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How to Use
the Online Application Submission System



Begin by going to the BWF website:
www.bwfund.org
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BURROUGHS HOME | CONTACT | SEARCH -
WELLCOME
FUNDS
ABOUT GRANTPROGRAMS MEWSROOM CAREER DEVELOPMEMT
S The Burroughs Wellcome Fund is an independent private
B s foundation dedicated to advancing the biomedical sciences
On the BWF website you will find the by supporting research and other scientific and educational =

links to all open applications.

SCIENCE EDUCATION
Since 1996, BWF has been
involved in refarming science
education in Morth Carolina.

CAREER DEVELOPMENT
Resources and information on
supporting young scientists

SCIENCE AND PHILANTHROPY
Programs to advance BWFs
mission of improving the
environment for science

activities.

Highlights

Science Education
SSEP

Accepting Applications
Deadline April 15, 2010

Focus in Sound (audiocast)
Laura Miller
Scientific Interface

Career Development
Staffing the Lab
Both Sides of the Bench

Announcements

January 11, 2010 —
Strengthening national health systems to
achieve global health goals B

You will also find all pertinent
information about the grant program
for which you are applying, including

application instructions . . .
see next slide.
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Application Page on BWF Website
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LI On each program’s application page & -
Sl E: you will find important information on G- B & [ese - Qe 7
how to complete an application. ]

STUDENT SCIENCE ENRICHMENT PROGRAM

Home > Grant Programs > Science Education > Student Science Enrichment Program > Program

Application
IMPORTANT: Please read ALL

INFORMATION very carefully before
beginning your application.

= Grant Programs PROGRAM APPLICATION
= Science Education

El Student Science
Enrichment Program Application Deadline: April 15, 2010 by 4:00 p.m. Eastern Time

Accepting electronic applications only.

Background
Eligibility
Selection Program Goals
n Proposal Sections

IMPORTANT: There are separate Forms

Application Instructions

links for applicants beginning a new Online Application System
application vs. applicants returning [ e

Assistance with Application
Application Checklist

Evaluation
Progress Reportnl
Advisory Committee

Apply for the Grant (Begin a new application
Edit the Application (Access a saved application
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System Login Page
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Account Login
Contact Us Help Logout

Please Sign In

Welcome te The Burreughs Wellcome Fund (BWF)! Enter your e-

mail and password below to access the BWF grants system. If you
are a new BWF applicant, please create a log in by entering your e-
mail and choosing the first option below. Please note as of January

If you are a new applicant,  bel _
. 2010, BWF launched a new application system. Former applicants
you will need to create a to BWF will need to create an account on the new system.

new account.

E-mail Address | If you are a returning applicant, you
) | am a new online applicant can enter yOUf eXiSting |Ogin and
& 1am a returning online applicant. password.

If you have forgotten your My password is

password, click here and it

will be emailed to you.

Forgot your password? Click here

IMPORTANT: It is imperative that you use your functional work email

address as your login email. This is the address that will be used to
send automatic notifications about your application.
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Student Science Enrichment Program Application
FAQs Forms

Contact Us

Logout

Most BWF applications have an eligibility quiz in which
Is your program eligible for the

you will need to answer questions to ensure you meet
the criteria for receiving funding.

Qualifying questions

What population of students will your program serve?
Answers are located in the “Select One- ]
dropdown IISt -under eaCh What is the purpose of the grant request?

guestion. -Select One- ]
Done
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Failing the Eligibility Quiz

r@ sLrdensciencebnnEhmenrogramapplication S crosoris nierneisbxplonersprovided it sl isonhEN nienne RS e nvice
P

Q o>t & | htbps: | e, grantrequest, comfSI0_227 Defaulk, asp D % || % 2|
File  Edit  Wiew  Faworites  Tools  Help '@ -
'?J:.? "1"3? [@Student acience Enrichrent Program Application ]_‘ i;-ﬂﬁ' - B M B I;}’Eage - 'f Tools -
]
WELLCOME
FUNDR
Student Science Enrichment Program Application . )
ContactUs FAQs Forms Logout If your answers to the eligibility quiz do not
reflect the program guidelines, you will fail the
Is your program eligible for thae[ir4=Tale Ne=le=\V/R-Nelol (= ololglo[[a[o Mg [SEETo [
Your responsas to the quiz questions have indicated that yvour proposal may not meet our eligibility
guidelines. Please contact the Burroughs YWellcome Fund {919/991-5107 or mscott@bwiund.org) to =
discuss your eligibility prior to beginning the application
Is yvour organization a 501c(3) nonprofit or a K-12 public school?
Yes
Does your program serve students outside MNorth Carolina?
Yes
What population of students will your program serve?
Middle school students
What is the purpose of the grant request? 1
Student engagement in hands-on activities v
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Navigating the Application

If you pass the eligibility quiz, you will see the first page of the application.

r{é BW: Standard Application,- Microsofi. Internet; Explores; provided|by Bellsouth@Internet Service. ._J._Jﬂ[
@_ ~ || https:/fvavew.arantrequest,com/SID_227/Default, asp 1 ||+ 2~
Bile Edit Wiew Favorites Tools Help If you wish to return to the BWF Website, & -

If you need to send an email click the ‘Logout’ link. 5 - ) d® - [hpage - @FTedls +

to BWF staff, click the

‘Contact Us’ link. ; .
To preview your application at

any time, click here.

