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Welcome to the FastLane Help
System

Contact FastLane for Help

The FastLane Help System is the centralized location for all the guidance you need in your interaction with NSF
through FastLane. See Search for Help to learn how to find the help you need—fast.

The FastLane Help Desk is also available to help you: 7 AM to 9 PM Eastern Time, Monday through Friday (except
for federal holidays):

e  Email the Help Desk at fastlane@nsf.gov.
e If your inquiry is an emergency or requires a response in the near term to meet deadlines, call 1-
800-673-6188.

To hear the recording on FastLane availability, call 1-800-437-7408. To give feedback

or comments, see FastLane System Comments.

To request support, see Technical Support Service Request.

Note: Don’t use FastLane System Comments or the Technical Support Service Request to submit FastLane text
or files.

Proposal & Award Policies & Procedures
Guide (PAPPG)

Consult the Proposal & Award Policies & Procedures Guide (PAPPG), for all of your questions on NSF policy regarding preparing
a proposal and NSF policy on awards.

This link takes you outside of FastLane.

NSF Updates

Sign up for NSF Updates to receive notifications about new content posted on the NSF website. Notification can
be received via the system, "NSF Update".

News and Updates

Click a link to find out what’s new in FastLane and also access current or recent FastLane Advisories.
e  Current Advisories (FastLane Homepage)



mailto:fastlane@nsf.gov
https://www.fastlane.nsf.gov/contacts/contact_comment.jsp
https://www.fastlane.nsf.gov/servlet/gov.nsf.fastlane.contact.Action
https://nsf.gov/publications/pub_summ.jsp?ods_key=nsf18001
http://www.nsf.gov/home/cns/start.htm
https://www.fastlane.nsf.gov/fastlane.jsp
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Introduction to FastLane
Introduction to FastLane

Most work in FastLane is carried out in the modules that are displayed in the menu at the top of the FastLane
Home Page screen (Figure 1).
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Figure 1 FastLaneHome Page screen. The links to FastLane’s modules are circled. The FastLane

modules are:

e Proposal Review
e Panelist Functions

Click on a link above to find out:
e The roles that work in the module’s applications
e Purposes and activities of each module and its applications

For detailed guidance for proposals and awards, see the NSF Proposal & Award Policies
&Procedures Guide (PAPPG)
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Activities Overview

For NSF Reviewers and Panelists

e Review a proposal
e Participate in a panel to make proposal-funding recommendations to NSF
e Make travel and EFT arrangements to participate in a panel

Proposal Review
Proposal Review

Proposal Review is the module where an individual gains access to a proposal, for purposes of evaluation, and
prepares and submits a review of the proposal to NSF (Table 1).

Proposals are assigned to reviewers by an NSF Program Officer.

Table 1 Proposal Review Applications
Who Activity
Application
Prepare Review Proposal Complete and submit the form for review of a proposal.
Reviewer
Download/Save Download and save a proposal to your PC for reference.
Proposal
View Proposal View a proposal online in PDF format.
Edit Reviewer Change your profile information that NSF has on file.
Information

See Accessing Proposal Review.

Proposal Review

Proposal Review is the module where an individual gains access to a proposal, for purposes of evaluation, and
prepares and submits a review of the proposal to NSF (Table 1).

Proposals are assigned to reviewers by an NSF Program Officer.

Table 1 Proposal Review Applications

See Accessing Proposal Review.

Accessing Proposal Review
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Role What You Need for Access Registration
Required?
Reviewer . Proposal number from NSF Program Officer No
° Proposal PIN from NSF Program Officer

Proposal Review

Reviewer Information

¥ Prepare Reviaw
View Proposal
Download/Save Propasal
Frnt Propoual at NSF

Craate CO at NSF

RULES OF REHAMIOR

Thiz Governmant Computer Srsten @ provided as »
publiz servicé by the National Scence Faundation, 1t iz
intended far use by the pushs far viewng. submissisn
wrd rebisyval =f suthsrized indormation galy. Al usags
of informabion retrisvad from this Comauter Systam
should follow the guidelimex in Computer Fraud and
Abuss At of 1986, Unauthorized attempts i upload
infoernatsan, thangs or sctess inlarmation an this
s=rvice wre wtrictly prahibied snd mey bs punishsbls
under the Camputer Fraud aad sbuse act of 158S
Uizage may ba momibaned

By Ingging in, pou are arcepting Hre reles sbowe.

Log In

Proposal . _
Numbar: [3627956
(7 digits)

Reviewer [C
Laist Narmwai |-rurr~_ .
Pan:

16 digits) ||uu|

Login |

Figure 1 Proposal Review Home Page screen.

Panelist Functions

Panelist Functions

Panelists are qualified individuals NSF calls upon to deliberate and provide advice as a group
officer on funding recommendations for a set of proposals (Table 1).

Table 1 Panelist Functions Applications

to the program

reached by the panel.)

Application Who Activity
Interactive Panel Panel Work with fellow participants in a virtual conference or
System member in a meeting at NSF, or a combination of both, to review

proposals and make recommendations for their funding
priority. (NSF appoints a Lead Panelist, who presents the
proposals to the meeting, and a panel Scribe, who drafts
the final Summary of the deliberations and conclusions
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Panel Review System Prepare and submit a review of a proposal that is before
the meeting.
Travel and ° Make travel arrangements to
Reimbursement attend a meeting at NSF.
System . Submit requests for NSF
reimbursement of costs incurred for travel
to the meeting.

See Accessing Panelist Functions.

Panelist Functions

Panelists are qualified individuals NSF calls upon to deliberate and provide advice as a group to the program
officer on funding recommendations for a set of proposals (Table 1).

Table 1 Panelist Functions Applications

Application Who Activity
Interactive Panel Panel Work with fellow participants in a virtual conference or
System member in a meeting at NSF, or a combination of both, to review

proposals and make recommendations for their funding
priority. (NSF appoints a Lead Panelist, who presents the
proposals to the meeting, and a panel Scribe, who drafts
the final Summary of the deliberations and conclusions
reached by the panel.)

Panel Review System Prepare and submit a review of a proposal that is before
the meeting.

Travel and . Make travel arrangements to

Reimbursement attend a meeting at NSF.

System . Submit requests for NSF

reimbursement of costs incurred for travel
to the meeting.

Accessing Panelist Functions

Role What You Need for Access Registration
Required?
Panelist ° Panel ID from NSF No
° Password from NSF
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Panelist Functions

ng peErmiasion bassd f

Alert: Computer Scanning Policy - Important Log In
Information for NSF Visitors and Panelists.

" Paneal Reviaew

Interactive Panel Systam
panel 10: |POSO7ES

Panelist Last |H:I="|! nd
Harme:
I Lisers

Travel and Reimbursement System

Panelst Personal Information

Privacy Ack |\ "= o
MNolice: Aftar you log i, chack your Reviewsr ;
Information and wenfy that the e-mail address Passward: |4esess
shown 18 correct, If you forget your password, we Ecitri Lin s
will send your re-sel password to this -mail i=e your TTAS
address. Access to the Interactive Panel System '3 T
requires that JavaScript be enabled on your
browssr Log In
Enrout Pasyenrd?
Figure 1 Panelist Functions Home Page screen.

Proposal & Award Policies & Procedures Guide (PAPPG)
The NSF Proposal &Award Policies & Procedures Guide (PAPPG) contains NSF’s proposal preparation and submission
guidelines. Some NSF programs have program solicitations that modify the general

provisions of the PAPPG, and, in such cases, the guidelines provided in the solicitation must be followed.

The PAPPG also sets forth NSF policies and procedures regarding the award and management of grants and cooperative
agreements and in conjunction with the award terms and conditions, implements 2 CFR §200, Uniform Administrative
Requirements, Cost Principles, and Audit Requirements for Federal Awards. If the PAPPG is silent on a specific area covered
by 2 CFR200, the requirements specified in 2 CFR 200 must be followed. The PAPPG also implements other Public Laws,
Executive Orders (E.O.) and other directives insofar as they apply to grants and is issued pursuant to the authority of Section
11(a) of the NSF Act (42 USC §1870).

Password
A password is a 8-20 character authentication and access code used to log into PI/Co-Pl Functions, Panelist
Functions, Research Administration, Financial Functions, and Honorary Awards.

PIN - Personal Identification Number

A six-character alphanumeric that reviewers use to access Proposal Review (see Accessing Proposal Review) and
that an Other Authorized User uses to access Proposals, Awards, and Status (see Accessing Proposals, Awards, and
Status).

Pl/co-PI - Principal Investigator/Co-Principal Investigator(s)
The individual(s) designated by the proposer, and approved by NSF, who will be responsible for the scientific or
technical direction of the project. See PAPPG Exhibit 1I-7 for further information. A proposal can have at most
four Co-Pls. Other Senior Personnel can be added to the proposal as non Co-Pl Senior Personnel.
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Proposal Review

Proposal Review Introduction

Print the contents of the Proposal Review book.

The National Science Foundation strives to invest in a robust and diverse portfolio of projects that creates new
knowledge and enables breakthroughs in understanding across all areas of science and engineering research and
education. To identify which projects to support, NSF relies on a merit review process that incorporates
consideration of both the technical aspects of a proposed project and its potential to contribute more broadly to
advancing NSF’s mission “to promote the progress of science; to advance the national health, prosperity, and
welfare; to secure the national defense; and for other purposes.” NSF makes every effort to conduct a fair,
competitive, transparent merit review process for the selection of projects. Reviews play a key role in our
evaluation of research proposals.

NSF has identified Merit Review Principles that provide the basis and context for the Merit Review Criteria. We ask
that these principles be given due diligence by reviewers when reviewing and evaluating proposals.

Prepare and submit your proposal review through FastLane. In the Proposal Review Form, we ask for you to do
the following:
e Provide an overall rating of the proposal.
e Comment in detail on the quality of the proposal, identifying the proposal’s strengths and weaknesses for each
NSF Merit Review Criterion:

— The intellectual merit of the proposed activity

— The broader impacts of the proposed activity

The following elements should be considered in the review for both criteria:

1. What is the potential for the proposed activity to:
a. advance knowledge and understanding within its own field or across different fields
(Intellectual Merit); and

b. benefit society or advance desired societal outcomes (Broader Impacts)?

2. To what extent do the proposed activities suggest and explore creative, original, or potentially
transformative concepts?

3. Is the plan for carrying out the proposed activities well-reasoned, well-organized, and based on a sound
rationale? Does the plan incorporate a mechanism to assess success?

4. How well qualified is the individual, team, or organization to conduct the proposed activities?

5. Are there adequate resources available to the PI (either at the home organization or through
collaborations) to carry out the proposed activities?

e Comment in detail on the quality of the proposal with respect to any additional solicitation-
specific criteria, if applicable.

e Provide a summary statement that describes your overall assessment of the proposal based on the
review criteria.

The Proposal Review Form also asks you to do the following:
e Indicate any potential conflicts of interest that you might have in evaluating the proposal (optional if no

10



FastLane Help

conflict of interest exists).
e Recommend any other qualified reviewers for this proposal (optional).

See Note to Reviewers of Career Proposals if you are reviewing a proposal for the NSF Careers Program.

As of reviewer, you are obligated to maintain the confidentiality of both the proposal you are reviewing and also
your review.

To begin preparing a review, see Log In to Proposal Review and Prepare a Proposal Review.

Thank you for your help in evaluating a proposal. Reviews are important to NSF’s evaluation of proposals and
provide important feedback to the Principal Investigators. We appreciate the time and thought that go into
preparing them.

11
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NSF Merit Review Principles

Print the contents of the Proposal Review book.

These principles are to be given due diligence by Pls and organizations when preparing proposals
and managing projects, by reviewers when reading and evaluating proposals, and by NSF program staff
when determining whether or not to recommend proposals for funding and while overseeing awards.
Given that NSF is the primary federal agency charged with nurturing and supporting excellence in
basic research and education, the following three principles apply:

. All NSF projects should be of the highest quality and have the potential to advance, if not
transform, the frontiers of knowledge.

. NSF projects, in the aggregate, should contribute more broadly to achieving societal goals.
These “Broader Impacts” may be accomplished through the research itself, through activities that are
directly related to specific research projects, or through activities that are supported by, but are
complementary to, the project.1[1] The project activities may be based on previously established
and/or innovative methods and approaches, but in either case must be well justified.

. Meaningful assessment and evaluation of NSF funded projects should be based on
appropriate metrics, keeping in mind the likely correlation between the effect of broader impacts
and the resources provided to implement projects. If the size of the activity is limited, evaluation of
that activity in isolation is not likely to be meaningful. Thus, assessing the effectiveness of these activities
may best be done at a higher, more aggregated, level than the individual project.

With respect to the third principle, even if assessment of Broader Impacts outcomes for particular
projects is done at an aggregated level, Pls are expected to be accountable for carrying out the
activities described in the funded project. Thus, individual projects should include clearly stated goals,
specific descriptions of the activities that the Pl intends to do, and a plan in place to document the
outputs of those activities.

These three merit review principles provide the basis for the merit review criteria, as well as a context
within which the users of the criteria can better understand their intent.

[1] NSF values the advancement of scientific knowledge and activities that contribute to the achievement of  societally relevant
outcomes. Such outcomes include, but are not limited to: full participation of women, persons  with disabilities, and
underrepresented minorities in science, technology, engineering, and mathematics (STEM); improved STEM education and educator
development at any level; increased public scientific literacy and public engagement with science and technology; improved well-
being of individuals in society; development of a diverse, globally competitive STEM workforce; increased partnerships between
academia, industry, and others; improved

national security; increased economic competitiveness of the United States; and enhanced infrastructure for research and education.

NSF Merit Review Criteria for Proposals

Print the contents of the Proposal Review book.

When evaluating NSF proposals, reviewers should consider what the proposers want to do, why they want
to do it, how they plan to do it, how they will know if they succeed, and what benefits could accrue if the
project is successful. These issues apply both to the technical aspects of the proposal and the way in

12
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which the project may make broader contributions. To that end, reviewers are asked to evaluate all proposals
against two criteria:

e Intellectual Merit: The intellectual Merit criterion encompasses the potential to advance knowledge; and

e Broader Impacts: The Broader Impacts criterion encompasses the potential to benefit society and
contribute to the achievement of specific, desired societal outcomes.

The following elements should be considered in the review for both criteria:
1. What is the potential for the proposed activity to
a. advance knowledge and understanding within its own field or across different
fields (Intellectual Merit); and

b. benefit society or advance desired societal outcomes (Broader Impacts)?

2. To what extent do the proposed activities suggest and explore creative, original, or potentially
transformative concepts?

3. Is the plan for carrying out the proposed activities well-reasoned, well-organized, and based on a
sound rationale? Does the plan incorporate a mechanism to assess success?

4. How well qualified is the individual, team, or organization to conduct the proposed activities?

5. Are there adequate resources available to the PI (either at the home organization or through
collaborations) to carry out the proposed activities?

Obligation for Confidentiality

Print the contents of the Proposal Review book.

For both ad hoc and panel reviewers:
NSF receives proposals in confidence and protects the confidentiality of their contents. As a reviewer, you
are obligated to maintain the confidentiality of both the proposal you are reviewing and also of your review.

Please observe the following practices to maintain this confidentiality:
e Do not copy, quote from, or otherwise use or disclose to anyone, including your graduate
students or postdoctoral or research associates, any material from any proposal you are asked
to review.

e If you believe a colleague can make a substantial contribution to the review, please obtain permission from
the NSF Program Officer before disclosing either the contents of the proposal or the name of any proposer
or Principal Investigator.

e When you have completed your review, be certain to destroy the proposaland/or delete any electronic
correspondence or files related to the proposal.

e Safeguard the six-character alphanumeric PIN or the password that NSF has assigned to this proposal-reviewer
or panel ID-panelist combination.

NSF keeps reviews and your identity as a reviewer of specific proposals confidential to the maximum extent
possible, except that we routinely send to principal investigators (PI’s) reviews of their own proposals without
your name, affiliation, or other identifying information. Please respect the confidentiality of all principal
investigators and of other reviewers.

Unauthorized disclosure of confidential information could subject you to administrative sanctions.
13
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For panel reviewers:

Do not disclose the identities of principal investigators or other reviewers, the relative assessments or ranking of
proposal by a merit review panel, or other details about the merit review of proposals.

As NSF protects the confidentiality of proposals and of reviewers, it is important that as a reviewer you do not
reveal to others prior to, during or after a panel meeting, that you have served as a reviewer on a specific panel. It
is, however, recognized that you may need to advise your supervisor as to your absence due to serving on a panel.
And, you may wish to include on your personnel resume that you have served as a reviewer for NSF in a given
year. This is allowable, but you should not indicate the specific dates of the panels on which you have served.

Potential Conflicts of Interest

Print the contents of the Proposal Review book.

For panel reviewers:

If you have an affiliation or financial connection with the organization or person submitting the proposal that might be
construed as creating a conflict of interest, describe those affiliations or interests in the Conflict of Interest section under
"Prepare Review", and contact the cognizant NSF Program Officer before completing the review.

An NSF Program Officer will examine any statement of affiliations or interests for the existence of a conflict of interest. If
you do not include a statement of potential conflicts of interest, NSF assumes that you have no conflicting affiliations or
interests.

In addition, you must complete the Conflict-of-Interest and Confidentiality Statement for NSF Panelists (NSF  Form 1230P
dated 11/2011).

For ad hoc reviewers:

If you have an affiliation or financial connection with the organization or person submitting the proposal that might be
construed as creating a conflict of interest, describe those affiliations or interests in the Conflict of Interest section under
"Prepare Review", and contact the cognizant NSF Program Officer before completing the review.

An NSF Program Officer will examine any statement of affiliations or interests for the existence of a conflict of interest. If
you do not include a statement of potential conflicts of interest, NSF assumes that you have no conflicting affiliations or
interests.

Prepare and Submit Proposal Review
Log In to Proposal Review

1. On the FastLane Home Page screen (Figure 1), click Proposal Review. The
Proposal Review screen displays (Figure 2).
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Proposal Review screen. The Log In section and the Log In button are circled.

2. Read the Rules of Behavior (Figure 2). You signify your acceptance of the Rules of Behavior by logging in.
3. Inthe LogIn section (Figure 2), do the following:
In the Proposal Number box, type the proposal number given to you by the NSF Program Officer.

In the Reviewer Last Name box, type your last name.
In the Pin box, type the proposal PIN given to you by the NSF Program Officer.

4. Click the Login button (Figure 2). The Proposal Review screen displays (Figures 3 through 8) with these

options:
e Prepare areview

View the proposal
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e Download and save the proposal
e Edit your information on file with NSF
e Add to or update your demographic information

Proposal Review

Proposal Review Orientation Video

MNSF has created an orientation video to assist you in completing the proposal review process. If
you have not watched this video in the last 12 months, please watch the video before starting the
review process.

orientation video:
The Art and Science of Reviewing Proposals (&'

Reviewer Information Edit Proposal Information
Proposal 2028763
Name |Dr. John Doe Number
Address |Materials Science and Engineering Title TEST-RAISE PFU WITH PO
Clemson University Principal Alan Alphaman

E-Mail |Jdoe@clemson.edu Name

Office Institution Michigan State University

Phone

Demographic Information Add/Update

Race N/A

Ethnicity [N/A Gender N/A

Citizenship [N/A Disability N/A
Figure 3 Proposal Review screen, Reviewer and Proposal Information section (upper portion of the

screen).
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Figure 4

Figure 5

Merit Rewew Criteria

HMotice: EWeciive Januany 2013, e Malional Science Foundstion iImsfemsnked revised metit revew cileria, Whils
e twa et eviaw chitena are uncrangsd detelectusl Went snd Breadar impzetz), guldancs has bean pravided fo
claify and imprive e Tenclion of the crilaria.

Plass e orovide detalbed conemers on e gualibe of ihis proposalwithpeapact ioeach of ihe b MEF Merit Bedew
Culena wdenified below, notng specificallythe proposal’s stendhs and weslmes=sz  Bobh critana arefo be givan
UM consdaration duing the redeyw and declzion makling processas, each erieron 1= nacessan but nehar, by dsal,
iz sufficient. Flease provide commenis with respect to any adddional soliciiation-zoecific review critena, if applicable,
Alan, plasse siiter  summary stlarment ial GoscineE vouw overall assessran oTMe proposal based o the rindesy
Criferta

Wihen aealiating REF proposals, reuiewars should consarahal e proposerswanto do, s they et b do i
howe they planio dod, howihey will knowif ey succesd, andwhal benaflts could accee if the prajec] e succassiul
Theze lzsues apaly bathinthe echnlc al aspecis ofthe proposal and theway In whichine project may make boager
canlriulidng. To thaland, revigwers arg @shed 10 evaldale 3l propasals againsthwo crilania.

+  himaBeciual Marit The ntedeclual Mam citenon encampasses the pobental o advance snavdedga, and

L Broailer hpacts The Broadel ImMpacls cenonenctompdsos s ihe pobanisl o denaflsociety and
caflnibule fothe achisvementol spacifi;, daziad socletsl oultomas
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coneeEpts

4 I=ihe plantor carming outihe proposed acivites well-easzoned, well-organeed andbased ona sound
rationabe? Does the plan mcarporate 3 machanism (0 a5E ues sUcCEes?

4. How'well qualified (s the individual, te=m, or Inslilulion o conglciine proposad =civilles?
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Merit Review Criteria section of the Proposal Review screen.

Your Potential Conflicts Of Interest

If you have an affiliation or financial cannection with the organization or person submitting this
proposal that might be construed as creating a conflict of interest, please descnbe those
affihations or int@rests in the Conflict of Interest Section under "Prepare Review ™ Regardless of
any such affiliations or interests, we would like to have your rewew unless you belisve you
cannot be abjective. An NSF pragram official will examine any statement of afilistions or
interests for the existence of canflicts. If you do not attach a statement we shall assume that
you have no conflicting affiliations or interasts.

Your Potential Conflicts of Interest section of the Proposal Review screen.
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Your Obligation To Keep Proposals Confidential

The Foundation receives proposals in confidence and protects the confidentiality of their
contents. For this reason, you must not copy, guote from, or otherwise use or disclose to
anyone, including your graduate students or post-doctoral or research associates, any material
fram any proposal you are asked to review. Unauthaorized disclosure of confidential information
could subject you to administrative sanctions. If you believe a colleague can make a substantial
contribution to the review, please obtain permission from the NSF Program officer before
disclosing either the contents of the proposal or the name of any applicant or principal
investigator. When you have completed your review, please be certain to destroy the proposal.

Figure 6 Your Obligation to Keep Proposals Confidential section of the Proposal Review screen.

