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History Lesson #1
A Portal is Born

The Grants.gov program management office was 

established, in 2002, as a part of the President's 

Management Agenda. Managed by the Department of 

Health and Human Services, Grants.gov is an E-

Government initiative operating under the governance of 

the Office of Management and Budget (OMB). The 

program created a new e-application package for Federal 

grants.



Grants.gov Requirements
• Windows 98, ME, NT 4.0, 2000, XP

• 500 Mhz Processor

• 128 MB of RAM

• 40 MB Disk Space

• Internet Explorer 5.01 or higher, Netscape Communicator 4.5 – 4.8, 

Netscape 6.1, 6.2 or 7

• PureEdge viewer downloaded (free) from Grants.gov site at 

http://www.grants.gov/DownloadViewer 

• PDF generation software:  Grants.gov lists some available tools and 

software http://www.grants.gov/assets/PDFConversion.pdf



History Lesson #2
The Error Years

To ensure error-free documents, the Applicant would either:

• Print to “PDF” instead of to a printer

• Or many times, scan the document into PDF format to upload

Network problems at the Applicant’s site

• Multi-tasking would cause conflicts so submissions must be 

carefully sequenced

Pure Edge Viewer - Unstable 



• Application Package and/or File Attachment could be corrupted by a 

“virus”:

 This could happen from the computer of anyone that works on the 

Application or its components

• Network problems at Grants.gov site

 Busy network traffic lead would lead to substantial delays and may 

cause an application to be late and/or rejected by the Sponsor

• Intermittent network interruptions during transmission

• Extreme need for version control of Application & PDF Attachments

• Saving over PDF files would lead to “corrupted” files



• Filename too long – limit is 50 characters

• Special characters or spaces in the attachment

Filenames would create errors. Limited to only using standard character names:

• A through Z

• 0 through 9

• Hyphen (-)

• Underscore (_)

Constant need for Grants.gov HelpDesk, “usually” issue(s) not being resolved 

until minutes before  submission deadline.

• Grants.gov webpage dedicated to errors and error types:

https://www.grants.gov/web/grants/s2s/grantor/troubleshooting.html

• Undecipherable errors and long delays in notification of errors

https://www.grants.gov/web/grants/s2s/grantor/troubleshooting.html


The End?

• On Dec. 31, 2017, Grants.gov will officially retire the legacy 

PDF package as a method to apply for a federal grant. 

https://blog.grants.gov/2017/03/29/its-going-away-the-legacy-pdf-application-package-will-be-retired/




What is Workspace?

• There is now a fast, easy, and secure alternative to apply for 

federal grants called Workspace.

• Grants.gov Workspace is an online environment optimized 

for applicants who are collaborating on an application.

• Forms can either be completed online within a web browser 

or downloaded individually and uploaded to Workspace.

• Applicants who have already made the switch say 

Workspace is saving them time and making the application 

process easier.



Major Changes with Workspace
• Individual Grants.gov account is required in order to have access

• Cloud-base - collaboration is now easier 

 Both PI and the RA can work on the same package (but not the same 

form) at the same time 

• Access to each Workspace application is restricted to Workspace 

Participants 

 Add a colleague as a Participant if you will be out of the office

• New features: 

 Ability to check errors on each form as you work through them

 Multiple ways to complete application forms 

 Form can be lock/unlock

 System contains an Activity log 



How to Register for a Grants.gov
Account

1. Go to https://www.grants.gov/web/grants/register.html

2. Register yourself as an Organization Applicant using UC 

Berkeley’s DUNS number 124726725

https://www.grants.gov/web/grants/register.html


Types of Grants.gov Users/Roles



Access Levels within a Workspace

• Level of participation within a Workspace is determined by 

your Grants.gov User role

• There are three levels of participation within a Workspace:



Workspace Participant
• Anyone with a Grants.gov account, regardless of account 

role, can become a participant if he/she has been added to 

the Workspace by the Workspace Owner

• Workspace Participant can be the PI, CSS RA and SPO CGO

• As a Workspace Participant, you can:

