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Grants.gov from eRPM 

This procedure is a supplement to the rest of the materials about completing the PAF.   

It covers the overall steps you need to complete when working with Grants.gov in eResearch: 

Step Additional Info Page 

1. PAF worksheet ï Grants.gov 
submissions 

 Complete the Grants.gov specific questions  

 Determine if your FOA is supported (all required 
forms are supported ï available in eRPM system) 

2 

2. Copy PAF Info to Grants.gov 
form set. 

 Steps to copy information mapped from PAF to 
Grants.gov forms. 

7 

3. Complete Grants.gov forms.  Explains the overall Grants.gov workspace. 

 Navigation tips when working with Grants.gov forms. 

9 

4. Assign Editors & Readers 
(Optional). 

 Assign editors if you have Reviewers that need to edit 
the Grants.gov forms. (Must have access to the 
PAF). 

 Assign readers if you have additional individuals who 
have access to the PAF who need the ability to read 
the Grants.gov forms (e.g., Ad Hoc Reviewers). 

12 

5. Validate Grants.gov form set .  Level 1 Validation ï checks completed required fields 13 

6. Submission Pre-check 
(Strongly Recommended). 

 Level 2 Validation ï checks against Grants.gov 
validation rules (requirements of Grants.gov forms) 

16 

7. Generate PDF Version 
(Optional). 

 Steps to generate a PDF version of all information 
entered on Grants.gov forms with attached 
documents. 

17 

8. Finalize Grants.gov forms for 
DRDA submission. 

 Steps to inform DRDA that the proposal is finalized & 
ready for submission. 

20 
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1. PAF WORKSHEET ï Grants.gov Submissions 

eRPM allows for direct system to system submission for supported Grants.gov opportunities (FOAs). 

This section explains how to: 

 Select that the proposal is a Grants.gov funding opportunity. 

 Select the Grants.gov opportunity. 

 Determine if the FOA forms are supported in eResearch. 

PAF Worksheet: General Information page 
  

 

 
See the Create PAF Basics step-by-step 
procedure to learn more about the other 
fields on this page. 

1. Click Yes (Is this a Grants.gov funding 
opportunity?). 

Notes:  

 You must answer question1.3 Is this a 
Grants.gov Funding opportunity? to 
save.  It is marked with *Required to 
Save.  You will get an error if this is not 
completed. 

 Selecting yes to this question requires 
electronic submission through either 
Adobe or eResearch. 

 If the Grants.gov forms for this 
opportunity are not yet supported by 
eResearch, you still have to submit 
using Adobe or PureEdge. 

 By answering yes, you will be directed 
to Grants.gov specific PAF questions.  

2. Click Continue to save and move to the 
next page. 

1 

2 



 

Proposal  

Management  

PI & Project Team 
Grants.gov 

Step-By-Step Procedure 
 

Last updated: 10/13/10 3 of 21 http://eresearch.umich.edu  
 

Federal Grant Information Page 
  

 

 
3. Notice that you are on the Federal 

Grant Information page because you 
selected that this is a Grants.gov 
opportunity.  You will use this page to 
look up the opportunity. 

4. Enter the FOA number.  

Notes:  

 Enter the CFDA Number and/or 
Competition ID to further refine your 
search. 

 Type the FOA# as specified by the 
sponsor, using upper and lower 
case letters, dashes, etc  

 If the FOA# unknown, search for it 
on the Grants.gov website.  

 If you use the Grants.gov finder, 
you must return to eResearch 
Proposal Management to complete 
your application. 

5. Click Find. 

Federal Grant Information Page 
 

 

 

  

 

 

 

 

 

 

 

 

6. Select Opportunity Number by clicking 
the radio button.  

7. Click Continue to save and move to the 
next page. 
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Sponsor ï Grants.gov Page   

 

 
8. Notice that the FOA Deadline is filled in 

from the opportunity chosen in Step 5. 

9. Complete the rest of the page using the 
instructions on the page.  See the PAF 
online course General Information 
section for more information. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
10. Review the FOA Information. 

11. Determine if your Required Forms & 
Optional Forms are supported. 

 Yes appears for supported forms. 

 Supported forms are forms that are 
available in the eResearch system.  
Not all Grants.gov forms have been 
created for eResearch by our 
vendor Click Commerce.  You will 
find the majority of NIH, NSF & 
DOD forms in eResearch. 

