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How to Prepare and Edit Proposals in Research.gov 
1. Log on to Research.gov 
2. Select Prepare & Submit Proposals   

 

 

 

 

OR 
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Part 1, Proposal Setup 
See Part 2 for Granting Access to your Proposal Analyst 

See Part 3 for Setting up Personnel and Subaward Organizations 
See Part 4 for Setting up Collaborative Proposals 

See Part 5 for Document Upload Information 
See Part 6 for Budget Forms Information 

 
1.   Select either Prepare Proposal or Work on an In Progress Proposal. 
 

 
 
 
2. For an In Progress (LOI, Preliminary, Proposal), select the type of existing submission you want 

to work on, and proceed to Parts 2-6. 

3. For Prepare New (LoI, Preliminary, Full, Renewals), select the type of submission you plan.  

 

4. Select Opportunity Number, then Next.  

5. Select the Directorate, Division and Program as appropriate, Save, then Next. 

6. Select the Proposal Type. Select Next. 

7. Select the proposal details:  
a. Single proposal for a submission from only our institution (this can include subawardees – see 

Part 3 for how to add subawardees); or  
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b. Separately submitted collaborative proposal for projects where multiple institutions are 
submitting their own pieces – see Part 4 for how to add collaborative proposals 
i. Select whether our institution is the lead or non-lead.  Leads will be responsible for 

uploading the proposal documents. 

 

8. Enter the Title of the Project and select Prepare Proposal. 

 

ONCE YOU’VE SELECTED THE PREPARE PROPOSAL BUTTON, THE ONLY  OF THE ABOVE THAT 
OPTIONS CAN BE CHANGED ARE THE TITLE AND THE DIRECTORATE/DIVISION/PROGRAM. 

Choose one 



Updated 2024.08 

Part 2, Granting Access to your Proposal Analyst 
See Part 3 for Setting up Personnel and Subaward Organizations 

See Part 4 for Setting up Collaborative Proposals 
See Part 5 for Document Upload Information 

See Part 6 for Budget Forms Information 
 

1. Grant Access to OCG so that your Proposal Analyst can work on the project with you; notify your 
Proposal Analyst that you have done so. 

  
 

 

 

1 

2  

 
3 
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2. For AORs only – once the PI has granted submission access, this Initiate Proposal Submission 
button will appear. 
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Part 3, Setting Up Personnel and Subaward Organizations 
See Part 2 for Granting Access to your Proposal Analyst 

See Part 4 for Setting up Collaborative Proposals 
See Part 5 for Document Upload Information 

See Part 6 for Budget Forms Information 
 

1. Add CoPIs and Other Senior/Key Personnel (3a) or other user access (3b). 

 

       

 

2
 

1 

3b 

3a 
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Make sure you select the correct organization.  The PI must be at CU Boulder, coPIs and Other Key 
Personnel can be from another organization. 
Note that the screenshot below is from setup, where the Proposal Analyst has started the project under 
their name and is adding the PI as coPI before removing the Proposal Analyst from the project – this is 
why it says “Add co-Principal Investigator”. 

 

 

2. Add Subaward Organizations and their Personnel.  

 

1 
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See Section 1 
above for 
adding 
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Part 4, Linking Collaborative Organizations 
See Part 2 for Granting Access to your Proposal Analyst 

See Part 3 for Setting up Personnel and Subaward Organizations 
See Part 5 for Document Upload Information 

See Part 6 for Budget Forms Information 
1. Link Collaborative Proposals when CU is the lead.  

  

 

 

 

 
 
 
 

3  Enter the Proposal ID that 
the 
         

 

1 

2 

4 
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A successfully linked proposal will look like this (proposal 15630 is the non-lead proposal that has been 
linked to our lead proposal). 

 
 
2. To unlink after the invitation has been accepted.  

 

3. To cancel before the inviatation has been accepted.  
 

4. To have your proposal linked when another orgainziation is the lead, the lead will send you an 
invitation to link. 

 

 

 

 

 

 

1 Click on the blue Temporary ID number 

2 
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A successfully linked proposal will look like this (proposal 15623 is the lead proposal that has been 
linked to our non-lead project). 

 

NOTES: 

• A Research.gov “Submission Pending” status informs the organization that their proposal 
submission is pending in queue until all linked lead and non-lead proposals in the collaboration 
attain “Submitted” status and can be submitted to NSF as a set. 

• Separately submitted collaborative proposals with a "Submission Pending" status can be edited, 
but the Authorized Organizational Representative (AOR) must resubmit the edited proposal to 
return it to a "Submission Pending" status. 
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PART 5, UPLOADING DOCUMENTS 
See Part 2 for Granting Access to your Proposal Analyst 

See Part 3 for Setting up Personnel and Subaward Organizations 
See Part 4 for Setting up Collaborative Proposals 

See Part 6 for Budget Forms Information 
 

1. Select which document you want to upload, or in the case of the Cover Sheet, fill out. As you upload 
documents they will be checked for compliance. Specific instructions for each document are 
included on the upload pages. 

 
 
 
 

See 
1a 

below 
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1a. Senior/Key Personnel Documents (Biosketch, Current and Pending Support, Collaborators and  
        Other Affiliations, Synergistic Activities) 
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PART 6, BUDGET FORMS 
See Part 2 for Granting Access to your Proposal Analyst 

See Part 3 for Setting up Personnel and Subaward Organizations 
See Part 4 for Setting up Collaborative Proposals 

See Part 5 for Document Upload Information 

 
 
 
 

 
 

 

See 
below 

 

See # 1 
below 
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1. Set up Salaries first.  Transfer information from the Budget Estimimation that your Proposal Analyst 
has prepared. If you discover you’ve ommitted any Senior Personnel, you can return to the Manage 
Personnel page, either by clicking on the gray box at the top of the Budgets page, or the Manage 
Personnel section from the blue Menu box on the left. 

2. If any of your Senior/Key personnel are unpaid for the entire project they’ll need to be removed from 
the budget via the [Manage] option next to the Senior/Key Personnel header. 

3. Once Salaries are set up, you can scroll down to fill in the rest of the form for Year 1, or you can set up 
the remaining years by clicking the Add Year button directly above the budget.  If you choose to set 
up the remaining years at this point it will allow you to tab across the budget to fill in, rather than 
down.  This follows our Budget Estimation tool and will allow you to fill in each section (salaries, 
fringe, travel, etc.) completely before starting the next section. 

 
4. You will not add funds for any subawards to the CU budget form; these numbers will feed into our 

budget once you enter the subawardees’ budgets. 
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5. Press Save before exiting the form. 

 

 

 

6. If you have a subaward, you’ll need to repeat steps 1-5 above using the budget form for each 
Subaward Organization. 

 

 

 


