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proposalCENTRAL™

Prepare and Submit a Proposal.

If you need assistance, contact Customer Service by email at pcsupport@altum.com or by phone at 1-800-875-2562



Recommended Software

proposal CENTRAL Recommends Software for PDF Generators

Many of the grantmakers in proposal CENTRAL request or require that applicants submit their attachments as portable document format (.pdf).
Some of the benefits of using the PDF format are listed below:

1) The files are smaller than a comparable MS Word file with many images.

2) Files in PDF format don't have compatibility problems between versions that files in MS Word or other software formats might have.

3) The file is in a non-revisable format that ensures the person receiving or reviewing the file sees the file exactly as it was submitted.
In order to save your documents as PDFs, you will need to use PDF generator software. The National Endowment for Humanities website
(neh.gov) provides a list of PDF generators, available for both PCs and Macs, along with websites that will do the conversion for you. Many are
free or very low-cost.

Click the link below for a list of available PDF generators:

http://www.neh.gov/grants/grantsgov/pdf.html

Prepare and Submit a Proposal.
This tutorial will show you how to create and submit your Application.
In this tutorial you will:
» Go to Grant Opportunities and “Apply Now”
» Prepare your Application
» Download and Attach Files
>

Validate and Submit your Application



The proposalCENTRAL Menus

Once you have logged into proposal CENTRAL and completed your professional profile, you will view the main page with 4 menu tabs at
the top of page to navigate the main parts of the system. They include:

|. Manage Proposals l | Profassional Profile | | Institution Profile | lGrJnlC:ppm'lL.ﬁl‘_iOS
All Proposals In Progress Submitted Awarded Archived

» Manage Proposals
» Professional Profile
» Institution Profile
» Grant Opportunities
Under each tab is a blue color coded horizontal bar with menu items available for you to select.

Each of the tabs has different sub menus. The default tab is “Manage Proposals”. The default sub menu is “In Progress”. Once your proposal has
been submitted it will move to the “Submitted” sub menu section.

All Proposals — Lists all proposals from all menus.
In Progress — Lists only proposals that are being worked on and have not been submitted.

Submitted — Lists proposals that have been submitted and their critiques.

Awarded - Lists the results of submitted proposals.

Archived — Lists proposals that have been archived for storage.



You can create a proposal in two ways

Creating a Proposal

: the “Create New Proposal” button under the Manage Proposals tab; or, the Grant Opportunities

tab.
?L FAQ || Customer Service || Help || Logout
e proposalCENTRAL Do, Jon
Altum
[ Manage Proposals l | Professional Profile | | Institution Profile Grant Opportunities
All Proposals In Progress Submitied Awarded Archived

Create New Proposal

B B o [dentifier

Click Create New Proposal butten to select a grant program and start your grant application (includes letter of intent if reguired).

Title

Grant Maker

Program

Deadlines displayed in
U.5. Eastern Time

Investigator Status Due Date

You can filter the list of grants in the list so that you can see the grants from the foundation you are interested in.

All Opportunities

Total: 44 Opportunities

Grant Maker

Alisnce For Cancer Gene
Therapy

American Academy of
Ctolarynoolooy

American Academy of

LManag_;EProp_osals _| | Professional Profile | | Institution Profile | l GrantOpportunitlusﬁ]

Click Apply How to start your application {includes letter of intent if required).

Shiee A

Fitter List by Granthdaker

Shoeae A
|4

American Lung Association
Juvenile Diabetes Research Foundation
Paralyzed Veterans of America

Uriversity of California AIDE Resesrch Program
US Immunodeficiency Network

Cholaryngoloogy
American Academy of

AAFPRS Resident Research Grant

Cholarynogolooy

American Academy of
Cholarynogoloogy

American Academy of
Cholaryngology

American Acadetmny of

AAQ-HMSF Earleen Elkins Grant

AAQ-HMSFE Health Services Research Grart

ASO-HMEF Percy WMemotial Grant

Calarynogalodgy

American Acadetmy of
Calarynoalody

AAQ-HMSF Residert Research Grant

|

L1
Deadline

ME2005
1:59:39 P
N&2005
11:59:39 P
11&2005
11:559:59 PM
11&2005
11:59:59 PM
1M&2005
11:58:59 PM
1MG/2005
11:59:59 PM
1MG2005
11:59:59 PM

Proposal

Deadline
212352005
4:00:00 Pr
11852005
11:59:59 PM
1M 82005
11:59:59 PM
1M 82005
11:59:59 PM
1M 812005
11:59:59 PM
1M 82005
11:59:59 PM
1M 82005
11:59:59 PM
1M 82005
11:59:59 PM

Contact
Information

Contacts Documgnt  Apply
Ploay
Contacts Document Apply
Ploay
Cortacts Documert Apply
Ploay
Cortacts Documenrt Apply
Py
Cortacts Document Apply
Ploay
Cortacts Documert Apply
Py
Cortacts Docutmert Apply
[ty
Cortacts Documert Apply
[

/

e Apply —Click on the Apply

Now link to create a proposal

. Grant Maker — Links to the

foundation web page

. Programs — Opens a copy of

the Policies and Procedures for
applying (or links to grant-
maker’s website for information
about the program)

. Deadlines — The date the LOI

or Proposal must be submitted

. Contact Information — Opens

an email to the appropriate
contact for the grant-maker.