 If any Required forms are NOT 
supported, you must submit to 
Grants.gov outside of eRPM.  

 If any Optional forms are NOT 
supported and you are required to 
use them, you must submit outside 
of eRPM. 

12. Click Continue to save and move to the 
next page. 
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People Page 
 

 

 

 
13. Complete the rest of the pages of the 

PAF Worksheet using the instructions 
on the page.  See the PAF online 
course General Information section for 
more information. 

14. As desired, assign rights to Edit and 
Read Grants.gov forms to UM Key 
Personnel. 

Note:  

 Read permission is required to view 
SF-424 Summary (either the print 
version or the PDF version after the 
PDF version is generated). 
Accessed from the PAF 
Workspace.

 
 Edit rights give access to edit the 

Grants.Gov Forms.  You will see 
the link from the PAF 
Workspace.

 
 When a person does not have any 

Grants.gov rights, they will not see 
the Grants.gov links in the PAF 
Workspace. 

15. Click Continue.  

If all of your required Grants.gov forms 
are supported: 

You will notice a delay when you Save 
or click Continue to save and move to 
the next page after completing the 
People page. 
 
The reason for this delay is that 
Grants.gov forms are automatically 
generated for you behind the scenes. 

15 
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Administrative Personnel Page 
 

 

 

 
16. As desired, assign rights to Edit and 

Read Grants.gov forms to 
Administrative Personnel. 

Note:  

 The same rules apply regarding 
Read and Edit rights as outlined in 
Step 14. 

17. Click Exit to save and return to your 
PAF Workspace. 

 

 

 

 

 

PAF Workspace 
 

 

 

 
18. Notice that a link to the Grants.Gov 

Forms appears in the PAF Workspace, 
if you have selected ñeResearch 
submission to Grants.govò on PAF 
Q5.16 (submission instructions). 

 You have not copied any of the 
information entered to your PAF 
Worksheet to the Grants.gov forms 
yet.  This is described in the next 
section. 

Note: The link to the Grants.gov forms 
includes the DRDA number for your 
proposal (e.g., 09-PAF00280). 
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2. Copy PAF Info to Grants.gov Forms 

Copying PAF Info to Grants.gov Forms copies some fields entered on the PAF worksheet to the Grants.gov 
forms.  Please note that other fields on the Grants.gov forms are pre-populated with standard information where 
possible.  

Important! To take advantage of copying information from the PAF to supported grants.gov forms, complete 
your PAF before your Grants.gov forms.  

 You can copy information from the PAF to Grants.gov forms at any time. You may choose to complete 
the PAF Worksheet first and check for errors (Hide/Show Errors) before copying information. 

 Certain PAF questions are mapped to the Grants.gov forms.  Data is transferred only from the PAF to 
the Grants.gov forms.  You cannot copy information from Grants.gov forms back to PAF Worksheet. 

 If you make a change to the PAF Worksheet, it is not automatically updated in the Grants.gov forms.  
You need to use the Copy PAF Info to Grants.gov Forms to update this information.  It will not reset 
your Grants.gov forms, but only update the fields mapped for the PAF. 

 It is not recommended that you edit Grants.gov forms, before copying PAF information.  If you do so, 
you may write over fields that are mapped from the PAF worksheet when you complete the Copy PAF 
to Grants.gov Form activity. 

 Complete your Grants.gov forms as early as possible. 

PAF Workspace  
  

 

 
1. Click the Copy PAF to Grants-gov 

Forms activity from the PAF 
Workspace.  

Note: The activity is used to initially copy 
and update the Grants.gov form with 
certain information entered on the 
PAF Worksheet. 
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Copy PAF Info to Grants.gov Forms Window 
  

 

 

 

 

 

 

 

 

2. The Copy Info to Grants.gov Forms window appears. 

3. Click OK to complete the activity and start your data transfer of fields mapped from the PAF Worksheet to 
the Grants.gov forms. 

PAF Workspace  
  

 

 
4. The activity Copy PAF Info to 

Grants.Gov Forms is logged in the 
Recent Activity. 

Note: Use the Copy PAF Info to Grants-
gov Forms activity to update the 
forms whenever the PAF Worksheet 
is updated with new or modified data. 

