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Profiles and Login

How do | 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 11: “Account Information” in the menu
on the right.

3. You can update your username, password, and/or e-mail from this section. Make sure to
click the Save button to retain your changes. Please note that you can only enter an e-mail
address thatis 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 “l think | have multiple accounts on ProposalCentral. Can they be
combined?” section.

My application requires an ORCID identifier. What is this?

ORCID provides a persistent digital identifier (an ORCID ID) that you own and control, and that
distinguishes you from every other researcher. You can connect your iD with your professional
information — affiliations, grants, publications, peer review, and more. You can use 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. Goto https://proposalcentral.com and logging in under the “Applicant Login”
section.

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

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

Home Proposals Awards Professional Profile Institution Profile Grant Opportunities ‘ pCdrive

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

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

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

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

Update Professional Profile from ORCID

ORCID iD:

Name:

Emaik: brianna kroth@altum. com
Authorizations: & GrantMaker Authorized Date
Proposal Central 6/3/2020 nlink

jour ORCID profile.

@ Education/Degrees @

No education 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 refer to the
“How to Register as a ProposalCentral User” tutorial.

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

Yes, to do so:

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

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

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

Home Proposals ~ Awards  Professional Profile Institution Profile  Grant Opportunities ‘ pCdrive
MyProfile  Other Profiles  Add Profile  [ERERITNINN NI date Profile from ORCID

The purpose of this screen is 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. Asummary 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.

How do | set up two-factor authentication for my account?

Two-Factor Authentication (2FA) is an extra security step requiring two different types of proof to
log in, preventing unauthorized access.

To enable 2FA for your ProposalCentral account, log in and navigate to your Professional Profile.

On the menu on the left-hand side of the screen, find “Section 12 — Enable Login Security with
2FA.”

Follow the instructions on this page to link your ProposalCentral account with an authenticator
app. This can be done by scanning the QR code provided on the page.

Once 2FA has been enabled, there is a “Remember Me” functionality associated with users that
have opted in and configured 2 factor authentication on their Professional Profile.
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| am a new grants administrator for my institution. How do | see all Submitted, In
Progress and Awarded applications?

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

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

An applicant with an in-progress application can provide institutions access by:
1. Going to https://proposalcentral.com/ and logging in under the “Application Login”
section.
2. Clicking on the Proposals tab and then the Edit button next to the appropriate
application.
3. Clicking the “Enable Other Users to Access this Proposal” section in the gray menu
on the left.
4. Adding the appropriate e-mail address at the bottom and clicking the Find User
button.
5. Selecting the appropriate access level from the drop down in the “Permissions”
column and clicking the Save button. The possible access levels are:
e View: View only. Cannot change any details.
e Edit: Canview and change information in the application. Cannot submit the
application or view the “Enable Other Users to Access this Proposal” screen.
e Administrator: Can view, edit and submit the application. Can give access
rights to others on the “Enable Other Users to Access this Proposal” section.
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https://proposalcentral.com/

Proposal Sections

Click name below 10 go 1o that section.

ﬁb Proposal To: Your Logo

M Program: Clinic Center Support Grant

@ Tite page ‘tﬁ’ 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

© Frogram Director
<<Previous | Next>>  Cancel  Exit
@ Leadership & Officials

O coreteam

Access Permissions
© ouality Improvement

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

@ Narrative

© sschment 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".
achments

@ valicate Proposal Access Rights
Auto Notify Role Name E-Mail Permissions Delete
€@ sicnature Page(s)
Principal Investigator pedPAlR=d Eleazeas pleca Administrator > TE[
) 0 Montgomery, Bemard bmontgomery@example.com
Support Links Administrator o
W rrogram Guidelines Give User Proposal Access
User ID/E-Mail
b4 -
= Email to Program Admin Enter the E-Mail address or User ID of a registered propasalCENTRAL User and press the buttan to select.
Find User
—— Ut

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  Proposals  Awards  Professional Profile  Institution Profile  GrantOpportunities i pCdrive
‘ Deadlines displayed in

Create New Proposal

Show[25_ | entries Proposal Status:  All ~| search: 110822

.S, Eastern Time

Unsutmit [ 10822 nfa 1Rockville Roadies Sea Turtle Basic Research Program Kroth, Brianna Submitted 1/12/2021 1:44:21 PM

Once the Pl has unsubmitted the application, access is granted by:
1. Clicking the “Enable Other Users to Access this Proposal” link in the gray menu on
the left.
2. Adding your e-mail address at the bottom and clicking the Find User button.
3. Once added, they should select “Administrator” from the drop down in the
“Permissions” column (3a) and click the Save button (3b). Only a user with
Administrator permission will be allowed to submit the application.
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Proposal Sections

Click name below to go to that section.

