
---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- 
Updated: November 8, 2011 page 1 of 27 
 

 
 
 

 

OSPIP REVIEW & SUBMISSION PROCESS 
 

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

2. Find proposal in Home Page Inbox 

3. Review PIF 

4. Check View 4 for PI’s COI 

5. Update SF424 

6. Generate PDF of SF424 

7. Validate Proposal and SF424 

8. Review Errors & Warnings  

   (see detailed instructions for list of common mistakes/solutions) 

9. Review the Generated PDF 

10. Request Changes, if needed, return to #4 to review changes 

11. Request Finalized Science (required) 

 

B. Approve the Proposal 1. Review Proposal with Finalized Science 

2. Request Changes, if needed 

3. Issue OSPIP Approval (this step cannot be undone) 

4. Update SF424 to populate the OSPIP Approval to the SF424 

 

C. Submit the Proposal to 
Grants.gov 

1. Move to the SF424 Proposal Workspace 

2. Validate Submission in SF424 and print remaining known errors 

   (see detailed instructions for known errors) 

3. Bypass Validations in SF424, if necessary 

4. Submit to Grants.gov in SF424 

5. Submission to Federal Sponsor in eSRA Proposal (required) 

 

 

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

The sequence is important. 

The front page can be used for reference.  The follow pages include step-by-step instructions with screen-shot visuals. 
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A. Review the Proposal 

 

1. 

 

Receive notice for OSPIP Review in your email. 

 

 

 

 

2. Click on the link to go directly to the 
proposal in eSRA. 

 

 

 

 

 

 

 

 

 Note: The proposal will also 
automatically appear in your eSRA 
Home Inbox.  You are not required to 
link to it from your Lab email. 

 

 

1 

2 
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3. Review Proposal Information Form 

 

 

 

 

 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.  It is 
updated continuously as the 
proposal is completed. 

 

Use <CTL> P to print the PIF, 
if needed. 
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4. Check View 4 for PI COI 

 

 

 The COI for the PI is not summarized on the PIF.   

 

 

 

 

4a. Edit (or View) Funding Proposal 

 

4b. Jump to View 4 

 

 

 

 

 

 

 

4c. Confirm PI’s DFI2 is uploaded and confirm the user entered 
the answer.  OSPIP is not responsible for reviewing the DFI2 
form itself, although you can by clicking on the highlighted 
filename. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4d. “Exit” to return to the proposal workspace. 

 

 

 

4a 

4b 

4c 

4d 
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5. Update SF424 to ensure all data and updates made by the division 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 in the application. 

 

 Note: There are attachments uploaded in various 
places within the proposal.  Biosketches are 
uploaded in View 4, Proposal documents are 
uploaded in View 8, Subcontract documents are 
uploaded in View 9. 

 

 

6a. Check “Include Attachments” if you want all of the uploaded 
documents to be merged in the PDF for review.  Leave 
unchecked if you only want to review the SF424 form pages. 

 

 

 

 

 

 

 

 

 

 

6b. Click “OK” to generate the PDF. 

 

6c. The Generated PDF will show in the History Tab of the main 
proposal workspace and indicate who generated it along with 
the date and time. 

 

 
 

 

 The Generated PDF is now available for viewing or printing, but you need to validate the proposal before 
doing the review. 

 

6 

6a 

6b 

6c 
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7. “Validate Proposal and SF424” will perform validation checks on the eSRA proposal and the 
SF424. 

 

 

 

 

 

 

 Note: The Validations for the eSRA proposal checks that 
all required fields are complete.   

 

Validations on the SF424 applies the Grants.gov (and NIH, 
if this is an NIH proposal) validation rules against the 
SF424 document. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Errors and Warnings are determined by the business rules applied 
by Grants.gov and NIH eRA Commons as well as some eSRA 
programming checks. 

Errors will be noted in red with    indicator. 

 

Warnings will be noted with  warning indicator. 

 

 

 

    

         Use <CTL> P to print the Errors and Warnings, if needed. 
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8. Review Errors & Warnings carefully. 

 

 

 

 

 Note: the Division should 
have performed the 
validations prior to 
submission, so there should 
be very few by the time the 
proposal reaches OSPIP. 

 

 

 

 

 Some of the messages are 
appropriate and/or expected.  
Others are programming 
glitches that need to be 
corrected immediately before 
submission.  Correcting the 
known programming errors 
too early in the process 
means the changes will be 
overwritten the next time the 
SF424 is updated. 

