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How to Start An Application
To start an application:

1. Go to https://proposalcentral.com/ and login under the “Application Login” section. If you do not have an
account yet, please refer to the “How to Register as a ProposalCentral user” tutorial.

O proposalCENTRAL | o

Login ‘ Create An Account

Welcome to proposal CENTRAL

An e-grantmaking website shared by many government, non-profit, and private grant-making organizations. If you have any questions about registration on our site, how to apply for a particular
grant, or anything else we can help you with, please contact our customer support hotline at 800 875 2562 (Toll-free U.S. and Canada), or +1 703 964 5840 (Direct Dial International) or by email
at pcsupport@altum.com

APPLICATION LOGIN PEER REVIEWER LOGIN ANNOUNCEMENTS
Password Password to access the online review

Forgot Your Password?

LOGIN

(%) LOGIN using ORCID (2]

Need an account?

2. Click the gray Grant Opportunities tab in the upper right.

Home  Proposals | Awards | Professional Profile | InstitutionProfile | Grant Opportunities ‘ pCdrive

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

3. Select the grant maker you're looking for from the drop-down menu at the top of the page and click the Filter
List by GrantMaker button. All the opportunities available for the selected grant maker will show. You can:

a. Click the link in the Grant Maker column to open the grant maker’s website in a separate browser
window or tab.

b. Click the link and/or download the document in the Program column to see program information
supplied by the grant maker.

c. See the deadlines for the LOI stage, if applicable, and the Proposal stage. All deadlines are in US Eastern
Time. If a document icon is showing, you can click on it to download it. This includes necessary
information about the deadline from the grant maker.

d. Click the link or download the document in the Contact Information column. Clicking the link opens an e-
mail to the program administrator. If a document is provided instead, it includes the grant maker
contact information.

e. Ifadocumenticon is showing in the FAQ column, you can click on it to download it. This includes
information from the grant maker.
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https://proposalcentral.com/

To start an application, click the “Apply Now” link. If there is an LOI stage, this starts the LOI. If there is no LOI
stage, this starts a Proposal (aka Full Proposal).

NOTE: If the program requires an LOI and the LOI deadline has passed, you are able to start the LOI but will
not be able to submit it. You must contact the grant maker to get an LOI deadline extension. See 3d above
for information on how to obtain the contact information for the program.

ProposalCentral Customer Support cannot provide deadline extensions; only the grant maker can.

Home Proposals Awards Professional Profile Institution Profile Grant Opportunities ‘ pCd
Total: 2 Opportunities /\ Deadlines displaye
#0 u.s. Eastern
[:‘ “§ 1 Rockvile Roadies X
s
show 25 v entries Click Apply Now to start your application (includes letter of intent if required) search:
Grant Maker 4| Programs (Click for Guidelines) 4| 1oi1Deadline 4| Proposal Deadline 4| contact nformation ¥| Apply FAQ
1 Rockville Roadies Basic Science Award 12/31/2018 11:59:59 PM Grants Administrator Apply Now
1Rockville Roadies Application using all Pages 12/31/2015 4:00:00 M Monika Last Apply Now
Grant Maker Programs (Click for Guidelines) 101 Deadline Proposal Deadline Contact Information Apply FAQ

4. Once the application has opened, enter a project title and click a Save button. The grant maker may refer to it as
something other than “Project Title” specifically, but it is likely the very first field on the very first page.

it || Cancel | Ext

O vowrload Templates & Instructions

O scplicant/
. Enter a ttle for your application, then press Sawe
© institution & Contacts
Press Rext to save ony ehanged ond 9o o the net progosol seeticn. )
0 ey Personnd i
Tholtme | e 4+
O Letten of Keference
@ wix
* Tatal Amount Requested
O abstct Enver ot mecunt reoueated
o Gulcomes Have you submitted this proposal for funding consideration before?
€ theeass Resubmission?
o
[ 12 QA

[ 13 JEE

1f yes, date of previcus submission.

€ Resconch Support men ey

5. You can now navigate to any section within the LOI/Full Proposal to review the information and add data and/or
files.

Returning to In Progress Applications

At any point you can exit your application by closing the application window. Make sure to click the Save button for the
section before closing the window.

