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Post Award 
 

I need to upload a Progress Report to a PI's record but 
when I log in to ProposalCentral, I do not see the award. 
Why? 
 
To upload a report, you need to have "Edit" or "Administrator" permissions for the grant. The 
Principal Investigator (PI) can grant you access by following these steps: 
 

1. Visit https://proposalcentral.com/ and log in under the "Application Login" section.  
2.  Click on the "Awards" tab and select the Award Identifier or Title link for the appropriate 

grant.  
3. Navigate to the "Contacts" tab and add the appropriate email address twice, then click the 

"Add Award Contact" button. 

 
 

4. Select the contact type (e.g., Key Person), enter the role (e.g., Collaborator), and click the 
Save & Close button at the bottom.   
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5. Select the appropriate access level from the drop-down in the “Permissions” column and 
click the Save Changes button. The possible access levels are:   

• View: View only. Cannot change any details and therefore will NOT be able to submit a 
report.  

• Edit: Can view and change information in the grant. However, they cannot make changes to 
the “Contacts & Users Access” screen.  

• Administrator: Can view, edit, and give access rights to others on the “Contacts & Users 
Access” section. 

 

 
 
After the PI has granted you access, you can access their award by:  

1.  Visiting https://proposalcentral.com/ and logging in under the “Application Login” section.  
2. Clicking on the red Awards tab and then clicking either the Identifier number or Title link 

next to the appropriate grant. 
3.  Click the Deliverables Tab to submit a report. 

 

I have attached the deliverable to the record but there was 
no Save button. Has the document been uploaded? 
 

If you have successfully uploaded a file, you will see Replace ( ), View ( ), and Delete ( ) 
icons for the item. Please note that the “Edit Status” column refers to the grant maker marking 
a deliverable as “Final.”  In some cases you will only see the View button listed above if the 
Deliverable is submitted as the Grant Maker has elected to not allow deletion or replacements, 
after the Deliverable is submitted. 
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I cannot complete the Publications (or Other Support) 
section for my Principal Investigator even though I have 
administrator access to the award. 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 PI must explicitly provide access to their profile for that 
person to update the 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. Once the 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: 
• View: View only. Cannot change any details and therefore cannot update Publications 

and Other Support. 
• Edit: Can view 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. 
 
 

https://proposalcentral.com/
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For more information on adding Other Support please refer to the “How to Add Other Support” 
tutorial. 
 
 

The original PI has left our institution, so we need to reflect 
this on the award. How do I update the record? 
 
To change the Principal Investigator on a grant, you must contact the Grant Maker. They can 
provide information about their process for handling PI change requests. 
 
 

I’m a PI on a grant and have moved to a new institution. 
How do I make this change on my award? 
 
To change the lead institution on a grant, you must contact the grant maker. They can provide 
information about how they handle change of institution requests.  
 
You can send correspondence to the grant maker by: 
 

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

https://proposalcentral.com/
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2. Clicking on the Awards tab and clicking either the Identifier number or Award Title link for 
the appropriate grant. 

3. Clicking the Correspondence tab. 
4. Clicking the Send Correspondence to Admin button. 

 

 
 

5. On the next page, select the recipients and compose your message. Select recipients by 
checking the box next to their name.  It is recommended that you only select the relevant 
individual(s).   

 

 
 

6. If your grant has been assigned to a particular administrator(s), you’ll be able to identify that 
individual(s). Most grant makers recommend that if your grant has been assigned to a 
specific administrator that you only select them. Here’s an example of how it may appear if 
your grant is assigned to specific administrators: 

 

 
 
After selecting the recipients, the other fields available include a CC (e.g. an administrative 
assistant or collaborator), subject and body of the e-mail. There is also an option to attach a file. 
When ready to send the e-mail, click the Send E-Mail button. 
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The PI gave me access to their award record so that I can 
upload a deliverable; however, I don't see an upload link. 
Why? 
 
