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IMPORTANT – PLEASE READ FIRST 
 

U.S. Department of Education 

Grants.gov Submission Procedures and Tips for Applicants 
 
To facilitate your use of Grants.gov, this document includes important submission procedures you need to be aware 

of to ensure your application is received in a timely manner and accepted by the Department of Education. 
 

Browser Support 

 

The latest versions of Microsoft Internet Explorer (IE), Mozilla Firefox, Google Chrome, and Apple Safari are 

supported for use with Grants.gov. However, these web browsers undergo frequent changes and updates, so we 

recommend you have the latest version when using Grants.gov. Legacy versions of these web browsers may be 

functional, but you may experience issues. 

For additional information or updates, please see the Grants.gov Browser information in the Applicant FAQs: 

http://www.grants.gov/web/grants/applicants/applicant-faqs.html#browser 

 

ATTENTION – Workspace, Adobe Forms and PDF Files Required 

 

Grants.gov applicants can apply online using Workspace. Workspace is a shared, online environment where members 

of a grant team may simultaneously access and edit different web forms within an application. For each funding 

opportunity announcement (FOA), you can create individual instances of a workspace. 

Below is an overview of applying on Grants.gov. For access to complete instructions on how to apply for 

opportunities, refer to:  https://www.grants.gov/web/grants/applicants/workspace-overview.html 

 

1) Create a Workspace: Creating a workspace allows you to complete it online and route it through your 

organization for review before submitting. 

 

2)  Complete a Workspace: Add participants to the workspace to work on the application together, complete all 

the required forms online or by downloading PDF versions, and check for errors before submission. The 

Workspace progress bar will display the state of your application process as you apply. As you apply using 

Workspace, you may click the blue question mark icon near the upper-right corner of each page to access 

context-sensitive help. 

 

a. Adobe Reader: If you decide not to apply by filling out web forms you can download individual PDF 

forms in Workspace. The individual PDF forms can be downloaded and saved to your local device storage, 

network drive(s), or external drives, then accessed through Adobe Reader. 

NOTE: Visit the Adobe Software Compatibility page on Grants.gov to download the appropriate version of 

the software at: https://www.grants.gov/web/grants/applicants/adobe-software-compatibility.html 

 

b. Mandatory Fields in Forms: In the forms, you will note fields marked with an asterisk and a different 

background color. These fields are mandatory fields that must be completed to successfully submit your 

application. 

 

c. Complete SF-424 Fields First: The forms are designed to fill in common required fields across other 

forms, such as the applicant name, address, and DUNS Number. Once it is completed, the information will 

transfer to the other forms. 

 

3) Submit a Workspace: An application may be submitted through workspace by clicking the Sign and Submit 

button on the Manage Workspace page, under the Forms tab. Grants.gov recommends submitting your 

application package at least 24-48 hours prior to the close date to provide you with time to correct any 

potential technical issues that may disrupt the application submission. 

 

http://www.grants.gov/web/grants/applicants/applicant-faqs.html#browser
https://www.grants.gov/web/grants/applicants/workspace-overview.html


4) Track a Workspace Submission: After successfully submitting a workspace application, a Grants.gov 

Tracking Number (GRANTXXXXXXXX) is automatically assigned to the application. The number will be 

listed on the Confirmation page that is generated after submission. Using the tracking number, access the 

Track My Application page under the Applicants tab or the Details tab in the submitted workspace. 

 

For additional training resources, including video tutorials, refer to 

https://www.grants.gov/web/grants/applicants/applicant-training.html 

 

Helpful Reminders 
 

1) REGISTER EARLY – Grants.gov registration involves many steps including registration on SAM 

(www.sam.gov) which may take approximately one week to complete, but could take upwards of several weeks  

to complete, depending upon the completeness and accuracy of the data entered into the SAM database by an 

applicant.  You may begin working on your application while completing the registration process, but you cannot 

submit an application until all of the Registration steps are complete.  Please note that once your SAM 

registration is active, it will take 24-48 hours for the information to be available in Grants.gov, and before you 

can submit an application through Grants.gov.  For detailed information on the Registration Steps, please go to:  

http://www.grants.gov/web/grants/register.html  [Note: Your organization will need to update its SAM 

registration annually.] 

 

Primary information about SAM is available at www.sam.gov . However, to further assist you with obtaining 

and registering your DUNS number and TIN in SAM or updating your existing SAM account the Department of 

Education has prepared a SAM.gov Tip Sheet which you can find at: http://www2.ed.gov/fund/grant/apply/sam-

faqs.html  

 

2) SUBMIT EARLY – We strongly recommend that you do not wait until the last day to submit your 

application.  Grants.gov will put a date/time stamp on your application and then process it after it is 

fully uploaded.  The time it takes to upload an application will vary depending on a number of factors 

including the size of the application and the speed of your Internet connection, and the time it takes 

Grants.gov to process the application will vary as well.  If Grants.gov rejects your application (see step three 

below), you will need to resubmit successfully to Grants.gov before 4:30:00 p.m. Washington, DC time on 

the deadline date.   

 

Note:  To submit successfully, you must provide the DUNS number on your application that was used 

when you registered as an Authorized Organization Representative (AOR) on Grants.gov.  This 

DUNS number is typically the same number used when your organization registered with the SAM.  

If you do not enter the same DUNS number on your application as the DUNS you registered with, 

Grants.gov will reject your application. 

