signature Pagefs)
€@ serature pogets A ——— S fant)
© st c2 placeholder doc.pdf TeniiE ietler
b. Click the “Delete link” next to the file that was NOT included when you
clicked the Print Signature Pages and Attached PDF Files button. (Reminder,
you may be deleting a file that is not highlighted in red.)
© sudget Period Detal Current list of uploaded attachments are listed in the table below:

Files that cannot be assembled for printing will be highlighted € below.

© sudget summary

Description

Date

6/20/2019 9:44:34 AM

6/20/2019 9:44:24 AM

6/20/2019 9:44:46 AM

6/20/2019 1:44:56 PM

6/20/2019 9:44:54 AM

c. You are prompted to confirm you want to proceed with deleting that file,

File Name Attachment Type
€ Active and Pending Research Support
-‘é placeholder doc.pdf ProiEcpecipton
@ subiicstions
3+ Principal Investigator's Biosketch
¥ placeholder doc.pdf
€ application Attachments
" -':n placeholder doc.pdf signature Paga(s)
@ vaidae
& e Signature Page(s)
@ siensture pagels) W Good clinical practice(1).pe
t P e Tenure Letter
e Submit #® placeholder doc.pd!
© sudget period Detail current list of uplaaded attachments are listed in the table below:

Files that cannot be assembled for printing will be highlighted @ below.

© Budeet summary

File Name

€D Active and Pending Research Suppar

-‘4’3 placeholder doc.pdf

€@ rublications

-n‘ placeholder doc.pdf
@ roplication Attachments
€ vaidate -‘t'n placehalder doc.pdf
© sex ) -"' Good clinical practice(1).pdf
signature Page(s)
€@ swomit -*s placeholder doc.pdf

Attachment Type

Project Description

Principal Investigator's Biosketch

Signature Page(s)

signature Page(s)

Tenure Letter

Description

Date

6/20/2019 9:44:34 AM

6/20/2019 7

Delete

=]

2 E E E

Delete

]
Tf
]
(TR
T}

Delete

Ty

Are you sure you want 1o Delete the

attachment?

6/20/2019 1

s 29 x o

6/20/2019 1335556 PM

6/20/2019 9:44:54 AM
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d. Open the original file using either Adobe Professional or Adobe

Reader. When you print the file, select the respective .pdf converter tool from
the printer dialog box “Name” drop-down menu and click the Print button. Save
the new file that is created.

Print X
Printer
Name: Adobe PDF Properties
Status: Adobe PDF Comments and Forms:
Type: Snagit 2018 Document and Markups v
Send To OneNote 2016
Print Range OneNote Preview: Composite
printer-bw (HP LaserJet MFP M426fdn) .
@Al Microsoft XPS Document Writer Units: Inches Zoom: 100%
(O Current [Microsoft Print to PDF |
Current|Fax m
Brother MFC-J485DW Printer K 8.5 y
Pages 5 K g A

e. Returnto the application section where you previously uploaded the files.
Select the appropriate Attachment Type, provide a description (optional),
browse to locate the file on your computer and then click the Upload
Attachment button.

Application Attachments

Back

Please select Attachment Type to specify file types you are allowed to upload. The ™ indicates that Attachment Type is required for submission.

* Artachment Ty 3
—ls e (Please Select) w

Allowable File Type:
iy Describe Attachment:

(Please provide a meaningful description no longer than 250 characters)
Drag & drop your file in box below to upload, o dick in box to browse. You can upload up to 1 file(s) at a time.

@ Drag & drop your file to upload, or click here to browse. <(m—

You can upload up to 1 file(s) at a time

Upload And Continue Upload And Return Clear File(s)

f. Afterthe file is uploaded, return to the section of the application to generate
the PDF and click the Print Signature Pages and Attached PDF Files button.
The file you replaced should now appear.
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Proposal To: Rachel Test
Proposal Sections Program: pilot Award
Title (Applicant): Testing 123 (Ferrone, Rachel)

ek name beow 10 20t that secrion Deadine: 9/14/2010 5:00:00 PM (U5, Eastern Time)

Signature Page(s)

<<Previous | Next>> | Cancel | Exit

© organaavon/insmm
After you complete all the proposal sections, dick one of the Print buttons below 1o open and print the cover/signature pages and application files.
[ p— Before printing, please use the "Validate” option {in the navigati to the left} ify that you b d all the required information.
@ Froposol Acachmen
o —_— T O
© voridate

signature Page{s)
o g You must have the FREE Adobe Acrobiat Reader Instalied 10 view either of the above options.

