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Access  

Access to grantsERA ( RAMS)  

 
 Contact  SPA to gain access to the grantsERA system  

 Principal I nvest igators 
 I dent ify adm inist rat ive staff you will need to have work on your applicat ions 

 Adm inist rat ive Staff 
 I dent ify pr incipal invest igators you will need to work on their  applicat ions 

 Allow SPA 24 hours to load personnel and links into the grantsERA system  

Dow nload Mozilla  FireFox 

 
 Mozilla FireFox is the required browser to ut ilize the grantsERA system  

 Download FireFox to your desktop 
 http://www.mozilla.com/en-US/firefox/ 

 

Firefox Pop- Up Blocker 
 

 Use the following steps to turn off FireFox Pop-up Blocker  

 GrantsERA will not  funct ion properly if FireFox Pop-up Blocker is on  
 

 
 

 Click on Tools (see screenshot  above)  
 

 
 

 Click on Opt ions (see screenshot  above)  
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 Click on Content  (see screenshot  above)  
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 Uncheck the “Block pop-up windows” (see screenshot  above)  
 Select OK 

Prepared by:   Sponsored Program s Adm inist rat ion     
Last  Modified -05-1-2007 

3 



Use UNMC quick connects to RSS 
 

 Go to the UNMC homepage at http://info.unmc.edu 
 Select RSS from quick connect, located in the lower right hand corner of your screen. 
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 Enter your Lotus Notes User Name and Password 
 

 
 

 Click on grantsERA and log in 
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grantsERA Tool Bar 
 

 

 Navigate grantsERA from  the tool bar 

 I ndicates Role (e.g., Principal I nvest igator)  
 Person Logged into the system  (e.g., “Welcom e to Miller, Crystal)  
 Use “Profile Managem ent ”  to m anage profiles 
 Use “Proposal Managem ent ”  to work on or view proposals 
 Use “Proposal Developm ent ”  to create a new proposal 

Profile Managem ent  

Why Should You Com plete Profile I nform at ion? 

 
 Profile inform at ion will be used repeatedly throughout  the applicat ion 

 Federal sponsor applicat ions contain redundant  fields 

 grantsERA will use the profile inform at ion to pre-populate redundant  fields 

 User m anual focuses on current ly used Profile I nform at ion 

 Future funct ionality will use all sect ions of Profile I nform at ion 

I nst itut ional and Contact  I nform at ion 

Name (Enter First  Nam e, Middle, Last  Nam e and Suffix as you want  it  to appear on the 

applicat ion)  

 
 Prefix  

 Dr.  
 Rev.  

 First  Nam e 

 Middle Nam e or I nit ial 
 Last  Nam e 

 Suffix  

 Jr.  
 I I I  
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I nst itut ional Details 

 

 I nst itut ional Nam e 

 Pre-populated from  I nst itut ional Profile 

 Tit le 

 Professor  

 Assistant  Professor  

 Departm ent  
 Assigned at  the t im e of RAMS enrollm ent  
 Contact  SPAdm in if a departm ent  change is required 

 Division 

 UNMC does not  ut ilize this field 

 College 

 College of Dent ist ry  

 College of Medicine 

 College of Nursing 

 College of Pharm acy  

 College of Public Health 

 Eppley Cancer Center  

 Munroe Meyer I nst itute 

 Sub-Departm ent  
 Sect ion (ex. I nternal Medicine-Cardiology;  Pediat r ic Nephrology)  

 

 
 
User Contact  I nform at ion 

 

 Required Fields 

 Street1 

 City  

 State/ Province 

 Zip 
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Phone and W eb URL 
 

 Required Fields 
 Work 
 Fax 

 

 
 

Educat ional I nform at ion 

Note:   Future grantsERA funct ionality will use educat ional inform at ion to pre-populate 

fields within applicat ions. 
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Personal Data 
 

 NI H Com m ons I D is only required field 

 Must  be an exact  m atch to the NI H Com m ons for successful grant  subm issions 

 Please contact  SPAdm in staff if you are in need of an NI H Com m ons I D. Please 
plan ahead accordingly, as it  m ay take up to 2 weeks for a valid Com m ons I D to 
be assigned by the NI H.  
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BioSketches 
 

 
 

 Upload BioSketch in .pdf form at  
 May have m ult iple form ats of a biosketch uploaded 

 May want  to reflect  Date and Form at  in descript ion field 

 

Other Areas of I nform at ion 

 

Note:  Although not  required in the applicat ion, in the future these fields m ay be used to 

keep BioSketch inform at ion current . 

 

 Honors 
 Papers 
 Patents 
 Previous Em ploym ent  
 Professional Associat ions 
 Publicat ions 
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Assign Assistants 
 

 Assistants can be assigned by two roles 

 Principal I nvest igator  

 System  Adm inist rator  

 Contact  your SPAdm in representat ive  
 559-7456 

 Who should be linked as assistants? 

 Departm ental adm inist rat ive staff 
 Secretar ial Staff 
 Technicians 

 Anyone needing access to assist  PI s in preparing the applicat ion 

 Assistants will own the sam e capabilit ies as the PI  in RAMS (at taching PDF’s, enter ing 
Key Personnel, etc.)   

 Research Adm inist rators will have access through their  roles 
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Tim elines for Proposal Subm ission 
 

 SPAdm in is com m it ted to your success;  we can assure the following at  5, 3, and 0 
days before the deadline. Please plan accordingly!  
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Create Proposal 
 Please note that  for subm issions on behalf of a sm all business (SBI R/ STTR) , do not  

use grantsERA (RAMS)   
 UNMC is not  the applicant  but  system  subm ission is based on the UNMC DUNS 

num ber  

 Ut ilize PureEdge form s that  can be downloaded from  Grants.gov for the associated 
SBI R/ STTR 

 

 
 

 
 

 Select  Grants.gov 
 I nsert  the relevant  announcem ent  num ber in the Opportunity I D field 
 I gnore CFDA Num ber 
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Special Note:  I f you select  an announcem ent  num ber that  has not  been used 
before, you will be asked to choose a sponsor.  For NI H always choose generic 
DHHS/ NI H from  the sponsor list  to allow others to use the sam e announcem ent  
even if they will be subm it t ing to a different  NI H inst itute. 
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 Enter Tit le 
 
Note:   The t it le m ay change after the applicat ion is created allowing adm inist rat ive 
staff to create proposals and com plete form s prior to a PI  assigning the official t it le. 

