2008 Grants.gov Submission Process (Operators Guide)


This document is to describe the operator’s tasks to create a proposal in PRISM after Grants.gov applications reside on the TIP internal production server.  Each step describes all the pieces that need to be in place for the process to work.  Please note that some of the steps (either one-time set up or not) do not require the operator to intervene.  The information is for your reference to understand what happens behind the scene.
1. ONE TIME SET UP (set up done by Programmer) - Grants.gov applications
 will be stored programmatically in a file folder structure in a TIP server (Please see information below for the server information).  The file folder at the top level will be called GRANTS.GOV.  This file folder structure includes the following sub-folders:
	Sub Folder Name
	Description

	inStagingFiles
	All the incoming Grants.gov zip files coming from the Proxy server.

	inFiles
	All the incoming Grants.gov zip files waiting to be unzipped.  (Reference Step 5 for more details)

	outFiles
	All the incoming Grants.gov zip (in unzip format) waiting to be parsed (Reference Step 6 for more details)

	inDuplicateFiles
	All the incoming Grants.gov zip file that have the same file name (Reference Step 5 for more details)

	processedFiles
	All the incoming Grants.gov zip files that were once in the “inStagingFiles” folder (Reference Step 5 for more details)


In the development environment, this folder structure is stored in the \\apollo2\inetpub\wwwroot\tip\GRANTS.GOV. (apollo\e$).  You need to map a local drive on your machine.
In the production environment, this folder structure is stored in “theOracle” server.  The exact location is TBD.  You need to map a local drive on your machine.
2. ONE TIME SET UP (set up done by Programmer) - Programmer needs to set the folder structure in ColdFusion configuration file for PRISM (config\envConfig.cfm)

Set application.ApplicationRepository variable to \\apollo2\inetpub\wwwroot\tip\GRANTS.GOV in the development environment.

Set application.ApplicationRepository variable to TBD LOCATION in the production environment.

3. ONE TIME SET UP (set up done by Programmer) – The Grants.gov submission process uses a Java zip utility class to unzip the Grants application.  The zipUltility.class needs to be available for ColdFusion to use.
In the development environment, zipUtility.class is located in apollo2(C drive) \JRun4\servers\cfusion\cfusion-ear\cfusion-war\WEB-INF\classes.
In the production environment, zipUtility.class is located in neo(C drive) \JRun4\servers\cfusion\cfusion-ear\cfusion-war\WEB-INF\classes and also in Morpheus(C drive) the same path.

4. ONE TIME SET UP (set up done by Programmer) – Programmer sets up a ColdFusion scheduled job (ScheduledJobs\Grants.gov\processInSubmission.cfm).  The scheduled job will be run automatically on a regular time interval during the competition.  The time interval to run is TBD (suggest to sync with how often Grants.gov application move from proxy server to theOracle server).  Figure 1.1 is the diagram in the Coldfusion Administrator.
In Production, the setup address: http://neo:8304/cfide/administrator/index.cfm.
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Figure 1.1 Scheduled Job Set Up in ColdFusion Administrator

5. SCHEDULED JOB RUN (No Operator intervention) - On each Coldfusion scheduled run (time interval: TBD), the scheduled job will accomplish the following programmatically:

For each Grants.gov zip file in the “inStagingFiles” directory, the ColdFusion program will check if there is a file with the same Grants number in the “inFiles” directory or if there is a database record in ELCTRN_SUBMN table with an ENVLP_ID equal to grants number.  If either condition is true, that means the current Grants.gov application has already been processed.  Move the zip file to “inDuplicatesFolder”.  If both conditions are not true, then move the zip file to “inFiles” folder.
Also the program will copy the all Grants.gov zip file from “inStagingFiles” to “processedFiles” directory.  At the end of each scheduled run of the Batch process, there should be no files in the “inStagingFiles” directory.
There will also be a log file (filename convention: processInSubmission_mmddyyyy.txt)
 to log all the activities happened to each Grants.gov application.  The log file will reside on the GRANTS.GOV file folder.
The content of a sample log file will look like this:
“Process In Submission is run with 1 incoming Grants.gov Submission