 Add and edit data or forms within the Workspace 

 Lock/unlock forms

 Check Application



Workspace Owner
• Only Grants.gov account holder with the Manage Workspace 

Role and Authorized Organization Representative (AOR) role 
can become a Workspace Owner

• Workspace owner can be departmental/CSS RA and SPO 
CGO

• As a Workspace Owner, you can:

 Add and edit data or forms within the Workspace 

 Lock/unlock forms

 Check Application

 Override locks

 Complete & notify AOR

 Reopen/delete workspace

 Add participants

 Reassign ownership



Participant with AOR Role
• Only Grants.gov account holder with the Authorized 

Organization Representative (AOR) role can become a 
Participant with AOR role

• Participant with AOR role is limited to SPO CGO only

• Participant with AOR role can:
 Submit Application 

 Become a Workspace Owner

 Add and edit data or forms within the Workspace 

 Lock/unlock forms

 Check Application

 Override locks

 Reopen workspace



Access Workspace – Step 1

• Go to www.Grants.gov and log in by clicking the “LOGIN” 

button in the right hand corner



Access Workspace – Step 2

• Click Manage Workspaces 



Using Workspace 
• To create a new Workspace, search using the Funding Opportunity 

Number

• To search for an existing Workspace application, search using the 

Workspace ID. This ID is automatically generated after you started a 

Workspace application



Using Workspace (Cont’d)
• Search for an existing application and click “Manage 

Workspace” to access the application



Workspace Feature #1: 
Locking a proposal

• All Workspace Participants can lock and unlock individual 

forms (note: only Workspace Owner and Participant with AOR role 

can override a lock)

• System indicates the individual who locked the form

• Advantage: Better version control



Workspace Feature #2: 
3 ways to complete forms

1) Webform – Filling out each application form in a browser. With the 

Webform, you can:

 Easily navigate between sections 

 Changes made are saved every 5 minutes

 Option to “check for errors” for each form

2) Download – Download and save PDF version of application form and 

complete it on your computer. Then upload the completed form in 

Workspace 

3) Reuse – Search and select previously

completed form to reuse for a new 

Workspace application



Workspace Feature #3:
Form status

• Form status for each application form is clearly indicated and 

there are three status:

 In Progress

 Passed

 Passed [Locked]

• Date/time of the latest change to the form is shown



Workspace Feature #4:
Knowing who did what?
• Under the Activity tab, you have access to an activity log of 

the application, which provides information on who edited 

which forms and when, who got added as participant, etc…



What stays the same?
• SPO will continue to conduct the same review as we currently do 

with grants.gov proposal package 

• All standard proposal deadline and policies remain unchanged

• Troubleshooting will be handled the same way as we currently do

• Workspace will generate Grants.gov Tracking Number 

automatically after proposal submission

• The same validation emails will be sent out by the Workspace 

system



What SPO Needs for Submission

• Proposal in Phoebe Requirement:

 All standard proposal internal docs (e.g. COI forms, 

Solicitation/RFP, etc…)

 Workspace ID number

 Similar to ASSIST and Fastlane proposals, proposal package 

upload in Phoebe is optional

Internal



What SPO Needs for Submission

• Full and complete proposal in Workspace

• RA must assign their CGO as the AOR in Workspace

Workspace



Post Submission Proposal Access

• CSS RA and PI can access the submitted application in two 

places:

 Workspace

 Phoebe Search (Note: there may be a slight delay for the 

proposal to show up in Phoebe Search because it requires 

SPO/RMT to manually download the application and to upload 

in Phoebe Search) 



You have the power!



Adding your CGO



What Happens Next?

• September 15 !

 First day SPO will accept proposals in Workspace 

 SPO will start assigning roles to all RAs/Financial Analysts who 

have requested a role in the system

 More questions? – Ask your assigned CGO



On the Federal End

• Grants.gov PDF format dies – December 31, 2017

• Workspace only – January 1, 2018



Workspace Walkthrough 





































Resources

• https://www.grants.gov/web/grants/applicants/workspace-

overview.html

• https://www.youtube.com/user/GrantsGovUS

https://www.grants.gov/web/grants/applicants/workspace-overview.html
https://www.youtube.com/user/GrantsGovUS


Questions?


