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http:GoApp/OSPIP

Or type “Grants” in an LBNL browser

 Need LDAP Password

 Everyone can log into eSRA

 What you see is determined by your role
 PI can only see their own proposals and awards
 RAs can see all proposals and awards

 Request a role at eSRAHelp@lbl.gov
 If you have access in RAPID, you have the same access in eSRA
 RA role requires approval of Division Director, Deputy Director, or 

Business Manager

Logging In



 Top right
 My Home – where you are identified on the team
 Logoff

 Top left
 General awards – RA has View Access to all Awards
 General proposals – RA has View Access to all Proposals
 Researcher Profile – For all PIs and anyone needing profile on SF424
 Company Profiles – RA has View Access to all Sponsors

Navigating



 Can look up any award for View access

 Tabs provide subsets

 Sort by any of the headings

 Filter by any heading for more specific look-up

General Awards



 Can look up any proposal for View access

 Tabs provide subsets

 Sort by any of the headings

 Filter by any heading for more specific look-up

General Proposals



 Required for anyone at LBNL with a “Person Profile” on the 
SF424
 PI
 Key Persons
 Other Significant Contributors

 Basic Information comes form HRIS account information

 Updates needed for info not in HRIS
 Working Title (instead of payroll title)
 Double-check spelling of “Cyclotron”
 Agency login

Researcher Profiles



 Update, if needed

 Create if one does not exist

 PI can create/edit their own Researcher Profile

 RA can create/edit for any Scientist

Researcher Profiles, cont



 Orange box = current state

 Buttons to edit or print

 Summary information
 Dept
 Div
 eRA (NIH), DOD CDMRP, and NASA user names

Researcher Profile Summary



 Same navigation for all kinds of records
 Back – to previous View(without saving)
 Save – but stay on the same View
 Exit – leave records with option to save
 Hide/Show Errors – to check for “Required” information
 Print – to print the current View only
 Jump To: – to jump to new View out of sequence
 Continue – to next View and Save work from current View

Navigating inside a Record



 Enter highest degree only

 Gray bar on the right provides help text

Researcher Profile Edit Master Profile Record



 Review and Update all Fields
 Title should be the working title, not the payroll title
 Preferred email is for the SF424 Application
 Double-check spelling of “Cyclotron”
 Zip code needs 9 digits for SF424 application

 Required fields are needed for the SF424 profile or eSRA to FMS 
interface and must be entered to save this View

Researcher Profile Edit Contact Information



 Enter as many as you can
 eRA User Name – required for PI and Multiple PI on NIH or HHS 

applications
 Might also be required on an NIH flow-through where we are a 

subcontract
 DOD CDMRP User Name – required on DOD CDMRP applications
 NSPIRES User Name – required on NASA applications

Researcher Profile Edit Memberships



 Orange Box: Current Role – determines the contents of the inbox

 My Roles – all roles available 

 “New Submission” to start a new proposal

 Inbox, Proposals and Award Tabs

 Award Deliverables

 Award Modifications

Navigating – My Home



 My Inbox – You Can or Should take Action

 Proposals where you are an RA

 Awards in Preparation (proposal is done, but award not yet active)

 Awards where you are an RA

 Awards Mods where you are an RA

 Sponsor Requests you have submitted for new sponsors

Navigating – My Home



 Proposal #

 Information Tabs
 Proposal Information
 Attachments
 Approvals

The Proposal Workspace



 Current State

 Edit/Print /View options

 Activities

 History

The Proposal Workspace



 Proposal # - automatically assigned by eSRA

 Information Tabs
 Proposal Information – summary information
 Attachments – all attached documents in one place
 Approvals – status of internal approvals

 History of all activities including comments and attachments

 Activities available to this role in the current state

 Edit/Print/View options

 Current Status

The Proposal Workspace



 Create “New Submission”

 Enter information one View at a time

 Proceed in order the first time through

 Answer all questions – some are REQUIRED to continue 
because they determine the need for later questions

To make sure you don’t miss any questions, get in the habit of using the 
“Continue” button at the bottom of the screen to move to the next View

Create New Submission



 Proposal Saved and a proposal number assigned after View 1

 Choose Proposal Target carefully – the answer will determine 
many subsequent Views

 Nickname is how it will be listed in the look-up list but is not 
included in the SF424 Application.

View 1.0 Type of LBNL Proposal



 Primary Resource Analyst will be transmitted to FMS/RAPID, 
receive email Notifications and have the proposal show in their 
Home Page

 Additional Resource Analysts will receive eSRA email 
Notifications and have the proposal show in their Home Page

View 1.0 Type of LBNL Proposal



 Choose funding solicitation 

 eSRA gets specific SF424 application package from Grants.gov 
and attaches it to the eSRA proposal.

