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What is Grants.gov?
• Federal government’s single on-line portal to find and 

apply for Federal grant funding
• Used by all 26 Federal grant-making agencies.

What is NIH’s eRA Commons?
• NIH system that allows applicants/grantees to 

electronically receive and transmit application and award 
information.

Both are equally important in an NIH proposal submission!
You must register to use the NIH eRA Commons.

You DO NOT register to use Grants.gov.



What do you need to know?

• UK has already fully registered with Grants.gov which means you do not 
need an “individual registration”.

• For the NIH eRA Commons, the PI must hold a PI account and be affiliated 
with the applicant organization. 

• PIs currently registered only for Internet Assisted Review (IAR) should 
contact their Research Administrator for a full eRA Commons registration.

• In the end, only a Research Administrator within the Office of Sponsored 
Projects Administration will be able to submit your application.

• Contact your Research Administrator as soon as you think you may be 
going in on an electronic application. 

DON’T PANIC … WE CAN HELP
Our office is already regularly, successfully submitting

Grants.gov applications to many federal sponsors.



Why have an internal
proposal deadline?

• The way we work has changed
– Electronic is overtaking paper
– Moving a proposal is very different

• Digital doors close at 5:00 PM EST
– We’ve lost the work late option
– We are limited by technology limits
– No matter the staff, volume will win
– NIH R01 changed everything

• Grants.gov functionality limits us
– The software is a challenge
– Errors are given one at a time
– Server issues can kill a proposal

• Varying range of sponsor systems
– Grants.gov for federal
– Private foundations, Industry
– Many faces of the grant world

We know we may to miss one.
Don’t let it be yours!

Full text available at www.research.uky.edu/ospa/
under “building a proposal”



What software do you need?

• PureEdge Viewer (Free … Now for PC & Mac!!)
PC - http://www.grants.gov/resources/download_software.jsp#pureedge
Mac - http://www.grants.gov/resources/download_software.jsp#pureedgeviewer

• PDF Generation Tools 
http://www.grants.gov/resources/download_software.jsp#pdf_conversion_programs

• Change is coming!
PureEdge is being replaced by Adobe
Acrobat 7.0.8 e-forms. A full phase out
of PureEdge packages is scheduled for
late 2007. 



What is NIH’s transition timeline?
(aka, What’s left?)

• By the end of October 2007, NIH plans to require electronic submission 
through Grants.gov for all NIH grant applications. 

• ALL applications in response to announcements for transitioned 
mechanisms will require electronic submission through Grants.gov on the 
SF424 family of forms.

• Think of the change like a light switch.  Once a transition takes place, paper 
for that funding mechanism is done.



You can find packets on the NIH website by visiting…
http://grants.nih.gov/grants/guide/parent_announcements.htm



Finding Your Application… Step 1
Easy access 
from every page

Locate and learn more 
about funding 
opportunities in a 
standardized manner



The find process starts with your interests

Select search option 
according to interest



Narrowing your search



Search Results/Locating an Opportunity



Grant Opportunity Synopsis



Grant Opportunity Synopsis Cont.



Grant Opportunity Synopsis (Back to the Top)

•Direct Links to the Full Announcement •Direct Link to application package



Register to receive notification of changes to application package

Why do you want my e-mail address?



I’m ready.  My software's ready.
I’ve found my grant opportunity.

Give me the packet please!

You will download a 
single file to your 
computer desktop.



Opening up the packet…



Select a form from the application package to 
complete and click “open form”

Let’s dig into the forms…



Mandatory fields 
are highlighted
in yellow on
each page.

Simply fill in the 
blanks and 
please feel free 
to call OSPA if 
you run into 
anything you’re 
unsure how to 
complete.

We’re here
to help!

The SF424 (R&R) face page!

Useful information for filling out this page can be found on
the OSPA website located at www.research.uky.edu/ospa/. 

(Look for “Building A Proposal?” at the bottom left corner of the page)





You will build 
the proposal 

much as you did 
in the past.

Now you will 
need to break 

up the proposal 
into sections 

before loading it 
into the forms 

packet.

This remains the 
traditional 

informaiton
historically 

required by an 
NIH application.



Complete the 
mandatory forms 
and documents 
then move them to 
Submission List to 
enable the submit 
button.

At this point you
will need to forward 
your application to 
OSPA for the final 
submission by your 
Research 
Administrator.

Working your way through the forms…

Please allow sufficient time for your Research Administration and/or 
College Grants Officer to review and submit your application by the 
deadline.  



A few words on format… (Color)
• PDF Required - Text attachments should be generated using word processing 

software and then converted to PDF using PDF generating software. Avoid scanning 
text attachments to convert to PDF since that causes problems for the agency 
handling the application.

• Font - Use an Arial, Helvetica, Palatino Linotype, or Georgia typeface, a black font 
color, and a font size of 11 points or larger. (A Symbol font may be used to insert 
Greek letters or special characters; the font size requirement still applies.)

