October 18, 2006


Set of instructions for PI’s submitting to grants.gov
1. Install Pure-Edge software (download from http://www.grants.gov/DownloadViewer).

2. Download application from grants.gov (http://apply.grants.gov/forms_apps_idx.html).

3. Save application to your computer (Ignore the warning message and proceed saving).

4. Select the location in your computer where you want to save your application package. 

5. Repeat steps 2 to 4 for downloading the instruction package.
6. Complete the application saved to your computer.

7. Email a copy of the completed application to Dr. Joan K. West, Director of Research, Grants, and Contracts (jkwest@utm.edu).

8. The Office of Research, Grants, and Contracts will submit the application after reviewing.

Completing a Grants.gov Application
1. Open the application package saved in your computer. 

2. Provide a Title under “Application Filing Name.”

3. Complete each document listed under the “Mandatory Documents” window by highlighting the document and clicking the “open form” button located right below that window.

4. Fill out the opened form (highlighted fields are required).

5. Close the form at any time to return to the main page.

6. Remember to save your application regularly by clicking the “save” button located at the top corner of the main page.

7. Once a form is completed, go back to the main page (by closing the form).
8. Highlight the form’s name and click on the “move from to…” button to move it to the “Mandatory Completed Documents” located to the right of the “Mandatory Documents.”
9. Complete all forms following the instructions provided by the Application Instruction Package.

10. Continue completing Mandatory forms until all have been moved to the Mandatory Completed Documents window.

11. Follow the same procedure to complete any needed document listed under “optional documents.”
12. Save your application and e-mail the file to Dr. Joan K. West, Director of Research, Grants, and Contracts (jkwest@utm.edu).

