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Grant Preparation and Approval Routing – In4Grants 
 

Getting Started with Grant Preparation on In4Grants: 

“I have been involved with In4Grants from the start and they continue to improve the product. I love the new user 

interface; it is clean and intuitive. This is what research development professionals need for effective collaboration. I like 

the ability to be able to go directly to the sources, and the customized filters—things like number of awards, closing date, 

and estimated total program funding—make it very easy to find the information we are looking for. The ease of the 

software, and the fact that it is not complicated to use, makes this a tool that faculty and researchers will be able to adapt 

to quite easily. The search and discovery of opportunities is better than anything I have seen—this is truly a game 

changer.” 

- Matthew Christian, Assistant Vice President for Program Development, Co-director, Arete Initiative, The University of 

Chicago 

In4Grants is a third-party web-based platform that allows the Office of Grants and Research Administration 
to quickly set up workspaces for project development with project manager and team.  With the ability to 
share documents directly from the project’s workspace, introduce collaborators from within and outside of 
the institution, provide supporting documents, and route forms for authorizations, we find that OGRA is 
able to move swiftly with grant preparation without the loss of information, material and people. 
 

The following procedure is for proposals where CSU is the Prime Institution and 
where CSU is the Subcontractor to another institution. 
Getting Set up in In4Grants: 
 
(1) The process begins with OGRA sending a request to review a grant opportunity from In4Grants.  This request 

can be generated in one of two ways:  (A) OGRA’s search reveals a grant opportunity that might be of interest 
to you and sent you a request to review the grant opportunity; or (B) You sent OGRA an email about a grant 
opportunity and asked OGRA to search for the information in In4Grant after which OGRA sends you a request 
to review the grant opportunity.  In either case, you will receive the following email: 

 

In4Grants - Grant Opportunity Review Request from ahopgood@csu.edu 
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(2) To launch you into In4Grants workspace, open up the email and click on:  Like Dislike; 
which will take you to the following site on In4Grants: 

 

 
 
 

If you click on Comment;  this will take you to the following site on In4Grants where you can click 

on :  Like Dislike and you can add a comment. 
 
 

 
 
(3) Once you click on ‘Like’, OGRA will see that you have reviewed the opportunity and that you are 

interested in submitting a proposal.  At this point, OGRA will then ‘Create Project’ for you.  Once this 
is done you will get  an email stating: 

 
 “I created this opportunity project and would like you to be the project leader if possible. Thank 

you, yharri20@csu.edu”  This message may also be from ahopgood@csu.edu. 
 

http://www.in4grants.com/ir1/ui/userActivationProc.htm?iid=kjhtFMJb6Il4taE&a=opp_li
http://www.in4grants.com/ir1/ui/userActivationProc.htm?iid=kjhtFMJb6Il4taE&a=opp_li
http://www.in4grants.com/ir1/ui/userActivationProc.htm?iid=kjhtFMJb6Il4taE&a=opp_co
http://www.in4grants.com/ir1/ui/userActivationProc.htm?iid=kjhtFMJb6Il4taE&a=opp_li
http://www.in4grants.com/ir1/ui/userActivationProc.htm?iid=kjhtFMJb6Il4taE&a=opp_li
mailto:yharri20@csu.edu
mailto:ahopgood@csu.edu
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(4) Once you accept the invitation to be project leader your workspace is created.  In this workspace 

you can begin building your grant team by ‘inviting a team’ member or ‘adding Team Members.’ 
 
 

 
 
(5) In the left panel; in the ‘Document Library’ folder, OGRA will upload the Intent to Submit a Proposal 

and OGRA’s Detailed Budget forms.  You have four day to complete the forms, otherwise our office 
will terminate the process.  You can access the form by double clicking on the title link.  This 
downloads and opens the form for you to complete.  Save the form under a different file title such 
as “ISP-Harris”.  This allows us to discriminate between the original blank form and the one you 
completed. 

 
(6) Upload the completed form with the different file title.  Also, upload the following: 
 A. Project Description 

B. OGRA’s detailed budget (ROUGH) 
 C. Budget Justification (ROUGH) 
 D. Draft of Support Letter 
 E. Written approval for Release Time, Additional Space and/or Matching Funds 
 F. Rough Draft of a Memorandum of Understanding (if applicable) 
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Request for release time, overrides, matching  funds, and additional space must be submitted to OGRA as a 
Memorandum. 
 
(7) Make sure that you complete the form correctly.  Also, make sure all of the support documents are 

loaded and you have a complete proposal packet.  NOTE:  Failure to follow instructions will only 
delay the processing of the authorizations. 

 
(8) Once you have submitted a complete proposal packet, the Pre-Grants and Contract Administrator 

(PreGCA) will review.  Once approved, a request for authorization will be sent to the Chair of the 
Department and the Dean of the College who has two days to approve or reject the documents.  
Once the Chair and Dean have approved the proposal packet, the PreGCA will forward the request 
for authorization to the AVP of Sponsored Programs.  Once the AVP approves the proposal packet, 
she forward on to the Provost for authorization. 

 
(9) Once the Intent to Submit a Proposal (ISP) is fully authorized, the PreGCA will upload the Proposal 

Approval Form (PAF) and the routing for authorization will be repeated. 
 

Uploading to In4Grants: 
 
You can access the Document Library from the left side panel: 
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(10) Click on ‘Document Library’ and the following page will load with an ‘Upload Documents’ link and 

listing of documents that are stored in the library.   
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Clicking on “Upload Documents” opens the window below where you can upload your documents. 
 

 
 
IT IS IMPORTANT THAT YOU READ THE INSTRUCTIONS CAREFULLY.  ALL INCOMPLETE AND/OR INCORRECT 
FORMS WILL BE REJECTED AND THIS DELAY MAY LEAD TO THE PROPOSAL NOT BEING SUBMITTED FOR 
CONSIDERATION. 
 
START EARLY!!!!  IF YOU HAVE ANY QUESTIONS, PLEASE CONTACT OGRA 773-995-3598. 
  