 Funding solicitation cannot be changed once selected

 (Can copy the eSRA proposal which will copy all information 
EXCEPT the funding solicitation and the attached SF424 
application package.)

View 3.0 – Selecting Funding Opportunity



 Rely on the Help Text for the correct steps to follow
 Enter Opportunity ID, CFDA Number, or Competition ID
 Click “Find”

 Select the correct opportunity
 Click “Save” to confirm the selection, then finish the rest of View 3.0

View 3.0 Funding Opportunity



View 4 – Research Personnel

NIH DOD NIH Fellow NASA 
&Others



View 8 – Proposal Uploads
8.0 NIH 8.1 DOD 8.2 NIH Fellow 8.4 Others8.3 NASA



 Basic information is entered in the eSRA proposal to determine 
how to create the budget in the SF424 application package

 Determine start date, budget periods adjust accordingly

View 9 Budget Information



 “Add” or “Delete” to determine the number of periods 

 Can adjust how long each period is 

 End date is then calculated

 For NIH – choose detailed or modular budget type

View 9 Budget Information



 Click on the lightning bolt to move from the eSRA proposal to 
the SF424 application package to fill in the budget.

View 9.2 Link to SF424 Budget



 Enter information in the eSRA Proposal

 Enter the budget directly in the SF424 Application Package

 Information entered in the eSRA Proposal is not immediately 
entered in the SF424 Application Package.

 User must use the “Update SF424” activity to move data from 
the eSRA Proposal to the SF424 Application Package.

eSRA Proposal & the SF424 Application 
Package



 Uses information provided in the eSRA proposal to populate 
the SF424 application package

 Enters Researcher Profile information in the SF424 application 
package.

 Enters standard institutional information in the SF424 
application package.

Update SF424



 Validate Proposal and SF424

 Checks eSRA application for fields “required”

 Checks SF424 application package against Grants.gov “rules”

 Checks SF424 application package against application 
package requirements

 Checks NIH applications against NIH application “rules”

Review Validations



 Errors vs Warnings

 Clear ones that need to be cleared

 Understand all of them

 See eSRA FAQs for known Validations Messages and how to 
clear them

Review Validations



 FAQ Guide

 Sort by Topic Group

 Find Errors and Warnings

Known Validation Messages



 Assembles the SF424 application as the sponsor will see it with 
a few exceptions:
 May be extra pages for subcontract organizations
 May be extra pages for subcontract budgets

 The SF424 PDF will be stored in history

Generate SF424 PDF



 eSRA proposals should be complete

 FCOI forms should be signed and uploaded, if required

 SF424 application should be complete

 OK to submit with DRAFT SCIENCE

Submit to PI



 Application is routed for LBNL proposal approvals.  The current 
state will change accordingly.
 PI Approval
 Mentor Approval (if Mentors are identified for Fellowship 

Applications)
 Division Approval
 OSPIP Approval

Submit to PI



 COI is automatically requested when the proposal is submitted 
to OSPIP for review if there are any positive disclosures

This is one reason why it is essential that only complete 
proposals (with draft science) be submitted for OSPIP Review

 NEPA-CEQA is automatically requested when the proposal 
moves into the “Negotiation” state

Automatic Internal Approvals 



 All Approvers can request changes

 Current state will indicate who requested the changes

 Changes are submitted back to the person requesting the 
changes

 PI is notified of all activities on his/her proposal, including 
requests for changes and submission of those changes

Making Changes



 PI or RA must confirm science (meaning the entire application 
including the science) is final

Final Science



 Any role can set the science back to Draft status (RA, PI, 
Division Reviewer, OSPIP CO) 

Set Science back to DRAFT



 With every Approval, there is the opportunity to enter 
comments that are included in the email notification and 
stored in the History Section

 “Log Comment” stores the comment  in the History Section, but 
there is no notification

Entering Comments



 All comments with any associated attachments are stored  in 
the History Section with name and date information

All Comments Stored in History



 Grants.gov tracking number

 Grants.gov status is automatically updated by Grants.gov

Remember: eSRA communicates with Grants.gov, but not directly 
with eRA Commons or any other sponsor system.

Review status of Grants.gov Submission



 If you need to enter information in the SF424 Application 
package that is not included in the eSRA proposal, you can 
enter it directly in the SF424 application.

Do not change any standard institutional information or 
information that should be entered in the eSRA proposal.  It will 
be overwritten when the SF424 application is next updated.

Non-Standard Proposals



 The heading in the upper right corner will always tell you where 
you are.

I’m lost !



Reference Guides





• Reference Materials

• FAQ & Troubleshooting

Reference Guides