© Title page

© Download Templates & Instructions

ﬂb Proposal To: Your Logo

y Program: Clinic Center Support Grant

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

Enable Other Users to Access this Proposal

© Program Director

@ Leadership & Officials

© coreTeam

© auslity Improvement

© Narrative

© Attachments
@ validete
€@ Ssiznoture Page(s)

Support Links

@ Grantmaker Website
W Program Guidelines

i Email to Program Admin

[ O BT S

<<Previous Next>> Cancel Exit

Access Permissions

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

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

Proposal Access Rights
Auto Notify Role Name E-Mail

Principal Investigator Jodl, Alfred ajod|@example.com

O Montgomery, Bernard

Permissions. Delete

Administrator v ]ﬁ[

Give User Proposal Access

User ID/E-Mail

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

Find User

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

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

A Pl on an awarded grant can provide access by:

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

»

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

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

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 L

Paid $62,500.00 12%

Spent $0.00 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 Permissions should be set as Administrator

Show |50 ~ |entries Search:

Auto Notify Contact Type ) 4

& Permissions
Rachel E. Ferrone P Pl rachel.ferrone @altum.com 555-555-5555 Administrator v
x O Robin Goodfellow Institution Contact

TB! .COmM 777-771-71777 Administrator v

Showing 1 to 2 of 2 entries

Save Changes

Add Award Contact

Previous 1 ‘ Next

Enter E-Mail Address
Confirm E-Mail Address —

B —

5. Enteringyour 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 v

* Role —

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

Tu 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 ~ entries

Auto Notify

Search:

Name

Contact Type

Phone
Rachel E. Ferrone Pl Pl rachel ferrone@altum.com 555-555-5555
x Il Robin Goodfellow Institution Contact administrator rgoodfellow@example.com 777-773-1777
. Administrator
Showing 1 to 2 of 2 entries

e —
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Application Process (PI)

What is an Eligibility Check, and how do | complete it?

Some funders may require that applicants complete an Eligibility Check in order to begin
an application for their grant. This feature allows funders to ask questions regarding an
applicant’s eligibility to apply for the grant. If an applicant does not meet all requirements
set forth in the Eligibility Check, they will not be able to apply for the grant. Applicants can
contact the Grant Maker through ProposalCentral to submit an “exception request” and ask
that they be allowed to apply.

If a grant opportunity requires an Eligibility Check, there will be a button labeled “Check
Eligibility” in line with the opportunity, as shown below:

Proposal Deadline 4 | Contact Information 4 | Apply

6/2/2026 11:59:59 Check Eligibility
PM
6/2/2026 11:39:59 Check Eligibility
PM
6/2/2026 11:39:59
PM

Check Eligibility

Clicking this button will open a new screen which displays the questions configured by the
Grant Maker. The applicant must respond to each question, and the system will indicate
whether they are eligible or not, based on their responses:

+gack  Eligibility Requirements

Eligibility Information for Wyborski, Ana (ana wyborski@altum.com) | Eigible

In order to apply for this program, you must meet all of the eligibility criteria. Please take the quiz below to assist in determining your eligibility. Please note that Ineligible investigators with special circumstances may request review by contacting the LCRF grants office before submitting an

application and at least a week before the deadline.

Is the Investigator primarily ith a non-profit ic or research institution? *

Does the Investigator currently hold a faculty appointment? @ Yes

As of the application deadline of March 10, 2026, please indicate the number of years since the Investigator's initial faculty

appointment. (Select one)

If the applicant is determined to be eligible, a button labeled “Apply Now” will appear at the
bottom of the page. Clicking “Apply Now” will generate an application and the applicant
can begin working on it.
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If they are not eligible, the button will appear as “Send Exception Request to Grant Maker.”
Clicking this button will open a text entry box where the user can request an exception from
the Grant Maker by explaining their responses or extenuating circumstances.

Enter your message to the Grant Maker Administrator below (information Listed above will be included in the exception Request)

SEND EMAIL cancel

Once the user has entered their reasoning, they will click “SEND EMAIL.” This will send a
copy of their responses, along with their exception request, to the Grant Maker for review.
The Grant Maker will then contact the user directly to discuss their eligibility.

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

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

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

skl i prlrped =

V. Ay R R i s . o st b ol s e ] e

== [ == ) == | (== === NG = [ =)

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

1. Clickthe “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.

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

Proposal Sections Forgr
L . Sk b
i
L ]
S oo vempistes £ nstructions
o
o
o [ressen- Y P v b e
o E3 b
o l!'-
b Wy oo P el | i el | N1 RS gt o ey Uil applie gy maleesd] Ty Sl Pt o Labiy doaemed b sl | o] 0 v b s pom docosmeds os 900 G oy el swed e w PP e gl
L ]
L= ]

| answered “yes” on the assurances page for either human (or animal) testing, but |
get a validation error and | can't enter my OHRP (OLAW) number. How do | correct
this error?