 

3) VERIFY SUBMISSION IS OK – You will want to verify that Grants.gov received your application 

submission on time and that it was validated successfully.  To see the date/time your application was 

received, login to Grants.gov and click on the Track My Application link.  For a successful submission, the 

date/time received should be earlier than 4:30:00 p.m. Washington, DC time, on the deadline date, AND the 

application status should be: Validated, Received by Agency, or Agency Tracking Number Assigned.  Once 

the Department of Education receives your application from Grants.gov, an Agency Tracking Number 

(PR/award number) will be assigned to your application and will be available for viewing on Grants.gov’s 

Track My Application link. 

 

If the date/time received is later than 4:30:00 p.m. Washington, D.C. time, on the deadline date, your 

application is late.  If your application has a status of “Received” it is still awaiting validation by Grants.gov.  

Once validation is complete, the status will either change to “Validated” or “Rejected with Errors.”  If the 

status is “Rejected with Errors,” your application has not been received successfully.  Some of the reasons 

Grants.gov may reject an application can be found on the Grants.gov site:  

http://www.grants.gov/web/grants/applicants/encountering-error-messages.html.  For more detailed 

information on troubleshooting Adobe errors, you can review the Adobe Reader Software Tip Sheet at:   

http://www.grants.gov/web/grants/applicants/adobe-software-compatibility.html.  If you discover your 

application is late or has been rejected, please see the instructions below.  Note: You will receive a series of 

confirmations both online and via e-mail about the status of your application.  Please do not rely solely on e-

mail to confirm whether your application has been received timely and validated successfully.   

 

https://www.grants.gov/web/grants/applicants/applicant-training.html
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Submission Problems – What should you do? 

If you have problems submitting to Grants.gov before the closing date, please contact Grants.gov Customer Support 

at 1-800-518-4726 or email at:  mailto:support@grants.gov or access the Grants.gov Self-Service Knowledge Base 

web portal at:  https://grants-portal.psc.gov/Welcome.aspx?pt=Grants 

 

If electronic submission is required, you must submit an electronic application before 4:30:00 p.m. Washington, DC 

time, unless you follow the procedures in the Federal Register notice and qualify for one of the exceptions to the 

electronic submission requirement and submit, no later than two weeks before the application deadline date, a written 

statement to the Department that you qualify for one of these exceptions. If electronic submission is optional and you 

have problems that you are unable to resolve before the deadline date and time for electronic applications, please 

follow the transmittal instructions for hard copy applications in the Federal Register notice and get a hard copy 

application postmarked by midnight on the deadline date.   (See the Federal Register notice for detailed instructions.) 

 

Helpful Hints When Working with Grants.gov 

 

Please go to http://www.grants.gov/web/grants/support.html for help with Grants.gov.  For additional tips related to 

submitting grant applications, please refer to the Grants.gov Applicant FAQs found at this Grants.gov link: 

http://www.grants.gov/web/grants/applicants/applicant-faqs.html as well as additional information on Workspace at 

https://www.grants.gov/web/grants/applicants/applicant-faqs.html#workspace.   

 

Dial-Up Internet Connections 

When using a dial up connection to upload and submit your application, it can take significantly longer than when 

you are connected to the Internet with a high-speed connection, e.g. cable modem/DSL/T1.  While times will vary 

depending upon the size of your application, it can take a few minutes to a few hours to complete your grant 

submission using a dial up connection.  If you do not have access to a high-speed connection and electronic 

submission is required, you may want to consider following the instructions in the Federal Register notice to 

obtain an exception to the electronic submission requirement no later than two weeks before the application 

deadline date.  (See the Federal Register notice for detailed instructions.)  

 

Attaching Files – Additional Tips 

Please note the following tips related to attaching files to your application, especially the requirement that applicants 

only include read-only, flattened .PDF files in their application: 

 

 Ensure that you attach .PDF files only for any attachments to your application, and they must be in a 

read-only, flattened format.  PDF files are the only Education approved file type accepted as detailed 

in the Federal Register application notice.  Applicants must submit individual .PDF files only when 

attaching files to their application.  Specifically, the Department will not accept any attachments that 

contain files within a file, such as PDF Portfolio files, or an interactive or fillable .PDF file.  Any 

attachments uploaded that are not .PDF files or are password protected files will not be read.   

 Grants.gov cannot process an application that includes two or more files that have the same name within 

a grant submission.  Therefore, each file uploaded to your application package should have a unique file 

name. 

 When attaching files, applicants should follow the guidelines established by Grants.gov on the size and 

content of file names.  Uploaded file names must be fewer than 50 characters, and, in general, 

applicants should not use any special characters.  However, Grants.gov does allow for the following 

UTF-8 characters when naming your attachments:  A-Z, a-z, 0-9, underscore, hyphen, space, period, 

parenthesis, curly braces, square brackets, ampersand, tilde, exclamation point, comma, semi colon, 

apostrophe, at sign, number sign, dollar sign, percent sign, plus sign, and equal sign.  Applications 

submitted that do not comply with the Grants.gov guidelines will be rejected at Grants.gov and not 

forwarded to the Department.   

 Applicants should limit the size of their file attachments.  Documents submitted that contain graphics 

and/or scanned material often greatly increase the size of the file attachments and can result in 

difficulties opening the files.  For reference, the average discretionary grant application package with all 

attachments is less than 5 MB.  Therefore, you may want to check the total size of your package before 

submission. 
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