Atg

K= Account

S

Register for an NSF Account to Begin Using
FastLane and Research.gov




Register for an NSF Account to Begin Using

FastLane and Research.gov

To submit proposals to the National Science Foundation (NSF) and conduct other award-related activities using NSF systems,
you must have an NSF ID. You may only have one NSF ID. This ID is a unique numerical identifier assigned to users by NSF
through the registration process outlined below. The NSF ID is yours for you to use no matter your affiliation(s) in the future.

Follow the step-by-step process to create a new NSF account.

Step 1: Confirm you do not have an existing NSF account

» Access the NSF ID Lookup page to search for an existing NSF
account.

» If you forgot your password for an established NSF account,
click here to retrieve it. Note that your email address can only be
associated with one NSF account (i.e., only one NSF ID per
person).

* If you do have an existing NSF account and you know your
password, you can edit your account profile information by
selecting the “My Profile” option located on the top right of
Research.gov homepage. Click here for detailed information on
“My Profile” functions.

» If you do not have an existing NSF account, proceed to Step 2.
Step 2: Access the Account Registration page

* Open Research.gov

» Click “Register” located at the top of the screen. (Figure 1)
Step 3: Create a new NSF account

* Input the requested account registration information (Figure 2)

Important Note: Your primary email address will be used for NSF
account notifications including password resets. Please make sure
you have ongoing access to this email account (e.g., a Gmail
address). It is critical that you have continued access to this email
account, even if you were to ever change organizations.

* Check the boxes to confirm you are not a robot and that you are
at least 13 years of age. (Figure 2)

+ Click “Save & Preview”. (Figure 2)

» Verify that your account registration information is correct on the
Preview Account Registration screen and then click “Submit.”
(Figure 3)

*  You will receive an Account Registration Confirmation on the
screen. (Figure 4)

*  Check the primary email account that you just used for two
messages: one containing your new NSF ID and another
containing your temporary password.

+ Click “Sign In” on Research.gov and enter your new NSF |D
and temporary password. (Figure 1)

* Follow the instructions to change your temporary password.
* You have successfully registered for a new NSF account!
Step 4: Add a New Role

* Now that you have an NSF account, you can add roles to your
account profile. Click here for detailed instructions.

Research.cov

¢ ONLINE GRANTS MANAGEMENT
FOR THE NSF COMMUNITY

I Home | Contact | Help | About

Figure 1
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Figure 2

Prefix:

First Name:
Middle Name/Initial:
Last Name:

Suffix:

Alternate Name(s):
Primary Email:
Secondary Email:
ORCID iD:

Phone Number:
Extension:
Gender

Race

Ethnicity

Disability

Preview Account Registration

Review your information for accuracy.

Dr.

John

Doe

Jr

Johnny Doe
johndoe@testemail.com

john@doe.net

(123) 456-7890

2

Do not wish to provide
Do not wish to provide
Do not wish to provide

Do not wish to provide

Edit

Figure 3

Account Registration Confirmation

‘ © Youraccount has been successfuly created

An activation email was sent 1o: Claude7575@1.com

Your NS ID is: 000900873

Activation of the account is required to sign in. To activate your account. please go to your emall to complete the registration process and obtain your temporary password

Figure 4
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Working at Multiple Organizations or Moving to

Another Organization

It is National Science Foundation (NSF) policy that only one NSF account is allowed per user. If you already have an NSF
account, you MAY NOT register for a new NSF account even if you are working at multiple organizations, moving to another
organization, or working as an Unaffiliated Principal Investigator (PI). Instead, you can add roles to your existing NSF account.

You do NOT need a separate NSF account for each
organization you are affiliated with or a new NSF account
when moving to a new organization or working as an
Unaffiliated Pl

You can have multiple organizations associated with your NSF
account, and you can add new roles from different organizations
to your existing NSF account.

= For more information about adding a role from a new
organization or adding the Unaffiliated Principal
Investigator role, click here.

If you are associated with multiple organizations, be sure to
update your designated Primary Organization on the “View My
Roles” page. For more information on changing your Primary
Organization, click here.

If you are leaving an organization, make sure the primary email
address on your NSF account profile is set to an email address
you will continue to have access to after your departure (e.g., a
Gmail address). For more information on editing your NSF
account profile, click here.

Adding a Pl role at a new organization to your existing
NSF account

Click “Sign In” located at the top right of Research.gov page.
Enter your NSF ID and password and click “Sign In”.

Click “My Profile” located at the top right of the screen.

Click “Add New Role” from the left navigation bar.

To request the Investigator role, click the blue “Add
Investigator or Authorized User Role” button located in the
“Prepare Proposals and Manage Awards” box and a five-step
role request wizard will display. (Figure 1)

Select “Yes, prepare and manage proposals with an
organization” and click “Submit”. (Figure 2)

Step 1: Find Organization

Enter the organization’s System for Award Management (SAM)
issued Unique Entity Identifier (UEI) and click “Search” (Figure
3). If you already have an organization-approved role at NSF,
you may select the SAM UEI associated with your existing
organization from the dropdown menu.

Verify the correct organization is displayed and click “Next”.

Note: For more information about the SAM UEIs, please click here
or contact your Sponsored Projects Office (SPO).

Add a New Role

For NSFID 000084867

@ Welcome to the Add a New Role page. Here you can
« Request one or more user roles

For help and more information go to the About Account Management page.

« Register a new organization by clicking on the "Add Organizational Role" button
« Get more information about a role category by clicking on the role details link below each button

Select one to work on proposal and award activities.

Prepare Proposals and Manage

Add and Manage Organizations

Awards
Principal Investigator (P1) / co-Principal Investigator (co-P1), (Admin), o
P Other User (AOR) Projects Officer (SPO),
(0AU) View Only User
Add Investigator or Authorized User Role Add Organizational Role

@ Plico-Pl and OAU role details
Manage Financials in Award Cash
Management Service (ACMS$)

Awardee Preparer, Awardee Certifier, Awardee Financia
Representative

Add Financial Role

© Financial role details

@ Organizational role details

Register as a Graduate Research
Fellowship Program (GRFP) Official

Coordinating Official (CO), Alternate Coordinating Official
(Al CO), Financial Official (FO)

Add GRFP Official Role

© GRFP role details

Figure 1

Prepare Proposals x
Would you like to perform these actions as a part of an organization?
Yes, prepare and manage proposals within an organization as an Investlgatorl
Yes, prepare and manage proposals within an organization as an Other Authorized
User
No, prepare and manage proposals independently (e.g. unaffiliated or post-doctoral
fellowship)
Submit Cancel
Figure 2

2. A Information

Find Organization
Enter Uniqus Engy Idaniter (UED) 8 Vst «

Add a New Role to Prepare Proposals and Manage Awards

3 Chaose Role(s) 4 Revew

LB @
_ o=

Figure 3
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Account

Working at Multiple Organizations or Moving to

Another Organization (continued)

Step 2: Add Information

+ Complete the required fields denoted by a red asterisk
(*) and click “Next”. (Figure 4)

Step 3: Choose Role(s)

» The “Principal Investigator” role is pre-selected. Click
“Next”. (Figure 5)

Step 4: Review and Submit

» Review your information for accuracy and click “Submit”.
(Figure 6)

Success

* Your role request is sent to the listed Organizational
Contacts for review and approval. (Figure 7)

* You have successfully submitted a role request!

‘Add a New Role to Prepare Proposals and Manage Awards

Aad Infarmation

The contast infermmation wil be used for 8 Communicatons when perforing in spsroved roies for this crganiaten

- Required

Your Contadt Details
y— - Wiork Email®

[E—— -~

Your Degree Informatian

* Degres Wpe * Degres vear
Your Work Address
Stract Address (Line 2) Department Name
- city - state - Postal Code
Pr—e— =

Cancst e E I

Figure 4
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Helpful Tips

*  Your primary email address is used for notifications about
your NSF account such as password resets.

*  Your work email address is associated with all your roles
at a particular organization. It is used for role request and
approval notifications as well as for proposal and award
related notifications.

* The Degree Information section will be prepopulated if
you already have a Principal Investigator (PI) role at
another organization. If you update this section, the
change will be reflected in your Pl role at all
organizations.

