Simplified grants.gov Application Instructions for Institutional Submissions
Using PureEdge Viewer and Adobe Reader 8.1.2
Note:  These guidelines were revised on 09/04/08.  Grants.gov submission instructions change frequently.  Please check with the Grants & Contracts (G&C) Office to be sure this version is still correct.
1. Start early!  

 (
Because the grants.gov server is often overwhelmed on deadline days and the system occasionally crashes, the application should be ready for electronic submission at least two business days prior to the deadline date.  
(
Initiate internal proposal review process (using the “goldenrod” proposal routing form) at least one week before the application deadline.

(
At least two business days before the application deadline, e-mail the completed application file to the Grants & Contracts Office.  Please allow a third day if you need assistance completing and assembling the application package.    (If the file size exceeds 10 MB, contact the G&C Office for assistance.)
 (
The Grants & Contracts Office cannot guarantee timely submission of applications if this time schedule is not met.  
2.
Use a PC (with the Windows XP operating system) when applying for funding through grants.gov.  

(
Grants.gov currently does not support Mac application without the use of a complicated workaround that the Office of Grants & Contracts does not support.   
(
Grants.gov also does not support the Microsoft VISTA operating system when using PureEdge Viewer and Adobe Reader 8.1.2 for proposal submission.     
(
The Grants & Contracts Office cannot guarantee successful submission of applications developed on Mac or VISTA systems or with Adobe Acrobat Professional.  
3.
Select Microsoft Internet Explorer as your default browser. 

(
Grants.gov currently does not support Mozilla Firefox or Netscape.

(
To change your default browser, do the following:



a.
Click on the “Start” button


b.
Select “Set Program Access and Defaults” 


c.
Select “Custom” and click on the drill-down arrows.  


d.
Under “Choose a default Web browser,” select Internet Explorer and check the box titled “Enable access to this program” 


e.
Click “OK”  

4.
Install PureEdge Viewer on your computer.   


(
PureEdge Viewer (also called ICSViewer) is a small, free program which is required to access and complete applications electronically and securely on grants.gov.

(
Download PureEdge Viewer  and follow instructions.  When prompted, save the file to your computer.  Then locate the saved file (most likely on your desktop) and open it to install the program by following the directions on the installation screens.

(
If you have previously installed PureEdge Viewer, be sure to upgrade to the latest version.


(
If you have a problem installing PureEdge Viewer, it may be because you do not have security permissions to install a new program on your computer.  Contact the IT Help Desk for assistance.
 5.
Install Adobe Reader 8.1.2 on your computer. 


(
Adobe Reader 8.1.2 is required for completion of forms in grants.gov when using the PureEdge Viewer.      Versions change frequently, so check the Grants.gov website for the most recent information.
(
Download Adobe Reader 8.1.2 from grants.gov. Follow installation instructions.

(     If you wish to update Adobe Reader after you have completed your grants.gov application, just download the latest (or your preferred) version from the Adobe website.   A newer  version will automatically overwrite earlier versions.
6.
Install PDF (“Portable Document Format”) conversion software on your computer.  

(
The Adobe Acrobat suite is one of the most popular programs and is available for a nominal charge from the VSU IT Department.  (Note that this software is different from the free Adobe Reader, which does not allow you to save a PDF file.)  Other conversion programs may also be used; see grants.gov Technical Notes on PDF Conversion.  

(
Unless absolutely necessary, avoid scanning text documents to produce PDF documents.  Instead, produce original documents using word-processing software and then convert them to PDF.


(
If you do not have PDF conversion software, the Grants & Contracts Office will convert your Word files for you and will upload them to your application form.   Word files should be sent to the Grants and Contracts Office via e-mail.
7.
Prepare your grant application.  

(
Locate the funding opportunity at grants.gov using one of the available search strategies.   Note the Funding Opportunity Number (FON) and/or the CFDA (Catalog of Federal Domestic Assistance) Number.  

(
Link to the full program announcement, note any special grants.gov submission requirements, and follow instructions for preparing the application.

(
Download Application Package by entering the FON or CFDA Number and clicking on the “Download Package” button.   

(
Complete the application forms.  Use the “Save” button to save your application off-line (e.g., to a folder on your desktop).  Be sure to re-save the application each time you enter new information or attach new documents.  Your application will be saved as a PDF file.  


(
Upload PDF attachments as instructed.  If you do not have software to convert and save PDF documents, 


e-mail the Word documents (as attachments) to Carolyn Williams (cvwillia@valdosta.edu) and Barbara Gray (bhgray@valdosta.edu).

(
Save and  e-mail your saved application file as an attachment to Carolyn Williams (cvwillia@valdosta.edu) and Barbara Gray (bhgray@valdosta.edu).

(
If you have difficulty e-mailing large attachments (.10MB), you may upload the file to a website that is accessible to G&C Office staff.  Alternately, you may bring the final proposal document to the G&C Office on a jump drive or CD.  However, please note that, because of the possible spread of viruses, a jump drives and CDs are not the preferred method of document transmission.   The Grants & Contracts Office cannot be responsible for damage to any proposal files caused by virus scanning software or for failure to meet a deadline because of technical problems caused by viral infection.   
8.
Application Submission and Follow-Up



(
Only Grants & Contracts Office staff are authorized and have the ability to officially submit institutional proposals to grants.gov. 

(
Within two days of submitting a grant application, the Grants & Contracts Office will receive e-mail notification of receipt of your application by grants.gov as well as notification of either validation of the application or rejection due to errors.  The G&C Office will follow-up on all error messages.  


(
The G&C Office will receive another e-mail notification when the grantor agency retrieves your validated proposal from grants.gov.  

(
If the grantor agency assigns its own tracking number, the G&C Office will receive another e-mail with this number.
· All e-mail notices received by the G&C Office will be forwarded to the Principal Investigator.

(
You may check the status of your application at any time by contacting the G&C Office staff.[image: image1]
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