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Applicant

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

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

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

Home Awards  Professional Profile Institution Profile  Grant Opportunities ‘ pCdrive
Deadlines displayed in
U.s. Easten Time
St (5] eares progosat st T o
Delete Edit Identifier & Title 4| Grant Maker 4| Program 4| Investigator 4| status Due Date

Ha 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 10 “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 Ask the Pl add access to the application using one of the e-mail addresses indicated. Or,

o Click the “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 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 go to the Profiles and Login section.

e Option 2: If the e-mail address the Pl used matches one of the e-mail addresses in your account,
it is 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.
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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:

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.

Lo1To:
gram:

LOI Sections

Program: B
Tithe {Applicant): Test for Extension (McMiller, Da'Ron)
Deadline: 10/16/2013 11:59:59 P (LS. Eastern Time)

daron.memiller@altum.com

winayS@altum.com

L R -

Enable Other Users to Access this Proposal

<cPrevious | Wexts> | Cancel | Exit

@ Enable Other Users 1o Access this Proposal —
© sopican

Access Permissions
o o
o een allows you to give other users access to your grant applcation. Clck help icon for more information. ()
O Lo Auto Notify: To enable your co-investigators, department or grants administrators to receive system notifications, add them with at least "View” acce:
Q e Proposal Access Rights
o « Auto Notify ole Name

Mchiler, Da'Ron
@ e
o vin, vanda
Ata
@ =l
Lo Give User Proposal Access
@ subr User ID/E-Mail
Proposal Sections Find User | sfmm—

LI must be subenitied and appraved befors Praposal can be complesed.

Permissions

I completed my application, but I do not have the submit link. Where is

it?

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 appears in red. If it’s in the past

there is also a note indicating that the deadline has passed and you cannot submit.
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LOI Sections The submission deadiine for this program has passed and you cannt submit the application. e
Compi of the LO betow Cick the Next buion 0 save 3nd ga 9 the
et e ck directly on the sechons lsed below 101 T0: Zee Test Grant Maker
Program: Basic App
Tite (Apphicant): applicant emailtest (Mchiler, Da'Ran]
© Title Page Deadiine: 3/15/2019 11:59:59 PM (UL.5. Eastern Time) Wil
O oo
@ Enable Other Users to Access this Propasa Title Page

© applicant Next=> m Print | Cancel | Exit

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.

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)

© Downlosd Templates & Instructions

© rocanse Title Page

© Organization/Institutior Next>> Print  Cancel | Exit
© ey Personnel

O Avstracts Enter a title for your application, then press Save.
Press Next to save any changes and go to the next proposal section. @)

@ Current and Pending Support
O on-

* Project Title Testing 123
jon Assurances

Do not exceed 250 characters.

© Froposal Attachments

Title Page

Support Links

W Program Guidelines

B Emall to Program Admin < ee—

W Application FAQs

NOTE — Altum ProposalCentral staff CANNOT provide an extension; applicants must contact
the grant maker for this action.

2. You do 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.
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LOI Sections I’

Complete each section of the LOI below. Click the Next button o save and g0 to the:
next section or click directly on the sections listed below.

Tith .
W etz Title Page

© Download Templates & Instructions

Next>>  [MEE print | Cancel  Exit

a Enable Other Users to Access this Proposal _
© applicant

Enter a title for your application, then press Save

101 To:
Program:

Title (Applicant):

Deadline:

© Organization Press Next to save any changes and go to the next proposal section. @)

© ey Personnel

@ Letters of Reference

* Project Title applicant email test

Do not exceed 75 characters.

Zee Test Grant Maker

Basic App

applicant email test (McMiller, Da'Ron)
4/30/2019 11:59:50 PM (U.S. Eastern Time)

How do I know if I 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. Check the “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 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.
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Proposal Sections

Clck narme belonw Lo go Lo that section
© Titiepage
@ Download Templates & Instructions
@ Ensble Other Users to Access this Proposal
@ Applicanipl
© organization/institution

Q@ Abstracts

€ Proposal Attachments

O vilidre
© Signature Pagels)

€@ submit

Support Links

W Program Guidelines
B Email to Frogram Admin

W Application FADs

Propossi To: Rachel Test
Program: Pilot Award

Title (Applicant): Testing 123 {Ferrane, Rachel)

Deadline: 5/14/2019 5:00:00 PM {UL.S. Esstern Time)

Proposal Attachments

<<Previous | Next=> | Print

Download all templates and instructions|
the file to attach.

Proposal Attachments

Back

for submission.

o Your Attachmant il spacify file types The ** indic

Mode: ) pCdrive @ (§) Browse Computer @

* Attachment Type:

Describe Attachment:
cm—
P drive Folder:
Current list of uploaded attachments are|
files that cannot be assembled for printi
File Name Attachment Type Description Date Delete
Na attachments currently uplosded.
Reguired attochments thet have not been listed in the table below. Optianal attachments thet have not been uploaded are not shown.

Allowable File Types

POF

Attachment Type

Signed Signature Page

WMax File Size (in K8}

10,000

I 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 located 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.

Proposal Sections

Click name below to go to that section.

© Tie Page

@ Download Templates & Instructions

Proposal Ta: Rachel Test

Program: Pilot Award

Title (Applicant): Testing 123 (Ferrone, Rachel)

Deadline: 9/14/2019 5:00:00 PM (U5, Eastern Time)

Signature Page(s)

€ Enable Other Users to Access this Proposal
@ Applicant/pl
© Organization/Institution

Q sbstracs
© rroposal Atachments

© vslidate

€@ submic

Support Links

<<Previous Next>> Cancel Exit

After you complete all the proposal sectians, click 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) to verify that you have entered all the required information.

— Print Signature Pages (2] Print Signature Pages with Attachments (2]

You must have the FREE Adobe Acrobat Reader installed to view either of the above options.
Attention Apple/Mac users: The default Apple PDF viewer will not work properly.
Download the latest version of the Acrobat Reader from Adobe at http://www.adobe.com/products/acrobat/readermain.html

<<Previous ~ Mext>>  Cancel = Exit
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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

Proposal To: Rachel Test
Proposal Sections Program: Pilot Award
- } . Title (Applicant): Testing 123 [Ferrone, Rachel)
Click name below to go1to that section.
it Deadline: 9/14/2019 5:00:00 PM (U.S. Eastern Time)
© Tite Page
Download Templates & Instructions q
Download Templates & Instructions
€ Enable Other Users to Access this Proposal
<Previous | Next>> = Cancel | Bt
© Applicant/pl
e or, ation/Institution Download Template Type Description File Type File Size
k2 Signed Face Page «gffmmmls- Have this form signed by the appropriate officials and upload the signed copy PDF 97,584
© Abstracts L]
3 Proposal Narrative Propasal Narrative Template poc 238,080
© Proposal At i L]
O v
Many of the grantmakers in proposal CENTRAL request or require that appli it their rtable document format (.pef). In order to save your documents as PDFs, you will
need to use PDF generator software.  Click here for a list of PDF generators.
© s
€@ submit

I answered yes on the assurance page for human (or animal) testing but I
get a validation error and I can't enter my OHRP (OLAW) number. How
do I 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.
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© Download Templates & Instru

© Applicant/pl

© Abstracs

© Ssignature Page(s)

Support Links

= Emailto

B Application FAQs

Proposal Identifiers

Proposal ID: 102057

Organization/Institution

ccreicus | o> [ vt conel | st

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

institution information.

Change Lead Institution

Click this button to Change
the Lead Institution

Address

* Street

* city

State/Province

* Zip/Postal Code

* Phone

Altum Inc.

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

6707 Democracy Blvl.
Suite 104

Bethesda
MD
20817

703-964-5840

Contact

Miller, Brad

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.

Email Phone

bradmiller123@example.com 703-964-5863

How do I update the PI's details? I have access to the application but
don't see a way to update the Pls information in the applicant/PI section
of the application?

The PI 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 level in the “Edit Permissions” column
and then Save. Here is a description of each access level:
View: View only. Cannot change any details.
Edit: Can view and change information in the profile. Cannot give other users access to

the profile.

Administrator: Can view and change information in the profile. Can give other users

access to the profile.
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Home Proposals Awards Profile Profile Grant Opportunities . pCdrive

My Profile Other Profile: Add Profile Combifle Profiles Update Profile from ORCID £ Unlink

Contents of Professional Profile m Name: Kroth, Brianna  Email: brianna.kroth@altum.com I ——
Click folders below to navigate to other parts of the
profile.

© contact Information

Delete Name E-Mail Address Edit Permissions:
Altum Inc o _— = ——
Delete rianna Kroth rianna. kroth@altum.com 4 Administrator "
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.
© oegrees
Add User

© rResearchinterests

BrightFocus Foundation Keywords VOl Cancel | <<Previous | Next>>

© sioskench
0O Other Support
© rublications
© inventions

9 Enable other users ta 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.

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.

N

Home  Proposals  Awards Profile tion Profile  Grant it . pCdrive
My Profile Add Profile Combine Profiles Update Profile from ORCID £ unlink
Show[25_] entries T Search:
This screen displays other profiles you have access to
Edit Show Name E-Mail Confirmed?
Edit M— Show Kroth, Brianna briannak@gmail.com m

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.

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

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 LOI/Proposal button at the top of the PI’s

N
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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  Professional Profile  Institution Profile  GrantOpportunites il pCdrive

My Profile
= .
€ Institution & Contact Info .
m Mame: Kroth, Brianna  Email: brianna kroth@aftum.com m
. - e

I started the application, but I am not the P1. How do I change the PI on
the application?