+ By default, the latest Pl role will be set to primary.

Add a New Role to Prepare Proposals and Manage Awards

1. Find Organizafion v 2. Add Information v

Choose Role(s)

You will be registered for the following role: @ What is ts rais?

# Principal Investigator/ co-Principal Investigatar (Plico-PI)

Canes Braviaus. I Next

Figure 5

Add a New Role to Prepare Proposals and Manage Awards

1. Find Organization o 2 Add Information v 3. Choose Rolels) v

Review

Your Gonlact Details

Grganization Name: SUN tbury

SAM Legal Business Nam NDATION FOR THE STATE UNIVERSITY CF NEW YORK. THE
Role: Frincipal Invesligalor igator

Work Email; mjordangnstgov

Work Phone Number: (123 8675509

Your Degree Information
Degree Type: DFNl - Doclor of Philosophy
Degres Year: 2020

Your Work Address
Gountry: Uniled Slales

Streat Address: 1234 Slieet ACGress
Straat Address (Loe 2)
Bepartment Narme:

Gity: siexanaria

state: Galiomia

Pastal Code: 50035

Cancel Previous

Figure 6

Add a New Role to Prepare Proposals and Manage Awards

‘ © Success - your request has been forwarded to the organization contact(s) below. Check the status of this request on the View My Roles page. |

Organization Contact(s) ¢ Organization Contact Type

Carico, lan Adriristrator
BRIGGS, VICTOR B sam poc
HALE-MORRIS, SHIRLEE K sau poC
MORRIS, SHIRLEE K sampoc

Cantinue to My Profile >

‘Add Additional Roles »

Figure 7
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ﬁé&,‘; Account Navigating the Account Management Links

The Account Management system includes pages for Administrators to manage user and organization information and pages
for users to self-manage their roles and profile information. Access these pages and the updated functionality by signing in to
Research.gov and clicking on the “My Profile” link in the top right.

Access the left navigation bar in Account Management R carch.cov =)

ONLINE GRANTS MANAGEMENT

O Open Research! JoV FOR THE NSF COMMUNITY
+ Click “Sign In” located at the top right of the screen. (Figure Figure 1
1)

«  Enter your Primary Email Address or NSF ID and password it TR
and click “Sign In.” (Figure 2)

NSF Account Organization Credentials @ Login.gov Credentials
Primary Email Address of NSF 1D Pick Your Organization

+  Click on “My Profile” located at the top right of the screen. : U LOGIN.GOV
(Figure 3)
= &

Password

Important Note: NSF enabled Login.gov to sign in to

Research.gov in January 2022. Use of Login.gov to sign in to prap—) O et it
Research.gov is optional, and the research community is still able .

to use their NSF Account or their university-issued credentials
through the InCommon integration to sign in to Research.gov. A Figure 2
user who has an NSF account linked to their organizational :

credentials or Login.gov credentials available on the “NSF User Research.Goy | Meesme cautecton ogou o) e covac i | oms
Sign In” page (Figure 2) will also be navigated to the “My N Foni e couminiry
Profile” menu tab after signing in to Research.gov This guide Figure 3
provides instructions for only the “NSF Account” sign in option.

Where do the left navigation bar links take me?

Account Management Link Functionality

My Profile / View/Edit My View and edit your profile, demographic and academic information

Profile

Change Password Change your Research.gov and FastLane password

View My Roles View pending and active roles, and edit organizational contact information
Add a New Role Request a new role from an organization such as a Principal Investigator role.
View My Users You will only see this link if you’re an Administrator of an organization.

Approve and disapprove role requests, add and remove user roles, add and remove users
from your organization, and invite users to create an NSF account so they can join your
organization

About Account Management  Access job aids, instructional videos, and FAQs to guide you through the Account
Management functionality

Proposals, Awards, & Status  Access the FastLane Proposals, Awards, & Status page. This page will open in a new tab.

Research Administration Access the FastLane Research Administration page. This page will open in a new tab.


https://www.login.gov/

kg
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View and Edit My NSF Account Profile
Information




Account View and Edit My NSF Account Profile

Information

Once you have a National Science Foundation (NSF) account, you can view and edit your account profile information at any
time via the View/Edit My Profile page. Follow the step-by-step instructions below to update your account information including
contact information, demographic information, and professional information.

Step 1: Access the View/Edit My Profile page

3 ign In ister | Home | Cont | Help |
eIy Research.cov COere

FOR THE NSF COMMUNITY

* Click “Sign In” located at the top right of the screen. (Figure 1)

Figure 1
»  Enter your Primary Email Address or NSF ID and password and —
click “Sign In”. (Figure 2) B NSF User SIEN 1N corereemesm st s
» Click “My Profile” from the top right of the screen. (Figure 3) e e Svprriestion Gradutioh @ Logngoy Credentials
D LOGIN.GOV
Important Note: You can also access the View/Edit My Profile = -
page by clicking on “View/Edit Profile” located on the left .
navigation bar. (Figure 4) :
_ _
Step 2: Edit your Contact Information R st et
» Click “Edit” at the bottom of the Contact Information tab in the —
My Profile page. (Figure 5) Figure 2

* Enter your updated contact information and click “Save”. - T
(Figure 6) (@ Research.cov

ONLINE GRANTS MAN;GEM!NT
FOR THE NSF COMMUNITY

| Welcome Claude Eiton | Logout (Home)ff My Profile | contact | Help | About

Important Note: If you change your primary email address (i.e.,

the email address used to create your NSF account), NSF will Figure 3
send you a verification email. You must verify the updated
email address within four hours or your account email address My Profile
will revert back to your last verified email address. frasnesenan
M}, P]‘Oﬁle ﬂ;:sﬂ{lﬂ;:l:’:::\::;ﬂgc ;:;‘;;E account. if you need to change your contact infarmation at one of your organizations. you ean

*Required
For NSFID 000071916

Prefix

Select Prefx| W
Contact Information Demographic Information Prafessional Information
* First Name Middiz Name/initial *LastName

Az Steven P Ride
This is your information for your NSF account. If you need to change your contact information at one of your organizations. you can
View M
My Profile da 50 0n the View My Roles page Suffix
Selest Sufi] ¥
Name
View/Edit Profile Simian P Fider Aitarite Nama(s) (vsiname, Maen ham, )
Alternate Name(s)
Change Password Mo Provided
*rimary Email @ (For NSF Ascount Password Recovery)
Primary Email € (For NSF Azcount Fassword Recousry) o
My Roles testenv@testing com SeaEsg
Secandary Email & fary Email &
View My Roles Mone Frovided
Phong Number
Add a New Role {503) 505-3870 Phane Humber Extension
(503 596-3970
My Organizations
View My Users n
Cance!
Quick Links —
Figure 5 Figure 6

About Account Management

F Proposals, Awards & Status

F Research Administration

Figure 4

Helpful Tip

To ensure compliance with NSF’s policy of allowing only one
NSF account per user, you will not be able to save any email
addresses to your account profile that are associated with
another NSF account.




Account View and Edit My NSF Account Profile

Information

Once you have an (NSF) account, you can view and edit your account profile information at any time via the View/Edit My
Profile page. Follow the step-by-step instructions below to update your account information including contact information,

demographic information, and professional information.

Step 3: Edit your Demographic Information

* Click “Edit” at the bottom of the
Demographic Information tab in the My
Profile page. (Figure 7)

*  Enter your updated demographic
information for Gender, Race, Ethnicity and
Disability status and click “Save”. (Figure
8)

Important Notes:

* Submission of the requested
demographic information is required.
Until responses to all demographic
questions are provided, the “Save”
button will be disabled. (Figure 8)

* The “Other” option for Race question will
prompt a free text field for entry. (Figure
8)

My Profile

For NSF ID oooo7i916

graphic Inf ssional Information

Contact Information D

NSF asks for demographic data relsting to gender, sthnicityirace and disability to gauge whather our programs and ather
opportunities in science and technalogy are fairly reaching and bensfiing everyons regardless of demograghic categery; and to
ensure that these in under-represented groups have the same knowledgs of and acsess to programs, meetings, vacanaies, and
cther research and educational opperiuniies s everyone else. For mare information, read why this infarmatian is being requested.

