Research.cov GRFP Reference Letter Submission Guide

ONLINE GRANTS MANAGEMENT
FOR THE NSF COMMUNITY

All Graduate Research Fellowship Program (GRFP) reference letters are submitted in the Reference
Letter Submission module in Research.gov. All reference letters must be submitted to NSF by
the annual deadline in late October.

Starting the Reference Letter Process

* Nominated GRFP reference letter writers will receive a system-generated email from the "Rgov-No-
Reply@nsf.gov" sender email with "NSF Fellowship Reference Letter Request" in the subject line.

* The email includes an Invitation Code required to access the Reference Letter Submission module in
Research.gov.

* A confirmation email is sent to the GRFP Applicant after the reference letter request email is sent to
the nominated writer. The GRFP Applicant can track reference letter submission status in the GRFP
module.

Example System-generated GRFP Reference Letter Request Email

[EXTERMAL] - M5F Fellowship Reference Letter Request for Yasmin Azimi - Due 10/27/2023
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Step : Register for a new NSF account in Research.gov.

Note: Skip to Step 2 on page 3 if you already have an NSF account in Research.gov. Use the
NSF ID Lookup tool to check if you have an existing NSF account. If needed, contact the NSF Help
Desk for account verification assistance at 1-800-381-1532 (7:00 AM - 9:00 PM ET; Monday - Friday except
federal holidays) or via rgov@nsf.qov.

Follow the steps below to create a new NSF account. There is also a three-minute Register for a New
NSF Account video tutorial and Register for a New NSF Account job aid for a detailed walk-through of
steps with associated screenshots.

* Open Research.gov.
* Click “Register” located at the top of the screen.
* Enter the requested information on the Account Registration page (one-time process)
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https://fastlane.nsf.gov/researchadmin/nsfIdLookupRead.do
mailto:rgov@nsf.gov
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NSF Account Registration page

NSF ID Lookup tool link

NSF account Primary Email field

Save & Preview button is enabled after
age confirmation box is checked

(cont’d)
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Account Registration
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o NSF Account Primary Email Address Tips:

* Your NSF account primary email address will be used for NSF account notifications including

password resets.

» Please make sure you have ongoing access to this email account (e.g., Gmail address).
* It is critical that you have continued access to this email account if you change organizations.
» NSF account holders can update their NSF account primary email address without NSF Help

Desk assistance after registration.

* After previewing your account registration information, click Submit.

Preview Account Registration
screen to verify NSF account
information

Submit button is enabled after the
I’m not a robot box is checked

Use the Edit button to make
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* You will receive an Account Registration Confirmation on the screen.
* You will then receive two system-generated emails at your NSF account primary email address.
o One email will contain your new NSF ID for your NSF account.

o The second email will have your temporary password so you can sign in to Research.gov.
Follow instructions provided in the email to change your temporary password.

Account Registration Confirmation

Confirmation message indicates © ous accound e i wccenstily resied
successful NSF account creation
= il man wer! b dared mcalinber @ gmad com
& DOO9FL0YE

A temporary password for your NSF account has been created.
System generated emai I is sent to Use the following temporary password to sign in to your account through Research.gov.
the NSF account primary email
address with temporary password to
1. Sign in to Research.gov using the temporary password above.

sign in to Research.gov 2. 0nce you sign i, you will be prompted to change your password. Please review password complexity requirements before creating a new password.

Temporary Password: qCyQcIwZS4

To set up your new password:

Need Help?

You can find helpful Research.gov information by clicking the Research.gov Help
<https://web.acpt.research.gov/c: Researc! h, ome to the Research gov Help System.htm> section. We encour: rage you to review this information to
learn how to efficiently use the site.

For additional assistance, please contact the NSF Help Desk at 1-800-381-1532 or Rgov@nsf.gov <mailto:Rgov@nsf.gov> .

Please DO NOT REPLY TO THIS MESSAGE, as this email was sent from an address that cannot accept incoming messages.