. FAQ — Answers to many

questions provided by the
foundations.




Naming your Proposal

Each grant program may be configured differently, i.e., different data requirements and different application
sections. The following examples are intended to illustrate the steps to completing an application. Be sure to
click “SAVE” regularly.

Proposal To: American Cancer Society

Fostdoctoral Fellowshio

1
2)

3
4
3

g
7

8)
)]

Proposal Sections
Click name belovy to go to

that section.

Title Page

Diowynilcad Templates &
Irztructions

EpplicantPl
Instiution & Contacts
Project Abstracts &
Coding

Azzurances &
Cerifications
Proposal Marrative
Pl Bata Sheet
“alidate

10) Frint the Cover Pages

Support Links

Grantmaker Wisbsite
Program Guidelines
Emmnail to Program Admin

(

Enter a title for your application, then press Save.

Progs Noxt to save any changes and go to the next proposal section.

' Project Title

Responding to -
Request for
Application?

Resubmission?

! IN.;, vl Have you submitted this

Inztructions

rter a title here, then p

' RFA
Title:

Mo =

proposal to ACS for funding
consideration befare?

' Total Amount I
Requested

' Start Date |— Erter start date of the project (mmiddisyyy)

CEha pate I Enter end date of the project (mmiddiyyyy)

=

Erter tatal budget regu

Fields with a red asterisk

are required.
N—

75 characters
mEximum.

FIRST — Enter a Project Title and click SAVE.
This creates your application and stores it under
your Manage Proposals tab, and allows you to
navigate the other sections of the application.
(You can edit this any time until you submit.)

_



You can “Save” your application at any time.

Working with your Proposal

Later, when you log back in, you can find and edit your application from the “Manage Proposals” tab.

Just click on the “Edit” link to open the application that you saved.

@

FAQ || Customer Service || Help || Logout

Del @ 150299 Enter a title here, then press Save.

proposalCENTRAL Doe, John
Altum
( Manage s w | Pr | Profile | [ Institution Profile ] [ Grant Opportunities
All Proposals In Progress Submitted Awarded Archived
. o . . L Deadlines displayed in
Create New Proposal Click Create New Proposal button to select a grant program and start your grant application (includes letter of intent if required). n
U.5. Eastern Time
Delete 2 Identifier Title Grant Maker Program Investigator Status Due Date
Alliance for Lupus Research Target Identification in Lupus (Renewal Proposals Only) Doe, John In Progress  7/30/2009 5:00:00 PM




Working with your Proposal

Click “Next” to go to the next section of the proposal (available at the top and bottom of the screen). Or, go
directly to another section by clicking on the link to the section using the menu on the left hand side of the

screen.

Proposal Sections
Click name below to go ta
that section.

131 Title Page

21 Dowvnload Templates &
Instructions

31 Enable Gther Users To
Access This Proposal

4) Applicant/Pl

51 Institution & Cortacts

B} Project SAbstracts &
Coding

71 Assurances &
Certifications

3) Proposal Marrstive

9) PlDsta Sheet

107 Malidate

117 Print the Cover Pages

12 Sulaimtt

Support Links
Grartmaker VWehsite

Program Guidelines
Email to Program Adimin

==Previou:: W

(=

Person who initially creates the LOI or proposal is pre-loaded as the Pl Contact information
from PI's profile shown below. To update profile, click Edit Profile. To change Pl, select from

list and click Intton to confirm selection.

Applicant/P1

Principal r
Kiisestigator ISmrth, John - Research and Management Systems, Inc. ;I
Click this button to Confirm Pl Selection |
Edit Prafessionsl Profile |
Pl Hame:

Prefix Mr *First John  Middle M

' Degree{s) MOUS
' Position/Title Director
Institution Research and Management Systems, Inc.
Division Customer Service
' Department Customer Service

Address: * 20410 Century Blvde
Street
* City Germantown
* E- supporti@ramscompany .cam
Mail
Phone:

''Work: 301-916-4257  AlWork:

Pager: Mobile:

* Last Smith

Suffix

State Province MD

* Zip/Postal 20374
Code

* Country United States
(LS. citizens or non-U.S.
citizens
with Permanent Resident
status only.)

Fane: 301-916-7024

Home:

L e

nstructions specific to each
section of the application are
available on most pages.




Templates and Instructions

Templates and instructions for their use are provided for you to download. It is recommended that you read the instructions before
downloading the templates. You will normally need a PDF reader to read the instructions.