5. Go to the next section to learn how to 
complete the Grant.gov forms. 
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3. Complete Grants.gov Forms 

When completing the grants.gov forms, remember to copy information from PAF Worksheet first. 

After completing the forms, you will need to: 

 Validate (check that all required fields completed) 

 Submission Pre-Check (check that you meet the Grants.gov validation rules (Strongly recommended) 

 Generate a PDF version to review the information entered (Optional) 

 Finalize proposal (Required to let DRDA know that the proposal is ready for submission).  

PAF Workspace 
  

 

 
1. Click the Grants.Gov Forms link in the 

PAF Workspace. 

Note: As you are completing the Grants.gov 
forms, individuals with Grant.gov 
Read can access a printable version 
from the PAF Workspace, using the 
Display SF-424 Print Version.  After 
you validate & generate the PDF, the 
SF-424 PDF is available from the 
PAF Workspace. 

 

Grants.gov Workspace 
  

 

2. The Grants.gov workspace appears.  

3. You can return to the PAF Workspace by clicking on the PAF name in the breadcrumb navigation. 

4. If you have subawards, download the zip file & send to appointees.  Instruct appointees to validate the file. 
Use Import Subaward to upload a copy of the PDF.  Upload as many times as needed. PDF must have a 
Valid for Submission status in order to be uploaded. 

5. Click Edit Grant Applicationé to edit your Grants.gov forms. 

2 

6 

3 

1 

5 



 

Proposal  

Management  

PI & Project Team 
Grants.gov 

Step-By-Step Procedure 
 

Last updated: 10/13/10 10 of 21 http://eresearch.umich.edu  
 

 

Grant Application 
  

 

 
 

 

 

6. Notice that the navigation in the Grant 
Application is very similar to the 
navigation in the PAF Worksheet.  You 
have the following options: 

a. Back: Return to previous page. 

b. Save: Save page 

c. Exit: Return to Grants.gov 
workspace 

d. Hide/Show Errors: Check for 
errors 

e. Print: Print current page. 

f. Jump To List: Move/jump between 
pages. 

g. Continue: Save and move to next 
page. 

 

Grant Application ï Select Optional Forms Page 
  

 

 
7. Select any optional forms, you want to 

include in your applications.  

8. Required forms are listed. 

 

 

 

 

9. Click Continue to save and move to the 
next page. 
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Grant Application ï SF424 R&R Cover Page 
  

 

 
10. Notice that fields required to save a 

page are marked with a red asterisk (*).   

 You cannot save a page until all 
required fields are completed. 

11. Use the Jump To list to skip between 
different pages if you have not 
completed all required fields on a page.   

 

 Jump To is also a workaround to save a partially completed page.  When you use Jump To it will save 
the fields you have completed even if you have not completed all the required fields on a page. 

 You will get an error if you use Save or Continue to save and move to the next page if you have not 
completed all of the fields marked with a red asterisk (*) on the page. 

12. Complete all pages of the Grant Application. 

Grants.gov Tips: 

 Work similar to Adobe forms. 

 Pay to attention to submission instructions. 

 Position title pulled from ñPrimary Work Locationò M-Pathways Human Resources 
Workaround Change this on the Research & Related Senior Key Person (with Expanded) Profile page. 
(Unless you completed a Sponsor title.  Sponosr titles overwrite this field.) 

 Budget page heading rows include 2 lines. 

13. See the next sections to learn how to: 
Assign Editors & Readers 
Validate your entries 
Submission Pre-Check 
Finalize for DRDA 

11 
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4. Assign Editors & Readers (Optional) 

 Assign editors if you have Reviewers that need to edit the Grants.gov forms. (Must have access to the 
PAF). 

 Assign readers if you have additional individuals who have access to the PAF who need the ability to read 
the Grants.gov forms (e.g., Ad Hoc Reviewers). 

Grants.gov Workspace 
  

 

1. Click Assign Editors and Readers activity.  

2. Click Add to assign a Project Reader or a Project Editor. 

3. Select a Filter By criteria, e.g., Last Name, User ID (Kerberos ID) & enter search criteria in text box. 

4. Click Go. 

5. Select the checkbox in front person you want to add. 

6. Click OK to return to the Assign Editors and Readers page. 

7. Click OK to return to the Grants.gov Workspace. 
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5. Validate Grants.gov Forms 

After completing the forms, you will need to validate (check for errors).   

