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As of August 31, 2023, the following postdoctoral fellowship programs require nominated reference
letter authors to submit reference letters in the Reference Letter Submission module in Research.gov:

= Postdoctoral Research Fellowships in Biology (PRFB)
= Mathematical Sciences Postdoctoral Research Fellowships (MSPRF)

Reference letter authors must have an NSF account in Research.gov to access the Reference Letter
Submission module. Only nominated reference letter authors can access this module.

Starting the Reference Letter Process

Nominated reference letter authors 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 and lists the reference letter due date.

A confirmation email is sent to the postdoctoral fellowship proposer after the reference letter request
emalil is sent to the nominated author. The proposer can track reference letter submission status in the
Research.gov Proposal Submission System.

Example System-generated Reference Letter Request Email

NSF Fellowship Reference Letter Request for Stephanie P Yee - Due 10/18/2023 inbox

Rgov-No-Reply@nsf.gov 5:30PM (4 minutes ago)

tome *

You have been nominated as a reference for a fellowship applicant. Please ensure reference letiers are submitted prior to the Reference Letter Due Date listed below.

To accept the nomination and provide your reference letter:

|n Stru CtiO ns 1. Check if you have an NSF ID. If not, Regisier as soon as possible to ensure that you have the required access to provide a reference letter by the due date
2. Navigate to Manage Reference Letters, also found under “Fellowships™ on “My Desktop™ (Sign in to Research gov required)

3. Enter the Invitation code below:

Invitation Code:

Invitation Code HCRGBHF856

Note: For security purposes, this invitation code is associated with your email address. Please do not share it

Fellowship applicant details:

Name: Stephanie P Yee
Email: syee@nsft.gov.
Reference Letter Due Date: 10/18/2023 12:00 AM EDT

For additional assistance, contact the NSF Help Desk at 1-800-381-1532 or Rgov(@nsi gov.
Please DO NOT REPLY TO THIS MESSAGE, as this email was sent from an address that cannot accept incoming messages.

a= Request this document in an accessible
T format by visiting nsf.gov/accessibility
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Step : Register for a new NSF account in Research.gov.

Note: Skip to Step 2 on page 4 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.gov.

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)

; Research.cov B | g | S | Contoet | Wty | At
COmmprTY

NSF Account Registration page

NSF ID Lookup tool link
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NSF account Primary Email field
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Save & Preview button is enabled after
age confirmation box is checked T

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.
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* After previewing your account registration information, click Submit.

@Resean:h.oos O g [ ot | | e
Preview Account Registration SRR
screen to verify NSF account I I

. : Preview Account Registration

information

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

Use the Edit button to make
changes

* 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 B s i L v e
successful NSF account creation
O

A temporary password for your NSF account has been created.
Use the following temporary password to sign in to your account through Research.gov.

System-generated email is sent to
the NSF account primary email
address with temporary password to
sign in to Research.gov

Version 1.0 (September 2023)

Temporary Password: qCyQciwZs4 I

To set up your new password:

1. Sign in to Research.gov using the temporary password above.
2. Once you sign in, you will be prompted to change your password. Please review password complexity requirements before creating a new password.

Need Help?
You can find helpful Research.gov information by clicking the Research.gov Help
search.

<https://web.acpt.re: ov/commony/robohelp/public/WebHelp/Research.htm#welcome to_the Research gov Help System.htm> section. We encourage 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.
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* Open Research.gov.
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: Sign in to Research.gov and access the Reference Letter Submission module.

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

Sign in with your NSF account

primary email or NSF ID and your NSF
account password

Sign In button is enabled after

credentials are entered
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* 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.

Manage Reference

Letters (Writers) link
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Step : Enter Invitation Code to add postdoctoral fellowship proposer.