 
 Proposal Num ber 

 Enter the init ials of your designated SPA RA  here 
 Link of Departm ent  Assignm ents in SPAdm in -  Organized by Departm ent  in Alphabet ical Order 

 
 Save 

 

 
 

 Click the SAVE but ton 
  
You have begun an applicat ion!  
 

 Cont inue to com plete the proposal, or 
 Exit  and return to the proposal later 

 

Navigat ion 
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 Two navigat ional approaches (at  the top of the window)  
 Next  

 



 Previous  
 

 
 

 Three m ajor t it les on the left  side of the page 
 Tit le Page 
 Proposal 
 Rout ing 

 

 
 

 Minor t it les ( inside the proposal)  
 Based on Mandatory and Opt ional Docum ents within the NI H applicat ion package 

 

         
 

 Hide and Show 
 Hides navigat ion t iles 
 Shows navigat ion t iles 
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General Rules 
 
Attachm ents 

 
 Rem ove all headers, footers and page num bers 
 Do not  create a table of contents 
 All at tachm ents for NI H m ust  be in .pdf form at  

 
.pdf St rategies 

 

 Create applicat ion in a word processing program  such as Microsoft  Word 
 I nsert  Figures 
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 Choose insert  break from  Word drop down 

 

 
 

 I nsert  page break at  the end of each sect ion under break types 
 Use EndNote or ReferenceManager to generate bibliography 
 To create individual .pdfs for each sect ion:  

 Work off of m aster applicat ion 
 SAVE as “Specific Aim ”  
 Delete all pages other than “Specific Aim ”  
 SAVE to create .pdf  as required by NI H 

 Convert  com pleted applicat ion to .pdf form at . 
 Page lim itat ions rem ain the sam e 

 25 pages for R01 applicat ions 
 15 pages for R21 applicat ions 
 10 pages for R03 applicat ions 
 NI H allows three addit ional pages as an allowance for sect ions that  are not  full 

pages. 
 Caut ion:  These are addit ional pages to protect  applicants from  exceeding page 

lim its due to forced sect ion breaks;  these are not  to be filled w ith text .  
 
Save But ton 

 

 
 

 All inform at ion will be lost  if you fail to SAVE before m oving to a different  page. 
 Rem inders to save are only provided on the budget  pages 
 Save often to prevent  loss of entered data 
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SF 4 2 4  ( R& R)  
 
Com plete  Face Page –  Page 1  
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TI P:  As a first  step, com plete Page 1.  This approach will save you t im e because 
inform at ion you enter in these fields will pre-populate to future pages. 
 

 Sect ion 1:   Required;  m ost  often is “applicat ion”  
 

 
 

 Sect ion 2:   Leave blank 
 Sect ion 3:   Leave blank 

 
 

 Sect ion 4:   UNMC uses Sect ion 4 only when a corrected applicat ion is required or the 
applicat ion is a resubm ission from  a previous cycle. The ident ifier should reflect  the 
inst itute/ center assigned and the serial num ber (ex. CA12345) .  

 

 
 

 Sect ion 5:   UNMC references the Organizat ional Representat ive in this sect ion 
 Part  1:   Pre-populates from  inst itut ion profile;  do not  change or m odify 

 

 



 
 Part  2:   Deborah Vet ter inform at ion as follows 

 

 
 

 Prefix:    Ms. 
 First  Nam e:   Deborah 
 Middle:   K 
 Last :    Vet ter 
 Suffix:   Leave blank 
 Phone:   402-559-7456 
 Fax:    402-559-2957 
 Em ail:   spadm in@unm c.edu 

 
 Sect ion 6:  Pre-Populates from  inst itut ional profile;  do not  change or m odify 

 

 
 

 Sect ion 7:  Select  “H”  from  drop down m enu and the phrase will auto- fill for 
Public/ State Cont rolled I nst itut ion of Higher Educat ion 

 

 
 

 Sect ion 8:   Applicat ion Type 
 Part  1:   NI H defines types within the 424 as:  

 

 
 

 New 
 Resubm ission 
• Previously referred to as a Revision 
• Transit ion from  one 5-year cycle to the next  

 Renewal 
 Cont inuat ion 
 Revision 
• Previously referred to as a Supplem ent  
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 Part  2 -  Revision:   Com plete only when a Revision 
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 I f “Other”  field is selected, m ust  specify type of revision in filled sect ion E. 

 
 Part  3:   Applicat ion to other agencies 

 

 
 

 Most  t im e =  no 
 I f yes, other agencies required 
• Note:   Applies only to other “Federal”  agencies 

♦ DoD and NI H then “yes”  
♦ NI H and Am erican Heart  Associat ion, then “No”  

 
 Sect ion 9:   Pre-populates from  the announcem ent  

 

 
 

 Sect ion 10:   Pre-populates from  the announcem ent ;  if no num ber is entered in the 
CFDA field, do not  m odify 

 

         
 

 Field 1 contains CFDA # :   
 Note:   I f field is blank – do not  m odify 

 Field 2 pre-populates from  opportunity announcem ents 
 Note:   Do m odify fields 



 
 Sect ion 11:   Pre-populated from  the Tit le Page 

 

 
 

 Sect ion 12:   Author’s Choice 
 

 
 

 Basic Science m ay have “world wide”  or “global”  im pact  
 

 Sect ion 13:    
 Form at  m m / dd/ yyyy 
 Calendar pop-up is available for reference 

 

        
 

 Sect ion 14:  
 

     

 
 Sect ion A pre-populates from  inst itut ional profile 
 Sect ion B is where project  is conducted 

 UNMC – NE-002 
• COD – NE-001 
• Another opt ion is NE-ALL 

 Sites at  which the research will be conducted 
 Form at  – NE-002 

 Note:   I f m ult iple sites – a file is uploaded on 424 R&R Page 2 – Sect ion 21 
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 Sect ion 15:   Pre-populates from  invest igator profile 
  

 
 

 Com plete County inform at ion 
 

 
 

 Note:   Changes in invest igator profiles can be reflected in the applicat ion form s by 
using the “Get  Profile”  but ton to populate changes into the applicat ion. 

