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1. ASTWG Website URL 
  
http://www.st.nmfs.noaa.gov/st7/AdvancedSamplingTechnology.html 
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2. Who can get an account for submitting a planning letter 
 
The ASTWG Proposal Submission System is designed for NOAA employees 
only.  Planning letters can only be submitted by NMFS employees. Outside users 
and groups must submit their planning letter in collaboration with a NMFS PI.   
 
a) Go to the website. 
 
b) Click the “Proposal System” link on the left, which will direct you to the 

website below. 
 

 
 

c) If this is the first time using the system click on “Not Registered” and enter the 
requested information.  A password will be sent to your NOAA email account. 

 
d) If returning user then sign in using your user name and password. 

 
e) If you have forgotten your password, click on “Forgot your password” and 

enter the requested information to get your password back. 
 

 
.  
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3. How to change a password 
 
There are two ways that a password can be changed. 
 
a)  After the user logs in, the user can click on the “My Account” link at the 

top right of the page to access the change password page.  The user 
must enter the old password, a new password, confirm the new 
password and then click the “Change Password” button. 

                          

 
 
 
b)  The System Administrator (Eric Breuer) can reset a user’s password. 

       
If trouble is encountered when attempting to change your password, 
please contact system administrator. 
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4. For the PIs, how to submit a planning letter 
      
NOTE:  PIs can only log in during a planning letter submission period. 
 

a) After the user logs in, the page below will be displayed. 
 

 
 

b) Check on the Theme that corresponds to your proposed work (more 
than 1 acceptable). 

 
c) Enter Proposal title. 
 
d) Enter Short Description (no more than 500 characters). 

 
e) Then click “NEXT STEP” button to go to planning letter uploading page, the 

page below will be displayed. 
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f) Click “Browse” button, locate your Planning Letter, and click open.  
 
g) Make sure to click the blue link inside the box that says “Upload” to 

upload the file. 
 
h) At any time you can delete the files you upload and add new files. 
 
i) Click “NEXT STEP” to go to the supporting documentation uploading page, 

see picture below. 
 

 
 

j)  This is where you will upload any supporting documentation you may have. 
 

k)  When done uploading supporting documentation click “NEXT STEP” 
button to go to Budget information input page, see picture below. 
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l) From the Category drop down list, select one of the budget 

descriptions supplied. Add funding amount requested and a short 
description. 

 
m)  Click the “Save Funding” button. 

 
n) Click on “New Funding” to add new funding rows. Repeat the above 

steps until all budget information is added. 
 

o) When completed click “NEXT STEP” to go to the additional investigators 
information input page, see picture below. 
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p)  Add additional investigators information in the input fields. 
 
q)  Click “Save Investigator” to save the record. 
 
r) Every time a new investigator is added you must click “New 

Investigator” button to reset the input field. Repeat the above steps 
until all investigators information is added. 

 
s)  After you add all investigators, click “Submit” button. Then a pop-up 

window should be displayed like the picture below. 
 

 
 

t) The page will be automatically changed to Manage Proposals page 
like the picture below. The planning letter you submitted should be 
displayed on the left. 
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u) If you want to submit another planning letter, click “Create Planning 
Letter” link on the top left. Repeat the above steps to submit your 
planning letter. 

 
5. For the PIs, how to modify the planning letter submitted 
 
NOTE:  PIs can only log in during a planning letter submission period. 

 
a) After the user logs in, click the “Manage Proposals” link on the top left, 

the page should be changed to Manage Proposals page like the picture 
below. 
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b) Select the planning letter which you want to modify by clicking the icon 

 in front of the planning letter title. 
 

 
 

c) The information belonging to this planning letter will be displayed in 5 
tabs (Proposal Main, Plan Letter, Support Files, Funding Details, and 
Investigators) on the upper right side. 
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d) You may modify content until the submission closing date. 