Attention Apple/Mac users: The default Apple PDF viewsr wil not work properiy:
@ s Dounload th latest version of te Acrobat Readerfrom Adobe at i/ Auswiadobe.com/products/acrobat/readesmain. b

Support Links e | p— [

4. If#1and2don’tapply toyour situation and #3 does not resolve the issue, contact
pcsupport@altum.com for assistance.

| submitted an application and was notified that | was not funded. Can | find out
why?
If the Grant Maker has made the review/critique information available, access it by:
1. Going to https://proposalcentral.com/ and login under the “Application Login” section.
2. Clicking on the “Proposals” tab and then selecting “All” from the “Proposal Status” drop-

down menu.
3. Clicking the “View Review Info” button next to the appropriate application.

Home  Proposals  Awards  Professional Profile Institution Profile  Grant Opportunities ‘ pCdrive

Create New Proposal Deadlines displayed in
U.S. Eastern Time

show[25_v|entries Proposal Status: | All v Search:
Delete Edit Identifier § | Title 4| Grant Maker 4| Program 4| Investigator 4| status Due Date
90003 title Cystic Fibrosis Foundation Impact Grants Chernyakov, Stefanie  Submitted 3/31/2017 2:24:07
2Y
69937 This is a second test International Anesthesia Research 2014 1ARS Annual Meeting White Paper Chernyakov, Stefanie  Submitted 7/17/2013 9:59:52
Society AM
97900 Proposal: test application Crohn's & Colitis Foundation Clinical Research Network Proposal: Chernyakov, ~ Proposal: Submitted  Proposal: 8/28/2018
LOF: LOI Bypass Stefanie L01: Approved 10:35:45 AM
LOI: Chernyakoy, L01:8/28/2018
Stefanie 10:25:41 AM
view IIREEES Application 1 to be submitted SPC Foundation SPC Test Proposal 2014 Chermyakov, Stefanie | Submitted 4/8/2014 12:12:45
M

If the page you are directed to states there are no reviews available or Summary Statements
entered, then the Grant Maker has not supplied the information yet. Contact them to find out more
information.

You can e-mail the Grant Maker by clicking the View button next to the application and then clicking
the “Email to Program Admin” link found in the gray menu on the left.
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Applicant: Goodfellow, Robin
Title: instituio
Program: Rachel Edit Welch Research Grants
Institution: Instituite Iwillarchive

App #: 102023

ived test

View Review Information

Close Window SIS

Committee: Second Committee Test
Summary Statement
No Admin summary has been entered.

Application Process (Non-Pl)

The Pl gave me access to an application but when | log in, | do not see it. Why?

First, make sure you are logging in to the right place:

1. Go to https://proposalcentral.com and log in under the “Application Login” section.
2. Click onthe Proposals tab and then the default ALL status in the Proposal Status
drop-down menu.

Home Awards Professional Profile  Institution Profile Grant Opportunities ‘ pCdrive
Deadiines displayed in

U.s. Eastern Time

show| 25 v |entries

Proposal Status| | All v |search:

No data available in table

If you do NOT see the application listed, there are two possibilities:

e Option 1: You have multiple accounts in ProposalCentral and the Pl gave you
access under a different account. To determine if this is the case, click the Professional
Profile tab and then Section 11 “Account Information” in the menu on the left. On that
screen are the e-mail address(es) affiliated with this account. Contact the Pl to see if
the e-mail address used matches one that you see. If it does, proceed to Option 2. If it
does NOT match any of the address(es), there are two options:

o Askthe Pl add access to the application using one of the e-mail addresses
indicated. Or,

o Clickthe “Logout” link in the upper right and then click “Forgot Your
Username/Password?” under the “Application Login”. Enter the e-mail
address that the Pl used. This sends an e-mail to that address with a link to set
your password. Please note that this only works if you have access to e-mail
messages sent to that e-mail address. If you don’t but it was a valid e-mail for
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you (e.g. it’s an e-mail from your last position), contact Customer Support for
assistance.