Gender
Male

Racs
White
Ethnicity

Not Hispanic or Latino

Do you have a disability?
No

Figure 7

My Profile

For NSF ID 000071916

Contact Informaton Demographic Information Professional Information

NSF asks for demographic data relating to gender, ethnicity/race and disability to gauge whether our programs and other
spponunties in sience and technology are faily resching and benefiting sveryone regardiess of demographic categary. 3nd o
ensure that thoss in under-represented groups have the same knowledge of and access to programs, meetings, vacancies, and
athar research and aducational opporunitiss 35 sveryens else. For mors information. read why this information is bing raquestad.

*Required

* Gender (Please select on)
@ Male

O Female

© De notwish to provide

*Race [Please seleat all that apply)
Race Definitions

[ American Indian or Alazks Natve

0O Asian

[ Blsck or African American

[ Native Hawaiian or Other Pacific Islander

White

Qther (Please specify)

EE-CEE

* Ethnigity (Please select ane)
O Hispanic or Latine @

® NotHispanic or Latno

© Do not wish to provide

*Do you have a disability? (Please select one)
© What is considered 3 disability?

O Yes

® Mo

O Do not wish to provide

Figure 8



Account View and Edit My NSF Account Profile

Information

Once you have an (NSF) account, you can view and edit your account profile information at any time via the View/Edit My
Profile page. Follow the step-by-step instructions below to update your account information including contact information,
demographic information, and professional information.

Step 4: Edit your Professional Information
My Profile
For NSFID ooo071016
+ Click “Edit” at the bottom of the Professional
Information tab in the My Profile page. (Figure 9) contact infermatien EETE M Frefessional information
+  Enter your updated professional information and click e
“Save”. (Figure 10)
Figure 9
My Profile

For NSFID 000071016

Contact Information Demographic Pr i Information

ORCID iD & 16 digits ie. 1234-1234-1234-1234

“ s

Figure 10




Account View and Edit My NSF Account Profile

Information (continued)

What do | do if | accidentally delete the verification email

sent by NSF? e e
«  Select the “View/Edit My Profile” option. (Refer to Step 1 on T— . —
/ Fro1le
page 9) = % il
*  Within the Contact Information tab in the My Profile page, e : e e
click “Pending Your Verification” located to the right of the e IR e e e
primary email address. (Figure 6) Vot s
Quick Links v Alternate Name(s)
+  Select “Click here to Resend the verification link email.” == s A

# Proposals, Awards & Status testaccount@nsf goll Pering Vour ercsion

(Figure 7) Gi—re o St it
*  Anew verification email will be sent to your pending primary s

email address (i.e., the updated email address entered in Step 2

on Page 9).
Important Note: NSF will send you a verification email. You Figure 6
must verify the updated email address within four hours or your This is your information for your NSF account. If you need to chang

account email address will revert back to your last verified do 5o o

. testaccount@nsf gov is pending verificafion. You
email address.

hawve four hours from the fime the change
occurred to verify this email address. After four
Mr. Ala  hours, the verification link will expire and the last
verified email, gblocki@associates. nsf.gov, wil

N
If the four hours have passed, the resend verification email -

option will not be available and you will need to restart the

process by updating your email address again. (Refer to Step 2 ‘;“T"“ be repopulated as your primary email
rofes!
on page 9) Flick here to Resend the verification link email. |
| 11 | s ———

testaccount@nsf. gov € Pending Your Vesification

How do | change my password?

Figure 7
« Select the “View/Edit My Profile” option. (Refer to Step 1 on
9 Change Password
page ) For Research.gov and FastLane
+ Click “Change Password” located in the left navigation bar.
(Figure 6) G Emeryourlemporary password as received to cnangeyourpasswom
. Enter your current password and then create a new password.
* Update your password and click “Change Password”.
(Figure 8) NSFID
Current Password Your password needs to:
»  Once your password is successfully changed, you will receive a e I e
password change notification on the screen. (Figure 9) Now | asswerd © oid ush speces
© Meet 3 of the 4 rules:
* You have successfully changed your password! Confirm Paseword Atleastone lowercase eter
At least one capital letter
«  Click “Continue to Research.gov” to keep working. (Figure 9) prosriton N SRR

Note: you cannot re-use your last 6 passwords

Crange asowor | cance

Figure 8

Helpful Tip Change Password

For Research.gov and FastLane

Passwords are valid for 365 days before required renewal. ) S

Your password has been successfully changed in Research.gov and FastLane.

In the future, if you need to change your password, click the "My Profile” link on the top right of the page and select "Change Password"

e e

Note: Most FastLane functions can be reached directly from Research gov, without the need to sign in again.

Figure 9
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Register a New Organization

Organizations must be registered with the National Science Foundation (NSF) to submit proposals using NSF’s systems or via
Grants.gov. Before a new organization can register with NSF, it must first be registered in the System for Award Management
(SAM) at https://www.sam.gov and have a Unique Entity Identifier (UEI). Note that completion of the SAM registration process

may take up to two weeks.

Follow the step-by-step process below to register a new organization with NSF.

How do | register a new organization with NSF?

* Open Research.gov
» Click “Sign In” located at the top right of the screen.

»  Enter your Primary Email Address or NSF ID and password and
click “Sign In”.

* Click “My Profile” located at the top right of the screen.
* Click “Add New Role” from the left navigation bar.

» Click “Add Organizational Role” located in the “Add and
Manage Organizations” box. (Figure 1).

* Note: If an organization is new to NSF, you must start
the process by setting yourself up as the Administrator
for the new organization. You must have an NSF
account to start this process. The system will
automatically detect that the organization is new and
will walk you through setting up the organization and
Administrator role.

» Enter your organization’s Unique Entity Identifier (UEI) and click
“Search.” If your organization is not already registered with
NSF, a message will display to confirm that the organization is
not found in NSF systems and you will be able to register the
organization and become the first Administrator. (Figure 2)

* If you need help registering in the System for Award
Management (SAM), go to https://sam.gov

* Note that completion of the SAM registration process
may take up to two weeks.

Add a New Role

For NSFID 000084867

© Welcome to the Add a New Role page. Here you can:
« Request one or more user roles

+ Register a new organization by clicking on the "Add Organizational Role" button
« Get more information about a role category by clicking on the role details link below each button

For help and more information go to the About Account Management page.

Select one to work on proposal and award activities.

Prepare Proposals and Manage

Add and Manage Organizations

Awards
Principal Investigator (P1) / co-Principal Investigator (co-P1), (Admin), o
P Fellowship Other User (AOR), Projects Officer (SPO)
(0AU) View Only User

/Add Investigator or Authorized User Role

© Plico-Pl and OAU role details
Manage Financials in Award Cash
Management Service (ACMS$)

Awardee Preparer, Awardee Certifier, Awardee Financial
Representative

Add Financial Role

O Financial role details

Add Organizational Role

@ Organizational role details
Register as a Graduate Research
Fellowship Program (GRFP) Official

Coordinating Official (CO), Alternate Coordinating Official
(Alt. CO), Financial Official (FO)

Add GRFP Official Role

© GRFP role details

Figure 1

2. Adaintormatn

Add a New Role to Prepare Proposals and Manage Awards

A Organization has no ABmIRIStrator. To become e aminfsiaiol, select (he Nex! bu

& Organization Not Registered: This o
awveany reg ctyour 5

Find Organization
Entar Unigus Entity Identtier (UST) © What s s UEP? @ How can | ad

HGIZCHZAYBAD

e

wip
i

Helpful Tip

If a new organization is registered with NSF without
an Administrator, the first user to request a role will
become the organization’s first Administrator.

Figure 2



https://sam.gov/

Account Register a New Organization (continued)

How do | register a new organization with NSF?