* Enter the Invitation code from your NSF Fellowship Reference Letter Request email in 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 postdoctoral fellowship proposer (i.e., if you are
nominated to write a reference letter for two postdoctoral fellowship proposers, you will enter the
Invitation Code from the NSF Fellowship Reference Letter Request email corresponding to each

proposer).
Add Applicant button is enabled when
10-character Invitation Code is entered
NSF Fellowship Reference Letier Regquest for Stephanie P Yee - Due 10/18/2023

Manage Reference Letters
s Ppee N Rassy @t o

ofh
o vebm— g 1 e Aervaene o iee Gue Drte abed e the table beld V. I

HCRGBHFBYG
Pere mpaaet e

e Bt ® Yoo e+ ApplicantEmail ¢ Reference LetterDus Date ¢ Reference Lettor SubmitDate &  Referonce Letter Status [Key]

reIes 1200 AN 00t

Example NSF Fellowship Reference Letter Request email

* Asuccess message will display on the Manage Reference Letters page after a postdoctoral
fellowship proposer 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.

Manage Reference Letters

Success message indicates reference

@ You have successfully accepted the nomination for Applicant Stephanie P. Yee. You can provide the reference letter by selecting the applicant's name below. Please ensure x
the reference letter is submitted prior to the Reference Letter Due Date: 10/18/2023

letter nomination acceptance for the
specified proposer

To add a reference letter, first enter the Invitation Code provided via email. Once the applicant is added to the table below, select the applicant's name to provide their reference. Please
ensure reference letters are submitted prior to the Reference Letter Due Date listed in the table below. If you have questions about a specific request, contact the applicant.

Add Applicant
Invitation Code (10 characters, e.g. 123A56788C) @ Where is my code?
Add Applicant

Show All v || Filter Showing 1-20f2

Applicants Requesting Reference Letters

Applicant Name “* Program &  ApplicantEmail ¢ Reference Letter Due Date $ Reference Letter Submit Date ‘.k‘ Reference Letter Status [Key] <

Postdoctoral fellow proposer is added

tO Appllcants Requestlng Reference Yee, Stephanie P. Postdoc syee@nsf.gov 11/1/2023 12:00 AM EDT In Progress
Letters tab|e_ Status iS “Not Started” Yee, Stephanie P Postdoe syee@nsf gov 10/18/2023 12:00 AM EDT Not Started
after a proposer is initially added. ShowAll ~ Showing -2 0f 2
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o Additional Verification Step May be Required to Add Proposer

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

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

Vertty Your Account

Enter the One-Time
Password emailed to you

Step G: Select proposer 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

B Yo huaren succeus fuly seeested P norrenaton b Aopbeant Yaumin Arimi You can grovedn D reference lefler bn selecbes B appecant & rame Baiey Plaaes snure i X
redenence lether s submidied pnor io T Rederersoe Latier Dus Daie: 102772023

Tondd & refesence kfier. st snler T Imviiation Code provided vis smad. Oncs fha spplicant is sdded fo tha abks below, sslsct fra spplcant’s nama o provids T ielererce. Plasss
anEune Felarence lefiars are Subswitied pror 10 the Relennce Letier Dus Dute linted in the table below, I you hive quitsons Shout & Bpecie rdquas!, contec! T appicant

InvitEton Cods (10 chirsiens, & [ 1IWASATBEC) B White s my o00e™

e I Showing -1t 1

Apphcans Requeiten Reterence Leners

Click on Postdoctoral

Applicest Nasms = Program 8 Applicast Email §  Relersnce Letter Dus Date &  Refersnce Letter SubmitDate §  Maference Letier Status [Kay] §
Fellowship Applicant name
(blue link)

Yee, Stephanie P. Postdoc syee@nsf.gov 10/18/2023 12:00 AM EDT Not Started

Erazaing 1=l af 1
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» Reference Letter Applicant Detail page includes information about the proposer, fellowship,
reference letter due date, proposer rating section, and reference letter instructions.
» Reference letter must be uploaded as a PDF.

