ORSP Instructions for Grants.gov Applications

After you have notified ORSP of your intention to submit a proposal through Grants.gov, ORSP will create a folder for your use on the marlin_share drive/Research and Sp Prog/grants.gov/[LAST NAME, PROGRAM NAME].  The grants.gov application and instructions will be in the file, along with the program Guidelines and any supplemental instructions from your sponsoring agency.  
You do not need to register with grants.gov.  ORSP has already done that.  You do need to go to the grants.gov web site at http://grants.gov/GetStarted and download the PureEdge Viewer software to your computer.  It is free. If you will be using a computer at home, you need to download it to that computer, too.  If you will have co-PIs who will need to view the application package, they need to download the PureEdge View software to their computers, too.

Copy the application package to your computer's hard drive or desktop.  Use that application package.  When you have completed the application package, save it back to its original  marlin_share drive location.  Overwrite the existing application package.  Notify ORSP when you have done this.  This must be done no later than 2 business days prior to the submission deadline.

ORSP will have begun the SF 424 form for you by inserting all the institutional information.  You need to complete the project-specific fields.

Grants.gov works on forms with (1) fields that need to be completed and (2) fields where you attach Word or pdf documents.  Before you create any documents, review the forms to see exactly what you need to prepare.  For instance, the abstract may be separate from the project narrative.   

The application package may have a lot of forms; ORSP will have completed the institutional information for you.  Open a form on the left side of the screen to work on it.  If you don't finish a particular form, close it and leave it in the left box so you will know when you come back to it that it's not completed.  When a form is complete, move it to the right side of the screen, into the Completed box.  Before you leave the application package, be sure you save it again to your computer or desktop.

ORSP will help you create your budget, using our internal budget template.  We will then transfer the budget information into the form on grants.gov.  We will provide you a copy of it so you can write the budget narrative, which must follow the same format as the  grants.gov budget.  

Please contact ORSP as soon as you have questions, problems, etc., either with the proposal or the application.