It’s possible that the PI gave you “View” level access instead of either “Edit” or “Administrator” 
permissions. Only users with “Edit” or “Administrator” permissions can upload a report. The PI can 
change your access level by: 
 

1. Going to https://proposalcentral.com/ and logging in under the “Application Login” section. 
2. Clicking the awards tab. 
3. Clicking either the Identifier number or Award Title links next to the appropriate grant. 
4. Clicking the Contacts Tab.  
5. Selecting either “Edit” or “Administrator” from the drop down in the “Permissions” column 

and clicking the Save Changes button. Here is the difference between the permissions: 
• Edit: Can view and change information in the grant. However, cannot make changes 

on the “Contacts & Users Access” screen. 
• Administrator: Can view, edit, and give access rights to others on the “Contacts & 

Users Access” section. 
 
 

https://proposalcentral.com/
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I am attempting to upload a deliverable but it says I don’t 
have access to Post-Award. My PI says I should. How do I 
find the award? 
 

If the PI granted you access to the award, you can access it by: 

1. Going to https://proposalcentral.com/ and logging in under the “Application Login” section. 
2. Clicking the Awards tab and clicking either the Identifier number or Award Title link for the 

appropriate grant. 
3. Clicking the Deliverables tab. 

 

If neither the Identifier Number nor Award Title are an active link, then either the PI did not grant you 
access, granted the wrong access level or granted access under a different account. Contact the PI 
to have the access level corrected and/or tell you which account they provided it under (they could 
have used a different e-mail address for you).  

Here is how the PI corrects/confirms: 

1. Go to https://proposalcentral.com/ and login under the “Application Login” section. 
2. Click the Awards tab. 
3. Click either the Identifier number or Award Title links next to the appropriate grant. 
4. Click the Contacts & Users Access link.  
5. Review the table showing the users who have access. IF your name IS included, see a and b 

below. IF your name IS NOT included, proceed to #6 instead. 
a. Check if the Permission Level is “Administrator” or “Edit”. If it is already one of 

those, proceed to b below.  If the access is “No Access”, change it by selecting 
either “Administrator” or “Edit” from the menu and clicking the Save Changes 
button. With this change you are now able to access the grant. 

 
b. If the access was already at either “Administrator” or “Edit”, they should provide the 

e-mail address showing in the “E-Mail” column. If it’s a different e-mail address 
than the one associated with the account you were using, you have two options: 

https://proposalcentral.com/
https://proposalcentral.com/
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i. Combine the two accounts. Go to the “I think I have multiple accounts on 
ProposalCentral. Can they be combined” section for more information on 
how to do that. 
 

ii. Login using the account they used. If you don’t remember your username, 
you can login using your e-mail address instead. Your username and e-mail 
address can be used interchangeably. If you don’t remember the password 
for the account and you: 

1. Have access to the e-mail, go to https://proposalcentral.com and 
click the “Forgot Your Username/Password?” link. This sends an e-
mail to that address with a link to set your password. 
 

2. Do NOT have access to that e-mail, proceed with Option 1, 
merging accounts, by contacting Customer Support. 

 
6. If your name is not showing on the table, they can provide access by: 

a. Adding your e-mail address twice and clicking the Add Award Contact button. 
 

 
 
 

b. Selecting contact type (e.g. Key Person) and entering your role at the top (e.g. 
Collaborator) and clicking the Save & Close button at the bottom. 

 

https://proposalcentral.com/
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c. Selecting the appropriate access level from the drop down in the “Permissions” 
column and clicking the Save Changes button. The possible access levels are: 

• View: View only. Cannot change any details and therefore will NOT be able 
to submit a report. 

• Edit: Can view and change information in the grant. However, cannot make 
changes to the “Contacts & Users Access” screen. 

• Administrator: Can view, edit, and give access rights to others on the 
“Contacts & Users Access” section. 

 

 
 
If you have an AHA Award the instructions are below: 
 
Below are the instructions for submitting the "Request Personnel Change" deliverable. 
 