First, the PI 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. Go to https://proposalcentral.com/ and click the CREATE ONE NOW! button 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.

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 proposal in 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).
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Proposal Sections

Click name below to go to that section.

w Proposal To: Your Logo

= :

‘oxl!’ Program: Clinic Center Support Grant

© Tite Page =/ Title (Applicant): Greater Boster Clinical Center (lod), Alfred)
Deadline: 9/8/2015 11:59:59 PM (UL.S. Eastarn Time)

© Download Templates & Instructions

Enable Other Users to Access this Proposal

© Program Director

<<Previous  Next>> | Cancel  Exit
© Leadership & Officials

O coeteam

Access Permissions
© ouality mprovement

This screen allows you to give other users access to your grant application. Click help icon for more information, 6

© narrative

O . Auto Notify: To enable your co-i s, department or it iinistrators to receive system notifications, add them with at least "View" access below and check the box "Auto Notify"
Attachments
@ validote Proposal Access Rights
Auto Notify Role Name E-Mail Permissions Delete
@ signature Page(s)
Principal Investigator Jod, Alfred ajodi@example.com Administrator - @
. D Montgomery, Bernard bmontgomery@example.com Administrator -
Support Links i ]
@ Grantmaker Website
N Give User Proposal Access
W Program Guidelines
User ID/E-Mail
= 1o Program A
&5 Email to Program Admin Enter the E-Mall address or User ID of a registered propesalCENTRAL User and press the bution to select.

Find User

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

Go to https://proposalcentral.com/ and login below “Application Login”.

Click on the Proposals tab.

Click the Edit button next to the proposal.

Within the application, the Pl needs to go to the Applicant/PI section, select their name from the
drop down, and click the Save button. Please note that the “Applicant/PI” section may be
named something different depending on the grant maker.

PWNPE

Proposal To: Rachel Test
Proposal Sections Program: Pilgt Award
- ettt Title (Applicant): Testing 123 [Ferrone, Rachel)
e e Deadline: 9/14/2019 5:00:00 PM (U.5. Eastern Time)
€ Titepage
Download Templates & Instructions 1
o Applicant/P1
© spplicant/er
<cprevious | Nextr> print | Concel | Exit

[ Y —

© sostracs

Person who initially creates the LOI or proposal is pre-loaded as the PI. Contact information from PF's peofile shown below. To update profile, click Edit Profile. To change, select from list and click button to confirm selection

@ Proposal attachments

© Vi

Principal Investigator Ferrone, Rachel - Altum Inc -

Goodfellow, Robin - No institution in professional profie

b - Atum Inc.

bin - Pretend Harvard
Name: Ferrone, Rachel - Atum Inc.

Support Links Ferrone, Rachel - ECL

* Institution Altum Inc.
) Program Guidelines
L * Highest Degree  B.A.

B Email to Program Admin * Other Degreefs)  B.A.,
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I submitted my application, but I need to change an uploaded
attachment. How can I 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 review it.

Home  Proposals  Awards  Professional Profile Institution Profile  Grant Opportunities ‘ pCdrive
Deadlines displayed in
U5, Eastemn Time
show[25_ ] entries Proposal Status; Al | Search:| 1u0m22
Unsutont 110822 nla 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.

Show|25 - |entries Proposal Status:  All ~ Search:

846670 Test Zee Test Grant Maker College Schlorship Program Kroth, Brianna Submitted 12/18/2020 10:25:42 AM

View

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 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”.
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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Propasal To:

Proposal Sections Program: Research Grants
cli below o go to that sects Tithe (Applicant): pubtest (Goodfellow, Robin)
o - Deadline: 1/31/2020 1:00:00 PM [U.S. Eastern Time)

© Tterage
Institution and Institution Officials
© Downioad Templates & Instructions

@ ensbie ther users to Access this Propasa

O ropicantim

Applicant’s institution Is pre-loaded as Lead Institution. To change, select fram list below or Search all registered institutians, Press Save button to confirm selection. Click Edit Institution Profile button to change institution
© institution and Institution Officials information. €

© corififappiicable)

Select an Institution  Altum Inc.

Project Summary .
o = eSSl ricte: Changing institution will delete currently displayed contacts.
© budget Pericd Detail
*Address 6707 Democracy Bivd.

© budpet summary Suite 104

*City  Bethesda
QD) Active and pending Research suppor
sute D
@ pusications
*7ip 20817
@ sopicaon anachments
*Country  United States

@ vaiidate 1f required institution information s missing or appears to b incorract, please contact the following individual(s). They have access ta the Institution profile and can make the necessary updates.

€ signsture Pagels)

Contact E£mail Phone

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

Note: Click Save before completing the sections below.

@ suomit

Support Links

Please enter the requested contacts.

@ Grantmaker Website
Role Mame Title Institution Email Phone

W Program Guidelines *Signing Official McKee, James Diractor, Johns Hopkins Children’s Center Altum inc. jmckee@ramscompany.com (301)916-4557 x224 @ @]

= Email to Program Admin

I have access to the PI's application, but I 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.

y) Proposal To: Your Lago

- ;

‘S‘E’ Program: Clinic Center Support Grant

© Tite Page qs’ Title {Applicant]: Greater Boster Clinical Center (Jod, 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

© care Team

Access Permissions
© uslity Improvement

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

O narrative

© srschment Aute Netify: To enable your co-i 5, department or grant: iinistrators to receive system notifications, add them with at least "View" access below and check the box "Auto Notify""
Attachments
@ validote Proposal Access Rights

Auto Notify Role Name E-Mail Permissions Delete

@ signature Page(s)
Jodl, Alfred ajodi@example.com

Administrator ~ W
Administrator M I}

Principal Investigator

D Montgomery, Bernard bmontgomery@example.com

Support Links

@ Grantmaker Webstte  — T

) Program Guldelines Give User Proposal Access

User ID/E-Mail

> 0P
& Email to Program Admin Enter the E-Mail address or User ID of a registered proposalCENTRAL User and press the button to select.

Find User

R T O oy W

If I click to unsubmit my application will I lose everything that I 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.

I submitted my LOI, but it is still under "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  Grant Opportunities ‘ pCdrive
Deadlines displayed in
U.S, Eastern Time

show([25 ] entries #Pmposals{atus: Al v Search:| 105873

Program

P 10se73 LOI: test for approval International Anesthesia Research  AUA Impact Award LO: Chernyakoy, LOI: Submitted 01 12/16/2019
Society Stefanie

Shawing 1 ta 1 af 1 antrias (fitarad fram 336 tnfal antrisc
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How do I access the application templates/instructions for an

application?

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

1. Going to https://proposalcentral.com/ and clicking the blue See All Opportunities button below

the grant maker cards at the bottom.

OPPORTUNITIES

@ * American
Cancer
Society®

Graduate Scholarship in Cancer
Nursing Practice

AAGR fimicn ssocaton
for Cancer Research

AACR Judah Folkman Fellowship
( for Angiogenesis Research

Grant Maker: American Canc
Proposal Deadline: 2/1/2016 5:00 PM

Grant Maker: American Association for ociety
Cancer Research

Proposal Deadline: 12/15/2015 11:53 AM

AMERICAN

ok I\IHI SY
CIETY

AES/Wishes for Elliott:Targeted
Research on SCN8A Epilepsy
(Junior Investigator Award)

Grant Maker:
LOI Deadline: 12/1!
Proposal Deadline:

<«

AMERICAN
* LUNG
ASSOCIATION

ALA/AAAAI Foundation Allergic

Respiratory Diseases Research )
Award

Grant Maker: American
Proposal Deadline: 12

2. Search for the opportunity and click either the link or document icon 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.

B Y e )

-

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. Click the Grant Opportunities tab, filter the list by the grant maker and click the Apply Now

button for the appropriate program.

Once in the 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,
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the grant maker has opted to NOT include any templates or instructions beyond what you see in
the other sections.

Proposal Sechons — -
X Tl [l 13
e Tradirr W Pl {11, L B
o "
RS oo rempiates & istnucions
o » -
- -
[ 5 ] .
[ [ gt |y [PRSES i Ty i
o s P — [ —— o T
T ) a vy —~— . -
o : M d P i e i | B B g i g e el sy s Tors il ot . i Ly ko] o | 7L o e s e oot s P . om0 crord ' P g i
A e —
[ =] .
L=

My abstract is not showing fully on the signature page. How can I see all
of it?

Depending on the browser and version of Adobe, you may see a in the bottom right corner of the

abstract box. If you click the , a scroll bar appears along the right side to provide access to the entire
scroll through the abstract.

Thisis my absiract where | talk about my project and what | plan fo do. Ifs impertant o
ing the work should fund i Tris is my obstract

Hlantodo.

work it This ismy =
‘and what | plan o do. s important o convey how amazing the work is and how much they
Should fund 7. This is my absiract where | talk about my project and what | pian to do. Ifs

g Thisis my.

absract where | plantoco.
s

y project andbow
much they shoud fund . This is my abstract where | talk abous my project and what | pian 1o
. and his

= This ik
bt my preject and what | plan to g, IF impetant t sonuey how Smazing the werk i and

y s my
Tk 1y prject and wht | plan o do.
i

tak and

what | plan o do. | ok
should fund . This is my abtrac where | ol aout my project and wht | plan o do. s

o Thisis my.
abstract where | tak snd wht | plan o do. o

How can I 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 and
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Attached PDF Files 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.