Step : Sign in to Research.gov and access the Reference Letter Submission module.

* Open Research.gov.

* Click Sign In located at the top of the screen to enter NSF account credentials.

(& Research.cov S s s 1,

OhLiWE GRANTS MANAGIMENT
FON THE NEF COMMURITY

@ NSF User Sign In

U yousr Prienary Emad Address, NSF ID, LOGIN GOV or your arganization credunal 1o sgn in 1o Ressanch gev

Sign in with your NSF account NSF Account Organization Credentials € Login.gov Credentials

primary email or NSF ID and your NSF "‘f‘_‘"‘ff"“”“"""““"ﬁ"ﬂ Pick Your Organization
account password COideind D LOGIN.GOV

Password
Sign In button is enabled after Signin |
credentials are entered e 10 NET st e e iz
0 eon In for NSF S
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GRFP Reference Letter Submission Guide

* You will be on the Research.gov homepage after signing in.
* Click the Manage Reference Letters (Writers) link under Fellowships.
* You will be navigated to the Reference Letter Submission module.

Research.cov

Manage Reference
Letters (Writers) link

views & Meetings

Wieikcoma Dsniel MeAllistar | Sign Gt ome] | Uy Profls | Comact | Hatp | About

Awards & Reporting

Step

: Enter Invitation Code to Add GRFP Applicant.

* Enter the Invitation code from your NSF Fellowship Reference Letter Request email to the
Invitation Code field on the Manage Reference Letters page. Be sure not to add extra blank spaces
at the end of the Invitation Code. The system will only validate 10 characters in the Invitation Code

field.
* Click the Add Applicant button to continue.

* Note: This process must be repeated for each GRFP applicant (i.e., if you are nominated to write a
reference letter for two GRFP applicants, you will enter the Invitation Code from the NSF
Fellowship Reference Letter Request email corresponding to each Applicant).

Add Applicant button is enabled when
10 character Invitation Code is entered
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Example NSF Fellowship Reference Letter Request email
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(cont’d)

* Asuccess message will display on the Manage Reference Letters page after a GRFP Applicant is
added to the Applicants Requesting Reference Letters table.

* The Reference Letter Status (Not Started, In Progress, or Submitted to NSF) column in the
Applicants Requesting Reference Letters table will update as the status changes.

Success message indicates reference

letter nomination acceptance for the
specified GRFP Applicant

GRFP Applicant is added to Applicants
Requesting Reference Letters table.

Status is Not Started after an
Applicant is initially added.

Manage Reference Letters
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Enter the One Time
Password emailed to you

o Additional Verification Step May be Required to Add GRFP Applicant

* If the “To” email address on a system-generated GRFP Reference Letter Request
email does not match your NSF account primary email address, an additional
quick verification step is needed to add the GRFP Applicant to the Applicants
Requesting Reference Letters table.

* If you have been nominated by more than one GRFP Applicant, this process would
be repeated for each Applicant when the “To” email address on the system-
generated GRFP Reference Letter Request email does not match your NSF
account primary email address.
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GRFP Reference Letter Submission Guide

Step o: Select GRFP Applicant to upload the reference letter.

» Click on the Applicant Name linked in the Applicants Requesting Reference Letters table to go
to the Reference Letter Applicant Detail page to upload the reference letter.

Manage Reference Letters
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» Reference Letter Applicant Detail page includes information about the Applicant, Fellowship,
reference letter due date, and reference letter instructions.
» Reference letter must be uploaded as a PDF.

Reference Letter - Yasmin Azimi

Reference Letter Due

D 1Mgana nods tha ol Wiy Date
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GRFP Reference Letter Submission Guide

Step e: Upload GRFP Applicant reference letter.

» Use the Browse button to select the reference letter PDF file to upload.