Return to the application by:

1. Going to https://proposalcentral.com/ ,logging in under the “Application Login” section, and clicking on the
Proposals tab.
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https://proposalcentral.com/

Home Proposals | Awards | Professional Profile | Institution Profile | Grant Opportunities ‘pcdrive

Create New Proposal t Deadlines displayed in

.S, Eastern Time

2. Clicking the Edit button for the application found in the “In Progress” Proposal Status.

Home Proposals Awards Professional Profile Institution Profile Grant Opportunities ‘ pCdrive

Create New Proposal t Deadlines displayed in

U.S. Eastern Time

show 25 v entries s Proposal Status: | in progress v | Search:

Delate Edit Identifier 4| mitle 4| Grant Maker 4| Program 4| Investigator 4| status 4| Duepate -

Delete 7379 My title is... 1Rockville Roadies Application using all Pages McMiller, Da'Ron In Progress 12/31/2015 04:00 PM

How to Download Templates and Instructions

If the grant maker you are applying to has provided forms and instructions, you can download them in a section called
“Download Templates & Instructions”. Click the link for this section in the gray menu on the left. To download a
document, click the Download icon.

-

© rierue Download Templates & Instructions

Dowwoad Templates & istructions
cePrevious | Newt>> | Cancel | Ext

© troble Crher Users to Acce ssthis Proposa
Download Temelate Type Descrintion File Type File Size
© Aeclicant/m
X Biosketch [Key Persnne ) Biosketch (Key Perzonne () Tem plate. DoC 23552
2 3 Budget Justification Budget lustification Template Boc 2552
3 Other Research Support Other Research Support Template 00C 23582
3 Research Plaey/Project Description Temlate Research Plan/Project Descrigtion 00¢ 46592
0 v 3 ' - s , - q
Insiructions General instructions for working with templates, attachments and submitting your apglication L 14548

Additionally, in the gray menu on the left there is a section titled “Support Links”. The information in this section is the
same as the information shown on the Grant Opportunities page described earlier.

[:?rupport Links
Q@ Grantmaker Webste
] Frogram Guideline s
2 Emai to Program Admin

. Application FaQs

How to Provide Other Users Access to the Application

Most likely, there are other individuals who you may want to have access to your application in order to help complete it
or oversee/approve it. To grant other users access to your application, follow these steps:
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1. Click the “Enable Other Users to Access this Proposal” link in the gray menu on the left.

2. At the bottom of the page, enter the e-mail address of the person and click the Find User button. Please note
that the person must already have a ProposalCentral account. If they do not have a PC account, they can create
an account using the instructions found in the “How to Register as a ProposalCentral user” tutorial.

P SN Enable Other Users to Access this Proposal

Erable nlhhm 1o Access this Proposal

O

= Access Permissions

o re : )

© . Auto Notiy:

Ow Proposal Access Rights

o ® Auto Notify Role Name E-Mail Permissions Delets
o -
- [ = |

D - ive User Proposal Access

© o User I0/EMail

o -

3. You can enter a role for the person, if desired. Please note that the role included here is NOT connected to any
roles listed for users on either the institution officials or key personnel pages. Additionally, select the desired
permission level for the person and click the Accept Changes button. The permissions are as follows:

o Administrator: The user can make any changes to the application, including granting other users access
to the application.

o Edit: The user can make any changes to the application. However, they cannot submit the application or
grant other users access to the application (i.e. what you’re doing now) or see who has access.

o View: The user can only see the application; they cannot make any changes.

If you want the person to receive the system notifications as well (e.g. application submission e-mail), check the
box in the Auto Notify column and click the Accept Changes button.

Access Permissions

his scree n allows you to give other uz s acces5to your grant application. Click he'p kon for more nformation. @)
Auto Notify:

Proposal Access Rights

Auto md\t Role Name €Mail Permissions Delete
>
Chernyakoy, Stefane stefanie che myakov@altum com Adminsteat v
. Huddie 2.0n, Alex aiexhuddleston@attum com ﬁ Vie @ @

ﬂi—-

4. To enable others to access the application, repeat steps 2-3.
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If you need to remove a user’s access to the application, click the trash can icon next to the desired user.

Proposal Access Rights
Pastes Moty Role Name E-Mol pemssions e

Chermyskoy, Stefanie stefanie. che myskov@altum com b - [ﬁl

Huddie ston, Alex alexhuddlestongaltum com . . f[ll

= t

Alternatively, you can modify a user’s access level by changing the permission level in the Permissions column and
clicking the Save button.

Proposal Access Rights

Auto Notify Role Name E-Mail Permissions Delete
Chernyakoy, Stefanie stefanie.che myakov@aktum.com ' Administrator . ‘@
Huddleszon, Alex alexhuddleston@alt um.com View . ‘@
sme B oo

Working in Various Application Sections:

ProposalCentral allows grant makers to create applications customized to their needs. Applications can look different
between grant makers and even across programs within a grant maker. Therefore, the application you’re working on
may look different than what is shown below. However, the general instructions regarding how features work still apply.