You must successfully validate (there are no errors) before you can run the ñSubmission Pre-Checkò activity or 
create a PDF version. 

 You are performing a level 1 validation. Determines if fields marked with a red asterisk are completed. 
 For NIH proposals, the validation is against NIH rules. 

 It is strongly recommended that you always complete Submission Pre-Check (level 2 validation) to 
 validate the submission package against the Grants.gov XML schema. As always, the Sponsor will 
 review the application data in greater detail and validate using their criteria. 
 

PAF Workspace 
  

 

 
1. Click the Grants.Gov Forms link in the 

PAF Workspace. 

 

Grants.gov Workspace 
  

 

2. Notice that you are in the Grants.gov Workspace and that the status of your application is  
Pre-Submission. 

3. After completing all pages of the grant application, click Validate Submission from the Grants.gov 
Workspace. 
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Error/Warning Messages 

 

4. If you have errors, the Error/Warning Messages window appears. 

5. Review your list of errors (if you have errors). 

6. Fix errors, save, and refresh to determine if you have corrected the errors. 

7. Revalidate after you have corrected all the errors. 
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Validate Submission 

 

8. Click OK to validate your submission.   

Grants.gov Home Workspace 

 

9. Notice that you are returned to the Grants.gov Workspace and the status of your application has changed 
to Valid for Submission. 

10. Your activity Submission validated is logged in the history.  It notes who validated and when it was 
validated. 

11. You no longer have the option to edit the grant application.  You can View Grant Application. 

12. If you need to make changes, click Reopen for Edit.  (You will need to validate again after making 
changes.) 

 You must Finalize the proposal before DRDA can submit. 
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6. Submission Pre-Check 

After validating (performing your level 1 error check), you can:  

 Use the PDF Version to review the final application (see next section). 

 It is strongly recommended that you complete a Submission Pre-Check to validate your data against 
the Grants.gov validation rules.  You must validate first to transform your data into an XML file that can 
be read by the Grants.gov validation rules. 

Grants.gov Home Workspace 
  

 

 
13. Click Submission Pre-Check. 

 You cannot run the Submission 
Pre-Check until you have 
successfully validated. The 
Application Status must be Valid 
for Submission.  

Submission Pre-Check Errors 
  

 

 
14. If errors are returned, re-open the forms 

for editing, make corrections, re-
validate, and then run the ñSubmission 
Pre-Checkò again. 
 
OR 

Submission Pre-Check Success 
  

 

 
15. If the XML file is valid, double check 

your sponsor submission instructions to 
ensure that all sponsor requirements 
have been met.  

E.g., some sponsors require that 
attached documents (PDFs) must be in 
a specific order. 

16. Click OK to return to the Grants.gov 
Workspace. 
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7. Generate PDF Version 

After validating (checking for errors):  

 Use the PDF Version to review the final application. 

 Generating a PDF will show the PI/Project Team the final application (all information entered on the 
Grants.gov forms and the attachments), but it does NOT interleaf the attachments in the correct order. 

 The PDF version is not what is submitted.  The underlying data entered on the forms and attachments 
is the application information submitted.  It will be submitted in the correct order. 

 It is recommended to generate a PDF version for review before finalizing the proposal (letting DRDA 
know that the proposal is ready for submission). 

Grants.gov Home Workspace 
  

 

 
1. Click Generate PDF Version. 

 You cannot generate a PDF version 
until you have successfully 
validated. 

Generate PDF Version 
 

 

 

 
2. If you want to include attachments, click 

the box by Include Attachments. 

Note: It takes longer to create a PDF with 
attachments. The attachments must 
be PDF read-only documents. 

3. Click OK. 
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Grants.gov Home Workspace 

 

4. In the History, Generate PDF version is logged. 

5. Click View to review the PDF Version. 
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Grants.gov Application PDF Version 

 

6. View the PDF of the Grants.gov application. 

 The PDF version of the Grant.gov application is only a Review Tool. 

 When DRDA submits your application to Grants.gov, the actual data you entered on the application 
and supporting attachments are submitted, not this PDF.  It is a system to system transmission of the 
data you entered. 

 

PAF Workspace 
 

 

 

 
7. After generating the PDF version, you 

can access it from the PAF Workspace.  
Under SF-424 Summary,  
Display SF-424 PDF is available.  
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