MSF 11-1 January 2011

Privacy Act and Public Burden Statements

The irfarmatan reqguested on propasal forms and projed reponts is salicted under the
sutharnty of the Naticnsl Soancs Foundation Aot of 1950, s armerded. The nfermation
on proposal forms will be used in connection with the s=lection of gualified propossls;
#nd project repans submitiad by awardees will be used fer program evaluation and
reparting within the Executive Branch and to Congress. The informatan r\equu!n:! maj
b disclesed to gualifisd reviewers ond staff assistants as part of the pracosal revies
process; io proposer instiubons/grantess to provede or obtain data regardng the
proposal rewview process, awerd decigions, or the adminstration of awards: to
povernmant contratiors, axpess, veluntesrs snd researchears and aducators as
mecessary to complete assigned work; to other gowvernment agencies or other entibes
reading mfermation regarding Proposers of rominees 85 pant of & point applestan
review process, of M order to coordinate programs or poboy; and to ancther Federal
BgBNCY, Court, OF PATTY in & Court or Federal adronistrative proceedung if the
governmeant = & parkys Informaticn about Princopal Investgators may be added to tha
Revigwer filg and sed te select patential candidates 10 §arve 08 PEET reviGweErs o
adwrary committes members. See Systems of fleccrds, RSF-30, “Frncipal
Imiestigator/Froposal File and Associated Records,” 6% Federal Register 25410 (May 12,
DiC4), and NSF-51, “Reviewar/Prapoesl File and A d Records,” 69 Faderal
Register 25410 (May 13, 2004). Submisston of the infformation i vosuntany. Failure to
p:wmrg.-ﬂ and camplate information, howayver, may reducs the pessibllny of recening
B AWE

AR apEncy may not conduct & sponssr, and & pecson 18 not required 1o respond 1. an
information collection wnless t deplays a valid OH8 control number. The OMB contral
rumbaer for this collection s 3145-0058, Public raparting burdan for this collestion of
informaticn is estimated to sverage 120 hours per response, including the time for
réviewang ingtructiang. Send comments regarding the burden estimate and any other
mipeit of thes cellechan of wiormation, incuding suggestions for reducing this burdarn,
bos

Suzarma M. Flimpton

Reparts Clearance Offiter

Drveaion: of Adrrsnigtratve Sarvices
Wanonsl Soenos Foundation

Aringicn, WA 22230

Figure 7 Privacy Act and Public Burden Statements section of the Proposal Review screen.
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Proposal Review Functions:

O Prepare Review © View Proposal

© Download | Save Proposal

Figure 8 Proposal Review Functions section of the Proposal Review screen.

Log In to Proposal Review

1. On the FastLane Home Page screen (Figure 1), click Proposal Review. The
Proposal Review screen displays (Figure 2).
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Figure 1 FastLane Home Page screen. The Proposal Review link is circled.
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Figure 2 Proposal Review screen. The Log In section and the Log In button are circled.

2. Read the Rules of Behavior (Figure 2). You signify your acceptance of the Rules of Behavior by logging
in.

3. Inthe LogIn section (Figure 2), do the following:
e Inthe Proposal Number box, type the proposal number given to you by the NSF Program Officer.
¢ Inthe Reviewer Last Name box, type your last name.
¢ Inthe Pin box, type the proposal PIN given to you by the NSF Program Officer.

4. Click the Login button (Figure 2). The Proposal Review screen displays (Figures 3 through 8) with these
options:
® Prepare areview

View the proposal

Download and save the proposal

Edit your information on file with NSF

Add to or update your demographic information
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Proposal Review

Proposal Review Orientation Video

NSF has created an orientation video to assist you in completing the proposal review process. If
you have not watched this video in the last 12 months, please watch the video before starting the
review process.

Orientation video:
The Art and Science of Reviewing Proposals &

Reviewer Information Edit Proposal Information
Proposal 2028763
Name |Dr. John Doe Number
Address Materials Science and Engineering Title TEST-RAISE PFU WITH PO

Clemson University

Principal Alan Alphaman
CLEMSON, SC 296340001

Investigator's

E-Mail |Jdoe@clemson.edu Name
Office Institution Michigan State University
Phone
Demographic Information Add/Update
Race N/A
Ethnicity [N/A Gender [N/A
Citizenship [N/A Disability [N/A
Figure 3 Proposal Review screen, Reviewer and Proposal Information section (upper portion of the

screen).
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Merit Fesiew Criteria

HMotice: EFeciive Januan 2013, the Malional Science Foundstion iImsfemsnked revised metit revew cilerla. Whils
e bun frent revia chteia are unckangsd dnelectual Ment snd Broadar impzets), guldaeca has bean pravided 1o
claify and improve e Tenclion of the crilaria.

Plasse orovide detaibed conemers on e qualibe of this propnsalwithreapact ineach of ihe b NEF Merit Bedew
Coulena denified below, nodng specificslly the proposal s strendh s andweslmes=as Bobh ortana arefo be givan
Tulconsdaration duwing the radewy and decligion making processas, each cHiEnan 12 nacassany bul neile:, by dsal,
iz suUflicient. Pleaseprovide commeanis with respect io any adddional soliclialiomn-soectic revew crilena, il applicable,
Alg0, pleace siter 2 summary statbment el Goscibe & you owerall asses smenl 0TMe proposal based on the e
Liiena

Wihaaasalyating HEF propneals, eviewars should conaedsrwhal fee propogerssantto do,wi they seant b do
how thay plan o dod, how ey will knowif ihvey sucteed, andwhal benaflts could accree if the projeciie succassiul
Thezelzsues apal bothinthe eennic al aapecis ofthe proposal and theway In whichihe project may make boader
canlritulidng. To thaland, revidwers are @shed 10 evaluales 3 proposals agsin sihwo crilania.

+  himaBecial Marit; The ntedeclual Mem oitenon encormpasses the pobental o advance snayledgas, and

=  Broailer ihpacts The Broaded mpacs clenon encompassa s ihe polantislto benafil society and
canlribuls lothe achievamenlol spacific, da=sired socletal oulkomas

Thie fadlmwan g elermenls shauld be capishoared i hereles fof btk cnleila

T Wihatls the potenfial for e proposed actiiey i
A advancd kndwiedg and undarstanding wilbim s cenala or alross diferadNelos Jniaiaciigs Marf,
anet
I, baneft soc ok o advance dasimd sociaal oulcomes (Broade inpacls®

4 To'whal P?I‘Br'll 0 Ene repo@ed FeEle s 2 ungest ang edpinie craalivie, ofiginal o patenbialily ENSmrmalhe
contents

4 I=ihe planfor carming outihe proposed acivites wellreasoned, well-organeed and besed ona sound
raionake? Does tha plan meorporate a maghanism (0 assuss success?

4. Howwellgualified is the indwiddal, 12 &M, DT Imstitutiontio congucitne proposad ctivlies™

5. Afehars adegliate resournt es avallable o me Pl ielther al e homa instition orfthradah collaborahions) o
carmy oul lhe proposed aLI'ruihEE.‘?']

Figure 4 Merit Review Criteria section of the Proposal Review screen.

Your Potential Conflicts Of Interest

If you have an affiliation or financial cannection with the organization of persen sibmitting this
proposal that might be construed as creating a conflict of interest, please descnbe those
affihations or int@rests in the Conflict of Interest Section under "Frepare Review. ~ Regardless of
any such affiliations or inferests. we would like to have your review unless you belisve you
cannat be abjective. An NSF pragram aficial will examine any statemeant of affilistions or
interests for the existence of conflicts. If you do not attach 3 statemant we shall assume that
you have no conflicting affiliations or interasts.

Figure 5 Your Potential Conflicts of Interest section of the Proposal Review screen.

Your Obligation To Keep Proposals Confidential

The Foundation receives propasals in confidence and protects the confidentiality of their
contents. For this reason, you must not copy, quote from, or otherwise use or disclose to
anyone, including your graduate students or post-doctoral or research associates, any material
fram any proposal you are asked to review. Unauthorized disclosure of confidential information
could subject you to administrative sanctions. If you believe a colleague can make a substantial
contribution to the review, please obtain permission from the NSF Program officer before
disclosing either the contents of the proposal or the name of any applicant or principal
investigator. When you have completed your review, please be certain to destroy the proposal.
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Figure 6 Your Obligation to Keep Proposals Confidential section of the Proposal Review screen.

HSF 11-1 January 20011

Privacy Act and Public Burden Statements

———

The informaton reguested on propasal farms and projed reponts is solicted under the
Butharty of the Naticns] Soencs Foundatinn Act of 1950, as amended. The nfermaben
on proposal forms will be used i connection with the se=lection of gualifed proposals;
#nd project repans submitied by awardees will be uped for program evaluatien and
reparting within the Executive Branch and to Congress. The information reguested may
be disclesed to guaified reviewers ond siaff assistants as part of the prepasal review
process; io proposar insfiubons/grantees & prowsde or obisin data regardeng the
proposal review process, awerd decigions, o the administraticn of awards: to
pavernmant contracionrs, axpens, volurtesrs and résearchars and educalors as
mecessany to complete assigned work; to other government agencies or other entibes
reeding information regarding Proposers of pomineas &5 pan of b joird applcatian
review process, of @ order to coordinate programs or poboy; and to another Federal
BYBACY, COUTt, OF PAsty M & coort or Fedaral adwonigtrative procesding if the
povernment 5 & pardy, Iiformatan about Prinopal Inveshgators mbay be added to tha
Reviewer filg and Used to select potential candidates 10 sanve as peer rewviawers or
pdvazory committes membears. See Systems of fecords, REF-20, “Prncipal
Irmestgator/Proposal File snd Associated Records,” &% Federal Register 26410 (May 12,
T0C4), and NSF-51, “Reviewar/Prapossl File and Asdocated Records,” 69 Faderal
Register 26410 (May 12, 2004). Submission of the informatson 1s volundary. Failure to
provide full and complats infarmation, howswer, may roduce the possibilty of recaning
i award,

AR afesty By Hol osndott &F spoREF, and & pedson 18 Hed Fequired 18 feEpand B, B
information collection nless it dsplays a valid OMHA control number. The OMB contnal
rumber fer this collection s 3145-0058, Publ reporting burdan for this collection of
information is estimated to sverage 120 hours par response, including the time for
PEvEAIRg INECrUTEORE. Send comments regarding the burdan sstimate and &Ny Sther
BEpeit of thes collechan of wiformabion,. inchiding suggestions for reduang tfus burdan,
toe

Suzarina M. Flimoton

Reparts Clearance Officer

Divesion of AdreniFratnie Services
Hanorsl Soence Foundatien

Aringicn, VA 22237

Figure 7 Privacy Act and Public Burden Statements section of the Proposal Review screen.

Proposal Review Functions:

O Prepare Review © View Proposal

O Download | Save Proposal

Figure 8 Proposal Review Functions section of the Proposal Review screen.

Prepare a Proposal Review

1. Access the Proposal Review screen (Figure 1) (see Log In to Proposal Review).
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Proposal Review Functions:
O View Proposal

D Prepare Review

© Download | Save Proposal

Figure 1 Lower portion of the Proposal Review screen. The Prepare Review link is circled.

2. Onthe Proposal Review screen (Figure 1), click Proposal Review. The Merit Review Criteria screen
displays (Figure 2).

Merit Review Criteria

Motice: Efeciive Januan 201 3, e Mational Spience Foundalion imsiemesnted revised metlt revwew cnleria, While |
The bao frent revia chiena are gnckrangsd dntelectiial Ment and Broader iImpacts), guidancad has bean pravided o |
clanify and irmprive e fwnclion Of the crilena. h

Fleasr orovide datalled corments on fhe qualieof ihis proposalwiif respact ioeach of ihe e NEF Merb Bevew
Criens identfi=d helaw, nodng specificallythe proposal’s srendh s andwealmes=a=s Bob crtena arefo be given
Tl eonsdaration duting the rades and declgion making processas, gach ciiefon 1= nacessany but neiheas by dzal,
iz suUflicient. Pleaseprovide commeanis with respect io any adddional soliclialion-@ectic revew crilena, il applicable,
Ala0, plaase it a summany statbmant sl doschbe & your owrall assessman 0Tme proposal based on e o
crilera

Vihen evalyabing NEF proposals, reviessrs should conskenshal the proposerswantio do, why they wan ba do i,
haw thay pian o dod, howihey will knowif ey succesd, andwhal benaflts could accmee if the projeciie succassiul
Theze lssues apaly bathinthe Wrennic al aspecis ofthe proposal and theway In whichthe project may make bmader
conlriulidns. To thalend, revigwens are ashed 10 evaluale 31 proposals agsin sihwo crilania.

+  Imalectual Merit: The intelleclual e citenon encampasses the polenllal o agvance snavdediga, and

=  Hroalernpacts The Broadel mipacls citenon eniompasss s the pobent sl io danafil sociely and
canlribule lothe achievamenlol spacific, de=sired socletal oulkomas

The fadlowan g elermanls should be corsioarsd i the revies for bisdh cnleria

T Wimatls the potendial for the proposed acialy io
A advancd kndwiadyd and undarstanding wilhin s cwnflala or alross diferaielos gniteciug mant,
ane
I, banefit sociaky or advance dasired sociotal oulcomes (Broader impacts)®

2 Towhaledent o the gropo@ed aciines 2 uggest ans expioie ciaative, oflginal ar patentially ansmimative
concepta’

4 Isihe planfor carming out ihe proposed acivites well-reasoned, well-organeed and basad ona sound
rationake? Does ihe plan moarporale a machanism D assees succegs?

4 Hovw wigll qualifled s the Indviddal, ez, or Inshiullenio conglciing proposed sclivilles ¥

S Are hads adeguate resolnes svallable ta e Pl (elther & e homme instfution orhradah colaborghons) o
camy ol lhe pioposed acliviles?)

Figure 2 Merit Review Criteria screen.

3. Click the Continue button at the bottom of the Merit Review Criteria screen. The
Proposal Review Form screen displays (Figure 3).
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FPanel Review
Xational Scpence Foundation (W3F) seeks to support the most meritonous reseanch whether basic or applied, to meet its stahatory reaponsibities.
Reviews plan o key role o the N5Fs evalustion of research proposals, Please provide bath watten commtents a5 well bs Surmmary rating on this Preposal,
using the Propossl Evaluaties Criteris. Phease also see Canflices of Interest, Confldentialicy of Propassls and Peer Reviews, snd Privecy Act snd Pablic
Burden Siatements.

Resuomit n Progress

Information on Proposal Mumber: 1301979

Proncipal Ievestigatoc's Name: Benjamin Shen

Ievstui o Univerziry of Fenmiyivania

Titke: CAREER:Testng the Faciliches by VS

Pease provide vour e-mail address so the copnizant NSF Progem Officer can contact vou regarding any questions he she might have about vour revies

[2] Please check this box if you want to receive an « mad copy of vou review,
Nate: As wath any form of electrome communstation, N5F cannot puaranbes privacy of the emal message dusng it ransmsson.

Rating Section

1 am dechrong 1o review tkns proposal

& lam gaving this propossl no ratng.

& 1 am tatimg this proposal (Flease check rabng below),
Dwerall Rating

[F|Excellemt Chatstending proposal in all respects; deserves highest priorty for suppest.
[Verr Good Hizh quality propesal in nearhy afl respects: should be supported if at all possdble.
[l Ged A quality proposal, weethy of suppart

C1Fair Proposal lacking in one or more cotical aspects; kev issaes need 1o be addressed.
OPoor Proposal has serious deficiencies.

I the contest of the five revien elements, please ialasts the strengths and weakines 163 of the progosal with respect 1o imtelleciaal merit

|Tasting from Tamal seviamw

Criber Suggested Reviewers (Oprional, Max. Characrers: 430

woggertad Taviswszs

Conflices of Interest
i you have 2n affiliation or financial conmection with the instivatSon or the person submstting this propesal that might be construed as oeatng condlicts
of mterest, please describe those affibations of miberests o the bon bebow. Regardless of amy such affibabans or mterests, we would bke to have vour

feview unliss you beleve vou carndt be obectve IF you do niet deseribe conflicrs of mberest m the Box bidow wa shall sesume that vou have o
conflicting affiiations or sterests

Cunfices of Intrest Test (Optional)

Inceceat

(P v (G o)

Click the above Go Back burien to cancel thas revees and retiam o the List of Proposals m the Panel. Mo information tvped dunng thes session will ke
saved

Figure 3 Proposal Review Form screen.

4. Inthe Work in Progress section (Figure 3), type your email address.
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5.

6.

10.

11.

12.

13.

If you want a copy of the review emailed to you, click the radio button under the eMail
box.

In the Rating Section (Figure 3), click the radio button for one of the three options.

If you agreed to rate the proposal, in the Overall Rating section (Figure 3), click the radio button
for one of the ratings.

In the first text box of the Overall Rating section (Figure 3), in the context of the five review
elements, type your evaluation of the proposal with respect to intellectual merit.

In the second text box of the Overall Rating section (Figure 3), in the context of the five review
elements, type your evaluation of the proposal with respect to broader impacts.

In the third text box of the Overall Rating section (Figure 3), type your evaluation of the proposal
with respect to any additional solicitation-specific review criteria, if applicable.

In the Summary Statement box (Figure 3), type an evaluative summary. The summary should
describe your overall assessment of the proposal based on the review criteria.

In the Other Suggested Reviewers box (Figure 3), type the names of any individuals that you think
should review the proposal (optional).

In the Conflicts of Interest section (Figure 3), type an explanation of any conflict of interest that
you may have in regard to this proposal. If you leave this box blank, NSF assumes there is no
potential conflict of interest.

Once you have completed the Proposal Review form, you have two options:

Submit the Proposal Review
Save the Proposal Review for editing and submitting later

Submit the Proposal Review

On the lower portion of the Proposal Review Form screen (Figure 4), click the
Submit Review button. The Receipt of Proposal Review screen displays (Figure 5).

Confbicts of luterest Text {Opnonal)

| SubmiFewsw  |[| Save Fevew || GoBeck |

Figure 4 Lower portion of Proposal Review Form screen. The Submit Review button is
circled.

Receipt of Proposal Review

Yow propessl renew for propioral camber 2627006 has been recesied &l H5E om Wed Fosr 1 Bl ™56 2005 308 wnl be lrriarded b Hie topacam (ay
appropeaty \ETEF progrim officer

Fonur Ubdinadinn To Kesp Projiesals Cenfideitiad

The Fouwnsal e r=c saes ramsals i cumiden;s sod pigisets D Gorfdsmishly of e coibenls Fob s imsson, e musd nid o TRy e o, o | lisssese s
o e hg Ao includ 17 diaruala sluilints pocloml g deEaEaToh wA s e, ay i ateeal e any e Sal fou e aske Favtay. LAiaimii e

i ran redld aibec) you fo sdmssigive Seeciion 11 yau beiew o colmmjie can maky o sibabnliv oo oo L e T, il
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Figure 5 Receipt of Proposal Review screen. The Return button is circled.

2. Click Return (Figure 5). The Proposal Review Log In screen displays.
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Save the Proposal Review

1. On the lower portion of the Proposal Review Form screen (Figure 6), click the Save Review button. The
Proposal Review Saved screen displays (Figure 7).

Conllicts of Interesi Teoxt A Opoeaaal

| BubmitFewew || Seve Feview o Back |

Figure 6 Lower portion of Proposal Review Form screen. The Save Review button is circled.

Proposal Heview

Four revew for proposal ounber 9617006 tas been saved burwsr subsatred. This sewew st be snhmatrod Lesr by the reseweer, to ke conndered by

-'r-,-..m. |

Figure 7 Proposal Review Saved screen with a message that your proposal review has been saved.

2. Click the Return button (Figure 7). The Proposal Review screen displays (Figure 1). To work on the Proposal
Review again, see Access a Saved Proposal Review.

Access a Saved Proposal Review

1. Access the Proposal Review screen (Figure 1) (see Log In to Proposal Review).

Proposal Review Functions:

© View Proposal

O Download | Save Proposal

Figure 1 Lower portion of the Proposal Review screen. The Prepare Review link is circled.

2. Onthe Proposal Review screen (Figure 1), click Proposal Review. The Merit Review Criteria screen
displays (Figure 2).
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Merit Feview Critenia

Motice: EFeciive Januan 2013 e Malional Science Foundation imefemsnked revised metit reaew cileila. While
e bso frent reviad chteia are gnckrangsd dntelectual Ment and Broadar impzets), guldases has bean pravded 1o
claify and irmprove e Tenclion OF the crilaria.

Please orovide detalled conments onihe qualibeof ihls proposalwith reapact toeach of the b NEF Merb Redew
Coulena denifisd below, nolng specificsllythe propozal’s stendhs and weslmes=ss Both critana are o be given
Tul consdaration duting the ravew and declsion maklng processas, each erteron i=nacessany bul nastaer, by dsal,
iz suUficient. Pleaseprovide commeanis with respect io any adddional soliclialiomn-sectic revew crilena, il 3pplicable,
Al please it o summary statbment el Goscibs g dou ol assessmenl 0TMe propoesal based on ihe rides
trifena

Wibien evaluabing MEF proposals, ieviewsrs should conskdershal e propaserswanbto do, wi ey wain b do i
haw thay planio god, howthey will knowif ey succesd, andwhat benafils could accree if thes projac i succassil
Thesze lzsuesapaly bathinthe 1echnlc al aspecis ofthe proposal and theway Inwhichine project may make broager
condritulidng. To thaldnd, revewers arg @sked 10 valuale 3l proposals agsinstwio crilaria.

+  himaleciual Merit; The nteleclual Mem oitenon encompasses tha pobental o advance snavledga, and

=  Hroaiderimpacts The Broadel mpacs cenon encompasoe s ihe polentialto Denafl saciety and
cafliibube lothe achievamenl ol 2pacific, de=zired socletal oultomas

Thia fallmenn g elerranls shauld be cajshoared i e revles fof bedh cnleria
T Wihatls the potenfial for the proposed activie io
A advancd kndvdadge and undarstanding willin s cenfaloos aiross diferadielas Jniaiaciig: Manf,
ane
Iy, banefit soc|at o advance dasird sociotal oulcomes (Broader mpacts®

2 To'what ?%denl 0t repoSEd i iile s 2 ungest ang expinie ctaalive, ofiginal or palenbially HaNSImathe
congents

A Isihe planfor carmving ot the proposed acivites well-reasoned, well-organeed and besed on a sound
rabionake? Does tha plan meoreorate 3 machan|sm i assues success?

4. Howwellgualified s the individual, lesm, or Instilulianio conguciine proposad sctivlies ™

5. Afelheds adeglaie resoun es avallable o me Pl ieneral e home instision orthradah collaborahions) o
camy oul lhe proposed al:Ij'uihEE.‘?']

Figure 2 Merit Review Criteria screen.

3. Click the Continue button at the bottom of the Merit Review Criteria screen. The Proposal Review Form
screen displays (Figure 3) as you had saved it. To edit the review, see Prepare a Proposal Review, Step 4
through Step 12. To submit the review, see Submit a Review.
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Panel Review
National Scrence Foundation (W3F) seeks to support the most meritonious research whether basic or applied, to meet s stahrtory responsibitiss.
Reveews plav a key role i the N5Fs evahsation of research proposals. Please provide bath witten commtenits a5 well 88 summmary ratmg on this Proposal,
using the Propossl Evaluatisa Crireria. Please also see Conflices of Intereas, Confldentialiey of Propesals and Peer Reviews, and Privacy Acr and Pablic
Burden Saiements.

Resuomit in Progress

Infermation on Propesal Number: 1301278

Principal Ievestigator's Name: Benjamin Shen

Instingion: University ol Penmsylvania

Title: CAREER:T esting the Facilities by V5

Pease provide vour +-mail address so the cognizant NEF Progeem Officer can contact vou regarding any questions he she might have about vour revies

[2] Pleaze check this box if you want to recesve an «-mad copy of your review.
Fate: As wath any form af slectnans: communscation, NSF cannot pusrantes privacy of the é-mal message dusing its transms sion.