When in doubt, you can contact:

o The grant maker for questions regarding the expected type of information to provide. You can click the “Email to
Program Admin” link found in the “Support Links” section of the gray menu on the right.

I
" Support Links

{'. Grantmaker Webske

e The ProposalCentral team for questions about “how” to do something. The Customer Support contact
information is found on the top right of this tutorial.
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Applicant Page

Most grant makers collect information about the Pl/applicant in the application. Depending on the grant maker’s needs,
instead of a Pl/applicant, they may request information for a main contact or a director. Make sure to read the
instructions the grant maker provided at the top of the page to understand which person they are requesting.

d

Pe rson who intially creates the LOI or proposal is pre-loaded as the P Contact information from Pr's profile shown below. To update profile, click Edit Profile. To change PD, select from kst and click button to confirm s lection 9

Principal Investigator Chermakov, Stefanie - Rockville Uniersity

Edit Professional Profile

Name: Prefix First Stefanie  Midde Last Chermyakoy  Suffix

Institution Rockville University
Highest Degree{s) PhD
Other Degres{s)

Position/Title Provost

Academic Rank Full Professor
Division
[\rDep.autmem Medical Schoo
Sub-department
Address: Mailstop
Street 123 Smith Strest
City Pars State/Province Does Not Apply Zip/Postal Code 20814 " Country Unted States
E-Mail stefanie.che myakovi@altum.com
Change Applicant

If the person listed in the drop-down menu is not the correct person, select the appropriate person from the drop-down
meu and click the Save button. If the desired person is NOT listed in the drop-down menu, follow the instructions below:

1. The person who should be the applicant must have an account in ProposalCentral. If they have an account
already, skip to the next step. If they do not have an account, they must create one. They can use the
instructions found in the “How to Register as a ProposalCentral user” tutorial.

Once the applicant has an account, you must provide “Administrator” access to the application in the “Enable
Other Users to Access this Proposal” section. See the instructions for adding other users found in this tutorial.

2. Now that the applicant has access, they must:

Go to https://proposalcentral.com/ and login below “Application Login”.

Click the blue Proposals tab and the “In Progress” link in the Proposal Status dropdown menu.

Click the Edit button next to the application.

Within the application, the applicant needs to go to the Applicant/Pl section, select his/her name from

the drop-down, and click the Save button.

a0 oo
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https://proposalcentral.com/

licant/P1
Person who intially creates the LOI or proposal s pre-loaded as the PL Contact information from PY's profile shown below. To update profile, click Edit Profile. To change PD, select from st and click button to confirm selection. )

© institution & Contacts

Principal nvestigator | Chermyokov, St Universiy
© ey Persomne Chermyakor =]
@ erenoireiennce —
Nome:
O v
© sbsct *Institution  Rockville University
* Highest Degree(s)  PhD

© ovcomes

Other Degree(s)
indicatars

* Position/Title Provost

Thrests Academic Rank Full Professor

@ sudget Period Detail Division

- I |
@ sudger summary Department  Medical School

Update Information Showing

If the contact information for the selected applicant is incorrect or incomplete, click the Edit Professional Profile button.

© Ensble Other Users to Accessthis Preposal

Person who intially creates the LOI or proposal s pre-loaded as the PL Contact information from Prs profile shown below, To update profile, click Edit Profile. To change PD, select from st and click button to confirm lection. @)

Principal investigator Chermyekoy, Stefanie - Rockville Unersity
# Edit Professional Profile
Name:  Prefix  First Stefanie  Midde *Last Chernyakor  Suffic

*Ingtitution  Rockvill Universty

* Highest Degree(s) Ph.O

Other Degree(s)

* Position/Title  Provost

This directs you to the Professional Profile where you can update information. Make sure to click the Save button within
the Professional Profile to retain any changes. Once done, click the Return to LOI/Proposal button.

Be sure to save changes to the profile before retuming.

You can be gin working on a proposal by clicking on the Create New Proposal link e
We suggest that at a minimum you complete the contact information below. You do not need to complete the cther sections of your profile.

However, if a grantmaker requires additional information on a program for which you are subm itting an application, you will have to retum to your profile to complete their required sections.

