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Reqistering as a User on ProposalCentral (required to submit a LOI)

Creating a User Account

1) Go to: https://proposalcentral.altum.com/

2) Click the “Click here to Login, Register and Apply” link.

FAQ || Customer Service || Help || Login
(* proposal CENTRAL B
Altum Application System

proposalCENTRAL is an e-grantmaking website shared by many government, non-profit, and private grant-making
organizations. Over twenty thougand applicants and reviewers interact electronically with the grant-makers that are members
of proposalCENTRAL. proposa)CENTRAL is now part of the family of e-grantmaking solutions provided by Alturn,_Inc

.Appllcanls: Click I?gre to Login, Register and Apply - ins ifrem Th £ Hinher
{For grant opportunities, see below )

“Th k Stants Here" (2/21/2005) provides tips for first-time grant

i icials: Cl h | -
Grants/Contracts Officials: Click here to login writars
: " . “Words Worth Their Weight in Cash”™ (4/8/2005) offers suggestions for
Peer Review Committee Members: Click here to login - .
' crealing a persuasive namatne

3) Click “Click here” to create your own user account.

Home MHew Usar Registration
Welcome to proposalCENTRAL Application System

Mew to proposalCENTRAL? Click here to create your own user account.

Existing users login below.
You may login using your usend or

User ID or
E-mail Address: your registered e-mail address.
Password: For Password?

4) Create your own User ID and password and enter your first name, last name, and e-mail address. Also, you will
need to select a Challenge Question from the drop down menu and provide an answer. When you have entered all
of the information, you should read the Terms of Service and Acceptable Use Policy and check the boxes that you

agree. When you have finished, click the Save button.

*User 1D/ Login 1D: Piease enter a userid for this account
“First Name: Piease enter 8 first name
*Last Hame: Fiease enter a last name
Fiease provide a primary s.mail address for this account This s.mall address wil be used
for al correspondence cations from proposalCENTRAL and the particioating
n be used in ploce of the userid o login

“Emall:

t. Passwords must be & to 12 characters in

New Password: « character

“Conffirm Password:
» ion: B s Piease provide a challenge guestion and an an
(BT ERT YW TR AT R "Mother's maiden name 7" 1| varifcatisn by Customar Servica or f e ussr

“Answer:

rofie represents - agree to the Terms of Service and wil abide by the Acceptable Use

By checking the Boxes below, you represent that both you - and the persan wh
2 SaICENTRAL

[ 1 agree to the Terms of Service.

[ 1 agree to the Acceptable Use Policy.
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5) A note will appear indicating that the registration process is complete and an e-mail with your confirmation
number has been sent to the e-mail address you listed.
Please Note: Your registration process is coemplate. An E-Mai has bean sent io fomharr pie com The E-Mal containg & Confirmation Numbar. For first

time ogin ondy, obiain the Confirmation number, Retumn (0 this sfe, Login using the User D and Password you entered and enter the Confirmation

Humber whan régeesisd

6) Check your e-mail and retrieve the confirmation number you were sent. You will need this number ONLY for the
first time you log-in. When you have your confirmation number, return to: https://pcdemo.altum.com/Login.asp
and enter your User ID or e-mail address and your password and click the Login button.

Mew to proposalCENTRAL? Click here to create your own user account.

Existing users login below.

User ID or You may login using your userid or
E-mail Address: your registered e-mail address.
Password: Forgot Password?

7) Enter the confirmation number you were sent and click the Submit Confirmation Number button. If you have lost
your confirmation number, click the “Resend Confirmation Number to X link and it will be resent to you.

Confirmation Number:

I Subrmit Confirmation Mumber ]

R n firmati Humber 1o tomhar Eample.com

Completing Your Account Profile

Note — At this stage you are not required to complete all of the information below. However, all of the information added
as part of your profile will automatically be pulled into all LOIs and all applications you start for all grantmakers that use
proposalCentral. If any grantmaker requires this information to be completed in order to submit an application, you will
have to return to your profile and complete it. Therefore, the more complete your profile is at the beginning, the less
information you will have to add later when completing a LOI or full proposal. We suggest that, at a minimum, you
complete Section 1 Contact Information and select your institute/center (steps 1-4). Otherwise you can skip to the
section on how to complete a LOI.

1) You will need to select your Institute/Center. To do this click the “here” link at the top of the screen.

Manage Proposals | | Profossional Profile | | Instiwtion Profile | | Grant Opportunitie:
My Profile Qthar Profiles Agdprotie ' 1
Profile Hints & Tips: Chckio ShowHids
Contents of Professional You do not have any primary institution. Primary Institution is required, please click here to add a institution

Profile
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2) In the text box next to “Enter Institution search string” enter either NIH, your institute’s full name or abbreviation

and click the Display Results button.

Institution Search.
Pizase search and seiect applcabis ingiRution for your profie By using the search fiters provised. If you do not find your instifution in the search results, then pleass use the optien "Create new
msitaten” Buttan Create new institubon

&.g. If you are ssarching for “Universty of Calfomnia, Los Angeies”, then you can enter

Enter Institution search siring: Los Angeies” or you can sse UCLA, which s the abbreviation

Enter Institution City: Enter entire cty name or first few characiers
Select Institution State: Salect State L
Select Institution Country: Select Country W

3) A list of the NIH institutes/centers will appear. Select the appropriate one and click the Select button. Note
list below does not show all of the institutes/centers that are available, only a sample.

@] Rational insifute of Mental Heakh, NH NIMH Unizonfirmed
Q Hatignal nstitule of Neurclogical Diseases and Stroke, N NNDS Unconfirmed
@ Haticnal instiule of Nursing Research NEH HNR Unconfrmed
) Nabonal instfule on Agng, NH Ni& Unconfirmesd
t:_] Habonal instfule on Alcohod Abuse and Alcohoksm, HH NaAL Unconfirmed
O Natienal ingifute on Deafness and Other Communication Daordears, NH NIOCD Unconfirmed
l:_jl Hational instfuie on Drug Abuse, NH NIDA Unconfrmed
O Hatonal insituies of Heath, Natenal Cancer ingliuie, Pediainc Oncology Branch Uncenfirmed
& Naticnal Instiuies of Heath, NiH Confirmed

& NH - Hational insttutes of Heurclogical Dscrders and Stroke Confirmed

@ NH - Extramural Frograma: Office of Rare Deorders Unconfirmed

—The

4) Complete the information as shown and click the Save button when done. Note — You must click the Save button

before navigating to the next page or your information will not be saved.

Clig fzlzen calow 1z

i i e | = e
 seve |  hee |
1) Institution & Agg Institwtion: iational Heart Lung and Blood Institute, 1 el G il
Contact Info
P

1. ational Heart rimary Institution:
Lung and Blood - o
|nstitute, 1K Mote: The insttuton you have ssiecied has not besn Confirmed by your inatéution's grants office. Please have your grants office contact
NHLBI proposalCEN L Customer Support 81 800 875 2562 (Tol-free U.S, and Canada), +1 703 554 5240 (Direct Dial international) or by e-mad at
uzoerifatum com to have the instduben's profie Confirmed,
2) Degrees
3) Research intzrests
1. Ganaral interasts. Position Title:
4) Barsonal Data for PS8 proVISE your 1t at 1he INSEeuton &.g. Provost, Department Head, Vice Fresient
Spgrgaery Academic Rank:
5) Blogkeich . Pty .
& It ipcated at an academic insiution, please provide your Bcademic rank &.g. Full Prafessar, Assaciate Professer, Postdoctoral
Roaks g o access st
tudent
your profis
7} Account narmation Division:
Department:
Sub-Dept:
Address: Ml |
Stop:
Street:
T 1 ipPostal
City: State/Province: | W& b L C?d::.
Country: | Unied States b
Phane: i
Viork: Alt Vork: Pager:
FAX: Mobile: Home:
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5) Once the information has been saved, you can navigate to the next section by either clicking the Next>> button or
the link to the section in the gray box on the left of the screen.

