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List of Account Management Job Aids

Instructions: Scroll down to each job aid in this guide or use the links below to
navigate directly to the job aid.

Regqister for a New NSF Account

Working at Multiple Organizations or Moving to Another Organization

Navigating the Account Management Links

View and Edit My NSF Account Profile Information

Reqister a New Organization

Add a New Organizational Role

Add a New Organization-Approved Role — Principal Investigator Pl/Co-PI

SRR R Wl N =

Add a New Organizational Role — Proposed Postdoctoral Fellow

L

View My Organizational Roles — Requested Role(s)

10. View My Organizational Roles — Active Role(s)

11. View My Users — Administrator Dashboard
12. Migrate Your Existing NSF Account

Reviewer Job Aids
Volunteer to Review

Provide Reviewer Profile Information

View and Edit My NSF Reviewer Account Profile Information

View My Reviewer/Meeting Participant Information

Accessing the Reviews, Panels, and Other Meetings Page

ECISR N =

Using the Reviews, Panels, and Other Meetings Page to Access Reviewer
Assignments
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fﬁi Account Register for a New NSF Account

X

To submit proposals to NSF and conduct other award-related activities using NSF systems, you must have an NSF ID.
Proposers submitting NSF proposals via Grants.gov must also have an NSF ID. You may only have one NSF ID. This ID is a
unique alphanumeric identifier assigned to users by NSF through the registration process outlined below. The NSF ID is yours
for you to use no matter your organizational affiliation(s) in the future. Follow the step-by-step process to create a new NSF
account to be assigned an NSF ID. A Reqister for a New NSF Account video tutorial is also available.

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

» If you forgot your password for an established NSF account, Research.cov [[Sen nfReaister] Home | contact | Heip | About
follow the below steps to reset it: FOR THE NSF CoMmONITY
» Open Research.gov and click “Sign In” located at the Eiaure 1

Signin | Register | Home | Contact | Help

top of the screen. (Figure 1).

* Click “Continue to Research.gov Sign In Options.”
(Figure 2) Security SR

»  Enter your Primary Email Address or NSF ID and click y
“Next.” (Figure 3)

+ Click “Forgot Password ?” (Figure 4)

* Click “Send me an email” (Figure 5) to have a
verification email sent to the registered email address on ————
your account. An email will be sent to you prompting a m—
password reset. Select the “Reset Password” link within i
the email and follow the instructions to reset your P
password. Note that your email address can only be
associated with one NSF account (i.e., only one NSF ID
per person). Sign In

* If you do have an existing NSF account and you know your

in. If you use Login.gov or INCommon, make sure Password

password, you can edit your account profile information by
selecting the “My Profile” option located on the top right of NSF D or NS Primary Email
Research.gov homepage after signing in and completing \ |
authentication. See View and Edit My NSF Account Profile [ e ]
Information for detailed information on “My Profile” functions.

» If you do not have an existing NSF account, proceed to Step 2.

InCommon (Organization) Credentials  Login.gov Credentials

Figure 2

Verify with your password

Back to sign in
or

Figure 4

Sign In with InCommon(Org) Credentials
Step 2: Access the Account Registration page St Login o Grodontis

*  Open Research.gov
» Click “Register” located at the top of the screen. (Figure 1) New to Research.gov? Register

A john.doe@tester.com

Help &

Get a verification email

Step 3: Complete the Account Registration page

Figure 3

Send a verification email to F***t@nsf.gov

* Input the requested account registration information. (Figure by ccking on "Send mo an amai”

0

Important Note: Ongoing access to your primary email Figure 5 freesn
address is required for NSF communications and account
recovery, so a personal email address (e.g., a Gmail Account Registration

address) is recommended. If you sign into Research.gov
using InCommon or Login.gov credentials, use your —

InCommon organization email or registered Login.gov email (] [ [ | [omom—~
address for your primary email address and provide your l
personal email address as your secondary email to ensure :

John doe@nst edu

ongoing access. o

SecondaryEmailAddress  Confirm Seconday ry Email Address.

Your primary email address must be unique to you and — ‘
cannot be a group email alias.

Changes to your primary email address can be made on
your My Profile page following successful registration.

Figure 6
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Register for a New NSF Account (continued)

Account Registration
(Continuation of steps to complete the Account Registration o e
page)
»  If your primary email address domain suffix is “edu”, an soearem __v] | o soeasm
important message and checkbox will display. Check the box to |~
confirm ongoing access to an email account is required for e 0 e
communications and account recovery. By providing a “.edu” | .. o syt
email address, you may lose access to this account and should \
provide a personal email address as your secondary emailto |~ Lo o
ensure ongoing access. ‘
«  Check the box to confirm that you are at least 13 years of age. |———————
(Figure 7)
* Click “Save & Preview.” (Figure 7) Figure 7

»  Verify that your account registration information is correct on the
Preview Account Registration screen. (Figure 8)
* If you need to update your account registration information,

Preview Account Registration

Review your information for accuracy!

Name
select the “Edit” button to return to the previous screen. Jofn Doe
+  Check the box to confirm you are not a robot and click Nore Proied
“Submit.” (Figure 8) Primay ol s
*  You will receive an Account Registration Confirmation on the Socondary Emah Adrses
screen. (Figure 9) oRCIID ¢
+  Check the primary email account that you just used for two i
messages: one containing your new NSF ID and another None Provded

containing your temporary password.

Figure 8
Step 4: Set up your password for your new NSF Account
* Click “Return to Sign In” (Figure 9) or select “Sign In” on the Account Registration Confirmation
top of Research.gov. (Figure 1) . S
* Click “Continue to Research.gov Sign In Options.” (Figure oo e
10)
* Enter your Primary Email Address or NSF ID and click “Next”. Figure 9
(Figure 11)
» Enter your temporary password and click “Verify.” (Figure 12)
» Set a new password for your account and click “Change
Password.” (Figure 13) A fom.dosGtestercom
* Check the primary email account that you used for an email Your resserch gov peseword
confirming that your password has been changed. has expired

Password requirements:

X Atleast 8 characters

x

A lowercase letter

x

An uppercase letter

X Anumber
Signin | Registe | ome | Contac | Help e
Q = X A symbol
NSF ID o NSF Primary Email X No parts of your userame
A john.doe@testercom New password
T o]
Verify with your password
o Re-enter password
Password
........ ° ® ‘
Sign In with InCommon(Org) Credentials e
Sign n with Login gov Credentials
e
Need Help 2 &7
New to Research.gov? Register
— Bk 105100 n Back to sign in
© Sonnocnsr siar Help &
Figure 10 Figure 11 Figure 12 Figure 13
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Register for a New NSF Account (continued)

Step 5: Set up your preferred security method to access

your account

*  Once you complete resetting your password, you will be
prompted to set up your security method (i.e., multifactor
authentication method) for accessing your account. Follow the
corresponding prompts to set up your preferred security method.
For more information on setting up your preferred security
method including how-to guides, video tutorials and FAQs, visit
the About Signing Into Research.gov page.

*  Once you have completed setting up your preferred security
method, you will be redirected to the Research.gov homepage.
(Figure 14)

* You have successfully registered for a new NSF account!

Step 6: Add a new organization role

* Now that you have an NSF account, you can add organizational
roles to your account profile. For detailed instructions, see Add a
New Organizational Role.

Welcoma John Dos | Sign Out (Home) | My Prokis | Contict | Help

Reviews & Meetings Awards & Reporting

& Opportunities
st Progeam (GRF

P ang

Manage Financials Administration

ACMS Amard Cash Mansgement Servica) T ——Y

Important Note: Reviewers, GRFP Applicants, GRFP Fellows,
and fellowship reference letter writers will not add an
organizational role. GRFP-specific Account Management training
resources including guides and FAQs are available on the GRFP
Account Management page.

Figure 14
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f@; Account Working at Multiple Organizations or Moving to

S Another Organization

Itis NSF policy that only one NSF account is allowed per user. If you already have an NSF account, you MUST NOT register for
a new NSF account even if you are working at multiple organizations, moving to another organization, or working as a
Postdoctoral Fellow. Instead, you can add roles to your existing NSF account.

You do NOT need a separate NSF account for each
organization you are affiliated with or a new NSF account

when moving to a new organization or working as a Add a New Role
For NSFID
Postdoctoral Fellow.
You must obain the appropriate role to access certain features. Review the role optians below and make a selection. An organization can
*  You can have multiple organizations associated with your NSF | sty ssising A croemzaionai fok
account, qnq you can add new roles from different organizations Prepare Proposals and Manage K R A e
to your existing NSF account. Awards
= To adfi &l organization-approved role from a new Proposed Postdoure Fllow Otet Autzes Use (OAU) Reprsantav (AOR), Sponsored rfecs e (570)
organization or to add the Proposed Postdoctoral Fellow e s
role, see Add a New Organizational Role. _
@ Plico-PI, Postdoctoral Fellow and OAU role details © Organizational role details
» If you are associated with multiple organizations, be sure to
update your deSIQnated Prlmary Organlzatlon on the “View My Manage Financials in Award Cash Register as a Graduate Research
Roles” page. For more information on Changing your Primary Management Service (ACM$) Fellowship Program (GRFP) Official
Organization! see VIeW MV Orqanizational RO'eS - ACtive Awardee Preparer, Awardee Certifier, Awardee Financial Coordinating Official (CO), Alternate Coordinating Official
Role(s)- Representative (Alt. CO), Financial Official (FO)
» If you are leaving an organization, make sure the primary or
a o q @ Financial role details € GRFF role detaild
secondary email address on your NSF account profile is set to

an email address you will continue to have access to after your
departure (e.g., a Gmail address). For more information on Figure
editing your NSF account profile, see View and Edit My NSF

Account Profile Information.

Adding a Pl role at a new organization to your existing Select Role Type %
NSF account

» Click “Sign In” located at the top right of Research.gov page. | Selecta role tyoe to prepare proposals.

. Click “Sign In Using NSF Credentials”, enter your credentials I O Principal Investigator (P1) or co-Principal Investigator (co-Pl) I
(e.g., NSF ID and password) and sign in using your selected O Other Autharized User (OAU)
security method (i.e., multifactor authentication method). If you
have not set up your preferred security method yet, you will be
prompted to complete this activity to access your account. For

O Proposed Postdoctoral Fellow

more information on setting up your preferred security method S caneel
including how-to guides, video tutorials, and FAQs, visit the
About Signing Into Research.gov page. Figure 2

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

* Click “Add a New Role” from the left navigation bar and the
“Add a New Role” page will display. (Figure 1)

* To request the Investigator role, click the blue “Add
Investigator or Authorized User Role” button located in the
“Prepare Proposals and Manage Awards” box. (Figure 1)

+ Select “Principal Investigator (Pl) or co-Principal
Investigator (co-Pl)”, click “Submit” (Figure 2) and a four-step
role request wizard will display. (Figure 3)
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Account Working at Multiple Organizations or Moving to

Another Organization (continued)

Step 1 . F i nd Ol'ga n ization Add a New Role to Prepare Proposals and Manage Awards

2 A Information 3 Emsase Ralels) 2 meven

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

Select from your Organization and UEI st

organization from the drop-down menu. R -

Clear

»  Verify the correct organization is displayed and click “Next.”
(Figure 3) o [

Figure 3
. Add a New Role to Prepare Proposals and Manage Awards

Step 2: Add Information R - -
+ Complete the required fields denoted by a red asterisk (*) —

and click “Next.” (Figure 4) S
Step 3: Choose Role(s) e ]
* The “Principal Investigator” role is pre-selected. Click “Next.”

(Figure 5) s“:):::: Stsetcdares (Line 2 Department Name
Step 4: Review and Submit T T T
* Review your information for accuracy and click “Submit.”

(Figure 6)

Add a New Role to Prepare Proposals and Manage Awards Add a New Role to Prepare Proposals and Manage Awards

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

Choose Role(s) Review

You will be registered for the following role: @ Whst i tis rele?

Your Contact Details
 Principal Investigator! co-Principal Investigator (Plico-PI
P g io igator ) Organization Name: United States College

SAM Legal Business Name: UNITED STATES COLLEGE
Role: Principal Investigator / co-Principal Investigator
Work Email: Doe john(@research.cdu

‘Work Phone Number: (123) 456-7890
Gance Previous -
Your Degree Information

. Highest Degres Type: AS - Associte n Science
Figure 5

Degree Year: 2017

Your Work Address

Country: United States

Street Address: 1234 Street Address
Street Address (Line 2):
Department Name:

City: Alexandria

state: Caifornia

Postal Code: 90036

Your Demographic Information
Gender: Male

Race: White

Ethnicity: Not Hispanic or Latino

Do you have a disabiliy?: No

Cancel Previous

Figure 6

Note: For more information about SAM UEIs, please visit SAM.gov or contact your Sponsored Projects Office (SPO).
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Account Working at Multiple Organizations or Moving to

Another Organization (continued)

Success ' Add a New Role to Prepare Proposals and Manage Awards

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

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

Organization Contact(s) 4 Organization Contact Type

*  You have successfully submitted a role request!

SAMPOC

SAMPOC

Important Note: Any demographic information provided will
not be shared with the listed organizational contacts when Figure 7
they review and approve your role request.

205 ' Helpful Tips

For your primary email address, ongoing access to an email account is
required for communications and account recovery. By providing a “.edu”
email address, you may lose access to this account and should provide a
personal email address as your secondary email to ensure ongoing access. If
you no longer have access to your primary email address, your secondary
email address can be used to reset your password.

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

» The Degree Information section will be pre-populated if you previously
provided this information. If you update this section, the change will be
reflected within the “Academic/Professional Information” tab in My Profile and
on the “Edit Your Contact Information” page on “View My Roles” for all
organizations where you have an organization-approved Pl role.

» The Demographic Information section will be pre-populated if you have
already provided this information. If you update this section, the demographic
information changes will be reflected for all organizations where you have an
organization-approved PI role and within the “Demographic Information” tab in
My Profile.

» By default, the latest Pl role will be set to primary.
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*ﬁi AL Navigating the Account Management Links

A

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

Access the left navigation bar in Account Management R earch.cov o e
*  Open Research.gov FOR THE NSF COMMONITY
Figure 1

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

Sign n | Register | Home | Contact | Help

+ Click “Continue to Research.gov Sign In Options”, enter
your credentials (e.g., NSF ID and password) and sign in using
your selected security method (i.e., multifactor authentication
method) (Figure 2). If you have not set up your preferred
security method yet, you will be prompted to complete this
activity to access your account. For more information on setting
up your preferred security method including how-to guides,
video tutorials, and FAQs, visit the About Signing Into

Research.qov page. 7 P
*  Once you've successfully signed in using your preferred

security method, click on “My Profile” located at the top right of

the screen. (Figure 3) Research.cov Wakoms A e | g ot o LT o | s

ONLINE GRANTS MANAGEMENT
FOR THE NSF COMMUNITY

NSF Credentials InCommon (Organization) Credentials  Login.gov Credentials

« Drects you o sign I 10 your organization
+ Rearects you back fo Research gov

Figure 2

Important Note: NSF enabled Login.qov to sign into Research.gov
in 2022. Use of Login.gov to sign into Research.gov is optional, and
the research community is still able to use their NSF account or
their organization-issued credentials through the InCommon
integration to sign into Research.gov. Users can use any of the
three options to sign into Research.gov and will be navigated to the
Research.gov homepage after successful sign-in. This guide
provides instructions for only the “NSF Account” sign in option.

Figure 3

Where do the left navigation bar links take me?

Account Management Link Functionality

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

Profile

Change Password or Change your Research.gov NSF account password or preferred security method
Security Methods

View My Roles View pending and active roles, and edit organizational contact information

Add a New Role Request a new role from an organization such as a Principal Investigator role

View My Users You will only see this link if you have an organization-approved Administrator role for an

organization registered with NSF.

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

About Account Management Access job aids, instructional videos, and FAQs to guide you through the Account
Management functionality
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View and Edit My NSF Account Profile

Information

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

Fellows, and reviewers.

On an annual basis, all users with an NSF account will be prompted to review their account profile information to ensure their

information is up-to-date.

Step 1: Access the View/Edit My Profile page

* Open Research.gov

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

+ Click “Continue to Research.gov Sign In Options”, enter
your credentials (e.g., NSF ID and password) and sign in
using your selected security method (i.e., multifactor
authentication method) (Figure 2). If you have not set up your
preferred security method yet, you will be prompted to
complete this activity to access your account. For more
information on setting up your preferred security method
including how-to guides, video tutorials, and FAQs, visit the
About Signing Into Research.qgov page.

*  Once you've successfully signed in using your preferred
security method, click “My Profile” from the top right of the
screen. (Figure 3)

Research.cov

& ONLINE GRANTS MANAGEMENT
FOR THE NSF COMMUNITY

[ Sign In lzegisuer | Home | Contact | Help | About

Figure 1

Research.cov

ONLINE GRANTS MANAGEMENT
FOR THE NSF COMMUNITY

Security Improvements are Coming!

Beginning late August, this page will be consolidated with the next page

when you sign in.

There will continue to be three ways you can sign in

NSF Credentials InCommon (Organization) Credentials Login.gov Credentials

+ Uses NSF ID or NSF Primary Email « Directs you'o sign in o your organization + Directs youto sign in using Login.gov
+ Redirects you back to Research.gov + Redirects you back o Research gov

address

- Step-by.-step verification using your phone,
app, security key or biometrics

« Leam more About Research gov Sign In

sign In | Register | Home | Contact | Help.

Continue to Research.gov Sign In Options.

New to NSF? Register

© Sign in for NSF Staff

Figure 2

Research.cov

OMLINE GRANTS MANAGEMENT
FOR THE NSF COMMUNITY

welcome alan Aphaman | Sign Out tordf T Prome Rrontact | Hetp | Avout

Important Note: You can also access the View/Edit My
Profile page by clicking on “View/Edit Profile” located on the
left navigation bar. (Figure 4)

Figure 3
@ Hide Menu
My Profile
View/Edit Profile

Change Password or Security
Methods &'

Organizations and Roles
View My Roles
Add a New Role
Quick Links

About Account Management

Figure 4
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Account View and Edit My NSF Account Profile

Information (continued)

Step 2: Edit your Contact Information

+ Click “Edit” at the bottom of the Contact Information tab on the My Profile page. (Figure 5)

» Enter your updated contact information and click “Save.” (Figure 6)

Important Notes:

» If you change your primary email address (i.e., the email address used to create your NSF account) and/or
secondary email address, NSF will send you a verification email. You must verify the updated email address
within four (4) hours, or your account email address will revert back to your last verified email address.

» If your primary email address domain suffix is “edu”, an important message and checkbox will display.
Check the box to confirm ongoing access to an email account is required for communications and account
recovery. By providing a “.edu” email address, you may lose access to this account and should provide a
personal email address as your secondary email to ensure ongoing access. (Figure 6)

My Profile

For NSFID

A One or more of your email addresses has not been verified. Please check your email(s) for a verification link.
Any recently changed email address not verified within four (4) hours will revert to the previously saved email address.
Resend verification link(s)

Contact Information Demographic Information Academic/Professional Information

‘ © Your profile has been updated successfully.