Name: Chermnyakov, Stefanie Email: stefanie chemyakov@altum.com [
m Cancel Nextz>

f Institution: Rockville University Prirmary Institution

ks

Change Institution

Position Title: Provost

Pleass provide your title at the institution e g. Provost, Department Head, Vice President

Academic Rank: Full Profe ssor

f locate d at an academic ingtitution, please provide your academic rank e g. Full Profe ssor, Associate Profe ssor, Postdoctoral Student

Division:

After returning to the application, click the Save button within the application to have your application updated with the
changes.
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PLEASE NOTE: If you have ull or changed your institution affliation in your professional profile, you must select the appropriate institution from the Principal Investigator drop-down list.

Person who intially creates the LO or proposal is pre-loaded as the P Contact information from Pr's profile shown below. To update profile, click Bdit Profile. To change PD, select from lst and click button to confirm = lection. 6

Principal Investigator Chermyakov, Stefanie - Rockville University
Edit Professional Profile
Name: Prefix ___ * First Stefanie  Midde _ " last Chernyakow  Suffix ____

Institution Rockville University

Highest Degree(s) Fh.D

If you do not have the Edit Professional Profile button, it means you do not have access to the applicant’s Professional
Profile. Please note that this is different than having access to the application. If the applicant wants you to update
his/her Professional Profile, the applicant must give either “Administrator” or “Edit” privileges to his/her Professional
Profile. They can use the instructions found in the “How to Register as a ProposalCentral user” tutorial.

Once the applicant has granted you either “Administrator” or “Edit” privileges to his/her Professional Profile, you can
follow the instructions found in the beginning of this section.

Institution Page

Most grant makers collect information about the institution in the application. Make sure to read the instructions the

grant maker provided at the top of the page. By default, the Primary Institution listed for the person who started the
application is the institution listed.

<<Previous Next>> E Print Cance! Exit

ra

PI's ingitution is pre-loaded as Lead Institution. To change, select from list below or Search all registered institutions. Press button to confirm sele ction. Click Edit Profile button to change institution information 9
Change Lead Institution Pretend Harvard
Click this button to Chanzelh.el?ud P TT ficte: Changing institution will de lete currently disalave d cortacts
Institution
Division
Department
Address
Street 123 harry potter 2

ity cambridge
State/Province N/
Zip/Postal Code Eel==t]
Country Unted States
Phone 1112223333

Fa

Change Institution

To change the institution:
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1. Click the Change Institution button.

PTs institution is pre-loaded a5 Lead Institution. To change, select from list be low or Seanch all registered ingtitutions. Press button to confirm selection. Click Ed&t Profile button to change institution information 9

Change Lead Institution Pretend Harvard /

Click this button to Change the Lead el 1 cte: Changing institution will delete currently disolayed contacts
Institution o

Division
Department
Address
Street 123 harry potter £
* City cambridge

State/Province NfA

2. Enter a partial name search for your organization and click the Display Results button.

Institution Name (partial): rockyile

A maximum of 100 results wil be returned based on the search text

Institution City:

Enter entire city name or first few characters
Institution State: Select State

Institution Country: Select Country

d Display Results Reset Filter Cance

/‘g" TIP: Make sure to include a key word from your organization’s name, but not the complete name. For

' . . . . . . . . . . .

. example, if your organization is “The University of America in DC”, search for “University of America” or
Quick Tips. A

_— even more generally “America”.

3. If
a. Your institution is listed, select it by clicking the radio select in the left column and click the Select
button at the bottom.
Select Institution Name Institution Status
Reckville Uniersty Confirmed
\ ﬁ Cance

b. Your institution is NOT listed, see the “How to Register your Institution with ProposalCentral”
instructions for information on how to create a new Institution Profile.
4. After selecting the appropriate Institution Profile (3a above), you are returned to your application. Click the Save
button within the application to retain your changes.
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<<Frevious Nextao E Print Cance Exit

FIs ingitution is pre-loaded as Lead Institution. To change, select from list below or Search all registered institutions. Press button to confirm selecion. Clidk Edit Profile button to change institution information. 0

Change Lead Institution Rockvile University

Click this button to Change the Lead

e (s FEE L= U hote: Changing institution will delete current iy displayed contacs
Division
Department
Address
Street 111 Main Strest

dty Bethesda

Update Information Showing

Only people with access to the institution’s profile can update it. If you see an Edit Institution Profile, you can edit the
Institution Profile by clicking that button. Once you’ve clicked the Edit Institution Profile button, you are directed to the
Institution Profile information where you can update information. Make sure to click the Save button within the
Institution Profile to retain any changes. Once complete, click the Return to LOI/Proposal button.

