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NSPIRES Confirming an Organizational Relationship

Confirming an Organizational Relationship

Changes made to NSPIRES on August 8, 2009 affect submission of proposals to NASA, and are being
implemented to improve the process by which potential conflicts of interest are determined.

In order to submit a proposal after August 7, 2009, all proposal team members must confirm an
organizational relationship. A proposal will not be able to be submitted if an organizational relationship
is missing for any team member, regardless of role on the proposal (e.g. Co-l, collaborator, etc).

This guide illustrates how NSPIRES leads team members through the confirmation process.

1. Access your NSPIRES
account.

NSPIRES

2. Click the appropriate

August 8, 2009 NSPIRES changes affect proposal submission New!
link under
f . g . NEPIRES Home Welcome to NSPIRES John Smith Last Login:
Reminders/Notifications § o : Aug 10, 2009 11:25 EDT
- Reminders/Notifications [ update ]
tO Confl rm your b Solacted P Site News
] H : ® Need Co-1 Confirmation for proposal; New test for ACCESS 09 - nstructions for Confirm:
partlcl patlon In a . with fix. For solicitation: NNHO9ZDAOO1N-ACCESS :n"ﬂrg:'::za‘[{un:l & 0l
Getting Sta Relationship
proposal. S NSPIRES Options S e el o of

Continue Reading
' Catting an Account » Account Management » Organization Ma ent P

Security lﬂh:ﬁ!lmlﬂll ane-
tima change in Legin:
Lontinue Reading

¥ Using NSPIRES View and update your account. View and update your
organization's infermation,

Potential Print Problem

NASA Web Sites > Proposals * Beqgister a New Potential Brint Problam =
Click s Graanization 02/15/08
Salex for Linky Create and edit your propesals, * Continue Reading

and view proposal status.
NSPIRES FAQ Page
NEPIRES FAD Page

> Awards
i . NASA Web Privacy Poli
> Reviews view and manage your NASA NASA Wals Eivasy Ballcx ang
Create and submit proposal awards. Imgorunt Nolices

reviews (for current peer
reviewers only).

NASA

3. Verify that the proposal = :
information is correct. August B, 2009 NSPIRES changes affect proposal submission New!

2, 2009 11:48AM EDT

Plea§e read the new Proposals Team Member: Participation Confirmation

requ"ement agreement’ ¥ repousls/NOTs Proposal Title: New test for ACCESS 09 - with fix _ ) )

and click the ‘COntinue’ e ;clem:e ement: NNHO9ZDADD1N-ACCESS: Advancing Collaborative Connections for Earth System
button to proceed. E—— g

Team Member Role: Co-1
View Proposal

Every Team Member identified as a participant in the proposal’s Scientific/Technical/| Section must
P Proposal . his/her § | icipation in the proposed effort. Each individual proposed must also identify the

organization through which he/she is icipating in the i which may differ from his/her primary
employer. (Excerpts taken from the NRA Guidebook. See Sections 1.4.2 and 2.3.9 for further details). Establishing
an erganizational relationship will confirm the commitment by the team member to this proposal.

Information

Cover Page El Organizational Relationship

F Proposal Summaly
As a Team Member, you must indicate the arganization or other auspices through which you are participating.

b Boskars Daks Establishing this will help NASA in identifying potential conflict of interest situations during peer review of
proposals.
Budgat To acknowledge the above conditions and proceed to link your organizational relationship to this
propesal, please press CONTINUE. If you do not wish te participate on this proposal team, please
F Program Specifid press DECLINE.
Data

¥ Proposal Team

Continue )| Decline. ) Cancel| J

Click ‘Decline’ to remove yourself T_ Click ‘Cancel’ to return
from the Team Member list. to previous page.
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Confirming an Organizational Relationship

4. Click the ‘Link
Relationship’ button to
access the page where
you can select your
participating
organization in the
proposal.

August 8, 2009 NSPIRES changes affect proposal submission New!

Proposals

b Current
Proposals/NOIs

Proposal No: TBD on Submit

PI: Jane Smith

Team Member Role: Co-I

Team Member Name: John R Smith
Team Member Contact Info:

NRESS
500 E St SW

Submitted
Proposals/NOTs

View Proposal

Propasal
Information

200
Washington, DC 20024-2760
r-help@nasaprs.com

Cover Page Elements

» Proposal Summary

the "Link Relationship™ button,

Business Data

Budget

Organizational R

Program Specific
Data

Proposal Team

Team Member: Information and Organization

Proposal Title: New test for ACCESS 09 - with fix
Announcement: Advancing Collaborative Connections for Earth System Science

NOTE: Co-I John Smith must confirm an organizati

An organizational relationship must be linked to this proposal.

