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Introduction
Thank you for your interest in FLC’s Award programs. Below we will cover the basics of
the platform from login to submission. If you still have questions after reviewing this
document please email: awards@federallabs.org.

How To Login To Your Account
1. Enter your Email Address and Password on the left hand side of the page and then
click Login.

2. If you do not have an account please continue on to the “How To Create An Account”
section of this guide.
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Submit an Entry
1. Once logged in you will be able to begin a new submission. Scroll to the bottom of the
home page, and click on “Click Here to Submit Your Nomination!”.

2. Confirm your contact information, and confirm whether you are an official nominator.
If you are not, provide the name and email of the nominating official.
Then select “Save and Next” so that you can progress to the next stage of your
application
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3. You will be taken to the “General Information” form page.
On this page, enter the name of the laboratory or laboratories being nominated, the
title of the nominated technology transfer, and select what they are being nominated
for. Once you have completed all required fields, you will be able to select “Save and
Next” to progress to the next step.
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4. O
 n the next few pages, the screens you view will depend on which award you have
chosen for a laboratory nomination. Depending on your selection, different forms will
be available to input the relevant information for the chosen nomination type.
For the purposes of this guide, Excellence in Technology Transfer was chosen.
Next you will be taken to the “Excellence in Technology Transfer” form page.
On this page, provide information about the technology transfer, including a brief
abstract and narrative of the transfer. Once you have completed all required fields,
select “Save and Next” to progress to the next step.

4

5. On the “Supporting Documentation” page you can choose to upload up to four photos
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6. On the “Nominee Information” page you will be able to enter the contact details for the
people you are nominating, including their salutation, name, job title, laboratory and
address, phone number, and email address.
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6a. If you would like to add additional nominees, choose the “Yes” option under “Add
more?”. When you have finished adding the nominees, click “Save and Next” to move
to the next page.
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7. On the “Nominee Photos - Award Publication” page you will be able to upload photos,
as well as add captions for them. One photo is required, however you can add more
as desired.
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7a. If you would like to add additional photos, choose the “Yes” option under “Add more?”.
When you have finished adding photos, click “Save and Submit to FLC” to submit
the nomination.
If you would like to save your work and return to submit at a later time, click “Save” to
save your progress.
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How To Create An Account
1. If you do not have an account you will be able to create one by clicking “here” in the
phrase “Click here to start a new nomination!”.
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2. Y
 ou will be taken to a page where you can create a new account.Once you complete
the required information you will be able to click Register to create the account and
continue with the application.
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