Add a New Role to Add and Manage Organizations

»  Enter your contact information for the Administrator role, add —
your organization’s information, and then click “Next”. I
( F |g ure 3) The Gontac information will bs used for all commuIcations when erorming i approved roles for his oganization

* Required

* Notice the “Administrator” role is pre-selected. Click “Next”.
(Figure 4) - wonensi o

[ — Select Work Email -

* Review your organization’s information for accuracy and click Organization Detas

* Organization Short Name * Organization Type *Time Zone 8

“Submit”. (Figure 5) s =

* Organization Phene Number Organization Fax Number * Organization Email

* The request to register your organization with NSF will be
forwarded via email to your organization’s SAM points of
contact for their information only. The SAM points of contact will = =
not need to approve the request. (Figure 6)

Figure 3

Add a New Role to Add and Manage Organizations

1. Find Organization v 2 Add Information v 3. Ghoose Role(s) } 4 Review

You will be registered for the following role:

# Administrator (Manage Roles)

= e

Figure 4

Add a New Role to Add and Manage Organizations

1. Fng Organczation v 2. 438 Information v 3 Choase Roie(s) v
Review
Organization Name: SUNY College al O Westbury

SAM Legal Business Nams: RESEARCH FOUNDATION FOR THE STATE UNIVERSITY OF NEW YORK, THE

Role(s): Administrator
Werk Email; golockEassoEates nsT gov
Wark Phons Numpar (123 B 75309

— i E

Figure 5

Add a New Role to Add and Manage Organizations

A Only persons with the Authorized Organizational Representafive (AOR) role can submit proposals to NSF on behalf of their organization. This role must be assigned to one of more
persons in your organization before you can finalize a proposal submission. The: AR role is never assigned to any person by default. You can request the AOR role via the Add a
New Role page.

T — |

‘Organization Contact(s) ¢ Organization Contact Type

CHASTEEN, MARK SAMPOC

Continue to My Profile>

Add Additional Roles >
T

Figure 6
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Add a New Role

To work on proposal and award activities on National Science Foundation (NSF) systems, a user must have an organization-
approved role at an organization registered with NSF. To request a role from your organization, you must sign in to
Research.gov and select the “My Profile” link located on the top right of the screen. Select the “Add a New Role” option from
the left navigation bar. After requesting a role, your organization’s Administrator will receive the request electronically to

approve or disapprove it.

Add a New Role

For NSF ID 000084867

© Welcome to the Add a New Role page. Here you can
- Request one or more user roles

« Register a new organization by clicking on the "Add Organizational Role" button
- Get more information about a role category by clicking on the role details link below each button

For help and more information go to the About Account Management page.

Select one to work on proposal and award activities.

Prepare Proposals and Manage
Awards

Principal Investigator (P1) / co-Principal Investigator (co-P!!

)

Postdoctoral Fellowship Other User

(0AU)

Add Investigator or Authorized User Role

Manage Financials in Award Cash
Management Service (ACM$)

Awardee Preparer, Awardee Certifier, Awardee Financial
Representative

Add Financial Role

Add and Manage Organizations

(Admin), ol

Representative (AOR), Sponsored Projects Officer (SPO),

View Only User

/Add Organizational Role

© Organizational role details

Register as a Graduate Research

Fellowship Program (GRFP) Official

Coordinating Official (CO), Alternate Coordinating Official
(Alt. CO), Financial Official (FO)

Add GRFP Official Role

O Financial role details © GRFP role details

Figure 1

Figure 1 shows the four role categories: Investigator, Organizational, Financial, and GRFP Official. Users should click the
appropriate dark blue Add Role button (e.g., Add Investigator or Authorized User Role to request a PI role) to request the
specified role and to proceed with the five-step role wizard. Note that beneath each dark blue Add Role button, there is an
information link (e.g., Pl/co-Pl and OAU role details) which provides additional information about the specific role. The table
below outlines the role request options grouped by category.

Select this “Add Role”
Button

To perform these functions

If you need this role(s)

» Principal Investigator (PI) .
» Co-Principal Investigator (co-Pl) .
+ Unaffiliated Fellowship Principal Investigator

Prepare proposals
Manage awards

Add Investigator or Authorized
User Role

* Administrator * Add a new organization Add Organizational Role
» Sponsored Projects Officer (SPO) » Approve/disapprove roles

+ Authorized Organization Representative (AOR) * Assign user roles

* View Only + Add/remove users

+ Awardee Preparer * Prepare and manage Add Financial Role

financials in Award Cash
Management Service

+ Awardee Certifier
+ Awardee Financial Representative

(ACMS$)
* Graduate Research Fellowship Program (GRFP) + Manage GRFP functions Add GRFP Official Role
Coordinating Official (CO)
* GRFP Alternate Coordinating Official (Alt. CO)
» GRFP Financial Official (FO)
+ Other Authorized User (OAU) + Assist a Pl with proposal Add Investigator or Authorized
preparation User Role
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Role Request Wizard Steps

Add a New Role (continued)

No matter the role you choose to add, the same four-step process is followed.

Step 1: Find Organization

Enter your organization’s Unique Entity Identifier (UEI) and
click “Search” (Figure 2). If you already have an
organization-approved role at NSF, you can use the
dropdown menu to select the UEI associated with your NSF-
registered organization.

Verify the correct organization is displayed in the results
section and click “Next”. (Figure 2)

Note: For more information about SAM UEls , please
click here or contact your Sponsored Projects Office
(SPO).

If your organization is not registered in the System for Award
Management (SAM) go to https.//www.sam.qov. Note that
completion of the SAM registration process may take up to
two weeks.

Step 2: Add Information

Enter your work phone number. Use the dropdown menu to
select a current work email address or add a new work email
address. Then click “Next”. (Figure 3)

Notes:

» If you are requesting a Principal Investigator role, you
will need to enter additional data. Please see the
following job aids for detailed instructions: Add a New
Role — Principal Investigator and Add a New Role —
Unaffiliated Principal Investigator.

» If you are requesting another role at an organization

Add a New Role to Add and Manage Organizations

Find Organization

Enter Unique Entity Identifier (UET) @ Whal & & UEF? @ Haw can | find my UE?

or

Sslect from your Organization and UEI list

Select Organization -

Cancsl

Figure 2

Add a New Role to Add and Manage Organizations

1. Find Organization v 2. Add Information 3. Ghoase Role(s) 4. Review

A Existing role information: You currently have role contact information for the selected organization. Al roles share the same contact information within the same organization.
Please review the information for aceuracy. If you choose to update the contact information, all other roles for this organization il be updated with the new information.

Add Information

i will e used for all

hen performing in approved roles for this organization

* Required

* Work Phone Number *Work Email ©

(202) 1212222 icariolog@mit edu -

Cancal Frevious

Figure 3

where you already have a role, Step 2 of the Role
Request Wizard will be pre-populated with your work
phone number and email.

':‘_'E l Helpful Tips

Each NSF account requires a primary email address and a
work email address.

Your primary email address is used for important
notifications about your NSF account such as password
resets. It is critical that you have continued access to
this email account (e.g., a Gmail address), even if you
change organizations.

Your work email address is associated with all your
roles at a particular organization. This email address
is used for role request and approval notifications as
well as for proposal and award related notifications.



https://sam.gov/content/home

Account Add a New Role (continued)

Step 3: Choose Role(s) Add a New Role to Add and Manage Organizations
» Select a role(s) and click “Next”. (Figure 4) [ =
) Choose Role(s)
Note: Depending on the selected role, please be aware that | s ousreae
some corresponding roles will also be automatically added. e s ot
For example, if you select the Administrator role, the S O e
Sponsored Projects Officer role and the View Only role will

automatically be added to your profile.

Figure 4
Step 4: Review and Submit
. 0 g . . ) Add a New Role to Add and Manage Organizations
* Review your information for accuracy and click “Submit”. (Figure - ‘ |
5) : poiwe ]
Review

Srganastion Nams: SUMY College a1 0% West

AN Logal BUsINgss Nams: | RESEATICH FOUND: £ UNIVERSITY OF NEW YORK, THE

Rolels)
Work Email

Werk Phane umber:

Figure 5
Success
*  Your role request(s) are sent to the Administrators that are in the [adda New Role to Add and Manage Organizations
Organization Contacts list for review and approval (Figure 6). e n e \
* You have successfully submitted your role request(s)! il itabiie] liids

Organization Contact(s)

Organization Contact Type

Endres. Paul Administrator

Sahin-Sarisik, Asii Administrator

CARROLL, MAYLON sam POC

GOCH, ADAM sam POC

LIVADAS. JERRY SAM POC

sowng 15016 |« <prev [ 2 next> >

Continue to My Profile >

‘Add Addiional Roles >

Figure 6

I Helpful Tips

An email will be sent to the work email address you used to
request a role on whether or not your role is approved or
disapproved by your organization. You should reach out to the
Administrator listed as one of the organization contacts,

located on View My Roles page, to follow-up on your role
request.
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Add a New Role - Principal Investigator Pl/Co-PI

To work on proposal and award-related activities on National Science Foundation (NSF) systems, a Principal Investigator (PI)/
co-Principal Investigator (co-Pl) must have the Investigator role at an organization. After requesting a role, your organization’s
Administrator will receive the request electronically to approve or disapprove it. To request a role, you need to sign in to
Research.gov and select the “My Profile” link located on the top right of the screen. Select the “Add a New Role” option from

the left navigation bar.