@ Update your profile information here. If you have a role at an organization, you can update your organization-specific
information on View My Roles.

Name

Jane Doe

Alternate Name(s)

Nene Provided

Primary Email Address @ Which email address should | provide?
janedoe@test.edu

Secondary Email Address @ Which email address should | provide?
]UDE@gmﬁll com A Pending verification

Phone Number
(666) 777-9999

My Profile

For NSFID

A One or more of your email addresses has not been verified. Please check your email(s) for a verification fink
Any recently changed email address not verified within four (4) hours will revert to the previously saved email address.
Resend verification link(s)

Centact Infermation Dx ader al Information

@ Updale your profile information here. If you have a role al an organizalion, you can update your organization-specific
information on View My Roles.

* Required

Prefix
Select Prefix

* First Name Middle Name/Initial * Last Name
Jane Which email address should | provide? x Doe

A personal email address is recommended to
Suffix ensure ongeing email access for

communications and account recovery.
Select Suffix
If you already have InComman or login gov
Alternate Name(s accounts, use the same en.mwl address here, and
provide your personal email as your Secondary

Email Address fo ensure ongoing access

*= Primary Email Address € Which email address should | provide?

janedoe@est edu

A Pending verification

=[] To ensure ongoing email access, | understand it is recommended that | also provide a personal email address that needs to
be verified in ‘My Profile’ for communications and account recovery.
Figure 5 Secondary Email Address ) Which email addrass should | provide?
Figure 6
Ll

()= | Helpful Tip

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

Information (continued)

Step 3: Edit your Demographic Information (Pl/co-Pls,

GRFP Fellows and reviewers only)

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

»  Enter your demographic information and click “Save.”
(Figure 8)

Important Notes:

* Submission of the requested demographic
information is required for Pl/co-Pls, GRFP Fellows,
and reviewers. Until responses to all demographic
questions are provided, the “Save” button will be
disabled. (Figure 8)

* The “Other” option for the race question will open an
optional free text field for entry. (Figure 8)

My Profile

For NSFID

Contact

NSF asks for demographic data relating to gender, ethnicity/race and disability to gauge whether our programs and other
opportunities in science and technology are fairly reaching and benefiting everyone regardless of demographic category; and to
ensure that those in under-represented groups have the same knowledge of and access to programs, meatings, vacancies, and
other research and educational opportunities as everyone else. For mare information, read the Privacy Act Statement

Gender

Unspecified, or another gender identity
Race

White

Ethnicity

Not Hispanic or Latino

Do you have a disability?
No

Edit

Figure 7
* Users who are not Pl/co-Pls, GRFP Fellows, or
reviewers will not have the Demographic Information
H H [13 H 7 H
tab within “My Profile.” (Figure 9)
My Profile My Profile
For NSFID .
For NSFID
Contact i I Academic/Professional Information
Contact Information Academic/Professional Information
NSF asks for demographlic data relaling to gender, ethnicity/race and disability to gauge whether our programs and other
opportunities in science and technology sre fairy reaching and benefiting everyone regardless of demographic category: and to
ensure that those in under-r he same and access to programs, meetings, vacancies, and © Your profile has been updated successfully.
oher research and educational opporiunities as evaryone else For more information, read the Privacy Act Statement
" Required @ Update your profile information here. If you have a role at an organization, you can update your organization-specific
* Gender (Please select ong) * Ethnicity (Please select one) information on View Wy Roles
< Male © Hispanic or Latino @
© Female ® Not Hispanic or Latino Name
® Unspecified, or another gender identity O Do nat wish to provide John Doe
' Do not wish to provide Alternate Name(s)
* Race (Please select all that apply) * Do you have a disability? (Flease select one) None Provided
Race Definitions @ What i considered a disability? Primary Email Address @ Which email address should | provide?
() American Indian or Alaska Native O Yes j.doe@osu.edu
i w
O Adan No Secondary Email Address @ Which email address should | provide?
() Black or African American ) Do not wish to provide None Provided
() Mative Hawaiian or Cther Pacific
Islander Phone Number
\White (099) 888-7777
Ciher (Please spedfy)
() Do not wish to provide
Figure 9

Cancel

Figure 8
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Account View and Edit My NSF Account Profile

Information (continued)

Step 4: Edit your Academic/Professional Information

. . . My Profile
* Click “Edit” at the bottom of the Professional For NSFID

Information tab on the My Profile page. (Figure 10)

«  Enter your updated academic and professional B i ' ' ' L

information and click “Save.” (Figure 11)
Important Notes:

= Highest degree and area(s) of expertise are required
for Pls and reviewers and optional for all other users. nignes: Dearee

ScD - Doctor of Science (1969)

@ Updale your profilc information here. If you have a role at an organization, you can update your organization-specific
information on View My Roles

NSF asks for professional information to enable program officials to manage reviewer selection. as well as related merit review
functions. For more information, read the Privacy Acl Stalement

(Figure 11 ) Area(s) of Expertise
Zoology
= Upon selection of your highest degree, you will be Fareutrs Enaneerng
. . ORCID iD &
prompted to provide the year completed. (Figure 11) None Erovided
Websites
= If your area(s) of expertise is not listed, you may e
enter a free text entry using the “Other” option.
(Figure 12)
I Edit |
Figure 10
For NSFID
Select up to five items that best describe your area(s) of expertise.
If your area of expertise is not listed, you may add your own by selecting “Cther (Please specify).”
Contact b " A ! ! Information * Area(s) of Expertise Add up to five * Other (Please specify)
1. Other (Please specify) x - Marine Biology
@ Update your profile information here. If you have a role al an organizafion, you can update your organizalion-specific
information on View My Roles. + Add Area of Expertise
MNSF asks for prefessional information to enable program officials to manage reviewer selection. as well as related merit review Figure 12

functions. For more information_ read the Privacy Act Statement

* Required
Degree

* Highest Degree *Year Completed
BS - Bachelor of Science x | v 1988

Area(s) of Expertise

Select up to five items that best describe your area(s) of expertise
If your area of expertise is not listed, you may add your own by selecting “Other (Please specify).”

* Area(s) of Expertise Add up to five

1.| Zoology x v @
2| BiologicallLife Sciences X v W
+ Add Area of Experfise

Professional References

ORCID iD @ 16-digits i.e, 1234-1234-1234-1234

Websites {e.g.. Organizstional faculty. stsff profile. or professionsl website, Linked|n, Google Schalar)

\Websites may be used for NSF selection of reviewers.

test.org

+ Add Website

Save Cangel

Figure 11
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Account View and Edit My NSF Account Profile

Information (continued)

When updating my primary and/or secondary ——
email, what do | do if | accidentally delete the -
verification email sent by NSF?

« Select the “View/Edit My Profile” option. (Refer to oo
Step 1 in the View and Edit My NSF Account Profile : . S
Information job aid)

4 One or more of your emall addresses has not been Verified. Pleass check your email(s) for a verfication ink
Any recenty changed email address not verified winin Tour (4) Nours wil revert to the previously saved emall address
Resend verification linkis)

nation here. I you have: a role at an organization, you can updale your organization-specific

*  Within the Email Verification Message (Figure 13) rame
located at the top of the Contact Information tab ;
on the My Profile page, click “Resend verification
link(s)” (Figure 14).

Pnone Number

* A new verification email will be sent to your pending 20 38 777
primary and/or secondary email address (i.e., the
updated email address entered in Step 2 in the [ |
View and Edit My NSF Account Profile Information
jOb ald) Figure 13

A One or more of your email addresses has not been verified. Please check your email(s) for a verification link.
Any recently changed email address not verified within four (4) hours will revert to the previously saved email address.
Resend verification link(s)

Figure 14
Important Notes:

* NSF will send you a verification email. You must
verify the updated email address within four
(4) hours, or your account email address will
revert back to your last verified email address.

+ If the four (4) hours have passed, the resend
verification email option will not be available and
you will need to restart the process by updating
your email address again. (Refer to Step 2 in the
View and Edit My NSF Account Profile

Information job aid)

How do | change my password?

» Select the “View/Edit My Profile” option. (Refer to
Step 1 in the View and Edit My NSF Reviewer
Account Profile Information job aid)

* Click “Change Password or Security Methods”
located in the left navigation bar. (Figure 13)

* A new tab will open allowing you to change your
password or security method. For more information
on changing your password, visit the About Signing
Into Research.qov page.
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Register a New Organization
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Register a New Organization

Organizations must be registered with NSF to submit proposals in Research.gov or via Grants.gov. Before a new prime
awardee organization can register with NSF, it must first be registered in the System for Award Management (SAM) at
SAM.gov, complete the required entity validation, and have a Unique Entity Identifier (UEI). Note that completion of the SAM
registration process may take up to one month. Subrecipient organizations must also register with NSF after obtaining a SAM-
issued UEI. However, subrecipient organizations do not need to complete the entity validation in SAM. Please check SAM.gov
for information about any delays of SAM.gov registrations, validations and UEI issuance.

Follow the step-by-step process below to register a new organization with NSF. There is also a Register a New Organization
with NSF video tutorial.

. . . . . Add a New Role
How do | register a new prime awardee organization with | ...,
NSF? , _ ‘ . ‘ ‘ o
You must obtain the appropriate role to access certain features. Review the role options below and make a selection. An arganization can
Open Research 0 also be added by selecting ‘Add Organizational Role.
. .gov
A A . Prepare Proposals and Manage Add and Manage Organizations
» Click “Sign In” located at the top right of the screen. Awards =
O Click “Sign In Using NSF Credentials”, enter your credentials Principal Investigator (PI), co-Principal Investigator (ca-P1) Administrator (Admin), Authorized Organizational
. . . Proposed Postdocteral Fellow, Other Authorized User (OAU) Representative (AOR), Sponsored Projects Officer (SPQ),
(e.g., NSF ID and password) and sign in using your selected Vi Only User
security method (i.e., multifactor authentication method). If you
haVe not set Up your preferred Security method yet’ you will be © Pl/co-P|, Posidoctoral Fellow and OAU role details @ Organizational role details
prompted to complete this activity to access your account. For
more information on setting up your preferred security method Manage Financials in Award Cash Register as a Graduate Research
including how-to guides, video tutorials, and FAQs, visit the MR L B LR S A, LA
About Slqnlnq Into Research_qov page_ Awardee Preparer, Awardee Certifier, Awardee Financial Coordinating Offiial (CO), Altenate Coordinating Offcial
Representative (Al CO), Financial Official (FO)
. Once yOvae SUCCGSSfU”y Signed in USing your preferred
security method, click “My Profile” located at the top right of P ——
the screen.
«  Click “Add New Role” from the left navigation bar. Figure 1
. C"Ck “Add Organizational Role” |0C3ted in the “Add and Add a New Role to Add and Manage Organizations
Manage Organizations” box. (Figure 1). -

. Note: If an organization is new to NSF, you must start ‘AngamzsuonhasnnAummmml@r To become the adinisiato, setect he Nex buffon on he befom o he page ‘
the process by setting yourself up as the Administrator | f soe e o o o s s e e |
for the new organization. You must have an NSF

. N © If your organization is already registered and has a new Unique Entity Identifier (UEI), please do not register the organization again. Instead, please contact the NSF IT Service
account to start this process. The system will |~L@vw ‘l
automatically detect that the organization is new and ooy oo o
will walk you through setting up the organization and
Administrator role. e e
«  Enter your organization’s Unique Entity Identifier (UEI) and click | "eemias — - -
“Search.” @ View S4M Legal Busi

» If your organization is not already registered with NSF, - —
a message will display to confirm that the organization
is not found in NSF systems, and you will be able to Figure 2
register the organization and become the first
Administrator. (Figure 2) e T

T . . wr elptul 1ip

» If your organization is already registered with NSF and -
has a new UEI, please do not register the organization
again. Instead, please contact the NSF IT Service Desk | If @ new organization is registered with NSF without
at 1-800-381-1532 or rgov@nsf.gov to update the an Administrator, the first user to request a role will
organization’s UEI. (Figure 2) become the organization’s first Administrator.

» If you need help registering in the System for Award

Management (SAM), go to SAM.gov.
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Register a New Organization (continued)

(Continuation of steps to Register a prime awardee
Organ ization Wlth NS F) Add a New Role to Add and Manage Organizations

* Note that completion of the SAM registration process i
may take up to one month. Please check SAM.gov for [ "™
information about any delays of SAM.gov registrations, | ‘o

* Work Phone Number * Work Email @ For Admin Requests.
validations and UEI issuance. \
. . - Award and Organization Contact Information

»  Enter your contact information for the Administrator role, add e e e

your organization’s information, and then click “Next.” M il

(Figure 3) Organization Phone Number Organization Fax Number Organization Email @ For Award Notices
* Notice the “Administrator” role is pre-selected. Click “Next.”

(Figure 4)
» Review your organization’s information for accuracy and click Figure 3

“Submit.” (Figure 5)

0 . . . . Add a New Role to Add and Manage Organizations
* The request to register your prime awardee organization with

NSF will be forwarded via email to your organization’s SAM s praion ¢ e -
points of contact for their information only. The SAM points of Yo e i ot
contact will not need to approve the request. (Figure 6)

e e

Figure 4

Add a New Role to Add and Manage Organizations

T— p— —

Review

Your Contact Details
Organization Name: National Science Foundation

SAM Legal Business Name:  National Science Foundation

Role: Administrator
Work Email: nsftest@nsf.gov
Work Phone Number: ) -1

Award and Organization Contact Information

Organization Short Name: test organization
Organization Type: ‘Consortium - Non-Acad and Acad Orgs
Time Zone: AmericalDenver (GMT-7:00)

Organization Phone Number: (111) 111-1111

A/~ Helpful Tip ——
Once an organization is registered with NSF: Figure 5

» Updates to your organization’'s SAM legal business T
ane £ a v to / E: Mana [ga at

name, mailing address, or EIN/TIN must be made — e

by the organization’s Administrator in SAM.gov.

sentative (AOR) role €an submit proposais to NSF on behalf of their
posal submission The AOR role is never assigned 10 any person by

on. This role must be assigned o one of more

perso u can request the AOR role via the Add 3

o0 in your o
New Role page

‘ © Success - You have been assigned the Administrator Role. You can review your fole on the View My Roies page. ‘

Organization Contact(s) 4 Organization Contact Type
DOE, JANE SAM POC

Continue to My Profie

Add Additonal Roles
—

Figure 6
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Account

Register a New Organization (continued)

How does a subrecipient organization register with NSF?

Any subrecipient named in a proposal is also required to obtain a SAM.gov-issued UEI and register the organization with
NSF. Subrecipient(s) named in the proposal, however, do not need to go through the full UEI registration in SAM.gov.
Refer to the Proposal & Award Policies & Procedures Guide (PAPPG) Chapter I.G.2. Details are as follows:

» Step 1: Subrecipient must obtain a SAM-issued UEI:

+ Step 2:

A subrecipient without a UEI must go to SAM.gov and select the green Get Started button on the "Register
Your Entity or Get a Unique Entity ID" section in the upper right side of the page. Please note, the information
required for obtaining a UEI is minimal (organization's legal business name and address) and will be processed
relatively quickly.

Subrecipient must contact the NSF IT Service Desk to register a subrecipient organization with NSF:

Once the subrecipient obtains the UEI through SAM.gov, the subrecipient must contact the NSF IT Service
Desk at 1-800-381-1532 (7:00 AM - 9:00 PM ET; Monday - Friday except federal holidays) to register the
organization with NSF. When the subrecipient contacts the NSF IT Service Desk, inform the technician that this
is a subrecipient requiring subrecipient organization registration with NSF. Please do not attempt to register the
subrecipient organization with NSF in Research.gov because the system will generate an error and will not
permit the subrecipient registration. To expediate the process, subrecipients should provide the following
information for its subrecipient organization:

» Subrecipient UEI: Required

» Subrecipient Organization Name: Required

» Subrecipient Complete Address (Including City, State, and Zip): Required
» Subrecipient Phone Number: Optional

» Subrecipient POC: Optional

+ Email of Subrecipient Organization: Optional

» Once these two steps are complete, the subrecipient organization may be added to a proposal with the subrecipient
UEL.
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Add a New Organizational Role
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{@3 LG Add a New Organizational Role

To work on NSF proposal and award activities in Research.gov or via Grants.gov, a user must have an organization-approved
role at an organization registered with NSF. To request a role from your organization, you must sign into Research.gov using
your preferred security method and select the “My Profile” link located on the top right of the screen. Select the “Add a New
Role” option from the left navigation bar. After requesting a role, your organization’s Administrator will receive the request
electronically to approve or disapprove it.

Add a New Role
For NSF
You must abtain the appropriate role to access certain features. Review the role options below and make a selection. An organization can
also be added by selecting ‘Add Organizational Role
Prepare Proposals and Manage Add and Manage Organizations
Awards
Principal i (P1), ce-Principal Ir i (co-PI) ini (Admin}), Authorized Organizati
Proposed Postdoctoral Fellow, Other Authorized User (OAU) Representative (AOR), Sponsored Projects Officer (SPO)
View Only User
Add Investigator or Authorized User Role ‘Add Organizational Role
© Plico-FI, Postdoctoral Fellow and OAU role details ® Organizational role details
Manage Financials in Award Cash Register as a Graduate Research
Management Service (ACMS$) Fellowship Program (GRFP) Official
Awardee Preparer, Awardee Certifier, Awardee Financial Coordinating Official (CO), Alternate Coordinating Official
Representative (Al. CO), Financial Official (FO)
Add Financial Role Add GRFP Official Role
© Financial role details @ GRFP role details|
Figure 1

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

If you need this organizational role(s) To perform these functions Select this “Add Role” Button

+ Principal Investigator (PI) * Prepare proposals Add Investigator or Authorized User

» Co-Principal Investigator (co-Pl) * Manage awards Role

* Proposed Postdoctoral Fellow

e Administrator * Add a new organization Add Organizational Role

» Sponsored Projects Officer (SPO) » Approve/disapprove roles

» Authorized Organizational Representative (AOR) » Assign user roles

* View Only « Add/remove users

» Awardee Preparer * Prepare and manage financials Add Financial Role

* Awardee Certifier in Award Cash Management

* Awardee Financial Representative Service (ACMS$)

* Graduate Research Fellowship Program (GRFP) * Manage GRFP functions Add GRFP Official Role

Coordinating Official (CO)

* GREFP Alternate Coordinating Official (Alt. CO)

* GRFP Financial Official (FO)

* Other Authorized User (OAU) » Assist a Pl with proposal Add Investigator or Authorized User
preparation Role

Important Notes:
» Reviewers, GRFP Applicants, GRFP Fellows, and fellowship reference letter writers will not add an organizational role. GRFP-specific

Account Management training resources including guides and FAQs are available on the GRFP Account Management page. Reviewers
should follow the Provide Reviewer Profile Information job aid for detailed instructions to complete their Reviewer Profile.