BW¥ Standard Application
Contact Us FAQs Foms Logout

Page 1

L Required before finaNsubmit

If you wish to email a draft of
If you wish to review the FAQs your application to anyone,
for the application, click here. click here.

¥ First Mame - help? NOTE: BWF does NOT

To navigate to the different pages accept emailed applications.
% Middle Name of the application, click on the page
numbers here.

¥ Last Mame If you wish to print your
application, click here.

NOTE: You can upload all
attachments on the last page of the
app”ca‘tionl &) tnbernet EA00% T




Navigating the Application Continued
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An asterisk indicates
that completion of

this field is required ~ 29eut
for submission of the Page 1 2 3 4 5 6 Review My Application  Printer Friendly Version — Email Draft

application. Principal Investigator Information

Follow all on screen instructions when

completing your application.

---------------- Complete the application fields by selecting from a
ﬁ;'rsﬂce dropdown list or by directly typing the requested
Mrs information into the field.
w |Ms
Rabhi

¥ Last Mame

S ffix
<3elect Onex
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Uploading Attachments

Most BWF applications require attachments be included as part of the application.
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OVYT SdlTddarud SRR Livim
Contact Us Help Forms Logout

s Required befors final submit Page 1 2 3 4 5 6 Review My Application Printer Friendly Version Email Draft
Attachments

Following is a list of sample attachments that must bs |MPORTANT

infi tion to be included in the fil vailabl .

information to be included in the files are available on ALL attaChmentS MUST be uploaded as PDE flleS.
ST L For assistance in converting files, please visit the
Scientific Abstract .
Research Plan FAQS On the BWF WebS|te.

Curricula Vita
Budget (template provided)
Support Letters

ggl=rmental matenals not specifically requested

Step 1: Choose the title of the
attachment from the dropdown list.
Upload

The maximum size fo
(such as "exe”. "com”

mat prior to uploading. For assistance in converting files

Step 2: Click the ‘Browse’ button to
Il attachments comhbined 15 25 MB. Please note that files with certa) SearCh your SyStem and SeIeCt the
gs". or "bat") cannot be uploaded the document you wish to upload.

Title: | Project Plan {Required)

Browse. .

File Mame

Step 3: Click the ‘Upload’ button to attach the

document to your application. e




Uploading Attachments Continued
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Once you have successfully uploaded an attachment,
you will see it in a list of ‘Uploaded Files’ near the top of
the Attachments page (the last page of the application).

riendly Yersion Email Draft

Attachments

Uploaded Files

Title File Name Uploaded Remove? —
Project Plan Research Proposal pdf 12/04/2009 11:30:52 AM 3.142 KB F

Total size of uploaded files 3142 KB

Available 58 KB

Bermove

If you wish to remove an uploaded file, first click the box in

the ‘Remove?’ column and then click the ‘Remove’ button.
the BWF website. The requested attachments are:

* Project Plan [consisting of project narrative, recruitment, staff capacity, organizational
capacity, evaluation, and replication/ dissemination/linkage to other activities .
& Curricula vitae

+ Budoet itemoplate provided below)

=
Dane
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Save and Finish Later
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Country

]

{applicant must reside in U.5. or Canada)

<Mone=
¥ Office Phone
(farmat soodseaemoos)

Extension

Office Fax
{format soooo-oox)

Mohile Phone
{format socd o)

¥ E-mail

v

If you wish to save your work and continue the application

at a later time, click the ‘Save & Finish Later’ button.

Save & Finish Later

u Next]

<]
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Save and Finish Later Continued

r';g MyscconTisI Crosofis eyl orersprovided iy el o thE neTne S erne thﬂ[
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File Edit Yew Favorites Tools Help '@ v
W !’_&My Account | | - B dwh ~ [ibPage + ¥ Tooks ~ ®

WELLCOME 3
FU ND I When you click the ‘Save & Finish Later’ button,
-— you will see your BWF account screen.
My Account

Contact Us Help Logout

Applications  Requirements

Account: ¢ You have the ability to log back into your account
Change E-mail/Passward and contiljue working on any open a_ppli_cation.
Below you will find all open and submitted applications to the Just click on the link for that app“catlon-

copies of these applications to other individuals of vour choice by clickipg
not accept email versions of the applications.

6n the e-mail icon under the action colurn heading. BWF will

Open

The following applications have been started b
name.

Please note: applications that hgee Mot been updated in over 120 days will be automatically deleted.

