1. On the FastLane Home Page screen (Figure 1), click Research Administration. The Research Administration
Login screen displays (Figure 2).
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Figure 1: FastLane Home Page screen. The Research Administration link is circled.
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Figure 2: Research Administration Login screen.

The Login box, the radio button for Research Administration, and the Login button are circled.

2. Inthe Login section (Figure 2), enter the following in the boxes for:
e Last Name
e NSF ID (your National Science Foundation Identification number)
e Password



3. Click the radio button for Research Administration (Figure 2).
4. Click the Login button (Figure 2). The Research Administration screen displays (Figure 3), with the listing of
functions for which you have permissions.

5. Click on a function link Figure 3) to go to that function in Research Administration:
e Notifications and Requests

12
':E“E [BTTA research Administration | <ous »
Yev

NSF Home: | News | Site Map | GPG | AAG | Contact Us | FastLane Help

change Password | Logout

Quick Links

¥ Instructions for Research Administration
¥ Mew Organization Registration

¥ EDI Proposal Preparation

b Use of NSF ID

b FastLane Proposal Preparation and Submission Guide
(7.1M8 POF)

¥ Grant Proposal Guide

b Convert Files to PDF

Research Administration

jon for Utah State University

¥ Accounts Management

" Letters of Intent

" Proposals/Supplements/File Updates /Withdrawals.

" Award Documents

" Forwarded/Submitted Revised Budgets

| T

" Organizational Reports

" Project Reports - Disabled in FastLane. Log in to Research.gov

pr Functions
In Box

& /File Updates,

3 Forwarded/Submitted Revised Budgets

3 Notifications & Requests

- AOR Functions

[ Letters of Intent

Figure 3: Research Administration screen.

6. Access the Prepare a New Notification or Request screen (Figure 4)
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Figure 4: Prepare a New Notification or Request screen.



7. Onthe Prepare a New Notification or Request screen (Figure 5), click the radio button for Cost Sharing.
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Figure 5: Prepare a New Notification or Request screen. The radio button for Cost Sharing and the Prepare button are circled.

8. Click the Prepare button (Figure 5). The Notification for Award Cost Sharing screen displays (Figure 6).
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Figure 6: Notifications for Cost Sharing. The Save button is circled.
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In the Start Date box (Figure 6), type the start date for the reporting period (in mm/dd/yyyy format).
In the End Date box (Figure 6), type the start date for the reporting period (in mm/dd/yyyy format).
In the Cost Sharing Amount for the Reporting Period box (Figure 6),type the amount of cost sharing for this
reporting period (no dollar sign, no commas).
In the Cumulative Cost Sharing Amount Reported to Date (Figure 6), type the cumulative amount of cost
sharing for the award, including for this reporting period (no dollar sign, no commas).( Cumulative Cost Sharing
Amount reported to date= 'Cost sharing Amount for the reporting period' + 'Cumulative Cost Sharing Amount
Reported to Date'(Annual Cost Sharing History Table)
For Cost Sharing Notification Type (Figure 6), click the radio button for either of the following:
- Annual Cost Sharing Notification
- Final Cost Sharing Notification
In the Explanation box (Figure 6), type an explanation for the cost sharing.
Click the Save button (Figure 6). The View Notification for Cost Sharing screen displays (Figure 7). You have
these options:
e Modify the notification
e Submit the notification to NSF
e Delete the notification
e Cancel
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Figure 7: View Notifications for Cost Sharing.

Modify the Notification:
On the View Notification screen (Figure 7), click the Modify button. The Modify Notification screen displays
(Figure 8). After making the edits click the Save button
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Figure 8: View Notifications for Cost Sharing.

17. Submit the Notification to NSF
On the View Notification screen (Figure 7), click the Submit to NSF button. The Submit Notification for Award
screen displays (Figure 9).
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Figure 9: Submit Notification for Award: Cost Sharing.



18. Click on the Submit to NSF button .The Verify Signature Information Screen is displayed (Figure 10)
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Figure 10: Verify Signature Information Screen.

After the Authorizes Organization Representative clicks the Sign button (Figure 10). The Submitted screen displays
(Figure 11) the message that the notification has been submitted to NSF
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Figure 11: Submitted Screen.



19. Click Search Prepared by SPO List (Figure 11). The Notification displays on the Prepared by SPO tab
and Submitted to NSF tab Figure (12)
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Figure 12: Submitted to NSF Screen.
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