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Quick Reference for Grants.gov

The following Quick Reference is designed to give Principle Investigators (PIs) and research administrators an overview of the procedures that must be performed prior to submitting an application through Grants.gov.  The sequence of events to process a Grants.gov application are:

· Downloading the Application Viewer (PureEdge)

· Searching Grant Synopses

· Receiving Grant Opportunity Notifications

· Applying for Grants

· Downloading Application Packages

· Completing Application Packages

· Submitting Application Packages
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Getting Started by Downloading Application Viewer to Open the Application Package (All)
· Click the “Get Started” tab in upper right corner of http://www.grants.gov;

· Choose the “Grant Researcher” option on this page and click the “GO” button on the right hand side of the webpage;

· Click the Download  PureEdge Viewer link under “Apply for Grants”; 

· Verify that your computer meets the system requirements.  While Grants.gov was originally for PCs only, Mac users can now use Virtual PC that Microsoft bundled with Office 10 Professional;

· Download and install both the PureEdge Viewer and PureEdge Viewer Upgrade. (MAC users: MAC users will need to use PC emulation software or download free CITRIX client application to take advantage of the CITRIX service offered by Grants.gov in partnership with NIH
).
Searching for Grant Opportunities (All) 

· Click the “Find Grant Opportunities” tab in upper right corner of http://www.grants.gov;

· Begin your search for grant opportunities by accessing one of the Search Grant Opportunities links;

· Select and open the grant opportunity, which you want to apply.  Make note of the CFDA number AND the solicitation number (also known as Funding Opportunity Number);

· Enter the Funding Opportunity number or CFDA number manually on the Download Application Packages screen in the Apply for Grants section of this site if you want to download an application package (see below). 

Receiving Grant Opportunity Notifications (PI)

· Click the “Find Grant Opportunities” tab in upper right corner of http://www.grants.gov;

· Choose one of the options under Grant Opportunity Subscription Services;
· Complete all the necessary fields in the sign-up screen;
· Hit the “Subscribe to Mailing List” button;
· Choose the Unsubscribe from All Grant Opportunity Subscriptions link if you wish to cancel your subscription.

Downloading Application Packages (PI)

· Click the “Apply for Grants” tab in upper right corner of http://www.grants.gov;

· Click on the Apply Step 1: Download a Grant Application Package and Application Instructions link;

· Enter the Funding Opportunity Number or CFDA Number manually into the webpage and click the “Download Package” button;

· Obtain the application package and/or instructions by clicking on the appropriate “Download” link, and downloading the documents from the resulting pop-up window.

· Note where files are saved.

Completing Application Packages (PI)

The demonstration website (http://www.grants.gov/CompleteApplication#demo) contains a multi-media presentation that guides you through the process of completing an application package for Grants.gov.  You will need a Macromedia Flash Player 7 to view this demonstration.  For a text-only version of the Training Demonstration, access the How to Complete an Application Package Script (pdf). 
· Click the “Apply for Grants” tab in upper right corner of http://www.grants.gov;
· Click on the Apply Step 2: Complete the Selected Grant Application Package  
 link;

· Complete all the required forms/documents in the application offline - you will not need to be connected to the Internet. This step gives you the ability to route the application package to others in your organization as an email attachment, much like you would with any shared document.
· Move all mandatory competed forms/documents into to the Mandatory Competed Documents for Submission box.
· Move all optional competed forms/documents into the corresponding Optional Competed Documents for Submission box
· Click the “Save” button AFTER all documents have been moved to their appropriate boxes.  All the required fields must be completed;
· E-mail for “initial review” a copy of the application package to your BMC Grants Administration Proposal Specialist at least 10 working days prior to submission date;
· Route the reviewed application and proposal summary sheet, COI and CDC forms for the necessary signatures and approvals;
· E-mail the final, completed application to the BMC Grants Administration Office at least 3 working days prior to submission date.  If file is too large to e-mail, copy to a CD or “Flash Drive” and send it to the Grants Office.  Can also use FTP site to send final application to Grants Administration (see Appendix I at end of document)
· Name the file sent to Grants Administration in the following manner:

LastnameFirstinitial_RFP#_Due date (mm_dd_yyyy)_ver1

Example:  JamiesonE_RFP005693_06_01_2006_ver1 

Submitting Application Packages (Grants Administration)

· Review the application that was e-mailed (or on CD, flash drive, FTP site) by the PI or their representative;

· Make sure all “internal documents” are submitted with appropriate signatures;

· Make sure all necessary document/attachments have been finalized.  The Submit button activates only after this is done;

· Make sure you have Internet Explorer open;

· Click the Submit button in the application;

· Click the “Yes” button when asked if you are ready to submit.  The PureEdge Viewer will download a copy of the application into Grants.gov.  You may see the ICS Viewer URL box pop up with a black-n-white wheel turning while this occurs;

· Login using your AOR username and password when the Grants.gov site pops up after the downloading is finished.  By logging in, the system accepts the information, and the proposal is submitted.

· Save and/or print the Confirmation Page.  For future tracking of the application package, note the Grants.gov Tracking Number found on this page.
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Process Description/Purpose/Overview

The process is followed by the Research Community to submit grant applications to Grants Administration for final review.

Procedural Steps

From a Windows PC,

Go to Start->Run

Type: ftp-gateway.bmc.org
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Type the narme of a program, folder, document, or
Internet resource, and Windows will open it for you

gpen: [ fp-gateway.bme.org

Cancel Browse.





Hit <enter> or click OK

Go to File and choose Logon As…
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User: grantapp

Password: submit1

Hit <enter> or click <Login>

[image: image2.png]3 fip: / /fp-gateway.

Fle Edt View Favorites Tools

Microsoft Internet Explorer.

Help

EBack v & v

| @search ThFoiders ¥ |G % X = | Ey

Adcress [ fip://fip-gateway.bmc.org/

=] @0 ks

X! -2-

v|searchweb |-| 2 - 4~ @

(3 My Web - (IMal ~

»

= .‘I_IIJ

ftp-
gateway.bmc.or¢

Server: fip-gateway bmc.org

User Narme: grantapp

Click here to learn abouit
browsing FTP sites.

B

Testxds

User: grantapp

P Internet





Copy and Paste your File into the Directory, and Close the Directory.

Helpful Hints—

· File names should be in the following format:  PILastNameFirst Initial_RFP number_Date_Ver1

Example:   VanHorneL_PAR003006_031506_Ver1

· E-mail your PDS as soon as you upload file (cc:  Supervisor, PDS)
NEED Adobe Reader?  Go to:


http://www.adobe.com/enterprise/accessibility/main.html 
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