
 

 

 

 

 

 

 

When you enter the proposal submission site, this is the home page you will see. 
Please click “log in” in the upper right hand corner 

Once at the log in page, please select Register for an account 



 

 

 

 

 

 

 

 

 

Fill in the appropriate account information and select the button “create user” 

Once you have created your user account you will see your log in information in the 
top right screen confirming your log in.  You are now ready to submit a proposal.  To 
begin, click on My Profile 

Your home page 
will now show any 
proposals you have 
in draft or that 
have been 
submitted for the 
current call 



 

 

 

 

 

 

 

 

Enter the applicable information in to the fields. Fields with a red * are required. 
Once complete select the save button.   

If your current 
affiliation is not list 
in the dropdown 
menu, select 
“unspecified” and 
then click on the 
icon to add your 
affiliation to our 
list. 

After you have selected the save button, you will see a note listing your modified date. 
Once you see this confirmation. Click on the My Proposals tab.   

This will show you any 
current proposals you 
have in the system.  
Because this is a new 
system, we have not 
migrated past proposals 
over yet.  Your profile 
will not show any past 
proposals at this time 

To submit a 
proposal, click on 
the link in the left 
hand menu bar. 



 

 

 

 

  

Proposal Information. Enter the information in to the data fields. Fields with a red * are 
required.  Once complete click “next” in the upper right hand corner of the screen 



 

 

 

 

 

 

 

 

  

Project Personnel. Enter the information in to the data fields regarding the users that will 
be participating on this proposal.  To begin, click on the blue hyperlink “click to Select or 
Enter a New person”. You will note at the bottom that you are listed on the proposal as the 
originator. 

A box will pop up asking you to first search for a person, this will help cut down on 
duplicate profiles.  Begin by either typing in an email address or name of the project 
personnel. If the person you are entering appears, press the select button.  If they do not, 
click on the link that reads “I need to enter a new person” 

Note:  If you are working in 
Internet Explorer and you cannot 
see the search text go to: tools, 
compatibility tool settings and 
uncheck the box that reads 
“display intranet sites with 
compatibility view” 



 

 

 

  

Once you have selected your project personnel, fill in the rest of the fields and select the 
“add” button. If you would like to clear the selection, select the “reset” button 

As you add your project personnel, you will see them added to your project personnel list 
at the bottom of the page. Once your selections are complete, click on the “next” link on 

the upper right corner of your screen. 



 

 

 

 

 

  

CINT Scientists: Please select CINT scientists from the dropdown menu provided who you 
would like to work with on your proposal.  Please note that you can select only one LEAD 

scientist, and multiple Support scientists.  

 

As you add your CINT scientists, you will see them added to your proposal scientists list at 
the bottom of the page. Once your selections are complete, click on the “next” link on the 

upper right corner of your screen. 

 



 

 

 

 

 

 

 

 

 

 

 

Environmental, Safety & Health: Answer the required question regarding any ES&H 
concerns/issues.  Once your selection is complete, click on the “next” link on the upper 

right corner of your screen. 

 

Attachments: To upload your 2 page pdf proposal, click on the browse button. 

 If you have not 
completed all the 
required fields within a 
section, you will be 
given this error 
message.  You will 
need to go to that 
section and complete 
the required fields 
prior to submitting 
your proposal 

Once you have selected your CINT proposal, select the upload button 

 



 

 

 

 

 

 

 

 

Once you have received confirmation that your proposal has uploaded, click the “next” link 
on the upper right hand corner of your screen.  To replace the current uploaded proposal 
select the “change” button 

 

Review and Submit: Once you have reviewed your proposal, you may print a copy of the 
proposal by selecting the link “Click for printer-friendly version” and you may submit your 

proposal by selecting the “submit” button at the upper right corner of your screen. 

 



 

 

  

You are able to view your 2 page pdf 
proposal from this review page 



 

 

 

 

 

 

 

 

 

 

 

For any questions, please contact Heather Brown @ hdbrown@sandia.gov 

Once your proposal has been submitted you will be taken back to the “My Proposals” page 
where you will see your proposal listed under the current call with a status shows as 
“submitted”.  Once a proposal has been submitted you will not be able to delete or edit a 
proposal.  Your options are to “View”, “Copy” or “withdraw” your proposal. If you need to 
make changes to the proposal please withdraw the current proposal, copy it and resubmit 
once the changes are complete.  

Your proposal will be 
assigned a unique 
proposal number 

 

Your “at a glance” has now been updated to show 
that you have submitted 1 proposal 
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