WHOI Guide to Using Grants.gov
IV. Routing Application Package to GCS

COMPLETING THE PROPOSAL APPLICATION & SUBMITTING TO GCS

When you are finished entering information and attaching files, please save the file and then
click the ‘check for errors’ button at the top of the Instruction Page. Please correct errors before
submitting the file to GCS for review and submission to the agency.

An additional indicator that your file is ready to go to the Grants office is the ‘Submit’ button on
the Instruction Page will no longer be grayed out.

Although the Submit button is active, it is not meant for departmental users to click. Only GCS
has the authority to submit an application package to the agency. Please remember that
departments do not push the Submit button in grants.gov application files.

Unlike NSF’s FastLane, the departmental user does not submit the application package to the
grants.gov site. FastLane’s submittal by departmental users is really an interim step to allow
GCS to review the application before they click the official ‘submit to NSF’ button. In the .xfd
files we download from grants.gov, the ‘Submit’ button is exactly that: it is the official ‘submit
to the agency’ mechanism. At WHOI, the GCS staff are the only Authorized Organizational
Representatives who may submit grants.gov application packages.

PAPER COPY:

WHOI still requires internal routing with signatures. Thus, the proposal is entered into the
Proposal Log as usual. In the mailing section, please check the ‘Fastlane’ box as it will signify
that your proposal is being submitted electronically and not on paper. Please add a comment that
this proposal will be submitted via grants.gov.

Print the Green Sheet and attach it to a printout of the proposal. The Print button on the
electronic application package’s Instruction Page will print out all the forms for you, but you will
need to open each attachment and print it separately as well. Include all pages of all printouts
with your Green Sheet.

The Green Sheet needs all the usual signatures. Remember that if PIs come from more than one
department, then the Dept. Administrator and Chair from each involved departments must sign
the Green Sheet.

Send the paper proposal to GCS as is normal.

ELECTRONIC:

The electronic file you completed is also sent to GCS. All application package filenames are to
be named the same way: WHOI proposal number (replacing the ‘. in the proposal number with
an underscore ‘_’) with the file extension of .xfd.

Example: 2712345 00.xfd

Because of the way in which data is held in memory while you are working in an electronic
application package, it is very important that you SAVE & EXIT all parts of the .xfd file before
sending your file to GCS.
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WARNING: We have documented cases where what was sent via paper and what was in the .xfd
file do not match due to the way the PureEdge™ viewer holds information in memory until the
file is saved and exited. We have found this to be true both for data in form fields and
attachments.

This lack of automatically saving of the file is another reason that GCS is asking you to send all
the pages of printout from the application package. The form pages that list the names of your
attachments to the proposal are the only place where GCS can compare the filenames of what
you attached to what they see attached in the electronic .xfd file.

GCS will not submit your proposal via grants.gov without having received the paper copy of the
proposal with the necessary signatures on the Green Sheet.

UPLOADING THE APPLICATION PACKAGE:
A web form has been developed to allow departmental users to upload the application package
file and some identifying information about it. GCS will receive an email when you have

submitted the file and will download it to their computers for review.

URL: http://cis.whoi.edu/whoi/gcs/proposal/proposalUpload.cfm

Upload a Proposal Application Package

* denotes required fields

WHOI Proposal Murnber®: I

PI Name™*

Agency™:

Opportunity Close Date [dd/mmfyyvyy]*:

g
|
g
Ermail address of person uploading®: |

Filename format: WHOI proposal number followed by L xfd
Exarmple: For WHOI proposal number ZZ212345.00,
the filename will be 2222345 00.xfd

Upload proposal document here (x=fd and =fdl only!)

subrmit | ctlearl

Browse... |
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Please enter all the information required. Then click the Browse button to find the application
package file on your local hard drive.

Upload a Proposal Application Package

* denotes required fields

WHOI Proposal Mumber®: IZZ12345.DD

PI Mame™*: IH. Gordon
Agency™®: INOAA

Opportunity Close Date [dd/mmfyyyy]®: IEI4,’28,’20EIE

Ermail address of person uploading®: |hgc:rdc:n@whni.edu

Filename format: WHOI proposal number followed by xfa
Example: For WHOI proposal number 2Z212345.00,
the filename will be 22123425 00.xfd

Upload proposal document here (xsfd and =fdl only!)
IC:\DDcuments and Settings\gordoniby Documentsigrants goAZZ12345_00 xfd Browse. . |

subimit | clearl

7]

x| =EsEr

Laokiin: |3 grants gov

istany

Sl oppHOS-NCCOS-2005- 2000 144-cfdal 1.4 7T8-cid200 1952, xfd. < fdl
PO 11472_00new xfd

T)zZ12345.Rep3.pdf
7 0.xfd
E'E!E:'-:.f‘lj 1]
My Documents
File name: |zz12345 0020 =l Open
Files of type: IAH Files LI Cancel
%
SUIEnnes WHOI Proposal Number*: [Z212345.00
Bl f;zﬂi&aﬂm:gemant PI Mame*: IH Gordon
O FPolicies Agency®: INOAA

Oppartunity Close Date [dd/mmfyyyy]*: ID4;’28;‘2DDE

Email address of person uploading*: Ihgurdnn@whm edu

Filename format: WHOI proposal number followed by did
Example: For WHOI proposal number 727 12345.00,
the filename will be 2222345 00.xfd

Upload proposal document here {xfd and xfdl only )

submit | clear

Browse... |
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Proposal Upload Successful

PI Mame: H. Gordon Proposal number: ZZ712345.00
Agency: NOAL Opportunity Close Date: 04/26/2005
Filename: 2212345 00 =fd

Email address of person uploading: hoerdon@whet edu

After you Click the ‘Submit’ button, a page will open telling you the upload was successful. You
will also receive an email confirming your upload.

~  Subject: Grants.gov: 2212345.00
From: gos@whoi.edu
Date: 12:04 PM

To: hgordon@whaoi.edu

Proposal Upload on 27-Apr-05

PI Name: H. Gordon

Proposal number: ZZ12345.00
Agency: NOASA

Opportunity Close Date: 04/26/2005
Filename: 2212345 _00.=fd

GCS will also receive an email notifying them of your file upload.

Once GCS has reviewed and approved the application package, and after the paper copy has
been received with all signatures, GCS will submit the application package to grants.gov. GCS
will email the department a copy of the confirmation of submission from grants.gov.



