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Registering 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. 

 
 

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

 
 

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. 

 
 

https://proposalcentral.altum.com/
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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.  

 
 

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. 

 
 

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. 

 
 
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. 

 
 

 

 

https://pcdemo.altum.com/Login.asp
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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.  

 
 

3) 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. 

 
 

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. 
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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. 

 
 

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. 
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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. 

 
 

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. 
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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.  

 
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. 

 
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. 
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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.  

 
 

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. 
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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. 

 
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. 

 
 

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

 
 

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. 

 
 

Click the “Apply Now” link. . 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.  
 

https://proposalcentral.altum.com/
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(2) If you 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.  

 
 
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. 

 
 

Click the “Apply Now” link. . 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. 

 
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. 

 
 

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

https://proposalcentral.altum.com/
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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.  
 

 
 

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. 
 

 
  

To navigate your way through the LOI, you can either click on the links in the gray 
box on the left side of the screen or click the << Previous or Next>> buttons in red. 
Remember to click the Save buttons to ensure all information is saved. 
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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 LOI. 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.  

 
 

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. 

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

 
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. 

 
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.  
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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.  
 

  
 

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.   

 

 
 
EXAMPLE MESSAGE INDICATING THAT THERE IS MISSING INFORMATION.  

 
 
EXAMPLE MESSAGE INDICATING LOI IS READY TO BE SUBMITTED. 

 
 
 
 

1

2

3

4

The “Summary 
Information Errors” is a 
link to the page with the 
missing information. 
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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.  

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

 
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. 

 
 

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

 
 

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.  
 

 
 

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.  

 

https://proposalcentral.altum.com/
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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. 
 

 
  
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. 
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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 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. 

 
 

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

 
 
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.  
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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. 

 
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.  
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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. 

 
 

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.  
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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 – BEFORE completing this 
section, you should have completed the Detailed Budget Template that was downloaded in Section 
2. You will need the information from the Detailed Budget Template in order to complete Section 
8 Detailed Budget. Click here for an example of a completed Detailed Budget Template. The 
information shown on that form will be used to illustrate the example below. 
 
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. 

 
 
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. 

 
 
(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 2nd 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). 

 
(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. 

 
 

(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. 
 

 
 
(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. 

 
 

(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. 

 
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. 

 
 

 
 
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.  
 

 
 
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 2nd 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. 

 

 

 

This box is pulled from the 
completed Detailed Budget 
Template.  
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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.  

 

 
 

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

 
 

(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.  
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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.  
 

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

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

 

  
 
EXAMPLE MESSAGE INDICATING THAT THERE IS MISSING INFORMATION.  
 

  
 
EXAMPLE MESSAGE INDICATING PROPOSAL IS READY TO BE SUBMITTED. 
 

 
 
 
 
 
 
 
 
 
 
 

The “Absract Errors” is a 
link to the page with the 
missing information. 



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. 
 

 
 

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.  

  
 
The following message will then appear and you will receive a confirmation e-mail.  
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Example of Completed Budget Template 
 

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

 
 
 
 
 
 

5 
6 4 3 

2 1 

 
 
 

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. 
 

 

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

 
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. 

 
 

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

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

Proposal.  
 

 
 
 
 
 
 
 
 
 
 
 

https://proposalcentral.altum.com/


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.  
 

 

 
 
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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