Reference Letter - Stephanie P. Yee

@ Please note the following:

+ Refersnce letters are kept confidential and are not shared with the applicant
- Once a reference letter is submitled 1o NSF, you will no longer be able to make any changes

Applicant Information Fellowship Information
Applicant Name Program Reference Letter Due Date:

Proposer and et ans st Scioces sceneins Lomaa05 12.00 AM EDT Reference Letter Due
Email Address Postdoctoral Research Fellowships (MPS-Ascend) Date

Fellowship information

syee@nsfgov Proposal Title/Proposed Research Titie
Postdoctoral Fellowship: MPS-Ascend: TEST

“0On a scale of 15, please rate the applicant against those with comparable experience from the past five years.

Rating Section

© 1- Above all others (stands out above all others at similar carser level)
() 2.- Top ten (among top ten scientists or engineers at similar career level)
O 3. Outstanding

© 4- Apove average

© 5- Average or below

Reference Letter

Reference Letter
instructions Contentnstructons

Reference Letter must contain hows long you have knovn the applicant and in what capacity (undergraduate, graduste, research assistant, efc )
= Include comments on the applicant's potential for contribuing to the specified program, statements about ihe applicant's prior research experiences, stalements about the
applicant's proposed research, and any other informatien 1o enable reviewers 1o evaluate the application according to the NSF Merit Review Criteria

For detailed referance lstter requirements, please refe to the Solicitation: Mathsmatical and Physical Seiences Ascending Postdoctoral Ressatch Fellowships (MPS-
Ascend)

File Instructions
- Only one file can be uploaded

Accepted file types include: PDF

« Maximum file size permitied is 10 MB

Browse for file to upload

m Cancel

Step 9: Upload proposer reference letter and make a selection in the Rating section.

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

Reference Letter - Stephanie P. Yee

@ Please note the following.

- Reference lefters are kept confidential and are not shared with the applicant
- Once a reference lelier is submitied to NSF. you will no longer be able to make any changes

Applicant Information Fellowship Information & oo
Applicant Name Program
Stephanis P. Yoo Mathematical and Physical Sciences Ascending . .

Postdoctoral Research Fellowships (MPS-Ascend) = r Wding Doy » R Lty W L4 { T

Email Address
syse@nstgov Proposal Title/iProposed Research Title

Postdoctoral Fellowship: MPS-Ascend: TEST Cnganiza * Yol . ]
N Tha B e B
¥
B D Oty * Faforerce Loter 01 FF i a0 P
*On a scale of 1.6, please rate the applicant against those with comparable experience from the past five ye [ &| Rgterenad Limer 13 PDF 12 478 Pl

2 1- Above all athers (stands out above all cthers at similar career level)

N & Hafarwnce Leifer # ] P8 W
© 2-Top ten (smong top ten scientists or engineers at similar career level) Do
© 3- Outstanding 3 | Rifimiraii i 04 PDF o
i
© 4. "
4 - Above average & Feferere lemer i PDF : bl
3 5 Average or below & M
= Punas
Reference Letter . W, -
3 i Weirscicrers 11
Content Instructions L0 i
= Reference Letter must contain how long you have known the applicant and in what capacity (undergraduate. gf e
- Include comments on the applicant's potential for contributing to the specified program, statements about the. - ’
applicant's proposed research, and any other information to enable reviewers o svaluate the application accor WIRLAPTS,
= For detailed reference letter requirements. please refer to the Solicitation: Mathematical and Physical Sciences -
Ascend) T T T ¥
File Instructions
= Only one file can be uploaded
v o File name Fafamwnce Lemier 80 PDF ke Arvobat Dosurmast -

« Accepted file types include: PDF

CIlelng the - Maximum file size permitted is 10 MB
Browse button

opens the file
selection feature

Cancel
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» Asuccess message is generated after the PDF file is uploaded if no file compliance errors are
detected (e.qg., 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
proposer. Reference letters cannot be updated after submission to NSF.
» Deleted by selecting the trash can icon.

