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CRC InfoReady Reference Guide: 
How to Designate a Proxy 

 
If you would like to have a member of your department grant team review or 
submit a proposal on your behalf, you can designate them as a proxy in InfoReady. 
The option to designate a proxy can be found in your InfoReady profile, and will set 
the designated proxy as a person who can start an application, continue an 
application, enter information, provide document attachments, review, and submit 
the application all on your behalf. 
 
Below you will find the steps to designate a proxy in InfoReady, and what the 
experience looks like acting as a proxy. If you need further assistance, please 
contact the CRC Program Coordinator: RSCH-CRC@fsu.edu. 
 

For a faculty member to designate a proxy, they will need to follow these 
steps: 

 

 
 
 
 
 
 
 
 

The grant PI (faculty member 
submitting the grant application) 
will need to log into their 
InfoReady profile at: 
https://fsu.infoready4.com/  

 

https://fsu.infoready4.com/
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Click on your name at the 
top right corner to open 

your profile settings. 

This is your user profile. 
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Click here to “Add 
a Proxy”. 

Enter the email address for the person you would like to 
designate as your proxy.  
 
It will need to be the proxy’s FSU SSO email address, not 
an additional email designated by their department. 
 
For example: 
Yes: JSmith@fsu.edu  
No: John.Smith@med.fsu.edu 
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As a proxy, this will be your experience in InfoReady: 
 

 
 
 
 
 
 
 
 
 
 
 
 

Your designated Proxy will now 
receive an email notification about 

this update. 

The proxy will need to log into 
their own InfoReady profile at: 
https://fsu.infoready4.com/  

 

https://fsu.infoready4.com/
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If there is a started 
application, click on the grant 
program the faculty member 

is applying for. 
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Click “Apply Here as 
Proxy”. 
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Select the name of the 
person you will be 

applying for. 

Choose the started 
application from the 
drop-down menu. 

You can also choose to 
start a new application if 

one has not yet been 
started. 

The proxy will have all the same abilities as 
the faculty member to start, enter 

information, attach documents, and submit 
the application. They will also receive 
notifications about the proposal as it 

progresses through the review process. 