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

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

Organization/Institution

<crovious | Nexts> v | Concel | bt

© Applicant/Pi

o Organization/Institution

© Abstracts

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

© rroposal Attachments insttution information. @)

© \Validate Change Lead Institution  Altum Inc.
© signature Fage(s) Cllck this bution to/Chanes! Change | ¥ Note: Changing institution will delete currently displayed contacts.
the Lead Institution
Address
Support Links *Street 6707 Democracy Blvd.
Suite 104

W Program Guidelines * City Bethesda
State/Province MDD
X Email to Program Admin

* Zip/Postal Code 20817

W Application FAQs *Phone  703-964-5840

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.

. Contact Email Phone
Proposal Identifiers
Miller, Brad bradmiller123@example.com 703-964-5863

Proposal ID: 102057

Save

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

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

[
— 101 To: Human Fronter Science Program

LOI Sections Human Frontier Program: Postdoctoral Fellowship: Cross-Disciplinary Fellowship
Comglete ach section of the LO beiow. Click the Next Button 13 save 8nd g0 to Sci Pri Title (Applicant): test-Jane (Tewsit, lane)
the next section or click drectiy on the sectons isted below .‘fler?ce ogram Deadiine: 5/14/2024 1:00:00 PM (U.S. Eastem Time)

© Titie Page

Applicant
@ applican
<<Previous Next>> Print Cancel Exit

© soolicant

The person who initially creates the Latter of Intent Is automatically loadad s the Applicant. Any contact information that you have ragistered in your ProposaiCentral Professional Profile Is populated in the fields below: To
update or complete this information, click Edit Professional Profile. you have reg! your Proposalc be used for d elated to your
application. it should thus g the entire p and the entire f the application ks successful. Should this email expire in the coming months, please replace It with an email

‘address that will remain valid.

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

Professianal Profile will be carried over to your

Applicant Tewalt, Jane - Altum Inc -

@ oo Terpist & sructions
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@ proposalcentral

Help» | Tewalt,

ane (Admin)

I

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

LOI Sections | Proposal: test -Jane

Complate each section of the LOI below. Click the Next button to save and gato

the next section or cick direetly on the sections listed beiow -
pplicant Errors:
[

f any of the details listed bel:

w are showing in the application, go back and click SAVE on that page to resolve this error

@ riverage =

THPRD D
An entry In BAD |

@ spplicar Provide additional information about PhD.

€@ applicant confidential Data
©Q vostins

© ros
@ 1nformation on Previous Research

1 addition:

An entry in PhD Start Date:

An entry in Date of Birth is required

al miscls) are required in Nationality 1.

@ Proposed Research Plan

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

© rublications AR EMTY D
An entry in Have you lived or worked in ¢
An entry in Have you worked at the Host
An entry in Arrival or Intended Arrival Date at Host Institution is required.

@ Additional Information on Publicatiens (Mandatery)

Frvequred

st Country previously? is required

n previously? is required.

Host Supervisor(s) Errors:

€@ bownload Template & Instructions

Role

The Role: Primary Host Supervisor is requir
An entry in Title of PhD Res:

| need to link my application to an award because it is a supplemental request. How

do | do this?

If a Grant Maker is hosting an opportunity that is a supplemental request to an existing
award, there will be a section within the application configured to link that award to the
application. This section will be within the first page (usually named “Title Page” or similar)

of the application, as shown below:

Is this proposal for a new grant or renewal of an existing grant?

Proposal Type Details

* What is the Proposal Type?

Supplement

« Link the Grant that your
application is associated
with:

S+

If continuation or supplement, find and link the associated Award

Click the link icon to search for the associated award and add it to the application. This will

then link the application with the existing award throughout ProposalCentral.
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| 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 butis
typically referred to as “Signature Page(s)” or something similar. It is typically at the end
of the application, often between the “Validate” and “Submit” sections in the gray
menu on the left. To access the Signature Page, click the Print Signature Pages button
on the left. This generates a PDF that includes several templates, the first of which is
the Signature Page.