Propasal To: Rachel Test
Proposal Sections Program: Pilot Award
Title icant] Testing 123 {Ferrone, Rachel)
S — snpplcanty o ;
Deadline: 9/14/2019 5:00:00 PM (UL.5. Eastern Time)

@ e page

© oownioad Templates & nstrctions Signature Page(s)

«<Previous = Next>>  Cancel  Exit

After you complete all the propasal sections, click 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) ta verify that you have entered all the required information.

Print Signature Pages (2] L ] Fr"tSnature Pages with Attachments [2]
© signature Page(s
d You must have the FREE Adobe Acrobat Reader installed to view either of the above options.

i Attention Apple/Mac users: The default Apple PDF viewer will not work properly.
@ suom Download the Latest version of the Acrobat Reader from Adobe at http://www.adobe.com/products/acrobat/readermain. html

Support Links <cPrevious | MNext>> | Cancel | Exit

I printed my application but it does not include a copy of the detailed
budget. Why?

The budget summary will print if the Grantmaker has elected it to be included in the single print. If the
Grantmaker has not elected to have it printed with the single print it will not be included. If you wish to

have a print out you can use the Print button on the Detail Budget.

Proposal Sections

ik name belaw 10 ga 10 thet section

s Program:
Tithe (Applicant): /3 (kroth, Brianna)
Deadline: 10/7/2022 11:59:59 PM (UL Eastern Time]

Sea Turtle Basic Research Program

Budget Period Detail

Budget Detail: Enter all Budget data on this page

h year of the award below. Click on Period 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,

This Is a twa-year award for a total of $800,000 ($400,000 per year]

Total Costs:  50.00 Total Direct Costs: ~ $0.00 Total Indirect Costs:  $0.00

peiod 1 [ )
|

*statDate | 3/22/2021 * End Date 3222022 B

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

How do I navigate a Proposal that requires electronic signature(s) (e-
signature)?

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

19| Page



@ proposalcentral

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)

Pproposal To: Natonal ataxia Foundation

Proposal Sections National Ataxia Program. Diverse S 1a Pre-doctoral Research Fellowship
[ Foundation Titte [Applicant) Entar a ite here, then press Save. {Tewakt, Jang]
e = Deadline: 3/15/2021 11:59:50 PM {ULS. Eastern Time)

@ i vage

€@ oovmiosd instructions Enable Other Users to Access this Proposal

«Previeus | Nex> | Cancel | Exit
O rpplicantsp

@ institution & Contacts

Access Permissions

This screen allows you 1o give other users access to your grant apglication, If electronic signatures are requir sian, you must provide that individual(s) at least Edit access on this screen. Please review

the Signature Page to confirm the signat ired and add as appropriate on this page. Cli

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 "Auta Notify”

Proposal Access Rights

Auto oty ke Name E-mail permissions Delete
—rnirT e mRT
Xroth, Brianna brisnna.kroth@attum.com PR - W
@ oot shent m l
@ v .
Give User Proposal Access /
@ siunsture Pages User ID/E-Mail
Enter the E-Mail address or User 1D of a registered proposalCENTRAL User and press the button to select
© o

it s S

Support Links
Enable Other Users to Access this Proposal

<<Previous | Nedt>> | Cancel | Exit

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.

20| Page



() proposalcentral

= Froposal 1
Proposal Sections. National Ataxia  Prows
P T—— Foundation e e
Sy . Besdine:

0 v

Institution & Contacts

hangs, anl slow a1 saaren all egimersd Inzatuans. oz nemtuen

e n ol
-
“swmeet L23namypamern
vy -
steproins N
ool e
-county  Utee seates
Phone Lz
o
Frome e — ' . are click the "R B I he contact s not I the i, encer the

“signing oftical

Proposal Identifiers

Srogesal 102 116558

Tracing tamser Unsssgnsd

Grantar 15 Unszztgnee

Below is what it looks like when all fields have been filled with Institution Contacts.
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Proposal Sections

[ -

€ Enable Other Users to Access this Proposal

© Loy summary & scienfic Abstract
Budget Period Detail

@ sudget summary & Justification
@ onnivon n

€ atachments
[ R
€@ vaidate

€@ sinawre pages
[ 1c QS

Support Links

@ Grantmal

W Program Guidelines

B Email 2o Brogram Admin

Proposal Identifiers

Proposal ID: 110898
Tracking Number: Unassigned

Grantor ID: Unassigned

Proposal Te: National Ataxia Foundation
N National Ataxia Program: Diverse Sclentists in Ataxla Pre-doctoral Research Fellowship
A Foundation Title [Applicant): Enter a title here, then press Save. {Tewalt, Jane)
sk . . Deadline: 3/15/2021 11:59:59 PM [U.S. Eastern Time)

Institution & Contacts

<cpravious | Nexts> [NRSWSM print | Cancel | Exit

Applicant’s institution Is pre-loaded as Lead Insttution, To change, select from list below or Search all registered Instutions, Press button to confirm selection. Click Edit Profile button to change Institution

@ institution & Contacts
_ information. @)

Lead Institution  Pretend Harvard
Click this button to Change the Note: Changing institution will delete currently displayed contacts.
Lead Institution
Address

*street 123 harry potter st
“city  cambridge
State/Province  N/A
* Zip/Postal Code 99999

*Country  United States

Phone 1112223333

Edit Institution Prafile

Note: Click Save before completing the sections below.

The table below lists requested contacts (* indicates required contact), Select from the list of officials supplied with the institution’s profile and click the “Add” button. If the contact is nat in the list, enter the

contact’s emall address and click the “Add” button.

Role Name Title Institution Email

*Signing Official Kroth, Brianna Junior Client Support Analyst Altum Inc, brianna.kroth@altum.com

Phone

703-863-1499 Gp‘ @

Finandial Offfcer | SeIect fram st of insttution Officials | OR

Enter email address

Confirm email address

Institution & Contacts

After you have selected the Institutional Officials, the profiles that are required to sign will show up 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 signatures are present the application can be submitted if all other information has been
entered into the proposal correctly.
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Proposal To: National Ataxia Foundation
Proposal Sections National Ataxia  Prosem: Diverse Scientists in Ataxia Pre-doctoral Research Fellowship
e E N S Foundatlon Title (Applicant}: Enter a title here, then press Save. (Tewalt, Jane)
. Deadline: 3/15/2021 11:59:59 PM (U.5. Eastern Time)

€ Title page

[ Y T— Signature Pages

@ Enable Other Users to Access this Proposal <eprevious | Nexts> | Cancel | Exit
O sopicantel

@ institution & contacts
Before signing, please use the 'validate' option {In the navigation menu to the left) to verify that you have entered all the required information.

@ v

You must give your Signing Ofcial access to your application in Section 3 (Enable Dther Users to Access this Proposal) so that they can log i to sign your application.
@ rersonal statement

* Applicant/Pl{Jane Tewalt)
@ ey summary & Scientific Abstract *

The Applicant/Pl must enter their name as a signature.

* Signing Official(Brianna Kroth) #

p
The Signing Official listed in the Institution & Contacts section must
sign this application for submission.

@ sudget Period Detal

@ sachonents

After you complete all the propasal sections, click one of the download buttons 1o opan and review the cover/signature pages and application files.

€ Finata sheat

Validate
o Download Application P 2] Download Application Pages with Attachments
€@ signature Page:

€ suomit ¥ou must have the FREE Adobe Acrobat Reader installed to view sither of the sbove options.
Attention Apple/mac users: The default Apple POF viewer will not work properly.
Download the latest version of the Acrobat Reader from Adobe at http:/fwwiw.adobe.com/products html
Support Links
<<Previous Next>> Cancel Exit

@ Grantmaker Website

@ Program Guidelines

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  Professional Profile  Institution Profile  Grant Opportunities . pCdrive

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

0 Proposals Due i
Show | 10 ~ | entries Sparch:
Identifier Title Grant Maker Program Investigator m
Enter a title here, then press National Ataxia Foundation Diverse Scientists in Ataxia Pre-doctoral Research Fellowship Proposal  Tewalt, Jane 03/15/2021 11:59 PM
Save
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3. Click on each tab 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.

Proposal Sections @ Shriners Hospitals
. for Childver®

e

Title Page

P 00 0© 00000

[::]

.- I

.

— oo m

Support Links

P P e~ -
o ’ Application Type

= " dr e m
w

Proposal Identifiers

Progossl 101 110628

Tracking Number: Unassigraé

Grantar 0: Unzesgre
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4. Once | have reviewed everything | 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.

Proposal Sections

Click name below to go to that section.

© vitle Page
© Download Instructions

© Enable Other Users to Access this
Proposa

@ Applicant/Pi

© nstitution & Contacts

© KeyPersonne

@ rersonal statement

o Lay summary & Scientific Abstract
© Budget Period Detail

€ sudget Summary & Justification
€Y Organization Assurances

@ Attachments

e Pl Data Sheet

m Validate

€@ suomit

Proposal To: National Ataxia Foundation
NA National Ataxia  program: Diverse Scientists in Ataxia Pre-doctoral Research Fellowship
Foundation Title (Applicant): Enter a title here, then press Save. (Tewalt, Jane)
2t cormar Deadline: 3/15/2021 11:59:59 PM (U.S. Eastern Time)

Signature Pages

<<Previous Next>> Cancel Exit

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

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 application.