Access the Add New a Role page

* Torequest the Investigator role, click the blue “Add
Investigator or Authorized User Role” button located in the
“Prepare Proposals and Manage Awards” box and a five-step
role request wizard will display. (Figure 1)

* Select “Yes, prepare and manage proposals with an
organization” and click “Submit”. (Figure 2)

Four-Step Role Wizard
Step 1: Find Organization

* Enter the organization’s Unique Entity Identifier (UEI) and click
“Search” (Figure 3). If you already have an organization-
approved role at NSF you may select the UEI associated with
your existing organization from the dropdown menu.

+ Verify the correct organization is displayed in the results section
and click “Next”.

Note: For more information about SAM UEIs, please click
here or contact your Sponsored Projects Office (SPO).

Add a New Role

For NSFID 000084867

@ Welcome to the Add a New Role page. Here you can
+ Request one or more User roles

For help and more information go to the About Account Management page

« Register a new organization by clicking on the "Add Organizational Role” button
« Get more information about a role category by clicking on the role details link below each button

Prepare Proposals and Manage

Select one to work on proposal and award activities.

Add and Manage Organizations

© Pl/co-Pl and OAU role details
Manage Financials in Award Cash
Management Service (ACMS)

Awardee Preparer, Awardee Certifier, Awardee Financial
Representative

Add Financial Role

© Financial role details

Awards
Principal Investigator (P1) / co-Principal Investigator (co-Pl), (Admin), o
P D Other User (AOR), Projects Officer (SPO),
(OAU) View Only User
Add Investigator or Authorized User Role Add Organizational Role

© Organizational role details

Register as a Graduate Research
Fellowship Program (GRFP) Official

Coordinating Official (CO), Alternate Coordinating Official
(Alt. CO), Financial Official (FO)

Add GRFP Official Role

© GRFP role details

Figure 1

Prepare Proposals

Would you like to perform these actions as a part of an organization?

Yes, prepare and manage proposals within an organization as an Investigator I

Yes, prepare and manage proposals within an organization as an Other Authorized
User

No, prepare and manage proposals independently (e.g. unaffiliated or post-doctoral

fellowship)
Cancel

Figure 2

Add a New Role to Prepare Proposals and Manage Awards

2. A0d Information 3. €noose Roleis) 4 Review

Find Organization

Enter Unique Entity Identiier (UEI) @ Whatis 3 UEI? @ How can | Find

Search Clear

or

Select from your Organization and UEI list

Select Organization -

Figure 3


https://sam.gov/content/home

Account Add a New Role - Principal Investigator Pl/Co-PI

(continued)

Add a New Role to Prepare Proposals and Manage Awards

1. Fing Organization v 2. Add Information 3. Choose Role(s 4 Revew

A Existing role informatio

Piease review the information

Step 2: Add Information

+ Complete the required fields denoted by a red asterisk (*)
and click “Next”. (Figure 4)

Add Information

The contact information wil b used for 3l communications when perfarming in aperoved rokes for this eiganization

* Required

Step 3: Choose Role(s) Ly S

22222 dyen_ai@ban. com -

* The “Principal Investigator” role is pre-selected. Click “Next”. ———
(Figure 5) R— —

A5 - Associate in Science - 2017 -

Your Work Address

Step 4: Review and Submit e e E

» Review your information for accuracy and click “Submit”.
(Figure 6) . —r . ==

- -

Figure 4

Success

* Your role request is sent to the listed Organization Contacts
for review and approval. (Figure 7)

Add a New Role to Prepare Proposals and Manage Awards

’ 4 Raview

1. Find Organization v 2 Add Information v

* You have successfully submitted a role request!

Choose Role(s)
You will be registered for the follawing role: © What s this role?

Principal Investigats’ co-Principal Investigator (Pl/co-P)

Cancel Previsus

Figure 5

Add a New Role to Prepare Proposals and Manage Awards

\‘I"
v/~ | Helpful Ti
elpful Tips

Review

Your Contact Details
Organization Name: SUNY College at Ol Westbury

*  Your work email address is associated with all your roles
at a particular organization. It is used for role request and R g
approval notifications as well as for proposal and award Your egee Iformation
related notifications. ottt
* The Degree Information section will be prepopulated if YWK:«“
you already have a Principal Investigator (PI) role at sresadsrss L)
another organization. If you update this section, the P

Postal Code: 54213

change will be reflected in your Pl role at all

organizations. :
+ By default, the latest Pl role will be set to primary.

Figure 6

Add a New Role to Prepare Proposals and Manage Awards

Figure 7
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Add a New Role — Unaffiliated / Postdoctoral
Fellowship Principal Investigator

To work on proposal and award-related activities on National Science Foundation (NSF) systems, you must have an
Investigator role even if you are working independently and are not affiliated with an organization. To request an Investigator
role, you need to sign in to Research.gov and select the “My Profile” link located on the top right of the screen. Then select the

“Add a New Role” option from the left navigation bar.

Access the Add a New Role page

» Torequest the Investigator role, click the blue “Add
Investigator or Authorized User Role” button located in the
“Prepare Proposals and Manage Awards” box and a three-step
process will display. (Figure 1)

+ Select “No, prepare and manage proposals independently
(e.g. Unaffiliated or post-doctoral fellowship)” and click
“Submit”. (Figure 2)

Three-Step Process
Step 1: Add Information

* Input data into all required fields that have a red asterisk (*) and
click “Next”. (Figure 3)

ily
e

Helpful Tips

* The third option in the “Prepare Proposals and Manage
Awards” modal box (Figure 2) is disabled if you already
have an Unaffiliated Pl role. To view your current
Unaffiliated PI role information, click on “View My Roles”
and refer to the Active Roles table.

*  Your work email address is associated with all your roles
at a particular organization. It is used for role request and
approval notifications as well as for proposal and award
related notifications.

» The Degree Information section will be prepopulated if
you already have a Principal Investigator (PI) role at any
other organization. If you update this section, the change
will be reflected in your PI role at all organizations.

+ By default, the latest Pl role will be set to primary.

Add a New Role

For NSFID 000084867

@ Welcome to the Add a New Role page. Here you can
+ Request one or more User roles

« Register a new organization by clicking on the "Add Organizational Role" button
« Get more information about a role category by clicking on the role details link below each button

For help and more information go to the About Account Management page

Select one to work on proposal and award activities.

Prepare Proposals and Manage
Awards

Add and Manage Organizations

Principal Investigator (P1) / co-Principal Investigator (co-P1), (Admin) o
P p Other User (AOR), Projects Officer (SPO),
(0AU) View Only User
Add Investigator or Authorized User Role Add Organizational Role

@ Plico-Pl and OAU role details
Manage Financials in Award Cash
Management Service (ACMS)

Awardee Preparer, Awardee Certifier, Awardee Financial
Representative

Add Financial Role

© Financial role details

© Organizational role details

Register as a Graduate Research
Fellowship Program (GRFP) Official

Coordinating Official (CO), Alternate Coordinating Official
(Al CO), Financial Official (FO)

Add GRFP Official Role

© GRFP role details

Figure 1

Prepare Proposals

x

Would you like to perform these actions as a part of an organization?