1. Hat FEALy L g
Lung and Blood 2
Institute. HIH Hote: The ngiubon you have seecied has not been Confrmed by your nstiulon's Grants office. Peass have your grants office contact
NHLEI proposalCENTRAL Custemar Suppert a 800 875 2552 (Tol-free U.5. and Canada), =1 703 554 5840 (Drrect Dial iniernational) or by e-mad at
posyoporibatym com to have the instiution's profie Confirmead
Z) Dagrasy 4———
1) Ressarch injerests
1. General interagty Position Title: |Department Head
&) Perapnal Data for Fiease grovide your tite at the insttution &g Provost, Depariment Head, Wice Fresident
e Academic RENK: [Fus orofessor
5) BioSkeich ' -
& if located at an academic insttution, please provide your academc rank e.g. Full Professer, Associate Professor, Pesidocicral
Erabie oiferic scoess st
Student
Nour profig
T) Aggguni informgion Division: |Division of Lung Disease
Department:
Sub-Dept:
Address: Mail
Stop: |
Street L1z Center Drive
City: |Bethesda State/Province: | 1D w z""z‘""l 20874
L ode: =
Country: | Unfed States b
Phone: e T E— r |
Works | 301 444 5555 Alt Viork: Pager:
FAX: Muohile: Horme:

6) You can add Baccalaureate Degree(s) and Post Baccalaureate Degree(s) by clicking the Add New Degree button
and then typing the name of degree, institution and year and then click Add New Degree button again. In
addition, enter the highest and other degrees and click the Save button.

Nome: Hary. Tom  Emalli _tamhary@exampl com
X I

Highest php 1P H

Degree(s): List highest degree{s) separated by commas. Use Standard abbreviations eg. Ph D
MD.DVM. MPH

Other Degree [g 4

(s): List other degreeis) separated by commas. Use Standard abbreviations eg B5 BA
Ms

Baccalaureate Degree(s):

Degree Institution Year Of Degree

m E Chamatry Jehns Hopiine Universiy 18980
Post Baccalaureate Degree(s):

Degree Institution Year Of Degree

W ﬂ LPH Harvard School of Public Heakh 1882
m FrD Geargetown Universty 1388

Y I
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7) To get to the next section, click either the Next>> button or the link to the section in the gray box on the left of
the screen. In section 3 General Interests, if you want to add information regarding your research interests and
expertise, enter the information and click the Save button. Also, if you would like to select keywords that apply to
your research areas, double click on the words that apply and they will appear in the box on the right. Note — You
can use the letters above the keys words to jump to a different section of keywords, which are in alphabetical

order.
Click folden balow ic
e et - | oo ] e | =1
pezfile
Wary grant applcations request informatan about the research interests of appkcants
1) Contact 25 ARhough this mformation is not required to compiste your profie, providing this information will speed the appiication process.
LR et ) Describe major research interests and expertise
and Bloegd ngbiute,
i HHLB Lung dissass
) egraey
3) Research interests
1. General Interests
4) Beragoal Dots for
Apghcations
5) Bogkeich
€) Enable other io access
your profie
fiAccount iformeion Select keywords that apply: Selected keywords:
ABCDEFGHIJKLMHNOPQRSETUVWZ
Labar Economics | [Fone Diawase
Labaor Law
Labor Market & Unemployment
Labor Market, Women & Minonties
Labor Relations
Lactation
Laminar Flaw
Land Management
Land Pallution
Land Use Planning & Policy
Landing
Landing Aids
Landing Simulation
Landscape Architecture & Design = | Enter athe
1 kmywardd thad might 8poly one keywond/ pheass to & ins
EX T o

8) To get to the next section, click either the Next>> button or the link to the section in the gray box on the left of
the screen. In section 4 Personal Data for Applications, you can enter as much (or little) information as you

choose. If you enter information, remember to click the Save button in order to save.

v 5t parta o e
eethie

) Contact A
Lo o]

2 eoreet ity County state Country

M w Unbed Siaien -

5 Bgfize iy Oipode County Stane Cointry
Hometowm

Gandar: Mot Provaded »

Race snd fshnioy: Tre &

Primary Race:

Racer

Black or African Amerncan.
&1 atea Tormt Bush i “Hazan
Adrcen dmencen

[l riatooe Hawvaias 8¢ sty Basits iglgnces Mshe Hawailan or Othar Pacific isander, &
o} Enpna! 2ecsien OF HEWBL Gulm, SEmOA. or oo
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9) To get to the next section, click either the Next>> button or the link to the section in the gray box on the left of
the screen. In section 5 BioSketch, you can attach your most current biosketch to your profile. To do this, click
the “Click here” link.

Name: Harry, Tom Email: tomharry@example com
I I
Ho Biosketchs Found

Chick hare to add a new biosketch
save | <rovous J x| (o

Either enter a URL link or browse for the file and upload. Once the link or file is uploaded, add a description and
click the Save button.

I IEITTN e

Description: Dr. Tom Hamy's Biosketch as of 3.5 g

An attachment may take one of several forms
An attachment can be a web site. in which case enter the complate URL starting with HT TP /. below

An attachment can be a file located on your local disk, in which case prass the browse button below, then locate
the filz in the dialog box which appears

Enter URL:
- OR -
Upload — = ——— ; P oy
s C\Documents and Settings\monika lastMy Documenis\CE

Once the biosketch has been added, you can review or delete by clicking either the Show or Del buttons,
respectively. You can also add another biosketch if you want by clicking the “Click here” link and repeating the

process.
Name: Harry, Tem Email: tomharry@example com
B I Corc
Description File Type File Size Date WiEwr
DR. TOMHARRY'S BIOSKETCH AS OF 8508 | POF 261 KB /52003 Show

Chck here to add a new biosketch

B I cocs

i
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10) To get to the next section, click either the Next>> button or the link to the section in the gray box on the left of
the screen. In section 6 Enable other to access your profile, you can allow other users, such as an assistant, to
access your profile to either view or edit it. To add a user, enter their e-mail address and click Add User button.
You can adjust their permissions from the drop down menu and then click the Save button.

Hame: Harry, Tom Email: tomhamy@example.com Edi Account informabion
o [ v T

Delete Hame E-Mail Address Edit Permissions
Delete  Tom Hamy tomharmy@example com Administrator |
Delete  Joan Jones [oanjones@example. com Wiew hd
Administratar
Edit
Add User

Te fllow sroife’ uldt ool 02 i Frofesicnal Frofile amier e Lers Login or E-Mall Agaren sbove #nd ool the Aod User

buttan

11) To get to the next section, click either the Next>> button or the link to the section in the gray box on the left of
the screen. In section 7 Account Information, you can change basic information about your account, such as User
ID, e-mail address, password, challenge questions, you r name, etc. After adding/changing the information, click

the Save button.

o o]
Prefix:
* First Name: Tom Pizage enter a frst name
Middie Name:
Last lame: Harry Piease enter a lasi name

Suiffioe:

* Primary E-Mail Address: :omharw@'exa mple.com

* User Login/ ID: tomharry

Current Password:

réquired

a password for this account. Passwords must be &

News Password: rs in length, with at leasi one alpha and cne

Confirm Password:

challenge quesiicn and an answe
used for verification by Cusiomer Service or if the

Select Challenge Question | "Mothar's maiden name?" bt
3 their passworg

* Answer: Tom

Altermate Eman 1z
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Submitting a LOI

1) (1) If you are not already logged in to the system and you need to log-in and begin a LOI, read these instructions.
(2) If you are already logged-in to the system and you want to begin an LOI, read these instructions.
(3) If you have already started an LOI and you want to log-in again and access your in-progress LOI to continue
working on it, read these instructions.

(1) If you are not already logged in to the system and you need to log-in and begin a LOI, read these
instructions.

Go to: https://proposalcentral.altum.com and click the “Click here to Login, Register and Apply” link.

f'.\ppllcams: Click here to Login Rel:u-;m- and Apply, €4— rant Writing Tins ifram The Chranicl Hishar Edueatian)
{For grant opportunities, see below.)

"The Buck Stans Hera™ {2/21/2005) provides tips for first-tima grant

Grants/Contracts Officials: Click here to login
winters

"Words Worh Their YWeight in Cash” (4/8/2005) offers suggestions for
crealing a persuasive namative

Peer Review Committee Members: Click here ta log in

Enter your User ID and password and click the Login button. If you are a new user, please refer to the section
on how to create a new user account. If you have forgotten your password, click the “Forgot Password?” link
and it will be e-mailed to you.

Existing users login below.

User ID or | | You may login using your userid or
E-mail Address: your registered e-mail address.

Password: | | Forgot Password?