* Applicant/PI{Jane Tewalt) Jane Tewalt ? Signed: Jane Tev«f 01/12/2021 2:42:29 PM

The Applicant/Pl must enter their name as a
signature.

* Signing Official(Brianna Kroth)

The Signing Official listed in the Institution &
Contacts section must sign this application for
submission.

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

Download Application Pages @ Download Application Pages with Attachments (2]

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

Attmntinm AmmlnfhEnn sinmans Tha defarls Knnla ARE waame sl ans sl nennad

When I press submit, does the application/LOI 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. If you have questions about e-signatures

click here.

I need to approve the application for a PI. They told me they submitted
it, but I don't seem to have it. How can I 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
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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.

Home  Proposals  Awards @rant ¥ pCdrive
‘ Deadiines displayed in
US. Esstem Time
show[25_v] entries Proposal Status: | All v search: 1122
qm St 4| P . m
Unsutoht 110822 nfa 1 Rockville Roadies Sea Turtle Basic Research Program Kroth, Submitted 1/12/2021 1:44:21 PM

Once the Pl has unsubmitted the application, access is provided by:
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. Once you are added, select “Administrator” from the drop down in the “Permissions” column
and click the Save button. Only a user with Administrator permission are allowed to submit the
application.

Proposal Sections

Click name below to go to that section

P Propasal To: Your Logo
=
‘;@ Program: Clinic Center Support Grant
e Paca 7
@ Tite Page ‘Qﬁ’ 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
@ eadership & Officials

© care Team

Access Permissions
© ouality Improvement

This screen allows you to give other users access to your grant application. Click help icon for more information, 6

© narrative
o Auto Netify: 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
@ validate Proposal Access Rights
Auto Notify Role Name E-Mail Permissions Delete
€@ signature Page(s)
Principal Investigator Jod, Alfred ajodi@example.com Administrator |
Support Links ] Montgomery, Bernard bmontgomery@example.com Adkministrator o @
¥ - Give User Proposal Access
Program Guidelines
User ID/E-Mail
= Lo Program A
= Email to Program Admin Enter the E-Mail address or User ID of a registered proposalCENTRAL User and press the button to select

Find User

PRGN g T Sy o e S

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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I uploaded files in the Attachment section of my application but they are
not printing when I 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.), that is 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 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 fix this is to remove the file that has errors, regenerate the
PDF, and then upload again. To do this:

a. Go to the 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.

[ =] st of uploaded attachments are list ble belowr
Fil e assembled [ hted © bel
© euw
File Nam, Attachment Type Descripti Date Delete
X , Project Description 6/20/2019 9:44:34 AM W
€@ Fublican
3 . P 6/20/2019 5:44:24 AM ]
o & piacehod Sign 6/20/2019 3:44:46 AM -E
© i W
- 8

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

& R , Project Description 6/20/2019 $:44:34 AM @
_G- b ; Principal Investigator's Biosketch 6/20/2019 9:44:24 AM @
© velaste [ Signature Page(s] 6/20/2019 $:42:46 AM o
€@ signare pagels) o Good cinic practice(1)pdf e 6/20/2015 1:44:56 P ] e
& v X choiter docodt Tenure Letter 6/20/2015 5:44:50 AM |
c. You are prompted to confirm you want to proceed with deleting that file, click the Yes
button.
© Budget Period Deta Current list of upleaded attachments are listed in the table below:
Files that cannot be assembled for printing will be highlighted € below.
© rudget s
€ Actve and Pending Research support File Hame ptachment Type Pescription pate pee
ryo— X . Project Description 6/20/2019 9:44:34 AM @
X Principal Investigator's Biosketch 6/20/2019 7 :';‘;,‘“::ﬁ — e
P :. siacahoid . signature Page{s) 6/20/20191 # .
@ sormwe vty &G R signature Pagefs} 6/20/2019 144556 PAA m
P R Tenure Letter 6/20/2019 9:44:50 AM W
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:
I Type: Snagit 2018 Document and Markups ~
Send To OneNote 2016
Print Range | OneNote Preview: Composite

printer-bw (HP LaserJet MFP M426fdn)
@an Microsoft XPS Document Writer
l Current|Fax mn

Brother MFC-J485DW Printer
¥

Units: Inches Zoom: 100%

85

e

T~

Pages

e. Return to 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.
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Application Attachments

Back

ct Attachment Type o specify

# * Attachment Type:

e Describe Attachment:

upload. The **indicates that Attachment Type is required for submission.

(Please select)

Allowable File Type:

(Please provide 3 meaningful description no longer than 250 characters)

Drag & drop your file in box below to upload, or dick in box to browse. You can upload up 1o 1 file{s) at a time.

(® Drag & drop your file to upload, or click here to browse. <
You can upload up to 1 file(s) at a time.

Upload And Continue Upload And Return Clear File(s)

f. After the 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.

2nbbolg fwge

@ eun

© e

© buoboss Vs

Q vrnswe

o OLESLITSOOU JUingoy

© vobicsun

€ EVIPIS OiveL N6k2 0 VeCs2 2 bioboe
@ 0ovuoN swbie: ¢ KoL

o 115 6985

(o RS peen 10 80 0 g 25Cp0U

bLobo29| 26CHOUZ

ccpienonz | Mes> | Couos| | ENE

DOIALIORG 1S (31525 AGLZ0U Of FUS WCLOPSE LESGSL LOW WGOPS 5E OPS COW\ BLOGNC2\BCLOpSr SSqSLIBIT BE]
VipsUpoU wbbIG\WIE m2612: 1156 Q6(3nis YEDIE bOE AISMEL M USE MOLK BLObELK

40T LITE [raNG 1S LISEE WOOPS o

busuE 2Usgnis b2 MIE VESCPUISUR

861016 bujuiul® bI6926 126 16 ,AI1IG46, 0biou (11 (46 uarEafoL ) A span hon Anieq WouLBRoU

WAL AN COWb|SES 31| 15 BLODOS) 26CHOUE" ClICK OUS O} U6 bUUE PISOUE PEIOM F0 ODSU SuG LU 16 COASV\HIEUSINLE baBE? BUQ SUDCIROU Pee"

ccpleNOm | WM | Caucs| | B

21Busgnie pBe(2)

Desque: B\T\3073 2:00:00 biM (12 FoapeLy Juws)
L Dby 1620108 133 (c6u0us” gocs)

blofisus: biloE wg

bioboes 10: wacps| 162

4. If#1and 2 don’tapply to your situation and #3 does not resolve the issue, contact

pcsupport@altum.com for assistance.
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Institutions

How does my Institution get confirmed?

When an Institution is created in ProposalCentral an email is generated to our Help Desk. First, our
employees will ensure that the Institution created is not a duplicate. Next, they will send an email to the
contact on the Institution’s profile to confirm the information entered for the newly created Institution.
After confirmation of the information is received, the Help Desk will confirm the Institution’s profile.

How do I find my Institution?

After you login you will need to navigate to the Institution Profile tab and click on “Search Registered
Institutions”. You will then type in the name of your Institution and hit Display Results.

I don't see an institution profile for my department. Do I start a new
profile, or should I use an existing profile?

While applicants can start a new institution profile by clicking the “Institution Profile” tab found in
ProposalCentral’s Application Module, ProposalCentral strongly suggests contacting your Grants &
Contracts Office (or the equivalent at your institution) before doing so. Many institutions prefer that all
applications be submitted for funding under a main profile for the specific school or organization.
Additionally, if a foundation requires that you provide specific information within an application for your
institution such as an OHRP number, an OLAW number, an IRS number or a DUNS number, this must be
completed within the Institution Profile. This information is often retained by a Grants & Contracts office
at an institution.

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

The Principal Investigators (Pls), or another administrator, on the applications and grants must provide
you 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:
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Going to https://proposalcentral.com/ and logging in under the “Application Login” section.
Clicking on the Proposals tab and then the Edit button next to the appropriate application.
Clicking the “Enable Other Users to Access this Proposal” section in the gray menu on the left.
Adding your e-mail address at the bottom and clicking the Find User button.
Selecting the appropriate access level from the drop down in the “Permissions” column and
clicking the Save button. The possible access levels are:
e View: View only. Cannot change any details.
e Edit: Can view 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.

vk wNRE

Proposal Sections

Click name below 10 g to that section.

fb Proposal To: Your Logo
2
ﬂﬂ Program: Clinic Center Support Grant
=
0 Title Page ‘q" Title (Applicant): Greater Boster Clinical Center (Jodl, Alfred)
Deadline: 9/8/2015 11:59:59 PM (U.S. Eastern Time)
© vownload Templates & Instructions
Enable Other Users to Access this Proposal .
Enable Other Users to Access this Proposal
© Program Director
<<Previous  Nexts>  Cancel | Bt
@ 1eadership & Officials
O coreTeam
Access Permissions
@ cuality Improvement
This screen alloves Yo to give other Usars access 1o your grant application. Click help jeon for more information. €
© nNamative
o Auto Notify: To ensble 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
© vilidae Proposal Access Rights
. Auto Notify Role Name E-Mail Permissions Delete
€@ signature Pagels)
Principal Investigator Jod, Alfred ajodi@example.com Administrator v ]ﬁ]
support Links O Montgomery, Bemard bmontgomery@example.com administrator < W
- Give User Proposal Access
W Program Guidelines
User ID/E-Mail
ess or User ID of  reglstered proposal CENTRAL User and press the button to select

B Email 1o Program Admin Enter the £

Find User

Ve _ate

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.