 
 Save 

 

 
 

 Click the SAVE but ton 
 All inform at ion will be lost  if you fail to SAVE before m oving to a different  page. 

 
Com plete  Face Page –  Page 2  

 
 

          
 

 Sect ion 16 
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 I tem  16a. Total Costs Requested (Direct  Cost  & I ndirect  Costs)  
 I tem  16b. Total Costs +  Cost  Share and/ or Other Funding (Direct  Costs & I ndirect  

Costs & Cost  Share)  
 I tem  16c. Est im ated Program  incom e 

 e.g. Conference grants where regist rat ion fees are charged to part icipants 
 Enter zero if no program  incom e 

* Note:  For NI H applicat ions, 16a & 16b represents the total project  budget . Other 
federal sponsors m ay only require the 1st year’s total. 
 

 Sect ion 17 

 
 

 Select  first  opt ion under “b”  
 Nebraska does not  part icipate in E.O. 12372 

 
 Sect ion 18 

 
 

 Agree to statem ent  by checking box  
 PI  signature on assurance form  and rout ing form  also cert ify this statem ent  

 
 Sect ion 19 

 
 Pre-populated from  I nst itut ional Profile 
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 Signature of Authorized Representat ive:   Deborah Vet ter 
 Date:   Expected signature date 

 Note:   SPA will m ake changes based on date subm it ted and available signatory 
 

 Sect ion 20 

 
 

 Use only for pre-applicat ions 
 Rare for NI H 

 
 Sect ion 21 

 
 

 Use only if m ore than one needed in Sect ion 14 (b)  on Page 1 
 

 Save 
 

 
 

 Click the SAVE but ton 
 All inform at ion will be lost  if you fail to SAVE before m oving to a different  page. 
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PHS 3 9 8  Checklist  
 

Sect ion 1  

 

 
 

 Select  Type of Applicat ion 
 Match with select ion on Page 1 
 SPA is working with RAMS to pre-populate this redundant  inform at ion 

 Federal I dent ifier 
 SPA will com plete 

 Only needed if a corrected applicat ion is required or if the applicat ion is a re-
subm ission from  a previous cycle 

 
Sect ion 2  

 

 
 

 Current ly not  used by NI H 
 
Sect ion 3  –  Only applicable for  Renew als 

 

 
 

 SPA checks with I PO office to confirm  answers 
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Sect ion 4  –  Program  I ncom e 

 

 
 

 No 
 Most  com m on response 

 Yes 
 Conference grants (e.g. charging regist rat ion fees)  
 Grant  developed scient ific products which are m arketed during the life of the 

project  
 

 Note:   Program  incom e m ay offset  award term s and condit ions 
 
Sect ion 5  

 

 
 

 No act ion required 

Prepared by:   Sponsored Program s Adm inist rat ion     
Last  Modified -05-1-2007 

27 



 Save 
 

 
 

 Click the SAVE but ton 
 All inform at ion will be lost  if you fail to SAVE before m oving to a different  page. 

 

PHS 3 9 8  Cover Page Supplem ent  
 

Sect ion 1  

 

 
 

 PI  Nam e 
 pre-populated from  invest igator ’s profile 

 New I nvest igator 
 Check the appropriate category 

 Degrees 
 Term inal degree 
 All degrees 
 Note:   SPA is working with RAMS to pre-populate this redundant  inform at ion 

 
Sect ion 2  

 

 
 

 Com plete as appropriate 
 
Sect ion 3  
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 Pre-populated from  inst itut ional Profile inform at ion 

 



Sect ion 4  

 

 
 

 Com plete as appropriate 
 

 Save 
 

 
 

 Click the SAVE but ton 
 All inform at ion will be lost  if you fail to SAVE before m oving to a different  page. 
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PHS 3 9 8  Research Plan 
 
 
Sect ion 1  

 

 
 

 Select  Type of Applicat ion 
 Match with select ion on Page 1 
 SPA is working with RAMS to pre-populate this redundant  inform at ion 

 
Sect ion 2  –  Part  1  

 

 
 

 Research Plan (1-7)  
 Requires a .PDF at tachm ent  
 Upload sect ions individually, adhering to page lim itat ions 

 
 At tachm ent  Specificat ions 

 Must  be in PDF form at  for NI H applicat ions 
 When uploading .pdf files, the nam e of the file is lim ited to 30 characters 
 Do not  use any spaces and only standard characters A through Z, a through z, 0-

9, hyphen ( - )  and underscore (_)  
 At tachm ents cannot  contain headers, footers or page num bers 
 Each at tachm ent  should be less than 10 MB in size
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Sect ion 2  –  Part  2  
 

 
 

 Hum an Subjects Sect ion (8-11)  

 Requires a .PDF at tachm ent  
 Upload sect ions individually 
 I f one sect ion is included, create a docum ent  for the rem aining sect ions reflect ing 

that  the respect ive sect ion is N/ A to the project  
 Note:  I tem s 8-11 need only be com pleted if you answered “Yes”  to item  1 on the 

R&R Other Project  I nform at ion Form  
 
Sect ion 2  –  Part  3  

 

 
 

 Other Research Plan Sect ions 
 Only upload item s 12 through 17 if they apply 
 Requires a .PDF at tachm ent  
 Upload sect ions individually 
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Appendix 
 

 
 

 Manage other at tachm ents 
 

 
 

 Follow sponsor rules related to #  and type of at tachm ents 
 NI H Not ice NOT-OD-07-018 – out lines NI H’s new requirem ents 

 Lim its at tachm ents to three (One docum ent  per at tachm ent )  
 Note:  This Not ice is ext rem ely specific.  PI ’s are advised to direct ly reference the 

not ice when preparing Appendix m aterials. 
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Adding At tachm ents 
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 Click Browse 
 

 
 

 Find file and select  
 Click open 

 

 
 

 Click add at tachm ent  
 

 
 

 A successful add at tachm ent  act ivates “delete at tachm ent ”  and “view at tachm ent ”  
but tons 

 I ndicates at tachm ent  is present  
 I f you feel you have successfully added an at tachm ent  and RAMS does not  reflect  the 

change, please contact  SPAdm in (559-7456)  



View  At tachm ent  
 

 
 

 Click “View At tachm ent ”  but ton 
 

 
 

 Select  “Save File”  
 Creates second pop-up box 
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 Select  “open”  to view docum ent  

 Note:   Each t im e you view an at tached docum ent , the grantsERA program  writes a 
copy to your desktop 

 Select  “ rem ove”  to rem ove from  the popup box 
 Select  “ clean-up”  but ton at  lower r ight  to rem ove all downloads in the popup box

 “Clean-up”  does not  rem ove viewed docum ents from  your desktop 



 Save 
 

 
 

 Click the SAVE but ton 
 All inform at ion will be lost  if you fail to SAVE before m oving to a different  page. 