GRANT00080045.zip zip file is moved to inDuplicates Folder because one already exists in the database”
IMPORTANT NOTE: If for whatever unanticipated reason that any upstream process(es) (e.g. moving Grants.gov application from Grants.gov to NIST, etc) fails, there may be a possibility that when Grants.gov applications arrives at “inStagingFiles directory with this format:

DOC-NIST20080716160258.zip – this means that the zip file will have 1 or more individual Grants.gov application(s).  In this case, the operator needs to unzip (use winzip package) this zip file and extract the individual applications MANUALLY.
For example, if “inStagingFiles” folder has DOC-NIST20080716160258.zip, this zip contains GRANT1000.zip and GRANT1001.zip.  After you unzip the DOC-NIST20080716160258.zip, the “inStagingFiles” folder should only have GRANT1000.zip and GRANT1001.zip.  Manually, please also move DOC-NIST20080716160258.zip to the “ProcessedFiles” folder.
6. OPERATOR Task– Log on PRISM, click Selection Management ->Submissions ->Grants.gov->Create Grants.gov Submission 
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Figure 1.2 List Of Grants.Gov Submission
“List Of Grants.gov Submission” page (Figure 1.2) lists all the Grants.gov electronic submissions currently residing on the “inFiles” directory.  At this point, no Grants.gov submission is stored in the database.  The zip files are listed in submission date on ascending order.  For each row there is a “Review Contents” button with functionality to display all files that are contained in the Grants.gov ZIP file.  Clicking “Review Contents” link will take the user to the “List of Files” page (Figure 1.3).  It displays the contents of all the files in one submission zip file.
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Figure 1.3 List of Files in a Grants.gov zip file

At the bottom of the list of files (Figure 1.3), there is a “Create Submission” button, and a “Non-Parseable Submission” button.  
Click the “Non-Parseable Submission” button, if the list of files does not contain the manifest or the GrantApplication.xml
 file.
 OR
Click the “Create Submission” button, if all the files seem to be in place.  
The Coldfusion program will perform the following after you press either button:
File Actions:

a) A folder with the name of the grants number will be created in the “outfiles” directory and the zip file will be removed from the “infiles” directory.
b) Contents of the Grants.gov zip file will be unzipped
 and moved to the “outfiles” directory, “grantsNumber” subdirectory.

If parsing the grantApplication.xml fails, it will be handled the same way as if the submission is rejected (submn_sts_cd: R) for parsing in terms of what will be saved in the database.

After these program actions complete, the PRISM application will return the user back to the “List of Grants.gov Submission” page (Figure 1.2).  The list will not contain an entry of the Grants.gov file you just processed.  
SUGGESTION: Operator can stay on “List of Grants.gov Submission” page to create submissions for next application before proceeding to Step 7 (Create Grants.gov proposal).
7. OPERATOR – Log on PRISM if you are not, click “Selection Management” on the Menu – “Grants.gov” Sub Menu  and Click on the link “Create Grants.gov Proposal” 
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Figure 1.4 Create Grants.Gov Proposal
By default, when the operator enters the “Create Grants.gov Proposal” page (Figure 1.4), it will list all the Grants.gov electronic submissions waiting to be parsed with submission status such as “W” (waiting to be processed).

The screen will show the list of all submissions with the specified status.  For each row there will be a “Review Submission” link.  
In order to create a proposal, the first step is to click the “Review Submission” button, the next screen (Figure 1.5) shows all the files in the Grants.gov submission zip file. 
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Figure 1.5 List of files in a submission
Important Note: Currently, this part of the process is operator critical as this is a manual step to open the 1022 Form using Adobe Acrobat and export the pdf file to xml format for parsing.  
OPERATOR: Steps you need to do on Figure 1.5 screen:

a) Open Adobe Acrobat Professional application version 8.1.2 on your desktop.  (ONE TIME operation) 

b) Open Windows Explorer to “outFiles” directory.  Perform a search to find the current Grants.gov folder (Submission ID on Figure 1.5 is the name of the Grants.gov folder).
c) Double click the current Grants.gov folder and examine the files.