Important Notices:

If you are starting a LOI for the first time click on the gray Grant Opportunities tab at the top right of the

screen.
EAQ || Customer Servicel| Help || Logout
proposalCENTRAL
r Manage Proposals 1 | Profossional Profilo | | Institution Profile | | Grant Opportunities
All Proposaly In Progress Submitted Awarded Archived
Chck Craate New Propesal buthon to select a grant program and stan your grant apphcation (inclsdes latter of intent if reguired nemur‘:i?ﬁ;{?:ﬂ::
Jelete Edit ldentifier Title Grant Maker Program Investigator Status Due Date

Filter the list of grant opportunities by selecting National Institutes of Health Clinical Center from the drop
down menu and click the Filter List by GrantMaker button.

| Show Al w | | Fiter List by Grantllaker |

Apply

Click the “Apply Now” link. =2219%  Now click here to be redirected to Step 2. The rest of Step 1
pertains to accessing an already started LOI or beginning an LOI when you are already logged in.

For questions about proposalCentral e-mail pcsupport@altum.com or call toll-free 800.875.2562. Page 9
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(2) Ifyou are already logged-in to the system and you want to begin an LOI, read these instructions.
Click on the gray Grant Opportunities tab at the top right of the screen.

EAQ || Customer Servicefl| Help || Logout
proposalCENTRAL
r Manage Proposals 1 | Professional Profilo | | Institution Profila | | Grant Opportunitics
Al Proposals In Progress Submitted Awsarded Archived

Deadlines displayed in

Chek Create New Prap utton § t & grant program and star your grant appbcation (nchsdes Riter of mtent if réguired
sl B ell]  Chek Create New Propesal button to select o grant program and start your grant apabcate a3 fethor f Imant 1 reguwe 0.5, Eastern Time

Jelete Edit ldentifier Title Grant Maker Program Investigator Status Due Date

Filter the list of grant opportunities by selecting National Institutes of Health Clinical Center from the drop
down menu and click the Filter List by GrantMaker button.

| Show All b | [ Fitter Lizt by GrantMaker ]

Apply

Click the “Apply Now” link. spol e “Now click here to be redirected to Step 2. The rest of Step 1
pertains to accessing an already started LOI.

(3) If you have already started an LOI and you want to log-in again and access your in-progress LOI to
continue working on it, read these instructions.

Go to: https://proposalcentral.altum.com and click the “Click here to Login, Register and Apply” link.

fzppllcams: Click here to Login Rel:u-;m.f and Apply, 4¢— rant Writing Tips ifrom Th
{For grant opportunities, see below.)

hranigl Higher cation)

"The Buck Stans Hara"™ {2/21/2005) provides tips for first-time grant

Grants/Contracts Officials: Click here to login -
winters

“Words YWorth Their Waight in Cash” (4/8/2005) offers suggestions for
crealing a persuase namatve

Peer Review Committee Members: Click here to log in

Enter your User ID and password and click the Login button. If you have forgotten your password, click the
“Forgot Password?” link and it will be e-mailed to you.

Existing users login below.

User ID or | | You may login using your userid or
E-mail Address: your registered e-mail address.

Password: | | Forgot Password?

Important Notices:

Click on the In Progress tab under the blue Manage Proposals tab.

For questions about proposalCentral e-mail pcsupport@altum.com or call toll-free 800.875.2562. Page 10
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EAQ || Customer Service || Help || Logout

IM Harry, Tom
Pmﬂ [ stistonprome ] [ Grant opportunies |

MProgosla  InProgress

e Raenann]  Chck Create Hew Proposal button fo select 8 grant program and star your grant appiication (includes letter of intent if reguired), :";’E:num] ‘I'In'::

This will bring you to the list of all the LOIs and proposals that you have in progress. Click the Edit button next to
the LOI you wish to work on. This will take you to your LOI or full proposal.

m@m“mmmmm

bel Eat] S927% LOP Translating Benchaide Work to improved Care for Natonal insifutes of Haakh Banch to Bedaice LOV Harry,
Patients with Lung Disease Chnnzal Cantar Pragram Tom Lot in ws

2) Enter the title of your project next to the Project Title box and click the Save button. (Note — If you are returning
to a LOI that you already started, this will already be done. However, you can edit the Project Title by entering a
new title and clicking the Save button.

G Gy EAQ || Customer Service || Help || Logout
im National Institutes of ﬂﬁf‘!tﬂ, proposalCENTRAL e
LOIl To: Mational Institutes of Health Clinical Center  Bench to Bedside Program
Title {Applicant). LO! in Progress (Jones, Joan)
Deadline: 924/2008 (U.5. Eastern Time)
Project Title
Enter a title for your application, then press Save. m
FPross Nest 1o save any changes and go fo the next proposal section.
" Project Title |Lm.1 Progress | Do not exceed 75
charachers.
Project Titie
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3) To get to the next section, click either the Next>> button or the link to the section in the gray box on the left of
the screen. In section 2 Enable Other Users to Access this Proposal, you can allow other individuals to view, edit,
or have administrative rights for your LOL. In order to add a person, enter their User ID or e-mail address and
click the Find User button. NOTE — THIS PERSON MUST ALREADY BE A REGISTERED USER IN
PROPOSALCENTRAL. If this person has not created a profile, please refer them the section on how to create a
new user account. Once they have an account, they can be added. After a user has been added to your LOI, you
can set their permissions by selecting the level you want from the drop down menu and click the Accept Changes
button.

Proposal Access Rights

Del | Auto Hotify Raole Hame E-Mail Permissions
Dal Harry, Tam tomharmy@examale. com LA EATEr W
Del ] Jones, Joan jcanicnes Gexamale. com Visw "
Widw
Administrator
Accept Changes
Proposal Access User Selector
Usar Solector User IDE- Enier the E-1{all address or User O of the User and press the
Kail buttan to sesct

4) To get to the next section, click either the Next>> button or the link to the section in the gray box on the left of
the screen. In section 3 Principal Investigator the information you completed in your profile will automatically be
imported in the LOI. The items you need to complete in order to submit your LOI are marked with a red asterisk
(*). If there are any items that are showing as blank but marked with a *, click on the Edit Professional Profile
button and you will be directed to your profile. If all of the information is there, you can move to the next step.
T I '

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

Principal

Harry, Tom - Hational Heart Lung and Biood institute, N NHLBI [w
Investigator

Edit Professional Profis <

Hame: o ofix First Tom  Middle Last Harry  Suffix

Institution Natcnal Heart Lung and Biood insttute, NH NHLS
‘ Highest Degree(s) Ph.0. WP H
Other Degree(s) 8.2
Position Title
Academic Rank
Division
Depariment
Sub-department
Address: pilstop
Street
City State/Province ZipiPostal Code
E-Mail tomharry@example com Country

Phone: . yigeks Lab or Alt Work: Fax:

Pager: Mobite: ___ Home:

Principal Investigator

ED E =T == E=1=

Complete those items in the profile that are required for the LOI submission and then click the Return to
LOI/Proposal button.

For questions about proposalCentral e-mail pcsupport@altum.com or call toll-free 800.875.2562. Page 12



[ RetumioLOliFroposal | ——

Be sure bo save changas fo the profie before retuming
oty O o vsioan Mame:  Hamy. Tom  Email:  tomhamy@example com

navigata 1o other cam of the Dieistes This Contact tem

profila
1) Institution & =g0 Institution: pational Heart Lung and Blood Institute, NiH NHLB! ]
Contact Info
11 14 Primary Institution:
Lung and Blood =
Institute, IIH Nate: The insilution you have $eEciea has not been Confirmed by your nsttubon’s grants office. Pase hive your grants office contact
HHLEL proposalCENTRAL Customer Support at B00 875 2562 (Tok-free U.S. and Canadaj, =1 702 984 SB40 (Direct Dia! ternatienal) or by e-mai al
gesupooni@atym com to have the insttution's profie Confrmed
2) Decrees
2) Research nterests
1. General ineresty Position THle: oepariment Hes
4) Persong Data for Please provide your ttle at the nstiuten e.g. Provost, Department Head, Vice President
e Aeademic Rank: (oo
5) PigSkeich -
5 If iocaied at an academic insttution, please provide your academic rank &.g. Full Professor, Associate Professor, Pestdoctoral
Enable oiher to acceys
! ; Student
) Agcountinformation Division: |Diasion of Lung Disease
Department
Sub-Dept:
Address: Mail
Stop:
Streen:

45 Center Drive |
City: Eethesd_a | StateiProvince: LD b z'u'-?;t:: 20814

Country: | United States b

If you missed information and there are still items that are showing as blank but marked with a *, click on the
Edit Professional Profile button again and you will be directed to your profile. Please keep in mind that all
information marked by a * is required in order to submit an application.

5) To get to the next section, click either the Next>> button or the link to the section in the gray box on the left of
the screen. In section 4 Institution you need to make sure the correct Lead Institution is listed. If the correct
institution is selected, proceed to the next step. If not, click the Change Institution button.