Reference Letter - Yasmin Azimi

[ JL T
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Wasrrars Ao Dirachushe Floss: Fadowabip Proges IRFF AMZTI2023 5:00 PM EDT
Ermasl Address Proposal Tl Proposed Ressarch Trle
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* A success message is generated after the PDF file is uploaded if no file compliance errors are
detected (e.g., attempted file upload of a file format other than PDF)
* The uploaded file linked at the bottom of the page may be:
» Viewed by clicking the file link. Please ensure the upload file is for the intended
Applicant. Reference letters cannot be updated after submission to NSF.
» Deleted by selecting the trash can icon.

Reference Letter - Yasmin Azimi

File upload success e <l
message P

Appicant Information Feliowship Informaticn

Applcat Nasme Progeam Rtoronce Lomsr D Date
““““““ e G e 10v27/2023 5:00 PM EDT
Rl Address Propossl TiProposad Research Tite

yasmin apmagigma com & Haliste Apgroach 1o Maxseling Fraser Fir and Find

Seruce Hysrmdkc Function

View the uploaded
PDF

Delete the uploaded
PDF for re upload
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GRFP Reference Letter Submission Guide

(cont’d)

Step : Submit reference letter to NSF.

After confirming that the correct reference letter has been uploaded, use the Submit to NSF button to
complete the submission.

A modal will display to confirm that you are ready to submit the reference letter for the specified
Applicant. No changes can be made to the reference letter after it is submitted to NSF.

Reference Letter - Yasmin Azimi

Fisforonce Loser Dus Dt
10/27/2023 5:00 PM EOT

Confirm Submission 1o NSF

Confinm that you are ready to submit the reference letter for Yasmin Azimi to NSF. Na
additional changes can be made.

Confirm submission
to NSF

Submit o NSF

Submit to NSF
button

* A success message is generated after reference letter submission.
The reference letter status is changed to “Submitted to NSF” for the Applicant on the Applicants
Requesting Reference Letters table.

System-generated confirmation email is sent to the reference letter writer and to the GRFP Applicant
to notify of the reference letter submission.

Manage Reference Letters

Reference letter

SubmiSSiOﬂ success S Tra Rrdorerce Latier has Bpan succesafuly submimed fo NEF Mo scasonal changes can b mads
message

Tz mek  refow o Wl afvier T Irvitation Code provaded v amad Oece the spclcant is added 1o the 1abie ek, selec e appheani's nams 1 provide Tue (ederercs. Plaas

ensure relerence leners are subsmed prior 1o the Rederence Letier Due Dae listed in the table below. [ you have Questons alout 8 speordc regues], coniec T appicant

Applicants Requestng Relsrence Lediers

Reference letter
status updated to
Sutmind by NSF Submitted to NSF

Showng 1-10l 1

Applicest Hees = Program & Applicest Email ¥  Relsrescs Lomer Due Dase 3

Rederersce Lemer Sulwnit Dane 3 Refersnce Lemes S [Hey] 2

Az ] GRFP yosrmen anmilgmad com  10C2T/Z02Y 500 PM EDT TIAT2Y 80 PMEDT

Questions?

* Questions about the GRFP reference writer process should be directed to the GRF

Operations Center (website: https://nsfgrfp.org) at 1-866-NSF-GRFP (1-866-673-4737) or
by email to info@nsfgrfp.org.
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Signing in to Research.gov with
Organization Credentials or
Login.gov Credentials
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Using Organization Credentials to Sign in to Research.gov

After registering for an NSF account in Research.gov, you can sign in to Research.gov with your
organization-issued credentials if your organization is an InCommon Federation participant and
integrated with NSF. Please check the Organization drop-down on the Research.gov Sign In page to
view the list of InCommon Organizations that participate/integrate with NSF.

* Only InCommon Federation participants can use their organization-issued credentials to sign in to
Research.gov.

+ If you are signing in with your organization-issued credentials, you will be prompted to link your
credentials to your NSF account if they are not already linked.

* Please see the About the InCommon Integration at Research.gov page to learn more.