Proposal Sections

Click name below to go to
that zection. m M

11 Title Page
2) Download i i
) Templates & Download Template Type Description ?:;e ;Iilfe

Instructions q 5 ] "

T : General Instructions for Using Template/&szembling
3) Ensble Other Users to Diowynload Propozal Marrative Applicatian PDF 141346

Locees s Pragose| Dowvnload  Proposal Marr Instructions for Propozal Marrative PDF 94523
4) ApplicantP| Download  Proposal Marrative Do 38400
Sl 4ooviae Dowenload  Biosketch Instructions for BN .
B i Download Binsketch Template for Biosketch Download each template to a location on your computer.
2 2—“—;;?5:222 Ehliihih el e Sample Biosketch You can complete these and then upload them back into

Dowwnload  Budget & Justification Instructions for Bucdget & Justification

8) Proposal Marrative and
Cther Attachments

9) Pl Data Sheet

100 Yalidate Dowwnload Facilties & Resources Template for Facilties & Resources Do F3280
11) Prirt Signature Page(s) Dowwnload  Key Personnel Instructions for Key Personnel PDF Jar20
12) Submit Dowwnload  Hey Personnel Template for Key Personnel Do 35540
- Dowenload  Cther Support Instructions for Cther Support PDF 69304
Support Links
Grantmaker Website Dowvnload  Cther Support Template for Cther Support DoC 33280
P 5 . i .y ’
Prl?gr'am Guidelines : Download Conzuttant’Co-Investigator Instrgctlons for Consultant/Co-Investigator Letters (If POF 70078
Ermnail to Program Admin = Lefters Applicable)
Download ConsuttantiCo-Investigatar Template for Consutant/Co-Investigator Letters (If oo 9768
= Letters Applicable)
Mary of the grartmakers in proposalCENTRAL request or require that applicants submit their attachments as portable document
format [ pdf). Using PDFz allows you to preserve the formstting of your document. In order to save your documents as POFs, you
il need to use PDF generator software. The Mational Endovwment for Humanities website (neh.gov) provides a sampling of PDF
generators, available for bath PCs and Macs, along with websites that will dothe conversion for you. WMany are free or very [owe-
cost.  Click here for & list of PDF generstors.

Dovnlozd
Dovnilozd

Budget & Justification
Facilties & Resources

the application when you are ready. Please note that

T late for Budget & Justificsti . . .
v ] most uploaded files will need to be in PDF format.

Inztructions for Faciities & Resources

The example provided above shows a list of files with their instructions. Some foundations
will provide more or less files than in this example. The instructions provide guidelines for
each template on how it should be formatted and what restrictions, if any, apply.




Enabling Other Users to Access your Proposal

At times you may want to give access to other people such as collaborators, assistants or grant and contracts
staff to your proposal.

Proposal Sections Access Permissions

Click name below to go to m M
that section.
1) Title Pacge Hints & Tips for Access Permissions: Click to ShowHide
21 Download Templates & This screen allows you to give other users access to your grant application. YWhen you give a person access to your grant

/m-\ application, you can give them one of three levels of permissions. These include:
/3] Enable Other Users

to Access this ) & iew (Yiew only. Cannot change any details )
Proposal » Edit (Can view and change information in the grant application. Cannot Submit or vievy this Access Permission screen)
4] APPiS *  Administrator (Can views, edit and submit the application. Can give access rights to cthers)

51 Institution & Contacts

: Steps to Give Another Perzon Access to Your Grant 2pplication:
61 Project Abstracts and

=i 1. Make sure each person is registered. To grant access to another person, that person must be registered a5 & "uset" in
7 w the proposalCENTRAL =ystem. If they are not registered, direct them to register the zame weay that you did. They do not

b= need to completely fill out their Professional Profile - only the required fields of first and last name.
8) Proposal Marretive 2. Enter the "userid" of the person you wish to give access tain the "User IDVE-Mail" field of the "Proposal Sccess User
91 PlDsts Sheet Selector” section at the bottom of the screen then click the "Find User" button. The person will nowy be added to the list st
10) Walidkte the top of the page of users who have access to your application. The default access permission is "View "

T 3. Finally, select the permissions level for the person you have just added - Viewe, Edit, or Adminiztrator - then click the
11 Brirt the Cover Pages "Accept Changes" button.
12) Submit

Support Links Mote: This process only gives access to your application, access to your Professional Profile must be done separstely from
Grantmaker Wehsite within the Professional Profile.

Program Guidelines
Etniail to Prodgram Admin

Proposal Access Rights

Del Role Hame E-Mail Permissions Approval Section References
Principle Investigator John, Smith jsmith@ramscompany .com I.i\.dminisdrator vl I I~

Enter a UserID or Email Address of the person you want to
give access to here and click on the “Find User” button.
This person must already be a registered user.

Accept Changes |

Proposal Access User Selector

User Selector  yger IDE- Enter the E-bail address or User ID of the User and press the

Mail button to select.
Find User |

~—_




Enabling Other Users to Access your Proposal

Now you can assign the level of “access” for this individual. There are 3 levels of permissions: view, edit and
administrator. See below for descriptions of each level of permission.