12, 2009 11:49AM EDT

|NSPIRES Time: Aug

Office: 202-479-9030

ip. This is i

| relati itiated by clicking on

B

 Link Relationship

5. There are three options to link your organizational relationship. Select one of the three
linking options that apply to your organizational relationship, then click the ‘Save’ button.

A. Link Proposal to an Association - The first option is the Association to an organization you currently
work for or have worked for in the past. All associations have to be registered in the US Government’s
System for Award Management (SAM)

You will be presented a list of your current Associations. If the institution is not on your list, you can add it
at this time with the Add Association button. Adding an Association to the list does not constitute a
confirmed organizational relationship. After adding the Association you may select it from the list. (Refer to

step 8, Add Association)

B. Link Proposal to a Non SAM Organization - The second option allows you to enter the name of your
organization if it is not in your list, and is not listed in SAM. You may type the formal name of that
organization, select it, and save it to link it to this proposal.

C. Link Proposal as Self - The third option allows you to specify that you are representing only yourself on
this proposal. Selecting and saving ‘Self’ constitutes a confirmed organizational relationship.

Proposal Team

Link Proposal to an Association

{Option A

select it to complete the linking process.

Organization Name
LMD Standard Name ZEEA

NSPIRES HELP DESK
ORGANIZATION

Z##H

Choose your organization for this proposal from the list below and click Save button at the bottom of the
page. If your organization is not on the list, click on the Add Association button to add one. Then you may

Doing Business As (DBA)

DUNS # Cage Code
999999900-0000 ZZ7Z00
999999907-0000 Z7707

Link Proposal to a Non SAM Organization

{Option B

below:

Type in Organization Name

If the organization you wish to link is not in the System for Award Management, you may type in its formal name

5

> | Link Proposal as Self

{Option C

If you are not working under the auspices of any organization for this proposal, you may link as an individual

representing him/her self.

Self
Click ‘Cancel’ to return
E Save | <. J<—— toprevious page.
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NSPIRES Confirming an Organizational Relationship

6. Verify that all organization information is correct, then click the ‘Continue’ button located
at the bottom of the page to complete your confirmation organizational relationship.

\ ; et
el /' | NSPIRES )
button to make

necessary changes.
(Refer to Step 13. Edit August 8, 2009 NSPIRES changes affect proposal submission New!

Relationship).

Home NASA Research Help Logout

Account Mgmt Organization Mgmt Proposals Reviews Awards |NSPIRES Time: Aug 12, 2009 11:54AM EDT

Proposals Team Member: Information and Organization
Current
P:oueonmslums Proposal Title: New test for ACCESS 09 - with fix
Announcement: Advancing Collaborative Connections for Earth System Science
Submitted Proposal No: TBD on Submit
Proposals/NOIs PI: Jane Smith

Team Member Role: Co-I
Team Member Name: John R Smith g [r-"H H A
R G Uiiodds iplirel ol dooine) Click ‘Edit Relationship’ to change
I NRESS your Organizational Relationship.
Information ggg E St SW

Washington, DC 20024-2760
r-help@nasaprs.com
Cover Page Elements

¥ Proposal Summary Organizational Relationship | Edit Relationship
Business Data Linked Information Contact Information
Budget Name: LMD Standard Name Phone: 202-479-9030
DBA: LMD/IPSL Email: r-help@nasaprs.com
Program Specific Cage Code: ZZZ00
Data DUNS #£: 999999900 -0000

Proposal Team

Team Member Information
Member Documents Assigned Roles and Privileges

> Biographical Sketch: Col =
(no file specified) Role: I

(** denotes required role for this proposal)

Privilege None View Edit
Proposal Summary 3 F @&
Business Data C & &
Budget & ] [
Program Specific Data ¢ fad &
Team Members -3 ol @
Proposal Attachments & ] &

U.S. Government Agency & International Participation

Is this person participating in this
project as an employee of the U.S.  ves @ No
Government? *