Imstitution

PI's institution is pre-loaded as Lead Institution. To change, select from lst below or Search all
registerad institutions. Press button to eonfirm selection. Clek Edit Profile button 1o change
institution information.

Change Lead instiution Click this button fo Change the Lead Instiution
Hational Heart Lung and Blood Institute, NIH NHLBI Hational Heart Lung and Blood Institute,
NIH NHLBI

(Chonge motion )¢

If required institution informaticn is méssing or appears to be incorrect, please contact the folewing Administrator(s) of this
Instiutional Profie. The Administrator will make the necessary updates to the institutional Erofie

Adminisirator Email Phone
Biriigar, Painica ppirngEn@nb.gov 01-402-2835

Institution

I [ T 1
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In the text box next to “Enter Institution search string” enter either NIH, your institute’s full name or abbreviation
and click the Display Results button.

Institution Search.
Piaase S8arch and selct Appicabis nBUtion for your profie by using the Search flers proviced. If you g0 not fNg yOur iNStRLBON in the SS87CH resuls, INEN DIBAE LSS Ihe Cplion “Create new
WS Ruten™ Duthan Create new nSuton
&g If you are saarching for “Universty of Calfornia, Los Angaies”, then you can anter

. ) eg iy
Enter Institution search string: Los Angeles” or you can use UCLA the abbreviation

Enter Institution City: Enter snfire ciy name or first few characiers
Select Institution State: Select Siate w
Select Institution Country: Sekct Country

v
[y reeuts [ e o [ G

A list of the NIH institutes/centers will appear. Select the appropriate one and click the Select button. Note — The
list below does not show all of the institutes/centers that are available, only a sample.

O Hational insigute of Wental Heakh, NH NIMH Unconfirmed
) Natignal instiule of Neurclogical Diseases and Stroke, NH NNDS Unconfirmed
O Haticnal instiule of Nursing Research. NH HNR Unconfirmed
] Naticnal institute on Aging, NH Ni& Unconfimed
I::J fiabonal insifiude on Alcohol abuse and &icoholsm, HH Hbesd Unconfirmed
& National ingtBute on Deafness and Other Communication Desrders, NH NIOCD Uneonfirmed
@) National instfute on Drug Abuse, NH NID& Unconfirmed
) Hatonal ngifuies of Heath, Natonal Cancer insifule, Pedialnc Oncalogy Branch Unconfirmed
& Haticnal instiules of Heath, NE Confirmed

&) HH - Hatienal insttules of Heurclogpical Discrders and Stroke Confemead

@ NH - Extramural Frograma: Office of Rare Deordens Unconfirmed

soect [ Corce |

6) To get to the next section, click either the Next>> button or the link to the section in the gray box on the left of

the screen. In section 5 Summary Information enter the information requested. In order to make sure you do not
lose any information, click the Save button after every box is completed.
[ Sove ot | cchrovicus |l Neot>- | [ concel Jeut

Click mhf‘ﬂf! completing the sections below.
* Sumemigy of cverall progect: | State cleardy the sims of the sesm
ad f whole; inciudd & brief sxplenstisn of Me Sonributksns
of each project collaborator)

Easimated Budget: (Provide & genersl eatimabe for budge!
required with a projection of how costs might be distributed
between intramursl and extramural )

* Proposed Collaborators (list rames, IC's of insaiutons

For questions about proposalCentral e-mail pcsupport@altum.com or call toll-free 800.875.2562. Page 14



In order to select the categories for the project, click on the category (1) and then click the >> button to add the
category (2). You will then see the category added under the Selected Categories (3). If you want to delete a
category that you added, click the “Del” link (4). You can add multiple categories by repeating steps 1 and 2.

Selected Categories

Behavioral & Sccial Sciences
General

Minority Health
Pharmacogenomics

Rare Dizeazes

Waomen's Health

7) To get to the next section, click either the Next>> button or the link to the section in the gray box on the left of
the screen. In section 6 Validate, click on the Validate button. This will check your application to see if you are
missing any information that is required to submit the application. If you are, there will be links provided at the
top of the screen to return to those sections. If not, you will be given a message indicating that the application is
ready to be submitted. Note — The application is not submitted until Section 7 Submit; Validation does NOT
submit your application.

Validate LOI

Lence o

Click the "Validate® button below 1o check for any missing REQUIRED information or files. All missing
reguired information will be listed on the screan. Please correct any missing infarmation baforse
proceeding 1o the next step.

—
o> o feul

EXAMPLE MESSAGE INDICATING THAT THERE IS MISSING INFORMATION.
Proposal: Translating Benchside Work to Improved Care for Patients with Lung Disease

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. The “Summary
i Information Errors” is a
Summary |nformation Errors: < link to the page with the

T iy SO B i missing information.

EXAMPLE MESSAGE INDICATING LOI IS READY TO BE SUBMITTED.

LOI: Translating Benchside Work to Improved Care for Patients with Lung Disease
has been validated and 15 ready to submit

For questions about proposalCentral e-mail pcsupport@altum.com or call toll-free 800.875.2562. Page 15



8) To get to the next section, click either the Next>> button or the link to the section in the gray box on the left of
the screen. In section 7 you will submit your LOI by clicking the Submit button.

Subrmit LOW

To submit your LOI, 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 your
submission s successful, you will receive a eonfirmation message on the sereen and a confirmation
email will be sent to the applicant.

EO
Important Hotice:

Ve recommend that you verify that the status of your Letter of intent has changed to "LOI Submitted®,
For best results, you should logout and close all proposalCENTRAL browser windows.
Login again and verify that your LOI is listed with the status of 'LOI Submifted’.

“frovo [ Corce [t

The following message will then appear and you will receive a confirmation e-mail.

Hote: %our LOI haz besn submittsd. %ou will receive a confirmation s-mail 2horthy.

For questions about proposalCentral e-mail pcsupport@altum.com or call toll-free 800.875.2562. Page 16



Submitting a Full Proposal

1) If you are already logged-in skip to step 3. If you are not logged into the system, go to:
https://proposalcentral.altum.com and click the “Click here to Login, Register and Apply” link.

Applicants: Click here to Login, Register and Apply
{For grant opportunities, see below. )

Grants/Contracts Officials: Click here to login

Peer Review Committee Members: Click here to log in

4___

rant Writing Tips (from The Chronigl Higher cation)

"The Buck Stars Here" {2/21/2005) provides tips for first-time grant
winiters

"Words Worth Their YWeight in Cach” (4/8/2005) offers suggestions for
crealing a persuasive namalive

2) Enter your User ID and password and click the Login button. If you have forgotten your password, click the
“Forgot Password?” link and it will be e-mailed to you.

Existing users login below.

User ID or |
E-mail Address:

| You may login using your userid or

your registered e-mail address.

Password: |

| Forgot Password?

Important Notices:

3) Click on the In Progress tab under the blue Manage Proposals tab.

EAQ || Customer Service || Help || Logout
proposalCENTRAL S
r Manage Proposals 1 | Professional Profila | | Institution Proflila | | Grant Opportunitics
All Proposals In Progress Submitted Awarded Archived

paiicliuapgdl CThok Create Hew Proposal button 1o ekt o grant program and $tan your grant sppbcation (includes ktter of mtent if régured

Jelete Edit ldentifier Title

Grant Maker

Deadlines displayed in
. 5. Eastarn Time

Program Investigator Status Due Date

4) This will bring you to the list of all the LOIs and proposals that you have in progress. If a full proposal required
an LOI approval, you can only have access to the full proposal AFTER the LOI has been approved. Click

the Edit button next to the Proposal. This will take you to your full proposal. Note — The Status is LOI: Approved

and Proposal: In Progress.

Delete Egit ldentifier Title
Bt ﬂ 55278 Proposal Translating Benchside YWork fo improved  Malonal instiutes of Health Bench lo Bedside Proposal: Harry

Care for Patents with Lung Disease
Low: Translating Benchsida i\
for Patents with Lung Desass

ark to improved Cane

i

Propasal In
Progress

L Approved

Grant Maker

Program Investigator

Chnical Center Program Tom

Lot Harry, Tom

5) If the Project Title is still accurate, then you can move on to the next section by clicking either the Next>> button
or the link to the section in the gray box on the left of the screen. If you would like to change it, change the text

and click the Save button.

Summary

I I

Enter a title for your proposal, then press Save.
Prass Next to save any changes and go to the next proposal section.