O Institution Registration
[} Proposals must reference a registered institution. If a institution is not pre-re gistered, users must register the institution during the proposal development process. By pre-registering, the institution saves time for!
© Institution OFicials isprevided in propesals
B
James, lennifer
orfirmed v
Institution Legal Name: Rodkville Un v rsity

© Eensble Cthersto Access Profile

Institution Abbreviation:

Authorized Institution Representative: Prefix: First: Middle: Last. Suffix:

When you have returned to the application, click the Save button within the application to have your application
updated with the changes.
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Institution & Contacts

<<Previcus Next>> Print Cance Exit

Pl's institution is pre-loaded as Lead Institution. To change, select from list be low or Search all registered intitutions. Press button to confirm sele ction. Click Edit Profile button to change institution information

Change Lead Institution Rockville University

Click this button to Change the Lead [STPTTPNTSRONSI 1) cte: Changing insitution will de lete currently displayed contacts
Institution

Division
Department
Address
* Street 111 Main Street
* City Bethesds

State/Province MD

Below the information about the institution is the name, e-mail, and phone number of the person at your institution
who created the profile and should have access to update it. Contact that person to have them make the necessary
changes. If that person is no longer at your institution, contact Customer Support (pcsupport@altum.com) to find out if
there are other individuals at your institution who can update the institution profile.

Click this button to Change the Lead Change Institution Note: Changing institution will delete currently displayed contacts
Institution

Address

* Street 20410 Century Boulevard
Suite 230A

* City Germantown
} State/Province MD
* Zip/Postal Code 20874
* Country United States
Phone (301)916-4557
Fax (301)516-7024

Checks Payable To: Research and Management Systems, inc

required institution information is missing or appears to be incorrect, please contact the following individual(s). They have access to the institution profile and can make the necessary updates

IContact Email Phone
McKee, James jmckee@ramscompany.com (301)916-4557 x224
Miiler, Brad bradmiller123@example.com 703-964-5863

Adding Institution Contacts
Some grant makers collect information about institution officials. If so, the institution official roles requested display at

the bottom. Those that are required for submission are indicated with an asterisk (*). If the Institution Profile that was
selected as the institution for the application has officials added to the profile, those individuals display in the drop-
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mailto:pcsupport@altum.com

down menu for each role. You can select the appropriate person and click the Add button. If the appropriate person is
not listed in the drop-down menu, you can add their e-mail twice and click the Add button.

The table be low lists reque e d contacts (* h the institution’s profile and chck the “Add” button. If the contact is not in the lkst, enter the contact’s e mail address and click the “Add” button 9

*signing Official

Enter email address.

Confirm email address

. . Select from list of Institution Officials ¥
*Fiscal Officer Select from list of Institution Officials OR
Enter email address

Confirm email address

Regardless of which method you used to add the institution official, a new window opens with the person you
selected/entered. If the person you selected/entered:

e Already has an account in ProposalCentral, the contact information from their Professional Profile displays. You
can update the text showing and click the Save button. Any information you change here does NOT change the
information in the person’s profile, only in the application. When done working with the contact, click the “Close
Window” link.

e Does not have an account in ProposalCentral, you need to supply the contact information for the user. When
the Save button is clicked, an account is automatically created for the person with the contact information
supplied. When done working with the contact, click the “Close Window” button.
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e close window | i
3

INSTRUCTIONS: Enter contact inform ation below for the person that you selected. 9

The following user has Mo Aocess to this proposa

The fallowing user|s) have the sbility to add, remove, or modify this user’s socess tothe proposal in the "Ensble Other Usersto
Access this Proposal” section:

Stefanie Chemyakov [stefanie dhermakov@altum.com)

Edit Contact Info Jennifer James
for

Contact’s role *signing Officia

* E-pail Enn .‘Er;awes{te:arrpe com

Mame
Prefis

First Jernier

NOTE: When you add an institution official on this page, it does NOT give the person access to the

application. If you want the person to have access to the application, you must provide it on the “Enable
Other Users to Access this Proposal” section.

After the person is added, if you need to edit the contact information included, click the “Edit” link next to their name.

You are returned to the contact page where you can make changes. Click the Save button to retain your changes and the
“Close Window” button to complete the step.

The table below lists reque e d contacts (* indicates required contact). Se lect from the iz of officials suppiied with the institution's profiie and click the “"Add”™ button. ¥ the contact &5 not in the sz, enter the contact’s emall address and click the “Add™ button o

Rde [.' Name Tite Institution Email shone

301-777-5555 JC’" i}

*$ignng Ofica Jarnes, Jennfer Provost Rockvile Unwversty jenndec jame s@example com

If you selected the wrong person and need to change it, click the trash canicon.