Home PT‘“ Awards  ProfessionalProfile  Institution Profile  Grant Opportunities g pCdrive

peadlines displayed in
.S, Eastem Time
Hhow(25 ] entrles Proposal Status: Al | Search: 110822
N e N N N
Unsutoht view RELZED nfa 1 Rockville Roadies Sea Turtle B rogram Kroth, Brianna Submitted 1/12/2021 1:44:21 PM

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

Propasal To: Your Logo
)

Program: Clinic Center Support Grant

) =

© Tite Page ‘qﬁ’ 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
@ eadership & Officials
© care Team

Access Permissions
© uslity Improvement

This screen allows you to give other users access to your grant application. Click help icon for more information, 6

© narrative
o Auto Natify: 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
@ validate Proposal Access Rights
o . Auto Notify Role Name E-Mail Permissions Delete
Signature Page(s)
Principal Investigator Jodl, Atfred ajodi@example.com Administrator - @
. M Montgomery, Bernard bmantgomery@example.com A . - @
Support L|nks dministrator
B Program Guidelin Give User Proposal Access
rogram Guidelines

User ID/E-Mail

. Enter the E-Mail address or User ID of a registered proposalCENTRAL Uss

Find User

&% Email to Program Admin s the button to select

PRGN g T Sy o e S

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 give 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.
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m Award Details Deliverables Budget Contacts Payments. Correspondence Abstracts - Keywords Research Subjects Outcomes.
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 e
Paid $62,500.00 1%
Spent $0.00 %
Proposal ID 96922 (pC 1D)

Hints & Tips for Access Permissions: &

Tu add contact(s) to the auto notified e-mail list, the Auto Notify check-bax shauld be selected and Permissions should be set as
Show |50~ | entries Search:
Auto Notify Contact Type L] Permissions &
Rachel E. Ferrone Pl Pl rachel ferrone @altum.com 555-555-5555 Administrator
x O Robin Goodfellow Institution Contact administrator rgoodfellow@example.com TI7-77I-TITT Administrator ~ |
Showing 110 2 of 2 entries Previous | 1 | Next

Save Changes

Add Award Contact

Enter E-Mail Address
Confirm E-Mail Addrass —

Add Award Contact IR TR

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.

# Back To Award Contacts

Auto Notifications O
Contact Type/ Role

Type Institution Contact ~

* Role h

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: Can view 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-mall list, the Auto Notify check-box should be selected and lons should be set as
Show (S0~ |entries Search:
Auto Notify ame Contact Type ol ¢ Permissions  #
Rachel E. Ferrone Pl Pl rachel ferrone@altum.com 555-555-5555 Administrator
x O Robin Goodfellow Institution Contact administratar rgoodfellow@example.com TII-TTITIIT ~
> Administrator
Edit

showing 1 to 2 of 2 entries Previa

cess

View

e —

Profiles and Login

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 your iD 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.

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.

N

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.
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Update Professional Profile from ORCID

I
ORCID iD: 1815
Name:
Email: brianna kroth@altum.com
Authori GrantMaker Authorized Date
Proposal Central 6/3/2020 Unlink

You do not have any ORCID #ata of your data is not marked as public.
f you do have ORCID data, you will need 1o change the visibility settings in your ORCID profile.

Click here for more information about ORCID visibility settings
Cance!

@ Education/Degrees @

No educstion data found.

IMPORTANT: Only DRCID information marked as public will be displayed below. If you would like to see more data, you will need to change the visibility setfings 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 click here.

I think I 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. Enter the e-mail and password for the other account to add to the current account you are
logged in as and click the Review the Account to be merged button.

Home  Proposals  Awards  Professional Profile Institution Profile  GrantOpportunites i pCdrive

MyProfile  OtherProfiles  Add profile (RGNS Update Profile from ORCID 5 Unlink

The purpose of this screen s to allow 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.
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Propesal Related Information:

Key Person on Proposals:

The Secondary account is listed a5 a Key Person on 1 Propasalfs). These will be changed to the Primary account

How do I update my username/password/email?

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

2. Click the Professional Profile tab and go to section 10: “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.
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Home  Proposals  Awards  Professional Profile InstitutionProfile  GrantOpportunities i pCdrive

Other profiles  Add Profile  Combine Profiles  (fE) Create or Conn@#t your ORCID iD [2]

Contents of Professional Profile m You can begin working on a proposal by clicking on the Create New Proposal link.
Click folders below ta navigate to ather parts of the We suggest that ata um you complete the contact information below. You do not need to complete the other sections of your profile.

Create New Proposal

profile. However, if a grantmaker requires additional information on a program for which you are submitting an application, you will have to return to your profile to complete their required
sections.

Name: Tewalt, Jane  Email: jane.tewalt@altum.com Edit Acoount Informat
USRI Oclete This Contact Item

@ institution & Contact Info

Add
Institution:  Altum, Inc. [ Primary Institution
© Degrees
Change Institution
© Research Interests
Institution Abbreviation:
General Interests
Position Title: Research Assodiate
Please provide your title at the institution e.g. Provost, Department Head, Vice President.
@ rersonal Data for Applications
° Biosketch Academic Rank: Select L
If Other is selected for Academic Rank, please enter the academic rank in the field provided.
© other support
© ruslications Other Academic Rank:
Inventions
o Primary Job Function: Select [
© Enable other users to access your profile If Other is selected for Primary Job Function, please enter the Primary Job Function in the field provided.
account Information Wi
Other Primary Job
Function:
Division:
Department: Vascular Biology Department
Sub-Dept:

Address:  Mail Stop:

Street:
City: State/Province: Zip/Postal Code:
Boston MA
Country:
United States H
Phone:  Work: Alt Work: Pager: FaX:
Mobile: Home:

[EUTC RN TRl Delete This Contact [tem
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Review

I'm a reviewer and accidently uploaded the wrong critique file. How do I
replace it?

Some grant makers allow reviewers to revise their critiques, including the files that they have uploaded
(e.g. Word documents). If the organization you’re reviewing for permits this, you can upload a new file
during the revision period the same way you uploaded the original file. You will see two buttons, one
button for the initial critique file that was uploaded and one for the second critique file that you
uploaded.

If the organization you’re reviewing for does not allow revisions, or you would prefer there to be no
record of the original file, you must contact the grant maker. Only the grant maker can unlock your
critique. If they approve your request, after they’ve unlocked your critique, you can upload a new file,
the same way you uploaded the original, and then you must SUBMIT the critique again. Once you submit
the critique, the new file is considered as the “original” because it is prior to submission.

Ilogged in as a Reviewer, but I do not see my assignments? Why?

First, make sure you logged in to the Review Module. The Review Module login is accessed here. After
login, proceed to the next section. If you receive an error that states “You are not an active reviewer on
this system.” then the Grant Maker likely assigned applications to you using a different account. Contact
the grant maker to find out the e-mail address associated with the assignments. Once you have that
information, there are two options:

1. Combine the two accounts. Go to the “I think | have multiple accounts on ProposalCentral. Can
they be combined” section for more information on how to do that.

2. Login using the account associated with the assignments. 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:

a. Have access to the e-mail, you can 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.

b. Do NOT have access to that e-mail, you must go with Option 1, merging accounts, and
must contact Customer Support.
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Second, after logging in click the logo for the grant maker for which you are reviewing. If you do NOT see
their logo, contact the grant maker to see if they made assignments using another account. If they
confirm that’s what happened, see the instructions above.

After clicking the logo, you may be directed to one of the following:

1. Asked to read and sign a confidentiality/conflict of interest statement. You won’t be able to
proceed until this is done.

2. Directed to a committee. If it’s not the committee you were expecting, see if there’s a drop
down menu with a list of committees. If you don’t see the committee, contact the grant maker
to see if they made assignments using another account or if they have not turned on the view
access yet. If they confirm they made assignments using a different e-mail address, see the
instructions above.

If you do see the current year’s committee in the drop down, select it and click the Go button.
At this point, you may be directed to the confidentiality/conflict of interest statement.

Assigned Appl All

List Of Assigned Applications For: ProjectTest

Select Another Committee:

o

Show | 100 v | entries

ProjectTest (te001)

SSN P1 apple, C Center for Employment Training Test with no SSN info 65153 App Details Critique Period Closed

pcID All Attachments

3. Directed to a blank page with no committees. In this case, contact the grant maker to see if they
made assignments using another account. If they confirm that’s what happened, see the
instructions above.

Mylnks~ | Help~

No results. You are not currently assigned to a review commilttee.

Rachel Test has not assigned you any applications to review.

Please contact Rachel Test for additional information

You can verify your profile information by clicking: [V YIRS

I think I completed my critique but I don't seem to be able to submit it.
Why?

Click the “Your Critique” link for the application.
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Abstract App Details Role: Reviewer

RES GRT Resubmission Ferrone, Rachel  Altum Inc. Test1 102566 Ky Pers acts
= Al Attachments Submit Critique

Status: Ready To Submit

Save Respanse
Score: 4 Very Good
Your Critiqus <(fjemmmm
O RES GRT Resubmission Ferrone, Rachel  Altum Inc. Test2 102567 ey Person/ Contacts Abstract App Details P Roke: Faviruwar Other Critiques
pcio All Attachments Status: Not Started
Save Aespanse. Your Critique
| RES GRT Resubmission Ferrone, Rachel  Altum Inc. Test3 102568 Key Person/ Contacts Abstract App Details Mo Resporse [ Role: Reviewer Other Critiques
EC All Attachments Status: Not Started
Save Respanse Your Critique
< >

Below the application information at the top, there is a section called “Submit Your Score/Critique”. If
you have met all criteria, a Submit button shows.