Proposal Access Rights

Del Role Hame E-Mail Permissions Approval Section References
Dl IPrincipaI Investigatar John, Smith - jsmithig@ramscompany .cam IAdministratDr vI v ¥
Dzl IAdminis’tratu:ur Tesler, Jerry jerryteslergtraining.org A dminiztrator vI N O

Accept Changes NN G

View — means that the person can only view the information in the proposal.
Edit — means that the person can view and change the details in the proposal but cannot submit.
Administrator — means that the person can view, edit, and submit the proposal on the applicant’s behalf.

Once you have decided which of the access levels to assign to the person you are giving access, click on the “Accept Changes” button.

10



Changing the Applicant/PI Details

Proposal Sections
Click name below to go to

that section.
1) Title Page
2} Download Templates &
Inztructions
3} Enable Other Users to
Access thiz Proposal

4} Applicant
Information

5} MNominating Schoeol and
Contacts

§) =chool Information

7} Training Plan and Other
Attachments

2) Applicant
Demographics

9} Validate

10} Print Cover/Signature
Pages

11} Submit

Support Links
Grantmaker Website

Program Guidelines
Email te Pregram Admin

Application FAQ=

Proposal ldentifiers
Proposal ID: 160337

Temoleime Bl 153

Applicant Information

[sove [ ] crevos EXIE

Person who initially creates the proposal is pre-loaded as the Primary Contact or Applicant. The nominated
teacher should be the primary contact. Contact information from Primary Contact's profile is shown below. To

update profile, click Edit Professional Profile. To change Primary Contact, select from list and click button to

confirm selection. Click the red ‘Instructions' button for more detailed information.

Applicant/Program Director ID::I&, John - Mo Institution A'-fﬂilﬂblf.‘;l

Edit Professional Profile

Hai

Prefix * First John * Last Doe  Suffix

* Pl Ingtitution No Institution Available

Highest Degree(s)
Other Degree(s)

Click the “Edit Professional Profile” button to
make any changes to the Professional Profile.

* Position/Title

* Department
Address: MailStop
* Street N/A
*City M/A State/Province MN/A * NIA
Zip/Postal
Code
*E-Mail jehn.deoe@example.com *Country United States
Phone: . work: Lab or Alt Work: * Fax:
Pager: Mobile: Home:

11




Changing the Applicant/PI Details

Profile Hints & Tips: Click to Show/Hide

Contents of Pr

JOHN, SMITH

Click on the “Return to LOI/Proposal” link
to move back to your application.

Returnto LI f Proposal

Be sure¥agave changes to the profile beforers

Profile
Click folders balow to
navigate to other pars of the
profile

17 Institution & Aol
Contact Info

2 Research Interests

3) Perzonal Data for
Applications

4) Biosketch ddl

5] Change passwword or
accourt information

6] Enable athers to access
your profile

Default Contact Information (ABC Training Institute)

N i
e Preﬁx:l

Sufﬁx:l

* First: [Smith Middle: | * Last: [John

Search and Select Institution

Search I

Search |Enter part of Institution name then click Search button. Results of the
search will be available in the drop-down list below.

Select [LEC Training Institute =] Creste new Instution

Degrees: [joUs

=]
=

Title: IDirector

Division: |

Department: |Research

12



Entering your Institution Details

The top section of the Institution and Contacts page will populate based on the information setup in your Institution Profile.

Proposal Sections
Click name below to go to

that section.

1} Title Page

2} Downlead Templates &
Ingtructions

3) Enable Other Users to
Access this Propozal

Applicant/Pl

Institution &
Contacts

6) Letters of Reference
7} Abstract
&) Budget Summary

9} Organization
Azsurances

10} Besearch Plan &
Supporting Documents

11} Pl Data Sheet
12) Validate

13) Print Face Pages
14} Submit

4)

Support Links
Grantmaker Webzgite

Program Guidelines
Email to Program Admin

Application FAQs

Institution & Contacts

Cancel @
Instructions

Click this button to Change the Lead Institution

(o o | oo | x|

Pl's institution is pre-loaded as Lead Institution. To change, select from list below or Search all
registered institutions. Prezs button to confirm selection. Click Edit Profile button to change:
institution information.

Change Lead Institution
Altum

Altum
Address Change Institution I
* Street 20410 Century Blvd. MNote: Changing institution will delets_currenthy
Suite 220 displayed contacts.
* City Germantown
?’tﬁtemrw'“ce WD You can search for and change the institution using the
ZipiPostal Code 20878 fields to the right of the page. Note: you will have to
Country United States select this again if you created your application before
cCC . . . . . . .
Phone 301-816-4557 selecting an institution profile in your professional
Fax

profile.

If required institution information is missing or appears to be incorrect, please contact the following Administrator(s) of this
Profile. The Administrator will make the necessary updates to the Profile.

|Phone
|703-964-5863

|Administratar |Email

|brﬂd.muur&@_ﬂrtum.cum

e

|r.1|:||:|r&, Bradley

The “Administrator’ of the Institution Profile you selected is
displayed along with their contact information.

