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Grants Forms 
 

1. Create a folder on your computer to store the standard Grants forms (i.e. C:\FORMS). 
 
2. Download the PDF files for the forms you wish to create from the sponsor web sites. 

Place them in the folder you created in step 1. Links to websites for common forms are 
listed below. 

 
http://grants.nih.gov/grants/funding/2590/2590_forms.pdf 
http://grants.nih.gov/grants/funding/phs398/398_forms.pdf 
http://grants.nih.gov/grants/funding/phs398/biosketch.pdf 
http://grants.nih.gov/grants/funding/phs398/continuation.pdf 
http://grants.nih.gov/grants/funding/phs398/fp4.pdf 
http://grants.nih.gov/grants/funding/2590/enrollmentreport.pdf 
http://www.whitehouse.gov/omb/grants/sf269a.pdf 
http://www.whitehouse.gov/omb/grants/sf272.pdf 
http://www.whitehouse.gov/omb/grants/sf272a.pdf 

 
3. Run the Grants Forms extract programs by navigating to the following pages in 

PeopleSoft. 
 

• Grants > Reports > SF_269 
 

 
 
 
 
 
 
 
 
 
 
 
 

Enter your User ID in the Machine ID field.
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• Grants > Reports > SF_272 
 

Example Run Control Page when run by Award Number 
 

 
Example Run Control Page when run by Letter of Credit ID 
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4. Navigate to the Process Monitor by clicking on the hyperlink next to the Run button on 
the Run Control page. Click Refresh until the process has run to Success. Once the 
extract program has been run successfully, click on the hyperlink for the extract process 
and it will take you to the following page. 

 

 
 
 
5. Click on the first process that has an ‘EDI’ description, to go to the Process Detail page. 
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6. Click on the View Log/Trace hyperlink to get the output file. 
 

 
 

7. The file with the Award Number is the Sponsor Form extract file. 
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8. Right-click on the ‘xfdf’ file and select ‘Save Target As…’ from the drop-down list. 
 

 
 
9. Save the file in the folder you created in step 1 that has the original Sponsor Forms.  
 
10. Once the file has been saved, open it by double-clicking on it. You will be presented with 

the following dialog box. Click ‘Yes’ and navigate to the folder you created in step 1. 
Double-click on the appropriate Sponsor Form PDF file (i.e. sf269a.pdf). The sponsor 
form is then displayed with the extracted data from PeopleSoft. 

 

 
 

11. Examples of the SF269A and SF272/272A Sponsor Forms are shown on the following 
pages. Note that you can edit the values in any of the fields by clicking on detail values. 
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SF269A 
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SF272 
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SF272A 
 

 


