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As with any other extramural grant application, ORSP will be happy to assist with all aspects of  proposal and budget preparation and proposal submission.
For assistance with Grants.gov, please contact Karen Welniak Jamiola in ORSP at x8-3642 or Karen.Welniak@marquette.edu. 
Marquette University has an account.  Dr. Erik A. Thelen is the Authorized Representative (AR) for Marquette University, and it is through Marquette University’s account that all MU proposals will be submitted.  Principal Investigators should not create an individual Grants.gov account.

Principal Investigators can get started with Grants.gov for opportunities that allow or require the use of Grants.gov by doing the following:
1. Open your web browser and go to http://www.grants.gov/.

2. Click on “apply for grants.”

3. Install the free “PureEdge Viewer.”  (Please note: all persons who will contribute to the application package should install “PureEdge Viewer” software.)
4. Click on “Apply Step 1: Download a Grant Application Package and Application Instructions.”
a. Locate the program by CFDA number—for assistance in identifying the CFDA number, please contact ORSP.
b. Click on the appropriate “download” link.
c. Provide your e-mail address where indicated so that you will be notified of any changes to the grant opportunity before its closing date. 
d. Download the application instructions—save to your computer.
e. Download the application packet—save to your computer.
5. Complete the application packet on your computer.  SAVE OFTEN!

a. Open the application packet on your computer to get started.

b. Begin by completing the required forms listed (also refer to the application instructions for assistance).
i. To open a form/item, click on it to select the item and then click on the “Open Form” button.  Complete the required fields as indicated.
ii. When a form or document has been completed, click the form/document name to select it, and then click the => button. This will move the form/document to the “Completed Documents” box. 
iii. To remove a form/document from the “Completed Documents” box, click the form/document name to select it, and then click the <= button. This will return the form/document to the “Mandatory Documents” or “Optional Documents” box.
c. View sample SF424  and SF424 RR forms with the required Marquette at  University data.
d. Save the application package from the Grant Application Package screen.
When a form/document is closed using the “Close Form” button, the data entered in the form/document is not automatically saved. 
i. Please note: An error message will occur each time that the applicant saves a form before completing all of the mandatory fields on all of the mandatory forms.
ii. The error message will say, “One or more of the items in this form contains an invalid value.  Do you want to proceed anyway?”  Click “YES.”  Clicking “yes” will allow you to save the data you entered and return to the form at a later time to modify it if necessary.
e. Initiate the Grants.gov edit check process when your application package is complete.  Click on the “Check Package for Errors” button at the top of the screen.  This process will identify all mandatory fields that have not been completed by the applicant. These errors will be displayed one at a time.
6. The "Submit" button will activate on the application package cover page once you have downloaded the application package, completed all required forms, attached all required documents, and saved your application package. 
Once the “Submit” button is active, and you are ready to transmit your application, you should bring the following items to ORSP for final proposal review and submission by Dr. Erik Thelen:

1. Completed Proposal Registration forms (PR-A and PR-B),
2. Completed Disclosures of Financial Interest for all MU project participants,
3. A final complete printed copy of your application, and
4. An electronic copy of your application (we suggest bringing the application on a portable USB drive/memory stick or CD-ROM).
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