13




Working with Contacts

officials supplied with the institution's profile and click the

The table below lists requested contacts (* indicates required contact). Select from the list of

Enter email address I
*Signing Official

Select from list of Institution Dfﬁl:iﬂlsj \
Institution contacts names from the Institution Profile will

Confirm email address I

@D

Select from list of Institution Dfﬁcials;l OR

Enter email address I
*Cponsor

display in the drop-down list for each row in the ‘Contacts table.
Details may appear differently dependent upon various
proposal requirements. Use the drop down arrow next to the
“Signing Official” to select from the list. Once the Official is
select we will click on the red “Add” button to the right of the

selected official. /

Confirm email address I

N

Required contacts, e.g., Signing Official, Financial Officer, etc., are noted with
an asterisk. Information for other signatories, e.g., Department Head, Mentor,
etc., may be added by clicking on the blue ‘Enter Contact Information’ link.

Note that the entry can be edited or removed.

14



Working with Abstracts and Keywords

Proposal Sections
Click name below tagoto
that section.

11 Title Page

2] Dowvnlosd Templates &
Instructions

3) Enable Cther Users To
Access This Proposal

4] Applicant/Fl

5] Institution & Cortacts

6] Project Abstracts &
Coding

71 Assurances &
Cerifications

) Proposal Marrative

9] PlData Sheet

100 Yalidate

117 Print the Cover Pages

12) Subimit

Support Links
Grantmaker Website

Prooram Guidelines
Email to Program Admin

Project Abstracts & Coding

Please provide a General Audience Summary below (< 3,000 characters. Text only. Ho special characters or

formatting. See instructions for details.).
Attach the Techaical Abstract as & file at the bottom of this page.

' General
Audience
Summary

Click m kefore completing the sections below.

Please select one or more research areas that are applicable to this project.

* Research Areas

AIDS and Cancer

Aging

Alkylating Agents
AngiogenesizTumarPathiophysiology
Artifolates

Artimitotic Agents

Antizense Oligonuclectides

Artiviral Therapy LI

Selected Research Ar

\

HINT: Cut and paste the text from your word processor so
you can check the spelling first.

Add a text-only version of the abstract.

HINT: Check that Greek symbols have been spelled out
correctly.

HINT: If your abstract exceeds the specified limit, the text

will be truncated.

Select a keyword from the list on the left.

Then click >> to add it to the selected keywords on
the right.

15



Working with Abstracts and Keywords

Please =select one or more priority areas that are applicable to this project.Then provide a % weighting indicating the
relative emphasis of the project for all selected priority areas.

* Priority Areas Selected % of
1 2-Resources and Infrastructure Related to Biology - '::Z;? Project
21-Exogenous Factors
2 2-Endogenous Factors Del 1.1-Cancer 100
2.3-rteractions of Genes ancior Genetic Polymorphizms swith Exogenous andfor Endogenous Factors R?Ht‘?d
2 4-Resources and Infrastructure Related to Etiology Biology
3.1-Intervertions to Prevent Cancer: Personal Behaviors that Affect Cancer Risk
3.2-Mutritional Science in Cancer Prevention
3.3-Chemoprewention j TOTAL a0

Please select any organ site applicable to this project. For each selection, provide a relative weighting (total must
equal 100% or 0%).

Organ Sites Selected Organ Sites % of Project
Adrenal 3 Del Blood I =0
Anus

Bladder Dl Bore I—25
Brain

¥
Breast ;! | Del Bone marrow I_25

You can remove selected TOTAL 100

items by clicking on the
“Del” link for the item.

Instructions

16

The % of project of the areas
must total 100%. Click on the
“Save Weighting” button to
recalculate the total %.




Assurances and Certifications

Proposal Sections
Click natme below to go to
that section.

Title Pace

Dowvnload Templates &
Instructions

Enahle Cther Users To
Access This Proposal
Applicant Pl

51 Institution & Cortacts

61 Project &bstracts and

71 Assurances & N
Certifications
|

1
2]

3

4]

Human Subjects

Does the
proposed project
involve Human
Subjects?

Human &1
Subjects 01

Assurances & Certifications

' ¥, If Yes, Status of i, d Approved or I (mmicdiyyyy)
o ves IRE Approval PR Pending Date
= Mo i~ Pending
s Ereigh If the “Pending Date” is not known,
o Not it is qkay to enter the next
Applicable anticipated approved date or N/A.

234- Thiz assavance pumber canhot be entered on this screeh — J Wil appedr ohly iF propefiy entered
In the institution profile (for the institation voo selected in the institution section of the proposal).
X no assurance number appears here, please contact vour institution's grants and contacts

) Pl Data Sheet Assurance
10} Yalidate Humber
11} Print the Cover Pages
12) Subimit
Support Links Vertebrate Animals
Grantimaker Website Ubuafiail

Program Guidelines
Email to Program Admin

proposed project
involve Vertebrate
Animals?

Assurance
Humber

\

ﬂ he Assurance

numbers flow

Animal Welfare PWA00001234 This gssarance number cannot be entered on this screen — It will gopear only ¥ properly

affice to have therm add the assarance nambers to the institution prafile. If you heed assistance,
contact proposdiCENTRAL customer support.