• Log into your ProposalCentral account at https://proposalcentral.com/ 
• From the Awards tab, click on the Award Identifier number to access the award record 

 

https://proposalcentral.com/
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• Click on the Deliverables tab, then click "Add Deliverable" 

 
• Select "Request Personnel Change" from the Deliverable Type drop-down, then enter an 

optional short description (e.g. Change Financial Officer), then click "Save" 

 
• From the list of deliverables, click the start button next to the "Request Personnel Change" 

deliverable 
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• Provide a justification/explanation for the request 

 
• Provide information for the new Award Contact 

 



14 | P a g e  
 

• Click the "Save" button, then "Submit to Grant Maker As Final" 

 
Your request will then be processed by the American Heart Association in the order that it was 
received, and ProposalCentral staff will not be able to provide status updates regarding your 
request. Please await a direct reply from the AHA team. 
 

I was notified that my proposal status is now pre-award. I 
am supposed to upload deliverables to my award record 
but don’t see it under my awarded link. Where is it?  
 
Because your grant has now been marked as “Pre-Award”, it will be found under your All or 
Awarded Proposal Status filter in the Proposals tab.  

 
 
 
If you have been asked to upload deliverables to your record, you can do so by clicking on the 
Awards tab, then clicking on the Identifier.  
 

 
 
This opens the award record where you will see a link for Deliverables.  
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How will I know if the grant maker/foundation has 
reviewed the deliverable? 
 
To see this: 
 

1. Go to https://proposalcentral.com and login under the “Applicant Login” section. 
2. Click the awards tab and click either the Identifier number or Award Title for the 

appropriate grant and then click the Deliverables tab. 
3. If there is a “Final” in the “Edit Status” column then the grant maker has reviewed it.  

 

 
 
Please note that it is possible that the grant maker may have reviewed it but not marked it as 
final. To determine if this is the case, click the Correspondence tab at the top of the page. From 
the Correspondence page you can send the grant maker an e-mail by clicking the Send 
Correspondence To Admin button and following the instructions on sending an e-mail. 
 
 
 

I am the Signing Official/Financial Officer for my 
institution. Why don't I see all the award records for my 
intuition? 
 
The Principal Investigators (PIs) on the grants must provide access. PIs grant access by: 

https://proposalcentral.com/
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1. Going to https://proposalcentral.com/ and logging in under the “Application Login” section. 
2. Clicking on the Awards tab and clicking either the Identifier number or Award Title links next 

to the appropriate grant. 
3. Clicking the Contacts Tab and Adding your e-mail address twice and clicking the Add 

Award Contact button. 
 

 
 

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

 
 

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

• View: View only. Cannot change any details. 

https://proposalcentral.com/
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• Edit: Can view and change information in the grant. However, cannot make changes 
to the “Contacts & Users Access” screen. 

• Administrator: Can view, edit, and give access rights to others on the “Contacts & 
Users Access” section. 

 

 
 
 
If you have an AHA Award the instructions are below: 
 
Below are the instructions for submitting the "Request Personnel Change" deliverable. 
 

• Log into your ProposalCentral account at https://proposalcentral.com/ 
• From the Awards tab, click on the Award Identifier number to access the award record 

 

https://proposalcentral.com/
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• Click on the Deliverables tab, then click "Add Deliverable" 

 
• Select "Request Personnel Change" from the Deliverable Type drop-down, then enter an 

optional short description (e.g. Change Financial Officer), then click "Save" 

 
• From the list of deliverables, click the start button next to the "Request Personnel Change" 

deliverable 
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• Provide a justification/explanation for the request 

 
• Provide information for the new Award Contact 
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• Click the "Save" button, then "Submit to Grant Maker As Final" 

 
Your request will then be processed by the American Heart Association in the order that it was 
received, and ProposalCentral staff will not be able to provide status updates regarding your 
request. Please await a direct reply from the AHA team. 
 