If yes, select U.S. Government agency:
IF‘Iease select federal agency j

If yes, enter total dollar amount requested: I
Is this person participating in this

project as an employee of a foreign © ves & No
organization? *

* Fields marked with an asterisk are mandatory

Click ‘Decline’ to remove
m Continue yous  J€—— vyourself from the Team

Member list.
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NSPIRES Confirming an Organizational Relationship

7. The View Proposal
Team page is now
displayed reflecting
that your organizational
relationship has been

confirmed Proposals View Proposal Team
b Current
- Proposals/NOTs Proposal Title: New test for ACCESS 09 - with fix
¥ Submitted
Proposals/NOTs
PI
Date
View Proposal Hame Role Assigned Emall
¥ Proposal Jape Smith PI 04/02/2009 p-help@nasaprs.com
Information
Team Members
Cover P, nts Hame Role Date Assigned Email Relationship Confirmed  Options
Prope: i lohn Smith ~ Co-l 08/12/2009 r-help@nasaprs.com 08/12/2009 Delete
Opticnal Tesm Member Role(s): Co-i, Co-I/Co-PI (non-US ion only), Co-I; tutionsl Fl, Co-I/Science PI,
P Busine: Collaborator, C [« largrady Student, Other F h
F Budget
¥ Program Specific Suppost Staff e
Data Hama Email Date Assigned Options

¥ Proposal Team

Add Association

Associations indicate a past or present working relationship between you and an organization.
Indicating these relationships will help NASA in identifying potential conflict of interest situations during
peer review of proposals.

8. Click the ‘Add Association’ button to add your Association.

Proposal Team

Link Proposal to an Association

Choose your erganization for this proposal from the list below and click Save button at the bottom of the
page. If your organization is not on the list, click on the Add Association button to add one. Then you may
select it to complete the linking process.

Organization Name Doing Business As (DBA) DUNS # Cage Code
LMD Standard Name’ Z#2A 999999900-0000 ZzzZoo
NSPIRES HELP DESK Z##H 999999907-0000 77207
ORGANIZATION

Link Proposal to a Non SAM Organization

If the organization you wish to link is not in the System for Award Management, you may type in its formal name
below:

Type in Organization Name

Link Proposal as Self

If you are not working under the auspices of any organization for this proposal, you may link as an individual
representing him/her self.

Self
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9. You may search your
organization by
Organization Name,
DUNS Number, or Cage

Code August 8, 2009 NSPIRES changes affect proposal submission New!

Account Management  Add Association: Search for Organization
# Crongs Ussrmome Enter your search criteria below. You may search by organization name, DUNS number or CAGE code using the
dropdown selection below.

Enter one of them in the

F Change Password

search text field, and K o [
select the search type in | I e ) e
the ‘By, drop dOWI'I b s Monk Search Tips: < /I\
Organization Name
menu. b Affiliations ® You may use a portion or full name of an org with an org me_seacch
- il i . g:;: searching by sither the DUNS number or CAGE code, use the full DUNS Click ‘Cancel’

After that, click the b Associations to return to

3 ’ q

Search’ button. Account Management [FARTEALS [PEr = :

Questions? | }

Click ‘New Search’ to
use other criteria to

10. Locate and select the ACZ:::::“;':?:::‘!"‘ Add Asscrci.ation - Search Results find organization.
. Select an organization from the list below and click “Select” to
radio button of your b Cimmpe Pussmord search agein v
Organization. Click the b Challenge Question Search Results [ Mew Search |
‘Select’ button to b Parsonal Profile Select Qroanization Doing Business As (DBA) DUNS # Cage Code
proceed_ b Address Book %' @« 255C University of Central Maryland 5555595541 22241 |
B Affiliations cC Z4SE University of Eastern Wyoming 999999940~ ZZZ40
0040
NOTE: Fmail Subscriptiofs ) Z$5G College of St. Jude 999999947~ ZZZa7
If your organization is not listed, | * Ao — — ::;99 . —
. Une r 42 4
click the ‘New Search’ buttonto |, = £ Salisstss 0062
search again by using other Questions? ! c Z$8N The Einstein Institute of Technology 399993943- 22243
. . If you nead h
types (Organlzatlon Name! process. phes: ) - 2585 Metropolitan Center of Science and 555595546 ZzZa6
DUNS Number, or Cage Code). | 755276 erov amdiat Ferhorlogy. oE
If your organization is still not Sl e formre chac G il oo .
found, click the ‘Cancel’ button | ‘ o zas The Center for Science Research sssssssas. 22285
and you may choose ‘Option B’
or ‘Option C’. (Refer to Step 5). .
P ( P5) Click ‘Cancel’
ooty | 2,4 ) <—— toreturnto

