
Na�onal Research Grant Applica�on 
Collaborator and Editor Invita�on Instruc�ons 
 
Overview 
The invita�on feature allows only the Primary Inves�gator (PI) (the applicant) to “invite” members of the 
grant team to the applica�on to assist in comple�ng the applica�on and Founda�on required reports 
(i.e., progress reports, financial reports, etc.).  When a concept paper or full applica�on is in a Dra� or 
later status the invita�on feature is available to use.  Once the invita�on process is complete the invitee 
will have the same type of portal and access to the grant applica�on as the PI.  What an invitee can do in 
the applica�on is limited by the role that the PI selects.  There are two types of roles: 
 

1. Collaborators: People invited as a Collaborator can EDIT and SUBMIT the applica�on and reports 
on behalf of the PI. Once the applica�on and/or report is submited it is a final submission (i.e., 
the PI and all invitees will no longer have access to make edits to the submission). 

2. Editors: People invited as an Editor can only EDIT the applica�on and reports for the PI. The 
SUBMIT func�on is not available to an Editor. 

 
There is no limit to the number of collaborators or editors that may be invited to a research applica�on, 
however, a PI should carefully consider the number of invitees and type of access given to protect the 
security, confiden�ality, and the integrity of the applica�on process.  
 
PI Invita�on Instruc�ons 
The PI will login to their applica�on portal and open the applica�on. On the le� hand side of the 
applica�on screen click on the Invita�ons box. 
 

  
The invita�ons feature will open.  Click on the + sign to enter the invitee’s informa�on and select their 
role.  Click the Save buton and then click the Invite Buton.  Once invited the status will change to 
Invited.   
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Once the invitee accepts the invita�on, the PI’s invita�on status will change to “accepted”. 
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Invitee (Collaborator/Editor) – Invita�on Instruc�ons 
 
Once invited by the PI, the collaborator/editor (the invitee) will receive an email from 
notifications@gerberfoundaton.org, SUBJECT: Invita�on to Collaborate (or Edit depending on the role 
the PI selected).  The email will state, “Please click on the link below to accept or decline the invita�on”. 

 
Once the invitee clicks on the link, in the popup window, they must accept or decline the invita�on.   

 
Once the invita�on is accepted a second popup window appears and the invitee will begin the 
registra�on and login process by clicking on the “login here” link.   

 
Once the “login here” link is clicked, an Organiza�on and Applicant Registra�on form opens.  If the 
invitee already has an account established in the applica�on system and is a returning user they must 
click on the “click here” link at the top of the form to go straight to the login page. 
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If the invitee is new to the applica�on system, they must complete the Organiza�on and Applicant 
Registra�on form (see below) before they can login.  
 

 

 
 
Once the registra�on form is completed and submited a popup screen will appear with a “login here” 
link.  Click on the link to be redirected to the Login page.  
 
At the login page enter the email used at registra�on and click on the Forgot Password link.  The 
applica�on system will send the invitee an email with a link to ac�vate the account and set the 
password.  NOTE: the email will come from no�fica�ons@gerberfounda�on.org.  If the email is not 
received a�er few minutes check the junk/spam folder. 
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Copy of email message to ac�vate account: 

 
 
Copy of account ac�va�on page.  Enter a password and click on submit.  

 
 
Once the invitee logs in, the portal will look iden�cal to the PI’s portal.  The applica�on is found under 
the “Applica�ons” blue bar.  Click the Open buton to open the applica�on.  All reports are found under 
the “My Ac�on Items” blue bar.  Click on the open buton to open the report. 
 

 