» The Foreign Financial Disclosure Report (FFDR) Preparer role can only be assigned by Administrators and cannot be requested by users
through the Account Management System. If you believe you should have this role and do not, please reach out to your organization’s
Administrator.
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fﬁ;@'} T Add a New Organizational Role (continued)

Role Request Wizard Steps

The four-step wizard process is the same for all organizational-approved roles. Proposed Postdoctoral Fellows follow a two-
step wizard process as outlined in the Add a New Organizational Role - Proposed Postdoctoral Fellow job aid.

Step 1: Find Organization

. L . . o Add a New Role to Add and Manage Organizations
»  Enter your organization’s Unique Entity Identifier (UEI)

and click “Search” (Figure 2). If you already have an e — e
organization-approved role at NSF, you can use the

drop-down menu to select the UEI associated with your
NSF-registered organization. This step is the same Fina Organz2ron

Enter Unique Entity Identifier (UE) @inatiz 3 UEi? @ How can | fing my UEI?

whether your organization is a prime or subrecipient. BN

@ If your organization s already registered and has a new Uriqus Entity Identifier (UEI), please do not register ths organization again Instead, please contact the NSF IT Service
Desk at 1 (800) 361-1532 or rgov@nsf gov o update the organization's UEI

Select from your Organization and UE list

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

Note: For more information about System for Award == ml
Management (SAM) UEIs, go to SAM.qgov. or contact Figure 2
your Sponsored Projects Office (SPO).

» If your organization is not registered in SAM, go to
SAM.gov. Note that completion of the SAM registration
process may take up to one month. Please check
SAM.gov for information about any delays of SAM.gov
registrations, validations and UEI issuance.

Add a New Role to Add and Manage Organizations

selected organization. All roles share the same contact information within the same organization.
formation, all other roles for this organization will be updated with the new information

Please review the inform:

Add Information

The vill be used for all when performing in approved roles for this organization

Step 2: Add Information

* Work Phone Number * Work Email ©

(123) 456-7890 tester@abc.com v

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

Note: If you are requesting a Principal Investigator or Figure 3
Proposed Postdoctoral Fellow role, you will need to
enter additional data. Please see the following job

aids for detailed instructions: Add a New P00, .
~ Prinninal E95 I Helpful Tips

Organization-Approved Role — Principal Investigator
or Add a New Organizational Role — Proposed

Postdoctoral Fellow. If you are requesting another Each NSF account requires a primary email address and a
role at an organization where you already have a work email address.

role, Step 2 of the Role Request Wizard will be pre- . . )

populated with your work phone number and email. * Your primary email address is used for

important notifications about your NSF account
such as password resets. Ongoing access to an
email account is required for communications
and account recovery. By providing a “.edu”
email address, you may lose access to this
account and should provide a personal email
address as your secondary email to ensure
ongoing access.

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

well as for proposal and award related notifications.
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Account

Add a New Organizational Role (continued)

Step 3: Choose Organ izational Role(s) Add a New Role to Add and Manage Organizations
+ Select a role(s) and click “Next.” (Figure 4) (e p -
. . . Choose Role(s)
Note: Depending on the selected organizational role, please | s« v owsseane
be aware that some corresponding organizational roles will s
also be automatically added. For example, if you select the s reds O30 e B

View Only (view Reports)

Administrator role, the Sponsored Projects Officer role and
the View Only role will automatically be added to your profile.

Figure 4

Step 4: Review and Submit

Add a New Role to Add and Manage Organizations
* Review your information for accuracy and click “Submit.” m— =
(Figure 5)
‘Work Email: test@associates.nsf.gov.
‘Work Phone Number: (123) 456-7890
Figure 5
Success!
* Your role request(s) are sent to the Administrators in the 'Add a New Role to Add and Manage Organizations
Organization Contacts list for review and approval. (Figure 6) e n e \
* You have successfully submitted your organizational role - r— itabiie] liids
request(s)!

soung 18016 |« <prev [l 2 Next> »

Continue to My Profile >

‘Add Addiional Roles >

Figure 6

=)= | Helpful Tips

An email will be sent to the work email address you used to
request an organizational role to inform you if your role is
approved or disapproved by your organization. You should
reach out to the Administrator listed as one of the organization
contacts located on View My Roles page if you need to follow
up on your role request.
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Add a New Organization-Approved Role -

Principal Investigator Pl/Co-PI

To work on NSF proposal and award activities in Research.gov or via Grants.gov, a Principal Investigator (Pl)/co-Principal
Investigator (co-Pl) must have an organization-approved Investigator role. After requesting a role, your organization’s
Administrator will receive the request electronically to approve or disapprove it. To request an organization-approved role, you
must sign into Research.gov using your preferred security method and select the “My Profile” link located on the top right of
the screen. Select the “Add a New Role” option from the left navigation bar.

Access the Add New a Role page

+ To request an organization-approved Investigator role, click
the blue “Add Investigator or Authorized User Role” button
located in the “Prepare Proposals and Manage Awards” box.
(Figure 1)

+ Select “Principal Investigator (PI) or co-Principal
Investigator (co-Pl)”, click “Submit” (Figure 2) and a four-
step role request wizard will display. (Figure 3)

Add a New Role

For NSFID

also be added by selecting ‘Add Organizational Role.*

Prepare Proposals and Manage
Awards

Principal Investigator (P1), ce-Principal Investigator (co-PI)
Proposed Postdocteral Fellow, Other Authorized User (OAU)

Add Investigator or Authorized User Role

@ Plico-P|, Postdoctoral Fellow and OAU role details

Manage Finanecials in Award Cash
Management Service (ACM$)

Awardee Preparer. Awardee Certifier, Awardee Financial
Representative

Add Financial Role

@ Financial role details

‘You must obtain the appropriate role to access certain features. Review the role options below and make a selection. An organization can

Add and Manage Organizations

Administrator (Admin), Authorized Organizational
Representative (AOR), Sponsored Projects Officer (SPQ)
View Only User

Add Organizational Role

@ Organizational role details

Register as a Graduate Research
Fellowship Program (GRFP) Official

Coordinating Official (CO), Alternate Coordinating Official
{All. CO), Finandal Official (FO)

Add GRFP Official Role

© GRFP role detaild

Four-Step Role Wizard
Step 1: Find Organization

* Enter the organization’s Unique Entity Identifier (UEI) and click
“Search” (Figure 3). If you already have an organization-
approved role at NSF, select the UEI associated with your
existing organization from the drop-down menu. This step is
the same whether your organization is a prime or subrecipient.

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

Note: For more information about SAM UEIs, go to
SAM.gov. or contact your Sponsored Projects Office
(SPO,).

Figure 1
Select Role Type x
Select a role type to prepare proposals.
O Principal Investigator (PI) or co-Principal Investigator (co—PI)I
O Other Authorized User (OAU)
O Proposed Postdoctoral Fellow

Submit Cancel
Figure 2

1. Find Organization 2. Add Information

Find Organization
Enter Unique Entity identifier (UE) @ Vhalis a UEI? @ How can | fnd m

orR

Select from your Organization and UE list

Seiect Organizabion -

Add a New Role to Prepare Proposals and Manage Awards

Sasuch

3. Chocse Role(s)

4.Review

=<

Figure 3
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Add a New Organization-Approved Role -

Principal Investigator Pl/Co-Pl (continued)

Step 2: Add Information

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

Important Note: Your demographic Information will not be
shared with the listed organizational contacts while
reviewing and approving your role request.

Step 3: Choose Role(s)

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

Step 4: Review and Submit

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

» If you need to update your PI role request information, select
the “Previous” button to return to the previous screens.

Success!

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

* You have successfully submitted your organizational role
request!

o ; Helpful Tips

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

» The Degree Information section will be pre-populated if
you previously provided this information. If you update this
section, the change will be reflected within the
“Academic/Professional Information” tab in My Profile and
for all organizations where you have an organizational
Investigator role.

» The Demographic Information section will be pre-
populated if you previously provided this information. If
you update this section, the change will be reflected within
the “Demographic Information” tab in My Profile and for all
organizations where you have an organizational
Investigator role.

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

Add a New Role to Prepare Proposals and Manage Awards

1. Find Organzation v

Ada Information

*Reauired

Your Contact Details
“vorEmail O

200 v Prease specty)

*Degree Year
2

SteetAdress Line2)

oy < sue
Georga o] [

etmityrace, asabity

® Donctvish toprovce

— Figure 4

Add a New Role to Prepare Proposals and Manage Awards
2 Add Information v

Find Organization v

Choose Role(s)
You will be registered for the following role: @ W

Principal Investigatos’ oo-Principal Investgator (P/oa-P

’ b

Cancel

S -

Figure 5

Add a New Role to Prepare Proposals and Manage Awards

1. Find Organization v 2. Add Information v 3. Choose Role(s) v*

Review

YYour Contact Details

Organization Name: United States College

SAM Legal Business Name: UNITED STATES COLLEGF
Role: Principal Investigator / co-Principal Investigator

Work Email: Johndoe(@abe.cc
Work Phone Number: (123) 456-7890

Your Degree Information
Highest Degree Type: AS - Associate n Science
Degree Year: 2017

Your Work Address

Country: United States

Street Address: 1234 Street Address
Street Address (Line 2):
Department Name:

city: Alexandria

state: California

Postal Code: 90036

Your Demographic Information
Gender: Male

Race: Whte

Ethnicity: Not Hispanic or Latino

Do you have a disability?: No

= = -

Figure 6

Add a New Role to Prepare Proposals and Manage Awards

© Sucosss - your request has been forwarded to the organisation cantact(s) bekow Check the status of this request on

e \

Figure 7


https://www.research.gov/research-web/content/aboutacctmgmt
mailto:rgov@nsf.gov

Account Add a New Organization-Approved Role -

Principal Investigator PI/Co-Pl (continued)

On an annual basis, Pls and co-Pls named on an active NSF award(s) made on or after May 20, 2024, are required to certify in
Research.gov whether they are party to a malign foreign talent recruitment program. The certification is required to be
completed once a year for the duration of all active awards.

For additional information and resources, please refer to the Malign Foreign Talent Recruitment Program annual certification
section of NSF Office of the Chief of Research Security Strategy and Policy website.

Completing the Malign Foreign Talent Recruitment
Program Annual Certification

Malign Foreign Talent Recruitment Program Annual Certification

Pls and co-Pls who have active NSF awards are required to complete the Malign Foreign
Talent Recruitment Program Annual Cerification

* Once you have successfully signed in to Research.gov, if you
are required to complete the Malign Foreign Talent
Recruitment Program annual certification (Figure 8) or bOth the When you select Go to Certification Form, you will be prompted to complete a Malign

. . . Foreign Talent Recruitment Program Annual Certification form
Malign Foreign Talent Recruitment Program annual

certification and annual Profile Review (Figure 9), a pop-up
message will display with additional details on how to proceed.

» To continue to the Malign Foreign Talent Recruitment Program Figure 8
annual certification page, click the Go to Certification Form
: Malign Foreign Talent R it tP Al | Certification / Profile Revi
bUttOI"l (Flgures 8 and 9) ialign Foreign lalen ecruitmen rogram Annual Certncation romnle keview

» Select your response to the Ma“gn Foreign Talent Recruitment Pls and co-Pls who have active NSF awards are required to review their profile

information and to complete the Malign Foreign Talent Recruitment Program Annual

Program annual certification question and then submit it using Certification
the Submit and Continue button (Figure 10). After submitting,

When you select Go to Certification Form, you will be prompted to complete a Malign

a pop_up message W||| d|sp|ay requiring yOU to Confirm your Foreign Talent Recruitment Program Annual certification form and to review your profile
response. (Figures 11 and 12)

information

Go to Certification Form

Figure 9

Research.cov

ONLINE GRANTS MANAGEMENT
FOR THE NSF COMMUNITY

Malign Foreign Talent Recruitment Program Annual Certification
For NSFID

* Required

In accordance with the NSF Proposal and Award Policies and Procedures Guide (PAPPG) Chapter 1L.D.1.e(ii) (£, all senior/key personnel who are party to a malign foreign talent
recruitment program are not eligible to serve on an NSF award made on or after May 20th, 2024. On an annual basis, PIs and co-Pls are required to certify that they are not party to a
malign foreign talent recruitment program. (MFTRP). For your reference, the definition of an MFTRP can be found here.

*In your role as a Pl or co-Pl, are you party to a malign foreign talent recruitment program?
O No
) Yes

Submit and Continue

Figure 10
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Account Add a New Organization-Approved Role -

Principal Investigator PI/Co-Pl (continued)

+ To save and submit your response, click the Confirm button
(Figure 11). After your response is successfully saved and
submitted, you will be taken to either the annual Profile Review
if it is required or to My Profile.

« To change your response, click the Cancel button (Figure 12).
You will be taken back to the Malign Foreign Talent
Recruitment Program annual certification page and have a
chance to change your response and then re-submit.

View Most Recent Response to Malign Foreign Talent
Recruitment Program Annual Certification

* You can view your most recent response on the
Academic/Professional Information tab of My Profile (Figure
13).

Important Notes:

* The Malign Foreign Recruitment Program annual certification is
only required to be completed once annually regardless of how
many active awards the Pl or co-Pl is named on.

+ If the Malign Foreign Talent Recruitment Program annual
certification is not required to be completed by the user, the
Malign Foreign Talent Recruitment Program Annual
Certification Response section will not display in My Profile.

* In Edit mode of the My Profile Academic/Professional
Information tab, you are not able to update your annual
certification response. If you need to update your response
before your next annual certification, send an email to the NSF
Office of the Chief of Research Security Strategy and Policy
(researchsecurity@nsf.gov) with your request.

Confirm Malign Foreign Talent Recruitment Program Annual x
Certification

You answered: No, | am not party to a malign fereign talent recruitment program.

Please confirm your answer or select Cancel to return to the form.
Cancel

Figure 11

Confirm Malign Foreign Talent Recruitment Program Annual b 4
Certification

You answered: Yes, | am party to a malign foreign talent recruitment program.

Please confirm your answer or select Cancel to retumn to the form.

M

Figure 12

My Profile

For NSFID

Contact Information D i i . . ) \—

© Update your profile information here. If you have a role at an organization, you can update your organization-specific
information on View My Roles.

NSF asks for professional information to enable program officials to manage reviewer selection, as well as related merit review
functions. For mere information, read the Privacy Act Statement.

Highest Degree

PND - Doctor of Philosophy (1997)

Area(s) of Expertise

Mechanical Engineering

ORCID iD

None Provided

Websites

Websites may be used for NSF selection of reviewers

None Provided
p—

Malign Foreign Talent Recruitment Program Annual Certification Response @ Details
No. | am not party to a malign foreign talent recruitment program.

Figure 13
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Add a New Organizational Role — Proposed
Postdoctoral Fellow
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f@i Account Add a New Organizational Role — Proposed

W Postdoctoral Fellow

To work on NSF proposal and award activities in Research.gov or via Grants.gov, you must have an organizational Investigator
role. Registering for a Proposed Postdoctoral Fellow organizational role creates an organization in Research.gov but you do not
need to register the organization with NSF. You will become the Administrator of the newly created organization; however, other
users cannot request organizational roles or affiliate themselves with the organization. You do not need to register the newly
created organization with SAM.gov or obtain a UEI.

To request an organizational Investigator role, you must sign in to Research.gov using your preferred security method and
select the “My Profile” link located on the top right of the screen. Then select the “Add a New Role” option from the left
navigation bar.

Access the Add a New Role page

« To request an organizational Investigator role, click the blue Add a New Role
“Add Investigator or Authorized User Role” button located | . vsrm
in the “Prepare Proposals and Manage Awards.” (Figure 1)

‘You must obtain the appropriate role to access certain features. Review the role options below and make a selection. An organization can
also be added by selecting ‘Add Organizational Role.”

+ Select “Proposed Postdoctoral Fellow”, click “Submit”

(Figure 2) and a tWO-Step role requeSt wizard will dISp|ay Prepare Proposals and Manage Add and Manage Organizations
. A V: 'd
(Figure 3) e
Principal Investigator (Pl), ce-Principal Investigator (co-Pl) Administrator (Admin), Authorized Organizational
Proposed Pastdoctoral Fellow, Other Authorized User (OAU) Representative (AOR}, Sponsored Projects Officer (SPO),
Two-Step Process T
Step 1 . Add Information @ PUco-P1, Postdoctoral Fellow and OAU role details @ Organizational role details
* Input data into all required fields that have a red asterisk (*)
Manage Financials in Award Cash Register as a Graduate Research
NOTE: When a Proposed Postdoctoral Fellow role is Management Service (ACMS$) Fellowship Program (GRFP) Official
Created, an institution record is created as well. The time Awardes Preparer, Awardes Certifier, Awardee Financial Coordinating Official (CO), Alternate Coordinating Official
o _ono Representative (Alt. CO), Financial Official (FO)
zone selected as part of your initial Proposed Postdoctoral ’
Fellow role request will be used by NSF for proposal
submission. Changing your work address will not change O OETAREE
your time zone. To update your time zone, please contact
the NSF IT Service Desk at 1-800-381-1532 Figure 1
or rgov@nsf.qov.
oF : 3 He'pful Tips Select Role Type x

Select a role type to prepare proposals.

* The third option in the “Select Role Type” modal box (Figure 2) is
disabled if you already have an organizational Proposed Postdoctoral
Fellow role. To view your current organizational Proposed Postdoctoral
Fellow role information, click on “View My Roles” and refer to the Active

Roles table. ﬁ Cancel

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

O Principal Investigator (P1) or co-Principal Investigator (co-PI)

O Other Authorized User (OAU)

I@ Proposed Postdoctoral Fellow I

Figure 2

+ The Degree Information section will be pre-populated if you previously
provided this information. If you update this section, the change will be
reflected within the “Academic/Professional Information” tab in My
Profile and for all organizations where you have an organizational
Investigator role.

+  The Demographic Information section will be pre-populated if you
previously provided this information. If you update this section, the
change will be reflected within the “Demographic Information” tab in My
Profile and for all organizations where you have an organizational
Investigator role.

