
Adding a 
contact to a 
K12 SWP 
Certified Plan

• In order to add data, complete 
reporting, or make changes in NOVA, a 
person must be listed as a contact of 
the Lead Agency for that project/grant. 

• First, ensure the new contact has a 
NOVA account

• Remember that the person needs to be 
listed as a contact for EACH project 
individually.  Adding them to one 
project, does not mean they have 
access to any other projects.
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1. Select “Programs”

2. Select “K12 SWP”

3. Select “Plans”



4. Enter the name of your region
5. Select the correct Allocation Year – For Round 1, select 2018-

19. For Round 2, select 2019-20. For Round 3, select 2020-21
6. Select the appropriate Plan, by name, from the list







8. Scroll to the bottom of the list of contacts and 
click on “Add Contact”



Project Contributor & Reporters can:
• Enter, edit, and submit only the assigned institution’s fiscal 

report
• Edit the project plan

Collaborative Partner Contacts can:
• View the project

9. Select the role of the person being added to 
the project.  

If you are adding for the purpose of Fiscal 
Reporting on behalf of the Lead LEA, add the 

contact as “Project Lead Contact”.

Project Lead Contacts can enter, edit, and submit fiscal
reports for all partners.

Project Lead Contacts can:
• Enter, edit, and submit fiscal reporting for all partners
• Uncertify and change any parts of the project plan, including 

submitting 

Institution Project Fiscal Reporters can:
• Enter, edit, and submit only the assigned institution’s fiscal

report

Then, click “Next”



10. Enter the new contact’s email or name 
in the User box.  If they already have a 

NOVA account, their name should pop up 
as you type

11. Click on “Add Role”



It’s that easy! 
You have now added a new contact to your project. Don’t 

forget to check your other projects.