Raling Section

2 1 am dechrang 1o review tkns propesal

| in grving this propoisl i rabing.

& 1 am tating this propossl (Flease chedk ratng below),
W, ST T,

[FlExcellemt Chatstanding propesal in all respects; deserves highest priorty for suppost.
[Very Good High quakity propesal in nearty afl respects: should be supported if at afl possshle.
[Clieed A quality propesal, westhy of suppart

ClFair Proposal lacking in one or more crtical aspects; kev issues need to be addressed.
OPoor Proposal has serous deficiencies.

I

=
|Tasting Zcom Fanal ceTiaw )

thy content of the five review slemsents, plenre svalusty the srengohe and weakmeres ofthe proposal with respect fo lntelbecrusl meric.

Criber Suggested Reviewers (Oprional, Max. Characrers: 4307

FOgFEITad TETIeVATE

Conflices of Interest

if you have an affiliation or financial conmection with the institaiSon or the person submsttng this propesal that might be construed as creatng condlices
of mteredt, please describe those affibations or interests o the box bebow, Regardleds of any such affihabons or mterests, we would bice to have vour
eview unliss you beleve vou carmot be objectve, If vow do net describe conficrs of iberest m the box below wa shall sesume that vou have o
coaflicting affiliatons or sterescs

Confllcss of Intereat Tust (Opthonal)

Inceress

| [(etmbee (G )

Click the sbove Ga Back bunon to cancel thas revees and retum o the List of Proposals m the Panel. No infemmanion tvped dunng thes session will be
saved

Figure 3 Proposal Review Form screen.

Edit Your Information with NSF

1. Access the Proposal Review screen (Figure 1) (see Log In to Proposal Review).
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Proposal Review

Proposal Review Orientation Video

NSF has created an orientation video to assist you in completing the proposal review process. If
you have not watched this video in the last 12 months, please watch the video before starting the
review process.

’ Orientation video:
The Art and Science of Reviewing Proposals &

Reviewer Infomlation( Edit 5 Proposal Information
Proposal 2028763
Name |Dr. John Doe Number
Address |Materials Science and Engineering || Title TEST-RAISE PFU WITH PO
Clemson University Principal Alan Alphaman
CLEMSON, SC 296340001 Investigator’s
E-Mail |Jdoe@clemson.edu Name
Office Institution Michigan State University
Phone
Demographic Information Add/Update
Race N/A
Ethnicity |N/A Gender |N/A
Citizenship [N/A Disability| N/A
Figure 1 Top portion of the Proposal Review screen. The Edit button is circled.

2. On the Proposal Review screen (Figure 1), click the Edit button. The Reviewer’s Information screen
displays (Figure 2).
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Reviewer's Information

| Seve | | GoBack |

Tile: Professor | Suffc | | (e, Sr, I3
Last Mame: Gleeson
Forst Mame: Brian Mbddle Inmal

Please fill ondy 4 Ines frem the follewing & Lines

Department Line 10 | |
Departraent Line 2: |
Insttubon Line 3: |
Institution Line 4: |
Building Line5: | '
Street Line & |4-|-1 Wilzon Boulevard

Please check a radio butten and enter ether a TS address or a Foreign address
@S Address O Foreign Address

I you have checked TS Address radic button then enter the TS address
TS City. | Adington |

US State: | Wirginia v

Zipy 2azee

IFyeu have checked Foreign Address radio button then enter the foreign address
Foreign CibnCode: | _
Foreign Country: | |

(Owerseas - Please do not include your country code)

Office Phone: (10 digits)  Extension:

Drepartment Phone: (10 dezits)  Eatension:

Fax Mumber: | Hotne Phone: |

E-hulail namel@nsf.gov |

TIRL Address: |
@ [ GoBack |

Figure 2 Reviewer’s Information screen. The Save button is circled.

3. Change the information as you require (Figure 2).

4. Click the Save button (Figure 2). A screen displays (Figure 3) with the message that your information, as
changed, has been saved.
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Your information hag been changed on the NSF database,

| Coninue

Figure 3 Screen with the message that the changed information has been saved.

Update Your Demographic Information

See Demographic Information: What and Why? and the Privacy Act and Public Burden Statements for an

explanation of the categories of demographic information and how NSF uses this information.

All categories are optional.

1. Access the Proposal Review screen (Figure 1) (see Log In to Proposal Review).

Proposal Review

Proposal Review Orientation Video

> Orientation video:
The Art and Science of Reviewing Proposals '

NSF has created an orientation video to assist you in completing the proposal review process. If
you have not watched this video in the last 12 months, please watch the video before starting the
review process.

Reviewer Information Edit Proposal Information
Proposal 2028763

Name |Dr. John Doe Number

Address |Materials Science and Engineering || Title TEST-RAISE PFU WITH PO
Clemson University Principal Alan Alphaman
CLEMSON, SC 296340001 Investigator's

E-Mail |Jdoe@clemson.edu Name

Office Institution Michigan State University

Phone

Demographic Information Add/Update )

Race N/A

Ethnicity |N/A Gender |N/A

Citizenship [N/A Disability N/A

Figure 1 Top portion of the Proposal Review screen. The Add/Update button is circled.
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2. Inthe Demographic Information section of the Proposal Review screen (Figure 1), click the Add/Update
button. The Please Add/Update Your Demographic Information screen displays (Figure 2).
Flease add update yomr Demographic Information
Demographuc data allows MEF to gauge whether our programs and other opportundies in soence and technology
are farly teachmg and benefitng everpone regardless of demographue: categery, to ensure that those m inder-
represented groups have the same knowledge of and access bo programs, meshings, vacancies, and other research
and pducabonal spportushes ag everyons slse
Privapy Act Why tlue wformabiai s beine redueste:d
Disahility {select e or moke) Fhuueiry {chnose one)
IF wau do not ansh to provide this sifoemetion, do oot check seny bozes Eiharsiy Tiefinnom e
=] Heanng Impairaent . Higpanic or Latiic
i Visual Trpient £ Mot Hispane or Latns
=] Mobiity/Crthopedic Tmparment S Do not wish to provide
] GOther (Enter Descriphon)
¥ Mene
Face (gelect one o1 more) Citmenslup (choose one)
[f you do net wrish {0 provide thiz sformation. do not check any boxes W .5 Ciksen
f}_:_' Al s 0 Permanent BEesdert
rFl fﬂmﬂﬂﬁml e o 0 Oither niom-17 2. Clitizen
fl S 0 D fiot wnsh to pravde
Ul Black or Afiican Amencan
U Tatwe Hawauan oo Other Facihe Islander
Tl Whate
Gender
2 Mdale
i Female
3 Do ot wash to provide
[ Bave| |
Figure 2

Please Add/Update Your Demographic Information screen. The Save button is circled.

3. Addto or change the demographic information as you require.

4. Click the Save button (Figure 2). The Demographic Information screen displays (Figure 3) with the message
that the changes have been saved.

Demographic Information

Your Demographic Information has been updated

IZantitue

Figure 3 Demographic Information screen.
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5. Click the Continue button (Figure 3). The Proposal Review screen displays (Figure 1).

View a Proposal

1. Access the Proposal Review screen (Figure 1) (see Log in to Proposal Review).

Proposal Review Functions:

O Prepare Review © View Proposal

O Download | Save Proposal

Figure 1 Lower portion of the Proposal Review screen. The View Proposal link is circled.

2. On the Proposal Review screen (Figure 1), click View Proposal. The View/Print Proposal screen displays
(Figure 2). You have these options on the View/Print screen:
e View the entire proposal
e View a section of the proposal

34



FastLane Help

View/Print Proposal

Please click on the radio button next to the form that yvou want to view/print.
Then press the "View" button at the bottom of the page. Please be patient, it
may take a minute to process all of the data. You must have the Adobe Acrobat
Reader installed on your computer in order to view/print these forms in PDF
format. If you do not have the Reader installed, refer to Using Adobe Acrobat
Viewer for Printing for information on locating and installing the Reader. If
yvou encounter ""an error occurred while trying to use this document"
message after selecting a form or the '""View Entire Proposal" option and
clicking on the "View' button, please read Common Printing Problems.

2013784
(® Table of Contents O Cover Sheet
O Budget O Current and Pending Support
O Facilities and Equipment (O References Cited
C Project Summary O Project Description
O Biographical Sketches O Data Management Plan
O Mentoring Plan O Other Supplemental Docs

(O GOALLI - Industrial PI Confirmation (O RAPID, EAGER, RAISE - Program Officer Concurrence

Lette Emails
View Entire Proposal

Return to Panel Review

View

Figure 2 View/Print Proposal screen. The radio button for View Entire Proposal and the View button are
circled.

View the Entire Proposal

1. On the View/Print Proposal screen (Figure 2), click the radio button for View Entire Proposal. The proposal
displays in PDF format (Figure 3). If you need Adobe Reader, see Adobe Reader for FastLane.
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Figure 3 Proposal in PDF format. The Print icon is circled.

2. To print the proposal, click the Print icon on the screen. The proposal prints in its entirety.
View a Section of the Proposal

1. On the View/Print Proposal screen (Figure 4), click the radio button for the section of the proposal you want

to view. The proposal section displays in PDF format (Figure
5). If you need Adobe Reader, see Adobe Reader for FastLane.
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View/Print Proposal

Please click on the radio button next to the form that you want to view/print.
Then press the "View" button at the bottom of the page. Please be patient, it
may take a minute to process all of the data. You must have the Adobe Acrobat
Reader installed on your computer in order to view/print these forms in PDF
format. If you do not have the Reader installed, refer to Using Adobe Acrobat
Viewer for Printing for information on locating and installing the Reader. If
you encounter "an error occurred while trying to use this document"
message after selecting a form or the "View Entire Proposal" option and
clicking on the '"View" button, please read Common Printing Problems.

(O GOALI - Industrial PI Confirmation

2013784
® Table of Contents O Cover Sheet
O Current and Pending Support
O Facilities and Equipment (O References Cited
O Project Summary O Project Description
O Biographical Sketches (O Data Management Plan
(O Mentoring Plan O Other Supplemental Docs

@AGER, RAISE - Program Ofﬁc@

Letter Emails
O View Entire Proposal
View
" Return to Panel Review
Figure 4 View/Print Proposal screen. The radio button for Budget and the View button are circled.
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Figure 5 Summary Proposal Budget in PDF format.
2. To print the section, click the Print icon on the screen. The proposal section prints.
Download and Save a Proposal
1. Access the Proposal Review screen (Figure 1) (see Log In to Proposal Review).
Proposal Review Functions:
O Prepare Review O View Proposal
© Download | Save Proposal
Go Back
Figure 1 Lower portion of the Proposal Review screen. The Download/Save Proposal link is circled.

2. On the Proposal Review screen (Figure 1), click Download/Save Proposal. The
Download File window displays (Figure 2).
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mouaInc ll ISV ML v r - — 2
Address National Science Foundation Title E"fi mm;?sent Technical
Division of Information Systems - g
4201 Wilson Boulevard Principal Terry Demo
Arlington, VA 22230 Investigator's
[E-Mail  hhp@gpme — '
ates o
e 1 o you want to open or save this file?
DQI'I'IOQI'RP' ) Name: NSF9627996Demo.pdf
Type: Adobe Acrobat 7.0 Document s
Race From: www.fidemo.nsf.gov L
Ethnicity D % WA
Citizenship [__Ozen fw Cancl | oo
While files from the Irt'emdmbemddmeﬁe;ocmpotwaly
ham computer. do not trust the source, do not
° M sava:&lfie What's ‘,Qwu,e_n sic? St

© Download | Save Proposal

Figure 2 File Download window. The Save button is circled.

3. Click the Save button (Figure 2). The Save As window displays (Figure 3).
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Figure 3 Save As window. The Save button is circled.

4. Inthe File Name box (Figure 3), give the proposal a title and select the section of your computer you want to
save it to.

5. Click the Save button (Figure 3). The proposal downloads to your computer as a PDF file. After completion of
the download, the Proposal Review screen displays (Figure 1).
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Figure 4 Summary Proposal Budget screen (in PDF format).

If the document is a subaward, the View Print Subaward screen displays (Figure 5).
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Figure 5

View/Print SubAward

Soward Mumber: 0700000
Title: Fades

To viewpunir a form, click on the appropriate bntton el
|E Descrption of Wt b be Perfarmed |_h__|:|| Justific shon For SubAwardee Selechon

GU| Budget (Inchedmg Tustficgtion) @I Supplementary Doy
f@ Prnt Ennre Propozal

View/Print Subaward screen.
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Panelist Functions
Panelist Functions Introduction

NSF invites subject matter experts to participate in reviewing proposals submitted for government funding. Upon
accepting the invitation, reviewers use the Panelist Functions to enter and submit reviews on assigned proposals.

The Panelist Functions include the following four systems:
e Travel and Reimbursement System

Meeting Sign-In

Panel Review System

Interactive Panel System

Log In to Panelist Functions

1. On the FastLane Home Page screen (Figure 1), select Panelist Functions in the navigation bar at the top.
The Panelist Functions screen displays (Figure 2).

Figure 1 FastLane Home Page screen. The link for Panelist Functions is circled.

Panelist Functions

Alert: Computer Scanning Policy - important Information for Lnn In
MSF Visitiars and Panelisks.

Panel Review i)

" Interactive Panel Systam
Panel 1Dq | PLESDOD
Travel and Feaimbursement System .
Panabst Last li
4 (Hallid

Panakist Personal Infarmation L

ay
Pravacy Act OEET

2 P el s
Motice: After vau log n; check your Reviewer Information and venfy e o= I

that the e-mail address shown is correct. If you farget your passwiond, TRdrakn, Lcess

we will sand your re-set passward bo this a-madl addrass, Access to the Lizs gowr Baxg
Interactive Panel System requires that JavaScript be enabled oni

rour brawser. Log In |

Famjat Passwiard 7

Figure 2 Panelist Functions screen. The Log In section is circled.

2. Inthe LogIn section on the Panelist Functions screen (Figure 2), do the following:
e Inthe Panel ID box, type the Panel ID that you received from NSF.
e Inthe Panelist Last Name box, type your last name.
e Inthe Password box, type the password that you received from NSF.
3. Select the Login button (Figure 2). The Panelist System Selection screen displays (Figure 3 through 8),
where you have the option to work on any of these systems:
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Travel and Reimbursement System

Meeting Sign-In
Panel Review System

Interactive Panel System

Panelist System Selection

REVIEWER INFORMATION  Edit PANEL INFORMATION

Name Dr. Alan Alphaman Panel ID P202008

Address Chemistry Panel Name PAPPG-Integration Meeting
Westminster College of Salt Lake ||Start Date |[Apr 17 2020
City End Date  |Apr 23 2020
Salt Lake City, UT 841053617, Cut_off Date Jul 11 2020
USA Panel Status |Active

[E-Mail aalphaman(@westminstercollege.edu

Office Phone| ext:0001

Change Password

IDEMOGRAPHIC INFORMATION  Add/Update

Race N/A

[Ethnicity N/A Gender N/A

Citizenship IN/A Disability N/A

Figure 3 Panelist System Selection screen, Reviewer and Proposal Information section (upper

portion of

the screen).
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Figure 4

Proposal Evaluation Criteria

Please provide detailed comments on the quality of this proposal with respect to each of the
twa NSF Ment Review Cntena identified below, noting specifically the proposal's strengths and
weaknesses. As guidance, a list of potential considerations that you might empley in your .
evaluation follows each criterion. These considerations are suggestions and not all will apply
to any given proposal While you are expected to separately address each NSF Mart I
Fevew Crtenon, you are requested to address only those considerations that are relevant to
thiz proposal and for which you are qualified to make udgements

In addition, please provde an overall rating and summary statement that includes comments |
on the relative importance of the two cntena in assigning your rating, Please note that the
criteria need not be weighted equally

What is the intellectual merit of the proposed activity?

How important is the proposed actraty to advancing knowledge and understanding within its
own field or across different fislds? How well qualified is the proposer (indnidual or leam) to
conduct the project? (if appropriate, the revewer will commant on the quality of prior work ) To
what extent does the proposed activity suggest and explore creative, oniginal, or potentially
transformative concepts? How well conceved and organized is the proposed actmty™ |5 there
sufficient access to resources?

What are the broader impacts of the proposed activity? |

Potential considerations: How well does the acinity advance dizcovery and understanding while :
pramoting leaching, traiming, and leaming? How well does the proposed actraty broaden the

participation of underepresented groups (e.g.. gender, ethnicity, disability, geography, ete.J7 To |
what extent will it enhance the infrastructure for research and education, such as facilities, |
instrumentation, networks, and partnarships? Will the results be disseminated broadiy to .
enhance scientific and technological understanding? What may be the benefits of the proposed |
actiaty to sociely? |

Proposal Evaluation Criteria section of the Panelist System Selection screen.
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Your Potential Conflicts Of Interest

For panel reviewers:

If you have an affiliation or financial connection with the organization or person submitting the proposal that might
be construed as creating a conflict of interest, describe those affiliations or interests in the Conflict of Interest
section under "Prepare Review", and contact the cognizant NSF Program Officer before completing the review.

An NSF Program Officer will examine any statement of affiliations or interests for the existence of a conflict of
interest. If you do not include a statement of potential conflicts of interest, NSF assumes that you have no
conflicting affiliations or interests.

In addition, you must complete the Conflict-of-Interest and Confidentiality Statement for NSF Panelists (NSF Form
1230P dated 11/2011).

For ad hoc reviewers:

If you have an affiliation or financial connection with the organization or person submitting the proposal that might
be construed as creating a conflict of interest, describe those affiliations or interests in the Conflict of Interest
section under "Prepare Review", and contact the cognizant NSF Program Officer before completing the review.

An NSF Program Officer will examine any statement of affiliations or interests for the existence of a conflict of
interest. If you do not include a statement of potential conflicts of interest, NSF assumes that you have no
conflicting affiliations or interests.

Figure 5 Your Potential Conflicts of Interest section of the Panelist System Selection screen.

Your Obligation To Keep Proposals Confidential

The Foundation receives proposals in confidence and protects the confidentiality of their contents. For
this reason, you must not copy, quote from, or otherwise use or disclose to anyone, including your
graduate students or post-doctoral or research associates, any matarial from any proposal you are
asked to review. Unauthorized disclosure of confidential information could subject you to administrative
sanctions. If you believe a colleague can make a substantial contribution to the review, please obtain
perrmission from the NSF Program officer Before disclosing either the contents of the proposal or the
name of any applicant or principal investigator. YWhen you have cormpleted your review, please be certain
to destroy the proposal.

Figure 6 Your Obligation to Keep Proposals Confidential section of the Panelist System Selection
screen.
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Figure 7

MSF 11-1 January 2011

Privacy Act and Public Burden Statements

Tha infarmaton reguested on propasal forms and projed reponts is solicted under the
Buthaiby &f the Nabtcnsl Soancs Fovndatinn A of 1950, a8 afmended. The wlfcamabes
on proposal forms will be used in connecticn with the s=lection of gualified proposals;
#nd preject regorts submitted by awardees will be uped for pregram svalusticn and
reparting within the Executive Branch and to Congress. The informaton reguested may
b disclesed to gualifisd reviewers ond stalf assistants as part of the pracosal revies
pfocass; to progossr insitubons/grantess t provede or obtsin data regardang the
proposal rewvigw process, aweed decisions, o the administraticn of awsrds: to
pavernmant conkractors, axperts, velurtesrs and researchacs pnd educalors as
necessary to complete assigned work; to other gowvernment agencies or other entibes
reeding mfermation regarding Proposers o reminges a5 can of & g appbeanan
rEVIEW Process, of M order to coordinate programs or poboy; and to anocther Federal
BgBNCY, COUrt, OF Pafty in & court or Federal admanistrative procesdung if the
povernment 5 a partys Infoematicn about Prinopal Investgators may be added to tha
Revigwer file and ised te select patential candidates 1o Sarve 85 PEET rEvIawErs o
advsary committes members. See Systems of Reccrds, KSF-30, “Frnoipal
Irmiestigator/Froposal File arnd Associated Records,” 6% Federal Register 36410 (May 12,
R0}, and NSF-51, “Reviewar/Prapoesl File and Asaociated Racords,” 69 Faderal
Register 26410 (May 12, 2004). Submission of the information 1z vosundary. Faillure to
pranida ;Uu and complata infarmation, howayver, may reduce the pessibilty of receiving
= award,

AR apercy May hol oanduct o sponssr, and & pecson 18 not required 19 respand 1o, an
information collection wnless t deplays a valid OH8 control number. The OMB contral
rumbaer for this collection s 3145-0058, Public raparting burdan for this collestion of
informaticn is estimated to sverage 120 hours per response, including the time for
rEvEWIng inFlruChae. Send comments regarding the burdan esimates and any other
mipeit of thes cellechan of wiormation, incuding suggestions for reducing this burdarn,
o

Suzarma M. Flimpton

Reparts Clearance Offiter

Divrtion off Agrenisieatneg Services
Wanonsl Soenos Foundation

Aringicn, WA 22230

Privacy Act and Public Burden Statements section of the Panelist System Selection screen.

Click to workon:
O Travel and Reimbursement © Meeling Sign-in
O Panel Review System O Interactive Panel System

Figure 8 Panelist Functions section of the Panelist System Selection screen.

Locate

Your Panel Assignment Information

Your panel assignment information will be sent via email from your Program Officer (PO). However,

you can reference the information (i.e., Panel/Meeting ID, Panel Name, Start Date, End Date, Cut-off Date,

and Pan
1.

2
3.
4

el Status Active) online by doing the following:

Access FastLane by pointing your browser to www.fastlane.nsf.gov

Click Panelist Functions. The Panelist Functions screen displays.

Log in to the Panelist Functions. The Panelist System Selection screen displays (Figure 1).
Locate the Panel Information section of the Panelist System Selection screen (Figure 1).
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Panelist System Selection

REVIEWER INFORMATION  Edit PANEL INFORMATION
Name Dr. Alan Alphaman anel ID P202008
Address Chemistry anel Name PAPPG-Integration Meeting
‘Westminster College of Salt Lake tart Date |Apr 17 2020
City nd Date Apr 23 2020
Salt Lake City, UT 841053617, Cut-off Date Jul 11 2020
USA anel Status Active 2
[E-Mail aalphaman@westminstercollege.edu
Office Phone| ext:0001

Change Password

DEMOGRAPHIC INFORMATION Add/Update
Race IN/A
Ethnicity N/A Gender IN/A
Citizenship N/A Disability IN/A
Figure 1 Upper portion of the Panelist System Selection screen showing Panel Information.

Changing Your Password
1. Select the Change Password link from the upper-right navigation bar.

MEF Home | News | Site Map | Contact Us | FastLane Help | Grants.gov Help |

Logout

Figure 9: Change Password Link

2. The Rules of Behavior page will be displayed. This page is used to ensure that
you understand the rules of behavior involved with interacting with a
government computer system. You are required to read and accept the
rules of behavior before continuing through to change your password. Click
the “l have read and accept the Rules of Behavior” checkbox, and click the
Accept button (pictured below).