» By default, the latest PI role will be set to primary.
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Account Add a New Organizational Role — Proposed

Postdoctoral Fellow (continued)

Add a Proposed Postdoctoral Fellow Role

* Required

Your Contact Detais
* Wark Fnone Number = iork Email ©

Jon_doc(@ab com

Your Degres Information
e
« Highast Begres Type * Gagres Yoar

A5 - Assoean in Seknes . 2005

Your Work Address

* Country * Tiens Zans &
[I—p— . FachoPage_Fage (GMT-1100)
" Sireat Addruss Strast Addrass {Ling 2}
oo -
* ciy " s + Postl Cod
.. Verm, 1

Your Demographic Information
HEF apks for demographs Sata relating

d technology are ferty raching and
0813 10 programs. meetings,

* Gander (Fiaass siserans)
Man

Femaie

® Unscacified, o ancther gender idessty Do et wish 1o provide

* Do you have 3 disability ? (Flaase seest o
0 What s considersd » disabiliy?
# e

N

Do natwisn ¥ provide

Do not wish 1o provide

o E

Figure 3

step 2: ReVieW Add a Proposed Postdoctoral Fellow Role

* Review your information for accuracy and click “Submit.” S ———
(Figure 4) -

Role: Proposed Postdoctoral Fellow

« If you need to update your role request information, select the | oo

Work Phone Number: (111) 1111111

“Previous” button to return to the previous screen. e Jon dociscon
Your Degree Information

Highest Degres Type: AS - Associate in Science
Degree Year: 2005

Your Work Address

Country: United Stales

Time Zone: PacificPago_Page
Street Address: 123 Test St
Street Address (Line 2): Suite 100
Gity: Alexandria

State: Vermont

Postal Code: 12345

‘Your Demographic Information
Gender: Unspecified. or ancther gender identity
Race: Asian, BIack of African American
Ethnicity: Hispanic or Lafino

Do you have a disability?: Yes

Figure 4
Step 3: Confirmation

Add a Proposed Postdoctoral Fellow Role

+ View the success message to confirm you have successfully |
added the Proposed Postdoctoral Fellow organizational role.
(F|gure 5) Coninue to My Profie >

Add Additional Roles >

1 Vou have P Fellow role. Please » for you to be able to fellowship propasals.

Figure 5
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Account View My Organizational Roles — Requested

Role(s)

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

Individuals who are reviewers will also see reviewer/meeting participant information including reviewer organizational affiliations
displayed on this page. Please see the View My Reviewer/Meeting Participant Information job aid for additional reviewer
information.

Access the View My Roles page Requested o)

Organization Name “  Work Phone +  Work Email

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

» Click “Sign In Using NSF Credentials”, enter your credentials . - -
(e.g., NSF ID and password) and sign in using your selected
security method (i.e., multifactor authentication method). If you
have not set up your preferred security method yet, you will be Figure 1
prompted to complete this activity to access your account. For
more information on setting up your preferred security method

Other Authorized User (QAU) 111712021

Administrator (Admin) 12/06/2021

including how-to guides, video tutorials, and FAQs, visit the e comaetnormaten *
About Signing Into Research.gov page. o matn i Ut St Collse
NSF account information is located on My Profile.
* Once you've successfully signed in using your preferred security R—
method, click “My Profile” located at the top right of the screen. Your Contact Detalls
* Work Phone Number *Work Email @
+ Click “View My Roles” from the left navigation bar. B John.doc@abecom ¥
* Your pending role requests are displayed within the “Requested Your Degree Information
Role(s)” table. R Do

DrPH - Doctor of Public Health hd 1989 A

Your Work Address

* Country Time Zone @ How is Time Zone determined?

How do | change organization contact information for a PlI
or co-Pl role?

United States - America/New_York (GMT-5.00)

* Street Address Street Address (Line 2)

123 Test Street

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

* Users who have a Pl or co-PI role will see the screen depicted in
Figure 2 and can edit their contact details, degree information, ﬂ ez
and work address. Then click “Save.”

Department Name:

* City * State * Postal Code

Alexandria Virginia v 22307

Figure 2

* Time zone and proposal deadlines are determined by the
submitting organization’s time zone and not your individual
working location. Changing your work address will not change
your time zone. To update your time zone, please contact the )=
NSF IT Service Desk at 1-800-381-1532 or rgov@nsf.gov. For =
general guidance on proposal preparation and submission, see

the NSF Proposal & Award Policies & Procedures Guide. * The Requested Role(s) table depicted in Figure 1
can be filtered, sorted, and expanded:

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

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

+ Expand and collapse the organization

name to display and hide roles.

Helpful Tips
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Account View My Organizational Roles - Requested

Role(s) (continued)

How do | change organization contact information if |
have an organizational role other than Pl or co-PI?

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

» Users with organizational roles other than PI or co-PI roles will
see the screen depicted in Figure 3 and can edit their work
phone number and work email address. Then click “Save.”

Who do | contact at my organization for role request
questions?

» Locate the organization and click “See Org Contact(s)” in the
“Action” column located on the right side of Requested Role
table. (Figure 1 on previous page)

+ The Organization Contacts modal box will appear. (Figure 4)

Edit Your Contact Information

Your information for  United States College.
NSF account information is located on My Profile.
* Required

* Work Phone Number *Work Email @

(123) 456-7890 John.doe@abc.com

v

Helpful Tips

* Each NSF account requires a primary email address and a
work email address. (Figure 2 on previous page & Figure 3)

»  Your primary email address is used for important
notifications about your NSF account such as
password resets. Ongoing access to an email
account is required for communications and account
recovery. By providing a “.edu” email address, you
may lose access to this account and should provide
a personal email address as your secondary email to
ensure ongoing access.

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

Figure 3

Organization Contact(s)

Show 5 v

Doe, John Administrator
Doe, Jane Administrator
Apple, Annie Administrator
Pear, Priscilla Administrator

Orange, Oliver Administrator

showing 1-6 of 34 « <PrEv2 3 4 5 Next> »

Organization Contact(s) Organization Contact Type

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

Figure 4
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View My Organizational Roles — Active Role(s)
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View My Organizational Roles — Active Role(s)

The View My Roles page shows your existing approved roles. You may view organization contact(s) and edit your organization
contact information by following the step-by-step process below. You may set your Primary Organization designation if you
have a Pl/co-PlI role at an organization or you are a Proposed Postdoctoral Fellow.

Individuals who are reviewers will also see reviewer/meeting participant information including reviewer organizational affiliations
displayed on this page. Please see the View My Reviewer/Meeting Participant Information job aid for additional reviewer

information.

Access the View My Roles page

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

+ Click “Sign In Using NSF Credentials”, enter your
credentials (e.g., NSF ID and password) and sign in using
your selected security method (i.e., multifactor authentication
method). If you have not set up your preferred security
method yet, you will be prompted to complete this activity to
access your account. For more information on setting up
your preferred security method, including how-to guides,
video tutorials, and FAQs, visit the About Signing Into

Research.qov page.
* Once you've successfully signed in using your preferred

security method, click “My Profile” located at the top right of
the screen.

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

* Your existing approved roles are displayed within the “Active
Role(s)” table.

How do | change organization contact information for
a Pl or co-Pl role?

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

» Users who have a Pl or co-Pl role will see the screen
depicted in Figure 2 and can edit their contact details,
degree information, and work address. Then click “Save.”

+ Time zone and proposal deadlines are determined by the
submitting organization’s time zone, not your individual
working location. Changing your work address will not
change your time zone. To update your time zone, please
contact the NSF IT Service Desk at 1-800-381-1532
or rgov@nsf.gov. For general guidance on proposal
preparation and submission, see the NSF Proposal & Award
Policies & Procedures Guide.

Filter Results

Actio
Edit “four Contact Info
See Org Contaci(s)

©  United States College (333) 333-3333 John_doe@abe.com
0 View SAM Legal Business Name
(Pl Primary Organization)
Role(s) * Date Added =
Principal Investigator / co-Principal Investigator (P1) 02/09/2023 Primary Organization
Figure 1
Edit Your Contact Information x

“Your information for United States College.
NSF account information is located on My Profile.
* Required

Your Contact Details

* Work Phone Number *Work Email @

(222) 222227 bjonas@tiu.edu 7

Your Degree Information
* Highest Degres Type * Degree Year

DrPH - Doctor of Public Health - 1939 -

Your Work Address
* Country Time Zone @ How is Time Zone determined?

United Stales - America/New_York (GMT-5:00)

* Street Address Street Address (Line 2)

123 Eim Street

Department Name:

* City * State * Postal Code

Alexandria Virginia v 22307

m o

Figure 2

[]
Wbl
- -

Helpful Tips

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

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

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

+ Expand and collapse the organization

name to display and hide roles.
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Account
(continued)

View My Organizational Roles — Active Role(s)

How do | change organization contact information for a
Proposed Postdoctoral Fellow role?

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

» Users who have a Proposed Postdoctoral Fellow role will see

the screen depicted in Figure 3 and can edit their contact details,

degree information, and work address. Then click “Save”.

+ Time zone is determined by the time zone you selected during
your initial role request. Changing your work address will not
change your time zone. To update your time zone, please
contact the NSF IT Service Desk at 1-800-381-1532
or rgov@nsf.gov. For general guidance on proposal preparation
and submission, see the NSF Proposal & Award Policies &
Procedures Guide.

How do | change organization contact information for all
other roles?

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

+ Users who have roles other than PI, co-Pl or Proposed
Postdoctoral Fellow roles will see the screen depicted in Figure
4 and can edit their work phone number and work email
address. Then click “Save.”

Who do | contact at my organization for role request
questions?

* Locate the organization and click “See Org Contact(s)” in the
“Action” column located on the right side of Requested Role
table. (Figure 1 on previous page)

» The Organization Contacts modal box will appear. (Figure 5)

Edit Your Contact Information| x
Your information for Doe, John
NSF account information is located on My Profile.
* Required
Your Contact Details
* Work Phone Number *Work Email @
(123) 456-7890 y
John.doe@abc.com
Your Degree Information
* Highest Degree Type * Degree Year
AA - Associate in Arts 2023
Your Work Address
* Country Time Zone @ How is Time Zone determined?
United States America/New_York (GMT-5:00)
* Street Address Street Address (Line 2)
123 Test Street
* City * State * Postal Code
Arfington Virginia 22203
e
—
Figure 3
Edit Your Contact Information x
Your information for - United States College.
NSF account information is located on My Profile.
* Required
* Work Phone Number *Work Email @

(123) 456-7890

John.doe@abe.com

v

o

Figure 4

Organization Contact(s)

shows | w

Doe, John P.

Doe, Jane

[]
Wbl
1'(‘)"

» Each NSF account requires a primary email address and a
work email address. (Figure 2 on previous page and Figure 3)

Helpful Tips

* For Primary email, Ongoing access to an email
account is required for communications and account
recovery. By providing a “.edu” email address, you
may lose access to this account and should provide a
personal email address as your secondary email to
ensure ongoing access.

*  Your work email address is associated with all your

is used for role request and approval naotifications as
well as for proposal and award related notifications.

roles at a particular organization. This email address

Apple, Alice
Pear, Priscilla

Orange, Oliver

showing 1-6 of 34 <« <Prev2 3 4 5 Next> »

Organization Contact(s) Organization Gontact Type

Administrator
Administrator
Administrator
Administrator

Administrator

showing 1-5 of 34 € <PI’EV2 3 4 5 Nextr »
—

Figure 5
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Account View My Organizational Roles — Active Role(s)

(continued)

Filter Results

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

Active Role(s)

‘Organization Name “  Work Phone + Work Email
+ Prerequisite: You must have either an organization-approved © Utted States Calege (o sssss John_docaabecom SO TOU G
Principal Investigator (PI) role or a Proposed Postdoctoral oL\ Primary Organization)
Fellow role before you can designate a primary organization. Role(s) + Date Addsa s
« If you don’t have an organization-approved Principal Freer e
Investigator role and would like to request one, refer to T m———
the Add a New Organization-Approved Role - Principal e -
Investigator Pl/co-Pl job aid. i
Figure 6

+ If you don’t have a Proposal Postdoctoral Fellow role
and would like to request one, refer to the Add a New
Organizational Role — Proposed Postdoctoral Fellow job
aid.

* Open the “View My Roles” page and locate the Active Role(s)
table. (Figure 6)

» Locate the organization where you have an approved Pl role
that you would like to set as your primary organization. (Figure
6)

» If your roles at the organization are not already expanded, click
on the plus sign next to the organization name to expand the
row. (Figure 6)

* Locate the Principal Investigator role. (Figure 6)

» Select the “Primary Organization” check box located to the
right of the Date Added field. (Figure 6)

* Notice the green check mark and “Pl Primary Organization”
label under the organization name. (Figure 6)

» By default, the organization associated with the latest PI role
added to your profile (including a Proposed Postdoctoral Fellow
role) will become the primary organization.

* | Helpful Tips

E

* You can only have one primary organization.

*  Only Pls need to select a primary organization.

» By default, the organization associated with the latest Pl role
added to your profile (including a Proposed Postdoctoral
Fellow role) will become the primary organization.
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Account View My Organizational Roles — Active Role(s)

(continued)

How does an Authorized Organizational Representative
(AOR) update the organization’s information maintained
in NSF systems such as the organization's email

Active Role(s)

Organization Name Work Phone Work Email Action

H H © National Science Foundation ohn doe@abc.com ditao oo oio
address, award notice email address, and phone O Vi s Lsga susmess ame 2D TFIE o doc@abeco
(Pl Primary Organization) See Org Contact(s)
number?
o
* Prerequisite: You must have an organization-approved AOR rcmistatr i S
role before you can update your organization’s information. i
(AOR) 03/24/2018
o |f you don’t have an Organization-approved AOR role Principal Investigator / co-Principal Investigator (PI) 03/2412018 Primary Organization ®
and would like to request one, refer to the Add a New Other Authorized User (OAU) 0712812018
rganizational Role job aid. Foreign Financial Disclosure Report (FFDR) Preparer © 120212024
o tional Role job aid
Coordinating Official (CO) 05/22/2020

* Open the “View My Roles” page and locate the Active Role(s)
table. (Figure 7)

Figure 7
» Locate the organization where you have an approved AOR role

that you would like to update. (Figure 7)

. . . L . Edit Organization Information
» Select the “Edit Organization Info” link in the Action column.
If your organization's SAM legal business name, mailing address, or EINITIN are incorrect, please contact the System for Award

(Flg ure 7) Management (SAM) point of contact for your organization to make any necessary changes in SAM. To update any other non-editable fields
including the organization name (NSF-specific), please contact the NSF IT Service Desk at 1 (800) 381-1532 or rgov@nsf.gov.

« The “Edit Organization Information” page will display. (Figure 8) | e

Organization Name & Address

» Edit your organization’s information, as needed, and click Hatona Sinca Furdion
“Save” once done. (Figure 8) 2415 EIENHOWERATE
ALEXANDRIA, VA 22314-4684

+ The “Award Notice Email Address” will only display for FINTIN @
those Organizations that have been awarded.

EFT Indicator @

. q . . None Provided

* A success message will be displayed and an email will be sent e 7o e s e
out to all AORs at your organization informing them of the Amsicallen York (GT-500)
Change . * Organization Email Address.

Test_org@test.com
* Award Notice Email Address @ For Award Nofices
Test_notice@test.com

* Organization Phone Number

(222) 2222222

Organization Fax Number

“ e

Figure 8
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View My Users — Administrator Dashboard

The View My Users page enables Administrators to view an organization’s pending role requests and manage user roles. Via
this dashboard, the Administrator can approve or disapprove role requests, add or remove current user roles, and add current
NSF users to the organization. Reviewers are not included on the View My Users page dashboard even if they have an
organizational affiliation to the organization. Only individuals with organization-approved roles are included on the View My
Users page dashboard.

Access the View My Users page

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

View My Users

[ 4 Your organization has reles thal are pending approval. Approve or disapprove the roles highlighled ‘

NSF suggests reviewing your users and their roles at least once per year. Review below and make any changes necessary.

* Click “Sign In Using NSF Credentials”, enter your credentials REsportas CSV
(e.g., NSF ID and password) and sign in using your selected Shon 25+ | SFMer | | Scorch vt et shoving 1250176 o <rrev [[2[3] 4 [ven> -]

Role{s) eyl ¢ Profilclast # Org Contactinfo Actions
Reviewed @

My Users from National Science Foundation (@ View SAM Legal Business Name)

security method (i.e., multifactor authentication method). If you
have not set up your preferred security method yet, you will be
prompted to complete this activity to access your account. For — P p— ——
more information on setting up your preferred security method, NSFID 00000 A Pencing apwrol :

Hame: &

Approve Role
Disapprove Role

including how-to guides, video tutorials, and FAQs, visit the _— s inestgate [ coprncpel | 0SS (221222.0002 R
About Signing Into Research.gov page. B O ol fatidasmd o Do o
*  Once you've successfully signed in using your preferred Appla.frna | Sponsored rjects Ofcr vosco  (a913333333 v
security method, click “My Profile” located at the top right of Users
the screen. Banana, Barbara Altemate Coordinaling Offical 052412024 [444) 414-4444 Manage User Roles
MSF 1D 000000000 s Caai barbara benena@test  Remove From My
£Lom Users
+ Click “View My Users” from the left navigation bar. oo (i
View Only
Cucumber, Corey Administrator 05092025 (355) 535-5555 Manage User Roles
NSFID 0000000 | e A, coray.cucumber@Iest | Remowe From My
How do | approve or disapprove a role request from a Figure 1
user?
* All users with pending & approved user roles for your View My Users
organization will display within the “My Users” table (Figure 1). ‘ : : —
A One or more of your organizations have roles that are pending your approval Approve or disapprove the roles highlighted.
* If you have pending user role requests, a warning message will IS 509003t yout usrs o h roles o1t o per yea. oo blow and e oy ot anes neceoseny
y p g q ) g 9

display on the top of the page and these roles will be
highlighted at the top of the table in yellow with “Pending

Showing Users from: Mational Science Foundation v

approval” text (Figure 1 & 2). If you are an Admin at more than Bpatsscsv

=Filter Search within resulis

one organization, select the corresponding organization with
the pending user role requests from the “Showing Users from”
drop-down. (Figure 2)

My Users from National Science Foundation (@ \iew SAM Legal Business Name)

Name

% Role(s) [key] ¢ Profielast & Org Contactinfo Actions

Reviewed @

+ If the organization has pending user role requests, these roles B | e e e
. . . . . “ . A Pending approval
will be highlighted at the top of the table in yellow with “Pending o
approval” text. (Figure 1 & 2) R |Coes T  EEEE e
Users

* For each user role request, click “Approve Role“ to accept a Sonana. Barbars | Sponsared Prects Officer DTS (44 adiasa Manage User Res
user’s request or “Disapprove Role” to reject a user’s request. NSFIoRCOK -l Feisatia
(Flgure 1 & 2) (AT, G Administrator 05/14/2025 iﬁi]ﬁ(iﬁ;:rﬁﬂs:e et ::::,i‘:::n“’\:fs

NSF 1D X3000C000C Principal Investigator / co-Principal

com
Investigator = isae

*  Approved role requests will appear in “My Users” table and the
rejected role requests will be removed. (Figure 1 & 2)

Figure 2
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View My Users — Administrator Dashboard

(continued)

How do | add or remove user roles?

. Select the “Manage User Roles” link for the corresponding | "ieW My Users

user that you would like to add or remove user roles from
within the “My Users” table. (Figure 3)

| A Your organization has roles thal are pending approval, Approve or disapprove the roles highlighted |

NSF suggests reviewing your users and their roles at least once per year. Review below and make any changes necessary.