Reference Letter - Stephanie P. Yee

File upload success
message

hos bman ulontnd wcceastuly

°
'l K

Reference Letier Dus Date
10/18/2023 12:00 AM EDT

View the uploaded
PDF

Delete the uploaded
PDF for re-upload
Step : Submit reference letter and rating to NSF.

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

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

Reference Letter - Stephanie P. Yee

p—
NSF button e
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» A success message is generated after reference letter submission.

» The reference letter status is changed to “Submitted to NSF” for the proposer on the Applicants
Requesting Reference Letters table.

« System-generated confirmation email is sent to the reference letter author and to the postdoctoral
fellowship proposer to notify of the reference letter submission.

Manage Reference Letters

Reference letter

SumeSS|on success I & Thw Roferencs Latior has besn sucomaiully submised 1o MSF. Mo addsonal changes can ba mads ‘I
message

Te ndd o refernncn bntier. firs anier Fw imiation Code provaded vis emad . Qe T appleant i acoed o the iadie Below, select the sophoant’s nama 1o provade Pl idererce. Plaris
ensure relerence lemers are subssmed prior wo the Rederence Letier Due Dace lisied in the table bebow. I you have guestons alout o specdc request, Comiec P appécant

Showieg 1~ 168 1

Applicanits Requestng Relerence Letisrs

Reference letter
status updated to
AT & 18 PUEDT “Submitted to NSF”

Applicar Neme = Program = Applicas Email

10/18/2023 12:00 AM EDT

Questions?

IT system-related and technical questions may be directed to the NSF Help Desk at 1-800-381-1532
(7:00 AM - 9:00 PM ET; Monday - Friday except federal holidays) or via rgov@nsf.gov.

Version 1.0 (September 2023) 9
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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
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Sign In | Register | Home | Contact | Help | About

@& NSF User Sign In

. . . . . Use your Primary Email Address, NSF ID, LOGIN.GOV or your organization credentials to sign in to Research.gov
Sign in with your Organization
cre d ent | al S NSF Account Organization Credentials @ Login.gov Credentials
Primary Email Address or NSF ID Pick Your Organization
or

U LOGIN.GOV

Password

:

Sign In button is enabled after e
9 sgn1n|

New to NSF? Register Don't see your organization? Learm more / Register for
InCommon

credentials are entered

© Sign In for NSF Staff

SYSTEM USE NOTIFICATION

This is a National Science Foundation (NSF) Federal Government computer system. Any system activity may be monitored and any information stored within the system may be
refrieved and used for law enforcement, management, or other purposes. By using this computer system, you are consenting to such monitoring and information retrieval and

njunction with the system),

Allinformation maintained within or retrievable through the NSF computer system, includi
0 50 Wh

ing electronic mail files, may be reviewed and retrieved by the Department of Homeland
Security; NSF officials who have a legitimate reason to 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 (September 2023) 11


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

Postdoctoral Fellowship Proposal

ONLINE GRANTS MANAGEMENT
£ FOR THE NSF COMMUNITY

#F R h.
A Reference Letter Submission Module Guide

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 letter authors 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 letter author to provide a second factor such as a security key,
authentication application, or a one-time security code the reference letter author 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 letter
author’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 letter author 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 ID, LOGIN.GOV or your organization credentials to sign in to Research.gov

NSF Account Organization Credentials @ Login.gov Credentials S | g n | nw | th L 0 g | n. g ov
Primary Email Address or NSF ID Pick Your Organization d ial
. U LOGIN.GOV credentials

Password

Sign In button is e
enabled after el

New to NSF? Register Don't see your organization? Learn more / Register for
Common

credentials are
entered

© Sian In for NSF Staff

SYSTEM USE NOTIFICATION

‘This is a National Science Foundation (NSF) Federal Government computer system. Any system activity may be mor
retrieved and used for law management, or other purposes. By using this computer system, yo

y be
and

ble through the NSF computer system, including electronic mail files, may be reviewed and retrieved by the Department of Homeland
te reason to do so when authorized by the Director or Deputy Director; or by the Inspector General.
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