d) LOCATE the submitted the 1022 form file (since user can name the 1022 form filename to anything, it may take sometime to find the correct file.  In some cases, you may need to open the pdf file to check if this is an integrated
 or standalone
 1022 file(s))
e) If user submits standalone 1022 files, skip step f and g.  Go to step h.
f) If user submits an Integrated 1022 file, open the 1022 pdf file you located on step d (depend on the file size, Adobe Professional may take sometime to open the file).  In Adobe Professional, perform an export of the pdf file to xml format.  
Click Forms->Manage Form Data->Export Data. 
g) Adobe Professional will open a file save dialog with the name suggested to be saved shown.  Accept the file name and make sure the file name is saved as file type xml.

IMPORTANT NOTES TO OPERATOR:

1) Make sure to accept the Adobe suggested file name to be saved as xml.  (For example, if the 1022 file is called abcd.pdf, the system default xml file name to be saved will be abcd_data.xml).  If by mistake, you delete this name, you need to make sure to type as exactly like that.  This is crucial for the Coldfusion program to identify this is the 1022 file for Print Watch to operate correctly.
2) Make sure the xml file to be saved STAY in the same directory identified in step c.  (The same directory where the 1022 pdf file is).

3) I would suggest performing a CTRL-C (copy) the xml filename string.

h) On Figure 1.5 screen in PRISM.  If user submits standalone 1022 files, uncheck the “Integrated File” and leave the “Please enter the Form 1022 XML Filename” empty.  Go to Step j.   If user submits an integrated 1022 file, leave the “Integrated File” checked, paste the xml string (step g,3) to  the “Please enter the Form 1022 XML Filename” text box.
i) If it is an integrated file, then click the “Validate File Name” button will display an appropriate system message.  The system will check the following:
1) The file name entered is the same as the 1022 form name.

2) The file name resides in the correct outFiles grants.gov folder.
j) Click the “Create Proposal” button.  If the parsing is successful, the PRISM will return a simple page to let you know the proposal number just created.  Otherwise, an error message will explain what is wrong.  A button is there for you to go back to Manage Grants.Gov Submission (Figure 1.4) to create the new proposal.
Clicking the “Create Proposal” button will call the program to parse the data from the grantApplication.xml (see Appendix 1 for the hierarchical structure) and the xml file for the 1022 Form generated from the above steps into the PRPSL, PRPSL_PTCPNT, PTCPNT_CNTCT, ORG_ENTY, AND ATP_CNTCT_MAIN database tables.

The “View Submission Log” button on Figure 1.4 is a log of all the transactions on a Grants.gov zip file.  Figure 1.6 is a sample of the screen.
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Figure 1.6 Submission Log
What happens when things REALLY go wrong:
There have been cases that ColdFusion 
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� Grants.gov application will use the file name convention GRANTxxxxxxxx..zip where xxxxxxxx is a unique number assigned by Grants.gov.  The Grants.gov application is available in zip file format.


� For example, processInSubmission_05082008_101033.txt means the log file was created on May 8 2008 10:10:33.


� grantapplication.xml file is the xml file provided by Grants.gov.  The file has the data for all the SF424 (R&R) and SF424 Other Project Info. in xml format.


� zipUtility.class java class is used to perform the unzip operation.  Make sure 


� An Integrated 1022 file is an encrypted pdf file that contains the whole contents of all the 1022 information that proposers need to provide.  An integrated 1022 file can be parsed.


� Standalone 1022 file(s) are non-encrypted pdf files that each section of 1022 forms are separated.  Standalone 1022 files cannot be parsed.


� Adobe will save the pdf file in xml format by attaching _data to the end of the file.  For example, abcd.pdf will be saved as abcd_data.xml


� The file name is CONSIDERED to be the same as the following example: abc.pdf is the same as abc_data.xml because Adobe add “_data” to the end of the file and change the file type to “xml”.
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