
Entering an Office of Science 
 Field Work Proposal into eSRA  

FY2017 Budget Formulation 
 

Introduction: 

The purpose of this desk guide is to help the division Resource Analysts and Administrators fill-in 

Office of Science Field Work Proposals (FWPs) for the FY2017 Budget Formulation in eSRA. In this 

desk guide you will find a step-by-step layout on how to fill in the required fields for an Office of 

Science FWP. I have taken screenshots of the Views you will see in eSRA and given you 

instructions on how to fill-in each field. I have used the following color representations: 

• Green arrows                 represent required fields 

• Yellow arrows                 represent optional fields 

• Red arrows                 represent fields that should be left blank.  

It is important to read the instructions on each field carefully and to fill-in all the fields marked 

as required with green arrows. If any of the required fields are left blank, the proposal will be 

Returned to you. For more eSRA Training, please visit:  http://esra.lbl.gov/training/index-of-all-

classes and review Class #ESR 6901 – DOE Proposals to the Office of Science.  

 

Flip to the next page to begin. 
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1. Log on to eSRA:  

 

2. Click the Login link on the top right corner. When you are in eSRA, click New 
Submission 
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3. After you click, New Submission, you will be taken to View 1.0 Type of LBNL Proposal. 
Follow the instructions on the screenshot below to fill out this page. Make sure to see 
the NOTES below as well. 

 

 

 

 

 

 

1.a.1 - Click dropdown and select DOE Direct 

1.a.2 - Click dropdown and select DOE Office of Science 

1.a.3 - Click dropdown and select DOE Office of Science Electronic 

1.b - Choose Yes or No 
1.c* – Type in the Proposal ID  you would like used to identify this 
proposal. (MAX 25 Characters including spaces. If >25 
Characters, your Proposal will be Returned) 

1.d – Type the Proposal Title here 

1.e – Add the Principal Investigator here 

NOTES: 

*1.c Proposal Nick Name fills in Box 1. Work Proposal Number on the FWP form 

1.d Full Proposal Title fills in Box 4. Work Package Title on the FWP form 

1.e Program Director/Principal Investigator fills in Box 17. Principal Investigator on the FWP form 
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4. Scroll down and continue filling out View 1.0 Type of LBNL Proposal. Follow the 
instructions on the screenshot below. Make sure to click Save. Note: this page has 
optional fields, and fields that should be left blank. 

 

 

5. Click Continue to go to View 2.9 LBNL General Proposal Information DOE 

 

1.f - Click dropdown and select Basic Research 

1.f.1 – Leave this field blank 

1.g – Leave this field blank 

1.g.1 – Optional field 

1.h – Add the Primary Resource Analyst here 

1.h.1 – Add additional Resource Analysts who should 
receive notifications about this proposal 
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6. After you click, Continue, you will be taken View 2.9 LBNL General Proposal Information 
DOE. Follow the instructions on the screenshot below to fill out this page. Make sure to 
see the NOTES below as well. 

 

 

 

2.9.a – This field auto-populates 

2.9.b – This field auto-populates 

2.9.b.1 – This field auto-populates 

2.9.c – Choose the Application Submission Deadline 
to be 05/29/2015 and click  Receipt 

2.9.d – Select Proposal for Initial Funding or  
Proposal for Additional Funding. Your 
answer depends on whether this is a new 
project or a continuation of a project 

2.9.e* – Type the project Abstract here 

NOTES: 

*2.9.e Public Statement of Work is the Abstract you would type in FBSS. This fills Box 17. Work 
Proposal Description in the FWP form under the name of the Principal Investigator. 
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7. Scroll down and continue filling out 2.9 LBNL General Proposal Information DOE. Follow the 
instructions on the screenshot below. Note: this page has optional fields, and fields that 
should be left blank 

 

8. Click Continue to go to View 3.0 DOE Direct, Not Grants.gov. You will see that all fields 
on this View should be left blank. Click Continue. 

 

2.9.h – Leave this field blank 

2.9.f – Optional: Add people to this 
proposal who should have Edit Access 

2.9.g – Optional: Add people to this 
proposal who should have Read Access 

3.N.a – Leave this field blank 

3.N.b – Leave this field blank 

3.N.c – Leave this field blank 
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9. After you click Continue you will be taken to View 4.14 Research Personnel DOE (not 
Grants.gov. Follow the instructions on the screenshot below to fill out this page.  

 

10. Click Continue to go to View 5.0 Research Performance Sites. You will see that all fields on 
this View should be left blank. Click Continue.  
Note: View 5.0 Research Performance Sites does not pertain to NEPA/CEQA. Those questions 
will appear in View 7.0 NEPA/CEQA Review. 