 

 

 This error message: You must agree before submitting the application – TrustAgree is not an 
error at this stage of proposal development.  This box is checked on the SF424 only when the 
OSPIP CO provides approval for the application (which is later in the process). 
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 These common mistakes should be fixed by the Proposal Team so the mistakes are fixed in the eSRA 
Proposal then populated in the SF424 when the SF424 is updated.  Some will show as errors or warnings 
while others might not. 

 

 

Commons Mistakes to Watch for Cause Solution 

Cover letter Is missing in the SF424 
(although it was uploaded in the 
eSRA proposal). 

 

(This is more of a known 
programming glitch, but it should be 
fixed as soon as the problem is 
discovered.) 

 

 

If the cover letter is not uploaded 
before the budget is created (which 
initially creates the SF424), the Cover 
Letter switch won’t be flipped. 

This correction will not be overwritten 
by updating the SF424 and should be 
made as soon as it is discovered.  
The OSPIP CO must manually check 
the Cover Letter box in the SF424.  
The first page when in the “Edit 
Application” in the SF424 shows a list 
of forms.  Check the “PHS Cover 
Letter” box.  The next time the SF424 
is updated the cover letter will be 
populated from the proposal to the 
SF424.   

This is a required field; therefore, you 
must provide a value. – Total 
Estimated Amount 

Total budget dollars are not shown on 
page 2 of the SF424. 

This is calculated from View 9.3 after 
the Proposal Team specifies whether 
FAC Waiver will be requested and the 
SF424 is updated 

Proposal Team needs to complete 
view 9.3, if not already completed, 
then Update the SF424 to populate 
the answer from the proposal to the 
SF424.  

Filenames with unallowable 
characters or spaces 

The validations might not catch 
mistakes in uploaded file names. 

Make sure Grants.gov applications 
only use numbers, letters, and 
underscore in uploaded file names.  
Blank spaces, dashes, and other 
characters are not allowed.  Proposal 
team will need to make changes, if 
needed. 

The eRA Commons Username must 
be submitted for the PD/PI in the 
PD/PI Credential field 

The eRA Commons name is specified 
in the Researcher Profile and 
populated into the proposal when the 
PI is selected. 

Proposal Team needs to:  

1. update the Researcher 
Profile to include the eRA 
Commons user name  

2. de-select the PI in View 4 
and save the change 

3. select the PI again to get the 
updated Researcher Profile 
information 

4. update the SF424 to 
populate the information 
into the SF424 

 
 
(continued on the next page)
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Common mistakes, continued. 
 

Commons Mistakes to Watch for Cause Solution 

A Description is required for 
Participant Trainee Support Cost #5, 
if a value for Funds Requested has 
been supplied – Description 

A value, usually of zero dollars, is 
entered into the Participant Cost 
section of the budget #5, usually by a 
subcontractor.  Therefore a 
description is being required. 

The zeros in the budget must be 
removed.   

OSPIP CO needs to: 

1. remove the budget that is 
already in the SF424 

Proposal Team needs to: 

2. remove the subcontract 
budget from the eSRA 
Proposal, View 9.1 

3. correct the subcontract 
budget and save it 

4. upload the subcontract 
budget in the eSRA proposal 

5. update the SF424 to 
populate the information in 
the SF424 
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9. Review the Generated PDF from the History Log 

 

 
 

 

9a. Select “Documents/Tasks/Notifications” 

 

 

 

 

 

 

 

 

 

 

 

 

Ignore these instructions.  They are incorrect 
and we are working with the programmers to 
have them removed. 

 

9b. Select one of the PDF files to 
review.  (They are the same.) 
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9a 

9b 
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10. Request Changes from Proposal Team (if necessary) – 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. 

 

 

 

10a. Comments can be entered in the box. 

  

10b. Documents can be added when requesting changes. 

 

10c. Click “OK” to submit the request to the Proposal Team 
(the PI and the RA). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Note: Changes will come directly back to the OSPIP CO and do not require PI and Division Review and 
approval. 

 

 

 When the proposal is in “OSPIP Review: Requesting Changes” state, the proposal will not show in the 
inbox of the OSPIP CO but should be available in the Grants list (upper left corner of the OCO’s workspace). 

 

10a 

10b 

10 

10c 
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11. Request Finalized Science  

 

 This step is required as the final confirmation from the Proposal Team that the science is final.   

A proposal cannot be submitted until the science is in Final Science status as indicated in the 
Proposal Workspace Summary 

 

11a. Comments should be entered in the box directing the 
Proposal Team to review the final Generated PDF Version 
and Finalize the Science.  Only the Proposal Team (PI or 
RA) can confirm the science is final. 