 

Research and Related Senior /  Key Person Profile  
 
Part  1  

 

 
 

 PI  Profile 
 Pre-populated from  invest igator profile 
 Credent ial field represents the PD/ PI ’s NI H eRA Com m ons User I D 
 Com plete project  role 

 PD/ PI  
 Co PD/ PI  is NI H definit ion of Mult iple Principal I nvest igators – not  Co-

I nvest igator 
• Use this role for two or m ore pr incipal invest igators 
• Mult iple Principal I nvest igator NI H Not ice NOT-OD-07-017 

♦ Key Sect ions 
 Deciding to Use the Mult iple PI  Opt ion 
 Mult iple PD/ PI  Leadership Plan 

 Save 
 

 
 

 Click the SAVE but ton 
 All inform at ion will be lost  if you fail to SAVE before m oving to a different  page. 
 All addit ional act ions on this page take you to another page 
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Part  2  
 

 
 

 Bio Sketch 
 “Get  BioSketch from  Profile”  

 Click but ton 
 Select  a BioSketch from  the list  if there is m ore than one in the profile 

 

 
 
 
Strategies for Managing BioSketches 

 
 Upload word processing file to keep all inform at ion and for updat ing 
 Use file descript ion to date and label different  .pdf file form ats 

 e.g.  NI H form at  – 02-01-2007 
 e.g.  DoD form at  – 01-03-2007 

 Update BioSketches prior to subm ission deadlines 
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Part  3  
 

 
 

 Browse and at tach a file for pr incipal invest igators who do not  have a BioSketch in 
their  profile 

 

 
 

 A successful add at tachm ent  act ivates “delete at tachm ent ”  and “view at tachm ent ”  
but tons 

 I ndicates at tachm ent  is present  
 

Profiles for  Key Personnel 
 

Add Co- I nvest igators 

 

 
 

 Co- invest igators – as we have t radit ionally labeled them  are added here 
 Adding I nvest igators from  UNMC 

 Click “Add Co-PI ”  but ton 
 Pop-up box has all UNMC invest igators who have a PI  role 
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 Check boxes in front  of an invest igators nam e to add them  as key personnel 

 

 
 

 Use “Show Filters”  to narrow list  
 Select  key personnel from  UNMC and click “Save and Close”  

 

 
 

 Adding I nvest igators from  other cam puses 
 Com plete fields in form  and then click “add/ save”  

 Note:   When adding count ry and is USA – type US 
• For other count r ies type first  let ter and choose from  Drop down 
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I nsert  Project  Role 

 

 Click on the pencil to edit  
 I nform at ion will populate into the form  

 Click on “Project  Role”  drop down 

 Choose Role 

 I f you don’t  like the opt ions available in the dropdown m enu, choose “Other.”  

 Then com plete “Other Project  Role Category.”  (e.g., Co- I nvest igator or 
Collaborator)  

 I f you choose Co PD/ PI  as a role, be certain it  m eets NI H definit ions for that  
classificat ion.  

 Co PD/ PI  is NI H definit ion of Mult iple Principal I nvest igators – not  Co-
I nvest igator 
• Use this role for two or m ore pr incipal invest igators 
• Mult iple Principal I nvest igator NI H Not ice NOT-OD-07-017 

 I nform at ion will disappear from  the boxes, if you forget  to Add/ Save 

 

Manage At tachm ent  –  Add BioSketch 
 

 
 

 Click Browse 
 

Prepared by:   Sponsored Program s Adm inist rat ion     
Last  Modified -05-1-2007 

39 



 
 

 Find file and select  
 Click to open 

 

 
 

 Click to add at tachm ent  
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 A successful add at tachm ent  act ivates “delete at tachm ent ,”  and “view at tachm ent ”  

but tons, and indicates at tachm ent  is present  
 “Current  and Pending Support ”  will be provided to NI H at  Just - in-Tim e 
 Note:  BioSketches are required for all key personnel 



More than 4 0  Key Personnel 
 

 
 

 Upload a file that  has all inform at ion contained in the profile for Key Personnel (see 
below)  for each addit ional person 

 All addit ional personnel inform at ion is uploaded as one .PDF docum ent  
 

 
 

 
 

 Upload in one .PDF docum ent  which includes BioSketches for all addit ional personnel 
 

 Save 
 

 
 

 Click the SAVE but ton 
 All inform at ion will be lost  if you fail to SAVE before m oving to a different  page. 
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R and R Other Project  I nform at ion 
 
Sect ion 1 : Hum an Subjects 

 

 

 I ndicate hum an subjects involvem ent  
 I f Yes 

 1.a  -  I s review pending? 
• Always yes to pending (1.a)  

♦ The science of the proposal m ust  be com pared to the I RB protocol in 
order to be valid  

♦ Tim efram es do not  allow review to happen prior to subm ission 
♦ Approval Date will be provided to NI H at  Just  I n Tim e (JI T)  stage 

 I f you choose an exem pt ion – I RB m ust  determ ine the exem pt ion num ber to be 
assigned 

 Hum an Subjects Assurance Num ber 
 00002939 
 Do not  enter “FW A” 

 
Sect ion 2  –  Vertebrate Anim als 

 

 
 

 I ndicate use of vertebrate anim als 
 I f Yes 

 1.a  -  I s review pending? 
• Always yes to pending (1.a)  because:  