Note - If you have multiple accounts, Altum recommends consolidating them. This
preserves all information under a single account and prevents confusion when
accessing. For more information on how to merge accounts please see the “I think | have
multiple accounts on ProposalCentral. Can they be combined?” question above.

e Option 2: If the e-mail address the Pl used matches one of the e-mail addresses in
your account, itis possible that the Pl included your account information as a listed
contact for key persons or organizational officials but did NOT specifically provide you
access. In ProposalCentral it is possible for a Pl to indicate someone is part of an
application without giving access to the application.

The Pl can provide you access by:

1. Going to https://proposalcentral.com/ and logging in under the
“Application Login” section.

2. Clicking the Proposals tab and the Edit button next to the
appropriate application.

3. Clicking the “Enable Other Users to Access this Proposal” section in
the menu on the left.

4, Adding your e-mail address at the bottom and clicking the Find User
button.

5. Selecting the appropriate access level from the drop down in the

“Permissions” column and clicking the Accept Changes button. The possible
access levels are:
e View: View only. Cannot change any details.
e Edit: Canview and change information in the application. Cannot
submit the application or view the “Enable Other Users to Access this
Proposal” screen.
e Administrator: Can view, edit and submit the application. Can give
access rights to others on the “Enable Other Users to Access this
Proposal” section.
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LOI Sections
onor

© oo

© Download Templstes & Instructions

01 To:
Program:

Title (Applicant):
Deadiine:

Enable Other Users to Access this Proposal

<Previous | Next>> | Cancel | Exit

[E—

O applicant

Proposal Sections

101 must be suBmirt=d and apRroved before Proposal can be complet

Access Permissions

Zee Test Grant Maker
Basic App

Test for Extension (McMiller, Da'Ron)
10/16/2019 11:59:59 PM (U.5. Eastern Time)

This screen allows you to give other users acoess to your grant application. Click help icon for m mation. @

Auto Notify: To enable your co-investigators, depariment or grants administrators to receive system nofifications, add ti hat I b

Proposal Access Rights

Auto Notify Role Name E-Mail
McMiller, Da'Ron daron.mcmiller @altum.com
vin, vanda vvinay5 @altum.com

Give User Proposal Access

User ID/E-Mail

fow and check the box "Auto Notify’

How do | update the PI's details? | have access to the application but don't see a

way to update the Pls information in the applicant/Pl section of the application.

The Pl must explicitly provide some access to their profile for that person to be able to update it. If
you do not have access to the PI’s profile, use the following instructions to allow you access to

their profile:

1. Go to https://proposalcentral.com/ and login under the “Application Login”

section.

2. Click the Professional Profile tab and then click the “Enable other users to access
your profile” link in the gray menu on the left.
3. Add the e-mail address of the person who should have access to your profile and
click the Add User button.
4. Once the person has access, select the appropriate access levelin the “Edit
Permissions” column and then Save. Here is a description of each access level:

users access to the profile.

other users access to the profile.

