
 

 

Downloading Application Packages 

 
Note:  Before completing a grant application, you must have the PureEdge 
Viewer installed on your computer. 
You should also already have performed a search and have the Funding 
Opportunity Number or the CFDA No. available.   
 
 
Instructions for Downloading Application Packages 
Follow the steps below to download application packages. 
 

1. After all necessary steps are completed, click the Apply for Grants tab at 
the top of any screen within Grants.gov.  This will take you to the Apply 
for Grants screen. 

Apply for Grants screen 

 
 

2. Click the Download Application Package link on your screen. This will 
take you to the Download Application Package screen. 

 
 
 
 
 



 

 

Download Application Package screen 

 
 

3. Enter the CFDA number of the agency which is offering the opportunity for 
which you want to apply in the CFDA Number field. 
OR 
Enter the Funding Opportunity Number of the opportunity for which you 
wanted to apply in the Funding Opportunity Number field. 
If you do not know the Funding Opportunity Number or CFDA Number for 
the grant for which you want to apply, you will need to search for the grant 
opportunity following the steps in Searching Grant Synopses.  You must 
complete at least one of these fields to download an application. 

4. Click the Download Package button to download the application 
package. This will take you to the Selected Grant Applications for 
Download screen. 

 
 
 
 
 
 
 
 
 
 



 

 

Selected Grant Applications for Download screen 

 
5. To download an application package and its instructions, click the 

corresponding download link. Be sure to download both. 
6. When you download an application package, you will first be taken to the 

Download Opportunity Application Package screen. From this screen, 
confirm that you are downloading the correct application for the grant 
you'd like to apply to. 

Download Opportunity Application Package screen 

 
7. If you would like to be notified of any changes to this opportunity, enter 

your email address in the field and then click the Submit button. If you 
choose not to enter your email address and the application package is 



 

 

deleted or modified, upon submitting the application package to 
Grants.gov, you may receive a rejection notice. 

8. Click the Download Application Package link. The application package 
will open in the PureEdge Viewer. 

Application Package screen 

 
9. Click the Save button to save the application to your computer. 
10. A warning message appears informing you that one or more of the items 

in this form contain an invalid value and asks if you want to proceed 
anyway. Click Yes. This will open the Save Form window.  

Save Form window 

 
11. Browse to the location you will save the application on your computer. 
12. Enter the name the application will be saved as in the File Name field. 
13. Click the Save button. The application will save to your computer. You will 
not need to be online to complete the application. 

 



 

 

Completing Application Packages 
 
 
 
Instructions for Completing Application Packages 
 
Follow the steps below to complete an application package using Grants.gov. 

1. As the application downloads, it will automatically open in PureEdge 
Viewer. Save the application to your computer. Once the application is 
saved, you do not need to be online to complete the application.   

 
NOTE:  The format for the file name should be the PI’s last name, sponsor, 
and PON.  This will allow RA&F staff to manage all applications appropriately. 

Sample Application Package  

 
2. Verify that the pre-entered information is for the grant opportunity for which 
you want to apply. If the Federal funding opportunity listed is not the 
opportunity for which you want to apply, close this application package by 
clicking the Cancel button at the top of the screen. You will then need to 
locate the correct Federal funding opportunity, download its application and 
then apply. If the Federal funding opportunity listed is the opportunity for 
which you want to apply, complete the application in its entirety before 
submitting it. 

Applications can be completed in their entirety offline; however, RA&F will 
need to login to the Grants.gov website during the submission process. 
The Submit button at the top of the screen will not be functional until the 
application is properly completed and saved. 
If you have any application specific questions, contact the offering agency 
directly using the contact information provided on the application's cover 
page. 

 
 



 

 

Forms 
Forms, such as SF-424, are predefined and will require you to enter information 
into fields. If the SF-424 is in the package, you must complete the SF-424 
first. SF-424 will automatically complete additional fields on other forms 
with the information you entered. Follow the steps below to complete forms 
contained within an application package.  
 

1. To open a form in the Mandatory or Optional Documents box, simply click 
on the form name to select it and click the Open Form button which appears 
below the appropriate box. When you have completed a form, you will need to 
move it to the appropriate Completed Documents for Submission box. 

Sample Application Form 

 
2. When you open a required form, all required fields are noted by an * and 
sometimes (depending on your computer settings) highlighted in yellow. 
3. Optional fields and completed fields are displayed in white.  
4. You can click any field to enter the necessary information.  
5. You can also use the TAB button on your keyboard to move from field to 
field.  
6. If you enter invalid or incomplete information in a field, you will receive an 
error message upon leaving the field. 
7. To exit a form, click the Close button at the top of the screen. Then click 
the Save button to save your application.  
8.  When you click on the save button, if you haven’t completed all fields on 
the forms your will get this message “One or more of the items in the form 
contain an invalid value.  Do you want to continue?”  You can still save the 
form and go back later to complete the missing items. 



 

 

Documents 
In addition to forms, application packages may also require that you submit 
specific documentation, such as a program background statement. Follow the 
steps below to submit documentation for an application package. 

1. To open a form that requires you to attach a document, simply click on the 
form name to select it and then click the Open Form button which appears 
below the appropriate box.  
2. Once the form is open, you can attach documents from your computer to 
the form. Depending on the form, you may be able to attach a PDF, Text 
Document, Word Document or other type of documents. After completing a 
form, move it to the appropriate Completed Documents for Submission 
box. 

Sample Application Document 

 
 
 
 
 
 
 
 
 
 
 
 



 

 

Attaching a Document 
Follow the steps below to attach a document to a form. 

1. To upload a document, simply click the Add Attachment 
button.  
2. A Browse window opens allowing you to select the document 
on your computer you would like to upload.   

Browse window 

 
3. Once you have selected the document you would like to attach, 
click the Open button. You will return to the form. 
4. Repeat this process until you have attached all of the necessary 
documents. 
5. The name of the file will be displayed in the box next to 
Attachment. 

 
 
Deleting a Document 
Follow the steps below to delete a document that you have uploaded to the 
form. 

1. Open the form and click the Delete Attachment button.  
2. The Remove Attachment window will appear. Click “Yes” to 
delete or “No” to return back to the form. The file name will be 
removed from the display box on the form. 

 
 
Viewing a Document 
Follow the steps below to view a document that you have uploaded to the 
form. 

1. Open the form and click the View Attachment button.  
2.  The document will open in a separate window for you to view...  
 

Saving Your Application 
Follow the step below to save your application. 

1. To save your application, click the Save button at the top of your screen.  
Printing Your Application 
Follow the step below to print your application. 

1. To print your application, click the Print button at the top of your screen.  



 

 

Finalizing Your Application 
Follow the steps below to finalize your application. 

1. You can save your application at any time by clicking the Save 
button at the top of your screen. 
2. Once you have properly completed and saved the application, 
the Submit button will become active and you will be able to 
submit your application to Grants.gov.  NOTE:  Only Authorized 
Organizational Representatives (your RA&F Grant 
Administrator) are allowed to submit proposals. 

 