♦ The science of the proposal m ust  be com pared to the I RB protocol in 
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order to be valid 
♦ Tim efram es do not  allow review to happen prior to subm ission 
♦ Approval Date will be provided to NI H at  Just  I n Tim e (JI T)  stage 

 Anim al Welfare Assurance Num ber 
 A3294-01 

 
 Note:   SPA is working with the vendor to pre-populate the inst itut ional num bers from  

the inst itut ional profile 

 
Sect ion 3  –  Proprietary I nfo 

 

 
 

 Quest ions 
 I s there patentable inform at ion included? 
 I s there inform at ion included that  is covered under a confident iality agreem ent? 
 I s there inform at ion included that  is required to be kept  confident ial and is covered 

under an MTA? 
 Grant  Act ion 

 I f yes, ensure that  proprietary inform at ion is m arked as such in the research plan 
 NI H Act ions 

 Protects all proprietary inform at ion if it  is requested under a Freedom  of 
I nform at ion Act  Request  (FOI A)  

 Encourages PI s to lim it  this type of inform at ion in an applicat ion 
 
Sect ion 4  –  Environm ental I m pact  

 

 
 

 Quest ions 

 Does the end product  of your research have environm ental im pact? 

 Addit ional I nform at ion 

 Has been rare at  UNMC 

 Does not  include item s where regulatory processes are already in place (e.g. 
radioact ivity)  
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Sect ion 5  –  I nternat ional Collaborat ions 

 

 
 

 List  all internat ional collaborat ions (e.g. subcont racts, consultants)  
* Note:  SPAdm in recom m ends ut ilizing the R&R Other Project  I nform at ion, item  11 
“Manage Other At tachm ents”  to fully explain or just ify act ivit ies outside the United 
States. 
 
Sect ion 6  

 

Project  Sum m ary /  Abstract  

 
 

 Form at  for abst ract  from  SF 424 inst ruct ions (NI H “box”  Form  is no longer used)  
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Sect ion 7  –  Relevance Sect ion of Abstract  ( for  N I H)  
 

 
 

 Project  Narrat ive 

 NI H uses for “Relevance”  Sect ion of abst ract  
 Form at  for relevance sect ion of abst ract  from  PHS398 inst ruct ions 
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 Note:  Non-NI H sponsors m ay use “Relevance”  Sect ion to upload ent ire project  

narrat ive as one sect ion 
 Refer to sponsor guidelines 

 
Sect ion 8  –  Bibliography and References Cited 

 

 
 

 Upload .PDF file of bibliography in Sect ion 8 

 
Sect ion 9  –  Facilit ies and Other Resources 

 

 
 

 Previously top port ion of Resources page 
 PHS 398 form  is not  required  
 I nclude inform at ion that  was requested on the previous form  



Sect ion 1 0  –  Equipm ent  

 

 
 

 Previously bot tom  port ion of Resources page 
 Form  is not  required 
 I nclude inform at ion that  was requested on the previous form  

 
Sect ion 1 1  –  Other At tachm ents 

  

 
 

 Rare 
 e.g. -  m ult iple resources page(s)  from  m ult iple laborator ies or m ult iple sites 
 Foreign collaborat ion 

 Note:  Describe special resources or character ist ics of the research project  (e.g., 
hum an subjects, anim als, disease, equipm ent , and techniques) , whether sim ilar 
research is being done in the United States and whether there is a need for 
addit ional research in this area. 

 
 Save 

 

 
 

 Click the SAVE but ton 
 All inform at ion will be lost  if you fail to SAVE before m oving to a different  page. 

 
R& R Project  Perform ance Site Locat ion( s)  
 

 
 

 Prim ary Site 
 Pre-populates from  I nst itut ional Profile 
 Defaults to SPA’s address 
 Change if appropriate 
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Addit ional Sites 

 

 
 

 Com plete inform at ion in fields (e.g., VA, USC)  
 Click “Add & Save”  
 Addit ions are listed under the add/ save sect ion 

 
More than 8  Locat ions 

 

 
 

 Upload a file that  has all inform at ion contained in the profile for Perform ance Site 
Locat ions (see below)  for each addit ional site 

 All addit ional personnel inform at ion is uploaded as one .PDF docum ent  
 

 
 

 Save 
 

 
 

 Click the SAVE but ton 
 All inform at ion will be lost  if you fail to SAVE before m oving to a different  page. 
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PHS Cover Let ter  
 

 
 

 PI  m ay at tach a cover let ter for the following purposes 
 Request  review in a part icular study sect ion 
 Explain reasons and applicat ion is late 

 Applicat ions to an RFA or PAR will not  be accepted if subm it ted late 
 Applicat ions to a parent  announcem ent  can only request  a two week extension 
• NI H Not ice – NOT-OD-07-026 

 SPA will com bine our standardized cover let ter with any the PI  provides and replace 
uploaded file with the com bined let ter 

 
 Save 

 

 
 

 Click the SAVE but ton 
 All inform at ion will be lost  if you fail to SAVE before m oving to a different  page. 
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Modular Budget  
 

 Periods 
 

 
 

 The blue tab at  the top, indicates the period (year)  of the project  in which you are 
working 

 Sum m ary is included as well 
 Dates 

 

 
 

 Enter the dates for one budget  period (year)  
 Form at  MM/ DD/ YYYY 

 

 
 

 You m ay use calendar pop up to choose dates 
 

* Note:   Com plete your internal budget  pr ior to com plet ing this m odular budget , as 
calculat ions are com pleted for you 
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Direct  Costs 
 

 

 Direct  Costs less Consort ium  F&A (DC less CF&A)  
 Maxim um  for NI H is $250,000 
 Consort ium , or subcont ract  F&A is not  counted towards the m axim um  

 Consort ium  F&A (CF&A)  
 F&A for the subcont ractor;  ( refer to Subcont ractor budget )  

 Total Direct  Costs (TDC)  
 Sum  of (DC less CF&A)  +  (CF&A)  =  TDC 
 Auto-calculated field 

 SPAdm in recom m ends com plet ing the internal budgets first . The MTDC and F&A 
Basis can be found here on the internal budget  sheets:  
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 I ndirect  Costs 
 

 
 

 Sect ion 1 
 I ndirect  Cost  Type 

 Enter Modified Total Direct  Costs (MTDC)  
 I ndirect  Cost  Rate (% )  