  

11b. Additional documents can be added to send to the 
Proposal Team. 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

11c. Click “OK” to submit the request. 

 

 

 Occasional glitch: When the proposal is in “OSPIP Review: Finalize Science” state, the proposal will 
not show in the inbox of the OSPIP CO or in the Grants list; but can be accessed from the link in 
prior email notifications. 

 

 Note: the Proposal Team can set the science back to “Draft Science” up until the OSPIP OCO issues 
his/her approval. 

 

11 

11a 

11c 

11b 
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B. Approve the Proposal 
 

1. Review the Proposal with the Finalized Science. 

 

1a. When science is finalized, the OSPIP CO will receive an email notification, and the 
activity will be recorded in the history of the proposal workspace and it will be 
noted in the Proposal Information space of the eSRA Proposal Workspace. 

. 

 

 
 

 

1b. Update SF424 to ensure all data and updates made by 
the division have been populated into the SF424. 

 

1c. Click “OK” to start the update, then wait until the 
process returns you to the Proposal Workspace. 

1a 

1b 

1c 

1a 

PI or RA 
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1d. Generate SF424 PDF 

 

 

 

 

 

1e. Check “Include Attachments” if you want all of the uploaded 
documents to be merged in the PDF.  Leave unchecked if you 
only want to review the SF424 form pages. 

 

 

 

 

 

 

 

 

 

 

1f. Click “OK” to generate the PDF. 

 

1g. Select the Generated PDF in the History Tab of the main 
proposal workspace.  

 

 
 

 

1d 

1e 

1f 

1g 
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1h. Select “Documents/Tasks/Notifications” tab 

 

 

 

 

 

 

 

 

 

 

 

 

Ignore these instructions.  They are incorrect 
and we are working with the programmers to 
have them removed. 

 

1i. Select one of the PDF files to 
review.  (They are the same.) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

1h 

1i 
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2. Request additional changes, if needed. 

 

 

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

 

2a. Comments can be entered in the box. 

  

2b. Documents can be added when requesting changes.  The 
document will be attached to the email and in the history 
log, but are not automatically added to the proposal.  
These documents might be instructions or examples or 
other communication the OSPIP CO wants to 
communicate to the Proposal Team 

 

2c. Click “OK” to request the changes. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The review and request changes steps can be repeated as many times as needed. 

 

2a 

2c 

2 

2b 
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 The “Issue OSPIP Approval” activity is available at any time after the proposal is submitted 
to OSPIP for review.  However, issuing the OSPIP approval should be the final step and will 
lock the eSRA proposal from further edits.  This approval cannot be rescinded. 

 

3. Issue OSPIP Approval in eSRA Proposal 

 

 

3a. You are reminded of what should be reviewed in the 
proposal prior to issuing OSPIP approval. 

 

3b. Check the box “I Agree” to confirm all required parts of 
the application have been reviewed and are acceptable. 

 

3c. Click “OK” to Approve the application. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Note: If further changes need to be made after issuing the OSPIP approval there are two options: 

1. OSPIP CO can enter the changes directly in the SF424. 

2. The Proposal Team can copy the proposal which will copy the answers to questions, but 
will require re-selecting the solicitation, re-entering the budget, re-uploading the 
documents, and going through the PI and Division approvals again. 

 

3 

3a 

3b 

3c 
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4 Update SF424 to populate the OSPIP Approval to the SF424 which will check the Trust Agreement 
box. 

 

 

4a. Click “OK” to create and update the information on the 
SF424 Application. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

4 

4a 
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C. Submit the Proposal to Grants.gov 
 

1. Do final review and submission of the SF424 in the SF424 Proposal Workspace 

 

1a. Go to the “Submission To Sponsor” tab in the Funding 
Proposal Workspace 

 

1b. Select the SF-424 document, or click “edit” to leave the 
eSRA Proposal Workspace and go to the SF424 Proposal 
Workspace. 

 

 

 

 

 

 

 

___ 

 

 

 Note: If you get lost, you can refer to the upper right corner to determine whether you are in the 
eSRA Proposal Workspace or the SF424 Proposal Workspace. 

 

 

 

 

 

 

 The heading will always let you know if you are in the 
eSRA Proposal Workspace  

or the SF424 Proposal Workspace. 