HLNPE L REHAWIOH
Warsimed: L8 | Lasl Mediheod Gabs 7018 mon

Pt ctunblemen, your ikl vyt i o of Basbisukor

R - e T e L i e LT,

Figure 10: Rules of Behavior Screen

The Change Password screen is displayed.
3. Enter your Old/Temporary Password, your New Password, and Confirm your
New Password.

NOTE: Password length must be between 6 and 20 characters. The
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password must contain at least one alphabetic and one numeric
character. Passwords are not case sensitive. You cannot reuse
the last three passwords you have used. Passwords expire
every 365 days.

Change Password | s s

ClRa R FSE BavE s

Fasymasd Braiiremeita
iy e e iy F i
L Dgrrared

P pae——

Sabinid Lanc el

Figure 11: Change Password Screen

4. Click the Submit button.

A confirmation screen is displayed indicating you have successfully changed your password. You may select
the Applicant Home Page link to return to your Application task list.

Password length must be between 6 and 20 characters. The password must contain at least one alphabetic and
one numeric character. Passwords are not case sensitive. You cannot reuse the last three passwords you have
used. Passwords expire every 365 days.

Update Your Personal Information

After accepting to be a part of your first meeting, the following personal information that you provided to the
National Science Foundation (NSF) is stored in FastLane:

Title

Last Name

First Name
Organization Address
Organization Phone No.
Organization FAX No.
Email Address

Website Address

Once you have logged into the FastLane Panelist Functions system, you can update any of the above information
by doing the following:

1.
2.
3.

Access FastLane by pointing your browser to www.fastlane.nsf.gov

Click Panelist Functions. The Panelist Functions screen displays.

Log in to Panelist Functions with the initial log-on information provided by NSF. The
Panelist System Selection screen displays.

Locate the Reviewer Information section (Figure 1).
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Panelist System Selection

REVIEWER INFORMATIONX  Edit ) PANEL INFORMATION
Name Dr. Alan Alphaman  —  [[PanelID  [P202008
Address Chemistry Panel Name PAPPG-Integration Meeting
Westminster College of Salt Lake |/Start Date |Apr 17 2020
City [End Date  |Apr 23 2020
Salt Lake City, UT 841053617, (Cut-off Date Jul 11 2020
USA Panel Status |Active
[E-Mail aalphaman@westminstercollege.edu
Office Phone, ext:0001

Change Password

DEMOGRAPHIC INFORMATION Add/Update
Race N/A
Ethnicity N/A Gender IN/A
Citizenship N/A Disability IN/A
Figure 1 Reviewer and Demographic Information sections of the Panelist System Selection screen. The Edit

button is circled.

5. Click the Edit button (Figure 1). The Reviewer's Information screen displays.

6. Change any of the information on the Reviewer's Information screen.

7. Click the Save button to change your information. Or, click the Return to the Panelist System
Selection button to leave your information as is.

Update Your Demographic Information

After accepting to be a part of your first panel, the following demographic information that you provided to the
National Science Foundation (NSF) is stored in FastLane:

e Race

e  Ethnicity

e  Citizenship
e Gender

e Disability

Once you have logged into the FastLane Panelist Functions system, you can update any of the information by
doing the following:
1. Access FastLane by pointing your browser to www.fastlane.nsf.gov
2. Click Panelist Functions. The Panelist Functions screen displays.
3. Log in to the Panelist Functions with the initial log on information provided by NSF. The Panelist
System Selection screen displays.
4. Locate the Demographic Information section (Figure 1).
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Panelist System Selection

REVIEWER INFORMATION  Edit PANEL INFORMATION
Name Dr. Alan Alphaman Panel ID P202008
Address Chemistry Panel Name PAPPG-Integration Meeting
Westminster College of Salt Lake |/Start Date |Apr 17 2020
City [End Date  |Apr 23 2020
Salt Lake City, UT 841053617, (Cut-off Date [Jul 11 2020
USA Panel Status |Active
[E-Mail aalphaman@westminstercollege.edu
Office Phone| ext:0001

Change Password

T ———
DEMOGRAPHIC INFORMATIONC_Add/Update )
Race IN/A
Ethnicity IN/A Gender IN/A
Citizenship IN/A Disability IN/A

Figure 1 Reviewer and Demographic Information section of the Panelist System Selection screen.
The Add/Update button is circled.

5. Click the Add/Update button (Figure 1). The Please add/update your Demographic
Information screen displays.
6. Change any of the information.

7. Click the Save button to change your information. Or, click the Go Back button to leave your
information as is.

Travel and Reimbursement
Travel and Reimbursement System Introduction

Print the contents of the Travel and Reimbursement System book.

As a participant attending a panel meeting at NSF, arrange for both travel and lodging through the FastLane Travel
and Reimbursement System.

The United States Federal Government requires that all NSF business travel arrangements be coordinated through
NSF’s travel management contractors. Do this through the FastLane Travel and Reimbursement System (see Access
the FastLane Travel and Reimbursement System).

For each meeting, you must complete the following three steps:

1. Answer the registration questions. The answers to these questions help determine the meeting
travel and day rates and also determine which functions of the Travel and Reimbursement System will
be open to you for that meeting.

2. Confirm your Social Security Number (only if you answered Yes to the registration
question, “Do you have a U.S. Social Security Number?”).
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3. Submit your personal and banking information. Please use only letters and numbers in the address
fields, as entering special characters will delay payments.

Once you have completed these steps, you can do the following, depending upon how you answered the
registration questions for that meeting:

e Make travel arrangements
e  Submit expenses

Travel and Reimbursement System Introduction

Print the contents of the Travel and Reimbursement System book.

As a participant attending a panel meeting at NSF, arrange for both travel and lodging through the FastLane Travel
and Reimbursement System.

The United States Federal Government requires that all NSF business travel arrangements be coordinated through
NSF’s travel management contractors. Do this through the FastLane Travel and Reimbursement System (see
Access the FastlLane Travel and Reimbursement System).

For each meeting, you must complete the following three steps:

1. Answer the registration questions. The answers to these questions help determine the meeting
travel and day rates and also determine which functions of the Travel and Reimbursement System will
be open to you for that meeting.

2. Confirm your Social Security Number (only if you answered Yes to the registration
question, “Do you have a U.S. Social Security Number?”).

3. Submit your personal and banking information. Please use only letters and numbers in the address

fields, as entering special characters will delay payments.

Once you have completed these steps, you can do the following, depending upon how you answered the
registration questions for that meeting:

e  Make travel arrangements
e  Submit expenses

Access the Travel and Reimbursement System

1. On the FastLane Home Page screen (Figure 1), select Panelist Functions in the navigation bar at the
top. The Panelist Functions screen displays (Figure 2).
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NEF Hoime | Hews | Site Map | Fasilins Help | Granks.gov Help | Contact s

) . e e it FastLane AT AM to 5 PM Edstern Tima « M-

:—1 Fast 55 € e Intermel, Fastlane s fos Usss 1-800-673-6188

|, dfcoakens : nly. More Aboyt Fasibang.,, Support FastLana Availability (recording):
:‘ 4+ A www fastlanen if.gow 1-A0D-437-T7T408

Research Administration Financial Functions

Honorary Awards Graduale Research Fellowship Program | Pestdoctoral Fellowships and Other Programs

Quick Link Advisories

¥ Reqistration

Fitaertating 08/01/07 - FastLane changes to reduce the use of Social Security

Numbers {SSNs) will be implemented on August 4,
* Award Search and 2007.

Funding Trends
07/31/07 - FastLane changes to reduce the use of Social Security

F FastLane FAQs (Opens Humbers (55Ms) will be implemented on August 4,
new Browser Window) 2007.

07/05/07 - Information on the Use of Designated Fonlts in NSF

L s, F
Grants.gov FAQ Pmpnsnl:.‘ [Opens new browser window}

[Opens new Browser

Window) 06/22/07 - Starting June 23rd, NSF is making it easier for PIs to
report journal publication citations as part of their

Figure 1 FastLane Home Page screen. The link for Panelist Functions is circled.

Panelist Functions

Lag ir fai the fellaving bavmisiinn Baisd Rinseans: 1
Alert; Computer Scapning Palicy - Impertant Information far Log In |
HEE Yisiters and Panelists. |

I wou Wrd weing @ doesn jeedu

pleafs chark thizs haos o diiabile the
¥ Panel Review ssformates mafreah Tulrshon

[

P IntEracheg Panel Systam :
Panel 10v | POESOG0
¥ Travel and Reimbursement System i
Pamalist Last Haliday

b Panelist Parsonal Information ”"‘“"_{ AT

Uam wus Laas TD

Motice: After you log in, check your Reviawear Informabon and varly Eapienril htuiuotied
that the g-mail addrazs chown i corrsce, I you fargak your passwoerd, {adrr Aperd
wi will 2end your re-28t pasiword W ths e-msl sddress. Acotesd To the Lhig yaus Perrveid]
Interactive Panel System requires that JavaScongk be enabled on
your browser, Log In |
Enruot Fassword?
Figure 2 Panelist Functions screen. The Log In section is surrounded in red.

2. Inthe Log In section on the Panelist Functions screen (Figure 2), do the following:
e Inthe Panel ID box, type the Panel/Meeting ID that you received from NSF.
e Inthe Panelist Last Name box, type your last name.
e Inthe Password box, type the password that you received from NSF.
3. Select the Login button (Figure 2). The Panelist System Selection screen displays (Figure 3).
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Click to work on:

Travel and Reimbursement

Hanel Keyld

b Meseting Sign-in

P Interactive Panel System

Figure 3 Travel and Reimbursement link at the bottom of the Panelist System Selection screen.

4. Select Travel and Reimbursement (Figure 3). The Travel and Reimbursement Main screen displays (Figure 4).
If this is the first time you have accessed the system for the meeting you plan to attend, you must register
and therefore have access only to Participant Registration Questions, as in Figure 4. See Answer Participant

Registration Questions.

Travel and Reimbursement | mam

This website will enable you to input personal and banking
information required for reimbursement and to make travel
arrangements. Use of this system will expedite the processing
of your travel reimbursement.

To begin the process, we have a lew questions you need Lo answer. I
you have questions, please contact the following meeting

coftact, ithambua@nal.gov who will be able to assist you.

The next screen will allow you to enter or update your home address
and financial institution informatien lor our financial system. This is
required by the Debt Collection Impravement Act of 1996 to transmit
your total reimbursement electronically to the institution of your
cheice. This law also requires that you provide your social security
number.

Your social security number will be in & secure database with limited
access, Submission of this information i voluntary, however it is
required lor payment.

ILis a Mederal travel regulation that all travel arrangements must be
made throwgh NSF's travel agent via =417~
or nafpanel. travel@adiray.com

Participant Name: Berk, Sam  Meeting ID:P150010
NSF has created an orientation video Lo assist you in completing the proposal review process, 17 you are a panel reviewer or committee of
vigitor member and you have not watched this video in the Last 12 months, please watch the video before starting the review process.

orientation video:
The Art and Science of Reviewing Proposals &

You have been successfully registered.

RTFI‘G Participant Registration Questions

RTFI‘G Personal Banking// Contact Information

Figure 4 Travel and Reimbursement screen with only Step 1 Participant Registration

Questions accessible.

Register for a Meeting

Register for a Meeting Introduction

Before making travel and lodging arrangements, you must register as a participant for your meeting. The steps are

as follows:

e Watch the reviewer orientation video (if you have not watched in the last 12 months)

e Answer the participant registration guestions.

e  Confirm your Social Security Number (if you answered Yes to Question 1).

e Submit your personal contact and banking information. Please use only letters and numbers in the

address fields, as entering special characters will delay payments.
(Click on a link for instructions for that action.)

Register for a Meeting Introduction

Before making travel and lodging arrangements, you must register as a participant for your meeting. The steps are

as follows:
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Watch the reviewer orientation video (if you have not watched in the last 12 months)

Answer the participant registration questions.

Confirm your Social Security Number (if you answered Yes to Question 1).

Submit your personal contact and banking information. Please use only letters and numbers in the
address fields, as entering special characters will delay payments.

(Click on a link for instructions for that action.)

Watch Reviewer Orientation Video

1. Access the Travel and Reimbursement Main screen (Figure 1) (see Access the Travel and Reimbursement
System).

Travel and Reimbursement | mam

Participant Name: Berk, Sam  Meeting ID:P130010
This website will enable you to input personal and banking
information required for reimbursement and to make travel
arrangements, Use of this system will expedite the processing NSF has created an orientation video to as
of your travel reimbursement. visitor member and you have nol walched

ou in completing the proposal
e in the Last 12 months, ph

Lo answer. If - =
; Origntation vides:
I The Art and Science of Reviewing Froposals &

The next sereen will allow you to enter er update your home address
and financial institution inform Tor eur financial system. This is
required by the Debt Collection Improvement Act of 1996 to ransmit
your total reimbursement electronically to the institution of your
choice. This law alse requires that you provide your social security

or committee of

To begin the proce
you have guestions, ple,
contact, rithambusdnsg

& have & few questions you ne
contact the lollowing m
ov whe will be able to ass

number,
You have cessfully registered.
four social Ly number will |Jl:.i" & secure database wi lI|.I|.|||i'.'.-J
:::;:usfur pﬂ\,”,u”-__[ this information i voluntary, however it is T .,.G Participant Registration Questions
It ig a federal travel regulation that all travel arrangements must be EL -I'C_:‘ Personal Bankingf(untact Information
made through agent via §55-417-4024
or nsfpanel.b
Figure 1 Travel and Reimbursement screen. Orientation video button is circled.

2. |If you have not watched the orientation video in the last 12 months, click on the button to view “The Art and
Science of Reviewing Proposals.” A new window/tab will open.
3. Start the video by clicking the arrow/play button (Figure 2).
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Figure 2 Reviewer orientation video. Play button is circled.

4. Enter your First name, Last name, and Email address in the boxes provided and click the Submit button to
start watching the video.

A first name, last name, and email address are
required to take this quiz.

|Enter first name

|Enter last name

|Enter email address

Submit and View Quiz

Figure 3  Reviewer contact information. Submit and View Quiz button is circled.

5. Close the video window/tab after completing the quiz questions and return to the Travel and Reimbursement
Main screen to complete the registration process.

Answer Participant Registration Questions

6. Access the Travel and Reimbursement Main screen (Figure 1) (see Access the Travel and Reimbursement
System).

Travel and Reimbursement | mam

Participant Name: Berk, Sam  Meeting ID:P150010

This website will enable you to input personal and banking

information required for reimbursement and to make travel

arrangements. Use of this system will expedite the processing NSF has created an orientation video Lo assist you in completing the proposal review process, 17 you are a panel reviewer or committee of
of your travel reimbursement. vigitor member and you have not watched this video in the Last 12 months, please watch the video before starting the review process.

To begin the process, we have a few guestions you need Lo answer. I
o have guesti please contact the following meeting
contact, thambus@nsl.gov who will be able o assil you.

orientation video:
The Art and Science of Reviewing Proposals

The next screen will allow you to enter or update your home address
and financial institution information for eur financial system. This is
required by the Debt Collection Impravement Act of 1996 to transmit
your total reimbursement electronically to the institution of your
cheice. This law also requires that you provide your social security
number.

You have been suecesslully registered.

Your social security number will be in & secure database with limited

aocess, Submis: o this infermation is voluntary, however it is “T-:"F Participant Registration Questions )
required for payment. 7 P g
STEP 7 Personal Banking// Contact Information

ILis a Mederal travel regulation that all travel arrangements must be

Figure 1 Travel and Reimbursement screen. Step 1 Participant Registration Questions is circled.

7. Select Step 1 Participant Registration Questions (Figure 1). The Participant Registration Questions
screen displays (Figure 2).
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Travel and Reimbursement | s

8.

9.

Fartiwipsnt Heqgabbaton

To ksgin the process, select YIS or NOto
answaer the questsons at right.

Participants who do nok have a0 sccowt with &
UGS Arsencisl Erabbution will not be relmiar sed
wactronically,

Partic pangs whao By in tha US ane required o
nra\ﬂdl-d banking information or thay will not be
el

T you Pavs guestions., please comvinct the
Following rrmating coninct, schigulifieal aoy
will b able to assit vou.

Figure 2 Participant Registration Questions screen. The Continue button is circled.

For each of the following questions, select either the Yes or No radio button:
Do you have a U.S. Social Security Number?
Are you a U.S. Federal Government Employee?
Are you a local participant?

Are you a Virtual Participant?

Are you a U.S. citizen or a permanent resident (green card holder)?
Is your home address located in the United States?

Do you have an account with a U.S. Financial organizations?
Will you be traveling to this meeting via commercial air or rail?
Note: You must arrange your commercial air or rail ticket through the NSF’s travel agent.

1. Do youhive 8 WS, Socisl Security rumbar?

2. Areyou s LS, Federsl Governmart Dmployes?

Dafinition of Feceral Pariicicant
2. Areypod @ locel paticipant®
it ool | D i it

4. Areyou b Virtual Partipant?
Eeafinfion of Yietusl Parbcioan:

3. Areyow a WS, ckizen or 3 permanent repdant (gresn card holder)?
B. s your home sddress located in tha United States?

7. Do you hees an sccount with s UWE. Fnarcial Enstiuticn™

i nahgen 5, R igl 1 L]

B, Wil pou b braveling o this maeting vis commancial s or Fel?

Mot You FMual of fenge ol codrrmac il ar o ral tie ksl theough tha HEF s ravel agenl

. Americans with DisabiliBes Act

AL Wl o faguire &6 ied prabid, dafbeade 15 GaaEt e visualy ifmpasted. & ahcthar

vl i ey b Ehe vt g ol Bon 7

B, Do you have s rmedical condibon that requnes seferes othe than s stenderd coach sest

b or ground traneportabon obhar
than tmd? o requadt will be processed by NSF1 Ofice of Diverdity and Inclusion [(O01) in
witich yiou will hires bo supply 8 owroent note from o compatent medics] suthority to vakds s
your recquirerment. This infor mation will be kept confidential within ODL.

(o, frgt clypn. bulikhasd, or othar specisl oo

FMote: tha sbowe guesbona apply orly to mdividusk with guabfed dosklibes.

infor magicin

[ Cortification: By sslecting the chackbo, | barsby cortify that 1 sm BOT & Fadeoly
caaned wmitive lobbsyng o refecied m 6 fled bons fade de-re)airsbion of [ haee been da kated by ey ergieps . o
have besn sheert from s quarterly lobbying report for twes conseculive quarers.

By cheking Continum, | haraby cartify that | have sndvered all the guasticm

bowa brothdidly b ke bast of oy konowled ga.

e  Americans with Disabilities Act

A. Will you require an interpreter, software to assist the visually impaired, or another

modification at the meeting location?

B. Do you have a medical condition that requires airfare other than a standard coach seat (e.g.

& YES

< YES

W

LAy ]

33

g

Beomimeasl Lobiveiat OF | s

first class, bulkhead, or other special accommodation) or ground transportation other than taxi?
Your request will be processed by NSF's Office of Diversity and Inclusion (ODI) in which you will

have to supply a current note from a competent medical authority to validate your
requirement. This information will be kept confidential within ODI.
Note: the above questions apply only to individuals with qualified disabilities.

Select the Continue button (Figure 1).

£ rarticipant Reqistration Questions

P rtbcipant Mame: Tranbath, Kin  Typa: Unaasgosd
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Note: To help you answer accurately, select the definition links under the questions to see the definition of terms
in the question.

If you answered Yes to the question, “Do you have a Social Security Number?” the Personal Banking/Contact
Information screen displays and asks you to confirm your Social Security Number.

If you answered No to the question, “Do you have a Social Security Number?” the Reviewer Address History
screen displays for you to confirm your reviewer address History.

If you choose to waive payment, NSF will pay only for transportation reserved and purchased though NSF’s travel
agent. To waive payment for services rendered to NSF, select the waiver of payment check box. The Waiver of
Payment Confirmation Screen will display.

Waiver of Payment Confirmation Screen

You must click Waive Payment on the confirmation screen.

Wabver of Payment Canfirmaltion:
WAIVING PAYMENT IS FINAL AND IRREVERSIBLE.

Salect Wakhne Payment ta waive your nght to reguest payment for services rendered to HSF and to any claim to reimbursement of any trevel expenses associsted with this
meetng (indudng, but not hmsbad to, sxpenses for self-purchased sivfing ard train bekats, sse of personal vehicls, local transportation, such as tawi, hotal, srd'or mesls),

f wou choaase this optian, BSF will pay enly Tor transpartation resarved and purchasad thraugh RSF's travel agent,

R

Figure 1 Waiver of Payment Confirmation screen. The Waive Payment button is circled.
1. Select the Waive Payment button (Figure 1).
If you select Waive Payment button, the system does not require you to provide any banking information and
the FastLane Panelist Functions home screen will display a message that you have successfully registered and

waived payment.

If you select cancel, the Participant Registration Questions will be displayed.

The system displays the FastLane Panelist Functions home screen (Figure 2) with a validation message, “You
have successfully registered and waived payment."
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Figure 2 Travel and Reimbursement screen.

Confirm Your Social Security Number

You must confirm your Social Security Number if you answered Yes to the participant registration question, “Do
you have a Social Security Number?”

1. Access the Personal Banking/Contact Information screen (Figure 1) (see Answer Participant Registration

Questions).

Travel and Reimbursement | mamn

Participant Registration

You are required to validate your personal and banking information for each meeting you attend.

Verify your Social Sacurity Number. »‘ Personal Banking/Contact Information

Participant Name: Trenbath, Kim Meeting ID: P1813837

The next screen will allow you to enter or update your home
address and financial institution information for our financal
system. This is required by the Debt Collection
Improvement Act of 1996 to transmit your total

nter Social Security Number: | ] {no dashes)

Re-Enter fno dashes]
Social Security Number: | (no dashes)

Privacy Act Notice

our
choice. This law also requires that you provide your social
security number.

Your social security number will be in a secure database
with limited access. Submission of this information is
wvoluntary, however it is required for payment.

By default, you are eligible to receive full payment, determined by your answers to the registration questions. If you wish to receive all payment for
which you are elhigible, select the “Full Payment” option below. If you do not wish to enter your Social Secunty number, you may select the "No Payment
Option Below.”

Full Payment: ish to recerve the full payment for which I am eligible.

Partial Payment:

wish to receive payment for actual expenses incurred and waive my right to compensation for services rendered to NSF
for this meeting bas:

d on my employer's policy that I am prohibited frem accepting compensation,

No Payment: I wiive my right to receive any payment for services rendered to NSF for this meeting and acknowledge that this decision is
final and cannoffe reversed. (your Socal Security Number does not need to be entered for this option)

Figure 1 Personal Banking/Contact Information screen.

2. Inthe Enter Social Security Number box on the Personal Banking/Contact Information screen
(Figure 1), type your Social Security Number.
3. Inthe Re-Enter Social Security Number box on the Personal Banking/Contact Information screen (Figure
1), type your Social Security Number again.
4. Select one of the three radio buttons regarding Payment Eligibility:
e By default, you are eligible for full payment, determined by your answers to the registration questions.
If you wish to receive all payment for which you are eligible, select the “Full Payment” option.
e |f you do not wish to enter your Social Security Number, you may select the “No Payment” option.
e Of you are ineligible to receive compensation for services rendered to NSF for this meeting, based on your
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employer’s policy that you are prohibited from accepting compensation aside from expense
reimbursement, select the “Partial Payment” option.
5. Select the Submit button (Figure 1). One of two types of Personal Banking/Contact Information screens
displays for you to submit your contact and banking information, according to whether you have:
e AU.S. address and a U.S. financial organization
e A foreign address and a U.S. financial organization

If you choose “Partial Payment” and waive your right to compensation, NSF will only reimburse for expenses
incurred. To waive compensation for services rendered to NSF, select the “Partial Payment” radio button and
Submit. The Waiver of Compensation Confirmation Screen will display.