 Enter appropriate rate 
♦ 47%  for on cam pus research 
♦ 26%  for off-cam pus research (e.g. locat ion is VA hospital)  
♦ 26%  for other sponsored projects 

 I ndirect  Cost  Base ($)  
 Enter calculated m odified base 
 Calculated on internal budget  

♦ Subt ract  from  Total Direct  Costs 
 Equipm ent  
 Pat ient  Care Costs 
 Tuit ion and Fees, Fellowships 
 Am ount  of Subcont ract  greater than $25,000 for ent ire cycle of project  

 Funds Requested 
• Auto-calculated based on rate and base 

 Sect ion 2-4 
 Not  applicable to UNMC at  this t im e 
 Cognizant  Agency 
 Enter DHHS, John Adam s, 402-559-9567 
 I ndirect  Cost  Rate Agreem ent  Date 
 Enter – 11/ 08/ 2004 
 SPA is working with RAMS to pre-populate this redundant  inform at ion 

 
 Total Direct  and I ndirect  Costs 

 

 
 

 Auto-calculated field (Sum  of Direct  Costs and I ndirect  Costs)  
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 Save 

 

 
 

 Click the SAVE but ton 
 All inform at ion will be lost  if you fail to SAVE before m oving to a different  page. 
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Copy Budget  
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 Move data from  one period to another  

 Click “Copy Data”  but ton 

 

 
 

 Pop-up box 
 Enter From  Period 1 To Period 2 
 Click Copy but ton 

 

 Program  verifies you want  to copy 
 Click OK 

 



 
 

 I f successfully copied, blue text  will appear 
 Click Close 

 
 Save 

 

 
 

 Click the SAVE but ton 
 All inform at ion will be lost  if you fail to SAVE before m oving to a different  page. 

 
 View Period 2 by clicking on Period 2 tab 

 

 
 

 Rem inder to save data 
 Click ok, because data was saved above 
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 I n Period 2, the system  will not  change the year in the copy process, therefore:  
 Modify the year data to reflect  next  year (e.g. 2007 to 2008)  

 
 SAVE 

 

 
 

 Click the SAVE but ton 
 All inform at ion will be lost  if you fail to SAVE before m oving to a different  page. 

* Note:   Copy from  Period 1 to 2, change dates, save, then copy from  period 2 to 3, 
change dates, save, etc. 
 
Sum m ary Tab 

 

 
 

 Sect ion 1 – Cum ulat ive Budget  I nform at ion 
 Presents sum m ary of all budget  periods com pleted 

 

 
 

 Sect ion 2 
 Upload just ificat ion in three sect ions 

 Personnel 
 Consort ium  (subcont ract )  
 Addit ional Narrat ive (e.g., Modules are different , purchasing equipment )  
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 Save 
 

 
 

 Click the SAVE but ton 
 All inform at ion will be lost  if you fail to SAVE before m oving to a different  page. 

 

R& R Detailed Budget  
 

 Get  Profile Budget  
 

 
 

 Click Get  Profile Data but ton 
 

 
 

 Click OK to copy the data 
 

 
 

 Auto-Populates with UNMC inform at ion 
 Organizat ional DUNS 
 Nam e of organizat ion 

 Note:   I t  is im portant  to take this step prior to com plet ing Period 1 or 
• Copy data funct ion will not  work these fields 
• Data will need to be hand entered 

 Click Project  to select  this type of budget  
 Enter Start  and End dates of first  budget  period (year 1)  

 Form at  m m / dd/ yyyy 
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 You m ay use calendar pop up to choose dates 
 
Note:   For ease of com plet ing the detailed budget , com plete the internal budget  and 
then copy appropriate inform at ion into the R&R Detailed Budget  
 

Sect ion A -  Detailed Budget  
 

 
 Senior Key Person 

 PI  nam e inform at ion populated 
 Other Key Personnel m ust  be entered 

 Com plete roles 
 Match role from  Key Personnel Page. Note:  PI ’s project  role m ust  be designated as 

“PD/ PI ”  on the detailed budget . 
 Com plete base salary 

 Calculated on UNMC’s internal budget  
 Convert  %  effort  to calendar m onths 

 Calculat ion assistance can be found at  
ht tp: / / grants.nih.gov/ grants/ policy/ person_m onths_conversion_chart .xls 

 Com plete requested salary 
 Calculated on UNMC’s internal budget  

 Com plete fr inge benefits 
 Calculated on UNMC’s internal budget  

 Auto-calculates funds requested 
 Note:   I f there are m ore than 8 senior key personnel 

 Add at tachm ents containing all of the salary inform at ion requested in the form  

Prepared by:   Sponsored Program s Adm inist rat ion     
Last  Modified -05-1-2007 

58 



above for each person above 8 
 Com plete Line 9 with the total of the salary and benefits requested for those 

above 8 senior key personnel 
 

Sect ion B –  Other key personnel 
 

 
 

 Post  docs 
 Enter num ber of personnel 
 Do not  enter 0 if category does not  apply – leave blank 
 Total calendar m onths for all personnel in category 

 e.g. 2 post  docs working 100 percent  effort  each (12 Calendar m onths)  =  24 
calendar m onths in the form s 

 Enter total requested salary 
 e.g. Each post  doc m akes $40,000 per – added together $80,000 
 Calculated on UNMC’s internal budget  

 Com plete fr inge benefits 
 Calculated on UNMC’s internal budget  

 Grad students 
 Enter sam e as sect ion above 

 Undergrad students 
 Enter sam e as sect ion above 

 Secretar ial/ Cler ical 
 Enter only if you have received a m ajor projects designat ion from  SPA 

 Contact  your RA to discuss a m ajor projects designat ions 
 Other 

 Enter as groups or as individuals 
 Group exam ples 
• Technical Staff 
• Stat ist ical Staff 
• Nurse Coordinators 

 Com plete as above for m ult iple staff in groups 
• Enter num ber of personnel 
• Total calendar m onths for all personnel in category 

♦ Add calendar m onths together 
♦ e.g. 2 technicians 1 m aking an annual salary of $40,000 and working 
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40%  effort  and a second m aking an annual salary of $33,000 and 
working 60%  percent  effort  – total calendar m onths =  12 and total salary 
=  $35,800 and total benefits =  $10,024 