» Select the appropriate role(s) to assign or remove from the B Export a3 GV
user. (Figure 4) snow25 +| | Fiter || Searon it resuts showng 1250176 |« <eree [[2[2 [+ [ > 7]
«  Caution: Deselecting all roles for a user will remove | |t ——
the user from the organization. (Figure 4) flame VRl * | Exie foet & O ottt
» If another user has the QREP Coordinating Official e | ot e | e tap | Tomede
(CO) role, the system will display the current CO’s o
name (Figure 4) B;'I:;;;xxm ‘F;rlr;:;iz;;l\g'vesllgalurFw-PnnclpaI 05/06/2025 (ﬁﬁﬁ?;ﬂZ:-Z{Zals"Emm ::;:ar;r’e;:lsme

A Pending approval

Note: There can only be one GRFP CO at an

Dos, Jane Sponsored Projects Officer 01/29/2024 1111111111 Manage User Roles
organization, and a CO cannot be removed from NSF 1D 00000000 ineoorostcom | Remos From by
the organization unless the role is reassigned to
another user. Figure 3

« As of May 20, 2024, the Foreign Financial Disclosure Roes *
Report (FFDR) Preparer role is also assigned by
default to a user when a requested AOR role is B i e el e et
approved by the Administrator. Uncheck Foreign T
Financial Disclosure Report (FFDR) Preparer if the brepare Proposats and Manage Awards Wanage Organizatons
user should not also have the FFDR Preparer role gl st (o) 0 o oo i) ©

O Other Authorized User (OAU) @ Authorized Organizational Representative (AOR) @

ed Projects Officer (SPO) @

and/or you would prefer to assign the FFDR Preparer
role to someone else within the organization. (Figure

ly ®

Foreign Financial Disclosure Report (FFDR) Preparer

4) (For Institutions of Higher Education only) @
+ Click “Save.” (Figure 4) I ENEEEED)
. . . O Avardee Preparer © O Altemate Coordinating Official (Alt. CO) @
» If a user has not entered the required Principal Investigator O Avardee Certer © O Financia Oficia (F0) ©
. . . O Awardee Financial Representative @
degree information, work email, and work phone number for ’
the specified organization, a “Pending Assignee Action" icon p—
will be displayed next to their name and PI role on the user's
View My Roles page and also on the Administrator’s View My Figure 4

Users page. (Figure 5) The user assigned this role must input
and save the required information by clicking on the “Edit

Your Contact Info” link located in the Active Roles table on the
View My Roles page.

My Users from National Science Foundation (6 View SAM Legal Business Name)

How do | remove a user from my organization? — ¢ Profietast $

Reviewed &

+ Select the “Remove From My Users* link located in the

Banana, Barbara Principal Investigator / co-Principal 09/10/2024 Manage User Roles
Action column for the user that you would like removed from | "erioxesocox = bortiore, bonera@iost | Remoue From My
your organization. (Figure 3) A user cannot be removed if
they are the last or sole Administrator. Figure 5

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

Are you sure you want to remove Jane Doe from National Science Foundation?

» Successfully removing the user will remove the user
from the organization but not from NSF systems.

+ Removing a user from the organization does not in any cancel

way impact the user's NSF account or that user’s -
ability to become affiliated with any other organization. Figure 6

» Click “Remove User.” (Figure 6)
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(continued)

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

* Click “Add User” within the “My Users” table. (Figure 7)

View My Users

‘ A Your organization has roles that are pending approval, Approve or disapprove the roles highlighted |

MSF suggests reviewing your users and their roles at least once per year, Review below and make any changes necessary
* Enter an NSF ID or primary, secondary, or work email address (2 Export s CSV
and click “Search.” (Figure 8) Show25 v || aEFiter | | Searchwithin resuts showing 1260176 | «| <prew Q22 ] @ Mo 7]

My Users from National Science Foundation (@ View SAM Legal Business Name)

* Ensure the intended user’'s name appears.

Name % Role(s) [key] % Profilelast $ OrgContactinfo
. . . . . Mmo
» If you are an Administrator for multiple organizations, select an
Banana, Barbara Other Authorized User 05/0572025 (444) 444-4444 Approve Role
organization from the drop-down menu. (Figure 9) NSFIDXGOOKKX | & Pending approval Darbarabanana®iest | pisagprove Role
* Click “Continue.” (Figure 9) on e i | b cemEsteon | Cereens e

A Pending approval

» Select the appropriate role(s) to assign to the user

Dos, lane Sponsored Projecls Officer 01/20/2024 (1113 111-1111 Manage User Roles.
i NSF 1D 000000000 jane.doe@test.com Remove From My
Note: If the user already has pre-selected roles, this means sers
the user has already been added to your organization. In this Figure 7

case, you may edit the user’s roles and click “Add User.”
(Figure 10) i :

Step 1 of 2: Search for User

» Caution: Deselecting all roles for a particular user will
remove the user from the organization. (Figure 10) NaF R el

XXXXXXXXX o
 If another user has the GRFP Coordinating Official (CO)
role, the system will display that current CO’s
name. (Figure 10)

Cancel

« As of May 20, 2024, the Foreign Financial Disclosure Figure 8

Report (FFDR) Preparer role is also assigned by default | Ada user x
to a user when a requested AOR role is approved by the
Administrator. Uncheck Foreign Financial Disclosure

Report (FFDR) Preparer if the user should not also have "::X';XXXXXX T =
the FFDR Preparer role and/or you would prefer to assign

the FFDR Preparer role to someone else within the m

Step 1 of 2: Search for User

organization. (Figure 11) Jane Doe N [———
» Click “Add User.” (Figures 10 and 11) select Organization
Selectan organization to assign the role to v

[r—
Continue Cancel

Figure 9
Roles x Add User x
Roles for John Doe 2! National Science Foundation @ The Foreign Financial Disclosure Report (FFDR) Preparer role is automatically assigned to new Authorized Organizational
) Representatives. The FFDR Preparer role is required to create, edit, and submit Foreign Financial Disclosure Reports for your

Prepare Proposals and Manage Awards Manage Organizations organization. Uncheck Foreign Financial Disclosure Report (FFDR) Preparer if you would prefer to assign that role to sameone else.
Principal Investigator (Pl/co-P1) @ O Administrator (Admin) @
O Other Authorized User (OAU) @ Authorized Organizational Representative (AOR) @ Step 2 of 2: Roles for JohnDoe  at  National Science Foundation

Sponsored Projects Officer (SPO) @ Prepare Proposals and Manage Awards Manage Organizations

View Only @ O Principal Investigator (P1/co-Pl) @ O Administrator (Admin) @

O Foreign Financial Disclosure Report (FFDR) Preparer O Other Authorized User (OAU) @ Authorized Organizational Representative (AOR) @
(For Institutions of Higher Education only) @ Sponsored Projects Offcer (SP0) @
View Only @
:anage Flnatn:lal.s in Tré:nr: Gash Graduate Research Fellowship Program (GRFP) Official [ P ——
anagement $ervice
o (¢ d O Coordinating Official (CO) [currently NonProd Validation] @ (For Institutions of Higher Education only) @
Awardee Preparer
o parer © O Alternate Coordinating Official (Alt. CO) @
Awardee Certifier inancials i i i
o 1) O Financial Oficial (F0) @ ::::g::ler:‘atn:el:l:cr(ivé:nr:)cash Graduate Research Fellowship Program (GRFP) Official
O Awardee Financial Representative @ o O Coordinating Official (CO) [currently NonProd Validation] @
O Awardee Preparer @ O Alternate Goordinating Official (Alt. CO) @
D Awardee Gertier @ O Financial Official (FO) @
Add User Cancel O Awardee Financial Representative @

Figure 10

Figure 11



https://www.research.gov/research-web/content/aboutacctmgmt
mailto:rgov@nsf.gov

Account

View My Users — Administrator Dashboard
(continued)

(Continuation of steps to add an existing NSF user as a new
user at my organization)

My Users from National Science Foundation (€ View SAM Legal Business Name)

Name % Profilelast ¥ Org Contactinfo

Reviewed 8

» If a user has not entered the required Principal Investigator

degree information, work email, and work phone number for NS D 000000 | | e ozt | Remor Fromly
the specified organization, a “Pending Assignee Action" icon om sers
will be displayed next to their name and Pl role on the user's Figure 12

View My Roles page and also on the Administrator’'s View My
Users page. (Figure 12) The user assigned this role must
input and save the required information by clicking on the “Edit
Your Contact Info” link located in the Active Roles table on the
View My Roles page.

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

* Click “Add User” within the “My Users” table. (Figure 13)
» Click “Add User.” (Figure 13)

» Enter an email address and click “Search.” (Figure 14)

View My Users

‘ A our organization has roles that are pending approval. Approve or disapprove the roles highlighted ‘

NSF suggests reviewing your users and their roles al least once per year Review below and make any changes necessary

3 Export as CSV

& ' BEn=an

Show 25 * 2= Filter showing 1-25 0 76 «

Search within results
My Users from National Science Foundation (@ View SAM Legal Business Name)

Profile Last &
Reviewed @

Role(s) [key] ®

Org Contact Info

(444) 444-4444
barbara.banana@test
LLom

Other Authorized User 05/05/2025

A Pending approval

Approve Role
Disapprove Role

Banana, Barbara
NSF 1D X3CCO00

» Ensure the correct email address appears. (Figure 14)

+ If you're an Administrator at multiple organizations, Dom e ioic | e B caploste | Cheseros e
q g . . . A Pending approval
select an organization to invite the user. (Figure 14)
. ) . . Doe, Jane Sponsored Projects Officer 01/29r2024 111) 1111111 Manage User Roles.
* Click “Invite to Register.” (Figure 14) NSFID 000000001 ianedocicstcon | Remae Fom iy
*  An email will be sent to the user inviting them to register for Figure 13
an NSF account in Research.gov.

Add User x
Step 1 of 2: Search for User
NSFID Email

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

Select Organization

Select an organization to invite the user to join | W

Invite to Register Cancel

Figure 14
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(continued)

How do | export a list of users with an approved role at
my organization?

+ If you are an Admin at more than one organization, select the
corresponding organization that you would like to export the
list of users from the “Showing Users from” drop-down.
(Figure 15)

+ Select the “Export as CSV” link that is displayed above the
“My Users” table. (Figure 15)

* An “Export as CSV” message will display. Review the
Acceptable Use Disclaimer text and click the “Export as
CSV” button. (Figure 16)

+ A CSV file will begin downloading. Once complete, this file
will contain all the users with an approved role for the
specified organization.

» Note: Only those users with the assigned
Administrator role for the corresponding organization
are authorized to access this information.

How can | more easily view users at my organization?

In addition to allowing the list of users with an approved role at an
organization to be exported to a CSV file, you may use the
following additional features to more easily view users at your
organization on the “View My Users” page:

* By default, the “My Users” table will automatically show the
first 25 users within your organization. Use the “Show 25”
drop-down to update the number of users displayed. If you
would like to see all users for your organization, select the
“Show All” option from the drop-down. (Figure 17)

* The “Filter” icon can be used to filter by role(s). By default,
the table will display all roles; however, you can modify the
display using the corresponding checkboxes and clicking
“Apply Filters” (Figure 18).

* The “Search within results” input field can also be used to
further refine the search results by name, NSF ID, role or
work contact info. (Figure 17)

* If you would like to sort by a specific column (e.g., Profile
Last Review), click on the corresponding column. (Figure 17)

View My Users

| A One or more of your organizations have roles Ihat are pending your approval. Approve or disapprove the roles highlighted

NSF suggests reviswing your ussrs and their roles at lsast once per year. Review below and make any changes necessary.

I Showing Users from: Mational Science Foundation v I

[ Export as CSV

3= Filter Search within results

My Users from National Science Foundation (@ View SAM Legal Business Name)

Name ¢ Rolels) key] ¢ Profilelast $ Org Contactinfo

Reviewed @
Dos, Jane Principal Investigator / co-Principal | 05/05/2025 M 11-111 Approve Role
NSF 1D X000 Investigator iane.doe@test.com Disapprove Role

A Pending approval

Applz, Anna Principal Investigator / co-Principal | 063072023 (333) 333-3333 Manage User Roles
NSF ID XXX0000K  Investigator snne.apple@test.com | Removs From hy
Users
Banana, Barbara Sponsored Projects Officer 0510572025 (444) 444-4444 Manage User Roles
NSF ID XXKXXXXKX barbara.banana@test | Remove From by
com Users
Cucumber, Coray | AdMInISalor 0511412025 (555) 555-5555 Manage User Roles
. corey.cucumber@test
NSF ID XXXXXXXXX | Principal Investigator / co-Principal ‘:D’ren cucumber@test - Remove From My
Investigator : Users
Figure 15
Export as CSV ®

You are exporting a file of your users from National Science Foundation.
Acceptable Use Disclaimer

Access to data containing user information is limited to authorized individuals on a need-to-know basis. You are responsible for protecting
it from unauthorized dissemination, transfer, or use. NSF assumes no responsibility for the security or privacy of data you download from
our system.

By exporting this file, you hereby certify that you are ized as the assigned Admini to have access to this

information, and that you agree to these terms.
I B Export as CSV Cancel

Figure 16
View My Users
4. Your coganizaion has ries hal are pending approval Approve of dsappeove The rokes highiighlied |I
HEF suggests revesvang your users and their roies a leas! once per year and makoe am
[ Export as CSV

Show25 T ZEFiler arch w : showing 126 o4 76 el ' E Jtlrkﬂ U

My Users. from Mational Science Foundation i s SAM Leas Busingss Mame)

Mame & Rolefs) fkzy] % Profilelast § OvgContactinfo
Reviewsd &
Do, Jane Cher Authorized User 05052025 mnnm-nn Applese Fioke
Figure 17
Expand All | Calapeed
Show 25 results showing 12501670« <Prev {2 3] 4] 5 [ next> 5]
By Role(s) x
Financial and Administrative Roles Researchers and Other Roles.
Manage Financials in Award Cash Management Service (ACMS) Prepare Proposals and Manage Awards
Awardee Preparer Principal Investigator (Piico-PI)
Awardee Certifier Other Authorized User (OAU)

Awardee Financial Representative
View Only

Manage Organizations
Administrator (Admin)
Authorized Organizational Representative (AOR)
Sponsored Projects Officer (SPO)
Foreign Financial Disclosure Report (FFDR) Preparer
Graduate Research Fellowship Program (GRFP) Official
Coordinating Official (CO)
Alternate Coordinating Official (Alt. CO)
Financial Official (FO)

Apply Fiters. Cancel

Figure 18
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Account

Migrate Your Existing NSF Account

To migrate your existing NSF account created in FastLane to NSF’s Account Management System in Research.gov, you must
verify your account’s primary email address and phone number. If you created your NSF account before March 2018 and your
email address is associated with more than one NSF account, you will be prompted to verify information. Depending on the
information on file, you may be required to contact the NSF IT Service Desk for assistance.

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

. Open Research qov %%2%?{2?}‘;5%2}: t sign Infl| Register | Home | Contact | Help | About
» Click “Sign In” located at the top right of the screen. (Figure 1) Figure 1

Signin | Register | Home | Contact | Help

* Click “Continue to Research.gov Sign In Options”, enter your
credentials (e.g., NSF ID and password) and sign in using your
selected security method (i.e., multifactor authentication method)
(Figure 2). If you have not set up your preferred security method
yet, you will be prompted to complete this activity to access your -
account. For more information on setting up your preferred O Credentle g s Sl s
security method including how-to guides, video tutorials, and : e o

FAQs, visit the About Signing Into Research.qov page.

» Once you've successfully signed in using your preferred security
method, you will receive a Verify Your Information pop-up
message. After you have read it, click “Next.” (Figure 3)

Figure 2

» Select an email address, enter your 10-digit phone number and Verify Your Information X
click “Next.” (Figure 4)

MSF is updating its account management system and we need you to verify your account
information. This is a one-time process.

* Note the information that has been saved as your account’s
primary email address and phone number. (Figure 5)

On the next screen, you will be asked to review your accounf's primary email address and

* Click “Add a New Role” and you will be directed to the Add a New prone number

Role page. (Figure 5) If you have questions, please contact the NSF IT Service Desk at 1 (800) 381-1532 or
rgovi@nst.gov.
= To add an organization-approved role from a new organization or
to add the Proposed Postdoctoral Fellow role, see Add a New

Organizational Role.

Figure 3
Note: g

* Upon completing the verification process, you will see a green success message at the top of the screen. To update
your Contact and Academic/Professional Information, click the My Profile link in the success message. (Figure 5)

Verify Your Information x

Verify Your Information
© Please verify your primary email address and phone number. After this one time Ty x

verification process, you will be able to make future updates to this account
information in My Profile.

& Your account information has been verified and saved successfully.
To update your Contact and Academic/Professional Information, visit My Profile

John Doe (NSF ID: 000100001)
* Required John Doe (NSF ID: 000100001)

* Primary Email Address @ Which email address should | provide? Primary Email: John.doe@test.com

Select Primary Email Address
Phone Number: (222) 222-2222

* Phone Number Please proceed fo the Add a Mew Role page to request a role.

Figure 5

Figure 4
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Migrate Your Existing NSF Account (continued)

What happens when the system prompts me to verify my
information but tells me | have multiple accounts that

Multiple Accounts Found

need to be reconCiled? Your account email address(es) are associated with more than one NSF ID. NSF users
should only have one NSF ID account per the NSF Proposal & Award Policies &
*  You will receive a Verify Your Information pop-up message. Procedures Guide (PAPFG).
After you read it, click “Next.” (Figure 3) You may continue work on proposals and awards, however, NSF has logged this
discrepancy and will contact you to help reconcile your multiple accounts. Please be
. The “Mu|tip|e Accounts Found” pop_up informs yOU that your aware that these accounts must be reconciled, but there will be a grace period before
. R R . your system access will cease
email address(es) is associated with more than one NSF ID.
(Figure 6) If you are a reviewer or meeting participant and have been insiructed to provide your

reviewer profile information, your accounts must be reconciled before you can provide
your reviewer information

* Click “Go To Research.gov Home Page.” (Figure 6)

) If you have questions, please contact the NSF IT Service Desk at 1 (800) 381-1532 or
+ Important Note: Please be aware that the system will allow you | rov@nsigow

to access Research.gov functionality for a grace period of 30 -
days while you work with the NSF IT Service Desk to reconcile

your accounts.

Figure 6

What do | do if my grace period has expired? Multiple Accounts Found

*  You will receive a Verify Your Information pop-up message.

After you read it, click “Next.” (Figure 3) © An information update to your account is required in order to restore service.
Please contact the NSF IT Service Desk at 1 (800) 381-1532 or [gou@psE.oov.

*  The “Multiple Accounts Found” pop-up informs you that an
update to your account is required in order to restore service. Please contacl the NSF IT Service Desk.