previous page.
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1. VerifY_tha_t th? . P Personal Frofis Organization Information
organization information | address sook
is correct, then click the |, aisson ;”CB oA et of ot b
‘Add Association’ T B - sl
. DUNS Number: 999999941
button to complete this L Aesecistions Company Division: DIVISION A
process. Organization Address: Mailing Address:
] 500 E STREET SW 500 E STREET SW
Account Managemgnl SUITE 200 SUTTE 200
Questions? WASHINGTON DC 20024 WASHINGTON DC 20024
us us

1f you nead halp with 4his
process, please contade the

"?"""53 Help Desk stl(202)  flepctronic Business Point of Contact: Alternate EBPOC:
4(9-93-_,-5_ or by . Emily Chien Sridhar Nama
echien@nasaprs.com snamadnasaprs o
T g T PR 500 E STREET SW 7856 Walker Drive
Information. SUITE 200 SUITE 203
WASHINGTON . ‘ , Greenbelt MD 20770
us Click ‘Back’ to us
Phone: 2024799 Phone: 3014749697 222
Fax: 202479051

% return to % Fax: na
| previous page. |

1

Click ‘Cancel’ to end the Add
Association process and return to the
Organizational relationship page.

Cover Pa ge Elements

H H H » Proposal Summary Flease select 8 single item from one of the categories below. Upen saving any selected relationship, NSPIRES will
1 2 - You r organ Izatlon Is sutomatically append contact information to that selaction. By deFauIr,_rhis will ba the primary email and phone
B Dat number in your Address Book at the time the relationship is saved. This contact information is separate from the
nOW added tO you r e Address Book, relevant only to this proposal, and can be freely edited without affecting your Address Book.
T . b Budget
associations list. Refer You may edit this information and also change your selected relationship up to propasal submittal. After
submittal, you may request changes through your Program ger. This along with its

¥ Pro n Specific
TOPERI P contact information, will be displayed in section V1 of the proposal cover page and eventually be presented to

potential reviewers to determine conflicts of interest,

to Step 5 to complete

the Organizational  Proposal Team
Relatlonshlp using Link Proposal to an Association ) Add Association
‘0 tion A, Choose your organization for this proposal from the list below and click Save button at the bottom
p of the page. If your organization is not on the list, click on the Add Association button to add one.
Then you may select it to complete the linking process,
Organization Name Doing Business As (DBA) DUNS 2 Cage Code
¢ LMD Standard Nams Zeep 999999900-0000 zzz00

~  ZesH ZomH 999999907-0000 zzz07
m & Z8C University of Central Maryland 999595541 zZzzé8l
Link Proposal to a Non CCR Organization

If the organization you wish to link is not in the Central Contract Registry, you may type in its
formal name below:
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Edit Relationship

In order to change the organizational relationship in a proposal, please follow the steps below.

13. Click the ‘Edit Relationship’ button.

August 8, 2009 NSPI

Proposals

Current
Proposals/NOIs

Submitted

Proposals/NOIs

View Proposal

Proposal
Information

Cover Page Elements

NSPIRES )

Home NASA Research Help Logout

NASA

Account Mgmt Organization Mgmt Proposals |NSPIRES Time:

Aug 27, 2009 12:45PM EDT

RES changes affect proposal submission New!

Team Member: Information and Organization

Proposal Title: New test for ACCESS 09 - with fix
: Advancing Collaborative Connections for Earth System Science

Proposal No: TBD on Submit

PI: Jane Smith

Team Member Role: Co-1

Team Member Name: John R Smith
Team Member Contact Info:

NRESS
500 E St SW
200

Office: 202-479-9030

Washington, DC 20024-2760
r-help@nasaprs.com

13

P or I Relationship - Edit Relationship
Basimens Date Linked Information Contact Information
Budget Name: LMD Standard Name Phane: 202-479-9030
DBA: LMD/IPSL Email: r-help@nasaprs.com
Program Specific Cage Code: 22200
Datn DUNS #: 999999900 -0000
Proposal Team
Team Member Information