 

 Note that the Current State of the eSRA Proposal is  

“Awaiting Submission To Federal Sponsor”  

while the Application Status of the SF424 is  

“Pre-Submission” 

 

 

 

 

 

 

 

 

1a 

1b 
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1c. Edit Grant Application to make any changes directly 
inside of the SF424 

 

 

 Warning: Do not use the “Update SF424” activity after 
making changes directly inside of the SF424 or those 
changes will be overwritten. 

 

 

1d. Select “Hide/Show Errors” to view the outstanding 
errors and warnings that might need to be corrected 
prior to submission. 

 

 

 See next page for list of known errors and last-minute 
corrections to make. 

 

 

 

1e. Use “Jump To” and the drop down menu of Views to 
jump to a specific View to make corrections. 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 Using “Hide/Show Errors” inside of the SF424 provides a 
“jump to” column with links that allows the user to jump 
to the page that requires correction. 

 

 

 

1.f.   Continue until all correctable errors and warnings have been changed.    

 

1c 

1d 1e 
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 These known programming issues should be fixed by the OCO directly in the SF424.  We discourage the 
Proposal Team from making changes in the SF424 because, except for the budget which is entered 
directly in the SF424, any corrections in the SF424 forms will be overwritten the next time the SF424 is 
updated.  The OCO will make these changes immediately before submission. 

 

 

 

Known Programming Issues Cause Solution 

The Funds Requested for the Indirect 
Cost Item, “Direct Costs (composite 
rate applied)”, is off by more than a 
dollar from the calculated value of 
$___ 

The validation process does a 
calculation and compares it to the 
dollars entered.  Because of the 
complicated method by which LBNL 
calculates indirect costs (then 
calculates the overall percentage for 
the SF424 form), the answer is often 
more than $1 different. 

We will bypass this validation error 
when the proposal is submitted. 

 

Do NOT recalculate the indirect costs 
just to get rid of this error message.  
Our calculations are correct and this 
will not be an error at either 
Grants.gov or NIH. 

When Animals is “No”, Assurance 
Number does not apply; but it is 
automatically being populated into 
the SF424 

Programming error Correct this just prior to submission 
by deleting the assurance number in 
the SF424. 

When Animals is “No”, Pending 
should be blank; but it is 
automatically being populated into 
the SF424 

Programming error Correct this just prior to submission 
by clicking the “clear” button in the 
SF424 next to the pending field. 

When Human Subjects is “No”, 
Assurance Number does not apply; 
but it is automatically being 
populated into the SF424 

Programming error Correct this just prior to submission 
by deleting the assurance number in 
the SF424. 

 

 

 

 



OSPIP Review and Submission 
Step-by-Step 

---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- 
Updated: November 8, 2011 page 23 of 27 
 

 

2. Validate Submission in SF424  

 

 
 

 

 

The known error regarding indirect cost calculations related to LBNL composite rates will remain. 

 

 

The OSPIP CO may want to print these errors and warnings for reference.   

Once the proposal is submitted, the “Validate Submission” activity will no longer be available.   

Printing the list is the only way to document which errors and warnings the OSPIP CO chose to  

bypass. 

 

 

 Note: If there are no errors or warnings, the state will 
change to “Valid for Submission” upon validation of the 
proposal. 

 

 

2 
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3. Bypass Validations in SF424, if necessary 

 

 If SF424 cannot validate because of remaining errors and/or warnings, the OSPIP CO must Bypass 
the Validations in order to submit. 

 

3a Check the box to acknowledge the risk of submitting an 
application that is still validating with errors and/or warnings. 

 

 

3b Click “OK” to proceed 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Note: The application is now “Valid for Submission” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3 

3a 
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4. Submit to Grants.gov  

 

 

4a. Click “OK” to confirm 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Note: The application status is now “Submitted to 
Grants.Gov” 

 

 

 

 

 

 

 

 

 

 You are not done yet ! 

 

 

 

 

 

 

 

 

 

4 
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5. Submission to Federal Sponsor in eSRA Proposal 

 

 

5a. Return to the eSRA Proposal using the link to the proposal’s nickname. 

 

 
 

 

 
 

 

 The eSRA Proposal still indicated “Awaiting Submission To Federal 
Sponsor 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5b. Submit to Federal Sponsor will notify the Proposal Team that the proposal has been submitted. 

 

5c. Enter comments, if desired 

 

5d. “OK” to send the notification. 

 

 

5a 

5b 

5d 

5c 
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State indicates “Awaiting Response from Federal Sponsor” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Information regarding the Grants.gov submission is posted in the SF424 Information box on the proposal workspace. 