• Enter total requested salary 
♦ e.g. Each technical staff m akes a different  salary – added together 

$35,800 
♦ Calculated on UNMC’s internal budget  

• Com plete fr inge benefits 
♦ E.g. Each technical staff benefits calculated =  $10,024 
♦ Calculated on UNMC’s internal budget  

 SAVE 
 

 
 

 Click the SAVE but ton 
 All inform at ion will be lost  if you fail to SAVE before m oving to a different  page. 
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Sect ion C –  Equipm ent  

 

 Equipm ent  Descript ion 

 
 

 Enter a descript ion of the equipm ent  item  
 Use $5,000 or greater as the guide for categorizing as equipm ent  
 Note:   I f there are m ore than 10 Equipm ent  I tem s 

 Add at tachm ent  containing all of the descript ion and cost  inform at ion requested 
in the form  above for each piece of equipm ent  above 10 

 Com plete Line 11 with the total costs requested for those pieces of equipm ent  
greater than 10 
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Sect ion D –  Travel 

 

 
 

 NI H 
 No rest r ict ions or t racking categories of t ravel funds 
 Enter all t ravel funds in sect ion 1 (Dom est ic Travel Costs)  

 Ut ilize funds as appropriate for your research  
 Other Federal Sponsors 

 Determ ine rest r ict ions from  guidelines and term s/ condit ions of awards 
 
Sect ion E –  Part icipant / Trainee Cost  

 

 
 

 NI H 
 Do not  enter any data in these fields 
 Sect ion E is not  ut ilized 
 I nst itut ional Training Grants m ay ut ilize this sect ion in the future 

 Other Federal Sponsors 
 Determ ine use from  guidelines 
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Sect ion F –  Other Direct  Costs 

 

 
 Supplies 

 Calculated on UNMC’s I nternal Budget  
 Publicat ion Costs 

 Must  be separated from  Operat ing Expenses on UNMC’s I nternal Budget  
 Consultant  Services 

 Calculated on UNMC’s I nternal Budget  
 ADP/ Com puter Services 

 Enter only if you have received a m ajor projects designat ion from  SPA 
 Contact  your RA to discuss a m ajor projects designat ions 

 Subaward/ Consort ium / Cont ractual Costs 
 Total costs of the subcont ract  (Direct  +  I ndirect  Costs)  

 Equipm ent  or Facilit y Rental/ User Fees 
 Enter only if you have received a m ajor projects designat ion from  SPA 
 Contact  your RA to discuss a m ajor projects designat ions 

 Alterat ions and Renovat ions 
 Enter only if you have received a m ajor projects designat ion from  SPA 
 Contact  your RA to discuss a m ajor projects designat ions 

 Other 
 Group into categories 

 Other operat ing expenses 
• e.g. Anim al care costs, service agreem ents 
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Sect ion G –  Direct  Costs 

 

 
 

 Auto-calculated field 

 

Sect ion H –  I ndirect  Costs 

 

 Sect ion 1 
 I ndirect  Cost  Type 

 Enter Modified Total Direct  Costs (MTDC)  
 I ndirect  Cost  Rate (% )  

 Enter appropriate rate 
• 47%  for on cam pus research 
• 26%  for off-cam pus research (e.g. locat ion is VA hospital)  
• 26%  for other sponsored projects 

 I ndirect  Cost  Base ($)  
 Enter calculated m odified base 
 Calculated on internal budget  
• Subt ract  from  Total Direct  Costs 

♦ Equipm ent  
♦ Pat ient  Care Costs 
♦ Tuit ion and Fees, Fellowships 
♦ Am ount  of Subcont ract  greater than $25,000 for ent ire cycle of project  
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* Note:  SPAdm in recom m ends com plet ing the UNMC I nternal Budget  Form s before 
com plet ing the RAMS budget  sect ions. MTDC and F&A Basis can be found on the internal 
budgets here:  
 

 
 
Funds Requested 

 Auto-calculated based on rate and base 
 Sect ion 2-4 

 Not  applicable to UNMC at  this t im e 
 Total I ndirect  Costs 

 Auto-calculates 
 Cognizant  Agency 

 Enter DHHS, John Adam s, 402-559-9567 
 SPA is working with RAMS to pre-populate this redundant  inform at ion 

 
Sect ion I  –  Total Direct  and I ndirect  Costs 

 

 Auto-calculated field 

 

Sect ion J –  Fee 

 

 Not  ut ilized by UNMC 

 For subm issions on behalf of a sm all business, do not  use grantsERA (RAMS) 
(SBI R/ STTR)  

 UNMC is not  the applicant  but  system  subm ission is based on UNMC DUNS num ber  

 Ut ilize PureEdge form s that  are specific to the SBI R/ STTR program  announcem ent  
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Sum m ary page 
 

 
 Auto fills all categories 
 Cannot  m odify the figures on this page. Adjustm ents m ust  be m ade within the 

individual budget  periods. 
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R& R Subaw ard Budget  

 

 
 

 Enter inform at ion in the form  

 Com plete a separate form  for each subcont ractor  

 May send to Subcont ractor Principal I nvest igator or Subcont ractor Sponsored 
Program s Office 

 Access Expire Date =  Am ount  of t im e secure link will give Subcont ractor access to 
their  budget  within grantsERA (RAMS)  

 Click Subm it / Re-Subm it  
 Sends and em ail with secure link to each subcont ractor  

 Secure link into grantsERA (RAMS)  is sent  to subcont ractor  

 Collect  budget  inform at ion, intent  to form  a subcont ract  and work scope 

 I ntent  to form  a subcont ract  and work scope can be uploaded with budget  
just ificat ion 

 

Verificat ion of Em ail and Review  of Budget  

 

 
 

 Entry appears for each subcont ractor when em ail has been sent  
 Click “Show Budget”  to review and m odify subcont ractor ’s budget  

 Do not  m odify base salar ies when adjust ing subcont ractor ’s budget  
 Adjust  effort  and adjust  category am ounts if necessary  

 

Subcontractor Perspect ive 

 

 Subcont ractor receives em ail 
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 Em ail is from  spadm in@unm c.edu 