Proposal To: Rachel Test
Proposal Sections Program: Pilot Award
Title (Applicant): Testing 123 [Ferrone, Rachel)
ST N T Deadline: 9/14/2019 5:00:00 PM (U.S. Eastern Time)
O e e
© Download Templates & Instructians .
Signature Page(s)
@ Enable Other Users to Access this Proposal
<<Previous Nexts> Cancel Exit
O Applicant/?
© Organization/nsitutior
After you complete 2l the proposal sections, dick one of the Print buttons below to open and print the cover/signature pages and apglication files.
[y — Before printing, please use the "Validate™ option (in the navigation menu to the left) to verify that you have entered all the required information.
@ Proposal Attachments
—_ Print Signature Pages (2] Print Signature Pages with Attachments [7]
© Validate

ature Pagels)
O sin Pagals) You must have the FREE Adobe Acrobat Reader installed to view either of the above options.

O Atention Apple/Mac users; The default Apple PDF viewer will not work properly.
ubend Download the latest version of the Acrabat Reader from Adobe at http://www:adobe.com/products/acrobat/readermain html

Support Links <cPrevious  Next>> | Cancel | Exit

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

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

@ Title Page

Download Templates & Instructions

© Enable Other Users to Access this Proposal

<<Previous Next>> Cancel Exit
@ ~pplicant/pl
© Organization/Institution Download Template Type Description File Type File Size
4 Signed Face Page «¢ffmmmmmllip- Have this form signed by the appropriate officials and upload the signed copy .PDF 97,584
© Abstracts L]
k3 Proposal Narrative Proposal Narrative Template .DoC 238,080
@ Proposal Attachments =m

© vslidate

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

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

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

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

In the section of the application that allows you to upload files:

Check the “Attachment Type” drop down menu to see if the Grant Maker

has provided an option for a signature page.

b. Checkthe 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.

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

Proposal Sections

@ Tiepue

Proposal To: Rachel Test

Program: Filot Award

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

Deadline: 9/14/2019 5:00:00 PM (U15. Eastern Time)

Proposal Attachments

Proposal Attachments | **

Plaasa salact the Fles to this application. Your Attachmant Type types you are allowed to uplosd. Tha **'

PC drive Folder:

File Name Attachment Type Description Date Delete

No attachments currently uploaded,
Required attachments that have not been uploaded are listed in the table below. Optional attachments that have not been upluaded are not shown.

Allowable File Types Attachment Type Max File Size (in KB)

PDF Signed Signature Page 10,000

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

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

“A National Ataxia
Foundation

Enable Other Users to Access this Proposal

[ S ——

Access Permissions

AUto Notify: To ensble you co-invesngators, desartment or rents sdmensirators  receE system nombCanoas, s them with st st ~View” sscess Delow and check the 5 "Auto oty

Proposal Access Rights

Ao Noty Hoie

Give User Proposal Access /
s 10/ Mk

ecocooeeoooooloo

Support Links
Enable Other Users to Access this Proposal

_r

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.

Proposal Sections NAF National Ataxia
ik s b s s Foundation

0 1

Institution & Contacts

Zpplcants nstiuton b pre losded asLesd Insitutian T changa. sk st below orSarch al = = coniesslecfon. lck Bt Profle button o charge Initutin

. -counry  untea ststes

Phoe 102z

Support Links

Proposal Identifiers

Bropassl D: 1185

Tracing reamsr: Unsesgnos
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Below is what it looks like when all fields have been filled with Institution Contacts.

Proposal Sections “AF Dbl b .
o Foundation e e

°

o Institution & Contacts

° o -

°
== o

°

b [

°

: 5

o :

o .

o .

e v

o .

o -

o ==

&3
Support Links g the sections bes
°
e N e - - Phane
e, B v e @
Proposal Identifiers
=)

Institution & Contacts

After you have selected the Institutional Officials, the profiles that are required to sign will be
displayed in the “Signature Page” Tab. The Institutional Officials will need to login using their
credentials for ProposalCentral and navigate to this tab, type their name in the white box, and click
on the green sign button. If all 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 N A National Ataxia  "oeen: Diverse Scienfists in Ataia Predoctoral Resaarch Fellovship
CBex s Delis Bo o 15 it mection Foundation Title [Applicant): Enter a itle here, then press Save, (Tewalt, Jane)

il Deadline: 3/15/2021 11:50:50 M [U.S. Eastern Time)

Comecting Rasia
O Tiveraze

@ oouniosd instructions Signature Pages

@ cnabie Other Users to Access this Proposal <cprevious | Nexts> | cancel | Eat
© Applicant/er

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

O «eypersonne

You must give your Signing Official access to your application in Section 3 [Enable Other Users to Access this Propasal) sa that they can log in to sign your application.

© rersonal satement

* Applicant/Pl{Jane Tewalt) «
€ Loy summary & Scientific Abstract # )

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

* Signing Official(Brianna Kroth) # mﬁ

The Signing Official listed in the Institution & Contacts section must

© cucpet period aia

€@ sudget summary & Justification

sign this application for submission.