 
 

I need to upload a document that is not listed in the table 
of the Award Deliverables. Can I do this? 
 
Yes, this can be done by: 
 

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

2. Clicking the Awards tab and selecting the Active status under the “Award Status” drop-
down menu. 

3. Clicking the Identifier or Title link for the appropriate grant and then clicking the 
“Deliverables” tab. 

4. Clicking the Add Deliverable button. If you do NOT see a pop-up, or another tab in your 
browser, please turn off your pop-up blocker. 

5. Selecting the deliverable type, clicking the Browse button to select the file from your 
computer, providing a description, and clicking the Save button. 

 

 
 
 
TIP: To access comprehensive instructions for grantees posted on ProposalCentral here. 

https://proposalcentral.com/
https://proposalcentral.com/docs/Instructions_Award_Info.pdf
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I need to give (get) access to an award record but the 
"Contacts & User Access" link is grayed out. How can I 
add someone to the record? 
 
Only users with “Administrator” access can add/remove other users’ access to the grant. It is 
possible that the PI provided “Edit” level access instead of “Administrator”. The PI can change your 
access level by: 
 

1. Going to https://proposalcentral.com/ and logging in under the “Application Login” section. 
2. Clicking on the Awards tab and then selecting the Active status under the “Award Status” 

drop-down menu. 
3. Click the Identifier or Title link for the appropriate grant. 
4. Clicking the “Contacts & Users Access” link. (Note – If the “Contacts & User Access” link is 

unavailable to the PI, contact the grant maker to have the person added. You can contact 
the grant maker by clicking the “Correspondence” tab and then click the “Send 
Correspondence to Admin” button.) 

5. Selecting “Administrator” from the drop down in the “Permissions” column and clicking the 
Save Changes button.  

 
Users are then able to add access for someone else by: 
 

1. Clicking the Contacts Tab.  
2. Adding the person’s e-mail address twice and clicking the Add Award Contact button. 

 

https://proposalcentral.com/
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3. Selecting the contact’s type (e.g. Key Person) and entering their role at the top (e.g. 
Collaborator) and clicking the Save & Close button at the bottom. 
 

 
 

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

• View: View only. Cannot change any details and therefore will NOT be able to 
submit a report. 

• Edit: Can view and change information in the grant. However, cannot make changes 
to the “Contacts & Users Access” screen. 

• Administrator: Can view, edit, and give access rights to others on the “Contacts & 
Users Access” section. 
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If you have an AHA Award the instructions are below: 
 
Below are the instructions for submitting the "Request Personnel Change" deliverable. 
 

• Log into your ProposalCentral account at https://proposalcentral.com/ 
• From the Awards tab, click on the Award Identifier number to access the award record 

 
• Click on the Deliverables tab, then click "Add Deliverable" 

 

https://proposalcentral.com/
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• Select "Request Personnel Change" from the Deliverable Type drop-down, then enter an 
optional short description (e.g. Change Financial Officer), then click "Save" 

 
• From the list of deliverables, click the start button next to the "Request Personnel Change" 

deliverable 

 
• Provide a justification/explanation for the request 

 



25 | P a g e  
 

• Provide information for the new Award Contact 

 
• Click the "Save" button, then "Submit to Grant Maker As Final" 

 
Your request will then be processed by the American Heart Association in the order that it was 
received, and ProposalCentral staff will not be able to provide status updates regarding your 
request. Please await a direct reply from the AHA team. 
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I am assigned a deliverable that includes ORCID 
authorization? What is this? How do I complete this? 
 

This can be done by: 

1. Going 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. 
4. After this you can complete the Deliverable by navigating to the “Awards” tab and then 

click on the Identifier number.  This will bring up your Award and you will need to click 
on the “Deliverables” tab. 

5. Then, click on the “+” icon for the ORCID Authorization deliverable to access the 
deliverable. 

6. Then, click on “Click Here to Authorize” and then click “Submit to Grant Maker as 
Final”.  

 
 

 

https://proposalcentral.com/
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