(Figure 7)
Your account email(s) are associated with more than one NSF ID. NSF users should only have one NSF 1D
»  This pop-up will appear each time you sign in until you contact account per NSF Proposal & Award Polcies & Procedures Guide (PAPPG).

the NSF IT Service Desk to reinstate your access to NSF
systems. (Figure 7)

* Click “Close.” (Figure 7)

If you have questions, please contact the NSF IT Service Desk at 1 (800) 381-1532 or rgov@nsf.gov.

Figure 7

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

Account Verification Failure

. You will receive a Venfy Your Information pop-up message @ We are unable to complete the account verification process. Your existing account does not have an
. n m o , : associated email address, or the email address is not in the correct format. Please contact the NSF
After you read It, click “Next. (Flgure 3) IT Service Desk at 1 (800) 381-1532 or [gov@nsE.gov.

* Notice the “Account Verification Failure” pop-up informing you

that your email address(es) is in an invalid format. (Figure 8) :

* You must contact the NSF IT Service Desk to address this
issue. (Figure 8)

* Click “Close.” (Figure 8)

Figure 8

w0y

I Helpful Tip

For instructions on how to make changes to your account
profile information after your existing NSF account has been
migrated to the Account Management System in
Research.gov, please refer to the View and Edit My NSF
Account Profile Information job aid.
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Volunteer to Review

NSF requires all reviewers and participants in panels, site visits, advisory committees, subcommittees, and committees of
visitors to have an NSF account in Research.gov and complete a one-time registration process to provide their reviewer profile
information. Researchers can now join NSF’s reviewer pool without being invited by NSF program staff to join a proposal review
panel or complete an ad hoc proposal review. To do this, researchers complete the new Volunteer to Review process in
Research.gov to provide their reviewer profile including identifying areas of expertise. See the Reviewing for NSF page and the
Volunteer to Review guide for more information.

Access Research.gov

If you do not already have an NSF account in

Research.cov

ONLINE GRANTS MANAGEMENT
FOR THE NSF COMMUNITY

in« | Home | Contact | Help

Research.gov, please refer to the Register for a New

NSF Account job aid and Register for a New NSF
Account video tutorial for steps to register for an account.

Once you have an NSF account, open Research.gov.

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

Click “Continue to Research.gov Sign In Options”,
enter your credentials (e.g., NSF ID and password) and
sign in using your selected security method (i.e.,
multifactor authentication method) (Figure 2). If you have
not set up your preferred security method yet, you will be
prompted to complete this activity to access your
account. For more information on setting up your
preferred security method including how-to guides, video
tutorials, and FAQs, visit the About Signing Into

Research.qov page.

Volunteer to Review

Figure 1

NSF Credentials

InCommon (Organization) Credentials

Sign i | Register | Home | Contact | Help.

Login.gov Credentials

© Signin forNsE star

‘Continue 1o Ressarch.gov Sign In Optons

Proposals

& To acoess resiricted fealures, acd a role

Proposals

Prepsre and Submit Proposals
(Lsttars of intant, Prafiminary, Full, Ranswal,
Postdoctoral Fellow: SBIRISTTR)

Demo Site: Prepare Proposals (Training)

Propossl Status

Reviews & Meetings | Awards & Reporting

Fellowships &
Opportunities

Reviews & Meetings

Provida Reviewsr Prafils Informatian
{For reviewars, panalists, snd masting participants
who hen /ed nolice from NSF requesting to
provide iewer proflle infomaton)

Reviews, Pansls, and Other Mestinga
{Pansls. Ad Hoe Reviews, Advisory Commitiass,
Commitises of Visitors. Site Visits, and

Volurteer ta Review

(Sign up to becoma & reuiswar far NSF)

Reviawing for the National Scienca Foundatian

Figure 2

Manage Financials Administration

Awards & Reporting

Project Reperts
Deme Sile: Project Reparis (Trairing)

Notlications & Requests

Award Documents

Supplemants| Funding Requests [inchuding Carsar-
Life Balance)

Deme Site: Supplemental Funding Requests
(Training)

Ceninuing Grant Increments Reparis

NSF Public Access Repusilory (NSF-PAR).
PAR Research Products

» Once you've successfully signed in using your preferred

security method, you will see a “Reviews & Meetings”

tlle On the Researchgov homepage (Flgure 3) Fellowships & Opportunities Manage Financials Administration

Graduate Research Fellowship Program (GRFF) ACMS (Award Cash Management $ervice) User Management

» You can also find the Volunteer to Review link under the e s e

“Reviews & Meetings” drop-down tab in the top — -

navigation menu (Figure 4) Figure 3
* Click the “Volunteer to Review” link to begin the one-

time process to volunteer to review.

Benefits of Reviewing Proposals for NSF

After you complete this one-time process, the Volunteer
to Review link will no longer display when you sign into
Research.gov.

Proposals

Reviews & Meetings

Provide Reviewer Profile
Information

Awards & Reporting

Fellowships &
Opportunities

Manage Financials

Administration

8 To access resticted feat iU RN

» Click on the “Reviewing for National Science Ol Moctings
Foundation” link on the “Reviews & Meetings”
tile on the Research.gov homepage to learn

about the benefits of being a reviewer. (Figure 3)

Proposals Reviews & Meetings Awards & Reporting

Volunteer To Review
Provide Reviewer Profile Information

(For reviewers, panelists, and meating participants
who have received notice from NSF requesting to
provide their reviewer profile information)

Prepare and Submit fi
(Letters of Intent, Prd
Postdoctoral Fellowd

Project Reports
Reviewing for the National
Science Foundation Demo Site: Project Reports (Training)
Notifications & Requests
Demo Site: Prepare P 2

Reviews, Panels, and Other Meetings Award Documents
(Panels, Ad Hoc Reviews, Advisory Commitiees,
Committees of Visitors, Ste Visits, and

Subcommittees)

Proposal Status
Supplemental Funding Requests (including Career-
Life Balance)

* You can also find the Reviewing for the National
Science Foundation link under the “Reviews &
Meetings” drop-down tab in the top navigation
menu. (Figure 4)

Demo Site: Supplemental Funding Requests

Volunteer to Review (Training)

(Sign up to become a reviswer for NSF)

Figure 4
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Volunteer to Review (continued)

Reviewing for the National Science Foundation Page

* The new Reviewing for the
National Science Foundation
page highlights the benefits

Reviewing for the National Science Foundation

- TE . - Learn more about reviewing at NSF
and OppOftunItleS Of becom|ng _. ; 7 3 ‘ " [& How fo Volunteer to Review
a reV|eWer for NSF and o L E ; e, Integration of Reviewers into Research.gov
partICIpatlng in activities such g o - ? Why You Should Volunteer to Serve As An NSF
o " - Reviewer (NSF.gov)
1 - p - Merit Review Process
:S pan_els’ meetlngs’ and ad . ’ i Proposal and Award Policies and Procedures
OoC reviews. o : s - Guide (PAPPG)
» Click on the orange s Volunteer Now
“Volunteer Now” box or the '
“Volunteer to review” link in Become a Peer Reviewer to Benefit Science and You!
the Qua“fy tO Become a The success of the peer review process, which enables NSF to make wise investments in all

fields of setence and engineering research and education, depends on the willingness of
qualified reviewers like you to share your time and expertise

Reviewer section to start the
process to join NSF’s reviewer
pool. (Figure 5)

Review Activities and Time Commitment

NSF reviewers may evaluate proposals through an ad hoc review, or through a panel, which may be virtual or

in-person at the NSF. Depending on the exact review activity, the entire process may involve a fime
commitment of up to 40 hours. In general, you should plan for at least 5 -10 days to dedicate per NSF review.

Qualify to Become a Reviewer
Selected reviewers are considered subject matter experts in their fields, and usually have advanced degrees

(Ph.D., M.D, etc), along with substantial research experience in academia, government, industry To become a
reviewer for NSF, sign into R - Review I this is your first visit to Research gov,
register for an account. Then you cfin Volunteer to Review.

What Happens After | Sign Up?

After you have completed the one-time Volunteer to Review process, you will receive an invitation to participate
in a review based on your qualifications. If selected, you may need to complete NSF administered training on
the review process. You will then receive email communications from NSF about next steps.

Figure 5
+ Important Note: If you have completed your Volunteer to Review
Reviewer Profile and are already in NSF’s
reviewer pOOII C/iCkinQ the “VOIunteer NOW” Our records indicate that you have already completed this one-time process to provide reviewer profile information on MM/DD/YYYY.
4 - S H H
or VOIunteer to ReVleW IInkS WI” generate Please refer to the Reviews, Panels, and Other Meetings page to view any upcoming ad hoc reviews, panels, or other meetings.

a message tO Conﬁrm that yOU that yOU have You can also visit your My Profile page to ensure that your account information is up to date.
already completed your Reviewer
Profile. (Figure 6)

If you have questions, please contact the NSF IT Service Desk at 1 (800) 361-1532 or via rgov@nsf.gov

Figure 6
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Account

Volunteer to Review (continued)

Previous Reviewer Status

If you have received a review
request from NSF program staff in
the past to review, your reviewer
information may already be in the
NSF Reviewer system.

Click Yes or I’'m not sure to

Volunteer to Review

@ Use this Volunteer to Review process if either of the following apply:

= You have never reviewed for NSF and would like to be considered for future review activities

« You have reviewed for NSF in the past but have not yet established a reviewer profile in Research.gov
Do not use this process if you have received specific instructions from NSF to provide your reviewer profile information for an upcoming ad hoc review, panel, or meeting. In that case,
you must use the Provide Reviewer Profile Information process instead

To volunteer to review, you will be required to set up a reviewer profile in Research.gov. You will not be able to participate until you have completed this one-time process. You may also
need to provide additional information such as organizations and demographics.

To learn more about the volunteer process, visit Reviewing for the National Science Foundation.

“Have you ever received a request
to review for NSF.” You will be
prompted to answer additional
questions to verify your reviewer
identity. (Figure 7)

* Required

» If you have not previously received
a request to review for NSF, click
No and click Submit to be
navigated to Provide Reviewer

Please indicate whether you have previously reviewed for NSF.

Previous Reviewer Status

* Have you ever received a request to review for NSF? Review activities include ad hoc reviews, panels, and meetings

O Yes, | have received a request to review for NSF before
O No, I have not received a request to review for NSF before

© rm not sure if | have received a request to review for NSF before

Cancel

Profile Information.

Reviewer Identification

* Clicking Yes or I’'m not sure will
display your stored Research.gov
profile information including your first
name, last name, any alternate
names, and your email address(es).
(Figure 8)

Adding Additional Last Name(s) and &
Email Adress(es)

* Click “Yes” to add any additional last
names or email addresses that you may
have been used for past NSF review
activities. (Figure 9)

* Click on “Add Additional Last Name” or
“Add Additional Email Address(es)” to
provide other last names or email
addresses used for past NSF review
activities.

» Click the delete icon to remove the
additional rows or entries as necessary.

* Click “Verify.”

* If you do not have any additional last
names or email addresses, click No and
click “Verify.”

Figure 7

Reviewer Identification

Your Research.gov profile includes the following name and email address information
First Name
Anne

Last Name
Short Gianotti

Alternate Name(s)
None Provided

Email Address(es)
agshort@bu.edu

Figure 8
* Have you used any other last name(s) or email addresses in past NSF review activities?
Last names and email addresses should be different from what is displayed above
® ves
O No
“ Please provide these other last name(s), and/or email address(es), below.
You should still have access to your email address(es). When you are finished, press "Verify
Last Name(s)
1| smins &
2 w
+ Add Additional Last Name
Email Address(es) Please make sure you still have access to this email address
w
1. | JSmith@email.com
2 o
+ Add Additional Email Address
Verify
Figure 9
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Verify Your Email Address

You may be prompted to verify your email
address after clicking the “Verify” button.

Enter the one-time password provided in an
email to you from NSF (noreplyadmin@nsf.gov)

Volunteer to Review (continued)

Verify Your Email Address

@ You will need to verify your account to continue. A one-time password has been sent to **~a@wellesley.edu. This email address
will also be associated with your Research_gov account. The one-time password will be valid for 10 minutes. Can't find your one-time
password or it has expired? Generate a new one

with the subject “NSF Email Verification - Your
One-Time Password.” If you cannot locate the
email, click the “generate a new one” link on the
screen or contact the NSF IT Service Desk at 1-
800-381-1532 for assistance. (Figure 10)

Click “Continue.”

Additional Authentication

If you have previously
reviewed for NSF and
provided your phone number
or Social Security Number
(SSN) during registration, you
will be asked to provide this
information in the Additional
Authentication section to
verify your identity.

Select the correct phone
number from the listed
options.

Input the last 4 digits of your
SSN or select “| don’t have an
SSN.”

For more information on why
additional authentication is
needed, please see “Privacy
Act Statement” linked on the
Additional Verification page.
(Figure 12)

Click “Submit.”

Clicking the “Submit” button
will navigate you to Provide
Reviewer Profile Information.

One-Time Password (6 digits)

Note: For security purpoeses, you will receive fwo emails, one fo your Research.gov account email and one to the email iisted above.

Flose

Figure 10

Additional Authentication

NSF requires additional authentication. Please follow the instructions below to confirm your identity, then click the ‘Submit’ button below.

For more information, read th@ Privacy Act Statement

* Select the phone number that you used when you were a reviewer with NSF.

O (802) 845-7092
O (706) 542-3233
O (208) 316-7090
O (919) 741-5107
O (517) 374-4593

O None of the above

* Confirm the last four digits of your Social Security Number (SSN).

[ 1 don't have an SSN

Cancel

Figure 11

Privacy Act Statement b4

Pursuant to the NSF Act of 1950, NSF is asking you, for system administration purposes,
to confirm certain identifying information from existing agency records that appear to be
associated with you, so we can determine if you already have a registered user account
with us. The informaticn you are being asked to confirm is not retained, used, or intended
by NSF to update, supplement, or otherwise modify any existing NSF records, nor will the
information you confirm be retained in NSF's account registration and management
system or used for other purposes, except for any routine uses authorized by the
applicable system of records notice published by NSF under the Privacy Act of 1974. See
SORN NSF-78, available at www.nsf.gov/privacy (Z. NSF is asking you to confirm your
information voluntarily, but if you decline to provide a response, it may result in the
creation of duplicate user accounts for you, the maintenance of incomplete or cutdated
account records about you, and could make it difficult to or impossible for us to contact
you or to resolve account registration, access. or other service issues you may have

Figure 12
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Provide Reviewer Profile Information

NSF requires all reviewers and participants in panels, site visits, advisory committees, subcommittees, and committees of
visitors to have an NSF account in Research.gov and complete a one-time registration process to provide their reviewer profile
information. Until this is completed, reviewers cannot open the Reviews, Panels, and Other Meetings page in order to access
proposals for ad hoc reviews, panelist, activities, meeting registration, and meeting sign-in.

Access Research.gov

If you do not already have an NSF account in
Research.gov, please refer to the Register for a New
NSF Account job aid and Register for a New NSF
Account video tutorial for steps to register for an account.

Once you have an NSF account, open Research.gov.

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

Click “Continue to Research.gov Sign In Options”,
enter your credentials (e.g., NSF ID and password) and
sign in using your selected security method (i.e.,
multifactor authentication method) (Figure 2). If you have
not set up your preferred security method yet, you will be
prompted to complete this activity to access your
account. For more information on setting up your
preferred security method, including how-to guides,
video tutorials, and FAQs, visit the About Signing Into

Research.qov page.

Submit Invitation Code or Email Address

Once you've successfully signed in using your preferred
security method, you will see a “Reviews & Meetings”
tile on the Research.gov homepage. (Figure 3)

Click the “Provide Reviewer Profile Information” link
to begin the one-time process to provide your reviewer
profile information. Any information you previously
provided to NSF will be pre-populated. (Figure 3) Note
that after you complete the one-time process and sign
back into Research.gov, the Provide Reviewer Profile
Information link will no longer be displayed.

Enter the invitation code provided in an email to you from
NSF (noreply@nsf.gov) with the subject “Review for NSF
- Action Needed.” If you cannot locate the email, please
contact the NSF IT Service Desk at 1-800-381-1532 to
have it re-sent. Alternatively, enter the email address
where you received the notification from NSF for the
review or meeting. (Figure 4)

Click “Submit.”

Research.cov

ONLINE GRANTS MANAGEMENT
FOR THE NSF COMMUNITY

Register | Home | Contact | Help | About

Figure 1

- Uses NSF 1D o NF Primary Emall
2

Coming!

the next page.

NSF Credentials

InCommon (Organization) Credentials

Signin | Register | Homs | Contact | Help

Login.gov Credentials

+ Drrects you

‘Continue 1o Research gov Sign in Options.

© Son 0 for NS Star

Reviews & Me

Proposals

& To scoass restricted festuras, add & role

Proposals

Prepars and Submit Prapasals
(Letters of Intent, Preliminary, Full. Renewal,
Postdoclorsl Fellowships and SBIRISTTR)

Demo Site: Prepare Proposals (Training)

Proposal Status

Fellowships & Opportunities
Graduate Research Fellowship Program (GRFP)
(Applicants, Fellows)

Graduate Research Fellowship Program (GRFP)
(Officials) &

Fellowsh:
Opportunities

Reviews & Meetings

Provide Reviewsr Profils Information
(For reviewers, panslists, and meeting participant
wha have raceived nalice fram NSF requesting ko
provicde their reviewer profile informatian)

Reviews, Panels, and Other Meetings
{Pansis, Ad Hoe Reviews, Advisory Commitises,
Committees of Visitors, Site Visits, and
Subcommittees)

Volunteer to Review
(8ign up to become a reviewer for NSF)

Reviawing far tha National Scianca Foundation

Manage Financials

ACMS {Award Cash Management Service)
Program Income Reporting

Forelgn Financial Disclosure Report (FFOR)
(CHIPS & Sciance Act ol 2122) 6

Figure 2

Administrati

Manage Finaneials

Awards & Reporting

Project Reports
Dema Sita: Project Reports (Training)

MNotifications & Requests

Award Documents

Supplemantal Funding Requests (including Carsar-
Life Balance}

Dama Sits: Supplements! Funding Requasts

MSF Public Access Repository (NSF-PARY:
PAR Research Products

Administration

User Management

Figure 3

Provide Reviewer Profile Information

‘ @ Providing Reviewer Information is only for those users who have received notice from NSF through email to provide their information in Research.gov.

NSF now requires all reviewers and meeting participants to manage profile information in Research.gov. You will not be able to participate until you have completed this one-time process.
You may need to provide additional information such as organizational affiiations and demographic information.

Invitation Code 10 characters, e.g., 123A567B8C
provide your invitation code received via email

Email Address

Provide the email address where you received your request 1o review

or

— I

<Back to Research.gov Home

Figure 4

Important Note: You will only receive an email with instructions to provide reviewer profile information if you are
invited by an NSF program staff to review a proposal or participate in a panel, site visit, advisory committee,
subcommittee, or committee of visitors meeting. If you believe you should have received an email with an invitation
code or for additional assistance, contact the NSF IT Service Desk at 1-800-381-1532 or rqov@nsf.qov.
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Provide Reviewer Profile Information (continued)

Verify Your Email Address
* You may be prompted to verify your email
address after submitting your invitation code by

Multiple Accounts Found

entering a one-time password that will be sent to g e W
yoUr email addreSS. (Figure 5) anew one or contact the NSF IT Service Desk at 1 (800) 381-1532 or rgov@nsf.gov.

