
Find opportunity in Grants.gov or NIH Guide
and obtain FOA (Funding Opportunity 

Announcement)

Register to receive notifications/updates

Download application package via PureEdge 
Enter FOA 

Complete required forms (mandatory SF 424 and 
agency specific) 

Save as PDF files

Upload A&F forms to OSP Website for 
Registering & Uploading Grants.gov applications

OSP Grants Specialist reviews A & F forms

A & F forms 
correct?

N
Notify PI

Y
Notify PI

Within the application form, move completed final 
documents to Completed Documents for 

Submission box

Check application for errors
Correct errors and re-save

Send final completed application (including 
science)  to OSP Website  

3 business days prior to deadline

With Internet Explorer open, SO (Signing Official) 
logs into Grants.gov

Click “submit” button and confirm with “yes”

Continue to page 2

NIH Grants.gov UTHSC-H Business Process
Requirements:
Institution registration in Grants.gov
SO registration in eCommons
PI and Co PI registration in eCommons

Desktop requirements:
PureEdge (latest version)
(Mac users use Citrix or other virtual PC 
emulator)
PDF maker (free Primo PDF or Adobe)

PI Responsibilities

OSP Responsibilities

PI/OSP Shared Responsibilities



Application uploads and proposal submitted by 
deadline

From Page 1

Save and print confirmation page 
(Grants.gov tracking number)

Grants.gov validation and virus checking

Pass ?

OSP tracks status through Grants.gov
(up to 2 days)

NIH e-mail notification of application receipt

NIH business rule validation (eRA)
(up to 2 days)

NIH notifies PI and SO to review application in 
eCommons 

Pass ?

Application moved to NIH Division of Receipt and 
Referral for peer review

END Revised 05/10/2006

No

Yes

Reject in eCommons 
and resubmit as a 

corrected application

No

Yes


