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Proposal Division Review and Approval 
This procedure covers the standard division review and approval process for proposals as well as optional activities when the 
proposal is in the “Division Review” state. 

 

A. Review the Proposal 1. Receive notice from Proposal Team, or 

 2. Find proposal in Home Page Inbox 

 3. Overview of the Proposal Workspace 

 4. Review PIF 

 5. Update SF424 

 6. Generate PDF of SF424 

 7. Review the Generated PDF 

 8. OPTIONAL: Request Changes from Proposal Team 

 9. OPTIONAL: Log General Comment 

 10. OPTIONAL: Email Proposal Team 

B. Approve the Proposal 1. Issue Division Approval (this step cannot be undone) 

 

 

IMPORTANT INFORMATION  
 

This procedure contains the specific steps in the review and submission process.   

The sequence for the basic review and approval is important. 

The front page can be used for reference.  The following pages include step-by-step instructions with screen-shot visuals. 

 

 

Please note these symbols throughout the instructions to help educate you on the process. 

 

     

 

 

 

Caution Warning Serious Warning Notes Tips Important 
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A. Review the Proposal 

 

1. 

 

Receive notice for Division  Review in your Lab email. 

 

 

 

 

2. Click on this link to go directly to the  

proposal in eSRA. 

 

 

  

 

 

 

 

 

 Note: The proposal will automatically  

appear in your eSRA Home Inbox also.  You are  

not required to link to it from your Lab email. 
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3. Overview of the proposal workspace. 
The proposal workspace is like the home page for the proposal. 

 
3a. Nickname (title) of the proposal 

 
3b. Proposal number 

 
3c. Current state of the proposal – this will determine what 

activities are available and who can perform actions.  When 
the proposal is in the “Division Review” state the Proposal 
Team cannot update or make changes to the proposal. 
 

3d. These are proposal components available for the division 
reviewer to do to the proposal: edit or print. 
 

3e. Tabs contain specfic information.  Activities relevant to the 
review and approval process will be explained later in these 
instructions. 
 

3f. Summary information box contains: proposal information, 
budget totals, and SF424 information. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3g. Activities are actions available while proposal is in this state 
 

3h. History of activities previously taken for this proposal. 
Comments entered and attachments to notifications are also 
displayed in this history section. 

  

3f 

3e 

3d 

3b 

3c 

3a 

3g 

3h 

Proposal Nickname 
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4. Review Proposal Information Form (PIF) 

 

 

 

 

 Note: The Proposal Information Form (PIF)  

contains a summary of the information  

contained in the eSRA proposal including  

answers to all of the internal LBNL review  

questions. 

 

Use <CTL> P to print the PIF, if needed. 
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PIF continued…. 
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PIF continued….. 
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5. Choose “Update SF424” to ensure all data and updates made by the proposal team have been 
populated into the SF424. 

 

 

 

 

 

 

 

 

 

5a. Click “OK” to start the update, then wait until the process  

returns you to the Proposal Workspace. 

 

  

5a 

5 
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6. Generate PDF of SF424 to view document in the format the sponsor will see the application. 

 

  

 

 

 

 

6a. Check “Include Attachments” if you want all of the uploaded 
documents to be merged into one PDF.   

Leave unchecked if you only want to review the SF424 form  

pages only. 

 

 

 

 

 

 

 

 

 

 

6b. Click “OK” to generate the PDF. 

 

6c. The Generated PDF Version will show in the History Tab of the  

proposal workspace and indicate who generated it along with  

the date and time. 

 

 

 

 
 

 
  

6 

6a 

6b 

6c 

PI or RA 

Division Reviewer  
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7. Review the Generated PDF from the History Log 
 

 

7a. Click on the highlighted “ Generated PDF Version” text to access  

the document.  
 

 

 
 

 

 

 

7b. Select “Documents/Tasks/Notifications” 

 

 

 

 

 

 

 

 

 

 

 

 

Ignore these instructions.  They are incorrect  

and we are working with the programmers to  

have them removed. 

7a 

7b 
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7c. Select one of the PDF files to review. 

(They are the same.) 

  

 

 

 

 
Use <CTL> P to print the PIF, if 
needed. 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

7b 
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8. OPTIONAL: Request changes from Proposal Team – This will send an email notification to the 
Proposal Team (PI and RA(s)) and save the message, with comments and attachments, in the 
history section of the proposal workspace. 

 

 This step is optional.  If changes are not required, this step can be skipped. 

 

This step can be repeated as many times as needed. 

 

 

 

 

 

 

 

8a. Comments can be entered in the box. 

  

8b. Documents can be added when requesting changes. 

 

8c. “OK” to submit the request. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Note: Changes will come directly back to the Division Reviewer and do not require PI approval again. 

 

 

 When the proposal is in “Division Review: Requesting Changes” state, the proposal will not show in the  

inbox of the Division Reviewer but should be available in the Grants list on the menu bar. 

 

 

8a 

8b 

8 

8c 

Another option is to “Email the Proposal 
Team” without sending it back for changes.  
See step 10 for those instructions.   
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 Requests for changes and Submission of Changes will be recorded in the History Log. 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 
  

Division Reviewer 

PI or RA 

PI 

Division Reviewer 

Division Reviewer 

PI or RA 

PI or RA 
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9. OPTIONAL: Log General Comment  – This will enter the comment in the History Log, but no one 
will be notified. 

 

 

 

 

9a. Comments should be entered in the box. 

  

9b. “OK” to submit. 

  

  

  

 This step can be repeated as many times as needed and is 
available to anyone with access to the proposal. 

 

 

 

 

    

 

 

 

 

 

 

 

 

 

 
  

9a 

9b 

9 
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10. OPTIONAL: Email Proposal Team – This will send an email notification to specific people on the 
Proposal Team and save the message, with comments and attachments, in the history section of 
the proposal workspace. 

 

 

10a. Click “Add” to select the people on the Proposal Team to notify. 

  

10b. Use check boxes to select  the specific people to send the message  

  

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

10 

10a 

 

10b 
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10c. Once selected, the names will appear in the “Email Team”  

Window 

  

10d. Comments or changes can be entered in the box. 

  

10e. Documents can be added when requesting changes. 

 

10f. “OK” to submit the request. 

  

10g. The email will be noted in the History Log. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 
  

 

10c 

10d 

10e 

10f 

10g 

PI or RA 

PI or RA 

Division Reviewer 

Division Reviewer 

Division Reviewer 
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B. Approve the Proposal for OSPIP Review 
 

 Important: The proposal can be submitted to OSPIP with Draft Science; but the remainder of the  

proposal should be complete. 

 

 

 

1 Approve for OSPIP Review 

 

 

1a. Confirm the Division Approvals. 

  

1b. Click “I Agree” 

  

1c. Comments can be added in the box. 

  

1d. Click “OK” to approve. 

 

 

 

 

 

 

 
  

1 

1d 

1c 

1b 

1a 
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1e. The State will change to “OSPIP Proposal Review” 

  

1f. The approval is recorded in the History Log and the OSPIP 

CO identified in the proposal will be notified in their Lab  

email and the proposal will now show in their inbox. 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Division Reviewer 

PI or RA 

Division Reviewer 

Division Reviewer 

Division Reviewer 

1f 

1e 