* Project Title [ PR ~
o ranslating Benchside Véork to Improved Care for Patients with Lung Diseass

Summary

T [

For questions about proposalCentral e-mail pcsupport@altum.com or call toll-free 800.875.2562.
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https://proposalcentral.altum.com/

6) To get to the next section, click either the Next>> button or the link to the section in the gray box on the left of
the screen. In section 2 Download Templates & Instructions, download the templates and instructions by clicking
the Download buttons next to the documents.

kOl Segtong
i e

Erocossal Sectiony
Cick name below to go to 1
Download

thai section. Template Type Rescription File Type File Size
1) Summary Cownicad Ganaral instruciions Broposal Doc 25320
&1 Pownload
Templates & Dewnicad | Genaral Instructions Dataded Hudge: Temalale XS 2818
Insiruglony Cownicad Biosketch Templats DoC 105472

Ilany of the grantmakers in progosalCENTRAL request or reguire that appicants submit their atiachments as porfable document
4) Procigglinvestopier format (paf). Using PDFs alows you io preserye the formasting of your decument. in order o save your documents as FOFs. w
5} mm will nged 1o use POF generaior softwane. The National Endowment for Humankies webste (neh.gov) provides a sampling of PD
8] Kiv Pergonngl generators, avalable for both PCs and Macs, aiong wih websies that will do the converson fior you. Many are frée or very oy

cost  Clck herg for g kst of POF generpiors
) Abstract

B} Budget Detai

&) Budgel Surmary

18} afiach Prepesal

11} Vakjats

12) Prinf iNg Signpiyrey
liscasaany)

13} Submit

You will be prompted to either Open or Save the document. If you choose to Open, you can also save the
document once after it has been opened.

File Download - Security Warning

Do you want to open or save this file?

E] Mame: PRTMPL13437.00C

Typa: Miorosoft Office Wond 97 - 2003 Dooument, 55.065
From: podiems. altum. com

L Open J[ save ([ cCacel |

Vhile files from the: Intemet can be wesful, this fils typs can
. potentialy hamm your computer. Fyou do not tnust the sourca, do not
. apen or save this softwane, What's the dgh?

For questions about proposalCentral e-mail pcsupport@altum.com or call toll-free 800.875.2562. Page 18



7) To get to the next section, click either the Next>> button or the link to the section in the gray box on the left of

the screen. In section 3 Enable Other Users to Access this Proposal, the users you added during the LOI process
will appear. If you would like to add a person, enter their User ID or e-mail address and click the Find User
button. NOTE — THIS PERSON MUST ALREADY BE A REGISTERED USER IN PROPOSALCENTRAL. If
this person has not created a profile, please refer them the section on how to create a new user account. Once they

have an account, they can be added. After a user has been added to your LOI, you can set their permissions by
selecting the level you want from the drop down menu and click the Accept Changes button. If you want to
delete a person, click the “Del” link on the left side of the table.

Proposal Access Righis

Del | Auto Hotity Role
Del
w| O

Proposal Access User Selector

User IDE-
Mail

User Selector

Hame E-Mail Permissions
Harry, Tom tomhasnryBexamgle com P T—
Jones, Joan | jeanjones@example.com - w

Administrator
Accepl Changes

Enier the E-14al address or User ) of the User

buttan to ssct

nd User

=1

oo Joa|

8) To get to the next section, click either the Next>> button or the link to the section in the gray box on the left of

the screen. In section 4 Principal Investigator the information you completed in your profile/LOI will
automatically be imported in the proposal. The items you need to complete in order to submit your proposal are
marked with a red asterisk (*). If there are any items that are showing as blank but marked with a *, click on the
Edit Professional Profile button and you will be directed to your profile. If all of the information is there, you
can move to the next step.

Clck nama below 10 go to

that section (NOTE: Pl must by an M Intramural researcher] The person who initially creates the proposal
is pre-loaded as the Pl. Contact information from the PI's profile is shown below. To update
1) Summary profile, click Edit Profile. To change PL select from list and click button to confirm selection,
2) Dewnload Temolsles &
- Principal Investigator | S TRTE——] - o Binnd inmteute 1 s B
S (NOTE: Phmioat b gn by Lo Tom - Hutiana) Hart Lusg and Saod inathule, MH NiEY Y
3} Enape Other Users o Intramural researcher]
Access inig Progosal
#) Principal
ontact informat m the sel s Professional Profile is disy i
Investigater Contact information from the selected PI's Professional Profile is displayed below Pe——
5y o (To update this information, click Edit Profile below).
8} KevPergonnel Edit Professional Profie 4+—
T .
5 R PINAME: ooy “First Tom  Middle Last Harry  Suffix
1 Budget Detal
5] Bugdget Symmary Plinstitution Natonal Heart Lung and Blood insttute, NH NHLB
10) Attach Progcaal Highest Degree{s) Ph.0. M &H
11) Valdgte Other Degres{s) 5 4

* PositionTitle Depariment Head
Academic Rank Professor

13} Subemd Division Division of Lung Discose
Support Links Depertment
Granimaker iistate hddress: 45 Center Drive
Erogram Guideines Street
i ’ :E E gﬂ . n = i ) =n a
- i City Bethesda State/Province WD Zip/Postal 20514
Code
Lol E- fomharry@example. com Country United States
B Mail {U.5. citizens or non-U.5.
eitizens
Proposal . S92728 with Permanent
Resident status only.)
Tracking Number: PRt
Unassignad GRS . \Work: 201-554.8555  AltWorike Fax:
P [ Mobile: Home:
Grantor D age obile ome:
Urassigned
Principal Investigator

For questions about proposalCentral e-mail pcsupport@altum.com or call toll-free 800.875.2562.
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Contents of Professional
Profile

Click faldan below ta
navigate to other part of the

Complete those items in the profile that are required for the proposal submission and then click the Return to
LOI/Proposal button.

[ Return 1o LOI Propossl

| E—

Se sure to save changes fo the prafie bafore refuring

Hame: Harry, Tom Email: tomharry@example com

[Sove | ookic T Comctom e |

profila
1) Institution & =g0 Institution: pational Heart Lung and Blood Institute, NiH HHLBI Change nstiuton
Contact Info
11 14 Primary Institution:
Lung and Blood a
Institute, IIH Nate: The insilution you have $eEciea has not been Confirmed by your nsttubon’s grants office. Pase hive your grants office contact
HHLE proposalCENTRAL Customer Support at 800 875 2582 (Tok-free U.S. and Canadaj, =1 702 584 SE40 (Direct Diad international) or by e-mai o
gosupooniifatym com i have the insttution's profis Confirmed
2) Decrees
2) Research nterests
1, General injeresty Position Tile: [paganment Head
4) Persong Data for Please provide your ttle at the nstiuten e.g. Provost, Department Head, Vice President
b Academic Rank: [mooy
Frofessor
5) PigSkeich
3 If iocaied at an academic insttution, please provide your academic rank &.g. Full Professor, Associate Professor, Pestdoctoral
Enable oiher to acceys S
Student
¥our profi g
) Agcountinformation Division: |Diasion of Lung Disease
Department
Sub-Dept:
Address: Mail
Stop:
Street |45 Canter Drive [
. Zip/Postal
City: Bethasda StateProvince: | 11D w v Code: 20814
Country: | United States b

If you missed information and there are still items that are showing as blank but marked with a *, click on the
Edit Professional Profile button again and you will be directed to your profile. Please keep in mind that all
information marked by a * is required in order to submit an application.

9) To get to the next section, click either the Next>> button or the link to the section in the gray box on the left of
the screen. In section 5 NIH Institute or Center, the Lead Institute selected from the LOI will appear. Please fill in
the text box next to Branch and click the Save button.