Yes, prepare and manage proposals within an organization as an Investigator

Yes, prepare and manage proposals within an organization as an Other Authorized

User

No, prepare and manage proposals independently (€.9. unaffiliated or post-doctoral

fellowship)
Cancel
Figure 2
Unaffiliated PI
- Required
YYour Contact Details
* Work Phone Number * Work Email ©
Select one
Your Degree Information
~begree ype ~egree Year
Select one - Selectvear | v
‘Your Work Address
* Country * Time Zone @
Setect one - Selectone ¥
 street Adaress Street Address (Line 2)
ity - state postal Code
Select state
Cancel Next
Figure 3




Account Add a New Role — Unaffiliated / Postdoctoral

Fellowship Principal Investigator (continued)

Ste p 2 . ReVieW Unaftiliated PI

* Review your information for accuracy and click “Submit”.
(Figure 4) ot o e

‘Your Contact Details
Work Phone Number: 2342425555
Work Email: Claude7575@1.com

Your Degree Information
Degree Type: Bachelor of Agrculture
Degree Year: 2000

‘Your Work Address
Country: American Samoa
Time Zol
Street Address: 1

Street Address (Line 2): 2

City: 3
Figure 4
Step 3: Confirmation Unaffiliated P1
. You have SuCCeSSfu”y added the Unafflllated PrInCIpaI © Success! You may now independently prepare proposals or submit post-doctoral fellowship proposals.
Investigator role! (Figure 5)
Figure 5

Helpful Tips

* Registering for an Unaffiliated / Postdoctoral Fellowship
Principal Investigator Role creates an organization in
Research.gov.

*  You will become the Administrator of the newly created
unaffiliated organization; however, other users cannot
request roles or affiliate themselves with the organization
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Account View My Roles - Requested Role(s)

The View My Roles page shows the roles you have requested that are pending approval or disapproval from your organization’s
Administrator as well as your existing approved roles. You may view Organization Contact(s) and edit your organization contact
information by following the step-by-step process below.

Filter Results

Access the View My Roles page

Requested Role(s)

* Open Research.gov e < WorkPhone ¢ Workemai
q Go: ’ q S SUNY Gollege at Old Westbury gblock@associates.nsf.go
+ Click “Sign In” located at the top right of the screen. 0 Von 5AM Loga Business hame v see org o)

»  Enter your Primary Email Address or NSF ID and password and okt —— .
CIiCk “Sign In”. Other Authorized User (OAU) 111712021
. . . Administrator (Admin) 12/06/2021
+ Click “My Profile” located at the top right of the screen.
n A A g re 1
+ Click “View My Roles” from the left navigation bar. Fo
How do | change my organization contact information for | e
a non-Principal Investigator role? s i s
NSF account information is located on My Profile.
* Locate the organization and click “Edit Your Contact Info” in ~hegiired
the “Action” column located on the right side of Requested Role * Work Phone Humber “Work Email @
table (Flgure 1) 8888888888 claude1i@cilaudeil.com b
» Users who have non-Principal Investigator roles will see the
screen depicted in Figure 2 and can edit their work phone
number and work email address. Then click “Save”. (Figure 2) m =
Figure 2

L
i

Helpful Tips

* The Requested Role(s) table depicted in Figure 1 can be
filtered, sorted, and expanded:

»  Filter on any information contained in the table by
typing into the Filter Results box in the upper left
corner.

« Sort data in ascending or descending order by clicking
the arrows located next to the column names.

» Expand and collapse the organization name to display
and hide roles.

»  Each NSF account requires a primary email address and a
work email address. (Figures 2 and 3)

*  Your primary email address is used for important
notifications about your NSF account such as password
resets. It is critical that you have continued access to
this email account (e.g., a Gmail address), even if you
change organizations.

*  Your work email address is associated with all your
roles at a particular organization. This email address
is used for role request and approval notifications as
well as for proposal and award related notifications.




Account View My Roles - Requested Role(s) (continued)

How do | change my organization contact information for [eat x
a Principal Investigator role?

Your contact information for University of Washington
Account information is located on My Profile

* Locate the organization and click “Edit Your Contact Info” in

the “Action” column located on the right side of Requested Role Vo Contact Detils
table. (Figure 1 on previous page) *Work Phone Number * Work Email ©
7039840341 test_user2@tester com -

» Users who have an affiliated Principal Investigator role will see
the screen depicted in Figure 3 and can edit their contact details, Your Degree Information
degree information, and work address. Then click “Save”. * Degree Type * Degree Year

Master of Information Systems v 2008 A d

. . Your Work Ad
Who do | contact at my organization for role request RS

. * Country

questions? United States =
» Locate the organization and click “See Org Contact(s)” in the SieetAdders Strect Addecsa (L = D)

“Action” column located on the right side of Requested Role el b el

table. (Figure 1 on previous page) Department Name
» The Organization Contacts modal box will appear. (Figure 4)

* City * State * Postal Code
herndon Virginia - 20171

o -

Figure 3

Organization Contact(s)

L
1

Helpful Tips

Show 5 hd

showing 1-5 of 34 € <PrEv2 3 4 5 Next> »

» Each NSF account requires a primary email address and a

work emai address. (Figure 2 on previous page & Figure 3)
*  Your primary email address is used for important Debra Galauay Aaministrator
notifications about your NSF account such as Jasmine Gampoel Agminisirator
password resets. It is critical that you have continued Lisa Cantore Administrator
access to this email account (e.g., a Gmail address), ety cno cmetator

even if you change organizations.

Autumn Eck Administrator
* Your work email address is associated with all your
roles at a particular organization. This email

showing 1-5 of 34 € <F‘rEv2 3 4 5 Next> »
—

address is used for role request and approval Figure4
notifications as well as for proposal and award
related notifications.
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View My Roles

Account

— Active Role(s)

The View My Roles page shows the roles you have requested that are pending approval or disapproval from your organization’s
Administrator as well as your existing approved roles. You may view Organization Contact(s) and edit your organization contact
information by following the step-by-step process below. You may set your Primary Organization designation if you have a
Principal Investigator role at an organization or you are a Unaffiliated Principal Investigator.

Access the View My Roles page
* Open Research.gov
+ Click “Sign In” located at the top right of the screen.

*  Enter your Primary Email Address or NSF ID and password and
click “Sign In”.
+ Click “My Profile” located at the top right of the screen.

+ Click “View My Roles” from the left navigation bar.

How do | change my organization contact information for
a non-Principal Investigator role?

* Locate the organization and click “Edit Your Contact Info” in
the “Action” column located on the right side of Requested Role
table. (Figure 1)

» Users who have non-Principal Investigator roles will see the
screen depicted in Figure 2 and can edit their work phone
number and work email address. Then click “Save”. (Figure 2)

Active Role(s)

234-242-5555 Claude7575@1.com

Edit Your Contact Info
See Org Contaci(s

%+ Date Added b4

(Pl Primary Organization)

Role(s)

Unaffiliated Principal Investigator 01/22/2018 Primary Organization €

Figure 1

Edit x

Your information for Florida State University
NSF account information is located on My Profile.
* Required

*Work Phone Number * Work Email @

8888888888 claude1i@cilaudeil.com b

m o

Figure 2

L
i

Helpful Tips

filtered, sorted, and expanded:

corner.

and hide roles.

change organizations.

* The Requested Role(s) table depicted in Figure 1 can be

»  Filter on any information contained in the table by
typing into the Filter Results box in the upper left

« Sort data in ascending or descending order by clicking
the arrows located next to the column names.
» Expand and collapse the organization name to display

»  Each NSF account requires a primary email address and a
work email address. (Figures 2 and 3)

*  Your primary email address is used for important
notifications about your NSF account such as password
resets. It is critical that you have continued access to
this email account (e.g., a Gmail address), even if you

*  Your work email address is associated with all your
roles at a particular organization. This email address
is used for role request and approval notifications as
well as for proposal and award related notifications.




Account View My Roles — Active Role(s) (continued)

How do | change my organization contact information for [eat x
a Principal Investigator role?