14. The current organization
relationship to the
proposal is displayed.

NSPIRES )

August 8, 2009 NSPIRES changes affect proposal submission New!
Users may modify the —
email and phone number oo

Team Member: Organizational Relationship

as necessary, then click
the ‘Save’ button to save
these changes and return
to the previous page. The
edits are reflected in the
organizational
relationship section.

b Submitted
Praposals/NOTs)

View Proposal

b Proposal
Information

Cover Pag

¥ Proposal
b Business
¥ Budget

¢ Program Specifi

In order to change the
organization in the
organizational
relationship, click the
‘Change Relationship’
button.

b Proposal Team

Click ‘Change
change the
Click ‘Cancel’ to return Orgarjnzatlc.)nal
. Relationship.
to previous page.

Proposal Title: New test for ACCESS 09 - with fix

Announcement: Advancing Collaborative Connections for Earth System Science
Proposal No.: TBD on Submit

PI: Jane Smith

Team Member Role: Co-1

Team Member Name: John Smith

Your current linked relaticnship is listed below. Yeu may modify email and phone as necessary. Please SAVE to effect

changes.

Organization: LMD Standard Name
Email: |rhelp@nasaprs.com
Phone: [202479-9030
Phone Ext: ]

To select a different organizational relationship click the Change Relationship button.,

http://nspires.nasaprs.com/external/
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15. You may change the
organizational

Current
Proposals/NOIs

Submitted
Proposals/NOTs

Team Member: Organizational Relationship

Proposal Title: New test for ACCESS 09 - with fix
Announcement: Advancing Collaborative Connections for Earth System Science

Proposal No.: TBD on Submit

PI: Jane Smith

Team Member Role: Co-I

Team Member Name: John Smith

relationship by selecting
a different organization.

View Proposal

Proposal
Informatien

Your current linked relationship is listed below. You may medify email and phone as necessary. Please SAVE to effect

Cover Page Elements changes.

The three options will be
present to you once

Proposal Summary

Business Data Organization: LMD Standard Name

H H Email: itisatest@nasaprs.com
again. Select one option, |. ... = LL sy
one: -555-

H & ]
then click on the ‘Save programspecif 7| phone ext: F—
button ¥ Check this box to apply the above contact email and phone to the next relationship you select.

" Proposal Team Otherwise, the above information will be replaced by the primary email and phone from your Address

Book.
1 5 Link Proposal to an Association

Choose your organizati
page. If your organizati
select it to complete the

for this proposal from the list below and click Save button at the bottom of the
s not on the list, click on the Add Association button to add one. Then you may
king process.

Organization Name Doing Business As (DBA) DUNS # Cage Code
¢ LMD Standard Name LMD/IPSL 999999900-0000 22200
999999907-0000 22207

9' @ Z#sH ZeaH

Link Proposal to a Non CCR Organization

If the organization you wish to link is not in the Central Contract Registry, you may type in its formal
name below:

Type in Organization Name

e |

Link Proposal as Self

If you are not working under the
an individual representing him/her self

of any or for this prop I, you may link as

~  Self

Click ‘Save’ to maintain your new
Organizational relationship.

Click ‘Cancel’ to return
to previous page.

—>e S <—

16. The change is reflected in the following page.

NASA

2:45PM EDT
August B, 2009 NSPIRES changes affect proposal submission New!

Proposals Team Member: Information and Organization

b Current
Proposals [NOls

Proposal Title: New test for ACCESS 09 - with fix
ement: Advancing Collaborative Connections for Earth System Science
Proposal No: TBD on Submit
PI: Jane Smith
Team Member Role: Co-1
Team Member Name: John R Smith
Team Member Contact Info:

NAESS
500 E S5t SW

¥ Submitted
Proposals/NOTs

View Proposal
Office: 202-479-9030

¥ Proposal
Information

Washington, DC 20024-2760
r-help@nasaprs.com
Cover Page Elements

1 Relati i,

b Proposal Summary or

¢ Business Data

Linked Information Contact Information

P Bud Name: ZaH Phene: 301-555-1212 ext 555
DBA: Z==H Email: itigatest@nagaprs.com
» Prog Cage Code: 22207
Datal DUNS =: 595595507 -0000

b Proposal Team

Team Member Information

- Edit Team Membar
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