¢ Yes If Yes, status of ¢ Approved Approved orI Cmmicdiyeyey)
IACUC approwval Pending Date
~ Mo ¢~ Pending
¢~ Mot
Applicable

entered in the institution prafile (far the inshitution you selected in the institution section of
the proposaf). If ho Jssarance pimber appears here, please contact vour institution’s
orants and contacts office to have thern add the assavance nombers to the Institotion
proifile. ifvou need gssistance, contact proposalCENTRAL customer supoort.

mal species

automatically from the
Institution Profile. If
the numbers are not
present, the system
will ask you to contact
your grants and

;i It wertebrate animalz will be used, please list all
species, separated by commas.

[ /|

Assurances & Certifications

Qontracts office.

17



Uploading the Completed Templates

Proposal Sections
Click name below to go ta
that section.
Title Page

Download Templates &
Inztructions

1
2)

31 Ensble Cther Lzers o
Access this Proposal
ApplicartP|

Inztitution & Cortacts

Abstract

Oroganiz ation

4)
3)
B)
7

i 8] Proposal Harrative

and Other
Attachments

~0_ Pl Data Sheet —
107 W alidate

117 Print Signature Page(s)
12 Submit

Support Links
Grantmaker Wehsite
Program Guidelines

Ernail o Program & dmin

Download all templates and instructions files located at the bottom portion of this page. Once you have
completed each template, click the Browse button in the section directly below, and select the file to attach.

[Please Provide a meaningful

Describe Attachment: IProposaI Marrative description for this attachment) _—

* Select Appropriate
Attachment Type:

* Select File From Your
Computer to attach:

IPerosaI Marrative ﬂ Allowable File 1

IC: DataProposal CentralProposzaliarrative pdf

Supply your own description of the
attached file. Make certain the

proper Attachment Type is selected

"

m

Browse for the file you wish to load.

Upload Attachment

)

Current list of uploaded attachments are listed in the table below:

Att. Type Ext. Date

Mo attachments currently uploaded.

Del

Desc. Size Show

Required attachments that have not been uploaded are listed in the table below:

Max.File Size

=

The path will appear in the window
next to the “Browse” button.

_

/

Click the “Upload Attachment” button to
send the file from your computer to

your proposal in proposal CENTRAL.

_

-

Allowable File Types Att. Type in KB
PDF Biosketch I,
PDF Budget & Justification I,
PDF Facilties & Resources ML,
PDF Hey Perzonnel Iia,
PDF Cther Support ML,
POF Proposal Marrative i,

Download available templates:

Download Template Type Description i::;e ;Iilzee
Downlosd Propasal Marrative i;;ﬁ;:}lﬂ!;ﬂ:ﬂucﬂons for Using Template/Assembling FOF 141346
Dowwnload  Proposal Marrative Instructions for Proposal Marrstive POF 94523
Download Proposal Marrative Template for Proposal Marrative D 35400
Dowwnload  Biosketch Instructions for Biosketch POF 87724
Download Biosketch Template for Biosketch D 37376
Dowvnload  Biosketch Sample Biozketch DnC 53248
Download Budget & Justification Instructions for Budget & Justification PDF 105634
Dowvnload Budget & Justification Template for Budget & Justification D ESS536
Dowrload Facilties & Resources Instructions for Facilties & Resources FOF 52025
Download Facilities & Resources Template for Facilties & Resources D 33280
Dowwnload  Key Personnel Instructions for Key Personnel POF TaT20
Download ey Perzonnel Template for Key Personnel D 35540

Optional attachments do not show in this
list, but an additional option may appear in
the Attachment Type dropdown list.

-y
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Uploading Attachments

As with the abstract, a note appears at the top of the screen to let you know that the file was loaded successfully.

(Hote: File Uploaded Successfully 5

Proposal To: Alliance for Lupus Research TargMﬁc.Tﬂon T LOpE (Renewa! Froposals Only)
Title (Applicant). Tutorial Application (John, Smith)

Proposal Sections In this example we are
Click name belovy to go to i
ESZNED | | loading the Proposa
11 Title Page Narrative. The file moves
21 Download Templates & | | pawnload all templates and instructions files located at the bottom portion of this page. Once you have from the middle portion of
Instructions completed each template, click the Browse button in the section directly below, and select the file to attach. the “Current List of
3) Enable Cther Users to
Access this Propogal Describe Attachment: I (Pleaze Provide & meaningful Uploaded Attachments” to
4 ApplicartFl ) description for this attachment) ShOW that the file was
%) Institution & Contact * Select Appropriate
E; W Attachment Type: I Select Une j Allowable File Type: I successfully loaded.
i * Select File From Your
71 OQrganization Browse... |
/Aaeumm\ Computer to atachs | B Repeat the process for the
7 -
8] Przn&:al Harrative other completed template
an er . .
\W meer e o e files. Eventually all the files
) from section 3 will be
107 Yalidste

P Current list of uploaded attachments are listed in the table below: loaded to section 2.
117 Print Signature Pagels]

123 Submit W Desc. Ext. Size Date
- (( Proposal Marrative Propozal Marrative PDF 21510 152712005 Del Shioty
Support Links \Dn—l—me
Grartimaker Wishsite Required attachments that have not been upload T the talle below:

Procratn Guidelines

Emmal to Program Admin Allowable File Types Att. Type ::a;éﬁle SiZg
FOF Biosketch Ti2,
FOF Budget & Justification T2,
FOF Facities & Resources [HEES
POF Wey Perzonnel [N
POF Cther Support [N
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Working with the PI Data Sheet

The Pl Data Sheet is a special section of the application for sensitive information about the Pl that won’t be shown to reviewers. This
information is for internal use by the grant-maker.