 May want  to contact  subcont ractor, so they know who the em ail is from  

 SPA is working on this em ail language to ensure the subcont ractor understands 
the act ions they are to take 

 

 
 

 Subcont ractor  

 Enter their  em ail 
 Secure access code from  the em ail 

 

Subcontractor Budget  

 

 
 

 Organizat ional DUNS 

 Must  be provided by subcont ractor  

 Universit ies will have their  own DUNS #  

 Other organizat ions m ay not  have 

• Enter 9 zeros if subcont ract  organizat ion does not  have a DUNS num ber  
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Validat ing Your Applicat ion 

 

 Once you have com pleted the applicat ion, click the validat ion but ton at  the top of the 
screen. Validat ing the applicat ion detects m issing inform at ion within the form s, but  
does not  check for all m issing at tachm ents!  
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 After the RAMS system  has com pleted the validat ion process you will see a new 
browser window appear on the screen:  

 

 
 

 I f the applicat ion is in need of addit ional inform at ion you will see this browser window 
appear on the screen:  

 

 To correct  these item s, go to the appropriate sect ion and insert  the inform at ion 
and repeat  the validat ion process again to ensure the item  has been corrected 

 I f the user is subm it t ing an applicat ion with a m odular budget , the RR Budget  
sect ion can be deleted by clicking the red “X”  circled above.  

 

Rout ing 

 

 
 

 At  this t im e ignore body rout ing form  – it  is in read only form at  
 Click “Manage Other At tachm ents”  but ton 

 At tach I nternal Rout ing Form  and Budget  form  as an Excel File 

 At tach I nternal Disclosure form  as a word processing, or .pdf docum ent  



 At tach other internal docum ents as necessary  

 F&A Waiver  

 Major Projects designat ion 

 Route hard copies for signature to appropriate cam pus personnel 
 Route signed hard copies of internal docum ents to SPA 

 
Navigat ing a Previously Started Applicat ion 

 

 Upon logging into the grantsERA system  via RSS, the user will see the list  of 
applicat ion(s)  that  have been created for that  user.  

 

 

 
 

 Click on the “Edit  View”  icon to open the applicat ion. A new browser will be opened 
with all of the inform at ion that  was previously entered into the proposal.  

 The user can navigate the applicat ion with the tools described previously in this 
guide.  

 

View ing Your Applicat ion 

 

 After the applicat ion has been validated, click the “Com plete Proposal”  opt ion at  the 
top of the applicat ion:  

 

 
 

 When the proposal has been changed to com plete, a new window will appear with the 
following m essage:  

  

 
 

 I f correct ions need to be m ade after the proposal has been set  to “Com plete”  
please contact  your designated Research Adm inist rator to set  the proposal back to 
“ I n Progress”  

 

 RAMS will then update the applicat ion in the system  and one can select  the 
“View/ Print ”  opt ion at  the top of the applicat ion:  
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 Once the “View/ Print ”  opt ion has been selected, a new browser window will open, and 
one can generate the PDF of the applicat ion by accessing the “Click Here”  link:  

 

 
 

 A PDF version of the com pleted applicat ion will then be downloaded to the user’s 
desktop. I t  can be opened and printed off so that  the user can see a com plete 
copy of the proposal 

 

Subm ission 

 

 Please be m indful of Sponsored Program s’ 5, 3 and 1 day guarantee:  

   
 

 After the proposal has been validated, designated as com plete and found to com ply 
with the sponsor’s program  guidelines, Sponsored Program s Adm inist rat ion will 
subm it  and m onitor the proposal through the Grants.gov and the Federal sponsor’s 
system  

 Please ensure that  Sponsored Program s has received the hard copies of the Rout ing 
Form , I nternal Budgets, Disclosure of I nterests, PI  Assurance, Major Projects Form  ( if 
required) , and F&A Waiver ( if required)  

 

Quest ions /  Troubleshoot ing 

 

 Direct  quest ions to the RA assigned to your departm ent  from  Sponsored Program s 
Adm inist rat ion 

 I f you are receiving error m essages, send a descript ion and/ or screen shots (press 
the “Print  Screen”  but tons on your keyboard, and then “Paste”  into an em ail)  to 
Crystal Miller and we will work to quickly resolve the issues 

 
W arnings vs. Errors 

 

 Once your applicat ion has passed Grants.gov verificat ion, it  is ret r ieved by the NI H 
Com m ons 

 The PI  can log into the Com m ons, and find that  their  applicat ion possesses errors, 
warnings or both 

 Errors are item s that  m ust  be corrected in order for the applicat ion to be proccessed 
and assigned to a study sect ion 
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 Warnings do not  require any act ion, but  are item s that  the PI  m ay want  to keep in 
m ind for future subm issions.  

 

Exam ples are provided below:  

 Errors 

 As per the NI H Elect ronic Subm issions website here is a list  of the m ost  com m on 
errors:  

 
Exam ples 

 PDF I ssues 

 

 

 Start  date for first  budget  year m ust  be sam e as start  date for proposed project  
start  date 

 
 

 Warnings 

 These item s do not  require any act ion, but  are im portant  for future subm issions!  
 

 
 

 PI s now have the abilit y to delegate to any com m ons- registered individual with an 
ASST role the abilit y to view the status of elect ronically subm it ted applicat ions.  
This new m enu choice is found in Adm in/ Account / Delegate Status.   Once in the 
Delegate Status screen, users will see a list  of all the individuals registered with 
the ASST role and can m anage the abilit y to “Delegate”  and “Rem ove”  delegat ion 
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for those individuals.  Once this delegat ion has been granted, the individual with 
the delegated authority will be able to view and access the list  of applicat ions 
associated with the PI .  I ndividuals can have this authority delegated to them  by 
m ore than one PI .  Please note, that  the view these delegated individuals now has 
is equivalent  to that  of a signing official (SO View)  and as such does not  include 
access to confident ial inform at ion;  e.g., sum m ary statem ents and prior ity scores.  

 

 
* Note:  UNMC does not  use “divisions”  so this warning will be a com m on occurrence. 
 

 

 

 

Com ing Soon: 

 Elect ronic rout ing process, Budget  Form s 
 Ut ilizing RAMS for addit ional sponsors 
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