Chck here to view Letter Of
e
Ciek that SERWISER | prg institution (WM Institute oF Center)is pre-losded s Lead Institution, To change, select
from list below or Search all registered institutions. Press button to confirm selection, Click
1) Summary Edit Profile button to change institution information.
2) Downioad Temglates §
3 ‘nstructions Lead Insttute . Ciick this button to Confirm institution Selection
B Oiher Users 1o National Heart Lung and Blood Institute, NIH NHLBI Hational Heart Lung and Bload Institute,
Aggess his Progosal Branch — NIH NHLBI
%) Prncioslinvestestor
S) Wi Institute or Address Hote: Chan tution will delete cumently
e Street 5000 Rockvile Pie
6) Key Personnel city Setnesda
T) Abstact State 1D
&) BuggetDetal zip 20852
Budget Summary
9 Country Unied States
::’ Eotact Brgnpsal Phone  301-885-395%
) Valgate Fax
12) Brint (No Signatyres:
liecessany)
13) Submi I required institution information is Mssing of Appears 1o be iNCorrect, please contact the folcw
‘Support Links steutional Profie, The Adminairator wil make the necessary updates 1o the instiutio
Srnal i Administrator Email
Erooram Guidelnes
Emai o Program Admin Piringer, Patricia ppiringergnih. gov
Eroposal identifiers
LOID:
9279
Proposal : 59278
HIH Institute or Canter
Tracking Number:

Unsseinea = B e ==

Granter D:
Unassigned

EzI=
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10) To get to the next section, click either the Next>> button or the link to the section in the gray box on the left of
the screen. In section 6 Key Personnel, you will need to add the other key personnel on the proposal. In order to
do this, enter the individual’s e-mail address (one person at a time) next to the “Enter e-mail address” and
“Confirm email address” boxes and click the Add button. Note — A person does not need to registered in
proposalCentral to be added.

Key Personnel

[P § ~<ProviovsJ W | Ez@
Provide contact information for other key project personnel, other than the Pl, in the table [——
below.

Rode Hame Title Institution Email Phone Effort Action

No Persannel Currently dentifitg

INSTRUCTIONS:

To add a new contact (o the table above, enter the e-mail address of the person you wish 1o add. Click ‘Add".
Complete the contact form. (Hote: If the person is already registered in proposalCENTRAL, some
information will be pre-loaded into the contact form). To edit the person's contact information, click, “Edit’ (in
the far right Action columin). To delete a person from the table, click ‘Del’. (Hote: Changes that you make to
the person's contact information will be for this proposal only. Permanent changes must be made in the
person's Professional Profile).

Enter email address joanjonasBexample, com
Confirm email address joanjonesfexample. com
«—

When the person has been added, another screen will appear. If they are already a registered user of
proposalCentral, the information from their profile will automatically populate the screen. If they are not already a
user, the information will be blank. The items you need to complete in order to submit your proposal are marked
with a red asterisk (*). If there are any items that are showing as blank but marked with a *, you will need to
complete them and then click the Save button. If you do not click the Save button, no information will be added.
Note — When you click Save, you do NOT get a confirmation message, but you will see the information stays. In
order to continue with the application when done, click the “Close Window” link at the top of the screen.

Contact Screen - Key Personnel|

INSTRUCTIONS: Enter contact inf

Save

Close Window

Edit Key Personnel Info for Joan Jones
* Role

N# Co-lnvestigator ~

Effort [ Enter 5 effort proposed for this key person on this project

Name prefix “First [jgan Middle " Last [jones Sutfix

E-Mail
panjcnes@example.com

Degrees [ o

Position Title .

Please select the contact's institution from the list of insti registered with proposalCENTRAL. If the institution is not listed, contact the
appropriate institution office and have them register with proposalCENTRAL
* Search and Select

Institution

Division

stitute

Maticnal Canc

Department

Cancer Department

Mail Stop

" Street AQAress e cantar Drive

“CitY |Bethesdn State | MD v
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Once you have added key personnel, you can Edit or Delete (Del) their information by clicking the appropriate
link under the Action column.

Key Personnel

[P | <Previous | Next-> |  Concel Jexi]

Provide contact information for other key project personnel, other than the P1, in the table m

belows.
Role Hame Title Institution Email Phone Effort | Action
ME Co- Jones, Joan |(Scence Chnical Centér  jpanjonssexample. com 3012223333 |10 Edi Dgl
Investigator Director M CC
INSTRUCTIONS:

To add a new contact to the table above, enter the e-mail address of the person you wish to add, Click ‘Add’.
Complete the contact form. (Hote: If the person is already registered in proposalCENTRAL, some
Infarmation will be pre-loaded into the contact form). To edit the person’s contact information, click, ‘Edit’ (in
the far right Action column). To delete a person from the table, click “Del’, (Note: Changes that you make 1o
the person's contact information will be for this proposal only. Permanent changes must beé made in the
person's Professional Profile).

Enter email address

Confirm email address

[Pt <rovose J wer> | | cancot Jlen]

11) To get to the next section, click either the Next>> button or the link to the section in the gray box on the left of
the screen. In section 7 Abstract, enter the General Audience Summary and Scientific Abstract. In order to make
sure you do not lose any information, click the Save button after every box is completed. Note — The
Research Areas section will already be complete as that information was supplied in the LOI.

 Save A | cProvoum | et | | Concel Jt=a}
provide & Coneral Auiense Sumenary Beloss [« LD characier. Text ondy, o special charsciars of
Sew imtnictions for details.).

Genaiil At SUffeTmisry

Technical Abstract

SCiarisfhc Abdtract

Lhck mzlr'a-cr ecmintrg the sschcens Dalowyyr

Fieans select one or miore ressarch areas that are spphcabin 1o this project.

Azwessch Aress Salected Rasearch Areas
Eghivaril 153 T2a Soatde = -] ol
Gerary —
Elintety Bl & Haalm Danartad I-:"_:'l
[t T T T e R

o =2
Fare Dasaied

e & i
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12) To get to the next section, click either the Next>> button or the link to the section in the gray box on the left of
the screen. In section 8 you will need to complete budget information.

Note — At the top of the screen, the year that you can NOT click on is the current year. The example below is
Year 1. Make sure to enter Start and End Dates for both Year 1 and 2. Keep in mind that they are subject to
change upon approval of proposal. After you enter the Start Date and End Date for Year 1 and Year 2, you will
need to click the Save button (on each page) in order for these dates to be saved.

Budget Detail

[ Sove [ | <<rovius | Hox» | =
Year 1

Start Date | 3/1/2003 End Date |4/30/2010

ALL INFORMATION BELOW IS PER THE EXAMPLE DETAILED BUDGET PROVIDED AT THE
END OF THIS TUTORIAL. PLEASE REVIEW THE EXAMPLE BEFORE CONTINUING.

(1) NHLBI is the first institution. Type “NHLBI” in the column for institution, add the total cost as shown in
Year 1 Total Cost cell and keep the label as “Direct Cost” since only direct costs are allowed for intramural.
When all the information has been added, click the Save button.

Category Hame of IC or Institution Cost Select Direct or
Indirect (if
allowvrable)

Intramural

&)
o

Del  |nHLBI 35000 | Direct Cost w

(2) If there is not another blank line to enter text under the Intramural category, click the Add button to add
another blank line. NCI is the 2™ institution. Type “NCI” in the column for institution, add the total cost as
shown in Year 1 Total Cost cell and keep the label as “Direct Cost” since only direct costs are allowed for
intramural. When all the information has been added, click the Save button. If there are any additional blank
lines, click the “Del” link to the left to delete the unused lines line(s).

Category HName of IC or Institution Cost Select Direct or

Indirect (if
allowrable)

Intramural
Dl uHLEl 535000 | Direct Cost |
Del NCI 335000 | Direct Cost |
Del so| [Direct Cost |+
570000

(3) Johns Hopkins University is the first extramural institution. Type “Johns Hopkins University” in the column
for institution, and add the Sub Total of Direct Costs as shown in Year 1 Sub Total of Direct Costs cell and
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keep the label as “Direct Cost” since this amount is for direct cost only. The indirect costs will be added
separately. When all the information has been added, click the Save button.

Extramural

Del Johnz Hopking University S30000( | Direct Cost |

(4) If there is not another blank line to enter text under the Extramural category, click the Add button to add
another blank line. Continuing the work on Johns Hopkins University, in the next line enter “Johns Hopkins
University” again and enter in the Indirect Costs for Year as shown in the Year 1 Indirect Cost cell and select
Indirect Costs from the drop down menu and click the Save button.

Extramural

el Johnz Hopking Univerzity 2£30000( | Direct Co=t (W

L]

1
i

I Johns Hepking University 210500| | Indirect Cost | »

(5) If there is not another blank line to enter text under the Extramural category, click the Add button to add
another blank line. University of Virginia is the second institution. Type “University of Virginia” in the
column for institution, and add the Sub Total of Direct Costs as shown in Year 1 Sub Total of Direct Costs
cell and keep the label as “Direct Cost” since this amount is for direct cost only. The indirect costs will be
added separately. When all the information has been added, click the Save button.

Extramural

Del Johnz Hopking University 230000| | Direct Cost  |»
el Johns Hopking University S10500| | Indirect Cost |
el University of Virginia 235000 | Direct Cost | »

(6) If there is not another blank line to enter text under the Extramural category, click the Add button to add
another blank line. Continuing the work on University of Virginia, enter “University of Virginia” again and
enter in the Indirect Costs for Year as shown in the Year 1 Indirect Cost cell and select Indirect Costs from the
drop down menu and click the Save button.