The table be low lists reque e d contacts (* indicates re quired contact). Select from the list of officials supplied with the institution’s profile and click the “Add” button. If the contact is not in the kst, enter the contact’s e mail address and click the “Add” button 9

Role Name Title Institution

Email Phone \
Rockville University

jennifer jame s@example.com 3 7-5555 C’,‘ @

*Signing Officia James, Jennfer Provost

N
|

301-

The same pop-up window appears. Within the window, click the Delete Contact button.
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Contact Screen - Institution & Contacts

INSTRUCTIOMS: Enter contact inform ation below for the persan that vou selected 9

The following user has Mo Access to this proposal.

The following user(s) have the ability to add, remove, or modify thisuser's access tothe proposal inthe "Enable Other Usersto
Agcess this Proposal” section

Stefanie Che ryakov (stefanie chermakov@altum. com)

View Contact Info Jennifer lames
for

Contact's role *Signing Official

* E-Mail  jenniferjames@example.com

After the deletion is confirmed, click the “Close Window” link.

Key Personnel (aka Project Personnel)

Most grant makers collect information about project personnel in the application. Make sure to read the instructions the
grant maker provided at the top of the page.

\e Provide professional information for sl membbersof the project othe r than the P1 h

Role Mame Tide Institution Errail Phone Effort A tioans

W Persanndg] Currently lde tified
Enter and confirm the email addee 55.of the key pe rsonrel Orce adde d, a pop up bow will appear. Please complete the detads for each indacicual lsted in this section

* Enter emall s ddress

* Confirm email s ddress

&)

To add the requested individuals, enter the e-mail address twice and click the Add icon.
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Role Mame Tide bnsErution Ermadl Phaone Effort Aar thons.

Enker and confirm the email sddee 55.0f the ke pe rsonntl. Onoe adde d, o pop up bos will sppear. Please compleie the detalls for each individual lsted in this section

Enter email addres

Confirm email address

(&)

A new window displays with the person you entered. If the person entered:

e Already has an account in ProposalCentral, the contact information from their Professional Profile shows. You
can update the text and click the Save button. Any information changed here does NOT change the information
in the person’s profile, only in the application. Also, if the grant maker requested a “role” for the person, make
sure to select/enter the information. If a role drop-down menu is supplied, users with an asterisk (*) must be
added in order to submit an application. When done working with the contact, click the “Close Window” link.

e Does not have an account in ProposalCentral, you will need to supply the contact information for the user.
Clicking the Save button, automatically creates an account for the person with the contact information supplied.
Also, if the grant maker requested a “role” for the person, make sure to select/enter the information. If a role
drop-down menu is supplied, users with an asterisk (*) must be added in order to submit an application. When
done working with the contact, click the “Close Window” link.

Add Key Personnel Info

Role
Other Role

Percent Efort

FIdKPNameSectionLabel

Frst
Middle
Lavt

alex huddesong atum o
emall
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NOTE: When you add a person on this page, it does NOT give the person access to the application. If you
want the person to have access to the application, provide it on the “Enable Other Users to Access this

III

Proposal” section.

After the person has been added, if you need to edit the contact information included, click the edit icon next to their
name. You are returned to the contact page where you can make changes. Click the Save button to retain your changes
and the “Close Window” link to complete the step.

g
Role Mame Title Institution Email Phone Effort Actions

>
Huddleston, Alex Department Head University of Califomia, Irvine abex huddleston@alt um.com 111-222-3333 # EJ] @'

If you need to remove the person, click the delete icon.

g
Role Mame Title Institution Email Phone Effort \

»
Huddleston, Alex Department Head University of Califonia, Irvine alex hudd leston@alt um.com 111-222-3333 & @-

Organizational Assurances

Some grant makers collect organization assurances/certifications from applicants (e.g. IRB, IACUC, rDNA). Make sure to
read the instructions provided by the grant maker.
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wet the p swed proje Verteb
An
> “ 2pp !
Approved or Pending Date 23]
Animal Assur b AW
AWAN Date
AAALAL Acoreditaton Date

USDA Inspectien Date

If required to enter either an OHRP (for IRB) or OLAW (for IACUC) number, this must come from the Institution Profile. If
it’s missing (or incorrect), the institution profile must be updated to include this information. Only people with access to
the lead institution’s profile can update it. To find out who this person is, go to the section of your application that
collected the name of the lead institution. The name of this section could be anything but is typically referred to as
something along the lines of “Organization/Institution” and is typically found in the gray menu on the left after the page
that collected the name of the Pl/applicant. Below the information about the institution is the name, e-mail, and phone
number of the person at your institution who created the profile and should have access to update it.