View: View only. Cannot change any details.
Edit: Can view and change information in the profile. Cannot give other

Administrator: Can view and change information in the profile. Can give
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Home Proposals  Awards  F Profile Profile  Grant Opportunities ‘pCdrive

My Profile Other Profiles Add Profile Com u.lv Profiles [ Update Profile from ORCID €3 Unlink

: 2 . 5 . = . =
Contents of Professional Profile Name: Kroth, Brianna  Email: brianna.kroth@altum.com L L
Click folders below to navigate to other parts of the

profile,

Save Cancel <<Previous Next>>
© contact Information
Delete Name E-Mail Address Edit Permissions
o thuRLs Delete Brianna Kroth brianna.kroth@altum.com Adinisttor o
m To allow another user access to this Professional Profile enter the User's Login or E-Mail Address above and press the Add User button,
© oveprees
Add User
© rescarch interests
General Interests
BrightFocus Foundation Keywords. Cancel | <<Previous | Next>>
@ rersonal Data for Applications
© siosketch
o Other Support
© rublications
© inventions
9 Enable other users to access your profile
€@ Account Information
Once the Pl has provided access to their profile, update it using the following steps:
1. Go to https://proposalcentral.com/ and login under the “Application Login”
section.
2. Click the Professional Profile tab and then click on Other Profiles.
3. Click the Edit link next to the PI’s name. That returns the PI’s profile and you can
update information. Remember to click the Save button to retain your changes.
Home  Proposals  Awards Profile itution Profile ¥ pCdrive
Wy Profile Add Profile Combine Profiles ) Update Profile from ORCID £3 Unlink
show| 25w |entries ' Search:
This screen displays other profiles you have access to
it d— sHioié Kroth, Brianna briannak@gmail.com [ o]

Additionally, you can update the PI’s profile from within the application by:

1. Going to https://proposalcentral.com/ and logging in under the “Application Login”

section.
2. Clicking on the Proposals tab and the Edit button next to the appropriate
application.
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3. Going to the section of the application that is pulling information from the PI’s
profile and clicking the Edit Professional Profile button. This re-directs to the PI’s
profile. From there you can make changes. When done, click the Return to
LOIl/Proposal button at the top of the PI’s profile. If you returned to the page showing
the PI’s contact information in the application, make sure to click Save on that page to
refresh the page with the updates to the profile.

Home  Proposals  Awards ional Profile ion Profile  Grant ¥ oCdrive

m Be sure to save changes to the profile before returning.

@ institution & Contact Info

Create New Proposal
Aftum Inc. le to complete their required secti
o
9 o
© research nt

| have access to the Pl's application, but | am not able to make any changes. Why?

There are different levels of access to an application, including “View”. If the Pl provided “View”
access, you are not be able to make any changes. If you would like to make changes, you must ask
the Pl to change your access level. The Pl can do this by:

1. Going to https://proposalcentral.com/ and login using the “Application Login”.

2. Clicking the Proposals tab and clicking Edit next to the proposal.

3. Selecting either “Edit” or “Administrator” from the drop-down menu in the

“Permissions” column for your account and clicking the Save button.
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Proposal Sections

Click name below to go to that section.

P Proposal To: Your Logo

@’ Program: Clinic Center Support Grant

© Title Page 'qi’ Title (Applicant): Greater Boster Clinical Center (Jodl, Alfred)
Deadline: 9/8/2015 11:59:59 PM (U.S. Eastern Time)

@ Download Templates & Instructions

Enable Other Users to Access this Proposal

© Program Director
<<Previous Next>> Cancel Exit
o Leadership & Officials

© coreTeam

Access Permissions
© uality Improvement

This screen allows you to give other users access to your grant application. Click help icon for more information. 9

© narrathve

© s Auto Notify: To enable your co-investigators, department or grants administrators to receive system natifications, add them with at least "View" access below and check the box "Auto Notify"
Attachments

€@ velidete Proposal Access Rights
Auto Notify Role Name E-Mail Permissions Delete
€ siznature Page(s)
Principal Investigator Jodl, Alfred ajod|@example.com Administrator ~ ﬁ[

Suppurt links 1] Montgomery, Bernard bmontgomery@example.com Adkrratar = @

@ Grantmaker Website it f—— T

R —— Give User Proposal Access

User ID/E-Mail

P to Program r = > P
B Emall 1 Privgraen Al Enter the E-Mail address or User ID of a registered proposalCENTRAL User and press the button to select

Find User

[ SR [ DALY S

| cannot complete the Publications (or Other Support) section for my Principal
Investigator even though | have "Administrator” access to the application. Why?