P
€ ©iosts shest

o S ———— ) e T e e | &
€ signature Pages

© o Vou must have tha FREE Adobe Acrobat Reader installed to view sither of the above options.
Attention Apple/Mac users: The default k properly.
Download the latest version of the Acrobat Reader from Adobe t http://www.adobe com/products/acrobat/readermain.ntmi

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

ple PDF viewer will n

Support Links

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

@ Grantmaker Website

Bl 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  F Profile Profile  GrantOpportunities i pCdrive

Deadlines displayed in
U.S. Eastern Time

0 Proposals Due v
show|10 v |entries Search
Identifier Title Grant Maker Program Type Investigator Due Date
11039* 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.

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.
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m Shriners Hospitals
for Children®

2201 115859 P

Tio pag

o Title Page
0
[
[ < J
o @
0 - e
“PjectTie e
Q "
0 ot ez 55 cheracare
o
548 A S e g e st
0 -
[ ]
Rewision?
@ o .
. T e ¥ .
. iy, date of previo
P o
@ - v e a5 v o pen s sh s
Support Links
° — ermime sk -

Application Type

Proposal Identifiers

Grantar 10: Unazsigead

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

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

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

© nDownload Instructions

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

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

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

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

The Applicant/Pl must enter their name as a

o Lay Summary & Scientific Abstract signature.
e T
Signing Official(Brianna Krath
© sudget Period Detail i [ ) J
The Signing Official listed in the Institution &
€ sudget Summary & Justification

Contacts section must sign this application for
submission.
€@ Organization Assurances

€ Attachments
€ ripata sheer

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

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

B e T T T I Lo

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

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

Only people with access to the institution’s profile can update it. To find out who this person s, 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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© Download Templates & Instructions

Organization/Institution

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

© Organization/Institution
© s
© rProposal Attachment institution informatfon.
Q voidate Change Lead Institution
© signature Page(s Click this button to Change
the Lead Institution
Address
Support Links * Street
W Program Guidelin *city
State/Province
M Email to Program Admil
* Zip/Postal Code
W Application FAQs

* Phone

Altum Inc.

[EFIFEINEUUIGONE  Note: Changing institution will delete currently displayed contacts.

6707 Democracy Blvd.
Suite 104

Bethesda
MD
20817

703-964-5840

Proposal Identifiers e

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

Proposal ID: 102057

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

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

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

isit?

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

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

The submission deadiine for this program has passed snd you cannot submit the sppiication. i

101 Tor Zew Tost Grant Maker
Program Basic App

Title (Appiicant): applicant omail tast (MM ller, Da'Ron)

Deadline: 3/15/2019 11:56:59 PM (115, Eastem Time) "Wl

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.

23|Page



Proposal Sections

aauoeoaocoi

Support Links

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.

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

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

Deadlines di

Home  Proposals  Awards  Professional Profile  Institution Profile  GrantOpportunities g pCdrive
Create New Propasal ‘ edi

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

-~ e

U.S. Eastern Time

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

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

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

Chruiinn 1 4a 1 ~Af 1 Ambrine

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

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

Home  Proposals  Awards  Professional Profile Institution Profie  Grantoppornities g pCdrive

Pa— T

show[ 25w |entries # Proposal Status: |~ All v Search: | 10573

[ 105873 LOF: test for approval International Anesthesis Research  AUA Impact Award LOF: Chernyakov, LOF: Submitted Boi: 12/16/2019
Sociaty Stefanie 11:59:59 PM

Sheuwing 1t 1 nf 1 entricc (fitarad from 23R tntal entrisc)

How can | print a copy of my application?

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

Proposal To: Rachel Test
Proposal Sections Program: pilot Award
Title [Applicant}: Testing 123 [Ferrone, Rachel)
EA T T Deadline: 9/14/2019 5:00:00 PM (U.S. Eastern Time)

© e page

@ pownload Templates & Instructions

Signature Page(s)

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

@ spplicant/pl

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

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

@ Proposal Attachments

o — T L —— O
O wlidate
Signature s)
© signature Pagels] 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.
@ suomt Download the latest version of the A from Adobe at http:, dobe.com/products/acrobat/readarmain.html

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

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

Program; Sea Turtle Basic Research Program
Title (Applicant): n/a (Kroth, Brianna)

Proposal Sections
t Deadline: 10/7/2022 11:59:59 PM (U.S. Eastern Time)

Budget Detail: Enter all Budget data on this page

Enter information for each 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.

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

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

ject summaries 2 words
© Budget Period Detail
Budget Summary

© 0 06 060 60 0 0

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

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

When | press submit, does the application/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.