 

4.14.a – The Principal Investigator from 1.e 
will auto-populate here 

4.14.b – If this is a Multi-PI proposal, add the other PI’s 
here. (Make sure Primary PI is entered in 1.e/4.14.a) 

 

 

4.14.c – Leave this blank 

5.a – Leave this field blank 

5.b – Leave this field blank 

5.c – Leave this field blank 

Click Save 
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11. After you click Continue you will be taken View 6.NF DOE Specific (non Grants.gov). Follow 
the instructions on the screenshot below to fill out this page.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

6.NF.a – Leave this field blank 

6.NF.b – Optional field 

6.NF.c – Choose Budget Formulation. If you do not choose 
Budget Formulation, your proposal will not be submitted.  

6.NF.d – Optional field 

6.NF.c – Input Revision Number  
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12. Scroll down and continue filling out View 6.NF DOE Specific (non Grants.gov).  
This is where the questions for the Required Forms begin. Follow the instructions on the 
screenshot below. 

  

Questions for Extended Assignments Form 

 

 

13. Click Continue when finished completing View 6.NF DOE Specific (non Grants.gov). 

 

 

 

 

 

 

 

6.NF.f – Must answer Yes or No.  
If Yes, continue to answer remaining questions.  
If No, proceed to the next page. 
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14. After you click Continue you will be taken View 7.0-PID PI Questions (non Grants.gov). Follow 
the instructions on the screenshot below to fill out this page. Make sure to answer the 
questions appropriately. 
 

Questions for Human & Animal Use Form and Questions for Intellectual Property Form 

 

 

 

 

 

 

 

 

 

7.0.PID.a &b – Must answer Yes or No.  
If Yes, continue to answer remaining questions.  
If No, proceed to the next page. 

7.0.PID.e – Must answer Yes or No.  
If Yes, continue to answer remaining questions.  
If No, proceed to the next page. 
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15. Scroll down and continue filling out View 7.0-PID PI Questions (non Grants.gov). 
All questions are required to be filled-in for this section. 
 

 

 

16. Click Continue when finished completing View 7.0-PID PI Questions (non Grants.gov). 

 

 

 

 

 

 

 

 

 

ALL questions required in this section. 
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17. After you click Continue you will be taken to View 7.2 NEPA/CEQA Review. All questions are 
required on this page. 
 
 

Questions for NEPA/CEQA Form 

 

 

18. When you have finished completing View 7.2 NEPA/CEQA Review click Continue. 

 

 

 

 

ALL questions required in this section. 
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19. After you click Continue, you will be taken to View 8.14 DOE Direct (not Grants.gov. Skip 
View 8.14 for now and click the “Jump To” dropdown and select View 9.3.F DOE SC 
Budget.  

 

 

 

 

 

 

 

 

 

 

SKIP this page for now and continue to 
9.3.F DOE SC Budget by clicking the 

Jump To dropdown 
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20. You are now in View 9.3.F DOE SC Budget. Follow the instructions on the screenshot 
below to fill out this page.  

 

 

 

 

 

 

 

 

 

9.3.F.a – Enter Funding Year = 2017 

9.3.F.b – Enter proposal begin date and end date (example 
shown). Make sure dates correlate with Budget Data below. 

*NOTES: 

Make sure to click Save after you have entered data for 9.3.F.a Funding Year and 9.3.F.b 
Proposal Begin Date and Proposal End Date. Then the Budget table will appear as it is shown 
above. 

Then you can enter your Budget Data. 

 

 

*See NOTES below 
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21. Scroll down and continue filling out View 9.3.F DOE SC Budget. Follow the instructions on the 
screenshot below. 
 

 

 

 

 

 

22. Click Save, and then click Finish. 
 

23. Now you can begin to Route proposal for approvals.  
For more information on this process you can review eSRA Training Class #ESR6901 DOE 
Proposals to Office of 
Science http://cfo.lbl.gov/training/e_learning/eSRA6901/DOEProposals_OSci/story.html 

 

 

 

9.3.F.c – Enter Primary B&R Code here. 
If B&R code is not available, send 
email to eSRAhelp@lbl.gov with a cc: 
to DOEdirect@lbl.gov  and request to 
add the B&R you need. 

9.3.f.D – Optional: Add Secondary B&R if needed 

9.3.F.e, 9.3.F.f, 9.3.F.g - Fields will auto-populate 
 based on Primary B&R Code in 9.3.F.c 

9.3.F.h – Fill in HQ Program Manager First Name 
and Last Name in these Boxes. Proposals will be 
returned if these fields are left blank. 

9.3.F.i – Will auto-populate based from 2.9.b.1 

9.3.F.j – Select New or Ongoing. Proposal will 
be returned if neither is selected. 
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