Only users that have access to the PI’s Professional Profile can update the Publications and Other
Support stored in the PI’s profile. The Pl must explicitly provide access to their profile for that
person to update their profile. If you do not have access to the PI’s profile, they can use the
following instructions to allow you access to their profile:

1. Go to https://proposalcentral.com/ and login under the “Application Login”
section.
2. Click the Professional Profile tab and then the “Enable other users to access your
profile” link in the gray menu on the left.
3. Add the e-mail address of the person who should have access to your profile and
click the Add User button.
4. Oncethe person has access, select the appropriate access level in the “Edit
Permissions” column and then click the Save button. Here is a description of each
access level:
e View: View only. Cannot change any details and therefore cannot update
Publications and Other Support.
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e Edit: Canview and change information in the profile. Cannot give other
users access to the profile and therefore can update Publications and Other

Support.
¢ Administrator: Can view and change information in the profile and therefore

can update Publications and Other Support. Can also give other users access to
the profile.

Home Proposals Awards Profile Profile Grant Opportunities ‘ pCdrive

My Profile Other Profiles Add Profile Combi l-. Profiles Update Profile from ORCID £5 Unlink
Contents of Professional Profile m Name: Kroth, Brianna  Email: brianna kroth@altum.com T
Click folders below to her parts of th
profils.

P r— p—

@ contact Information
Delete Name E-Mail Address Edit Permissions
Altum Inc 5 Z 3 )
Deletn Brianna Kroth brianna kroth@altum.com 4 Administrator o
n To allow anather user access to this Professional Profile enter the User's Login or E-Mail Address above and press the Add User button

[

© research interests

General Interests
rightFocus Fo 1 Keywords ancel ious | Next>>

Add User

nventions
9 Enable other users to access your profile

€ Account information

For more information on adding Other Support please refer to the “How to Add Other Support”
tutorial.

| started an application, but | am not the Pl. How do | change the Pl on the
application?

First, the Pl must have an account in ProposalCentral. If they have an account already, skip to the
next section below. If they do not, send the PI to register by:

1. Goto https://proposalcentral.com/ and click the Need an account? link below
“Application Login”.

2. Provide the information requested. An e-mail will be sent with a confirmation
number. Open the e-mail and copy the confirmation number.
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3. Return to https://proposalcentral.com/ and login under the “Application Login”
section by providing the username and password you created in Step 2.

4. Paste the confirmation number and click the Submit Confirmation Number
button.

5. Enter profile information (e.g. affiliated institution, address, phone number, etc.)
Most Grant Makers require this information in an application and once saved in a
professional profile, it carries over into any application started on ProposalCentral.

Second, once the Pl has an account, you must give the Pl “Administrator” access to the proposalin
the “Enable Other Users to Access this Proposal” section. To do this:

1. Inthe application click the “Enable Other Users to Access this Proposal” section in
the gray menu on the left.

2. Add the PI’s e-mail address at the bottom and click the Find User button.

3. Once added, select the “Administrator” permission in the “Permissions” column
(3a) and click the Save button(3b).

Proposal Sections

Click name below to go to that section.

P Proposal To: Your Logo

W Program: Clinic Center Support Grant

© Title Page ‘q’& Title (Applicant): Greater Boster Clinical Center (lodl, Alfred)
Deadline: 9/8/2015 11:59:59 PM (U.S. Eastern Time)

@ Download Templates & Instructions

Enable Other Users to Access this Proposal

© Program Director

<<Previous Next>> Cancel Exit
@ Leadership & Officials

© careTeam

Access Permissions
© Quality Improvement

This screen allows you to give other users access to your grant application. Click help icon for more information. @

© narrate

o P Auto Notify: To enable your co-investigators, department or grants administrators to receive system notifications, add them with at least "View" access below and check the box "Auto Notify".
Attachments