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

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

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

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

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

© suaget period Deta
@ Budget summary
€ Active and Pending Research Support

€@ rublications

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.

current list of uploaded attachments are listed in the table below:

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

File Name

& placeholder doc.pdf

& placeholder doc.pdf
€D Application Attachments
3

€@ validate
€D sienature Page(s)
€@ suomit

© Budget Period Deta
© sudget summary
€ Active and Pending Research Support

€ rsubiications

mm placeholder doc.pdf

3

Wan Good clinical practice(1).pdf

3

mem placeholder doc.pdf

Attachment Type

Project Description

Principal Investigator's Biosketch

Signature Page(s)

signature Page(s)

Tenure Letter

Description

Date Delete

6/20/2019 9:44:34 AM

Ep

6/20/2019 %:44:24 AM

6/20/2019 9:44:46 AM

6/20/2019 1:44:56 PM

2 G B E

6/20/2019 3:44:54 AM

b. Clickthe “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.)

Current list of uploaded attachments are listed in the table below:

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

File Name

3

= placeholder doc.pdf

-t B
Application Attachments

€ vaidate
€ siznature Pagels)
€ submit

© Budget Period Detail

© oudeet summmary

€ Active and Pending Research Suppor
€@ rublications

e placeholder doc.pdf

3

=& Good clinical practice(1).pdf

3

men placeholder doc.pdf

Attachment Type

Project Description

Principal Investigator's Biosketch

Signature Page(s)

Signature Page(s)

Tenure Letter

Description

Date Delete
6/20/2019 9:44:34 AM m
6/20/2019 9:44:24 AM m
6/20/2019 9:44:46 AM @[
6/20/2019 1:44:56 PM ‘E‘h
6/20/2019 9:44:58 AM m

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

click the Yes button.

Current list of uploaded attachments are listed in the table below:
Files that cannot be assembled for printing will be highlighted @ below.

File Name

3

=& placeholder doc.pdf

3

= placeholder doc.pdf
€@ Application Attachments

€ vaidate
€D sienature Pagels)

= placeholder doc.pdf

3

W& Good clinical practice(1).pdf

3

= placeholder doc.pdf

Attachment Type

Project Description

Principal Investigator's Biasketch

Signature Page(s)

signature Page(s)

Tenure Letter

Description

Date Delete
6/20/2019 9:44:34 AM m
6/20/2019 7 -

Are you sure you want to Delete the
attachment?

6/20/20191
L d v B
6/20/2019 1:44356 PV U
i
6/20/2019 9:44:54 AM m
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d. Open the original file using either Adobe Professional or Adobe

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

Print X
Printer
Name: Adobe PDF Properties
Status: Adobe PDF Comments and Forms:
Type: Snagit 2018 Document and Markups v
Send To OneNote 2016
Print Range OneNote Preview: Composite
printer-bw (HP Laserlet MFP M426fdn) )
@Al Microsoft XPS Document Writer Units: Inches Zoom: 100%
O Current [Microsoft Print to PDF |
Current |Fax mn
Brother MFC-J485DW Printer K 8.5 N
Pages v K d A
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.
Application Attachments
Back
# © Amtachment Type: (Please Select) »
sl Describe Attachment:

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

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

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

Upload And Continue Upload And Return Clear File(s)

f. Afterthefile is uploaded, return to the section of the application to generate
the PDF and click the Print Signature Pages and Attached PDF Files button.
The file you replaced should now appear.
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Proposal To: Rachel Test
Proposal Sections Program: pilot Award
Title (Applicant): Testing 123 (Ferrane, Rachel)
Deadiine: /14/20105:00:00 PM (LS. Eastern Time)

ek name beona 16 20 10 that section
@ vovnload Temglates & Instructions

@ Enable Other Users to Access this Proposal

Signature Page(s)

<<Previous = Next>>  Cancel | Exit

© Applicant/p
© oganaaoninstiuno

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

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

@ Proposal Attachments

© validate
© signature Page(s)
You must have the FREE Adobe Acrobat Reader Instalied 1o view either of the above options.

Attention Apple/Mac users: The default Apple PDF viewer will not work properly.
Submit . .
@ sob Download the atest version of the Acrobat Reader from Adobe at hetp:/fuww.adobe.com) products/acrobat/readermain. htmi

Support Links <cPrevious | Nexts> | Cancel | Exit

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

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

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

Home  Proposals  Awards  Professional Profile Institution Profile  Grant Opportunities ‘ pCdrive

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

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

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

You can e-mail the Grant Maker by clicking the View button next to the application and then clicking
the “Email to Program Admin” link found in the gray menu on the left.
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Applicant:
Tithe:

Program: R Research Grants
Institution: Instituite twillarc
App 102023

View Review Information

Committee: Second Committee Test

Summary Statement
Ho Admin Summary has been entered.