1
2)

3
4)
=)
)]

7

8]
9

11

Proposal Sections

Click name below to go to

that zection.

Title Page

Dovvnload Templstes &
Instructions

Enable Cther Lizers o
Access this Proposal
ApplicantP|

Institution & Contacts
Project Abstracts and
Coding

Assurances &
Cettifications
Proposzal Marrative

Pl Data Sheet

100 Walidate

3 Print the Cover Pages

127 Submit

Support Links
Grantmaker Website
Program Guidelines

Etnail ta Program Sdmin

Pl Demographics and private information

/ Most of the information in the PI Data\

Edit Professional Profile |

Birth Info: [ pog | city [ county [state| Country
|12f12f1954 |Germantnwn |M0ntgnmery |MD |United States

Hometown | City |Zip.-PostaI Code| County [State| Country

|Germant0wn |2DEE?4 [Montgomery (WD |United States

Gender: Male
Race: Mot Provided

Citizenship * Status Not Provided
(U.S. citizens or non-U.S. citizens

with Permanent Resident status only.)

* SSN /A ﬁ your country does not have a

Social Security Number, leave
the field entry with “N/A”.

20

Sheet is copied from the Professional
Profile.

The “Edit Professional Profile” button is
available to edit the details in your
Professional Profile, if necessary. The
click the ‘Return to LOI/Proposal’ button

to return to the proposal. /

Some fields that contain private or
sensitive information have the option of
being left as “Not Provided”.




Validating your Proposal

The Validate section checks if all of the required fields are completed and all of the required files are uploaded.
Clicking the “Validate” button generates a report showing that information is missing.

Proposal Sections Validate Proposal

Click name belovy to go to
thet section. | <cprevious [ ve
11 Title Page

21 Download Templates &
Instructions

Click the "Validate® button below to check for any missing REQUIRED information or files. All missing
required information will be listed on the screen. Please correct any missing information before
3) Ensable Other Users to proceeding to the next step.
Access this Proposal
4} Applicant/Fl
5)  Institution & Cortacts
6] Project Abstracts and
Coding
7] Assurances &
Cedifications
581 Proposal Marrative
9 PlData Sheet
<: 107 Validate
117 Print the Cover Pages
121 Submit

Support Links
Grantmaker Vehsite
Brogram Guidelines

Email to Program &dmin
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Validating your Proposal

As an example, the “Total amount requested” in the Title Page, a required field, was left blank on purpose.

Proposal: Tuterial Application

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.
Title Paqge Errors:

< An entry in Total Amou QUBQMCK a section heading to access and

Proposal To: American Cancer Society  Postdoctoral Feliowship enter the missing information.
Title (Applicant): Tetorial Application (John, Smith)

Proposal Sections Validate Proposal

Click name below to go to w w M

that section.
11 Title Page

Click the "Validate® button below to check for any missing REGUIRED infoermation or files, All missing
required information will be listed on the screen. Please correct any missing information hefore

2 Download Templates &
Instructions

3) Enable Other Users to proceeding to the next step.
Access this Proposal

41 ApplicartPl

51 Institution & Contacts

B}l Project Abstracts and
Coding

71 Azsurances &
Centifications

81 Proposal Marrative

9) Pl Cata Sheet

10) Validate

117 Print the Cover Pages

12) Submit

Support Links
Grantmaker Website

Program Guidelines
Etnail to Procram Admin
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Validating your Proposal

Enter the required data and click “Validate” again.

Proposal Sections Title Page
Click name below to go to
that section.  save Jrrit | e |
1) Title Page

[ " R
2 :Z)ztwngad Sasmss Enter a title for your application, then press Save.
LU Progs Noxt to save ary ciianges and qo to the rext proposal section.

3 Enable Other Users to i g 5
Access this Proposal Project Title
4] ApplicartPl

) Institution & Contacts Responding to -
) Request for Ll RFA frusa,

[Tutorial &pplication

Coding
7] Assurances & o
Certifications Resubmission? |N° 'I Have you submitted this * Prior
&) Proposal Marrative proposal to ACS for funding application

IN."A

7S characters
TR LT .

If yes, pleaze enter the title of the RFA. If Mo,
Project A S Title: it M.
E) Project Abstracts and Application?