One-Time Password (6 digits)

* Enter the one-time password provided in an
email to you from NSF (noreplyadmin@nsf.gov)

Note: For security purposes, you will receive two emails. One to your Research.gov account email and one to the

with the subject “NSF Email Verification - Your email fisted above.
One-Time Password.” If you cannot locate the
email, click the “generate a new one” link on the E
screen or contact the NSF IT Service Desk at 1-

800-381-1532 for assistance. (Figure 5)

« Click “Continue.”

Figure 5

After entering your invitation code or email address, you will be navigated to a five-step wizard to enter reviewer profile
information including organizational affiliations, demographic information, academic and professional references,

and preferred contact information for reviewer/meeting activities. All information can be updated at any time by accessing “My
Profile” in Research.gov.

Step 1: Organizational Affiliation(s)

+ Indicate if you have been affiliated with any Provide Reviewer Profile Information
organizations in the past 12 months. (Figure 6)
2_ Affiliation Details 3. Demographic Information 4. Additional Information 5. Review & Confirm

» If you select “No”, click “Next” to continue.

Organizational Affiliation(s) in the Past 12 Months

» If you select “Yes”, you will need to add your Reaired
H H HH H Organizational affiliations are used to manage reviewer selection and determine conflicts of interest. What is an organizational affiliation? For organizational affiliation related questions,
organizational affiliations. s conac e coghan NSF Frogia i f o peaing o016 v, ane o e
. *In the past 12 months, have you been affiliated with an organization?
Important Note: If you already have an O No.1 have no been afate with an oganizaton n he past 2 months
. . @® Yes. | am currently affiliated or have been affiliated with an organization in the past 12 months
organization-approved role (e.g., Pl role) at NSF,

then “Yes” will be automatically selected by default Figure 6
and the “No” option will be disabled. (Figure 9)

Adding Organization(s)

« - . . *In the past 12 months, have you been affiliated with an organization?
*  When “Yes” is selected, a field will appear for O No. | nave not been afiiated with an organization in the past 12 monts
you to add your Organizational aff|||at|0n(s) @ Yes. | am currently affiliated or have been affiliated with an organization in the past 12 months
(Figul"e 7) Search for an organization below by name. Matching results will be returned along with the organization's SAM.gov ' unique entity ID (UEI).
If your organization is not listed, you may add your own by selecting "Other (Please specify).”
»  Search for your organization by typing the - Organization(s) Search by Name
name of the organization in the field. If the 1
organization is registered in SAM.gov, then it (@ TEsT University %]
will appear in the list along with the TEST University
. . 5 . . . UEI: XXXXXXXXXXXX
Orgar"Zatlon S SAMgOV-ISSUGd Unlque Entlty 123 Alpha Street, Austin, TX 12345, US
ID (UEI) and address. Select the organization Other (Please specify)
from the list. (Figure 7) :

Figure 7
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Account Provide Reviewer Profile Information (continued)

Adding Organization(s) - Continued

If your organization is not in the system, you

can add the organization by selecting the * Organization{s) Search by Name
“Other (Please specify)” option. (Figure 8)
1. TEST University ]
If you have been affiliated with more than one UEL: XXXXXXXXXHKX
organization in the past 12 months, click 123 Alpha Street, Austin, TX 12345, US
"Add Additional Organization® and repeat * Other Organization (Please specily)
thg .prc')cess tq add the other organizational 2| Oer Please specty | — g
affiliations. (Figure 8) :
If necessary, you can delete an organization + Add Additional Organization United States Institute 8
you entered using the trash can icon. (Figure
8) Figure 8

Click “Next” to continue.

Important Note: If you already have an organization-approved role (e.g., Pl role) at NSF, then the organization(s)
affiliated with your role(s) will be listed. You cannot delete these organizations from the list. However, you can
indicate if you have not been affiliated in the past 12 months with an organization by clicking the checkbox next to
it. (Figure 9)

*In the past 12 months, have you been affiliated with an organization?
No. | have not been affiliated with an organization in the past 12 months

Yes. | am currently affiliated or have been affiliated with an organization in the past 12 months

Search for an organization below by name. Matching results will be returned along with the organization's SAM.gov (2" unigue entity 1D (UEI). If your organization is not listed, you may
add your own by selecting "Other (Please specify).”

* Organization(s) Search by Name

1 TEST University O I'have not been affiliated with this organization in the past 12 months
UEI: XXXXXXXXXXXX
123 Alpha Street, Austin, TX 12345, US

* Other Organization (Please specify)

2. Other (Please specify) v United States Institute Y

Figure 9

<()= | Helpful Tips

» If you have questions about organizational affiliations, click the "What is
an organizational affiliation?" link for clarification.

» Unique Entity Identifiers (UEI) are issued by the System for Award
Management (SAM). Please refer to SAM.gov. Note that completion of
the SAM registration process may take up to one month.
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Account Provide Reviewer Profile Information (continued)

Step 2: Affiliation Details Provide Reviewer Profile Information
»  If your organization is registered in (T STz b S R % Demogrephicinlometon - 4. Addlionatrformetion
SAM.gov, the organization address will be Affliation Detais
pre-populated. Enter your * Reguirsd
Department/ofﬁce/Subunlt (Flgure 10) r.;l;::::é\?:s:\::sg'::?a[curren[l',' saved in NSF systems require more information. Addresses that have been pre-populated cannot be edited for organizations that have already been
»  If your organization is not registered in OrganiEens can be cote ater 1 My Profle
SAM.gov, you must enter the required
address fields denoted by a red asterisk (*), Aaress
along with your Department/Office/Subunit. Ao T 12558, Us
(Figure 11) * Departmentofticersubunit

* If you are currently affiliated or have been
affiliated with more than one organization in
{0 st IBWeTile, PR WIS S
primary organization from the list. If you
have an organization-approved PI role, this

Figure 10

Enter your organization or department's address. It will be used to help identify you in case of a duplicate name. This can be edited later in My Profile.

i 2 * Country
selection will not affect any NSF proposal Setect Courtry
preparation or submission activities in street Address sreet Address (Lne 2)
Research.gov or Grants.gov. (Figure 12)
. “City * State/Territory * Postal Code
* Click “Next.” ——

* Department/Office/Subunit

Figure 11

Primary Organization

You indicated that you are currently affiliated or have been affiliated with more than one organization in the past 12 months. Please select
your primary organization to help manage reviewer selection. This will not affect proposals.

* Primary Organization

Select Primary Crganization

Figure 12
Step 3: Demog raphic | nformation Provide Reviewer Profile Information
e Com plete the requ ired fields denoted 1. Organizational Affiiation(s) v 2. Affiiation Details v 3. Demographic Information 4. Additional Informatien 5. Review & Confirn
by a red asterisk (*). (Figure 13)
Demographic Information
. If you have prev'ously prov|ded you r NSF asks for demographic data relating to gender, ethnicity/race and disability to gauge whether our programs and other opportunities in science and technology are fairty reaching and
. . . . benefiting everyone regardless of demographic category; and to ensure that those in under-represented groups have the same knowledge of and access to programs, meetings.
demog ra ph IC |nfo rmat'on y th IS wvacancies, and other research and educational opportunities as everyone else. For more information, read the Privacy Act Statement.
information will be pre-populated. * Required
ReVIeW your responses and make any * Gender (Please select one} * Ethnicity (Please select one)
O male O Hispanic or Latino @
necessary Updates. O Female O Not Hispanic or Latino
© Unspecified, or ancther gender identity O Da net wish to provide
. Click “Next ” © Do not wish to provide
* Race (Please select all that apply) * Do you have a disability? (Please select one)
. Im Eortant Not = YOUI’ demographlc Race Definitions @ What is considered a disability?
. . . . [ American Indian or Alaska Native O ves
information will not be shared with O asan O no
your organizational contacts. Sl — e
O wnite
O Other (Please specify)
() Do not wish to provide
Figure 13
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Provide Reviewer Profile Information (continued)

Step 4: Additional ie,
Information :():| Helpful Tips
»  Complete the required
fields denoted by a red + Preferred Email Address for Review/Meeting Activities is the email address NSF will
asterisk (*). (Figures use for review activities related to panels, site visits, advisory committees,
14 and 15) subcommittees, and committees of visitors only. Adding this preferred email
. address will not affect your primary, secondary, or organizational email address
o you AT pre\{lously information in the Account Management System.
provided your highest
degree, areas of expertise, *  Preferred Phone Number for Review/Meeting Activities may be used during an
or professional references, active panel, site visit, advisory committee, subcommittee, or committee of visitors
this information will be pre- meeting for NSF staff to contact you if you are unreachable via email. This is not for
populated. Review your texting purposes and will not affect your other contact information in the Account
responses and make any Management System.
necessary updates. .

You must provide at least one area of expertise but may not provide more than five.

+ Click “Next.”

Provide Reviewer Profile Information

1. Organizational Affiliation(s) + 2. Affiliation Details v 3. Demographic Information v 4. Additional Information 5. Review & Confirm

Additional Information

* Required

NSF asks for professional information to enable program officials to manage reviewer selection, as well as related merit review functions. For more information, read the
Privacy Act Statement

Contact Preferences for Review/Meeting Activities

* Preferred Email Address for Review/Meeting Activities @
O CKPoneUAT@gmail.com

O CKPoneUATSecondary@gmail.com

O Other (Please specify)

* Preferred Phone Number for Review/Meeting Activities €
O (1) 111111

O Other (Please specify)

© Do not wish to provide

Figure 14

Degree

" Highest Degree

Select Highest Degree

Area(s) of Expertise

Select up to five items that best describe your area(s) of expertise.
If your area of expertise is not listed, you may add your own by selecting “Other (Please specify).”

* Area(s) of Expertise Add up to five

1. Select Area of Expertise

+ Add Area of Expertise

Professional References

ORCID iD @ 16-digits i 2, 1234-1234-1234-1234

Websites (e.g., Organizational faculty, staff profile, or professional website, LinkedIn, Google Scholar)
Websites may be used for NSF selection of reviewers

+ Add Website

Figure 15
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Account Provide Reviewer Profile Information (continued)

Step 5: Review & Confirm

* Review your information for accuracy and click “Submit.” (Figure 16)

Provide Reviewer Profile Information

1. Organizational Affiation(s) v 2 Adfliation Details v 3. Demagraphic Information v 4. Addiional Information v 5. Review & Confirm

Review & Confirm

Organizational Affiliations

TEST University {UEI: 0000000000 (Frimary) United States Institute
1 View SAM Legal Business Name 123 Beta Street

123 Alpha St College of Law
College of Enginesring Arlington, TX 12345, US

Austin, TX 12385, US

Demographic Information

Gender

Male

Race

American Indian or Alaska Native
Ethnicity

Hispanic or Latina

Do you have a disability?

No

Additional Information

Preferred Email Address for Review/Mecting Activities  Preferred Phone Number for Review/Meeting Activities
CKPoneUAT@gmail com anan
Highest Degree

AS - Assodiate in Science (2000)

Areals) of Expertise

Atmospheric Chemistry

ORCIDID &

None Provided

Websites

Websites may b used for NSF Selecton of feviewers.

testsite.com &

mysie.com &

Figure 16

If you indicated that you have not been affiliated with an organization in the past 12 months, a warning
message will display asking you to review this information since most reviewers have at least one
organizational affiliation. (Figure 17)

Provide Reviewer Profile Information

1. Organizational Affiliation(s) v 2_Affiliation Details v 3. Demographic Information v 4. Additional Information + 5. Review & Confirm

‘ A You indicated that you have not been affiliated with any organizations in the past 12 months. Please review your information to ensure your response is accurate before submitfing

Review & Confirm

Organizational Affiliations

Organizational afiiliations are used to manage reviewer selection and determine conflicts of interest. What is an organizational affiliation? For organizational affiliation related questions,
please contact the cognizant NSF Program Officer for your upcoming &d hoc review, panel, or meeting

None Provided

Figure 17
Submission Confirmation

* View the success message on My Profile to confirm you have successfully provided your reviewer profile
information. (Figure 18)

My Profile

For NSF ID

@ You have successfully provided reviewer information for your Research.gov account. You can now access your assigned Reviews, Panels, and Other Meetings.

Contact Information Demographic Information Academic/Professional Information

(i ) Update your profile information here. If you have a role at an organization, you can update your organization-specific information on View My Roles.

Figure 18
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f@i Account View and Edit My NSF Reviewer Account Profile

P

« Information

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

On an annual basis, all users with an NSF account will be prompted to review their account profile information to ensure their
information is up-to-date.

Step 1: Access the View/Edit My Profile page

ResearCh.GOV [m Register | Home | Contact | Heip | About
* Open Research.gov X O e Ner Communi
» Click “Sign In” located at the top right of the screen. Figure 1

(Figure 1)

Signin | Register | Home | Contact | Help

* Click “Continue to Research.gov Sign In Options”,
enter your credentials (e.g., NSF ID and password) and
sign in using your selected security method (i.e.,
multifactor authentication method) (Figure 2). If you have
not set up your preferred security method yet, you will be
prompted to complete this activity to access your account.
For more information on setting up your preferred security
method including how-to guides, video tutorials, and
FAQs, visit the About Signing Into Research.gov page.

g A . . Figure 2
»  Once you've successfully signed in using your preferred I
security method, click “My Profile” from the top right of
the screen. (Flgure 3) 1 %gg%ﬁéggdggx mwmmannlmm\ﬂunm[ﬂ@ﬂ\neln|%m
Figure 3

@ Hide Menu

Important Note: You can also access the View/Edit My Profile
page by clicking on “View/Edit Profile” located on the left My Profile
navigation bar. (Figure 4) R

Change Password or Security
Methods (&'

Organizations and Roles
View My Roles
Add a New Role
Quick Links

About Account Management

Figure 4
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Account View and Edit My NSF Reviewer Account Profile

Information (continued)

Step 2: Edit your Contact Information
» Click “Edit” at the bottom of the Contact Information tab on the My Profile page. (Figure 5)

»  Enter your updated contact information and click “Save.” (Figure 6)

Important Notes:

» If you change your primary email address (i.e., the email address used to create your NSF account) and/or
secondary email address, NSF will send you a verification email. You must verify the updated email address
within four (4) hours, or your account email address will revert back to your last verified email address.

» If your primary email address domain suffix is “edu”, an important message and checkbox will display.
Check the box to confirm ongoing access to an email account is required for communications and account
recovery. By providing a “.edu” email address, you may lose access to this account and should provide a
personal email address as your secondary email to ensure ongoing access. (Figure 6)

My Profile My Profile

For NSFID For NSFID!

Contact Information Demographic Information Academic/Professional Information
Contact Information Dr i ion ademi ional Information

@ Update your profile information here. If you have a role at an organizalion, you can update your crganization-specific
information on View My Roles. @ Update your profile information here. If you have a role al an crganizalion, you can update your crganization-specific
information on View My Roles.

Name

John Doe * Required

Alternate Name(s)

Nore Provided Prefix

Primary Email Address @ \Which email address should | provide? Dr.

J.Doe@gmu.edu

Secondary Email Address @ Which email address should | provide? * First Name Middle Name/nitial * Last Name
None Frovided John Which email address should | provide? x Doe

Preferred Email Address for Review/Meeting Activities €

J.Doe@gmu.edu A personal email address is recommended to

Suffix ensure ongoing email access for
Phene Number communications and account recovery
None Provided Select Suffix

If you already have InCommen or login.gov
accounts, use the same email address here, and
provide your personal email as your Secondary
Email Address to ensure ongoing access.

Preferred Phone Number for Review/Meeting Activities @
None Frovided Alternate Name{s

* Primary Email Address @ Which email address should | provide?

=[] To ensure ongoing email access. | understand it is recommended that | also provide a personal email address that needs to
be verified in ‘My Profile’ for communications and account recovery.

Figure 5

Secondary Email Address & Which email address should | provide?

* Preferred Email Address for ReviewMeeting Activities @&

J.Doe@gmu.edu

Phone Number Extension

Preferred Phone Number for Review/Meeting Activities €@ Extension

Figure 6

0
Tt

** | Helpful Tip

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

another NSF account.
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Information (continued)

Step 3: Edit your Demographic Information My Profile
For NSFID
*  Click “Edit” at the bottom of the Demographic Information

tab on the My Profile page. (Figure 7) Contact infomat Demographic nformati

. Enter your demographic information and click “Save.” NSF asks for demographic data relaingto gender, ethnicyrace and disabilty to gauge whether our programs and other
opportunities in science and technology are fairly reaching and benefiting everyone regardless of demographic category; and to
(F |g ure 8) ensure that those in under-represented groups have the same knowledge of and access to programs, meatings, vacancies, and
other research and educational opportunities as everyone else. For mare information, read the Privacy Act Statement
Important Notes: Gender
Unspecified, or another gender identity
» Submission of the requested demographic information is flace
required for reviewers, individuals with an organization- —
approved Pl role, and GRFP Fellows. Until responses to HotHispanicor Laiha
. . - Do you have a disability?
all demographic questions are provided, the “Save” W .
button will be disabled. (Figure 8)
» The “Other” option for the race question will open an ,
optional free text field for entry. (Figure 8) -
Figure 7
My Profile
For NSFID
Contact D¢ i i Academic/Professional Information

NSF asks for demagraphic data relating lo gender, ethnicity/race and disability 1o gauge whether our programs and othar
opportunitiss in science and technology are fairly reaching and ing everyone regardless of demegraphic category, and to
aensure that those in under-represented groups have the same knowledge of and accass to programs, mastings, vacancies, and
olher research and educational opporunities as everyons else. For more information, read the Privacy Act Statement

* Required
* Gender (Please select one) * Ethnicity (Please select one)
O Male Hispanic or Latina €
O Female ® Mot Hispanic or Latino
® Unspecified, or ansther gender identity 0 Do not wish to provide

Do not wish to provide

* Race (Please select all that apply) * Do you have a disability? (Please select one)
Race Definitions @ What is considered a disability?
() American Indian or Alaska Native O Yes
() Asian ® No
| Black or African American © Do not wish to provide
() Native Hawaiian or Other Pacific
Islander

White
Qther (Please specify)

1) Do nol wish to provids

Save Cancel '

Figure 8
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Information (continued)

Step 4: Edit your Academic/Professional Information i‘f-‘\’g:ﬁ]e

¢ Click “Edit” at the bottom of the Professional
|nf0rmati0n tab On the My Profile page- (Figure g) Contact Information Demographic Information Academic/Professional Information ‘

L4 ReVieWerS can add a new Organizational afﬁliation by @ Updats your profile information here. If you have a role at an organization, you can update your organization-specific ‘
. . “ . . ” information on View My Role:
clicking on the “Add New Organization” button and f—
searching for the Organization by name or use the “Other” NSF asks for professional information to enable program officials o manage reviewer selection, as well as related merit review
. . . . functions. For more information, read the Privacy Act Statement
option to enter an organization manually. (Figure 10)

‘Organizational Affiliations

TEST University

+ Organizational affiliations cannot be deleted by reviewers, G nEtnon ransy e vest B RGO
. . . - View SAM Legal Business Name Lite Visw SAM Legal Business Name
but reviewers can indicate that they are no longer affiliated | izrerunerysies Deparimert o Law 00 A st
. a A a Department of Law Alexandriz, AL 12345, US Office of Law Studies
with an organization. (Figure 11) Aeaniia, AL 12545, US Aleandis, AL 12345, US

No longer affiliated

Highest Degree

*  You may select a different primary organizational B B s 2000)
affiliation by selecting one from the drop-down. (Figure 12) || aeas crexertse

Biochemistry - Chemistry
Computer Networks|

» Enter your updated academic and professional Oter - Cmate Systems
information, including highest degree, area(s) of expertise, | oo """
ORCID iD and websites, and click “Save.” (Figure 13) 0000-001-5108-3700

Websites
Websites may be used for NSF selection of reviewers.

