
Announcement Notes
• Carefully read the entire announcement
• Key dates:

– Release/Posted Date: package and instructions 
available for download

– Opening Date: application can be submitted
– Expiration Date: announcement closed



Announcement Notes
• FOAs in the NIH Guide include button to 

download app from Grants.gov 

Click Apply for Grant Electronically

Click download Verify information



Download Package

Download forms and instructions



eSubmission Process
Prepare to Apply

Find Opportunity and Download 
Application Package

Submit Application to 
Grants.gov  (AOR only)

Prepare Application

Check Submission Status

Check Assembled Application

Submission Complete

If errors, 
correct & 
submit 
again



Grant Application Package 
ScreenSave locally

Check Application Guide to determine which Optional Documents to 
submit

Complete 
the SF424 
(R&R) first 
–populates 
fields in 
other forms

Mandatory 
Grants.gov 
fields 
highlighted

Header info 
is pre- 
populated 
and not 
editable



Application Guide
• Read and follow 

application 
guide 
instructions

• Agency-specific 
instructions are 
marked with the 
HHS logo



Announcement
• Read and follow 

announcement 
instructions

• Pay special attention to 
Section IV. Application and 
Submission Information
– Includes any FOA-specific 

submission instructions
– Instructions in FOA trump 

instructions in the application 
guide



eSubmission Process
Prepare to Apply

Find Opportunity and Download 
Application Package

Submit Application to 
Grants.gov  (AOR only)

Prepare Application

Check Submission Status

Check Assembled Application

Submission Complete

If errors, 
correct & 
submit 
again



Route Application

Route your completed application to 
your institute’s Authorized 
Organization Representative (AOR) 
for Submission.

They will……



…Submit Your Application

Check Package for 
Errors only checks 
Grants.gov errors. 

You must Submit the 
application for it to 
go through the NIH 
validation process.  
NIH errors will be 
shown in the eRA 
Commons.

Save & Submit 
button will not 
become active 
until:
•All fields marked 
as mandatory on 
the forms are 
completed
•All Mandatory 
Documents are 
moved to 
Mandatory 
Documents for 
Submission box 
and completed
•The application is 
Saved

Presenter
Presentation Notes
	Once all of the required documents are completed and moved to the completed box, use the “Check Package for Errors” button to find incomplete Mandatory Fields. Make any necessary corrections and then save the package. This button will NOT help applicants identify any NIH validation errors. The Submit button at the top will not activate until the application has no Grants.gov form errors and has been saved.  

	Be sure to save your application locally to your computer.  If the application is being completed by the PD/PI, they will need to Save the package and then work with their Central Grants Office and the AOR assigned, to submit the application on their behalf. 

	Only the AOR for the organization can Submit the application to Grants.gov.  Click the Submit button to submit your application.  



Enter your 
Grants.gov 
username and 
password – you 
must be fully 
registered to 
successfully submit.  

Only the AOR can 
Submit application.

Submit Application

Presenter
Presentation Notes
When your application is complete and ready to be submitted, the AOR will login to Grants.gov with their username and password to electronically sign and submit the application.    




Submit Application

Click Sign and Submit 
Application button to 
record electronic 
signature and initiate 
submission process to 
Grants.gov



Submit Application
Print/Save your 
Confirmation screen 
info

Grants.gov Tracking #

Date/Time 
Stamp - due 5 
p.m. local time of 
the applicant 
org. on 
submission 
deadline date

Presenter
Presentation Notes
Once submitted, the AOR will receive an immediate confirmation online with a Grants.gov Tracking Number and a Date/Time stamp of receipt.  Keep this information for reference.  If you need to contact any of the Help Desk folks, they will need this information.
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Upon Submission Grants.gov 
Will Check to Ensure:

• All Grants.gov mandatory fields have been 
completed

• All mandatory documents have been 
completed and moved to the Completed 
Documents box (Submission List)

• The validity of the organizational DUNS #

• Date format, e-mail address format, and  
virus-free
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E-mail Notifications – 
Grants.gov

AOR receives Grants.gov e-mails
1. Submission Receipt – app received and

is being validated (Grants.gov validations only)
2. Rejection Notice – app is not validated because 

of Grants.gov errors
OR
Submission Validation Receipt – app has been 
validated (Grants.gov validations only)

3. Grantor Agency Retrieval Receipt – app has 
been retrieved by the agency

4. Agency Tracking Number – app has been 
assigned a tracking number by the grantor 
agency (NIH)
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Back to NIH

You’re not done yet! 
Make sure you follow 

the application 
through to NIH. 



eSubmission Process
Prepare to Apply

Find Opportunity and Download 
Application Package

Submit Application to 
Grants.gov 

Prepare Application

Check Submission Status

Check Assembled Application

Submission Complete

If errors, 
correct & 
submit 
again



Application Processing in eRA 
Commons• eRA system retrieves applications from 

Grants.gov and checks them against NIH 
business rules defined in application guide 
instructions and FOA
– Complete list of NIH validations: 

http://era.nih.gov/ElectronicReceipt/prepare_app.htm#5

• Remember, the SF424 (R&R) forms are owned by 
Grants.gov and used by many agencies, so 
unfortunately we cannot build agency-specific 
business rules into the forms

http://era.nih.gov/ElectronicReceipt/prepare_app.htm#5
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E-mail Notifications - eRA Commons
AOR/SO, PD/PI and Contact receive 
e-mails