+ If you have questions, please contact the NSF Help Desk at 1-800-381-1532 (7:00 AM — 9:00 PM
Eastern Time; Monday — Friday except federal holidays) or via rgov@nsf.gov.

: Research.cov

ONLINE GRANTS MANAGEMENT
FOR THE NSF COMMUNITY

Sign In | Register | Home | Contact | Help | About

& NSF User Sign In

Use your Primary Email Address, NSF ID, LOGIN.GOW or your organization credentials to sign in to Research.gov.

Sign in with your Organization

credentials NSF Account Organization Credentials @ Login.gov Credentials
Primary Email Address or NSF ID Pick Your Organization
U LOGIN.GOV
Forgot D
Sign In button is enabled after —
credentials are entered =3 ,
New to NSF? Register Don't see your organization? Learn more / Register for

InCommon

© Sign In for NSF Staff

SYSTEM USE NOTIFICATION

tion (NSF) Federal Government computer system. Any system activity may be monitored and any information st
cement, management, or other purposes. By using this computer system, you are consenting to such moni

njunction with the system),

Allinformation maintained within or retrievable through the NSF computer system, including electronic mail files, may be reviewred and retrieved by the Department of Homeland
Securkty; NSF officials who have a legtimate reason to do so when authorized by the Director or Deputy Director; or by the Inspector General,

By signing in, you are accepting the rules above.

Version 1.0 (July 2023) 10


https://identity.research.gov/sso/XUI/?module=nsf&env=prvw&app=portal#login/
https://www.research.gov/research-web/content/aboutincommon
mailto:rgov@nsf.gov

Bﬁ?ﬁﬂ}:ﬁ}}ﬁﬂ}f GRFP Reference Letter Submission Guide
FOR THE NSF COMMUNITY (cont,d)

Using Login.gov Credentials to Sign in to Research.gov

After registering for an NSF account in Research.gov, you can sign in to Research.gov with your
Login.gov credentials.

» Login.gov is a Federal shared service platform that provides multi-factor authentication for users
to sign in to participating government agency systems.

» Accessing Research.gov through Login.gov enables Reference Writers to have a single username
and password for participating Federal systems.

+ After Login.gov credentials (username and password) are entered, the Login.gov system will
require the Reference Writer to provide a second factor such as a security key, authentication
application, or a one-time security code the Reference Writer receives by phone or by text to
complete the authentication. For more information, please see the Login.gov Help Center
Authentication Options page.

* When signing in to Research.gov with Login.gov credentials the first time, the Reference Writer’s
Login.gov account and NSF account will automatically be linked if the same primary email is used
for both accounts. If Research.gov does not detect a primary email address match for both
accounts, the Reference Writer will be prompted to complete a one-time process to link their
Login.gov account to an existing NSF account.

 If you have questions, please contact the NSF Help Desk at 1-800-381-1532 (7:00 AM — 9:00 PM
Eastern Time; Monday — Friday except federal holidays) or via rgov@nsf.gov.

: Research.cov
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Sign In | Register | Home | Contact | Help | About

@ NSF User Sign In

Use your Primary Email Address, NSF 1D, LOGIN.GOV o your organization credentials to sign in to Research gov

NSF Account Organization Credentials @ Login.gov Credentials Si g n in with Log in. g oV
Primary Email Address or NSF ID Pick Your Organization d t- I
= U LOGIN.GOV CIECEIIAlS

Forgot ID

Password
Sign In button is e
enabled after sote
- Mew to NSF? Reqister Don't see your organization? Learn more / Register for
credentials are SiCain s
entered © Sign In for NSF Staff

SYSTEM USE NOTIFICATION

ation (NSF) Federal Government computer system. Any system activity may be m
ent, management, or other purposes. By using this computer system, yo

bie through the NSF computer system, including elect
son

ror ; wed and retrieved by the Department of Homeland
to do so when authorized by the Director or Deputy Director;

y bere
or by the Inspector General.
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