Important Notes: mywebsite.com

= Highest degree and area(s) of expertise are required
for Pls and reviewers and optional for all other users. |pm—
(Figure 13) —

= Upon selection of your highest degree, you will be
prompted to provide the year completed. (Figure 13)

Figure 9

Organizational Affiliations

= [If your area(s) of expertise is not listed, you may
- - Organization(s) that are not currently saved in NSF systems require more information. Addresses that have been pre-populated
entef' a fl’ee teXt entl'y USlng the “Othel'” optlon- caﬁnot be edited for organizations l:at have already l:een reg\:Iered in Sam.gov (Z. Organizational affiliations canpnot{;:de\eted, but

H you can indicate that you are no longer affiliated with the organization.
(Figure 13)
Add New Organization

Figure 10

Enter your organization or department’s address. It will be used to help identify you in case of a duplicate name.

I () | have not been affiliated with this organization in the past 12 months I

* Country

* Highest Degree * Year Completed

BS - Bachelor of Science x A 2000

United States
Area(s) of Expertise

*Street Address Street Address (Line 2)
Select up to five items that best describe your area(s) of expertise
100 Test Street Suite B If your area of expertise is not listed, you may add your own by selecting “Other (Please specify).”
“city * State/Territory + Postal Code * Areals) of Expertise Add up fo five * Other (Please specify)
Alexandria Alabama 12345 1.1 Zoology X v |@
* Department/Office/Subunit 2. Other (Please specify) x v Climate Systems iz}

Department of Law
+ Add Area of Expertise

Figure 11

Professional References

Primary Organization
ORCID iD & 18-digits 2., 1234-1224-1234-1234

Please select your primary organization to help manage reviewer selection. This will not affect proposals. 0000-0001-5109-3700

* Primary Organization Websites (e.g.. Organizational faculty. staff profile, or professional website, LinkedIn, Google Schalar)

Websites may be used for NSF selection of reviewars.
’ Test University - XXXXXXXXXXXX

(@l )
Select Primary Organization + Add Website

Test University - XXXXXXXXXXXX
ABC123

mywebsite_com

Figure 12

Figure 13
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Information (continued)

When updating my primary and/or secondary
email, what do | do if | accidentally delete the
verification email sent by NSF?

*  Select the “View/Edit My Profile” option. (Refer to
Step 1 in the View and Edit My NSF Reviewer
Account Profile Information job aid)

My Profile

For NSFID Uoviogoss

addresses has not been verified. Please chec
ress nol venfied within Tour (4) hours will revert

Contact mic/Professional Information

tion hee. If you have a role al an organizalion. you ¢an updale your organization-specinic

*  Within the Email Verification Message (Figure 14)
located at the top of the Contact Information tab
on the My Profile page, click “Resend verification
link(s)” (Figure 15).

* A new verification email will be sent to your pending Ioe@omatcom & Percng v
primary and/or secondary email address (i.e., the v

updated email address entered in Step 2 in the
View and Edit My NSF Reviewer Account Profile

Information job aid).

Figure 14
A One or more of your email addresses has not been verified. Please check your email(s) for a verification link.
Any recently changed email address not verified within four (4) hours will revert to the previously saved email address.
| Resend verification link(s) |
Figure 15

Important Notes:

* NSF will send you a verification email. You must
verify the updated email address within four (4)
hours, or your account email address will revert
back to your last verified email address.

» If the four (4) hours have passed, the resend
verification email option will not be available and
you will need to restart the process by updating
your email address again. (Refer to Step 2 in the
View and Edit My NSF Reviewer Account Profile
Information job aid)

How do | change my password?

» Select the “View/Edit My Profile” option. (Refer to
Step 1 in the View and Edit My NSF Reviewer
Account Profile Information job aid)

* Click “Change Password or Security Methods”
located in the left navigation bar. (Figure 14)

* A new tab will open allowing you to change your
password or security method. For more information
on changing your password, visit the About Signing
Into Research.qgov page.
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or
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gt Information

The View My Roles page shows the organizational roles you have requested which are pending approval or disapproval from
your organization’s Administrator as well as your existing approved roles. Individuals who are reviewers will also see
reviewer/meeting participant information including reviewer organizational affiliations displayed on this page. You may view and
edit your organizational affiliations, preferred phone number, and email for review activities by following the step-by-step
process below.

Access the View My Roles page

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

View My Roles

ate your information in My Profie. To remove
on's administrator. To remove a Proposed

* Click “Sign In Using NSF Credentials”, enter your credentials
(e.g., NSF ID and password) and sign in using your selected
security method (i.e., multifactor authentication method). If you
have not set up your preferred security method yet, you will be
prompted to complete this activity to access your account. For
more information on setting up your preferred security method
including how-to guides, video tutorials, and FAQs, visit the
About Signing Into Research.qgov page.

ReviewerMeeting Participant Information

Organizational AMfiliations for Review Activites O Fhone Number for Email for Review Actions

Riwiaar Aadivili Aatieil

* Once you've successfully signed in using your preferred security
method, click “My Profile” located at the top right of the screen. |re=—m——"

‘Organization Name Work Phone

+ Click “View My Roles” from the left navigation bar.
* The “View My Roles” page displays the following information:

o Reviewer/Meeting Participant Information: Displays all
your organizational affiliation(s) that are active or have been
active in the past 12 months if you are a reviewer. If you are
not a reviewer, this section will not be displayed. (Figure 1) | o i f208) 3687571 o DETES it

O View SAM Legal Business Name
[Pl Primary Organization]

o Requested Role(s): Displays all organizational roles that
you have requested that are pending approval from your
organization’s Administrator. (Figure 1)

Principal Inwestgator ! co-Principal Invastigatar (Pl 111082023 Primary Organization &

o Active Role(s): Displays all your approved organizational

roles. (Figure 1) Flgire 1

How do | change organization contact information if | am
areviewer?

+ Click “Edit in My Profile” in the Action column located on the
right side of the Reviewer/Meeting Participant Information table.
(Figure 1)

* You will be navigated to the “Contact Information” tab on My
Profile where you can edit your preferred email address or
phone number for review/meeting activities. You can update
your organizational affiliation(s) on the
“Academic/Professional Information” tab on My Profile.
Please see the View and Edit My NSF Reviewer Account Profile
Information job aid for detailed instructions on accessing and
updating My Profile.
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Information (continued)

How do | change organization contact information if | am

a PI, co-PI, or Proposed Postdoctoral Fellow or | have

another organizational-approved role?

» Please see the following job aids for detailed instructions on
viewing requested and active organizational roles and making
updates:

« View My Organizational Roles — Requested Roles

«  View My Organization Roles — Active Roles
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Account Accessing the Reviews, Panels, and Other

Meetings Page

Once you have an NSF account and-completed the one-time process to provide your reviewer profile information, and have
been invited by NSF program staff to participate in review activities, you can access your assigned proposals, panels, or
meetings via the Reviews, Panels, and Other Meetings page. Follow the step-by-step instructions below to access the assigned
proposals, panels or meetings for your review.

Access the Reviews, Panels, and Other Meetings Page through
Research.gov Homepage (Not Signed into Research.gov)

* Open Research.gov
» Scroll down the page to "Reviews Panels & Other Meetings" (Figure 1) @

* Click the “Reviews, Panels and Other & Meetings” link. You will be redirected to

the Research.gov sign-in page. Upon successful sign-in to Research.gov, you will Reviews, Panels

be re-directed to the "Reviews, Panels, and Other Meetings" page (Figure 2). & Meetings
Panels, Ad Hoc Reviews, Advisory
Reviews, Panels, and Other Meetings I Committees, Committees of Visitors,

Site Visits, and Subcommittees

| Ad Hoc Reviews Panels and Meetings ® Reviews and Meefing Types

© Reviews, Panels and Other Meetings

Assigned Ad Hoe reviews from the past six months that have not yet been submitted are listed below. For questions regarding an assigned review, contact the Program Officer
(RO) listed.

‘ Show All V|| Filter Showing 1-1071
Proposal % Proposal Title %  Principal Organization Program Officer %  Date Review -
Number Investigator (P1) (PO) Request Sent
2344732 & TEST PROPOSAL: Public Access Post-Release Alphaman, Alan G. National Science Doe, Jane 07/12/2024 Figu”e 1
Testing and Troubleshooting Foundation =% Jane DoeTEST@test com
Showing 1 -1 of 1
Access the Reviews, Panels, and Other Meetings Page Figure 2
through Research.gov Homepage (Signed into
N isrlomel on | Help |
e g‘;%z%?;’g&ggx [sreoster 1 Home | contact [ wetp | avout
* Open Research.gov Figure 3
» Click “Sign In” located at the top right of the screen. (Figure 3) fores b el

* Click “Continue to Research.gov Sign In Options”, enter your
credentials (e.g., NSF ID and password) and sign in using your
selected security method (i.e., multifactor authentication method)
(Figure 4). If you have not set up your preferred security method
yet, you will be prompted to complete this activity to access your B e i Sl i
account. For more information on setting up your preferred :
security method including how-to guides, video tutorials, and
FAQs, visit the About Signing Into Research.qov page.

© Sionn for NSF Staff

* Once you've successfully signed in using your preferred security

. « . . » 1 Figure 4
method, click the “Reviews, Panels, and Other Meetings” link on 9
the “Reviews & Meetings” tile. (Figure 5)
Important Note: You can also access the “Reviews, Panels, and Reviews & Meetings
. ” . . 173 i
Other Meetl_ngs” page by cllf':klnq the Rev:ews_, Par‘rlels, and | Roviews, Panels, and Other Meatings
Other Meetings” link under "Reviews and Meetings“ on the top (Panels, Ad Hoc Reviews, Advisory Committees,
navigation bar. (Figure 6) Committees of Visitors, Site Visits, and
Subcommittees)
Research.GOV Welcome Justyr._ ., . Jut(Home) | My Profile | Contact | Help
g ONLINE GRANTS MANAGEMENT
FOR THE NSF COMMUNITY
Proposals Reviews & Meetings Awards & Reporting Fellowships Manage Financials Administration Figure 5
Reviews, P‘anels, and
I Other Meetings | Figure 6
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Account Using the Reviews, Panels, and Other Meetings

Page to Access Reviewer Assignments

Reviewers use the “Reviews, Panels, and Other Meetings” page to access ad hoc proposals assigned for review and to access
panels and meetings they have been invited to participate in by NSF program staff. Refer to the “Accessing the Reviews,
Panels, and Other Meetings Page” job aid for more information on how to access this page within Research.gov.

View Assigned Ad Hoc Reviews

* From the Reviews tab, click the proposal number in the Proposal Number column for the proposal you want to
review. (Figure 1)

* The selected proposal assigned for review will display for the reviewer to complete review activities.

Important Note: The “Reviews” table will only populate and display active reviews from the past six months,
if the reviewer has linked their account by using completed the one-time process to provide their reviewer
profile information. See View or Edit My NSF Reviewer Account Profile Information to link your reviewer
profile to your account in Research.gov.

Reviews, Panels, and Other Meetings

| Ad Hoc Reviews 1 Panels and Meetings O Reviews and Meeting Types

Assigned Ad Hoc reviews from the past six months that have not vet been submitted are listed below. For questions regarding an assigned review, contact the Program Officer
(PO} listed.

‘ Show All VH Filter Showing 1 -1 0f1

Proposal %  Proposal Title %  Principal Organization Program Officer %  Date Review

Number Investigator (PI) (PO) Request Sent

2344732 & TEST PROPOSAL: Public Access Post-Release Alphaman, Alan G. MNational Science Doe, Jane 07/12/2024
Testing and Troubleshooting Foundation = Jane.DoeTEST@test.com

ShowAll Showing 1 -1 of1

Figure 1
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Account Using the Reviews, Panels, and Other Meetings

Page to Access Reviewer Assignments (continued)

View Assigned Panels and Meetings

*  From the Panels and Meetings tab, click the meeting ID in the Meeting ID column for the panel or meeting you
have been invited to participate in by NSF program staff. (Figure 2)

+ The meeting details page will display meeting information, steps to complete for the meeting, and links to helpful
resources.

« Important Note: Panels and meetings will only display and be listed for one year following the meeting,
if the reviewer has linked their account by using the one-time process to provide their reviewer profile
information.

Reviews, Panels, and Other Meetings

Ad Hoc Reviews ‘ Panels and Meetings ‘ @ Reviews and Meeting Types

Select a Meeting ID below to register or sign-in for the meeting, prepare your review, or submit information for travel or reimbursement. Meetings are listed for one year following
the meeting. For questions regarding a meeting, contact the Program Officer (PO) listed.

| Show Al v|| All Meetings v|| Filter | Showing 1-50of 5
Meeting Meeting Name $ Program Officer (PO) % Meeting =« Meeting Date(s) $
1D Status @
pP242684 Panel: July Account Management Release Validation- 7/15 Doe, -_IOhn Past 07/15/2024 - 08/03/2024

John_DoeTEST@test.com

V242679 Site Visit: Site Visit Test Doe, Jane Past 07/12/2024 - 07/31/2024
= Jane_DoeTEST@test.com

P242687 Panel: Acpt_smoke test _07T15_1 Smith, John Past 07/15/2024 - 07/18/2024
John_SmithTEST@test.com

P242636 Panel: PES June Relzase Validation - 06/24 Apple, Sarah Past 06/24/2024 - 07/22/2024
= Sarah_AppleTEST@test.com

C242675 Committee of Visitors: July COV Blueberry, George Past 07/15/2024 - 07/19/2024

George BlueberryTEST@test.com

Show All -~ Showing 1-5of 5

Figure 2

O Reviews and mestings only appear for users who have received notice from NSF to provide their information in Research.gov. If you have received a request from NSF, Provide
Reviewer Profile Information to see available reviews and meetings.

Figure 3
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Page to Access Reviewer Assignments (continued)

View the Meetings Details Page

» After clicking the Meeting ID from the Panels and Meetings tab, a Meeting Details page will display according to the
meeting type (panel, site visit, committee of visitors, advisory committee, and subcommittee). (Figure 4)

+ Each page type will include meeting details such as meeting name, meeting type, meeting date(s), program
officer information, and meeting status (active, upcoming, or past).
« Each page type will include a “Helpful Links” section and a “Steps for the Meeting” section containing links.

Important Note: Links under “Steps for the Meeting” are meeting type-specific and will display according to
meeting type (panel, site visit, committee of visitors, advisory committee or subcommittee).

» Clicking the links for Travel and Reimbursement, Meeting Attendance Check In, and the Proposal Evaluation
System (panels and sites visits only) will automatically navigate you to the appropriate page without having to
enter additional credentials for access.

* Committee of visitors (COV) meeting participants will still require an NSF program-provided password to
access the COV functionality.

Meeting: Panel - V00000

@ The meeting is now past. Following the meeting, you can access Travel and Reimbursement for up to one year and you may also be able to access other resources below for a

limited time.
Mame: National Science Foundation Meeting )
Type: Meeting: Panel Meeting Status:
Meeting Date(s):  07/15/2024 - 08/03/2024 Past
Program Officer: Foundation, National S. nsf@nsf.org
Helpful Links

B Steps for the Meeting

Meetings at NSF Help &
Viriual Panelist Survey (& Prior to the Meeting
.ﬁGuidanc?}for Reviewsrs of CAREER Review legal nolices: Merit Review Principles, Merit Review Criteria, and Privacy Act and Public Burden Statements
Proposals (4

Repister for Meeting, provide banking information for reimbursement, and make travel arrangements: Travel and Reimbursement [

Download Conflicts of Interest Form 1230P &

Access proposals and prepare reviews: Proposal Evaluation System

Day(s}) of the Meeting and Following

Sign into the meeting daily- Meeting Sign-in £
Prepare reviews and summaries: Proposal Evaluation System

Confirm banking and contact information for reimbursement: Travel and Reimbursement £

Figure 4
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Account Using the Reviews, Panels, and Other Meetings

Page to Access Reviewer Assignments (continued)

View the Reviews and Meeting Type Descriptions

+ To view the reviews and meeting type descriptions, click the Reviews and Meeting Types link on the Reviews,
Panels, and Other Meetings page. (Figure 5)

* A Reviews and Meeting Types message will display with descriptions. (Figure 6)

Reviews, Panels, and Other Meetings

Ad Hoc Reviews Panels and Meetings | @ Reviews and Meeting Types I

Assigned Ad Hoc reviews from the past six months that have not yet been submitted are listed below. For questions regarding an assigned review. contact the Program Cfficer

(PO} listed.
‘ Show All VH Filter Showing 1 -10f 1
Proposal + Proposal Title +  Principal Organization Program Officer 5  Date Review
Number Investigator (P1) (PO) Request Sent
2344732 4 TEST PROPOSAL: Public Access Post-Release | Alphaman, Alan G. National Science Doe, Jane 07M12/2024
Testing and Troubleshooting Foundation ¥ Jane DoeTEST@test.com

Show All Showing 1 -1 0of 1

Figure 5

Reviews and Meeting Types x

Reviews
Ad Hoc -
Individual assessments of proposals outside the regular panel system, utilized when panel expertise lacks coverage of certain proposal
aspects or when proposals arrive outside the typical funding cycle.

Meetings
Panels - A group of experts evaluates proposals submitted to NSF, providing advice and recommendations for financial support.

Site Visit - Evaluation of an organization's compliance with administrative regulations, public policies, and award terms for NSF grants.

Committee of Visitors -

Periodic review to assess the quality and integrity of the foundation's program operations and technical matters related to proposal
decisions.

Advisory Committee -
External committees advising NSF directorates and offices, meeting biannually to review and advise on programs.

Subcommittee - Formed by advisory commitiees for specific purposes, reporting recommendations to the full committee for discussion.

Close

Figure 6
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