If yes, application
number of previous

: : o e
T Pl Dota She consideration before? number rit;i\:n\mlssmn. If Mo, put
< 10) Walidate . '
U : ot Pades Total An;:::::l |$1 3,000 Erter total budget requested for the project ($nn,nnn,nnn).
12) Submit '
) Start Date |—1 s | Enter start dete of the project (mmiddiyry)
Support Links
Grantmaker Website " End Date I— Enter end cate of the project (mmiddiyyyy)
Program Guidelines 12/01/2008
Email to Prodgram &dmin
Title Page
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Validating your Proposal

The proposal is now ready to submit. Entries are present for all required fields and all required files have been

uploaded.
Proposal: Tutorial Application
has been validated and is ready to submit.

Proposal To: American Cancer Society  Postdoctoral Fellowshin
Title (Applicant): Tutorial Application (John, Smith)

Proposal Sections Validate Proposal
Click name below to goto
that section.

11 Title Page

21 Download Templates &
Instructions

Click the "Validate® button below to check for any missing REQUIRED information or files. All missing
required information will be listed on the screen. Please correct any missing information hefore
3] Enghle Other Users to proceeding to the next step.
Access thiz Proposal

41 Applicard/Pl
51 Institution & Contacts

6) Project Abstracts and
Conling

71 Assurances &
Cetifications

81 Proposzal Marrative

9) Pl Data Sheet

10) Validate

11 Prirt the Cover Pages

12) Sulamit

Support Links
Grantmaker Website

Program Guidelines
Etmail to Procram &dmin
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Printing the Cover/Signature Pages

Once you have completed all the proposal sections and validated the required data, you can print the signature
page for your proposal. Refer to the program guidelines for the appropriate procedures. (Note: You can print the
signature page if you are missing attachments.)

Proposal Sections
Click name below to go to
that section.

1) Title Page

2} Download Templates &
Instructicns

3) Enable Other Users to
Access this Proposal

4) Applicant’'Pl

5) Instiution & Contacts

8) Letiers of
Becommendation

T} General Audience
Summary & Project
Coding

8) As=ssurances &
Certifications

5} Application Sections

10} Pl Data Sheet

11} Walidate

12) Print Signature
Pages

13) Submit

Support Links
Grantmaker Website

Program Guidelines
Email to Program Admin

Proposal ldentifiers
Propos=al ID: 160336

Tracking Mumber:
Unassigned

Print Signature Pages

After you complete all the propesal sections, click cne of the Print buttons below to open and print the
cover/signature pages and application files. Before printing, please use the ‘Validale' option (in the gray

ify that you have entered all the required information.
Print Signature Pages

tton to print just i Click thiz button to print the signature pages plus attached PDOF files.
pages. Clicking the print button will open (Excludes non-PDF files). Follow the program guidelines for any
the cover/zignature pages in PDF format. additional reguirements for printing and submitting any other proposal
Crata that you entered in the other information in the hard-copy submizsion.

=zections of the proposal are

automatically included in the

cover/signature pages. If information is

mizsing in the cover/zignature pages, it

could be because you have not entered

the information in one of the proposal

=sections OR the information is not

required for this grant program.

Print Signature Pages and Attached PDF Files

“ou must have the FREE Adobe Acrobat Reader installed to view either of the above options.
Attention Apple/Mac users: The default Apple PDF vieweer will not wwork properhy.
Download the latest wersion of the Acrobat Reader from Adobe at

hitp:/www . adobe. com/products/acrobatireadermain. htmil
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Submitting your Proposal

Now that everything has been completed, you will need to submit your application. Click on the submit link
number 12, and then the submit button. You will get an email with a confirmation of the submission.

Proposal Sections Submiit Proposal
Click name below to goto
that section.

131 Title Page

21 Dowenload Templates &
Instructions

To submit your proposal, please click the ‘Submit’ button below. You will be unable to submit if you
have not provided all the required information. Any missing information will be listed on the screen. if
3) Enable Other Lissrs to your submission is successful, you will receive a confirmation message on the screen and a

fceess this Proposal confirmation email will be sent to the applicant.

4 ApplicantiPl

5) [nstitution & Contacts m

Bl Project Abstracts and
Coling

7] Assurances &
Cetifications

81 Proposal Marrative

9) Pl Data Sheet

100 Walidate

113 Print the Cover Pages
< 12) Submit

~support Links

Grantmaker Website

Program Guidelines
Email to Program Admin
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Submitting your Proposal

Once you have submitted you proposal a confirmation message will appear.

Proposal Sections
Click name below to go to
that section.

17 Title Page
21 Applicant/Pl
3 Institution & Cortacts

47 Project Abstracts and
Coding Hote: Your Proposal has been submitted. ou will receive a confirmation e-mail shortly. Your Proposal has been moved to the
5] Assurances & Submitted tak under Manage Proposals.
Cettifications
E) Proposal Marrstive
71 Pl Data Sheet Click here to close this window.

&) Print the Cover Pages

Support Links
Grantmaker Website
Progratm Guidelines

Etmzil to Procram Admin

Congratulations on submitting a proposal using proposal CENTRAL!!

If you need assistance, contact Customer Service by email at pcsupport@altum.com or by phone at 1-800-875-2562

(&

Altum
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