Submit Your Score/Critique:
il QYRR Vour score/critique is ready to submit. You MUST click the "Submit” button to complete the critique process.

Deadline: 4/15/2020 11:53:00 PM ET (300 days)

If you have not, it indicates what is missing. You must provide the missing information before being able
to submit.

‘Submit Your Score/Critique:
bmit

Deadiine: 4/15/2020 11:55:00 PM ET (300 days)

il become active only ater you have completed the required Information below, Once you ave done that, the status of your score/critique will be "Ready to Suberit” and you must dick the Subilt button to make it avaiable ta the Rachel Test. The status

wher you hawe successfully subemitted yaur score critique.

M'SS'”Q You your complated before the be used by the grantmaker. Click here to see missing information. >
Information

I submitted my critique but I need to make changes. Can I do this?
It depends on if the grant maker allows reviewers to submit revisions. If the grant maker allows a

reviewer to make revisions, you can continue to make changes and save them after your initial critique
submission.
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Submit Your Score/Critique:

This is an example of what a
critiqgue form may look like
Your critigue form may
appear very different or be
an uploaded file instead

Download Reviewer Template{s):

Critique Text:

“Critique Upload:

: 4/15/2020 11:59:00 PM ET (300 days)

You must SUBMIT your completed score/eritique before the information can be used by the grantmaker. Click here to see missing information.

Select Score ~
R " selectscore  |w
“Please explain the significance of this project

e T selectscors v
*Approach

Remaining: 15000 out of 15000 characters
Response must be between 1 and 15000 characters {including spaces).

Browse... | Nofile selected.
Mo Critique Uploaded
{Browse to select file, you may revise and resave until you "submit” your critique.)
Acceptable Critique Formats: Adobe Acrobat [ pdf]

f” and you must click the Submit button to

e it avaitable to the Rachel Test. The status

If you cannot make changes, your critique will show as read-only after you have submitted it. Please
contact the grant maker and they can unlock the critique for you to make edits.

There is an application that is listed as a conflict but it isn't an actual
conflict for me. Can I change this?

You must contact the grant maker to have them remove the conflict.

I shouldn't be a reviewer for a particular application because of a

conflict. How do I remove it from my assignments?

Check the box in the “Conflict” column and click the Remove Conflicts button.
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Select Another Committee:

second Committee Test (Testoz) - n

— [T 0 oo tschments o A ppctons 1 o theses | vt o coune s ] show sy

Show 100 | |entries Search:
e oA 4] festmisen m S e mm — M i
RES GAT Ferrone, Rachel | Altum Inc. Testing 123 s7166 abstract App Details Role: Reviewer Other Critiques
pchy Al Attachments Stale: Tuberdtied
Score: 7 Fair

Your Critique

O RES GAT Ferrone, Rachel Altun inc. Fes Grt 101535 Abstract App Details Hole: Reviewer Other Critiques
e PR Status: ot Started
Your Critique
O SFARL-Pilot Ferrone, Rachel  Altum nc. tasting 246 97183 Abstract App Details Role: Reviewer Other Critiques
1o Al Attachments Status: Submitied

Score: 1 Exczptional
Your Critique

How can I see other reviewer's critiques?

It is up to the grant maker to decide if you can see other critiques. However, even if the grant maker
allows it, you are NOT able to see a co-reviewer’s critique until you submit your own.

There are several ways to see if you can access other critiques for an application:

1. Click the “Other Critiques” link. If the grant maker allows you to see other critiques, they show
at the top. The grant maker may or may not reveal the other reviewers’ names.

nmﬂmmm e b m_

2.

R e sis110 astract | AppDetais Role:Redewer 1 mem— Other Citques
pemR A attachments | Stalus: Submitted WoResporse |
Your crgue sove vt
ek
Applicant: e, aisueya! [American University of Centrol Asis) PN 1BUDDET
vorE: 0 Response ~| e
Commitee critiues: Committze voting Results:
Scores ek for critique) Percentle: aaton: 000  siandard
com Al
Com All committee -
Print sl Gommittee GtgUES 35 DOG
Votod -
Durss, & faviewer 1 Mo Scoring & oter seore
duniter 5 Reviewer 1 ok § s
Festone, K Reverer 1 wosconng & Fenan, R e scaring
dunbar 5 averyGood
Not vited -
ana tast |
Mergenceount, T
Conflicts »
ountar, 5
Rachlest Committes «
Not voted -
Fenane, R impossie, M
max,m Meatitor, 0
o8 Tesung, 0

If you are on the page where you submitted your own critique, scroll down to the “Other
Reviewers Critiques”. If the grant maker allows you to see other critiques, they show at the top.
The grant maker may or may not reveal the other reviewers’ names.
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Myunks+ | Help~

4= Back

Last saved: 12/20/2018 2:35:17 PM Status: Submitted

Score/Critique Details For Reviewer: (12934)
Type/Competition
Applicant
Institution
Appa

Click here for more details

Critique Details

Questions:

Download Reviewer Template(s]:
“Critique Uplaad:
Critique Text;

Overall Score

Other Reviewers Critiques:

Reviewer(12922)

Reviewer(12941)

Rachel Edit LOI
Rachel Ferrone
Altum inc.

101073

*Question 1 *0.00

*Please explain the significance of this project

“Question 2 000

*Approach

& template

& critique File

Critique Details

Testol s Score: 2.50

Testo1

otails  Score: 8 Marginal

Critique File

& critique File

3. If the grant maker allows the use of a threaded discussion to communicate with other
reviewers, click the link in the “Discuss” column (e.g. %, %). Note — The link in the “Discuss”
column will be in the form X/Y where X is the number of participating reviewers and Y is the
total number of posts.

If the grant maker allows you to see other critiques, they show at the top. The grant maker may
or may not reveal the other reviewers’ names. Additionally, you can post comments on this

page.

43 |Page



() proposalcentral

Other Critiques

97182 Abstract App Details Role: Reviewer
s mitted
Score: 2 Outstanding.

our Critique.

Ferrone, Rachel Altum inc. Testing 456

pEID All Attachments

O Test Ferrone, Rachel Altum inc. Rachel Edit LOI 10107 Abstract App Details Role: Raviawer a0 Other Critiques
pei Al Attachments Status: Subminad
s¢ .
Committee Critiques: Committee Voting Results:
e R Percentile:  Masimum Score Variation: 650  Standard Deviation: 350
Testo1 Committee «
Voted~
12022 Reviewer 250 Score
250
12934 Reviewer oor &
12941 Reviewer 8 Marginal & s
5.00
7o add to the discussion simply enter your comments below and press this button,
Post & Reviewe: Date/Time Discussion
2 12081 4/5/2019 2:11:52PM more discussion

Testo1 Reviewer

Can I see my reviews from last year's committee?

It depends if the grant maker has left last year’s committee active or if it has been archived. If it’s
archived, you are not able to see critiques from prior years. If the old committee is still active, you can
select the old committee from the drop-down menu at the top and click the Go button. Click the “Other
Critiques” link for an application to see the submitted critique. Please note that this only works if the
grant maker allowed you to see other reviewers’ critiques in the old committee.

Assigned Appl| Al

List Of Assigned Applications For: ProjectTest

Select Another Committee: ProjectTest (te001) - «
AAC (Auto Accept Committee)
)

Spring 2019 Test (New19)
Shaw | 100 v | entries Summer 2019 Test (viewall) Search:
Project Title
0 SSNP1 apple, € Center for Employment Training Test with no SSN info 65153 App Details Critique Period Closed
mel All Attachments

My co-reviewer posted a comment about an application. How do I access
and comment?

First, if the comment is for an application you are also assigned to, you are NOT able to see a co-
reviewer’s comment until you submit your critique.

Second, there are several ways to see if you can access the threaded discussion for an application:
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1. Click the link in the “Discuss” column (e.g. %, %). Note — The link in the “Discuss” column is in
the form X/Y where X is the number of participating reviewers and Y is the total number of

posts. If the grant maker allows you to see other critiques, they show at the top. Additionally,
you can review and post comments on this page.

Program Abbr

] Test

¢ Resubmission

GMADp ID App Detaits

Farane, Rachel Alcam tnc. Testing 436 s7182 Abstract AppDetals Foles Reviewer ol other Crnques
o Allsttachments Status: Submittect
Seore: 2 Ouistanding
our Criogue:
N Test Femrone, Hachel Altum nc. Rache Edit LOI 101073 Abstrac App Details Other Crrtiqu
o Al Attachments
Committee Critiques:
Reviewer Role Scores [click for aritique) Percontile:  Maximum Score Varistion: 6.50  Standard Deviation: .50
Testor

Testol Committee «
ittee Critiques as DOC

Voted~
12822 Reviewer Score
1294 Reviewer amor & -
1301 Reviewer awargnal & a0
sm

Add New Message

To add to the discussion simply enter your comments below and press this button.

2 12941
Test01 Reviewer

a/5/2019 4:11:52 P more discussion

Click the Other Critiques link. If the grant maker allows you to see other critiques, they show at
the top. Additionally, you can review and post comments on this page.