Application Name Project Title Requested m Last Updated m

Student Science Enrichment Program Application 20448 12/03/2009 Lb?;‘

ave not yet heen submitted. To edit or submit an application, click on the application

NOTE: When deleting an You can also delete or email |EEEEEEEE

application, the system will ask an application by clicking the ISP AREES
you to confirm the deletion at the appropriate icon in the | |
top of the page. ‘Action’ column.

bmitted. To view a s o name.

Project Tile NOTE BRI glees MO |

accept emailed applications.

LD Internet Ho100% v



Review and Submit
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Attachments

You have the ability to review your application R R Rl
. .. . BWF website. The requested attachments are
prior to submitting it.
IMPORTANT: Once submitted, your application
CANNOT be changed or unsubmitted.

= Lurmcula Vita

Once you have completed the fields and

" S g 1o uploaded all attachments, click the ‘Review &

Submit’ button located at the bottom of the last

Do net include a cover letter or supplemental materials not specifically il OZS 8 [S] of the application. This will allow you to
review your application before submission.

All files MUST be converted to pdf format prior to uploading. For assist
the FAQs on the BWF website

Upload
The maximum size for all attachments combined is 25 MB. Please note that files with certain extensgfons

{such as "exe". "com”, "vbs". or "hat"} cannot be uploaded

Title: | Project Plan {Required)

File Name

Save & Finish Later (’ Review & Submit l) =

€D Internet H100% -

Done



Review and Submit Continued

|T@ Sl EnHSEIEnCeTREMEn o ran s Pl Ca i I Cros o i T e e Ik ore Ty -
. — . . . 2 ;
G - ) htpswns grntrequest comisto_227 et osp When you click the ‘Review & Submit’ button, if

any of the required fields and/or attachments are
missing, you will receive this message.

Fil=  Edit ‘Wiew Favorites Tools  Help

e dAr | fé Student Science Enrichment Program application | |

You can review the information you've provided so far and make necessary modifications here. If you're satj with the contents of the application. click
Submit to forward your application for consideration. If you're not ready to submit your application yet-tlick Save & Finish Later.

FAY

1
Your application is missing information that is required before it can be submitted |

1on cannot be submitted without the following required attachments. Please click here to return to the Attachments page
- Budget Justification
~Dgcumentation of Nonprofit Status

You have accessed the application to the Burroughs Wellcome Fund Stadent Science Enrichment Program. Please review the instructions on the BWF

website prior to beginning the application. To complete the application, provide réspenses on pages 2-5 of the form and upload the requested materials on
page 6. All applications should be submitted no later than April 15, 2010, by 4:00 p.m. (ET). fo-exceptions.

Yuu_arelnot_ required to cnllnplete tlhe a The SyStem WI” indicate the reqUired attaChmentS tion at a Iatn_arti!ﬂe.l [_Jnce the
application is complete, click the "Revi and erIdS tha.t are miSSing. These must be ew My Application” link to

access the "Submit” button. . ) .
attached/completed prior to submission.
il [®]® [ - ) L [ L

) P rofix
This is a requirad fizld
=Select Onex=

= First Name
This is a required fizld

Done €D Tnbernet *o100% -



Submit
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Attachments

Uploaded Files
Title File Mame Uploaded

Curricula Vitas

Once you've correctly completed and reviewed your

Project Plan ) i ) )
application, click the ‘Submit’ button located at the

Budget

bottom of the page where you review your application.
This submits the application to BWF.

Budget Justification
Documentation of Monprofit Status
Taotal size of uploaded files 6.467 KB

Available 19.133 KB

[ Save & Finish Later (I [ Sume

IMPORTANT: Once submitted, your application & temet F100% -

<] o]

CANNOT be changed or unsubmitted.



Submit Continued
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Applications Requirements When you click the ‘Submit’ button, you will see

your BWF account screen.

Change E-mail/Password

Thank Youl Your Burroughs VWellcome Fund application has been submitted. You should receive an email confirmation shortly

Below you will find all open and submit®q applications to the Burroughs YWellcome Fund. Please note you have the ahility to e-mail
copies of these applications to other individwgls of your choice by clicking on the e-mail icon under the action column heading. BUWF
will not accept email versions of the applicatiohg.

Open You'll see a message confirming the successful
The following applications have been started but have nj submission of your application

name.
Flease note: applications that have not been updated in over 120 days will be automatically deleted.

Application Name Project Tite m Last Updated

dent Science Enrichrent Program Apelicatio 20448 12/02/2009 . E‘
BWF Standard Application 20482 12/04/2008 E‘
Submitted

These applications have already been submitted. To view a summary of the application information, click the application name.
Application Name Project Title Requested m Submitted

Done 9 Internet
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Application Submission

Once your application is submitted it will go through an
extensive review process by BWF staff and by the
program advisory committee.

You will be notified by BWF staff when a decision is
made regarding your application.



Questions and Inquiries

If you have any questions about your eligibility,
completing the online application, or the process itself,
please don’t hesitate to contact BWF staff . . . .

by using the “’Contact Us” link
located near the top left on the application pages

-OR —
by calling 919-991-5100
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