Application Process (Non-Pl)

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

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

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

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

U.s. Eastern Time

show| 25 v |entries

Proposal Status| | All v |search:

No data available in table

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

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

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

o 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
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you (e.g. it’s an e-mail from your last position), contact Customer Support for
assistance.

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

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

The Pl can provide you access by:

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

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

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

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

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

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

‘Complete each section of the LOI below. Cick the Next DUTTon  5ave and 010 the

ext section or click directly.on the sections listed beicw.

© Title page

b L01o: Zee Test Grant Maker
Program: Basic App
Title (Applicant): Test for Extension (McMiller, Da'Ron)
Deadline: 10/16/2019 11:59:50 PM (U.S. Eastern Time)

Enable Other Users to Access this Proposal

© Download Templates & Instructions

<<Previous | Next>> | Cancel it

[E—

O applicant
° Access Permissions
Organization
This screen allows you to give other users acoess to your grant application. Click help icon for more information. ()
@ ey personnel
@ Lettersormeterence Auto Notify: To enable your co-investigators, department or grants administrators to receive system notifications, add them with at least "View" access below and check the box "Auto Netify".
© Miscfor FraTA Proposal Access Rights
Auto Notify Role Name E-Mail Permissions Delete
© abstract and keywords
MeMiller, Da'Ron daron.memiller@altum com Administrator “ ]ﬁ]
€ new Other support
~in, vanda vvinay5 @altum.com .
@ Attach Letter of Intent here o}
@ siensture el Give User Proposal Access
m User ID/E-Mail
Submit
the E-Mail address or User ID of a registered proposalCENTRAL User and press the button to
Proposal Sections Find User | fmm—

LO1 must be suBmittad and apRroved before Proposal can be completed.

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

The 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:
e View: View only. Cannot change any details.
e Edit: Canview and change information in the profile. Cannot give other
users access to the profile.
e Administrator: Canview and change information in the profile. Can give
other users access to the profile.
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Home Proposals Awards F Profile Profile Grant Opportunities . pCdrive
Other Profiles Add Profile Lul%ﬂm les Update Profile from ORCID €3 Unlink
:::T;::::::’::::::ﬂ:,,.m . Name: Kroth, Brianna  Email: brianna.kroth@altum.com
o Save Cancel <<Previous Next>>
© contact Information
Delete Name E-Mail Address Edit Permissions
ol Delete Brianna Kroth brianna.kroth@altum.com Adminiatrator .
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
© rescarch interests
General Interests
BrightFocus Foundation Keywords Save Cancel <<Previous Next>>
@ Fersonal Data for Applications
© siosketch
° Other Support
© rublications
© inventions
9 Enable other users to access your profile
@ ~ccount Information
Once the Pl has provided access to their profile, update it using the following steps:
1. Go to https://proposalcentral.com/ and login under the “Application Login”
section.
2. Click the Professional Profile tab and then click on Other Profiles.
3. Click the Edit link next to the PI’s name. That returns the PI’s profile and you can
update information. Remember to click the Save button to retain your changes.
Home  Proposals  Awards Profile Profile ¥ pCdrive
My Profile Add Profile Combine Profiles Update Profile from ORCID £3 Unlink
show[25 v |entries ' Search:
This screen displays other profiles you have access to
Edit — 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.

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

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

Home Proposals Awards i Profile ion Profile Grant ‘oCdrive

m OtherProfiles  AddProfle  Combine Profiles Update Profile from ORCID £5 Unlink
m Be sure to save changes to the profile before returning.

Create New Proposal
! LA LA S
ﬂ N Kroth, B Email: brianna kroth@altum.com
0 oo - e
© research nt

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

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

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

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

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

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

Click name below to go to that section

P Proposal To: Your Logo

@5’ Program: Clinic Center Support Grant

© Title Page 'q’d 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

O coreTeam

Access Permissions
© ouality Improvement

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

© narrative

© Attachments

€@ velidote Proposal Access Rights
Auto Notify Role Name E-Mail Permissions
€@ signature Page(s)
Principal Investigator Jodl, Alfred ajod|@example.com Administrator
Support Links O Montgomery, Bernard bmontgomery@example.com Administrator
@ Grantmaker Website Save e
Bl Program Guidelines Give User Proposal Access
User ID/E-Mail

P program Ac
= 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

[ SR [ B Y - S

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

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

1. Go to https://proposalcentral.com/ and login under the “Application Login”
section.
2. Click the Professional Profile tab and then the “Enable other users to access your
profile” link in the gray menu on the left.
3. Add the e-mail address of the person who should have access to your profile and
click the Add User button.
4. 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.
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e Edit: Canview and change information in the profile. Cannot give other
users access to the profile and therefore can update Publications and Other
Support.

