August 2019

How to Register your Institution
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How to Register your Institution with
ProposalCentral
The Institution Profile is created once by the appropriate institution official. The institution information is then available
to all applicants when they prepare and submit proposals. This makes the application process easier for the applicants
and ensures that the grant makers receive consistent, accurate institution information in applications.
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Create An Account
The administrator for the Institution Profile needs to create an account on ProposalCentral. To do this:
1. Go to https://proposalcentral.com/ and click the orange “CREATE ONE NOW!” button under the Application
Login.

2. Provide the information requested to create an account and click the Save button. An e-mail will be sent with a
confirmation number. Open the e-mail and copy the confirmation number.

3. Return to https://proposalcentral.com/ and login under the “Application Login” section by providing the
username and password created in Step 2.
4. Paste the confirmation number and click the Submit Confirmation Number button.

Create An Institution Profile
First, before creating a new institution profile, search ProposalCentral to make sure the institution does not already exist
in the system. To do this:
1. After logging in, click the pink Institution Profile tab.
2. Click the Search Registered Institutions link.
3. Enter a partial name search for your organization and click the Display Results button.

TIP: Make sure to include a key word from your organization’s name, but not the complete name. For
example, if your organization is called “The University of America in DC”, you could search for “University
of America” or even more generally “America”.
If you do not see your institution listed, you can proceed with creating a new profile by following the steps below.
1. Click the Add/Edit Institution Profile link.
2. Read the instructions found on the page. If you are the appropriate person to create the new profile, click
Continue.

3. Provide the requested information and click the Save button.

Add Institution Officials
Now that there is an Institution Profile, you can add Signing and Financial Officials. Adding institution officials to the
Institution Profile makes this information readily available to applicants. If a grant maker requested contact information
for institution officials, the applicant is able to select the appropriate institution official from the list provided in the
Institution Profile. See the example below of an applicant supplying information to the grant maker that is coming from
the Institution Profile.

TIP: Before you add the institution officials, it is recommended that you have those individuals create
accounts in ProposalCentral. You can provide them with the instructions found in the first section
regarding creating a new account.
To add institution officials to the Institution Profile:
1. If not already logged in, go to https://proposalcentral.com/ and login under the “Application Login” section.
2. Click the pink Institution Profile tab.
3. Click the Edit link for the institution.

4. In the gray menu on the left, click the Add link next to “2) Institution Officials”.

5. Enter the e-mail address of the person twice and click the Find Profile button.

6. If the person has already created an account, you see their information. If they haven’t, you can populate their
contact information. In either scenario, select a Role from the drop-down menu at the top or enter a role on the
right. When done, click the Save button.

7. To add more institution officials, repeat steps 4-6.

Enable Access to Institution Profile
Most likely, there are other individuals at your organization who should have access to the institution profile in order to
help maintain it. To grant other users access to the Institution profile, follow these steps:
1. If you’re not already logged in, go to https://proposalcentral.com/ and login under the “Application Login”
section.
2. Click the pink Institution Profile tab.
3. Click the Edit link for the institution.

4. In the gray menu on the left, click the Enable Others to Access Profile link.

5. Enter the e-mail address of the person and click the Add User button. Please note that the person must have a
ProposalCentral account. If they do not, they can create an account using the instructions found in the first
section regarding creating a new account.

6. Enter a role for the person. Many organizations opt to include the person’s title. Please note that the person
who created the profile is listed as the “Creator”. Also, select the desired permission level for the person and
click the Save button. The permissions are as follows:
o

Administrator: The user can make any changes to the Institution Profile, including granting other users
access to the institution profile (i.e. what you’re doing now).

o

Edit: The user can make any changes to the Institution Profile, EXCEPT that they cannot grant other
users access to the institution profile (i.e. what you’re doing now). Although, they will be able to see
which users do have access to the Institution Profile and their permission level.

o

View: The user can only see the Institution Profile information; they cannot make any changes.

7. To enable others to access the Institution Profile, repeat steps 5-6.
If you need to remove a user’s access to the Institution Profile, you can repeat steps 1-4 above. When you arrive at the
user access table, click Delete next to the user to remove.

Alternatively, you can modify a user’s access level by changing the permission level in the Edit Permissions column and
clicking the Save button.