[ | T | e | e
[

Leudoe:

e M i ﬂ S ; m |
e el

I simarya! | American Universty of Contral  For Abatract s abntract

apa betais

e et v

All Aachments | S
Your trtius l e

sk

Apicant: e, alswaryal (American R versity f Central iz}

Commities Crtsques:

PN 1RUBDFT

o o Resparse -

‘Commmitiee Voting Resuts:

Comall
Prnt s Committea Critkues s 0OC
Dunbac © Revisuse 1

duntar, s

Fermone, i Peviever 1

Percentlle: 3 Miasimun Score Varation: 000 Standved Deviation: 0.00

Com AN Commites -

Voled -
Vater seare
a5 Mo Scaring
Fermon B Mo Serne
durbar 5 ey Gaod
Nt Vtod.
s st

Dunean 5
aciTest Committce:

N vated -
erron npossitie,
s e
o ® e n
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Score/Critique Details For Reviewer: (12934)

Type/Competition Rachel Edit LOI
Applicant Rachel Ferrone

Institution Altum Inc.

App# 101073

Click here for more details >
Critique Details

Questions: *Question 1 *0.00

*Please explain the significance of this project

*Question 2 0,00
*Approach

Download Reviewer Template(s): & template

*Critique Uplaad: & Gritique File

Critique Text:

Overall Score 3 Poor

Other Reviewers Critiques:

View Critique Details Score: 2.50

Reviewer{12922) Test0l —

Reviewer(12941) Testot View Critique Detais Score: 8 Marginal & citique File

I have logged in to complete my critiques, but I only see assignments
from another committee. How do I access the current committee
assignments?

Select the current committee from the drop-down menu at the top and click the Go button.

Assigned All

List Of Assigned Applications For: ProjectTest

Sk Antho Commitess |t o /.

AAC (Auto Accept Committee)

o
Spring 2019 Test (New19)
Show | 100 ¥ | entries Summer 2019 Test (viewall) Search:

GM App ID

SSN P1 apple, € Center for Employment Training Test with no SSN info 65153 App Details Critique Period Closed

pCcID All Attachments

If you do not see the current committee in the drop-down list, it’s possible that the grant maker made
assignments this year using a different account for you. Contact the grant maker to find out the e-mail
address associated with the assignments. If it was a different e-mail address, there are two options:

1. Combine the two accounts. Go to the “I think | have multiple accounts on ProposalCentral. Can
they be combined” section for more information on how to do this.

46 |Page



@ proposalcentral

2. Login using the account associated with the assignments. 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:

a. Have access to the e-mail, you can 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.

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

I submitted an application and was notified that I was not funded. Can I
find out why?

Please see the section “How do | access the critique information for an awar/application” section of this
FAQ. If you find that this information is not available after following those steps, please contact the
foundation directly.

How do I access the critique information for an award/application?
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 blue 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
Deadlines displayed in
U.S. Eastern Time

show[25_v|entries Proposal Status:  All v search:

4| Grant Maker

90003 title Cystic Fibrosis Foundation Impact Grants Chernyakoy, Stefanie  Submitted 3/31/2017 2:24:07
2Y

69937 This is a second test International Anesthesia Researcl h 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
LOK: LOI Bypass Stefani LOI: Approved 10:35:45 AM
LOI: Ch ), LOI: 8/28/2018
Stefanie 10:25:41 AM

71951 Application 1 to be submitted SPC Foundation SPC Test Proposal 2014 Chernyakov, Stefanie _ Submitted 4/8/2014 12:12:45
PM

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:
Title:
Program:

Institution:

app:

View Review Information

Committee: Second Committee Test
Summary Statement
Mo Admin Summary has been entered.

Goodfellow, Robin

instituion archived test

Rachel Edit Welch Research Grants
Instituite twillarchive

102023
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Post Award

I need to upload a Progress Report to a PI's record but when Ilog in to
ProposalCentral, I do not see the award. Why?

You must have access to the grant with either “Edit” or “Administrator” permissions in order to upload a
report. The Pl provides 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 the Award Identifier or Title link next to the
appropriate grant.

3. Clicking the Contacts Tab and adding your e-mail address twice and clicking the Add Award
Contact button.

m Award Details Deliverables Budget Contacts Payments Correspondence Abstracts - Keywords Research Subjects Outcomes
Grantee Ferrane, 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 e
Paid $62,500.00 %
Spent 50.00 o
Proposal ID 96922 (pC ID)

Hints & Tips for Access Permissions: &

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

Show[50 | entries Search:
Auto Natify 4 Cantact Type 4 ole N 4 ¢ Permissions
Rachel E. Ferrone 2] Pl rachel ferrone@altum.com 555-555-5555 Administrator
x O Robin Goodfellow Institution Contact administrator rgoodfellow@example.com TIT-IITIT Administrator ~ |
Previot 1 Ne)
Add Award Contact
Entar E-Mail Addrass

Confirm E-Mail Addrass —_—rs — ]
—

4. Selecting the 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.
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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 O
Contact Type/ Role
Type

Institution Contact ~

* Role

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:

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

e Edit: Can view 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.

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  |entries

Auto Notify

L] Robin Goodfellow Institution Contact administrator rgoodfellow@example.com

Showing 1 to 2 of 2 entries

ez —

After the Pl has added your access, you can access their award by:

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

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

3. Clicking 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 successfully uploaded a file, you see Replace (rerlace), View (R), and Delete (@) icons for the item.
Please note that the “Edit Status” column pertains to the grant maker marking a deliverable as “Final”.
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Due Date

Deliverable Type ] Type Description ¢ Deliverable Description Date Submitted/User ] View &  Delete # Edit Status ]

07/01/2018

01/01/2019

07/01/2019
07/01/2018

08/01/2019
01/01/2020

07/01/2020
07/01/2020

07/01/2020

Awardee Photograph Please upload a recent 3
photograph

Annual Financial Status Report  Please download the associated £ 3
template and upload it back into
your schedule.

Progress Repart Progress Report (E4
Annual Financial Status Report  Please download the associated £ 3
template and upload it back into
your schedule.
Progress Report Progress Report 4
Annual Financial Status Report Please download the associated  Please download the associated template 06/20/2019 E3 Q Tl
template and upload it back into  and upload it back into your schedule. (Ferrone, Rachel) Replace
your schedule.
Progress Report Progress Report (E4

Annual Financial Status Report Please download the associated F 3
template and upload it back into
your schedule.

Final Progress Report please upload a final report &

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 Pl 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:

Go to https://proposalcentral.com/ and login under the “Application Login” section.
Click the Professional Profile tab and then the “Enable other users to access your profile” link in
the gray menu on the left.
Add the e-mail address of the person who should have access to your profile and click the Add
User button.
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:
e View: View only. Cannot change any details and therefore cannot update Publications
and Other Support.
e 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.
e 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.
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Home  Proposals  Awards Profile Profile  Grant Opportunities ‘ pCdrive

LOTPM  Other Profiles  Add Profile  Combi lg Profiles Update Profile from ORCID Su
Contents of Professional Profile m Name: Kroth, Brianna  Email: brianna.kroth@altum.com I ——
Click folders below to navigate to other parts of the
profile.

coen | <ermen |

© contact Information
Delete Name E-Mail Address Edit Permissions:
Altum Inc . oot N ot
Delete ianna Kroth rianna.kroth@altum.com adeninistrator .
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.

© Fersonal Data far Applications

© sioskench

For more information on adding Other Support please visit:
https://docs.proposalcentral.com/HowToAddOtherSupport.pdf

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 Pl on a grant, you must contact the grant maker. They can provide you with information
about how they handle change of Pl 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.

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.
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4. Clicking the Send Correspondence to Admin button.

1

m Award Details  Deliverables  Budget  Contacts  Payments  Correspondence  Abstracts-Keywords  ResearchSubjects  Outcomes
Grantee Ferrone, Rachel Award ID 96922
Institution Pretend Harvard Program New Idea Award (w/L0I)
Award Amount $500.000.00 Project Title Sample Award Record
Award Start - Award End 07/01/2018 - 07/01/2020 L e
Paid $62,500.00 1%
$0.00 '
Ap—

Search

No carrespandence available

Showing 1 to 1 of 1 entries Previous 1 Next

5. Onthe 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).
Send Message
Tor Wsclect an Administrator
O Binny Rogers.
D Robin Goodfellow
O Aswathy test1 Tester

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:

Send Message
[“lassigned Administrator(s) [ _show additional Administrator(s)

Te: Wsciec all Administrator

D Robin Goodfellow

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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From Email:

High Priority:
Subject:

Message:

Attachment:ig)

From Display Name:

Rachel Ferrone
rachel ferrone@altum.com

All e-mails will be from the pesupport@altum.com but will have your name, e.g. 'lohn Smith <pcsupport@altum.coms".
The e-mail address entered above will be used when the recipient replies to your e-mail

O

© Drag & drop your file to upload, or click here to browse.
You can upload up to 5 file(s) at a time, and a total of 8MB.

Clear

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 Pl gave you “View” level access instead of either “Edit” or “Administrator”
permissions. Only users with “Edit” or “Administrator” permissions can upload a report. The Pl can
change your access level by:

vk wnN R

Going to https://proposalcentral.com/ and logging in under the “Application Login” section.
Clicking the red awards tab.

Clicking either the Identifier number or Award Title links next to the appropriate grant.

Clicking the Contacts Tab.

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.

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 Pl granted you access to the award, you can access it by:
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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 Pl 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 Pl corrects/confirms:

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

Click the Awards tab.

Click either the Identifier number or Award Title links next to the appropriate grant.

Click the Contacts & Users Access link.