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.

Home Proposals Awards Profile Profile Grant Opportunities ‘ pCdrive
My Profile Other Profiles Add Profile Combi l= Profiles Update Profile from ORCID €5 Unlink
Contents of Professional Profile m Name: Kroth, Brianna  Email: brianna kroth@altum.com o
Click folders below to navigate to ather parts of the
profile
Bl o ocion nee
€ contact Information
Delete Name E-Mail Address Edit Permissions
Altum Inc RS e
Delete rianna Kroth rianna.kroth@altum.com 4 Administrator "
n To allow anather user access to this Professional Profile enter the User's Login or E-Mail Address above and press the Add User button
© oeprees
Add User

© research interests

BrightFocus Foundation Keywords ER  Cancel | <<Previous | Nexts>

/

@) Personal Data for Applications

© siosketch

@ Other Support

© rublications

© imventions

9 Enable other users to access your profile

€@ Account information

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

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

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

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

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

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

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

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

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

2. Addthe 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
(8a) and click the Save button(3b).

Proposal Sections

Click name below to go to that section.

P Proposal To: Your Logo

W Program: Clinic Center Support Grant

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

© Download Templates & Instructions

Enable Other Users to Access this Proposal

© Program Director

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

© careTeam

Access Permissions
© Quality Improvement

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

© narrave

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

@ validete Proposal Access Rights
Auto Notify Role Name E-Mail Permissions Delete
€ Signature Page(s)
Principal Investigator godl Rliad SlodiracRele o Administrator 2 @
: m Montgomery, Bemard bmontgomery @example.com Administrato .
Support Links dministrator E
@ Grantmaker Website —
B progrom Cuidelines Give User Proposal Access
User ID/E-Mail
& Em Program A "
= Email to Program Admir Enter the E-Mail address or User ID of a registered proposalCENTRAL User and press the button to select.

Find User

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

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

Proposal To: Rachel Test
Proposal Sections Program: Pilot Award
Title (Applicant): Testing 123 [Ferrone, Rachel)
Deadline: 0/14/2010 5:00:00 PM (U.S. Eastern Time)

Applicant/Pl
<<Previous Next>> Print Cancel Exit

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

o

Ciick name below 1o go10 that section

Principal Investigator Ferrane, Rachel - Altum Inc. v

O sicnture pagels) Goodfelow, Robin - No institution in professional profie
Goodfelow, Robin - Akum Inc.

Support Links Ferrone, Rachel - EC1

“Institution  Altum Inc.
* Highest Degree  B.A.

X Emnail to Program Admin * Other Degree(s)  B.A.,

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

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

Home FTsa\s Awards Professional Profile Institution Profile Grant Opportunities ‘ pCdrive

Deadlines displayed in
U.S. Eastern Time
show l; | entri Proposal Status: | Search: 110822
Unsubmit 110822 n/ 1 Rockville Roadie: Sea Turtle Basic Research Program Kroth, Bria Submitted 1/12/2021 1:44:21 PM

Once the Pl has unsubmitted the application, the Pl may provide access by accessing the proposal
and completing the following steps:
1. Clicking the “Enable Other Users to Access this Proposal” section in the gray menu
on the left.
2. Adding your e-mail address at the bottom and clicking the Find User button.
3. Onceyou are added, selecting “Administrator” from the drop down in the
“Permissions” column and clicking the Save button. Only a user with Administrator
permission is allowed to submit the application.
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ek name besow 1o g010 that secton.
Py | To: Your Logn
%5" roposal To ur Loga
HE Program: Clinic Canter Support Grant
&=/ Title (Applicant): Greater Boster Clinical Center (1odl, Alfred)
Deadline: 9/8/2015 11:59:59 PM [U.S. Eastern Time)

O e
© Dovniosd Templtes & ntructions

Enable Other Users to Access this Proposal

© Program Diector
<<Previous Nexts> Cancel Exit

@ 1osdership & Oficals

0 e

© ot

Access Permissions

screen allows you to give other ur grant applcation. Click help icon for more information. (@)

Auto Notify: T i
© snschments HETS
@ velidate Proposal Access Rights
Q Auto Notify Role Mame E-Mail
Signature Pogels)
principel mescgutor Jod, afred apodl@example.com
() Meontgomery, Bernard bmontgomery & example.com

Support Links

Give User Proposal Access

User ID/E-Mail

Enter the E-Mail address or User
2

Find User

@ Grantmaker Website

5dd them with at least “View” access below

D of a registered proposalCENTRAL User and press the button to seler.

ox"Auta Nofify'.

Permissiens Delete

Administrator b lﬁl

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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