Validations Complete/Check Assembled 
Application
Validations Complete/Check Assembled 
Application – Warnings Only
Action Required: Errors and/or Warnings, Missing 
or Invalid Commons Username, System Error
SO has refused application – SO rejected the 
application
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Check Status in Commons – PD/PI

Select Recent/Pending eSubmissions

Or provide Grants.gov tracking 
number from email notification
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Announcement Notes

		Carefully read the entire announcement

		Key dates:

		Release/Posted Date: package and instructions available for download

		Opening Date: application can be submitted

		Expiration Date: announcement closed









Announcement Notes

		FOAs in the NIH Guide include button to download app from Grants.gov 



Click Apply for Grant Electronically

Click download 

Verify information 







Download Package





Download forms and instructions







eSubmission Process





Prepare to Apply

 Find Opportunity and Download Application Package

Submit Application to Grants.gov  (AOR only)

Prepare Application

Check Submission Status

Check Assembled Application

Submission Complete

If errors, correct & submit again







Grant Application Package Screen





Save locally

Check Application Guide to determine which Optional Documents to submit

Complete the SF424 (R&R) first –populates fields in other forms

Mandatory Grants.gov fields highlighted

Header info is pre-populated and not editable







Application Guide

		Read and follow application guide instructions

		Agency-specific instructions are marked with the HHS logo









Announcement

		Read and follow announcement instructions

		Pay special attention to Section IV. Application and Submission Information

		Includes any FOA-specific submission instructions

		Instructions in FOA trump instructions in the application guide









eSubmission Process





Prepare to Apply

 Find Opportunity and Download Application Package

Submit Application to Grants.gov  (AOR only)

Prepare Application

Check Submission Status

Check Assembled Application

Submission Complete

If errors, correct & submit again







Route Application



Route your completed application to your institute’s Authorized Organization Representative (AOR) for Submission.

They will……







…Submit Your Application





Check Package for Errors only checks Grants.gov errors. 



You must Submit the application for it to go through the NIH validation process.  NIH errors will be shown in the eRA Commons.

Save & Submit button will not become active until:

		All fields marked as mandatory on the forms are completed

		All Mandatory Documents are moved to Mandatory Documents for Submission box and completed

		The application is Saved





	Once all of the required documents are completed and moved to the completed box, use the “Check Package for Errors” button to find incomplete Mandatory Fields. Make any necessary corrections and then save the package. This button will NOT help applicants identify any NIH validation errors. The Submit button at the top will not activate until the application has no Grants.gov form errors and has been saved.  



	Be sure to save your application locally to your computer.  If the application is being completed by the PD/PI, they will need to Save the package and then work with their Central Grants Office and the AOR assigned, to submit the application on their behalf. 



	Only the AOR for the organization can Submit the application to Grants.gov.  Click the Submit button to submit your application.  









Submit Application





Enter your Grants.gov username and password – you must be fully registered to successfully submit.  



Only the AOR can Submit application.



When your application is complete and ready to be submitted, the AOR will login to Grants.gov with their username and password to electronically sign and submit the application.    









Submit Application





Click Sign and Submit Application button to record electronic signature and initiate submission process to Grants.gov







Submit Application







Print/Save your Confirmation screen info

Grants.gov Tracking #

Date/Time Stamp - due 5 p.m. local time of the applicant org. on submission deadline date



Once submitted, the AOR will receive an immediate confirmation online with a Grants.gov Tracking Number and a Date/Time stamp of receipt.  Keep this information for reference.  If you need to contact any of the Help Desk folks, they will need this information.









*

Upon Submission Grants.gov 

Will Check to Ensure:

		All Grants.gov mandatory fields have been completed





		All mandatory documents have been completed and moved to the Completed Documents box (Submission List)





		The validity of the organizational DUNS #





		Date format, e-mail address format, and  virus-free





*











*

E-mail Notifications – Grants.gov

AOR receives Grants.gov e-mails

Submission Receipt – app received and

	is being validated (Grants.gov validations only)

2.	Rejection Notice – app is not validated because of Grants.gov errors

	OR

	Submission Validation Receipt – app has been validated (Grants.gov validations only)

3.	Grantor Agency Retrieval Receipt – app has been retrieved by the agency

4.	Agency Tracking Number – app has been assigned a tracking number by the grantor agency (NIH)



*











*

Back to NIH

You’re not done yet! Make sure you follow the application through to NIH. 



*











eSubmission Process





Prepare to Apply

 Find Opportunity and Download Application Package

Submit Application to Grants.gov 

Prepare Application

Check Submission Status

Check Assembled Application

Submission Complete

If errors, correct & submit again







Application Processing in eRA Commons

		eRA system retrieves applications from Grants.gov and checks them against NIH business rules defined in application guide instructions and FOA

		Complete list of NIH validations: http://era.nih.gov/ElectronicReceipt/prepare_app.htm#5 





		Remember, the SF424 (R&R) forms are owned by Grants.gov and used by many agencies, so unfortunately we cannot build agency-specific business rules into the forms









*

E-mail Notifications - eRA Commons

AOR/SO, PD/PI and Contact receive 

e-mails

		Validations Complete/Check Assembled Application

		Validations Complete/Check Assembled Application – Warnings Only

		Action Required: Errors and/or Warnings, Missing or Invalid Commons Username, System Error

		SO has refused application – SO rejected the application



















*











*

Check Status in Commons – PD/PI

Select Recent/Pending eSubmissions 

Or provide Grants.gov tracking number from email notification



*