Your contact information for University of Washington
Account information is located on My Profile

* Locate the organization and click “Edit” in the “Action” column
located on the right side of Requested Roles table. (Figure 1 on Your Contact Details
preVIOUS page) * Work Phone Number * Work Email ©

7039840341 test_user2@tester. com -

» Users who have an affiliated Principal Investigator role will see
the screen depicted in Figure 3 and can edit their contact details, Your Degree Information

degree information, and work address. Then click “Save”. * Degree Type “ Degree Year
Master of Information Systems v 2008 v
. . Your Work Ad
Who do | contact at my organization for role request i asis
questions? United States =
» Locate the organization and click “See Org Contact(s)” in the " Slieet Address Stectfddess e d)
“Action” column located on the right side of Requested Role photl b gk
table. (Figure 1 on previous page) Department Name
» The Organization Contacts modal box will appear. (Figure 4)
* City * State * Postal Code
herndon Virginia - 20171
Figure 3
./ | Helpful Tips
Organization Contact(s) *

« Each NSF account requires a primary email address and a
work email address. (Figures 2 and 3)

Show 5 hd

showing 1-5 of 34 € <PrEv2 3 4 5 Next> »

*  Your primary email address is used for important
notifications about your NSF account such as Organization Contact(s) Organization Contact Type
password resets. It is critical that you have continued
access to this email account (e.g., a Gmail address),

Debra Callaway Administrator

. . . Jasmine Campbell Administrator
even if you change organizations.
Lisa Cantore Administrator
*  Your work email address is assocnated' with a!l your ety cno U
roles at a particular organization. This email
Autumn Eck Administrator

address is used for role request and approval
notifications as well as for proposal and award snowng 15015 [« rrev [l 2 2 4 5 news »
related notifications.

Figure 4




Account View My Roles — Active Role(s) (continued)

How do | set an organization as my Primary Organization
for proposal submissions?

» Prerequisites: You must have either an approved Principal
Investigator (PI) role with an organization or an Unaffiliated
Principal Investigator role before you can designate a Primary
Organization.

+ If you don’t have a Principal Investigator role and would
like to add one, click here.

* Open the “View My Roles” page and locate the Active Role(s)
table. (Figure 5)

» Locate the organization where you have an approved Pl role that
you would like to set as your Primary Organization. (Figure 5)

» If your roles at the organization are not already expanded, click
on the plus sign next to the organization name to expand the row.
(Figure 5)

* Locate the Principal Investigator role. (Figure 5)

» Select the “Primary Organization” checkbox located to the right
of the Date Added field. (Figure 5)

* Notice the green check mark and “PIl Primary Organization” label
under the organization name. (Figure 5)

* You now have set the organization as the Primary Organization.
The Primary Organization is the default for your proposal
submissions.

Filter Results

Active Role(s)

Organization Name “  Work Phone * Weork Email
© MOHOLLAND TRANSFER, INC. (999) 999-2999 gblock@associates.nsf.go Edit Your Contact Info
© View SAM Legal Business Name v See Org Contact(s)

(Pl Primary Organization)

Role(s) 4 Date Added
Other Authorized User (OAU) 11/29/2021

I Principal Investigator / co-Principal Investigator (PI) I 11/29/2021 I Primary Organization @ I
Administrator (Admin) 11/28/2021

Figure 5

Helpful Tips

* You can only have one Primary Organization.

* Only Pls need to select a Primary Organization.

+ By default, the latest Pl role added to your profile (including
an Unaffiliated PI role) will become the Primary Organization
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Account View My Users — Administrator Dashboard

The View My Users page is a dashboard for the organization Administrator to view the organization’s pending role requests and
manage user tables. Via this dashboard, the Administrator is able to approve or disapprove role requests, add or remove
current user roles, add current NSF users to the organization, invite users to create NSF accounts, and invite current users to
update their profile information.

Access the View My Roles page View My Users
> Open ReSGarCh .gOV @ Welcome to the View My Users page. Here you can:
+ Approve pending role requests
. - . * Manage existing user roles in your organization
» Click “Sign In” located at the top right of the screen. « Add new users [0 your organization
For help and more information go to the About Account Management page

»  Enter your Primary Email Address or NSF ID and password and
click “Sign In”. Fiter Resols

Pending Role Requests

» Click “My Profile” located at the top right of the screen.

Name % Role #+ Organization Name& Work Email

* Click “View My Users” from the left navigation bar.

Claude sponsored Projects Officer university of
Elton Washington

Claude7575@1.com

How do | approve or disapprove a role request from a Figure 1

user?

Manage User Roles

* View the “Pending Role Requests” table. (Figure 1)

$ Work Phone $ Work Email

» For each user role request, click “Approve” to accept a user’'s
request or “Disapprove” to reject a user’s request. (Figure 1)

@ ClaudeFN ClaudeLN University of Washington 555-555-5555 UPI_RRW_email@email.com

*  Approved role requests will now appear in the “Manage User Rolets) Date Added
RO|eS” table. (FIgUI’e 2) Principal Investigator / co-Principal Investigator (Pl) 01/09/2018

Figure 2

How do | add or remove user roles?

Roles *

* View the “Manage User Roles” table. (Figure 2)

Roles for Claude Elten at University of Washington

* Click “Manage Roles" located in the Action column on the right

" " ards Manage Organizations
Slde Of the table (Flgure 2) [ Principal Investigator (Pico-Pl) @ [ Administrator (Admin) &
° Select the approprlate role(s) to aSS'gn or remove from the user [ other Authorized User (OAU) @ [ authorized Organizational Representative (AOR) @

[ Sponsored Projects Officer (SPO) ©

and click “Save.” (Figure 3)

View Only @

¢ CaUt’on: DeseleCtlng a” rOIeS for a user WI” remove the Manage Financials in Award Cash Graduate Research Fellowship Pregram (GRFP) Official
USGI‘ fl'0m the Organ|zat|on (F'gure 3) Management Service (ACMS) ID Coordinating Official (CO) [currently abtesler\aslnmlester]ol

[ Awardee Preparer @

» If another user has the Coordinating Official (CO) role, B Avardee Cerifer ©
the system will display the current CO’s name. (Figure 3) | wardee Francial Representatve 0

[ Atternate Coordinating Official (Alt. CO) @
[ Financial Official (FO) @

» Note: There can only be one CO at an
organization, and a CO cannot be removed from
the organization unless the role is reassigned to Figure 3
another user.

Save Cancel

» If a user has not entered the required Principal Manage User Roles
Investigator Degree Information, work email and work
phone number for the specified organization, an "Info
Needed" icon will be displayed next to their name and Pl

© Claude Elton IDAHO FRESH COOPERATIVE INC c@c1.com Manage Roles

role on the user's View My Roles page and also on the Remove User

Administrator’'s View My Users page.

The user must input and save the required information
by clicking on the “Edit Your Contact Info” link located in
the Active Roles table. otk

Principal Investigator / co-Principal Investigator (Pl) 01/18/2018




Account
(continued)

View My Users — Administrator Dashboard

How do | add an existing NSF user as a new user at my
organization?

+ View the “Manage User Roles” table. (Figure 5)

* Click “Add User.“ (Figure 5)

» Enter an NSF ID or email address and click “Search”. (Figure 6)
*  Ensure the intended user name appears.

» If you are an Administrator for multiple organizations,
select an organization from the dropdown menu. (Figure
7)

* Click “Continue”. (Figure 7)
» Select the appropriate role(s) to assign to the user. (Figure 8)

* Note: If the user already has pre-selected roles, this
means the user has already been added to your
organization. In this case, you may edit the user’s roles
and click “Add User”. (Figure 8)

» If a user does not have the required Principal
Investigator Degree Information associated to their NSF
account and/or does not have a work email address and
a work phone number associated with the organization,
an “Info Needed” icon will appear next their name and PI
role. In addition, this icon will display on the user’s View
My Roles page. The user must input and save the
required information by clicking on the “Edit Your
Contact Info” link located in Active Roles table.

» Caution: Deselecting all roles for a particular user will
remove the user from the organization. (Figure 8)

» If another user has the Coordinating Official (CO) role,

Manage User Roles

-] University of Washington Invite to Update Profile
Role(s) Date Added
Not Onboarded
Figure 5
Add User x

Step 1 of 2: Search for User

NSF ID Email

- =N

Cancel

Figure 6

Add User x

Step 1 of 2: Search for User

NSF ID Email

.

