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Uploading Documents in eSRA  
It all starts with the “Add” button 
 

1. Leave “title” box blank and eSRA will automatically use the filename.  This is very helpful in Grants.gov applications 
to confirm correct allowable filenames are being used, or correct format (pdf vs docx), or to prevent accidental upload 
of the wrong document. 

2. Use Browse to select the file from your hard drive or network drive. 
3. Click “OK” to upload your document 

 

 
 
Optional steps: 

4. “Show Advanced Options” adds information about a document, but does not display it anywhere and isn’t currently 
used in any part of the review process. 

 
 

5. “OK and Add Another” can be used in situations when multiple files can be uploaded, such as attachments to an 
email, Award documents in Award Preparation, or in View 8.5 when multiple uploads can be accommodated.   
 
Do not use “OK and Add Another” when what you really intend is to upload a document into another field. 
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