Extramural

Lel Johnz Hopkine University 530000 | Direct Cost | %
Lel Johnz Hopking University 210500/ | Indirect Cost |w
Lel Univerzity of Virginia 235000( | Direct Cost |
el Univerzsity of Virginia 215750| | Indirect Cozt W

If there are any additional blank lines, click the “Del” link to the left to delete the unused line(s).
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When you are done, the total shown should match your Year 1 Total of Intramural and Extramural Costs
Including Direct Costs on your spreadsheet.

Category Hame of IC or Institution Cost Select Direct or
Indirect (if
allowrable)

£dd| Imtramural
Des HHLE 535000 | Direct Cost ™
e iC 535000 Direct Cost ™
ST0000

Add I Extramiuiral

ke Jahns Hopking University S30000 | Direct Cost  |W
L Johns Hopkins University 510500 | Indirect Cost |
L Universiy of Virginia 535000 | Direct Cost | M
Dl Universty of Virginia S15750| | Indirect Cost W
£81250
Sub Totak S161250

Total Costs:
Max: §135,000 per

year (excluding
Extramural Indirect
Costs).

| Total Intramural and Extramural Costs \ — This box is pulled from the
Excluding Indirects Including J'ndirm_& completed Detailed Budget

Total Year 1 Costs 135, §151,250.00 Template.

TotzslYear 2 Costs 5161,250.00

Total Costs S270,000.00 5322,500.00

After completing steps 1-6, click on the Year 2 button at the top of the screen and repeat the steps using the Year
2 amounts shown in your spreadsheet.

Year 1

At the bottom of both the Year 1 and Year 2 pages, there is a section to include the Extramural Grant Account
Numbers. Type in the name of the first Extramural institution you added to the section above, in this example
Johns Hopkins University and then in the box to the right include the institution’s existing extramural grant
account number. Repeat this for the 2™ institution, in this example the University of Virginia then include their
existing extramural grant account number. Click the Save button after this information has been entered. NOTE —
You will need to do this on both the Year 1 and Year 2 pages.

Name of 15t | |4ns Hogking University 1st Institution Existing | 2342578

Extramural Extramural Grant

Institution Listed Account Humber
Above

Hame of 2nd University of Virginia ) ?nd Institution S?EE£?21|

Extramural Existing Extramural

Institution Listed Grant Account

Above Humber

print | <<Provious | £
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13) To get to the next section, click either the Next>> button or the link to the section in the gray box on the left of
the screen. In section 9 Budget Summary, you do NOT need to do anything. All of the information you entered in
the previous section will be carried over to show summary information on this page.

Jprnt | <<Previous f wext-- | | Cancel fJexi]

Start and End dates for the project (mm/dd’yyyy) Instructions

Click on column header to =dit detail.

Year 1 Year 2 Total
Start Date SMi2008 SMizoo
End Date 41302010 413042011
Intramural and Extramural Costs for each budget period befow:(U.5. Dollars) Instructions
Intramural g70000 F70000 §140000
Extramural 591250 331250 5182500
Sub Total: §161250 §161250 5322500
Total Costs: §161250 §161250 5322500

Iax: $135,000 per year (excluding Extramural Indirect Costs).

Jprint | <<Previous [f Next-- | = E

14) To get to the next section, click either the Next>> button or the link to the section in the gray box on the left of
the screen. In section 10 Attach Proposal, you will upload the required attachments for your proposal. In order to
submit a proposal, you must upload a completed Detailed Budget Summary and Proposal. Both of these
documents have templates that you can download in Section 2 or in Section 10 (at bottom of screen). Also,
biosketches and references are optional (i.e. you can submit an application without them). NOTE — All
documents must be in PDF in order to upload. If you have questions about converting to PDF, please call
proposalCentral (contact information at bottom of page). In order to upload a document:

(1) Click the Browse... button and then select the document from your files.

Dowwnload all templates from Section 2 and upload the required templates here. The Detailed
Budget Summary and Proposal are required. Biosketches and References are optional.

(Pleaze Provide a
meaningful de=cription
fer thiz attachment)

Describe
Attachment:

Select Appropriate
Attachment Type:

Allowable File Type: I:I

Select File From

Your Computertol |[ Browse... ]4/—’
attach:

|Se|ectDne v

[ Upload Attachment
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(2) Select the type of attachment by using the drop down menu from the Select Appropriate Attachment Type.

Dowrnload all templates from Section 2 and upload the required templates here. The Detailed
Budget Summary and Proposal are required. Biosketches and References are optional.

(Pleaze Provide a

Describe meaningful description
. = it
Attachment; for this attachment)
Select Appropriate
w
Attachment Type: Select One
Select One

Allowable File Type: Biosketch

1= N Rl Detailed Budget Summary

Your Computer to | General Instructions
attach: | Propasal
References

[ Upload Attachrment ]

(3) Add additional information about the type of attachment in the box to the right of Describe Attachment. Note
—You do NOT have to put in additional information if necessary. For instance, in this example, no additional
information is necessary because the attachment type label adequately describes it. However, if you had
multiple biosketches to upload, you may want to use the Describe Attachment to differentiate between
different individual’s biosketches, for example: Dr. Smith’s Biosketch and Dr. Doe’s Biosketch. Or, labeling
the sources of the letter(s) of reference.

Download all templates from Section 2 and upload the required templates here. The Detailed
Budget Summary and Proposal are required. Biosketches and References are optional.

(Plea=s Provide a
meaningful dezcription
for thiz attachment)

Describe
Attachment:

Select Appropriate

Attachment Type: Detailed Budget Summary »

Allowrable File Type: | PDF

Select File From
Your Computer to [Ch\Documents and Settings\monika. laztily DocumentziCli

attach:

Upload Attachment
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(4) Once you have selected the file and the attachment type (and described attachment if necessary), click the
Upload Attachment button.

Download all templates from Section 2 and upload the required templates here. The Detailed
Budget Summary and Proposal are required, Biosketches and References are optional.

(Pleaze Provide a
meaningful description
for thiz attachment)

Describe
Attachment:

Select Appropriate

Attachment Type: Detailed Budget Summary *

Allowable File Type: | PDF

Select File From

Your Computer to [ChDocumsnts and Settingz'monika. laztilly DocumentziCli

attach:

Upload Attachment —

The section in orange will indicate which required attachments have been uploaded. In this example, no
attachments have been uploaded yet.

Current list of uploaded attachments are listed in the table belows:
(Files with a red highlight cannot be assembled for printing)

Att. Type Desc. Ext. Size Date el Show
Mo attachmentz currently uploaded.

The section in yellow will indicate which required attachments still need to be uploaded. In this example, both
attachments still need to be uploaded.

Required attachments that have not been uploaded are listed in the table belows, Optional
attachments that have not been uploaded are not shown,

Max.File Size

Alloweable File Types Att. Type in KB
.POF Detailed Budget Summary 10000
.PDF Propozal 10000
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15) To get to the next section, click either the Next>> button or the link to the section in the gray box on the left of
the screen. In section 11 Validate, click on the Validate button. This will check your application to see if you are
missing any information that is required to submit the application. If you are, there will be links provided at the
top of the screen to return to those sections. If not, you will be given a message indicating that the application is
ready to be submitted. Note — The application is not submitted until Section 13 Submit; Validation does NOT
submit your application.

Validate Proposal

<orevous | nex>> =

Click the "Validate' button below to check for any missing REQUIRED information or files. All missing
required information will e listed on the screen. Please correct any missing information before
proceeding to the next step.

Validate |

m Nesct== ﬂ

EXAMPLE MESSAGE INDICATING THAT THERE IS MISSING INFORMATION.

Proposal: Bench to Bedside Program LOI for Tutorial

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.

The “Absract Errors” is a
Abstract Errors: < i link to the page with the
An entry in General Audience Summary iz reguired. missing information

An entry in Scientific Abstract iz requirsd.

EXAMPLE MESSAGE INDICATING PROPOSAL IS READY TO BE SUBMITTED.

