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Walkthrough for Uploading NASA CS Labor $ into NSPIRES 
 
At some centers, such as GSFC, and divisions, such as the Space Science Division at 
ARC, entering NASA CS budgets is done by one official representative or office, and this 
should not be done by individuals. In other cases, such as the Earth Science Division at 
ARC, individual scientists are uploading these budgets. This walk through is primarily 
for them. This applies only to ROSES solicitations. 
 
1) When you log in choose proposals, as seen below 
 

 
Then creat a new NOI, as seen below 
 

 
This takes two clicks, actually… 
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The opportunity you are seeking is called NASA Civil Servant Labor. In this particular 
case I am doing so for a proposal that was submitted to one of the last due dates in 
ROSES-2011, but the process would be identical for ROSES-2012, except that the title is 
NASA Civil Servant Labor- 2011 now and it will say NASA Civil Servant Labor- 2012 
later. Anyway, click the right button… (update: new screen shot inserted below shows 
ROSES 2012; ROSES 11 will disappear end of April). 

 
 
Depending on how many NOIs are open, you may need to scroll down to the bottom of 
the page and choose continue. 
 
One of the new things this year is that you are then expected to choose the right program 
element. In other words, I am not just submitting CS labor for ROSES 2012, I am 
specifically providing CS labor for a proposal to Appendix D.8 of ROSES 2012, SAT (or 
whatever – please note that following screen shots are a mash up of several different 
programs and years).  
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Then, please enter as the title of the NOI the science proposal number, see below 
 

 
 
The system will then ask you to link to your Org. Please do that so that your ORG can 
tell who has done this and who has not. 
 

Choose the relevant program 
element from ROSES. This list 
will change with time. Then 
click Continue. 
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Again, this takes two clicks for some reason… 
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Finally, we are in business. Now, note the different parts of the NOI. If you check the 
elements it implies that all you need is the attached budget as a pdf file, but in fact we 
want you to choose program specific data and fill in the requested budget $ #s. 
 

 
 
 
The PDF you upload as you always have, by clicking add and then finding it on your 
local drive and choosing upload… 
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What is new this year is that when you go into the program specific data section you will 
see a series of places to enter budget numbers. The ones that are labeled with an asterisk 
are required and it will turn red if you don’t fill out those fields (see below). 
 

 
So, fill it out as best you can. It gives space for up to five years or something like that, but 
just fill in as many years as you need. This way we have the dollars data based and we are 
more likely to send the right amount to your center. 
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I just put in numbers because I didn’t know if it would choke on symbols. Using $$$ does 
make doing math harder with the later spread sheet, so please don’t use those. But it 
doesn’t seem to care about commas. So a number like 100,000 or just 100000 is fine – 
whichever is easier for you, but consistency within your spread sheet would help. 
 
 
I also put in some summary text as well, but I don’t think it’s required. 
 

 