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

Other Support
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There is a tutorial dedicated to Other Support. Please see the “How to Add Other Support” tutorial.

Publications

There is a tutorial dedicated to Publications. Please see the “How to Add Publications” tutorial.

Applicant Personal Data (aka demographic data)

Some grant makers request the personal data (e.g. gender, race, ethnicity) from the applicant’s Professional Profile. Only
the applicant and those with administrator access to the applicant’s Professional Profile see this page and update the
information.

To update the information, click the Edit Professional Profile button.

Pl Private & Demographic Info

Gy EipfPeutsl Code [ Sste

This directs you to the Professional Profile main page. Click the Personal Data for Applications link found in the gray
menu on the left. Make the necessary changes and click the Save button to retain any changes. Once done, click the
Return to LOI/Proposal button.

Upon returning to the application, click the Save button within the application to have your application updated with the
changes.

h

,,,,,

L} Plsce OF Birth:
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000 £003-RA IS 1670

Pl Private & Demjnfﬁ

If you did not have the Edit Professional Profile button, you do not have access to the applicant’s Professional Profile.
Please note that this is different than having access to the application. If the applicant wants you to update his/her
Professional Profile, the applicant must give you either “Administrator” or “Edit” privileges to his/her Professional
Profile. Applicants can use the instructions found in the “How to Register as a ProposalCentral user” tutorial.

Once the applicant has granted either “Administrator” or “Edit” privileges to his/her Professional Profile, you can follow
the instructions found in the beginning of this “Applicant Personal Data (aka demographic data)” section.

Upload Documents

Most grant makers include a section in the application to collect files from the applicant. To upload a document in this
section:

Click the Attach Files button.

If you subscribe, to pC Drive, you may choose the file from here

Select the attachment type.

Provide a description.

Drag the file or click to browse and upload the attachment.

If you are a subscriber to pC Drive, you can upload up to 5 documents at once.

ok wNeE

oad up to 5 file(s) at a ime.

If there was an error with the file, it MAY show as red in the list of uploaded attachments. Examples of issues that cause
errors with files are password protection and file corruption. Please note that not every issue with a file can be identified
during the upload process and show as red. Use the PDF application feature to make sure that all Word and PDF files
uploaded are included. The absence of a file MAY indicate that there was an error. Again, refer to the PDF Application
section for information.

To replace a “bad” file:
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1. Click the trash can icon next to the file to replace.

2. You are prompted to confirm you want to proceed with deleting that file, click the Yes button.

3. Open the original file from your computer using either Adobe Professional or Adobe Reader. When you print the file,
select the respective .pdf converter tool from the printer dialog box “Name” drop-down menu and click the Print
button. Save the new file that is created.

Print X

Printer

Name: Adobe PDF Properties

Status: Adobe PDF Comments and Forms:
I Type: Snagit 2013 Document and Markups v
Send To OneNote 2016
Print Range | OneNote Preview: Composite
printer-bw (HP Laserlet MFP M426fdn)
@Al Microsoft XPS Document Writer Units: Inches Zoom: 100%
\ O Current[Microsoft Print to PDF |
l Current |Fax 1
Pages Brother MFC-J485DW Printer K 85 |
d[_]!:‘_ T ™~ A

4. Return to the application section where you previously uploaded the files. Repeat the steps at the beginning of
this section regarding uploading a file.

PDF of Application

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

Signature Page(s)

ST o — BT
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Some grant makers require the applicant to print the signature page, have it signed, and upload it in the section
described earlier. Make sure to refer to the grant maker’s Program Guidelines for information on required attachments.

When you click the Print Signature Pages with Attachments button, make sure that all Word and PDF attachments
included are showing. If not, there are a few reasons why:

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

2. There may be an error with the file you uploaded. The two most common errors are corrupted or password
protected files. The way to fix this is to remove the file that has errors, regenerate the PDF, and upload again.

3. If #1 did not apply to your situation and #2 did not resolve the issue, contact pcsupport@altum.com for
assistance.

How to Validate the Application

Every application has a section called “Validate”. Clicking the Validate button runs a check of your application and lets
you know if there is required data and/or files missing.

