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Print Proposal and Create File 
This procedure is extracting information from eSRA for the required paper file. 

 

A. Locate Proposal in eSRA 1. Login and select Administrator Role 

2. Access list of proposals 

3. Filter for Proposal by ID 

4. Select Proposal 

B. Quality Control 1. Check Proposal Summary for Basic Required Info: 

a. Primary Sponsor (specific Institute for NIH) 

b. Application # 

c. SF424 Tracking # 

d. State: “Awaiting Response from Sponsor”  

C. Print eSRA Summary Page 1. User Browser “File/Print” to print page on screen 

D. Print eSRA Proposal 2. Printer Version 

E. Print SF424 Application 1. SF424 PDF Version – View, then print 

F. Create Proposal Folder 1. Create paper folder and return to OSPIP CO 

 

IMPORTANT INFORMATION  
This is general information about extracting information from eSRA to create paper file.  Paper file should also 
include any notes provided by the OSPIP CO when the request is made to create the file. 

 

 

 

 

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

1. Login and select Administrator Role. 

 
 

2. Click on “Proposals” to access the list of proposals in eSRA. 

 

 
 

3. Filter for Proposal by ID 

 

 
 

 

 

3a. Use drop-down to filter by ID. 

  

3b. Enter proposal using “%” as wildcard for search. 

  

3c. Click “Go” to perform search. 
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4. Select the Proposal 

 

 
 

B. Quality Control check in eSRA 
 

1. Check Proposal Summary for Basic Required Information 

 

1a. (NIH only) Primary Sponsor should not be “National Institutes of Health” – it 
should be a specific NIH Institute. 

  

1b. Application # should not be blank.  If it is blank, notify the OSPIP CO. 

  

1c. SF424 Information should indicate SF424 Tracking #.  If not, notify the 
OSPIP CO. 

  

1d. Current State should be “Awaiting Response from Sponsor.”  If not, notify 
the OSPIP CO. 
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C. Print eSRA Proposal Summary Page 
 

1a. Use browser “File/Print” to print the summary page 

  

 Browsers might have different look, but all will have the ability to print what 
is on the screen. 
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D. Print eSRA Proposal 
 

1a. Click “Printer Version” to print the eSRA Proposal 

  

1b. Click “Print” to send to printer 

  

1c. Click “Close” when printing is complete to exit this screen. 
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E. Print SF424 Application 
 

1. Click “View” to open the PDF Version of the SF424 Application  

 

 
 

 

Document opens in a new browser window 
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2. Print the PDF using CTL “P” or right click on the document and select “Print.”  

 

3. Review Printed Document.    

 

 

 This error message is often related to different versions of Acrobat and 
doesn’t reflect any error in the document, and the application prints just fine. 

 

Skim through the document and if it looks like it is printing weird, let the 
OSPIP CO know about the problem. 

 

 
 

4. Close the Browser window to exit the document.    

 

 
 

 

F. Create Proposal Folder and Return to OSPIP CO 
 

 