Review the table showing the users who have access. IF your name IS included, see aand 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.

Hints & Tips for Access Permissions: &

oukwnN

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

e 2 e Pl Pl rachel ferrone@altum.com 555-555-5555 Administrator

x | Robin Goodfellow Institution Contact administrator rgoodfellow@example.com T Administrator | v

Edit
Showing 1 to 2 of 2 entries Prev

£ —

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:

i. Combine the two accounts. Go to the “I think | 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:
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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.

7. 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.

m Award Details Deliverables Budget Contacts Payments Correspondence Abstracts - Keywords Research Subjects Outcomes
Grantee Ferrane, 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 e
Paid $62,500.00 %
Spent 50.00 o
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 issions should be set as

Show |50 v |entries Search:

Auto Notify Contact Type

$ Permissions &
Rachel E. Ferrone 2] Pl rachel ferrone@altum.com 555-555-5555 Administrator
x D Robin Goodfellow Institution Contact administrator rgoedfellow@example.com -1 Administrator |

Showing 1 to 2 of 2 entries Previous 1 Next

Save Changes

Add Award Contact

Enter E-Mail Addrass
Confirm E-Mail Address —

Add Award Contact IS

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.

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.

# Back To Award Contacts

Auto Notifications O
Contact Type/ Role

Tvpe Institution Contact =

* Role —
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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:

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

e Edit: Can view 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.

Hints & Tips for Access Permissions: &

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

Show[50  + |entries

Search

Auto Notify

E-Mail

Rachel E. Ferrone Pl L

x O Robin Goodfellow Institution Contact administratar rgoodfellow@example.com TII-TTITIIT ~

' Administrator
Previa
No Access

Showing 1to 2 of 2 entries

View

Save Changes

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.

Create New Proposal

Show entries

Deadlines displayed in
U, Eastemn Time

Home Pn?sals Awards  Professional Profile Institution Profile  Grant Opportunities i pCdrive

Proposal Status: | Awarded v Search: | Awsrges

Date (EST)
86966 Proposal: Test #2 for Post Award American Lung Assoclation Alrways Clinical Research Center [ACRC) Award LOI Proposal: Huddleston,  Proposal: Awarded  Proposal: 7/29/2016
Lor: Alex LOI: Approved 8:42:21 AM
LOI: Huddlestan, Alex LOI: 7/29/2016
9:21:22 AM

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

Home  Proposals  Awards  F Profile Profile  Grant Opportunities g pCdrive

Show 25  entries Award Status:  Active | Search: Active
To access your propesal, navigate to the Proposal tab and filter by "All"

Identifier

*
Program Investigator Amount

77686 ‘ How to achieve double rainbow happinessona 1 Rockville RRMS Demo Givens, Raylan Awarded, Active $350,000.00 7/1/2017 3/31/2019

daily basis Roadies Application #5
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This opens the award record where you will see a link for Deliverables.

m Award Details Deliverables Budget Contacts Payments Comrespondence Abstracts - Keywords Research Subjects Outcomes
Grantee Ferrone, Rachel Award ID 97166
Institution Altum Inc. Program
Award Amount $0.00 Project Title Testing 123
Award Start - Award End 06/30/2019 - 06/29/2020 [
Paid $0.00 [

Spent $0.00 L3

Grant Maker Rachel Test

Cycle 2018
Proposal Status Pre Award
Award Status Active
Total Awarded $0.00
Total Expenditures 50.00
Prior Project Title Testing 123

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. Ifthereis a “Final” in the “Edit Status” column then the grant maker has reviewed it.

Deliverable Type L] L] Deliverable Description ] Date Submitted/User

12/01/2018 Financial Report Financial Report 12/18/2018 [} — Final
(Period 1) (Ferrone, Rachel)
12/01/2018 Publications and Other Support
12/18/2018 Progress Report 02/04/2019 £ Q @}
(Ferrane, Rachel) Replace

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.

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

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. Pls grant access by:
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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.

m Award Details Deliverables Budget Contacts Payments Correspondence Abstracts - Keywords Research Subjects Outcomes
Grantee Ferrane, 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 e
Paid $62,500.00 %
Spent 50.00 o
Proposal ID 96922 (pC ID)

Hints & Tips for Access Permissions: &

To add contact{s) to the auto notified e-maillist, the Auto Notify check-box should be selected and Permissions should be set as
Show|[50 | entries Search:
Auto Notify Contact Type ¢ Permissions ~ #
Rachel E. Ferrone Pl Pl rachel ferrone@altum.com 555-555-5555 Administrator
x ] Robin Goodfellow Institution Contact administrator rgoodfellow@example.com TIT-ITITITT Administrator ~ |
Showing 1o 2 of 2 entries Previous | 1 | Next

Save Changes

Add Award Contact

Enter E-Mail Addrass
Confirm E-Mail Address —

Add Award Contact IS

4. 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 O
Contact Type/ Role

Tvpe Institution Contact =

* Role h

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:
e View: View only. Cannot change any details.
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e Edit: Can view 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.

Hints & Tips for Access Permissions: &

Tu add contact(s) to the auto notified e-mail list, the Auto Notify check-box should be selected and ions should be set a:

Show[50  + |entries

Search

Auto Notify Contact Type Permissions  #
Rachel E. Ferrone P Pl rachel ferrone @altum.com 555-555-5555 Administrator
x |: Robin Goodfellow Institution Contact administrator rgoodfellow@example.com Tr-1T-7777 Administrator | ~

' Administrator
Previa
No Access

View
= —

Showing 1to 2 of 2 entries

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.

AwardDetails  Deliverables ~ Budget  Contacts  Payments  Comespondence  Abstracts-Keywords  ResearchSublects  Outcomes
Grantee Ferrone, Rachel Award ID 618145
Institution West Virginia Uniuazsit Brosram 1 udaa: Dagails Page All Flelds
Award Amount $8,500,000.00| @ Mozilla Firefox - O X
Award Start - Award End 3n209-42  GF @ B m @9 =
Paid $7,777.56 =N
Spant $133,500.00 Add & Upload Deliverable

Award Deliverables

Deliverable Type

Select Deliverable Type -
Show 50 |entries Deliverable Type Description Search:
Due Date Deliverable Type Deliverable Description View &  Delete # Edit Status s
12/01/2018 Financial Report eaningful descrigbion for thes deliverable Q Final
(Period 1)
12/01/2018 Publications and Other Support Upload File Browse... | No file selected 3
12/18/2018 Progress Report £ Q W
o =hplace
01/01/2019 Signed Grant Agreement Grant Agreement with Signatures E3
01/01/2019 Questions and Other Support 12/11/2018 Q
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TIP: To access comprehensive instructions for grantees posted on ProposalCentral here.

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 Pl provided “Edit” level access instead of “Administrator”. The Pl 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. Clicking 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” link and then the “Send Correspondence To
Admin” link.)

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.
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m Award Details Deliverables Budget Contacts Payments. Correspondence Abstracts - Keywords Research Subjects Outcomes.
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 e
Paid $62,500.00 1%
Spent $0.00 %
Propasal ID 96922 (pC ID)

Hints & Tips for Access Permissions: &

To add contact(s) to the auta notified e-mail list, the Auto Notify check-bax shauld be selected and Permissions should be set as
Show |50~ | entries Search:
Auto Notify Contact Type L] Permissions &
Rachel E. Ferrone Pl Pl rachel ferrone @altum.com 555-555-5555 Administrator
x O Robin Goodfellow Institution Contact administrator rgoodfellow@example.com TI7-77I-TITT Administrator ~ |
Showing 110 2 of 2 entries Previous | 1 | Next

Save Changes

Add Award Contact

Enter E-Mail Address
Confirm E-Mail Addrass —

Add Award Contact IR TR

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.

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.

# Back To Award Contacts

Auto Notifications O
Contact Type/ Role

Type Institution Contact ~

* Role h

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:

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

e Edit: Can view 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: &

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

Show |50~ |entries Search:
Auto Notify lame L Contact Type & ol L ] L Permissions  #
Rachel E. Ferrone Pl P rachel.ferrone@altum.com 555-555-5555 Administrator ~
x (| Robin Goodfellow Institution Contact administrator rgoodfellow@example.com TII-TT1TTTT ~
> Administrator
Edit
Showing 1 to 2 of 2 entries Previa
cess

View

e —

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.

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”.

N

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. 1 Click here to Create or Connect your ORCID iD
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Award Details Budget Contacts Payments Correspondence Abstracts - Keywords Research Subjects Outcomes Outputs
Grantee Givens, Raylan Award 1D 107988
Institution University of Alabama at Birmingham Program Young Investigator
Award Amount $10,000.00 Project Title Test Application Awarded to Raylan
Award Start - Award End 5/1/2020 - 4/30/2021 e
Expenditures $0.00 %
Paid (Less Refunds) $0.00 o
Expenditures Less Paid $0.00 %

Award Deliverables

12/17/2020 Progress Report Test Raylan Progress Report test of 12/16/2020 Q Submitted
12:00 AM Givens(PI) (Nzabanita, Davis)

12/24/2020 ORCID Authorization Raylan Please Authorize the Due
12:00 PM Givens(Pl) American Heart

Association to add
funding records to your
ORCiD profile

ORCiD Authorization - Please Authorize the American Heart Association to add funding records to your ORCID profile

Submit to Grant Maker As Final

ORCID Authorization

proposalCENTRAL is not authorized to add funding records to the ORCID profi

Submit to Grant Maker As Final
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