[walidate

If you are missing information, both the missing item and the section where it can be found are listed. Clicking the link
redirects to the section where the missing item is found.

b

Proposal: test 2
Listed below are fields/components within your application that have not yet been completed. Click on the blue links provided to take you to the page where they are located.

Lay Abstract and Keywords Errors: h

An entry in General Audience Summary is required.

To 'Submit’ your Propo=al go to the submi section and clickthe 'Submit' button.
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@':Pre-.f'cus Mext== E Print Cance Exit

In 1,500 characters or less including spaces (app. 250 words), please provide a Lay Summary that describes the proposed project. Mo special characten

”

Validate the application as many times as you like. If you validate the application and nothing is missing, the system does
not automatically submit it for you. You must go to the “Submit” page in order to submit the application.

How to Submit the Application

Every application has a section called “Submit”. However, if the deadline for your application has passed, the section
does NOT display. ProposalCentral Customer Support cannot provide deadline extensions; only the grant maker can.
To request a deadline extension, contact the grant maker by clicking the Email to Program Admin link found in the
“Support Links” section of the gray menu on the right.

Support Links

When ready to submit your application, click the Submit button. Before submission, the system automatically runs a
check of the application to make sure no required data and/or files are missing. If there are any missing requirements,
an error message returns indicating what information needs to be supplied before you can submit.

Proposal: test 2

Listed below a re fields/'c omponents within your application that have not yet been completed. Cick on the blue links provided to take you to the page where they are located

Lay Abstract and Keywords Errors:
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Proposal: test 2
has been validated and i ready to submit

To "Submit” your Proposal go tothe subm ik sedion and click the "Submit” button

If all required information is provided, the application is submitted. A confirmation message shows on the screen and an
e-mail is sent to the applicant and any other users listed on the “Enable Other Users to Access this Proposal” with a
check in the “Auto Notify” column.

3

An email hasbeen sent to the Principal Investigator at stefanie chemyakov@altum.com. If this email has not been received within the next ten minutes; please contact Customer
Service for assistance. The Confirmation Email is considered the only valid proof of submission should any questions arise at 3 later date

Important Notice

We recommend that you verify that the status of your application has changed to ‘Submitted’. For best resuits, you should logout and dose all proposalCENTRAL browser
windows.

Login and click the Submitted’ tab under ‘'Manage Proposals’. Your application should be listed with the status of "Submitted’ along with the date and time of the submission.

Click here to close this window

If the application submitted was an LOI, it is found in the “In Progress” status next to Proposal Status within the
Proposals tab. Please note that the Status column indicates “Submitted”. However, you may need to refresh your
browser to see the updated status if you check this immediately after submission. Click the View button to see the
application information submitted.

If the application submitted was a Proposal, it is found in the “Submitted” status next to Proposal Status within the
Proposals tab. Click the View button to see the application information submitted.

Home  Proposals | Awards  Professional Profile | Institution Profile Grant Opportunities ‘ pCdrive
[ — Deadlines displayed in
U.S. Eastern Time

show 25 v entries Proposal Status: ~ Submitted v Search:

Grant Maker Investigator Date (EST)

Unsubmit p— 57351 Proposal Zee Test Grant Maker Simple Program for Word Merge - 1 McMiller, Da'Ron Submitted 07/17/2018 03:05 PM

Unsubmitting An Application

After an application is submitted, you have the option to unsubmit it to make changes, if necessary. The unsubmit
option is ONLY available if:

e The application deadline is in the future.
e The grant maker has not already added the application to a committee for review.

If you unsubmit your application, you do not lose any data that was previously submitted. You see the application
exactly as it was prior to submission. To unsubmit, click the Unsubmit link found next the View button.
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e = B = M |
7/5/2017 11:00. 14 AM

Delete it entifier 4| Tite 4| Grantmaker
' 90672 test3 Andrews McDonough B+ Foundation Childhood Cancer Research Grant Chernyakoy, Stefanie submined
Unsubmit 0871 test2 Andrewe McDonough B+ Foundation Childhood Cancer Research Grant Chermyskoy, Stefanie Submirmd 10/27/2017 2:54:18 P
Childhood Cancer Research Grant Chernyakoy, Stefanie Submitied 7/5/2017 10:50:08 AM

Andrew McDonough B+ Foundation

Ursbrakt m %0670 test1

When you unsubmit the application a notification e-mail is sent to the applicant and any other users listed on the
“Enable Other Users to Access this Proposal” with a check in the “Auto Notify” column.

WARNING: After making changes to the application, you MUST repeat the submission process in order

to re-submit your application.
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