Allow or Remove Sponsored Project Office (SPO)/Authorized Organizational
Representative (AOR) Access to a Proposal

1. Access the Proposal Actions screen (Figure 1) (see Steps 1 through 4 of Create a New Proposal or
of Edit a Proposal).

Proposal Actions

*Please note: A Data Management Plan will be required for all proposals submitted or due on or after January 18, 2011. FastLane will be updated to enable its upload as a separate
Supplementary Document. Proposals that do not include the requisite plan will be stopped from submission. Specific guidance is inchided in Chapter IL.C 2 of the revised NSF Proposal
& Award Policies & Procedures Guide

FastLane will automate the enforcement of deadline dates. Proposers should allow sufficient time to submit proposals before 3 PM submitter's local time on the deadline date(s) shown
below or they risk not being able to submit their proposal to NSF.

Temporary Proposals in Progress
Temporary Proposal # - Title of the Proposal - Deadline Date

7577434 - SE ProdValid Jenkins Test 03/08/2016
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Figure 1 Proposal Actions screen. The Allow SPO Access button is circled.

2. Highlight the proposal you want to give the SPO access to in the Temporary Proposals in
Progress list (Figure 1).

Click the Allow SPO Access button (Figure 1).

The Proposal Errors/Warnings Screen is displayed (Figure 2).

Click the Proceed button (Figure 2).

Proposal Errors/Warnings For Temporary Proposal Id 7303964
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Figure 2 Proposal Errors/Warnings screen.


https://www.fastlane.nsf.gov/NSFHelp/flashhelp/fastlane/FastLane_Help/create_a_new_proposal.htm
https://www.fastlane.nsf.gov/NSFHelp/flashhelp/fastlane/FastLane_Help/edit_a_proposal.htm

6. The Sponsored Project Office (SPO) Access Control screen displays (Figure 3) with these control
options:

e Allow SPO to view proposal
¢ Allow SPO to view and edit the proposal
e Allow AOR to view, edit, and submit proposal

Sponsored Project Office (SPO) Access Control
Current SPO Access for proposal 7664531 1s set to None
Allow SPO to view proposal

Allow SPO to view and edit the proposal

Allow AOE. to view, edit and submit proposal

Figure 3 Sponsored Project Office (SPO) Access Control screen.

If the SPO already has access to a proposal, the Sponsored Project Office (SPO) Access
Control screen displays as in Figure 4 with these options:

e Allow SPO to view the proposal

e Allow AOR to view, edit, and submit proposal

e Remove all SPO access to this proposal

Sponsored Project Office (SPO) Access Control
Current SPO Access for proposal 7664531 1s set to Edit and View
Allow SPO to view proposal

Allow AOR. to view, edit and submit proposal
Remove all 5PO access to this proposal

Figure 4 Sponsored Projects Office (SPO) Access Control screen if the SPO already has access
to the proposal.


https://www.fastlane.nsf.gov/NSFHelp/flashhelp/fastlane/FastLane_Help/allow_spo_to_only_view_proposal_but_not_submit.htm
https://www.fastlane.nsf.gov/NSFHelp/flashhelp/fastlane/FastLane_Help/allow_spo_to_view_and_edit_but_not_submit_proposal.htm
https://www.fastlane.nsf.gov/NSFHelp/flashhelp/fastlane/FastLane_Help/allow_spo_to_view_edit_and_submit_proposal.htm
https://www.fastlane.nsf.gov/NSFHelp/flashhelp/fastlane/FastLane_Help/allow_spo_to_only_view_proposal_but_not_submit.htm
https://www.fastlane.nsf.gov/NSFHelp/flashhelp/fastlane/FastLane_Help/allow_spo_to_view_edit_and_submit_proposal.htm
https://www.fastlane.nsf.gov/NSFHelp/flashhelp/fastlane/FastLane_Help/remove_spo_access_to_a_proposal.htm

Allow Authorized Organizational Representative (AOR) to View,
Edit, and Submit a Proposal

1. Access the Sponsored Project Office (SPO) Access Control screen (Figure 1) (see Allow or Remove
SPO Access to a Proposal).

Sponsored Project Office (SPO) Access Control

Current SPO Access for proposal 7577428 is set to None

Allow SPO to view proposal
Allow SPO to view and edit the proposal

Allow AOR to view, edit and submit proposal

Figure 1 Sponsored Project Office (SPO) Access Control screen. The Go button for Allow SPO
to View, Edit, and Submit Proposal is circled.

2. Click the Go button for Allow AOR to View, Edit, and Submit Proposal (Figure 1). A screen displays
(Figure 2) with a message that the AOR now has full access to the proposal and with a list of the
individuals who will receive emails from FastLane on the proposal’s new access status.

The AOR now has complete access to proposal 7578353
Your proposal s not submited until your AOR submits the proposal to NSF. Once the proposal s
submitted, you will be sent an e-mail with the official NSF proposal number. You can then use FastLane to
check the status of the proposal. Once the proposal is submitted, the proposal willno longer appear on the
Proposal Actions screen when you log mto Proposal Preparation to prepare a proposal. The submitted
proposal will show up i your list of Submitted Proposals.

OK

Figure 2 Screen with the message that the SPO now has full access to the proposal and with
the list of people the NSF will notify of the SPO’s access.

3. Click the OK button (Figure 2). The Proposal Actions screen displays.



https://www.fastlane.nsf.gov/NSFHelp/flashhelp/fastlane/FastLane_Help/allow_or_remove_spo_access_to_a_proposal.htm
https://www.fastlane.nsf.gov/NSFHelp/flashhelp/fastlane/FastLane_Help/allow_or_remove_spo_access_to_a_proposal.htm