Verify Your Reviewer Address History

1. Review and verify your Reviewer Address History with the National Science Foundation (Figure 1).

Travel and Reimbursement | 12

Participant Ragiatratian

Verify your Heviewer Address ." pailenaciidites SOy

History. Participant Name: Wong, 55 Meeting 1B P1000£3

Flease walidate vour Reviewsr Bddress
Hiztary il the Nabonal Scaencs
Foaund aticn.

Degartrment of Physice Torafta, Ont, HSS 1AT7, CAMADA

Uriversity of Tororta

Does this reflect your information?

Figure 1 Reviewer Address History page

If the information is correct:
2. Select the Yes button (Figure 1).

If the information is not correct:
3. Select the No button (Figure 1).

If you answered Yes to the question, “Does this reflect your information?” the Personal Contact Information screen

displays.

If you answered No to the question, “Does this reflect your information?” the Reviewer Address History
Confirmation screen displays.
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Travel and Reimbursement | map

Participant Hagis trabon

Reviewer Address History

Tou have indicated that the reviewer address information
on the previous page doss not match your Reviewer
fuddress History. At this pomnt, we cannot continue with
your registy ation, Please contact the FastLane Helpdesk at
1-800-673-6188,

Downioad Sgopie Acrobat feader For viewng FOF fles

u.-‘liu' al Loience Privaciy anal Saouety

Fesumd akion
4201 Wilsan' Bouleverd, Adington, Wirginis 22230, UsA
Talr W03-292-3111, FIRS) ROG-277-5339 | TDO: TO3-292-30%0

Figure 2 Reviewer Address History Confirmation page

Complete Contact and Banking Information

Complete Personal Contact and Banking Information Introduction

Depending upon how you answered the participant registration questions, you will submit personal contact and
banking information for one of the following:

e U.S. address and U.S. financial organization

e  Foreign address and No U.S. financial organization

e  Foreign address and U.S. financial organization

Complete Personal Contact and Banking Information Introduction

Depending upon how you answered the participant registration questions, you will submit personal contact and
banking information for one of the following:

e U.S. address and U.S. financial organization
e  Foreign address and No U.S. financial organization
e  Foreign address and U.S. financial organization

Complete Information for U.S. Address and U.S.
Financial Organization

If you have a U.S. Social Security Number (SSN), you must confirm your SSN before you can access the Personal
Banking/Contact Information screen.

1. Access the Personal Banking/Contact Information screen for a U.S. address and

U.S. financial organization (Figure 1) (see Answer Participant Registration Questions or Confirm Social Security
Number).
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Travel and Reimbursement | mamn

Participant Registration

Enter information or validate existing information
and click ™ i " when qui Fields
are preceded by an asterisk (*).

Note: You have only one set of personal bank

Participant Name: Trenbath, Kim Last Updated: Meeting ID: PLE1837

Personal Information:

data and any changes made will affect all cutstanding
payments.

This information is requirsd to electronically process your
total reimbursment. An Internal Revenue Services Form
1055 will alsc be s=nt to the address provided if your total
reimbursement is =qual to or greater than $600 in a
calendar y=ar.

After entering your banking information you will be shown a

First Name: |kim

Middle Initial:

Laxt Name: |trenbath
Suffix: A

Permanent US Residence Address:

NOTE: Enteryour full legal name. For those that ar= U.S.
Citizens, enter your full legal name under which you file
your taxes.

scresn to make travel arrange ments.

NOTE: Fleass use only letiers and numbers in the
2ddress fieds, 23 entering special characters will
delay payments. For sxample, uss Kings Highway'
instead of "King's Highway ™.

For assistance, please contact: schigullfinel.gov (mesting
contact), whe will be able to assist you.

Address 1; |dgwentrysg

Address 2;

Address 3:
City: |chartilly
State: |Vermont hd
Zip Code: |20152

NOTE: Al travel tickets will be issued slectonically
{=-Tickets) on government contract carriers, unless =
Tickets are unavailable in your travel market arza.

Contact Numbers:

Business Phone; (1234557881

NOTE: At least one voice phone must be specified. Do
not inchede dashes or exceed 10 digits.

Home Phone: |B878543212

Fax:

Financial Institution Information:

Financial Institution: Bank of America, Nalional Asscciation

Bank Routing Number: (011000208

AccountType: ® Checking ) Savings

Where are my Routing and Account numbers?

NOTE: If you are using 2 non-traditional Checking
Account or other type of Financial Account (i.e.
Savings Account) for your electronic reim burse ment,
plzase contact your Financial Institution to acquire the
appropriate Bank Routing Number.

Any . Carshider 101
201 . Walnut 5t o
Wdmington, CE 18801

Py O s
TR O S e i

iy Bank USA

oy, Uz,
Q'E;Laruu@-m 101 =l

Acmunt #

]
I
oouns () F
I
i

Routing #

Insome cases, the account and check
MUMBb=rs may be reversed.

cancer

Figure 1 Personal Banking/Contact Information screen for a U.S. address and U.S. financial organization.
2. Inthe Full Legal Name section, enter your full legal name under which you file your taxes on the Personal
Banking and Contact Information screen (Figure 1), do the following:
e Inthe First Name box, type your first name.
¢ Inthe Middle Initial box, type the first letter of your middle name (optional).
e Inthe Last Name box, type your last name.
e In the Suffix drop down, select your suffix (optional).
3. Inthe Permanent U.S. Residence Address section of the Personal Banking and Contact Information
screen (Figure 1), do the following:
In the Address 1 box, type the first line of the street address.
In the Address 2 box, type the second line of the street address (optional).
In the Address 3 box, type the third line of the street address (optional).
In the City box, type your city.
In the State box, type your state.
In the Zip Code box, type your zip code.
In the Email Address box, type your email address.
NOTE: Please use only letters and numbers in the address fields, as entering special characters will
delay payments. For example, use ‘Kings Highway’ instead of ‘King’s Highway'.
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4. Inthe Contact Numbers section of the Personal Banking and Contact Information
screen (Figure 1), do the following:

e In the Business Phone box, type your business phone.
e Inthe Home Phone box, type your home phone or cell phone number.
e Inthe Fax box, type your fax number (optional).
5. In the Financial Institution Information section of the Personal Banking and Contact Information
screen (Figure 1), do the following:

e In the Bank Routing Number box, type the Bank Routing Number for your U.S. financial institution.

e Inthe Account Number box, type your account number at this institution.
e Inthe Account Type box, select the radio button for either checking or savings.

6. Select the Continue button (Figure 1). The Personal Banking/Contact Information Confirmation screen
displays (Figure 2).

Travel and Reimbursement | main
Participant Reg istration

Personal Banking /Contact Information Confirmation

Please verify the information you have entered is correct including the Financial Institution Name a=sociated with your Bank Routing Number. If any entries
require editing before you submit this data, please click the Edit button. If the information s correct, please click the Submit button.

Full Legal Name:

First Name: kim
Middle Initial:
Last Name: trenbath
Suffix:

Permanent US Residence Address:

Address 1; davenirysg
Address 2;
Address 3;
City: chantily
State: VT
Zip Code: 20152
Email Address: vik@g.com

Contact Numbers:

Business Phone: 1234567851
Home Phone: SE755432132
Fax:

Financial Institution Information:

Financial Institution: Bank of America, National Associstion
Bank Routing Number: 011000205
Account Number:s 205
Account Type: Checking

Submit | Edit |

Figure 2 Personal Banking/Contact Information Confirmation screen.
7. Confirm that the information you typed is correct.

If you need to edit the information:
Select the Edit button (Figure 2), and the Personal Banking/Contact Information
screen redisplays (Figure 1), where you can change the information.

If the information is correct:

1. Select the Submit button (Figure 2). The Personal Banking/Contact Information Results screen displays
(Figure 3) with a message that your information has been saved.
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Travel and Re mbursement | sy
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Porsonal Banlking /Contact Information Results
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Figure 3 Personal Banking/Contact Information Results screen. The OK button is circled.

2.

2.

Select the OK button (Figure 3). The Travel and Reimbursement Main screen displays. You have now
completed registration for the meeting and can proceed to make travel arrangements or submit

expenses if applicable.

Complete Information for Foreign Address and No
U.S. Financial Organization

Access the Personal Contact Information screen for a foreign address and no U.S. financial institution
(Figure 1) (see Answer Participant Registration Questions).

Figure 1 Personal Contact Information screen for a foreign address and No U.S. financial organization.
In the Full Legal name section, enter your full legal name under which you file your taxes on the Personal
Banking and Contact Information screen (Figure 1), do the following:

e Inthe First Name box, type your first name.

e Inthe Middle Initial box, type the first letter of your middle name (optional).

e Inthe Last Name box, type your last name.

e In the Suffix drop down, select your suffix (optional).

e Inthe Date of Birth box, type your date of birth (mm/dd/yyyy).

e Inthe Gender Drop down, select your gender.

In the Permanent Foreign Residence Address section of the Personal Contact Information screen

(Figure 1), do the following:

e Inthe Address 1 box, type the first line of the street address.

e Inthe Address 2 box, type the second line of the street address (optional).

e Inthe Address 3 box, type the second line of the street address (optional).

e In the City, State/Province, Zip/Postal Code, Country box, type your city, state/province,
zip/postal code, and country.

e In the Email Address box, type your email address.
NOTE: Please use only letters and numbers in the address fields, as entering special characters will
delay payments. For example, use ‘Kings Highway’ instead of ‘King’s Highway’.

In the Contact Numbers section of the Personal Banking and Contact Information

screen (Figure 1), do the following:

e Inthe Business Phone box, type your business phone.

e Inthe Home Phone box, type your home phone or cell phone number.

e Inthe Fax box, type your fax number (optional).

Select the Continue button (Figure 1). The Personal Contact Information Confirmation screen

displays (Figure 2).
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Travel and Reimbursement | i

First Wane:  Shoe
Middie Initiak: ¢

Figure 2 Personal Contact Information Confirmation screen.
6. Confirm that the information you typed is correct.

If you need to edit the information:
Select the Edit button (Figure 2). The Personal Contact Information screen redisplays (Figure 1), where you can
change the information.

If the information is correct:
1. Select the Submit button (Figure 2). The Personal Contact Information Results

screen displays (Figure 3) with a message that your information has been saved.

Travel and Rel mbursement | sy

i o el B il v i

Hersonal Banking /Contact Information Hesults

Tt Sl maia s fas ben s seit aaatuly aaved :

Figure 3 Personal Contact Information Results screen. The OK button is circled.

2. Select the OK button (Figure 3). The Travel and Reimbursement Main screen displays. You have now
completed registration for the meeting and can proceed to make travel arrangements or submit

expenses, if applicable.

Complete Information for Foreign Address and U.S.
Financial Organization
If you have a U.S. Social Security Number (SSN), you must confirm your SSN before you can access the Personal

Banking/Contact Information screen.

1. Access the Personal Banking/Contact Information screen for a foreign address and
U.S. financial organization (Figure 1) (see Answer Participant Registration Questions or Confirm Social Security
Number).
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Figure 1 Personal Banking/Contact Information screen for a foreign address and
U.S. financial organization.

2. Inthe Full Legal name section, enter your full legal name under which you file your taxes on the Personal
Banking and Contact Information screen (Figure 1), do the following:

In the First Name box, type your first name.

In the Middle Initial box, type the first letter of your middle name (optional).
In the Last Name box, type your last name.

In the Suffix drop down, select your suffix (optional).

3. Inthe Permanent Foreign Residence Address section of the Personal Contact Information screen
(Figure 1), do the following:

In the Address 1 box, type the first line of the street address.

In the Address 2 box, type the second line of the street address (optional).

In the Address 3 box, type the second line of the street address (optional).

In the City, State/Province, Zip/Postal Code, Country box, type your city, state/province,

zip/postal code, and country.

In the Email Address box, type your email address.

NOTE: Please use only letters and numbers in the address fields, as entering special characters will
delay payments. For example, use ‘Kings Highway’ instead of ‘King’s Highway’.

4. Inthe Contact Numbers section of the Personal Banking and Contact Information
screen (Figure 1), do the following:

In the Business Phone box, type your business phone.
In the Home Phone box, type your home phone or cell phone number.
In the Fax box, type your fax number (optional).

5. In the Financial organization Information section of the Personal Banking and Contact Information
screen (Figure 1), do the following:

In the Bank Routing Number box, type the bank routing number for your U.S. financial organization.
In the Account Number box, type your account number at this organization.
In the Account Type box, select the radio button for either checking or savings.

6. Select the Continue button (Figure 1). The Personal Banking/Contact Information Confirmation screen
displays (Figure 2).
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Travel and Reimbursement | 1am

Persanal Banking/ Contact information Confirmation

with yeur Bark Rsutng Numbser, I any eriries regquies editing belore yau

Full Lagal Name:

First Hame:  Shoe
Middle Initial:
Last Names  Shoe
suffiz: D1
Date of Birth:  01/01/2010
Gender:  Maln

Fermanent Forelgn Residence Address:

Address 12 4200 wiltan Boubsvard
Address 2
Address 5
City:  Taronta
Stale/Province:  Tarcals
Zip/Pastal Code:  MIC
Cauntry:  Camada
Email Address:  ITHelpCentral@nsf. oy

vontact Mirnhors:
Business Phanes 7012925111

Hume Phone:

Fax:
Financial institution Informntion:

Tinancial Lnstitution:  Bank of Amésica, Natienal Aesocistien
Bank Routing Number:
Account Number:
Accannt Type:

Figure 2 Personal Banking/Contact Information Confirmation screen.
7. Confirm that the information you typed in is correct.

If you need to edit the information:
Select the Edit button (Figure 2). The Personal Banking/Contact Information screen redisplays (Figure 1), where

you can change the information.

If the information is correct:
1. Select the Submit button (Figure 2). The Personal Banking/Contact Information Results screen displays
(Figure 3) with a message that your information has been saved.

Bernonal Aankong /Contact Infommabon Hesults

B T T e L :

Figure 3 Personal Banking/Contact Information Results screen. The OK button is circled.

2. Select the OK button (Figure 3). The Travel and Reimbursement Main screen displays. You have now
completed registration for the meeting and can proceed to submit expenses if applicable.

Make Travel Arrangements
Make Travel Arrangements Introduction

Before you are able to make travel arrangements in FastLane for a meeting, you must first register for a meeting by
answering the participant registration questions (Step 1) and entering your personal contact and banking
information (Step 2).

The Travel Arrangements application will not be available to you if you are a local participant, plan to be a virtual
participant, or the meeting start date has already occurred.

See Access Travel Arrangements for instructions on how to access the Travel Arrangements screen.
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Methods of Making Travel Arrangements

There are two ways to make travel arrangements:
e Complete the e-mail reservation request form
e  Call the NSF travel agent

Make Travel Arrangements Introduction

Before you are able to make travel arrangements in FastLane for a meeting, you must first register for a meeting by
answering the participant registration questions (Step 1) and entering your personal contact and banking
information (Step 2).

The Travel Arrangements application will not be available to you if you are a local participant, plan to be a virtual
participant, or the meeting start date has already occurred.

See Access Travel Arrangements for instructions on how to access the Travel Arrangements screen.

Methods of Making Travel Arrangements

There are two ways to make travel arrangements:
e Complete the e-mail reservation request form
e Call the NSF travel agent

Access Travel Arrangements

You can access the Travel Arrangements screen, if you have completed registration for a meeting and if you are not
a local participant, are not a virtual participant, or the meeting start date has not yet occurred.

1. On the FastLane Home Page screen (Figure 1), select Panelist Functions in the navigation bar at the top.
The Panelist Functions screen displays (Figure 2).
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FastLane Home Page screen. The link for Panelist Functions is circled.

Log In

I wou Wrd uwaing @ doaan jeede
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Password)
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Figure 2 Panelist Functions screen. The Log In section is circled.

2. Inthe Log In section on the Panelist Functions screen (Figure 2), do the following:

{drr

JEErE
Hus Patiweid]

Log In |
Enpunt Fassreoad?

e Inthe Panel ID box, type the Panel/Meeting ID that you received from NSF.

e Inthe Panelist Last Name box, type your last name.

e Inthe Password box, type the password that you received from NSF.
3. Select the Login button (Figure 2). The Panelist System Selection screen displays (Figure 3).

Click to work on:

|0 heating Sign-in

Iﬁl Interactive Panal System
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Figure 3 Travel and Reimbursement link at the bottom of the Panelist System Selection screen.

4. Select Travel and Reimbursement (Figure 3). The Travel and Reimbursement Main screen displays
(Figure 4).

Travel and Reimbursement | may
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This website will enable you ta input persass i and
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Figure 4 Travel and Reimbursement screen. The Travel Arrangements link is circled.
5. Select Travel Arrangements (Figure 4).

6. Ifyou are a Non-Federal, Non-Local, Attending On-Site participant, the Travel Arrangements screen displays
with the Meeting ID and your participant name at the top right. You have options to do the following:
e Complete the e-mail reservation request form.
e  (Call the NSF travel agent.

Complete the Email Reservation Request Form

The Email Reservation Request Form is only for arranging transportation. FastLane sends your completed online
reservation form directly to the NSF travel management contractor.

1. Access the Travel Arrangements screen (see Access Travel Arrangements).

2. Onthe Travel Arrangements screen, select Email Reservation Request. The Email Reservation Request
Form screen displays.

3. In the Shipping Address for Ticket Delivery Via Federal Express section of the Email Reservation Request
Form screen. The Next button is circled. screen, do the following:
e Inthe Organization Name box, type the name of the organization you are affiliated with.

In the Address Line 1 box, type your street address.

In the Address Line 2 box, type the second line of the address (optional).

In the City box, type the city of your address.

In the State box, select your state from the drop-down list.
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e Inthe Zip Code box, type your zip code (optional for foreign address).
e Inthe Country box, type the name of the country you are currently located in.
e Inthe Email address, type the email address where you want to receive NSF communications.

4. Inthe Contact Numbers section, do the following:
e In the Business Phone box, type your business phone.
e Inthe Home Phone box, type your home phone or cell phone number.
e Inthe Fax box, type your fax number (optional).

5. In the Mode of Transportation section, select the radio button for the mode that you prefer.

6. In the Departure Airport/Rail Station section, type the name of the airport or rail station you are
departing from (required if you picked either of these modes of transportation.
Note: Choose an airport/station near your home or office, as NSF will not pay for travel to, or lodging at, this
airport/station.

7. Inthe Preferred Schedule Information section, do the following:

e Inthe Earliest date for travel to meeting box, type that date in mm/dd/yyyy format.

e Inthe Earliest time for travel to meeting box, type the earliest time you will be ready to leave in
hhmm format.

e In the Latest date for travel to meeting box, type that date in mm/dd/yyyy format.

e Inthe Latest time for travel to meeting box, type the latest time you will be ready to leave in hhmm
format.

Note: You must enter at least the earliest or latest date and time.

In the Preferred Seating section, select the radio button for your preference (for air travel only).

In the Special Travel Needs section, type in the Comments box any special needs that you might have for travel.
(NSF does not guarantee delivery.)

10. Select the Next button.

On-Line Reservation Form

Participant Name: Wills, Achert Heetling ID: =F102278

This information will be sent to Sato Travel and
will be shared wilh the Transportation Security
Administration [TSA).

Transportation Security Administration {TSA) Traveler Information:

Nama:

Date of Birth:

g bafore pessenger Genden
m on thig Secure Flight
TS4's webssta on » 8.q0y

Resfress Numbaeri

Passport Number; Faw istienatronal el oy

Enter infarmation and dhek "Submit™ whan complats
Required Fields are preceded by an astenss {*1. Passport Issuing Counlry: Al o o Elacmaltanal rawal. s

NOTE: Emad the meeting cortact, npartkh2asfouy
For BEst

making hetel arcan gements, o Subimit | Cancel |
coniad the suggested hatel directly C = } — |

Figure 3 Transportation Security Administration (TSA) Traveler Information (for air travel only).

11. In the Transportation Security Administration (TSA) Traveler Information section of the Email Reservation
Request Form screen screen (Figure 3), do the following:

e Inthe Name box, type your full name as it is shown on the identification document presented at airport
security check-points.

e Inthe Date of Birth box, type that date in mm/dd/yyyy format.
e Inthe Gender box, select your gender from the drop-down menu.
e Inthe Redress Number box, enter your Redress number (optional).

e Inthe Passport Number box, enter your passport number (optional).
70



FastLane Help
e Inthe Passport Issuing Country box, select the appropriate country from the dropdown menu
(optional)

12. Select OK. The Travel and Reimbursements Main screen displays.

Call the NSF Travel Agent

You can arrange for transportation by calling the NSF travel management contractor directly.

1. Access the Travel Arrangements screen (see Access Travel Arrangements).

2. On the Travel Arrangements screen, find the name and phone number of the NSF travel management
contractor.

3. Call the contractor. You must give the contractor your name and Panel/Meeting ID, which is at the top right

of the Travel Arrangements screen.

Submit Expenses
Submit Expenses Introduction

To submit travel expenses to NSF you must meet the following criteria:
e Answered No to the participant registration question, "Will you be traveling to this meeting via air or
rail?"
e Registered for the meeting and submitted your personal contact and banking information.
e Registered as a Non-Federal, Non-Local, Attending On-Site participant.

NSF reimburses the following expense:
e Personally owned vehicle (POV) mileage and toll expenses for those who used their own automobile,
motorcycle, or airplane to get to/from the meeting
Note: Reservations for air or rail transportation must be made through the NSF travel management
contractor.

You can edit your expense reimbursement submission up to the point that NSF begins processing it. If you still

need to submit more expenses, you can submit additional POV expenses after NSF has completed processing your

initial expenses.

See NSF Policy on Expense Reimbursement for details on those expenses NSF reimburses.

Submit Expenses Introduction

To submit travel expenses to NSF you must meet the following criteria:
e Answered No to the participant registration question, "Will you be traveling to this meeting via air or
rail?"
e Registered for the meeting and submitted your personal contact and banking information.
e Registered as a Non-Federal, Non-Local, Attending On-Site participant.

NSF reimburses the following expense:
e Personally owned vehicle (POV) mileage and toll expenses for those who used their own automobile,
motorcycle, or airplane to get to/from the meeting
Note: Reservations for air or rail transportation must be made through the NSF travel management
contractor.
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You can edit your expense reimbursement submission up to the point that NSF begins processing it. If you still
need to submit more expenses, you can submit additional POV expenses after NSF has completed processing your
initial expenses.

See NSF Policy on Expense Reimbursement for details on those expenses NSF reimburses.

NSF Policy on Expense Reimbursement

e Panelist Compensation - In accordance with Internal Revenue Service (IRS) instructions, NSF is required
to issue an IRS Form 1099, "Miscellaneous Income," to participants for federal tax filing purposes when
annual total compensation exceeds
$600.