Proposal: Bench to Bedside Program LOI for Tutorial
has been validated and is ready to submit.
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16) To get to the next section, click either the Next>> button or the link to the section in the gray box on the left of
the screen. In section 12 Print (No Signatures Necessary), you can print the face page material by clicking the
Print Signature Pages button. And, the Print Signature Pages and Attached PDF Files button will combine
the face page materials and PDF uploads into one PDF file. Many applicants find this helpful so they can save
their proposal material to their files. After you click on either button, a PDF will be created and you can save the
PDF by going to your File menu and clicking Save. NOTE - ALTHOUGH THE FACE PAGE HAS
DESIGNATED SPACE FOR SIGNATURES, DO NOT HAVE THE PROPOSALS SIGNED.

Print (No Signatures Necessary)

[ <<Previous | Next>> | | Cancel [fext|

After you complete all the prepozal =ections, click one of the Print buttens below to open and print the
'zignature pages and application files. Before printing, please use the ‘Validate' option (in the gray
navigation menu fo the feft) to verify that you have entered all the required information.

— > Print Signature Pages Print Signature Pages and Attached PDF Fies <+

Click thiz button to print just the signature  Click thiz butten to print the signature pages plus attached PDF files.
pagss. Clicking the print button will open (Excludes non-POF filez). Follow the program guidelines for any
the cover/zignature pages in PDF format.  additional requirements for printing and submitting any other preposal
Data that you entered in the other information in the hard-copy submiz=ion.

sections of the propoesal ars

automaticalty included in the

cover/zignature pages. If information is

migging in the cover/zignature pages, it

could be because vou have not entered

the infermation in one of the proposal

zectionz OR the information iz not

required for thiz grant program.

“ou must have the FREE Adobe Acrobat Reader installed to
Attention Apple/Mac users: The default Apple POF
Download the latest version of the Acrobat Reader from A
w.adobe.comproducts/acrobat’readermain.himl

w either of the above options.
not work properly.
at

Em =S E

17) To get to the next section, click either the Next>> button or the link to the section in the gray box on the left of
the screen. In section 13 Submit you will submit your proposal by clicking the Submit button.

Submit Proposal

| <cPrevious | EZ=1E

To submit your Proposal, please click the ‘Submit’ button kelow, You will ke unable to submit if you
have not provided all the required information. Any missing information will be listed on the screen. If
your submission is successful, you will receive a confirmation message on the screen and a
confirmation email will be sent to the applicant.

Bl ———
Important Notice:
We recommend that you verify that the status of your application has changed to 'Submitted’. For best
results, you should logout and close all proposalCENTRAL browser windows,
Lagin 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.

| <provious | | cancet e

The following message will then appear and you will receive a confirmation e-mail.

Note: "our Propogal has been submitted. You will receive a confirmation e-mail shorthy. % our Propozal has been moved to the
Submitted tab under Manage Propezals.

For questions about proposalCentral e-mail pcsupport@altum.com or call toll-free 800.875.2562. Page 30



Example of Completed Budget Template

The red numbers in boxes relate to the steps listed in Section 8 Budget Detail.

Costs | Intramural Extramural
IC: NCI Institution: Johns Hoploins Universitw Institution: University of Virsinia
Yearl Total Yearl Yearl Total Yearl Yearl Total Yearl Yearl Total
55,0000 5,000.00]  S10,000.000 51000000 S10,000.00) S20000.00] 51300000 S15,000.00] S30,000.00] S10,000.00] S10000.00| 52000000
S10,000.00] 51000000 S20,000.00 53,000.00 53,000.00 %6,000.00 23,000.00 85,000.00] S10,000.00 25,000.00 25,000.00| S10,000.00
5400000 54,000.00 53,000,000 S17.000.00] S17.000.00| S34,000.00 53,000.00 53,000.00 56,000.00 54,000.00 54,000.00 53,000.00
S16,000.00] S516.000.00| S32,000.00 55,000.00 85,000.00| S10,000.00 STL00 00 S7,000.00] S14,000.00] S1500000] S16,000.00| S32,000.00
S33,000.00( 33500000 S7T0,000000 S35000.00| S35000.00( STO00000N_S30,000.00{ S530,000.00] S60,000.00 &-{*5:333.33 ) 333,000.00( 37000000
L
amural oy, M/A NiA NiA M/A N/A WA / 810500 08 S10500.00| S21,000.00 /@> §15,730.00 00.00
TOTAL COSTS ﬂﬂﬂ.@ S35,000.00] S70,000.00 (ﬁﬂﬂ.ﬂﬂ 535,000.00 S'."IJ_.EIEII:I.[‘IJ S40.500.0 540,200.00( S81,000.00) S&0 ":'\;I.EIEI S20,750,00( S101,500.00

Notez:

1} The 3 tablez below will automn

atically caleulate az information iz addd
1) The Total Intramural and Extyamural Coztz can not exceed 53135,000 per vea

Intramural Caosts

TotalYear 1 Costs

Totsl Yesr 2 Costs

Total Intramural Costs

r (excluding the Extran

Extramupral Costs

Total Year 1 Costs

551,250.00

T et
< LoETE

Totsl Year

591,250.00

Total BExtramural Costs)

5182,500.00

ural Indirect Coztz|.

d to the budget table above, Dg NOT alter tablez\below.,

Total Year

Total Intramural 4n|:| Ex'tramura\ Costs

Excl r.rdj'rl g Indirects \

Inciuding Indirects

1 Costs

5135.333.3\?

5161,250.00

Tatzl Year

o et
£ LOETE

Total Costs

I

$270,000.00|

5322,500.00

5

6

Click here to return to instructions for Section 8 Budget Detail.
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Un-Submitting a Full Proposal

If you submit your full proposal before the deadline and you realize you made a mistake and would like to correct
your proposal, you can unsubmit it and make corrections. NOTE — YOU CAN ONLY UNSUBMIT BEFORE
THE DEADLINE; AFTER THE DEALINE HAS PASSED YOU CAN NOT UNSUBMIT.

1) If you are already logged-in skip to step 3. If you are not logged into the system, go to:
https://proposalcentral.altum.com and click the “Click here to Login, Register and Apply” link.

Applicants: Click here to Login, Register and Apply, —<——
{For grant opportunities. see below )

rant Writing Tips ifrom The Chronicl Higher Education]

"The Buck Stars Here" {2/21/2005) prevides tips for first-time grant

Grants/Contracts Officials: Click here to login writers

"Words YWorth Their YWeight in Cash” (4/8/2005) offers suggestions for
crealing a persuasive namalive

Peer Review Committee Members: Click here to log in

2) Enter your User ID and password and click the Login button. If you have forgotten your password, click the
“Forgot Password?” link and it will be e-mailed to you.

Existing users login below.

User ID or | | You may login using your userid or
E-mail Address: your registered e-mail address.

Password: | | Forgot Password?

Important Notices:

3) Click on the Submitted tab under the blue Manage Proposals tab.

Dy, s

(llanaga Pmpmalsw | Professional Profile | [ Institution Profile ] I Grant Opportunities

All Proposals In Progress Submitted Awrarded Archived

4) This will bring you to the list of all the proposals that you have submitted. Click the “Unsubmit” link next to the

Proposal.
DeLte Edit Identifier Title Grant Maker Program Investigator Status Date (EST)
UnSubmit | ey | 58285 Proposal: Bench to Bedzide Program  Mational Institutez of Health Bench to Bedzide Proposal. Harry, Proposal. Proposal. 3/5/2008
LI for Tuterial Clinical Center Program Toem Submitted 44241 PM
LOF Bench to Bedside Program LOI for LOF Harry, Tom LOF Approved  LOF 3/6/2008 1:14:37
Tutorial Pi
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This will take you to the In Progress tab under the blue Manage Proposals tab. You can then edit the proposal by
clicking the Edit button.

l |, wmﬂ' 1 | Profozsional Profilo | | Institution Profilo | [ Grant Opportunitios
All Proposals In Progress Submitted Avsarded Archived
Deadlines displayed in

-~ - . Chick Craats New Proposal Button 10 Saiact & Grant program and SEan your grant apaicaton
Cresis New Proposal .5, Eastern Time

(ncludes ietier of intent if requined
Delete Edit dentifier Title Grant Maker Frogram Investigator Status Due Date

ol E:"I 55285 Proposal: Bench to Bedside Program  National institutes of Healh Bench o Bedside Proposal: Harry, Proposal in  Proposal 107202008

LOI for Tudorial Ciinical Cenfer Program Tom Progress 2:00:00 P
T L0t Bench to Bedside Program LOI for LOW Harry, Tom LOF Agproved  LOF 8872008 1:14:37 PU
Tistorial

Follow the instructions for the proposal submission in order to submit it again. You can unsubmit as many times
as you want BEFORE the deadline.
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