@ vaidete Proposal Access Rights
o ” Auto Notify Role Name E-Mail Permissions Delete
ignature Page(s
Principal Investigator dod); rec sjockTexample.com Administrator v @
. Montgomery, Bernard bmontgomery@example.com i =
Support Links O Administrator T
@ Grantmaker Website e
| — Give User Proposal Access
User ID/E-Mail
= Email to Program Admin Enter the E-Mail address or User D of a registered proposalCENTRAL User and press the button to select

Find User

Finally, now that the Pl has access, the Pl must:

1. Go to https://proposalcentral.com/ and login below “Application Login”.
2. Click onthe Proposals tab.
3. Click the Edit button next to the proposal.
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4. Within the application, the Pl needs to go to the Applicant/Pl section, select their
name from the drop down, and click the Save button. Please note that the
“Applicant/P1” section may be named something different depending on the Grant
Maker.

Proposal To: Rachel Test
Proposal Sections Program: Pilot Award
Title (Applicant): Testing 123 [Ferrone, Rachel)

Ciick name belowr 1o g0 that section
5 e Deadiine: 0/14/2019 5:00:00 PM (U.S. Eastern Time)

© er

Person who initially creates the LOI or proposal is pre-laaded as the 1. Contact information from PY's profle shown below. To update profile, click Edit Prafile. To change, select from list and elick button to confirm selection.

© vop
@ vaid Ei
P ” , Robin - No institution in professional profie
: soodfelow, Robin - Akum
Goodfelow, Robn - Pretend Harvard
Name: | Ferrone, Rachel - Atum Tnc
Support Links Ferrone, Rachel - EC1
* Institution Altum Inc.
e fel

* Highest Degree  B.A.

X Email to Program Admin * Other Degree(s)  BA.,

| need to approve the application for a Pl. They told me they submitted it, but | don't
seem to have it. How can | approve it to submit to the foundation?

If the Pl submitted the application, it has already been sent to the Grant Maker. If the Pl should have
had your approval before submitting, they can unsubmit the application if it is before the deadline
and the Grant Maker has not started the review process. The Pl can un-submit by clicking the
“Unsubmit” button as shown in the screenshot below and then click the OK button to proceed with
un-submitting.

Creste New Proposal

show |25 | entri Proposal Status; v search: 110812

Deadlines displayed in

Home Froposals Awards Professional Profile Institution Profile Grant Opportunities ‘ pCdrive
i U.s. Eastern Time

Unsubmit 110822 n/ 1 Rockville Roadie: Sea Turtle Basic Research Program Kroth, Bria Submitted 1/12/2021 1:44:21 PM

Once the Pl has unsubmitted the application, the Pl may provide access by accessing the proposal
and completing the following steps:
1. Clicking the “Enable Other Users to Access this Proposal” section in the gray menu
on the left.
2. Adding your e-mail address at the bottom and clicking the Find User button.
3. Onceyou are added, selecting “Administrator” from the drop down in the
“Permissions” column and clicking the Save button. Only a user with Administrator
permission is allowed to submit the application.
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ek name beiow 1o g0 10 that secton
Proposal To: Your Logo
f' Program: Chni Canter Suppor Grant
[ R &/ Title {Applicant): Greater Boster Clinkcal Canter (jodl, Alfred)
Deadline: 9/82015 11:59:59 PM [U.S. Eastern Time)

© Dounlosd Templtes & nstmctions

Enable Other Users to Access this Proposal

© Frogom Director

<<Previous Nexts> Cancel Exit
@ 1osership & Officals

0O o

Access Permissions

allows you to give other
Auta Notify:

t "View” access below and check the box "Auto Nofify"

Proposal Access Rights

Q Auto Notify Role Name E-Mail Permissions. Delete
Signature Poge(s]
Principal Investigater o heead o Administrator v @[
. () Montgomery, Bernard Admi 1
Support Links w

3a
Give User Proposal Access .

User ID/E-Mail

Enter the F-Mail address or User 1D of a
2

Find User

asalCENTRAL User and press the buttan ta select.

After your review, if you would like to submit the application, you must proceed to the Submit
section found in the menu on the left and then click the Submit button. You will ONLY be able to
submit if it’s before the deadline and all requirements have been met.
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