NSF reimburses participants' approved travel expenses, according to Federal policy. Please keep in mind the
following general guidelines when making your travel arrangements:

e Points of Departure/Return - The authorized points of travel departure and return are the traveler's
official duty station or residence. Travelers will be reimbursed for travel expenses only between these
points and the meeting site. On occasion, a traveler may be away from his/her duty station or need to go
to another destination after the meeting. If this is the case, and it is for the convenience of the
Government, then an alternate authorized point may be used. This must be noted. These are not
stopovers. The traveler must begin or end official travel at the other authorized point.

e Reservations - Reservations for transportation must be made through the NSF travel management
contractor. The Meeting ID is required to make reservations. NSF cannot reimburse over the contract
airfare.

e Common Carrier (airplane, train or bus) - Travel by common carrier is presumed to be the most
advantageous to the Government and is the authorized mode of travel.

e  Contract Carrier Flights - Travelers are expected to use contract air carrier services provided to Federal
agencies at reduced rates through the General Services Administration City Pair Program.

e International Flights - Travelers must use U.S.-flag air carriers for international air travel, if available, even
if travel on another airline is less expensive. NSF cannot reimburse travelers for transportation on another
airline unless U.S.-flag carrier service is not available. A U.S.-flag air carrier is a carrier holding a certificate
under Section 401 of the Federal Aviation Act of 1958. The NSF travel management contractor will make
travel arrangements in compliance with this regulation.

e Airline Tickets - Tickets must be e-tickets unless there is a compelling reason for a paper ticket. Electronic
tickets are issued 2 days prior to the travel date. Travelers will receive an email confirmation with an
attached electronic invoice. The attached invoice may be used for airport entry.

e Use of a Personal Vehicle - Travelers may be authorized to use a personally owned vehicle (POV) as
the mode of transportation to NSF meetings, under the following conditions:

o Travelers sign and submit a mileage statement to the program office sponsoring the meeting.
The use of a private vehicle is approved in advance by NSF.

o Mileage reimbursement is limited to the rates established by the General Services
Administration. (See http://www.gsa.gov/ for the current mileage rates.)

o The total amount of the reimbursement for POV expenses does not exceed the cost of the
airfare on a Government contract air carrier.

o Itis NSF Policy that only one form of POV may be claimed per meeting.

e International Participants - Citizens of a foreign country who visit the United States usually need to
obtain a visa. For NSF meeting participants, this typically is a visitor visa, a non-immigrant visa for travel
to the United States for a scientific, educational, or professional meeting or conference on specific dates.
Current information on U.S. visa policies is published on the Department of State Bureau of Consular
Affairs website.
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Access Submit Expenses

1. On the FastLane Home Page screen (Figure 1), select Panelist Functions in the navigation bar at the top.

The Panelist Functions screen displays (Figure 2).

HSF Home | News | Site Map | FastLans Help | Granks.gov Help | Contact Us
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Research Administration
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1-800-673-6188
FastLans Availability (recordmg)
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Funding Trends 2007.
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néw Browser Window) 2007.

L] Grants.gov FAQ
[Opens new Browser

07/05/07 - Information on the Use of Designated Fonlts in NSF
Pmpnsal:.‘ [Opens new browser window}

Window) 06/22/07 - Starting June 23rd, NSF is making it easier for PIs to
report journal publication citations as part of their

Figure 1 FastLane Home Page screen. The link for Panelist Functions is circled.

Panelist Functions

Lag ir fai e follawing bawmisiipn baisd finctans

Alert; Computer Scanpning Palicy - Important Information far Log In
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Panel 10
" Travel and Reimbursement System
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Interactive Panel System requires that JavaScngk be enabled on
your browser,
Figure 2 Panelist Functions screen. The Log In section is circled.

2. Inthe Log In section on the Panelist Functions screen (Figure 2), do the following:

I you Wré Waing @ doaan jesdu:

T hak o dinable the

sutomeater mafrmah Twrctian

POE9000

Holliday
Liermim, Uimes
Uam wous Laas T0

{adrr Jrars

Lhse s Periverd]

I.ﬂinl
Enrunk Fassreoid?

e Inthe Panel ID box, type the Panel/Meeting ID that you received from NSF.

e Inthe Panelist Last Name box, type your last name.

e Inthe Password box, type the password that you received from NSF.

3. Select the Login button (Figure 2). The Panelist System Selection screen displays (Figure 3).
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_ ~ Click to work on:
Q_Travel and ReimbursemenD

© Meeting Sign-in

© Panel Review System

© Interactive Panel System

Figure 3 Travel and Reimbursement link at the bottom of the Panelist System Selection screen.

4. Select Travel and Reimbursement (Figure 3). The Travel and Reimbursement Main screen displays
(Figure 4).

Travel and Reimbursement | man
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database with limsted access.
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.;"SIhI!!E f50s ~

Figure 4 Travel and Reimbursement screen. The Submit Expenses link is circled.

5. On the Travel and Reimbursement screen (Figure 4), select Submit Expenses. The Submit Expenses screen
displays (Figure 5). You have the options to submit expenses for:
e  Personally owned vehicle (POV) mileage and tolls

Travel apd Reimbursement wun

Brires] Enpeemns

Pasticipant Nams: 7ok sth. Sist Mesbing 01 5100000
Sakei i iy al npedss vou wimld W 16 e |

Parscnaly Cwned Wobhs | PO Mlsgs

Figure 5 Submit Expenses screen.
Submit POV Mileage Expenses

NSF reimburses a participant that used a personal automobile, motorcycle, or airplane to travel to and/or from the

meeting. NSF reimburses on the basis of a fixed rate per mile traveled and for toll costs. See NSF Policy on Expense
Reimbursement.
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1. Access the Submit Expenses screen (Figure 1) (see Access Submit Expenses).

Travel and Reimbursement wa

el Caemsmmt

Farlicipint Nama: Trashath. Kisi Hasking TDr S10000E
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Figure 1 Submit Expenses screen. The Personally Owned Vehicle (POV) Mileage link is circled.

2. On the Submit Expenses screen (Figure 1), select Personally Owned Vehicle (POV) Mileage. The Personally
Owned Vehicle (POV) Mileage screen displays (Figure 2).
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Figure 2 Personally Owned Vehicle (POV) Mileage screen. The Submit button is circled.

3. Inthe Estimated Mileage section (Figure 2), do the following:
e Inthe POV Mileage Type drop-down list, choose the type of vehicle you used.
¢ Inthe Estimated Mileage box, type the number of round-trip miles you traveled. (Calculate your miles
with the help of a travel website.)
4. Inthe Tolls section, type the amount that you spent on tolls.
5. Select the Certification then Submit button (Figure 2). A screen displays (Figure 3) with the message that your
expenses have been submitted.

Success: Your expenses have been submitted to NSF.

Figure 3 Screen with message that your expenses have been submitted to NSF for approval. The OK
button is circled.

6. Select OK (Figure 3). The Travel and Reimbursement Main screen displays.
You can edit your expenses up to the point that NSF begins processing your submission.
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Submit Additional POV Expenses

You can submit additional expenses only after NSF has completed processing of your initial POV expenses
submission. See NSF Policy on Expense Reimbursement for details on what can be reimbursed.

1. Access the Submit Expenses screen (Figure 1) (see Access Submit Expenses).

Travel and Reimbursement wan

[ [

Parlicipiat Neme: Trichsth. Kin Hewbing F0r SL00000
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Figure 1 Submit Expenses screen. The Personally Owned Vehicle (POV) Mileage link is circled.

2. On the Submit Expenses screen (Figure 1), select Personally Owned Vehicle (POV) Mileage. The Personally
Owned Vehicle (POV) Mileage screen displays (Figure 2).
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Figure 2 Personally Owned Vehicle (POV) Mileage screen. The Additional Expenses link is
circled.

3. Click Additional Expenses (Figure 2). The Additional Expenses for Personally Owned Vehicle (POV)
Mileage screen displays (Figure 3).
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Figure 3 Additional Expenses screen for Personally Owned Vehicle (POV) Mileage.

4. Inthe New Amendment’s POV Mileage box (Figure 3), type the additional amount of POV mileage.

5. Inthe New Amendment’s Toll Amount box (Figure 3), type the additional amount of toll expenses.

6. Select the Submit button (Figure 3). A screen displays (Figure 4) with the message that your additional
POV expense amount has been submitted to NSF for approval.

Success: Your expenses have been submitted to NSF,

Figure 4 Screen with the message that your expenses have been submitted to NSF for approval.

7. Select OK (Figure 4). The Travel and Reimbursement Main screen displays.

Meeting Sign-In

Meeting Sign-In Introduction

Print the contents of the Meeting Sign-In book

Meeting sign-in is available for each day of the meeting. The Meeting Sign-in Screen will enable you to review
your reimbursement profile, answer transportation questions, and sign-in with your specific type of attendance
for the day. The transportation questions only need to be answered on the first day of the meeting. Attendance
type selection and sign-in is needed on a daily basis for the duration of the meeting.

To Access Meeting Sign-in see Access Meeting Sign-in.

For each meeting, you must complete the following three steps:
1. Review the reimbursement profile.
2. Select answers to the transportation questions.

3. Select an attendance type and sign in.

Meeting Sign-In Introduction

Print the contents of the Meeting Sign-In book
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Meeting sign-in is available for each day of the meeting. The Meeting Sign-in Screen will enable you to review
your reimbursement profile, answer transportation questions, and sign-in with your specific type of attendance
for the day. The transportation questions only need to be answered on the first day of the meeting. Attendance
type selection and sign-in is needed on a daily basis for the duration of the meeting.

To Access Meeting Sign-in see Access Meeting Sign-in.

For each meeting, you must complete the following three steps:
1. Review the reimbursement profile.
2. Select answers to the transportation questions.
3. Select an attendance type and sign in.

Access Meeting Sign-In

1. On the FastLane Home Page screen (Figure 1), select Panelist Functions in the navigation bar at the
top. The Panelist Functions screen displays (Figure 2).

NSF Home | Mews | Sile Map | Fastlans Help | Grants.gov Helji | Contact Us
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Figure 1 FastLane Home Page screen. The link for Panelist Functions is circled.
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Figure 2 Panelist Functions screen. The Log In section is surrounded in red.

2. Inthe Log In section on the Panelist Functions screen (Figure 2), do the following:
e Inthe Panel ID box, type the Panel/Meeting ID that you received from NSF.
e Inthe Panelist Last Name box, type your last name.
e Inthe Password box, type the password.
3. Select the Login button (Figure 2). The Panelist System Selection screen displays (Figure 3).
Click to work on:
© Travel and Reimbursement (] Meeting Sign-in )]
© Panel Review System O Interactive Panel !
Figure 3

Meeting Sign-in link at the bottom of the Panelist System Selection screen.

4. Select the Meeting Sign-in link (Figure 3).

Meeting Sign-In
Complete Daily Meeting Sign-in

1. Access the Panelist Functions Main Page.

Click to work on:
© Travel and Reimbursement (] Mgﬂ'ng gign-‘ln )]
© Panel Review System 0 Interactive Panel
Figure 1

Panelist Functions section of the Panelist System Selection screen.

2. Click on the Meeting Sign-in Link at the bottom of the page.
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3. View the Meeting Sign-in Screen.

You mus 1l

in to this meet

g in order to be

Participant SName: Yaldez, Rodoffo

Meeting 1D: PLI07E3

ble for reimbursement.

Reimbursement Profile:

I, Attending On-Si

portation Exps

How did you travel to the meeting?

Personally Owned Yehicle

) Local Transportation 2]
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Mot Apslicable
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“d Net Applicable

Certification: By Clicking "Sign-in", I certify that this information is truthful and correcl.

Figure 2 Meeting Sign-in Screen

Reviewing Reimbursement Profile

The Meeting Sign-in Screen will display a participant’s current registration status as well as the type of
reimbursement for which the participant is eligible. This status is determined by the answers provided during
meeting registration. For definitions to terminology, click on one of the hyperlinked terms within the

reimbursement profile.
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You must sign-in to this meeting in order to be eligible for reir

Participant Name: Valdez, Rodolfo Meeting ID: PL30783

rsement.
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Figure 3

Meeting Sign-in Screen after clicking the “Non-Federal Participant” hyperlink.

Should a participant deem their registration profile to be incorrect, the link to update registration questions will
enable the participant to review and edit the answers to the registration questions.

The reimbursement profile hyperlinks and the link to the registration questions are available throughout the
duration of the meeting.

Answering Transportation Questions

The Meeting Sign-in Sheet will require panelists to answer two transportation questions before signing-in.

1.

“How did you travel to the meeting?”
2. “How will you return from the meeting?”

Select an answer from the radio button options to each question. The transportation questions only need to be
answered once, on the first day of signing-in for the meeting.
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Participant Mame: Valdez, Rodolfo Meeting LD: F130783

You must sign-in to this meeting in order to be eligible for reimbursement.

Reimbursement Profile: .
If powr Bsimbursemant Profile is incarrect,

Your Registration Status is: Non-Federal, Non-Local, sttending On-Site plaase cick here fo Update POoLUr SRSWErs
rau are elgible for: Flet-rate Remburssment, Transportation Expanses fo the registration QUestions,
arsirT allon

How did you travel to the meeting?
Personally Dwned Vahicle ) NSF Purchased Commercial Air/Rail 1 salf Purchased Commercial Air/fail
{2} Local Transportation ) other ) Mot applicabls

How will you return from the meeting?

"'_ Personally Swned Yehice :E' MSF Purchased Commercial Aird& sl {_: Self Furchased Commercial Airffail|
Local Transportation f_‘ Other L-;" Mot dppheable
Tiviel e ii
MEETING DATE Bbendsne Sigeved Tn
02 272013 Select an atte _nd_ance type | Ma
02/26/2013 Hot Available No

Certification: By Clicking “Sign=in~, I certify that this information is teuthful and correct.

Sign-in

Figure 4 Meeting Sign-in Screen with NSF Purchased Commercial Air/Rail selected as answers to the
Transportation Questions.

Meeting Attendance

1. Select an Attendance Type for the current day from the dropdown.
e In Person- NSF

In Person- Other Meeting Location

TeleConference

Webcast

VideoConference

Online Forum

Other

For definitions to the attendance types, click on the “Attendance Type” hyperlink above the
dropdown.

2. Click Sign-in, to sign-in to the meeting for that day. A message will appear at the top of the sign-in screen
to alert you that the sign-in has been successful and will provide a link to the Panelist Functions Home
Page. Additionally, the “Signed in” column will now reflect the sign in for the day, by changing from “No”
to “Yes.”

Attendance type can be changed for the duration of the meeting day. Once the meeting day has passed, the
panelist will be unable to change the attendance type for any day other than the current day.
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Participant Mame: Yaldez, Rodoffo Meesting 1D: #130783

You must sign-in to this meeting in order to be eligible for reimbursement.

Reimbursement Profile:
: If pour Beimbursamaent Profile 15 incorredt,
Your Requstratien Status is) Hon-Federal, Bon-Local, Attending On-Sée please ik here fo ypdate Four anFwers

You are eligibla for: Flar-rate Raimbursernant, Transportation EXxpenses f2#he regrpraiion gueRions.

b

How did you travel to the meeting?

L) Personally Owned Vehicle & WSF Purchased Commercial &ir/Rail Self Purchased Commercial &ir/Rail
2} Local Transpartation Other Mot &pplicable
How will you return from the meeting?
) Personally Owned Yehicla '-5.3' HEF Purchased Commercial Air/Rail ) self Purchased Commiercial Air/Rail
' Local Transportation O other ) Not Applicable
ing ALtendan o
MEETINE DATE Attandance Tuos Signed In
D2/2T/2013 Select an attendance typa v Mo
D2/28,20m3 In Perzon - NSF Ma

In Person - Cther Mesting Location
TeleConference
Webcast

VideoConference 2,
Certification: By C OInlil'le Pl information is truthful and cerrect.

Other

Did Mot Attend

Figure 5 Meeting Sign-in Screen with Cursor on the Attendance Type Dropdown.

You fave scccessfully vigred in for Today. Please oick ere to retum $o tie Pamedist Functions Home Page.

Participant Mame: Valdez, Radolfo Meeting 10; PLIOTET

N to this

Felmbursement Profile;

-
W J{,'m our Registration Status is: Nor-Federal, Nor-Locsl, dttending Om-5 -’ ?
\ au are eligible for: flaf-rate Bermbuisement, Irarsmeration Eipenses 10 the registration questions.

Welcome! How did you travel ta the meeting?
O Persanatty Dwned Yehicls @ HSFPurchased Sommercial AirfRail ) selfPurchased Commercial AirfRail
Use this page to sign i for @ach day of the
meeting, Please select your mode of T} Locas Transpertation O other O nor Apglicable

transportation to and from the meeting and

How will you return from the meeting?
the appropnate attendance type snd click

S Personaly Owned vehicls ® WSF Purchased Cammercial Al al O se Purchased Commertisl dirRail
T Loce! Trenspartation O Other i Hot apalicable
4= r Atter T

MEETING DATE signad In
0242772013 In Person « NSF » Tas
D2/38/7013 Hat Available Mo

Eertification: By Clicking "Sign-in™, | certify that this information i truthful and carrect.

You have successfully sigred In for Today. Please ol e fo ratiuen to the Panalist Functions Home Page.

Figure 6 Meeting Sign-in Screen after signing-in to the meeting.
Panel Review System

Panel Review System Introduction
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Print the contents of the Panel Review System book.

Panelists can do the following in the Panel Review System:
e View a proposal

Download a proposal

Create a panel review draft

Submit a panel review

Edit a submitted panel review

Panel Review System Introduction

Print the contents of the Panel Review System book.

Panelists can do the following in the Panel Review System:
e View a proposal

Download a proposal

Create a panel review draft

Submit a panel review

Edit a submitted panel review

View a Proposal in the Panel Review System

To view a proposal in PRS, do the following:
1. Access FastLane by pointing your browser to www.fastlane.nsf.gov
2. Click Panelist Functions. The Panelist Functions screen displays.
3. Login to the Panelist Functions with the initial log on information provided by your Program
Officer (PO). The Panelist System Selection screen displays (Figure 1).

Click to work on:
© Travel and Reimbursement

© Mesting Sign-in
© Panel Review Systern )
O Interactive Panel System

Figure 1 Panel Review System link at the bottom of the Panelist System Selection screen.

4. At the bottom of the Panelist System Selection screen, click Panel Review System (Figure 1).
The Panel Review screen displays (Figure 2).
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Panel Review

Chck on the Prepare Feview tab to prepare/submit rewiews, the View/Download tab to sewfdownload proposals,
of the Eequest Fanted Proposal tab to request that a prinked copy of the proposals be maded to o

J Prepare Reuiew{ ViewiDownload Proposal Y Proposal Print Request '{F'rnposals on CO Reguest "|L
Highlight & proposal and click tetow-ane-aithe-sction Buttons. To sart, click on the appropriate column header.

| Prop He. || PI Last NHame | meviewer Type |l Last Modified || submittea |
a&17 sy Hacpp Panelist Mot Yet Started o -
0618078 Feldwann Panelist ot Yet Started Lo
05lE21%2 Fhuster Panellizst ot Yet Started Lo .
d&61Bz52 Vengosh Paneli=t Hov Yer Starced Ha
0618963 Jamiesan Panelist Har ¥er Stacted Ha
O&18992 Chen Panelist flat Vet Started bla
0615013 Foppeliers Panelist ot Yet Started o
0619030 Harris Panelist ot Yet Started Lo
515044 Brugger Panelil=st Mot Yet Started Mo il

Total Proposals: 44

[ Frepare Review ] [ Fesubrmit ]

Figure 2 Panel Review screen. The View/Download Proposal tab is circled.

5. Click the View/Download Proposal tab (Figure 2) if it is not already selected. The Panel Review screen
displays on the View/Download Proposal tab (Figure 3).

Panel Review

Chek on the Prepars Eewew tab to preparefsubrmt rewews, the ViswDownload tab to wiewldownload proposals,
or the Fequest Frinted Proposal tab to request that 3 printed copy of the proposals be maded to wou,

[ Prepare Review }"l.l'iewf[!nwnload Pmpusal‘{ Froposal Pnnt Reguest Y Proposals on €0 Request Y
Highlight the proposal you warnt to viaw or the proposals you want 10 dewnlead and click the approprate action button. To select
rmuftiple contiguous items from the list box, hold down the Shift key and click on the degired proposal. To make non-contiguous
selections, hold down the Cirl key in Windows or the Command key in the Maciniozsh and click on the desired proposal.

[ Prop wo. | PI Last Mame || meviewer Tyme Il Last Moditied || savemd ttea
OELT7TET Harpp Paneli=t Blot Tet Started Mo A
0618076 Feldmann Paneli=t ot Tet 3tarced Ho
ogigz19 Shu=ter Paneli=t Mot Tet Started o
0618232 Vengo=h Paneli=t Blot Tet Ztarced Mo
0618983 Jamie=on Panslist Mot Tet Started o
De18052 Chen Pansli=t Mot Tet Started o
oe19013 Poppeliscs Panelist Mot Ter Jtarted Ko
06150350 Harris Panelist Mot Teb Started o
0e190494 Brugges Paneli=t Blot Tek Ztarted Mo =

Total Froposals: dd

iy Froposal |  DownlosdiSave Froposal | Salect Al

Figure 3 Panel Review screen on the View/Download Proposal tab.

5. Select the proposal you want to look at by clicking the name.
6. View the proposal in one of the two following ways:

e Online by clicking the View Proposal button (Figure 2). The proposal opens in the browser.
e  Off-line by clicking the Download/Save button (Figure 2).
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Related Topics:
Proposal Review

Prepare a Panel Review

After reviewing the proposal, prepare a Panel Review as follows, keeping in mind the review guidelines:

1. Access FastLane by pointing your browser to www.fastlane.nsf.gov

2. Click Panelist Functions. The Panelist Functions screen displays.

3. Login to the Panelist Functions with the initial log on information provided by your Program Officer
(PO). The Panelist System Selection screen displays (Figure 1).

4. Locate the Click to Work On section at the bottom of the Panelist System Selection screen.
(Figure 1).

5. Click Panel Review System (Figure 1).

Click to work on:

© Travel and Reimbursement

O Meeting Sign-in

© Panel Review System )

O Interactive Panel Systern

Figure 1 Panel Review System link at the bottom of the Panelist System Selection screen.

6. Click the Prepare Review tab is it is not already selected.
7. Select the proposal from the list of proposals that you want to prepare a review for.
8. Click the Prepare Review button (Figure 2). The Panel Review screen displays.

_/Prepare Review Y View/Download Proposal \

Highlight a proposal and click below ane of the action buttons. To sort, click on the appropriste column header.

[ Prop Ho. ][ PI Last Hame ][ Reviewer Type ][ Last Modified ][ Submitted

Reviewer & Panelist Now 7 Z005 11:054HM Mo
1000001 QUL Primary Panelistc Now 7 Z005 11:054aM Mo
Prepare a Review button

Total Proposals: 2

FPrepare Review ] Submit All

[ Feturn ta Fanelist System Selection ]

Figure 2 Prepare Review button on the Panelist System Selection screen.

9.

(Optional) Check the Please check this box if you want to receive an email copy of your review box
(Figure 3) from the Work in Progress section if you want a copy of your review emailed to you.
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'y

1S T R Fasclane |

'.!