000900752

000900752

Claude1122333 C Claude2233 e siaiiaia e com

- |

Select Organization

Select an organization to assign the role to

e

q q Figure 7
’
the system will display that current CO’s name.
(Figure 8)
Add User x
Step 2 of 2 Roles for Claude1122333 ClaudeMid123 Claude2233 at INJECTRONICS, INC.
Prepare Proposals and Manage Awards Manage Organizations
[] Principal Investigator (Pl/co-P1) @ [ Administrator (Admin) @
[ Other Authorized User (OAU) @ I Authorized Organizational Representative (AOR) @
Alg Sponsored Projects Officer (SPO) @
- L -
<)z | Helpful Tip ewOny ©

To add a user to an organization or to add a roles to a user,
the user must have an updated profile. A user can only update
their profile if they have successfully migrated their account
and updated their primary email address and phone number.

Manage Financials in Award Cash
Management $ervice (ACMS)

Graduate Research Fellowship Program (GRFP) Official

Awardee Preparer
= s B ating Official (Alt. CO) @

M Awardee Certifier @
Financial Official (FO) @

Awardee Financial Representative @

Add User Cancel

Figure 8
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(continued)

How do | invite a user at my organization to update their
profile so | can add/remove their roles?

Locate the “Manage User Roles” table. (Figure 9)

Click “Invite to Update Profile” located in the Action column.
(Figure 9)

An email will be sent to the user informing them to update their
profile.

View My Users — Administrator Dashboard

Manage User Roles

University of Washington

Role(s)

Not Onboarded

Figure 9

How do | invite a staff member at my organization who
does not have an NSF account to register for an NSF
account so that | may add them as a user on my

Add User x

Step 1 of 2: Search for User

organization’s dashboard?

Locate the “Manage User Roles” table. (Figure 9)
Click “Add User*. (Figure 9)

Enter an email address and click “Search”. (Figure 10)
Ensure the correct email address appears. (Figure 10)

* If you’re an Administrator at multiple organizations,
select an organization to invite the user. (Figure 10)

Click “Invite to Register’. (Figure 10)

How do | remove a user from my organization?

Locate the “Manage User Roles” table. (Figure 11,12)

Click “Remove User* located in the Action column.
(Figure 11 shows a user who has migrated to the new account
management system and Figure 12 shows a user who has not
migrated to the new account management system)

A user cannot be removed if they are the last or sole
Administrator.

» A user cannot be removed if they are the current
Coordinating Official (CO). This CO role must be
assigned to another user before removing the user.

» Successfully removing the user will remove the user from
the organization but not from NSF’s system.

* Removing a user from the organization does not in any
way impact the user's NSF account or that user’s ability
to become affiliated with any other organization.

Click “Remove User*. (Figure 13)

2L | Helpful Tip

Users must have an updated profile in order to be added to an
organization and to be assigned roles. A user can only update
their profile if they have successfully migrated their account
and verified their primary email address and phone number.

NSF ID Email

oR 1@1.com

Please check the email address entered. The email is either invalid or is not registered with NSF. You may retry the
search or invite the user to register with NSF via email using the 'Invite to Register' button below.

Select Organization

Select an organization to invite the user to join ¥

Invite to Register

Cancel

Figure 10

Manage User Roles

Add User

“  Organization Name % Work Phone + Work Email

© ClaudeFN ClaudeLN University of Washington 555-555-5555 UPI_RRW_email@email.com

01/09/2018

Principal Investigator / co-Principal Investigator (PI)

Figure 11

Manage User Roles
Narme

©  John Doe University of Chicago (111) 2222222 John.doe@myuni.co

m
Role(s) Date Added

Not Onboarded

Figure 12

Remove User x

Are you sure you want to remove Shari Lewis from University of Washington

Remove User

Cancel

Figure 13
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Migrate Your Existing NSF Account




Account Migrate Your Existing NSF Account

To migrate your existing NSF account to NSF’s new account management system, you must verify your account’s primary email
address and phone number. If you created your NSF account before March 2018 and your email address is associated with
more than one NSF account, you will be prompted to verify information. Depending on the information on file, you may be
required to contact the NSF IT Help Desk for assistance.

How will the system prompt me to verify my information | Verify Your Information
so that my account can be migrated?

. . . . NSF is updating its account management system and we need you to verify your account
*  You will receive a Verify Your Information pop-up. After you have | iymaion. This is a one-time process.

read it, click “Next”. (Figure 1)
On the next screen. you will be asked to review your account's primary email address and
» Select an email address, enter your 10-digit phone number, and | phone number

click “Next”. (Figure 2)

If you have guestions, please contact the NSF IT Help Desk at 1-800-381-1532 or

* Note the information that has been saved as your account’s rgov@nst.gov.

primary email address and phone number. (Figure 3) -
+ Click “Go to View My Roles” and you will be directed to the

View My Roles page to view current active roles for your Figure 1

organization(s). (Figure 3)

Verify Your Information

Please verify your primary email address and phone number. After this one time
verification process, you will be able to make future updates to this account
information in My Profile.

Notes:

» Demographic information that had been entered in .
FastLane will migrate to Research.gov along with the rest of your | Charles A Bobrow-Strain (NSF ID: 000300002)

account and profile information as part of the migration process * Required
» Upon completing the verification process, you will see a green * Primary Email ©
success message at the top of the screen. To View/Edit your Select One =~

account and demographic information, click the My Profile link in
the success message. (Figure 3)

* Phone Number

- | Helpful Tip

For instructions on how to make changes to your account Figure 2

profile information after your existing NSF account has been
migrated to NSF’s new account management system, please

refer to the View and Edit My NSF Account Profile Information
jOb aid. Verify Your Information

O ‘Your account information has been verified and saved successfully.
To update your Account and Demographic Information, visit My Profile

Account Information

Primary Email Phone Number
francisquinn@gmail.com (703) 236-1083 x01134

Please proceed to the View My Roles page to ensure you have the correct role(s)
If changes are needed, you will now be able to request a new role

Go to View My Roles |

Figure 3
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What happens when the system prompts me to verify my
information but tells me | have multiple accounts that
need to be reconciled?

You will receive a Verify Your Information pop-up. After reading,
click “Next”. (Figure 1)

The “Multiple Accounts Found” pop-up informs you that your
email address(es) is associated with more than one NSF ID.
(Figure 4)

Click “Go To My Desktop”. (Figure 4)

Important Note: Please be aware that the system will allow you
to access My Desktop functionality for an allotted grace period.
NSF has set the grace period initially to 30 days.

My grace period has expired. What do | do?

You will receive a Verify Your Information pop-up. After reading
click “Next”. (Figure 1)

The “Multiple Accounts Found” pop-up informs you that an
update to your account is required in order to restore service.
(Figure 5)

This pop-up will appear each time you sign in until you contact
the NSF IT Help Desk to reinstate your access to NSF systems.
(Figure 5)

Click “Close”. (Figure 5)

The system is telling me that my email address is not in
the correct format. What do | do?

You will receive a Verify Your Information pop-up. After you have
read it, click “Next”. (Figure 1)

Notice the “Account Verification Failure” pop-up informing you
that your email address(es) is in an invalid format. (Figure 6)

You must contact the NSF IT Help Desk to address this issue.
(Figure 6)

Click “Close”. (Figure 6)

Migrate Your Existing NSF Account (continued)

Multiple Accounts Found

Your account email address(es) are associated with more than one NSF ID. NSF users
should only have one NSF ID account per the NSF Proposal & Award Policies &
Procedures Guide (PAPPG).

You may continue work on proposals and awards, however, NSF has logged this
discrepancy and will contact you to help reconcile your multiple accounts. Please be aware
that these accounts must be reconciled, but there will be a grace period before your system

access will cease.

If you have questions, please contact the NSF Help Desk at 1-800-381-1532 or

rgov@nsf.gov.
Go To My Desktop

Figure 4

Multiple Accounts Found

« An information update to your account is required in order to restore service
Please contact IT Help Central 1-800-381-1532 or rgov@nsf gov.

Please contact the HelpDesk

Your account email(s) are associated with more than one NSF ID. NSF users should only
have one NSF ID account per NSF Proposal & Award Policies & Procedures Guide
(PAPPG)

If you have questions, please contact the NSF Help Desk at 1-800-381-1532 or

rgov@nsf.gov.

Figure 5

Account Verification Failure

@ We are unable to complete the account verification process. Your existing account
does not have an associated email address,. or the email address is not in the correct
format. Please contact the NSF IT Help Desk at 1-800-381-1532 or rgov@nsf.gov.

Close

Figure 6
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