• Type Density - Type density, including characters and spaces, must be no more 
than 15 characters per inch.  Type may be no more than six lines per inch.

• Page Margins - Use standard paper size (8 ½" x 11).  Use at least one-half inch 
margins (top, bottom, left, and right) for all pages. 

• Page Formatting - Since a number of reviewers will be reviewing applications as an
electronic document and not a paper version, applicants are strongly encouraged to 
use only a standard, single-column format for the text. Avoid using a two-column 
format since it can cause difficulties when reviewing the document electronically.

• Header and Footer - Do not include any information in a header or footer of the 
attachments. A header will be system-generated that references the name of the 
PD/PI. Page numbers for the footer will be system-generated in the complete 
application, with all pages sequentially numbered. 

• Figures, Graphs, Diagrams, Charts, Tables, Legends, and Footnotes - You may 
use a smaller type size but it must be in a black font color, readily legible, and follow 
the font typeface requirement. Color can be used in figures; however, all text must be 
in a black font color, clear and legible.



Components of an NIH or Other PHS Agencies Application

* The application forms package associated with most NIH funding opportunities includes two
optional budget components: (1) SF424 (R&R) Budget and (2) PHS398 Modular Budget. 

------------------------------------------------------------------------------------------------------------------
See PHS SF424 (R&R) Application Guide for additional information

http://grants.nih.gov/grants/funding/424/



How do we get the packet to OSPA?
E-mail it to us … Bring it over in person

Upload it via FTP by visiting http://www.research.uky.edu/ospa/.

`

`



Electronic Receipt: How does it work?
Step 1: Search for and identify a grant opportunity in the NIH Guide for Grants 

and Contracts or on Grants.gov.

Step 2: Download the grant application package. 

Step 3: Complete the application. Be sure to save the application locally on 
your computer as you work.

Step 4: Get the application to OSPA.

Step 5: The Office of Sponsored Projects Administration (UK’s Authorized 
Organizational Representative [AOR]) submits the application to 
Grants.gov.

Step 6: Grants.gov performs basic form validation and a virus check on 
submitted application.

Step 7: The Office of Sponsored Projects Administration tracks the status of 
the submitted application package via Grants.gov to confirm it was 
forwarded on to the sponsoring agency.

So far, it’s a standard Grants.gov submission process…



Electronic Receipt: Now for the NIH side!
…do you like tennis because there’s a lot of back and forth…

Step 8: The application arrives on NIH servers.  Once there, eRA software 
performs a NIH business rule validation on the submitted application. 

Step 9: NIH notifies PI and SO by email when validation is complete and asks 
that they correct any business rule violations (aka the “tennis match”
phase).  Violations can result in warnings or errors.  PI’s have five 
business days to correct errors.

Step 10: Once an application package has been successfully submitted through 
Grants.gov and all errors are corrected, the PI and SO will have two 
business days to view/review the application. 



Electronic Receipt: Now for the NIH side!

Step 11: Review Your Application!

To view the assembled application the PD/PI should:
1. Login to the eRA Commons with your Principal Investigator (PI) 

account.
2. Click the Status tab on the Commons menu bar.
3. When you find the appropriate application, select the Application 

number hypertext link from the Application ID column on the left-
hand side.

4. Click e-Application from the Other Relevant Documents section to 
view the assembled application.

Step 12: If everything is acceptable, no further action is necessary. The 
application will automatically move forward to the Division of Receipt and 
Referral in the Center for Scientific Review for processing. (Note, the 
previous PI & SO Verification steps have been eliminated effective with 
submissions made on/after May 10, 2006.) 



Electronic Receipt: The NIH side continues!

Step 13: If, however, it is determined that some part of the application was lost 
or did not transfer correctly during the submission process, the SO will 
have the option to “Reject” the application and submit a 
Changed/Corrected application

Step 14: The “Reject” feature should also be used if you determine that 
warnings are applicable to your application and need to be addressed 
now. Remember, warnings do not stop further application processing. 
If an application submission results in warnings (but no errors), it will 
automatically move forward after two business days if no action is 
taken. Some warnings may need to be addressed later in the process.

Congratulations!  You are done!
Now it’s most likely time to begin work on your next application.



Getting Assistance Along the Way
• Contact your OSPA Research Administrator or College Grants Officer
• Learn who handles your area:

http://www.research.uky.edu/ospa/about/departments.htm
• Give us a call for help: 257-9420

• Grants.gov customer support: 
• Grants.gov Helpdesk:  support@grants.gov
• Grants.gov Call Center: 800-518-4726

• eRA Commons customer support: 
• Commons website: https://commons.era.nih.gov/commons/
• Commons Helpdesk: commons@od.nih.gov
• Commons Phone Help: 301-402-7469

866-504-9552 (Toll Free) 

• Get another perspective on submission directly from NIH:
• http://videocast.nih.gov/launch.asp?13535 (RealPlayer required)



___________________
Thank you for joining us!

We hope this session was helpful.