Panel Review
National Science Foundation (W5F) seeks to support the most mentonous research whether basic or applied, to meet its statutory responsibities
Reviews play a key role in the WSF's evaluation of research proposals. Please provade beth written comments as well as summary rating on this Proposal,

Burden Sratemenis
Fesubrmt in Progress

Information on Proposal Mumber 1304979

Prncipal Investigator's Name Benjamin Shen
Institution: Universiry of Pennsvivania
Title: CARFER:Testing the Facilities by V3

Please provide vour e-mail address so the cognizant N5F Program Officer can contact vou regarding any questions he'she might have about your reviea:

wond Secu adu

| [E Please check this box o vou want to réceive an e-mail copy ul’_\'nl:l.r_un:n |
Note: As with any form of electronic commmanscation, I55F cannot guarantee prvacy of the e-mail message dunng its Tansmission

Rating Section

T am dechning to review this proposal

2t 1 am givng this proposal no ratmg

@ I am rating this preposal (Please check rating below).
Dverall Rating

[FlExcellent Cutstanding proposal in all respects; deserves haghest prionty for support

[ Very Goed High quabity proposal in neardy all respects; should be supported if ar all possibls.
[]Good A quality proposal, wornthy of support.

[IFair Propesal lacking in one or more cntical aspects; key issues need to be addressed
[1Peor Proposal has senous deficiencies.

In the context of the five review elements, please evaluate the strengths and weaknesses of the proposal with respect to intellectual merit.
Testing from Panel review

Figure 3 Panel Review screen.

10. Indicate in the Rating section whether you intend to rate the proposal (Figure 3).

11. Select your rating from the Overall Rating section if you selected | am rating this proposal from the
Rating section (Figure 3).

12. Inthe first text box of the Overall Rating section (Figure 3), in the context of the five review elements,
type your evaluation of the proposal with respect to intellectual merit.

13. Inthe second text box of the Overall Rating section (Figure 3), in the context of the five review
elements, type your evaluation of the proposal with respect to broader impacts.

14. In the third text box of the Overall Rating section (Figure 3), type your evaluation of the proposal with
respect to any additional solicitation-specific review criteria, if applicable.

15. Type an evaluative summary in the Summary Statement box (Figure 3). The summary should
describe your overall assessment of the proposal based on the review criteria.

16. Type any suggestions in the Other Suggested Reviewers box (Figure 3).

17. Identify any conflicts of interest you may have in reviewing the proposal in the
Conflicts of Interest Text box (Figure 3).

18. Click the Submit Review button to submit the review (Figure 3). The Receipt of Panel Review screen
displays (Figure 4). Or, click the Save Review button to save your work without submitting the review
(Figure 3). Or, click Go Back to cancel your changes (Figure 3).
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NOTE: Once you have submitted a review it is no longer accessible from the Panel
Review System.

18.Click the Return button on the Receipt of Panel Review screen (Figure 4).

Panel Review

Receipt of Panel Review

Your panel rewmew for proposal number 1000001 has been received at MEF on Mon Nov 7 14:02:29 2005 and wil be forwarded to the cogrizant (or
appropriate) MSF program officer.

Your Ohligation To Keep Proposals Confidential
The Foundation receives proposals in confidence and protects the confidentiality of their contents. For this reason, you must not copy, quote from, or othersise use or
disclose 1o anyone, including your graduate students or posi-doctoral or research associates, any material from any proposal you are asked to review. Unauthorized
digclozure of confidential information could subject you to administrative sanctions. If you believe a colleague can make a substantial contribution to the review, please

obtain permission from the NSF Program officer before disclosing either the contents of the proposal or the name of any applicant or principal investigator. When you
have completed your review, please be certain to destroy the proposal.

A copy of the review has been sent to you at the e-mail address provided: dh@nsf.gov.

Figure 4 Receipt of Panel Review screen.

Resubmit/Edit a Panel Review

To edit a previously submitted Panel Review, do the following, if before the cutoff date:

1.
2.
3.

wu ok

Access FastLane by pointing your browser to www.fastlane.nsf.gov

Click Panelist Functions. The Panelist Functions screen displays.

Log in to the Panelist Functions with the initial log on information provided by your Program Officer
(PO). The Panelist System Selection screen displays (Figure 1).

Locate the Click to Work On section (Figure 1).

Click Panel Review System (Figure 1).

Click to work on:
© Travel and Reimbursement

© Mesting Sign-in
© Panel Review Systern )
O Interactive Panel System

Figure 1 Panel Review System link at the bottom of the Panelist System Selection screen.

6. Click the Prepare Review tab is it is not already selected.
7. Select the proposal from the list of proposals that you want to prepare a review for.
8. Click the Resubmit button (Figure 2). The Warning Message screen displays (Figure 3).
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_/Prepare Review \ View/Download Proposal \

Highlight a proposal and click below one of the action buttons. To sort, click on the appropriate column header.
Last Modified || submittea

’ Prop Ho. ” PI Last Hame ” Revriewer Type ][

2 o

Qooooo H=hi FEeviewer & Panelist Now 7
Frimary Panelistc Now 7 2

Click to Resubmit a Review

Total Proposals: 2 \
| [ Resubmit | Submit Al

Prepare Review

[ Return to Panelist System Selection ]

Figure 2 Resubmit Review button on the Prepare Review tabbed page.

9. Click the Continue button (Figure 3). The Panel Review screen displays (Figure 4).

Warning Message

To modify and resubmit the currently submdtted

review, press the Continne button

[ Confinue ]I Gio Back i

Figure 3 Warning message screen with message for continuing your review.

10. Make your changes on the Panel Review screen (Figure 4).
11. Click the ReSubmit Review button (Figure 4). The Receipt of Panel Review

screen displays.
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Other Suggested Reviewers (Optional, Max. Characrers: 480);

Fuggested ceviewers

Conflices of Interess

I ywou have an affiliation or financial connection with the mstinution or the person subminting this proposal that might be constued as creatng conflicts
af mierest please desenbe those affiiations or mterests in the box below. Repardless of arv such affiliations or interests, we would Like to have yvous
review unless you beheve vou cannot be nbg:cm'e. ]fw_.'n'u do not descnbe conflicts of mterest in the box below we shall assume= that you have na
conflicting affiliations or interests

Conflicts of Interest Text {Oprional)

Interess

i
i [ Fesbmt Revew || Ga Back |

Click the above Go Back bution to cancel this review and retum to the List of Froposals in the Panel Mo information ryped dunng this session will be
saved

HMatiznsl Seience Fowndstion kast HosTen
2351 Wien Bouleunrd Sub 33 3005 (05
Vorgesia 12230, rSA

Figure 4 Resubmit Review button on the Panel Review screen.

12. Click the ReSubmit Review button (Figure 4). The Receipt of Panel Review
screen displays.
13. Click the Return button (Figure 5).

Panel Review

Receipt of Panel Review

Your panel remew for proposal mumber 1000001 has been recewed at MSF on Mon Nov 7 14:02:29 2005 and will be forwarded to the cognizant (or
appropriate) MSF program officer.

Your Ohligation To Keep Proposals Confidential

The Foundation receives propesals in confidence and protects the confidentiality of their contents. For this reason, you must not copy, quote from, or othersise use or
disclose o anyone, including your graduate students or post-doctoral or research associates, any material from any proposal you are asked to review, Unauthorized
dizclosure of confidential information could subject you to adeministratie sanctions. If you believe 3 colleague can make a substantial contribution to the review, please
obtain permission from the NSF Program officer Before disclosing either the contents of the proposal or the name of any spplicant or principal investigator. When you
have completed your review, please be certain to destroy the proposal.

A copy of the review has been sent to vou at the e-mail address provided: dh@nsf.gov.

Figure 5 Receipt of Panel Review screen.

Retrieve a Saved Panel Review

If you have prepared and saved a Panel Review but not submitted it, you retrieve the review for further editing
or submission as follows:

1. Access FastLane by pointing your browser to www.fastlane.nsf.gov
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2.
3

6.
7.
8.

Click Panelist Functions. The Panelist Functions screen displays.

Log in to the Panelist Functions with the initial log on information provided by your Program Officer
(PO). The Panelist System Selection screen displays (Figure 1).

Locate the Click to Work On section (Figure 1).

Click Panel Review System (Figure 1).

Click to work on:
© Travel and Reimbursement

© Mesting Sigr-in
© Panel Review Systern )
© Interactive Panel System

Figure 1 Panel Review System link at the bottom of the Panelist System Selection screen.

Click the Prepare Review tab is it is not already selected.
Select the proposal from the list of proposals that you prepared a review for.
Click the Prepare Review button (Figure 2). The saved review displays.

_/Prepare Review Y View/Download Proposal \

Highlight a proposal and click below ane of the action buttons. To sort, click on the appropriste column header.

[ Prop Ho. ][ PI Last Hame ][ Reviewer Type ][ Last Modified ][ Submitted

SAM \
SAM Mo

""" ey Reviewer & Panelist oW 7 2005 11:0
1000001 QUL Primary Panelistc MNow 7 Z005 11:0

Prepa weview button

Total Proposals: 2

[ FPrepare Review ] Submit All

[ Feturn ta Fanelist System Selection ]

Figure 2 Prepare Review button on the Prepare Review tabbed page.

Interactive Panel System

Interactive Panel System Introduction

Print the contents of the Interactive Panel System book.

The Interactive Panel System (IPS) is an electronic FastLane system that allows panelists to do the following:

View a proposal

Print a proposal
Write a review comment

View review comments
Print review comments
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IPS is

Prepare reviews
Prepare recommendations

Write Panel Summaries
Review Panel Summaries
Approve Panel summaries
Update personal information

IPS Layout

divided into three tabbed screens:

Panel Status (Figure 1) (Default) - displays basic information on all proposals assigned to the panel as
well as a summary of the work done by the entire panel, including individual proposal ratings, panel

recommendations, comments, and panel summary status.

Panel Status Funel, LTS o)
Y Weer: Hdfand Dave | 50

Whio Heeds to Approwe the Summary: AT As signed Fandists

Click on one of the table heading links to sort the data by the selected column.
Discuss | Proposal Principal e Sailae Review | Recommend- Comments who Meeds to | Summary
Order | Mumber | Inwestigator (P} _— — Ratings ation Last Updated By Approve Status
Test Both Mot et
1 1000000 |Kay, Ken Institution For DIS [MNot Assigned Helfand, Dave [Helfand, Dave Started
Use Only
Test Both Mot Tet
z 1000001 |[QUAK, Edward Institution For DIS |Not Assigned Helfand, Dave |Helfand, Dave Started
Use Only
Figure 1 Panel Status screen.

My Status (Figure 2) - displays basic proposal information for all proposals belonging to the

panel, organized by your work state:

o Action Required Proposals: proposals awaiting an action from you (e.g., writing or approving

of a panel summary).

o No Action Required Proposals: proposals awaiting an action from another panelist. They will

switch to the "Action Required" group if/when your action is needed.

o Completed Proposals: proposals whose required Panel Summary has been approved. If the panel
summary changes, these proposals will reappear in the "Action Required" group.

o Not Assigned to You: proposals for which you have no specific responsibilities.
However, if you choose, you can submit comments on these proposals.

92



FastLane Help

My Stat Panel: FOSOT6S
I atus I . -
¥ P Teer: Hfand, Dave

Who Heeds to 4pprove the Summary: ALl Asdigneld Fandists

Click on one of the table heading links to sart the data by the selected column.

Action Required Proposals

Discuss | Proposal Principal ki Scribe Review [Recommend- Cormrments Who Meeds to | Surnmary
Order | Mumber Investigator {PI} _— _ Ratings ation Last Updated By Approve Status
No Proposal
Click on one of the table heading links to sort the data by the selected column,
Mo Action Required Proposals
Discuss | Proposal Principal Institution Seribe Review |Recormmend- Comments Who Meeds to | Surnmmary
Order | Murmmber | Investigator (PI) _— — R atings ation Last Updated By Approve Status
Test Both ot Tet
1 1000000 (Kay, Ken Institution For DIS [Mot Assigned Helfand, Dave Helfand, Dave
Started
Use Only
Test Both ot et
2 1000001 (QUAK, Edward Institution For DIS [Mot Assigned Helfand, Dave Helfand, Dave Started
Use Only are

Click on one of the table heading links to sort the data by the selected column,

Completed Proposals

Discuss | Proposal Principal Institution 2 oribe Review [Recommend- Cormrments Who Meeds to | Surnmary
Order | Murmber | Investigator (PIY _— = R atings ation Last Updated By Approve Status

Mo Proposal

Click on one of the table heading links to sart the data by the selected column.

Mot Assigned to You

Discuss | Proposal Principal ki Scribe Review [Recommend- Cormrments Who Meeds to | Surnmary
Order | Mumber Investigator {PI} _— _ Ratings ation Last Updated By Approve Status
Mo Proposal
Figure 2 My Status screen.

e My Work (Figure 3) - displays your panel review work area.

Danel: FOSOT65

My Work Pave v
(Et)(reip) & I | Wy W o e —
Who Heeds to Approve the Summary: AL Assignel Fandists
%ﬁdw By Proposal Information
Discussion Order - Proposal Number: 1000000 PI Name:|Kay, Ken Scribe:|Not Assigned
Dther Functions: Summary Status: Mot Yet Started Recommendation/Order: Unknown /
- Proposal Title:|Daes this title come aut on a letter???
Action Required Help i y  ¥iew C Write C© View/Print Proposal
Proposals
No Proposal Panel Summary (Fane! {D: FOSO7ES - Proposal ID: 1000000
This summary is not available to view.
Ho Action Required
Proposals
4% 1000000
kKayie
& 1000001
DUAK
Completed
(A== Approval Status
No Proposal
Hot Assigned Approval Needed
To You

No Proposal Helfand, Dave

Figure 3 My Work screen.
Roles in the Interactive Panel System

The Program Officer (PO) sets up the panel meeting and has many configuration options. Generally, a panel
consists of at least three panelists; and they are divided into the following generally defined roles:
e Scribe - the panelist who, in addition to reviewing the proposals, writes the panel's summary of the
proposal being reviewed for panel approval
e Lead Panelist - the panelist who presents the proposal being reviewed by the panel to the panel
e Panelist - panel members with non-administrative functions who review proposals and panel
summaries, as well as approve the panel summaries
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Interactive Panel System Introduction

Print the contents of the Interactive Panel System book.

The Interactive Panel System (IPS) is an electronic FastLane system that allows panelists to do the following:

View a proposal
Print a proposal

Write a review comment

View review comments

Print review comments

Prepare reviews

Prepare recommendations

Write Panel Summaries

Review Panel Summaries

Approve Panel summaries

Update personal information

IPS Layout

IPS is divided into three tabbed screens:
Panel Status (Figure 1) (Default) - displays basic information on all proposals assigned to the panel as
well as a summary of the work done by the entire panel, including individual proposal ratings, panel

recommendations, comments, and panel summary status.

mek HS0765
F User: Hafand, Dave

Whio Heeds to dpprove the Summary: ATl Assigned Bandists

Click on one of the table heading links to sort the data by the selected column.
Discuss | Proposal Principal s Scribe Review |Recommmend- Comments Who Needs to | Surnmmary
Order | Mumber Investigator (PI) _— _ Ratings ation Last Updated By Approve Status
Test Both ot Vet
1 1000000 (Kay, Ken Institution For DIS Mot Assigned Helfand, Dave [Helfand, Dave
Started
Use only
Test Baoth Mot Tet
z 1000001 |QUAK, Edward Institution For DIS Mot Assigned Helfand, Dave |Helfand, Dawe Started
Use Only arte

Figure 1

Panel Status screen.

My Status (Figure 2) - displays basic proposal information for all proposals belonging to the
panel, organized by your work state:
o Action Required Proposals: proposals awaiting an action from you (e.g., writing or approving
of a panel summary).
No Action Required Proposals: proposals awaiting an action from another panelist. They will switch to
the "Action Required" group if/when your action is needed.
Completed Proposals: proposals whose required Panel Summary has been approved. If the panel
summary changes, these proposals will reappear in the "Action Required" group.
Not Assigned to You: proposals for which you have no specific responsibilities.
However, if you choose, you can submit comments on these proposals.
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o Status Panel: FOS0765 =
I ¥ 3l I Tizer: Hefand, Dave

Who Heeds to Approve the Summary: ATL Assignel Fandists

Click on one of the table heading links to sort the data by the selected columin,

Action Required Proposals

Discuss [ Proposal Principal e Serlse Review |Recornrmend- Cormrnents who Meeds to | Surnrmary
Crder | Murmber Investigator (PI} _— = Ratings ation Last Updated By Spprove Status
Mo Proposal
Click on one of the table heading links to sort the data by the selected columin,
Mo Action Required Proposals
Discuss | Proposal Principal e Serlse Review [Recommend- Comments Who Meeds to | Summary
Crder | Murmber Investigator (PI} _— = Ratings ation Last Updated By Spprove Status
Test Both Mot et
1 1000000 |Kay, Ken Institution For DIS (Mot Assigned Helfand, Dave Helfand, Dave
Started
Use COnly
Test Both Mot et
bl 1000001 |QUAK, Edward Institution For DIS (Mot Assigned Helfand, Dave Helfand, Dave Started
Use Cnly are

Click on one of the table heading links to sort the data by the selected column.

Completed Proposals

Discuss [ Proposal Principal e Sl Review |Recornrmend- Comrnents who Meeds to | Surnrmary
order | Mumber Investigator (PI1) e _—— Ratings ation Last Updated By Opprove Status

Mo Proposal

Click on one of the table heading links to sort the data by the selected column.

Not Assigned to You

Discuss [ Proposal Principal e Sl Review |Recornrmend- Comrnents who Meeds to | Surnrmary
order | Mumber Investigator (PI1) e = Ratings ation Last Updated By Opprove Status
Mo Proposal

Figure 2 My Status screen.

e My Work (Figure 3) - displays your panel review work area.

Panel: FUSO765
Hel r r r MY"AUUTk Ueer: Hefand, Dave b

[ P } Who Heeds to Approve the Summary: ATL Assignel Fandists
aﬂ‘:—mﬂm By Proposal Information
Discussion Order v Proposal Number: 1000000 PI Name:|Kay, Ken Scribe: Not Assigned
Other Functiona: Summary Status: Mot et Started Recommendation fOrder: Unknown /

» Proposal Title: Does this title come out on a letter???
Action Required Help i Y Yiew C Write C View/Print Proposal
Proposals
Mo Proposal Panel Summary (Fane! ID: FOSOFES - Froposal ID: 1000000)

This summary is not available to view.
Ho Action Required
Proposals

A= 1000000

Kay

& 1000001
QUAK

Completed
Propasals Approval Status
Mo Proposal
Hot Assigned Approval Needed
To You

Mo Proposal Helfand, Dave

Figure 3 My Work screen.

Roles in the Interactive Panel System

The Program Officer (PO) sets up the panel meeting and has many configuration options. Generally, a panel
consists of at least three panelists; and they are divided into the following generally defined roles:
e Scribe - the panelist who, in addition to reviewing the proposals, writes the panel's summary of the
proposal being reviewed for panel approval
e Lead Panelist - the panelist who presents the proposal being reviewed by the panel to the panel
e Panelist - panel members with non-administrative functions who review proposals and panel
summaries, as well as approve the panel summaries
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My Work Screen Overview

Your My Work tabbed screen is your work area to create, view, and review proposals, comments, and panel
summaries, depending upon your role and the way your Program Officer (PO) set up the panel. Your My Work
screen is actually modified to display only the functions you can perform; for example, if you are not a scribe you
will not see the Summary tab as scribes are the panelists who write the Panel Summaries.

My Work Menus

Regardless of your role or the panel settings, you can easily navigating to your proposals with the My Work Menus
on the left side of the screen (Figure 1, Section A):

e Action Required Proposals

e No Action Required Proposals

e Completed Proposals

e Not Assigned to You

The proposals within each category can be ordered in the following ways:
. Discussion Order (as set by the PO)
. Proposal ID
° Summary Status

with the Proposals Sorted By box (Figure 1, Section C).

My Work Other Function Boxes

You can quickly perform many of your individual panel duties with the quick access Other Function box on the
left side of the screen (Figure 1, Section B) :

. Print Summary (scribe only)

. Recommendation

. Prepare Reviews

. Name/Addr Info

- S ] My Work | Y .li[r;fﬂfm v
= "o Heeds to Approve the Summary: ATl Assigned Pandists
P!w:!—maﬂed By Pv_upn=1! Intormation
Discussion Order v Proposal Number: 1000000 PI Name: Kay, Ken Scribe: Mot Assigned
Other Functiona: Summary Status: Mot vet Started RecommendationfOrder: Unknown /
w Proposal Title: Does this title come out on a letter???

Approve All Surnrm.
Recommendation
General Comments
Frepare Reviews
MName/addr Info
Prnpnsal‘s
A= 1000000
Kay v
& 1000001
DUAK

p i ¥ Yiew C t Write Comment View/Print Proposal

Fane! I0: POSO7ES - Froposal ID: 1000008)
t available to view,

Completed
Proposals

Mo Proposal

Approval Status

Hot Assigned Approval Needed

To You

No Proposal Helfand, Dave

Figure 1 My Work screen layout.

IPS Functions
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View a Proposal in IPS

To view a proposal from IPS, do the following:

1.
2.
3.

ouk

Access FastLane by pointing your browser to www.fastlane.nsf.gov
Click Panelist Functions. The Panelist Functions screen displays.
Log in to the Panelist Functions with the initial log on information provided by your Program Officer
(PO). The Panelist System Selection screen displays.
Locate the Click to Work On section.
Click Interactive Panel System.
Continue one of the following routes:
e Panel Status
a. Click the Panel Status tab.
b. Click the proposal number in the Proposal Number column.
C. Click the View/Print Proposal tab.
d. Click the proposal section you want to print. Or, click Print Entire Proposal
to print all proposal parts.
€. Click the OK button. Your selection opens in a new window.
e My Status
a. Click the My Status tab.
b. Click the proposal number in the Proposal Number column.
C. Click the View/Print Proposal tab.
d. Click the proposal section you want to print. Or, click Print Entire Proposal
to print all proposal parts.
€. Click the OK button. Your selection opens in a new window.
e My Work
a. Click the My Work tab.
b. Click the View/Print Proposal tab.
C. Click the proposal section you want to print. Or, click Print Entire Proposal to print all proposal
parts.
d. Click the OK button. Your selection opens in a new window.

Related Topics:
Proposal Review

Print a Proposal from IPS

To print a proposal from IPS, do the following:

1.
2.
3.

ouk

Access FastLane by pointing your browser to www.fastlane.nsf.gov
Click Panelist Functions. The Panelist Functions screen displays.
Log in to the Panelist Functions with the initial log on information provided by your Program Officer
(PO). The Panelist System Selection screen displays.
Locate the Click to Work On section.
Click Interactive Panel System.
Continue one of the following routes:
e Panel Status
a. Click the Panel Status tab.
b. Click the proposal number in the Proposal Number column.
C. Click the View/Print Proposal tab.
d. Click the proposal section you want to print. Or, click Print Entire Proposal to print all proposal
parts.
e. Click the OK button. Your selection opens in a new window.
f. Click the Print button.
e My Status

97


http://www.fastlane.nsf.gov/
http://www.fastlane.nsf.gov/

FastLane Help

a
b

C.

d

e
f.

a
b.
C.

d.
e.

. Click the My Status tab.
. Click the proposal number in the Proposal Number column.
Click the View/Print Proposal tab.
. Click the proposal section you want to print. Or, click Print Entire Proposal to print all proposal
parts.
. Click the OK button. Your selection opens in a new window.
Click the Print button.
My Work
. Click the My Work tab.
Click the View/Print Proposal tab.
Click the proposal section you want to print. Or, click Print Entire Proposal to print all proposal
parts.
Click the OK button. Your selection opens in a new window.
Click the Print button.

Write a Proposal Review/Panel Summary Comment

To write a comment on a proposal in IPS, do the following:
Access FastLane by pointing your browser to www.fastlane.nsf.gov
Click Panelist Functions. The Panelist Functions screen displays.

1.
2.
3.

ouk

Log

in to the Panelist Functions with the initial log on information provided by your Program Officer

(PO). The Panelist System Selection screen displays.
Locate the Click to Work On section.

Click Interactive Panel System.

Continue one of the following routes:

Panel Status

a. Click the Panel Status tab.

b. Click the proposal number in the Proposal Number column.

C. Click the Write Comment tab.

d. Type your comment text in the Write Comment box.

€. (Optional) Click the Check Spelling button to check your spelling.

f. Click the Submit Comment button to submit your comment. Or, click the Save Comment
button to save the comment text but not submit the comment.

My Status

a. Click the My Status tab.

b. Click the proposal number in the Proposal Number column.

. Click the Write Comment tab.

d. Type your comment text in the Write Comment box.

€. (Optional) Click the Check Spelling button to check your spelling.

f. Click the Submit Comment button to submit your comment. Or, click the Save Comment
button to save the comment text but not submit the comment.

My Work

a. Click the My Work tab.

b. Click the Write Comment tab.

C. Type your comment text in the Write Comment box.

d. (Optional) Click the Check Spelling button to check your spelling.

€. Click the Submit Comment button to submit your comment. Or, click the Save Comment
button to save the comment text but not submit the comment.

(@]

Print Proposal Review Comments

To view all panelists' comments on a proposal, do the following:
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ouk

Access FastLane by pointing your browser to www.fastlane.nsf.gov
Click Panelist Functions. The Panelist Functions screen displays.
Log in to the Panelist Functions with the initial log on information provided by your Program Officer
(PO). The Panelist System Selection screen displays.
Locate the Click to Work On section.
Click Interactive Panel System.
Continue one of the following routes:
e Panel Status
a. Click the Panel Status tab.
b. Click the proposal number in the Proposal Number column.
C. Click the View Comment tab.
d. Click the Print Comments button.
€. Click the Print button.
e My Status
. Click the My Status tab.
. Click the proposal number in the Proposal Number column.

a
b
C. Click the View Comment tab.
d
e

. Click the Print Comments button.
. Click the Print button.
e My Work
a. Click the My Work tab.
b. Click the View Comment tab.
C. Click the Print Comments button.
d. Click the Print button.

View a Proposal Review/Panel Summary Comment

To view all panelists' comments on a proposal, do the following:

1.
2.
3.

ouk

Access FastLane by pointing your browser to www.fastlane.nsf.gov
Click Panelist Functions. The Panelist Functions screen displays.
Log in to the Panelist Functions with the initial log on information provided by your Program Officer
(PO). The Panelist System Selection screen displays.
Locate the Click to Work On section.
Click Interactive Panel System.
Continue one of the following routes:
e Panel Status
a. Click the Panel Status tab.
b. Click the proposal number in the Proposal Number column.
C. Click the View Comment tab.
d. Click the Refresh button. The comments are listed in descending chronological order in the
Comments box.
e My Status
a. Click the My Status tab.
b. Click the proposal number in the Proposal Number column.
C. Click the View Comment tab.
d. Click the Refresh button. The comments are listed in descending chronological order in the
Comments box.
e My Work
a. Click the My Work tab.
b. Click the View Comment tab.
C. Click the Refresh button. The comments are listed in descending chronological order in the
Comments box.

Note: While viewing the Comments tabbed screen for long periods of time, you can click the Refresh button to
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update the Comments box with the comments as they are written and submitted.

Prepare a Panel Review from IPS

To complete your proposal panel review from IPS, do the following:

1.
2.
3.

ous

Access FastLane by pointing your browser to www.fastlane.nsf.gov
Click Panelist Functions. The Panelist Functions screen displays.
Log in to the Panelist Functions with the initial log on information provided by your Program Officer
(PO). The Panelist System Selection screen displays.
Locate the Click to Work On section.
Click Interactive Panel System.
Continue one of the following routes:
e Panel Status
a. Click the Panel Status tab.
b. Click the proposal number in the Proposal Number column.
C. Select Prepare Reviews from the Other Functions box. The Panel Review System (PRS) opens
in a new window.
d. Follow the PRS instructions on completing a review.
e My Status
a. Click the My Status tab.
b. Click the proposal number in the Proposal Number column.
C. Select Prepare Reviews from the Other Functions box. The Panel Review System (PRS) opens
in a new window.
d. Follow the PRS instructions on completing a review.
e My Work
a. Click the My Work tab.
b. Select Prepare Reviews from the Other Functions box. The Panel Review System (PRS) opens
in a new window.
C. Follow the PRS instructions on completing a review.

See also: Proposal
Review

View Other Panelists' Proposal Reviews

After submitting your own proposal review, and your PO setting up the panel in this manner, you can view
other panelists' proposal reviews as follows:

1.
2.
3.

ouk

Access FastLane by pointing your browser to www.fastlane.nsf.gov
Click Panelist Functions. The Panelist Functions screen displays.
Log in to the Panelist Functions with the initial log on information provided by your Program Officer
(PO). The Panelist System Selection screen displays.
Locate the Click to Work On section.
Click Interactive Panel System.
Continue one of the following routes:
e Panel Status
a. Click the Panel Status tab.
b. Click the proposal number in the Proposal Number column.
C. Click the Reviews tab.
e My Status
a. Click the My Status tab.
b. Click the proposal number in the Proposal Number column.
C. Click the Reviews tab.
e My Work
a. Click the My Work tab.
b. Click the Reviews tab.
Prepare a Recommendation
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If the PO has granted you permission, you can provide other panelists recommendations on the proposal being
reviewed as follows:
1. Access FastLane by pointing your browser to www.fastlane.nsf.gov
2. Click Panelist Functions. The Panelist Functions screen displays.
3. Login to the Panelist Functions with the initial log on information provided by your Program Officer
(PO). The Panelist System Selection screen displays.
Locate the Click to Work On section.
Click Interactive Panel System.
Continue one of the following routes:
e Panel Status
a. Click the Panel Status tab.

b. Click the proposal number in the Proposal Number column.

C. Select Recommendations from the Other Functions box.

d. Select the recommendation from the drop-down box in the Recommendation column.

€. Click the Save Recommendations button.
e My Status

a. Click the My Status tab.

b. Click the proposal number in the Proposal Number column.
C. Select Recommendations from the Other Functions box.
d
e

ouk

. Select the recommendation from the drop-down box in the Recommendation column.
. Click the Save Recommendations button.
e My Work
a. Click the My Work tab.
b. Select Recommendations from the Other Functions box.
C. Select the recommendation from the drop-down box in the Recommendation column.
d. Click the Save Recommendations button.

Note: Your Program Officer may prefer that you order the proposals instead of making recommendations; if so,
you will use the Ordering column drop-down box instead of the Recommendations column drop-down box. Your
Program Officer will provide instructions on what actions to take.

Write a Panel Summary

If you are a Scribe, you can create a Panel Summary as follows:
1. Access FastLane by pointing your browser to www.fastlane.nsf.gov
2. Click Panelist Functions. The Panelist Functions screen displays.
3. Log in to the Panelist Functions with the initial log on information provided by your Program Officer
(PO). The Panelist System Selection screen displays.
Locate the Click to Work On section.
Click Interactive Panel System.
Continue one of the following routes:
e Panel Status
a. Click the Panel Status tab.
b. Click the proposal number in the Proposal Number column.
C. Select Summary tab.
d. Type your Panel Summary text in the text box.
€. Click the Save button.
e My Status
a. Click the My Status tab.
b. Click the proposal number in the Proposal Number column.
C. Select Summary tab.
d. Type your Panel Summary text in the text box.

ouk
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€. Click the Save button.
e My Work
a. Click the My Work tab.
b. Select Summary tab.
C. Type your Panel Summary text in the text box.
d. Click the Save button. See

also Proposal Review.

Submit a Panel Summary for Comment

If you are a Scribe and have a draft saved, you can release the Panel Summary draft to the panel for comments as

follows:
1.
2.
3.

I

Access FastLane by pointing your browser to www.fastlane.nsf.gov
Click Panelist Functions. The Panelist Functions screen displays.
Log in to the Panelist Functions with the initial log on information provided by your Program Officer
(PO). The Panelist System Selection screen displays.
Locate the Click to Work On section.
Click Interactive Panel System.
Continue one of the following routes:
e Panel Status
a. Click the Panel Status tab.
b. Click the proposal number in the Proposal Number column.
C. Select Summary tab.
d. Click the Submit Draft for Comment comment.
e My Status
a. Click the My Status tab.
b. Click the proposal number in the Proposal Number column.
C. Select Summary tab.
d. Click the Submit Draft for Comment comment.
e My Work
a. Click the My Work tab.
b. Select Summary tab.
C. Click the Submit Draft for Comment comment.
View a Panel Summary

If your Scribe has released the Panel Summary for comments or final approval, you can view the summary as

follows:
1.
2.
3.

ouk

Access FastLane by pointing your browser to www.fastlane.nsf.gov
Click Panelist Functions. The Panelist Functions screen displays.
Log in to the Panelist Functions with the initial log on information provided by your Program Officer
(PO). The Panelist System Selection screen displays.
Locate the Click to Work On section.
Click Interactive Panel System.
Continue one of the following routes:
e Panel Status
a. Click the Panel Status tab.
b. Click the proposal number in the Proposal Number column.
C. Select Summary tab. The Panel Summary displays.
e My Status
a. Click the My Status tab.
b. Click the proposal number in the Proposal Number column.

102


http://www.fastlane.nsf.gov/
http://www.fastlane.nsf.gov/

FastLane Help

C. Select S ummary tab. The Panel Summary displays.
e My Work

a. Click the My Work tab.

b. Select Summary tab. The Panel Summary displays.
Submit a Panel Summary for Final Approval

If you are a Scribe and have a draft saved or have received comments from the panel on your panel summary
draft, you can release the Panel Summary to the panel for final approval as follows:

1.
2.
3.

ouns

Access FastLane by pointing your browser to www.fastlane.nsf.gov
Click Panelist Functions. The Panelist Functions screen displays.
Log in to the Panelist Functions with the initial log on information provided by your Program Officer
(PO). The Panelist System Selection screen displays.
Locate the Click to Work On section.
Click Interactive Panel System.
Continue one of the following routes:
e Panel Status
a. Click the Panel Status tab.
b. Click the proposal number in the Proposal Number column.
C. Select Summary tab.
d. Click the Submit Draft for Final Approval comment.
e My Status
a. Click the My Status tab.
b. Click the proposal number in the Proposal Number column.
C. Select Summary tab.
d. Click the Submit Draft for Final Approval comment.
e My Work
a. Click the My Work tab.
b. Select Summary tab.
C. Click the Submit Draft for Final Approval comment.
Approve a Panel Summary

If the panel Scribe has made the Panel Summary available for review or final approval, you can approve the
summary, if required, in one of the following three ways:

WN =

ouk

Method 1 - From the Summary Tab

Access FastLane by pointing your browser to www.fastlane.nsf.gov
Click Panelist Functions. The Panelist Functions screen displays.
Log in to the Panelist Functions with the initial log on information provided by your Program Officer
(PO). The Panelist System Selection screen displays.
Locate the Click to Work On section.
Click Interactive Panel System.
Continue one of the following routes:
e Panel Status
a. Click the Panel Status tab.
b. Click the proposal number in the Proposal Number column.
C. Select the Summary tab.
d. Note your name in the Approval Needed list.
€. Click the Approve button.
e My Status
a. Click the My Status tab.
b. Click the proposal number in the Proposal Number column.
C. Select the Summary tab.
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WN =

oua

WN =
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d. Note your name in the Approval Needed list.
€. Click the Approve button.

e My Work
a. Click the My Work tab.
b. Select the Summary tab.
C. Note your name in the Approval Needed list.
d. Click the Approve button.

Method 2 - From the Other Functions

Access FastLane by pointing your browser to www.fastlane.nsf.gov
Click Panelist Functions. The Panelist Functions screen displays.
Log in to the Panelist Functions with the initial log on information provided by your Program Officer (PO).
The Panelist System Selection screen displays.
Locate the Click to Work On section.
Click Interactive Panel System.
Continue one of the following routes:
e Panel Status
a. Click the Panel Status tab.
b. Click the proposal number in the Proposal Number column.
C. Select the Approve All Summ. in the Other Functions box.
C. Select the proposal(s) you want to approve a panel summary for.
d. Click the Approve Selection button.
e My Status
a. Click the My Status tab.
b. Click the proposal number in the Proposal Number column.
C. Select the Approve All Summ. in the Other Functions box.
C. Select the proposal(s) you want to approve a panel summary for.
d. Click the Approve Selection button.
e My Work
a. Click the My Work tab.
b. Select the Approve All Summ. in the Other Functions box.
C. Select the proposal(s) you want to approve a panel summary for.
d. Click the Approve Selection button.

Method 3 - From the Other Functions Tab (Approving All Summaries)

Access FastLane by pointing your browser to www.fastlane.nsf.gov
Click Panelist Functions. The Panelist Functions screen displays.
Log in to the Panelist Functions with the initial log on information provided by your Program Officer (PO).
The Panelist System Selection screen displays.
Locate the Click to Work On section.
Click Interactive Panel System.
Continue one of the following routes:
e Panel Status
a. Click the Panel Status tab.
b. Click the proposal number in the Proposal Number column.
C. Select the Approve All Summ. in the Other Functions box.
d. Click the Approve All button.
e My Status
a. Click the My Status tab.
b. Click the proposal number in the Proposal Number column.
C. Select the Approve All Summ. in the Other Functions box.
d. Click the Approve All button.
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e My Work
a. Click the My Work tab.
b. Select the Approve All Summ. in the Other Functions box.
C. Click the Approve All button.

See also Proposal Review.

Print a Panel Summary

If you are a Scribe, you can print out a Panel Summary as follows:
1. Access FastLane by pointing your browser to www.fastlane.nsf.gov
2. Click Panelist Functions. The Panelist Functions screen displays.

3. Login to the Panelist Functions with the initial log on information provided by your Program Officer

(PO). The Panelist System Selection screen displays.
Locate the Click to Work On section.
Click Interactive Panel System.
Continue one of the following routes:
e Panel Status
a. Click the Panel Status tab.
b. Click the proposal number in the Proposal Number column.
C. Select Summary tab.
d. Click the Print button.
e My Status
a. Click the My Status tab.
b. Click the proposal number in the Proposal Number column.
C. Select Summary tab.
d. Click the Print button.
e My Work
a. Click the My Work tab.
b. Select Summary tab.
C. Click the Print button.
Update Personal Information in IPS

ous

After accepting to be a part of your first panel, the following demographic information that you provided to the

National Science Foundation (NSF) is stored in FastLane:

e Race

e  Ethnicity
e  Citizenship
e Gender

e Disability

You can update your personal information from IPS as follows:
1. Access FastLane by pointing your browser to www.fastlane.nsf.gov
2. Click Panelist Functions. The Panelist Functions screen displays.

3. Log in to the Panelist Functions with the initial log on information provided by your Program Officer

(PO). The Panelist System Selection screen displays.
4. Locate the Click to Work On section.
5. Click Interactive Panel System.
6. Continue one of the following routes:
e Panel Status
a. Click the Panel Status tab.
b. Click the proposal number in the Proposal Number column.
C. Select Name/Addr Info from the Other Functions box. The PRS
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Reviewer's Information screen opens in another window.

d. Complete the PRS instructions for Changing Your Personal Information to finish changes to your

personal information from IPS.
e My Status

a. Click the My Status tab.

b. Click the proposal number in the Proposal Number column.

C. Select Name/Addr Info from the Other Functions box. The PRS
Reviewer's Information screen opens in another window.

d. Complete the PRS instructions for Changing Your Personal Information to finish changes to your

personal information from IPS.
e My Work
a. Click the My Work tab.
b. Select Name/Addr Info from the Other Functions box. The PRS
Reviewer's Information screen opens in another window.

C. Complete the PRS instructions for Changing Your Personal Information to finish changes to your

personal information from IPS.

Interact with the Panel

The Interactive Panel System (IPS) is designed for real-time proposal reviewing. While logged in, you can be
notified when another panelist has performed a action (e.g., posted a comment) as follows:

1.
2.
3.

ouk

Access FastLane by pointing your browser to www.fastlane.nsf.gov
Click Panelist Functions. The Panelist Functions screen displays.
Log in to the Panelist Functions with the initial log on information provided by your Program Officer
(PO). The Panelist System Selection screen displays.
Locate the Click to Work On section.
Click Interactive Panel System.
Continue one of the following routes:
e Panel Status
a. Click the Panel Status tab.
b. When the History box flashes, expand it to see a History of panelist actions.
e My Status
a. Click the My Status tab.
b. When the History box flashes, expand it to see a History of panelist actions.
e My Work
a. Click the My Work tab.
b. When the History box flashes, expand it to see a History of panelist actions.

Provide Feedback on IPS

You can provide the National Science Foundation (NSF) feedback on IPS as follows:

1.
2.
3.

ou A

Access FastLane by pointing your browser to www.fastlane.nsf.gov
Click Panelist Functions. The Panelist Functions screen displays.
Log in to the Panelist Functions with the initial log on information provided by your Program Officer
(PO). The Panelist System Selection screen displays.
Locate the Click to Work On section.
Click Interactive Panel System.
Continue one of the following routes:
e Panel Status
a. Click the Panel Status tab.
b. Click the proposal number in the Proposal Number column.
C. Select General Comments from the Other Functions box.
d. Type your comments in the box.
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€. Select the Yes radio button.
f. Click the Save button.
g. Click the OK button from the confirmation box.

e My Status
a. Click the My Status tab.
b. Click the proposal number in the Proposal Number column.
C. Select General Comments from the Other Functions box.
d. Type your comments in the box.
e. Select the Yes radio button.
f. Click the Save button.
g. Click the OK button from the confirmation box.
e My Work
a. Click the My Work tab.
b. Select General Comments from the Other Functions box.
C. Type your comments in the box.
d. Select the Yes radio button.
€. Click the Save button.
f. Click the OK button from the confirmation box.
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Security and Privacy
NSF FastLane Security and Privacy

For the most up to date information about NSF’s Security and Privacy policies and practices, please visit NSF’s
Privacy Policy page at www.nsf.gov/policies/privacy.jsp.

Use of NSF ID and Social Security Numbers

NSF ID

The NSF ID is a unique numerical identifier assigned to FastLane users by NSF. It is a random nine-digit number
beginning with three zeroes.

The NSF ID will be used throughout FastLane as a login ID and identification verification.

Social Security Numbers (SSN)

SSN submission will only be requested where it is necessary for business purposes, e.g., financial reimbursement.
SSN is solicited under NSF Act of 1950, as Amended.

In areas that do not require SSNs for a business need, FastLane customers will use their NSF ID, assigned to
them by NSF in place of SSNs.

The SSN used by the FastLane System is not printed on any reports and is available through online screens only to
FastLane users who have an established need to view the SSN.
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FAQs

Interactive Panel System FAQs

What is the difference between the Lead Panelist and the Scribe?

How do | enter a Panel Summary?

How do | Print a Panel Summary?

How do | view/approve a Panel Summary?

How do | prepare reviews?

How do | view the reviews of the other panelists?

How do | rank the proposals?

Why is the text format in the Panel Summary window inconsistent?

How can | refresh my Panel Summary window without being redirected to the Panel Status page?

How can | copy and paste the Panel Summary from a Word document into the IPS Panel Summary window
without my quotations marks converting to question marks?

What is the difference between the Lead Panelist and the Scribe?
The Scribe is appointed by the Program Officer (PO), as the person who prepares and submits the panel
summary. The Lead Panelist is usually the panelist who introduces the proposal to the panel.

How do | enter a Panel Summary?
The Scribe enters the panel summary in the Interactive Panel System (IPS) on the
Summary tab for the proposal.

How do I print a Panel Summary?
The Scribe can print panel summaries individually or in bulk from the Interactive Panel System (IPS) on the
Summary tab for the proposal.

How do | view/approve a Panel Summary?

If the Scribe has made the summary either "Available for Comment" or "Available for Final Approval," any
panelist can view the summary on the Summary tab for the proposal. At the bottom of the Summary tab is the
"Approval Status" list that shows whose approval is required and whose approval has already been given. If you
are required to approve the summary, and the Scribe has made the summary "Available for Final Approval,"
there will be an Approve button on the Summary tab.

How do | prepare reviews?

From the upper left corner of the My Work Screen, choose "Prepare Reviews" from the Other Functions box.
When you click the GO button next to the list, the Panel Review System opens in a new window. Follow the Panel
Review System's Preparing a Panel Review instructions.

How do I view the reviews of the other panelists?
The program office has multiple choices when setting up a panel for the interactive panel system. They can
allow panelists (or just assigned panelists) to view the reviews of other panelists at 1) any time, 2) only after
submitting their own review, or 3) not at all.

Depending on how the program office has set these rules, you may be able to see the reviews of other panelists

on the Reviews tab.

How do | rank the proposals?
All panelists have read-only access to the panel recommendation screen by choosing 'Recommendation’ from
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the Other Functions box. If you have been authorized by the program office to provide recommendations for
the panel, you will have access to drop-don lists in the 'Recommendation' and 'Ordering' fields. The available
options in the 'Recommendation’ drop-down list are set by the Program Officers (PO) and, therefore, can vary.
The most common (default) options are: "Fund," "Fund if Possible," and "Do Not Fund." Your program officer
will inform you of whether to use the 'Recommendations' and/or 'Ordering' field(s), and will provide guidance
on the criteria you can use while making these panel rankings. See Preparing a Recommendation for
instructions.

Why is the text format in the Panel Summary window inconsistent?

The Scribe’s Panel Summary window formatting is different from that of the other Panelists because the Scribe
is able to edit their page. If the Scribe selects the “Print” button, the window will be shown as read only, which
will display a consistent format for all Panelists.

How can I refresh my Panel Summary window without being redirected to the Panel Status page?
Place the pointer over the Panel Summary window, right click, and then select ‘Refresh’ from the list of
options. Selecting ‘Refresh’ at the top of the page will result in the main page refreshing, taking the user
back to the IPS main page.

How can | copy and paste the Panel Summary from a Word document into the IPS Panel Summary window
without my quotations marks converting to question marks?

Prior to copy and pasting from the Word document, make sure that the ‘convert straight quotes to smart quotes’

check-box in the ‘AutoFormat’ and ‘AutoFormat As You Type’ tabs in the Word options are unchecked. The user

can also use the text editor or manually correct the characters.
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