
Non‐VCUeRA Electronic Submissions to OSP ‐ Using FileDrop 
 
Summary: 
Use VCU’s Filedrop service (https://filedrop.vcu.edu/) to send proposal related files to OSP for review and 
submission.  This procedure applies to most non‐VCUeRA electronic submissions and replaces the need to use the 
Secure Shell FTP (SSH‐FTP) service previously used by OSP. 
 
Purpose and description:  
 The instructions and process described in this document replaces the need for using the “Uploading Data Using 
Secure Shell FTP (SSH‐FTP)” procedure when transmitting files to OSP for electronic submission to sponsors.  This 
process is used for transmitting required information, i.e., IAF, COI, Internal Budgets, Proposal Packages, etc.,  to 
OSP for non‐VCUeRA electronic submissions to predominantly non‐NIH sponsors (note: for NIH electronic 
submissions continue to use the VCUeRA system). 
 
Procedure: 
When submitting required documents and files to OSP for processing: 
 

 
1. Visit the VCU filedrop portal at https://filedrop.vcu.edu/ 
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2. Select the “Send a File” icon. 
 

  
 

 
3. Authenticate login with your eID and password 
 

 
 

 
4. Select files to send by clicking “Upload Files” 
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5. Enter dirospa@vcu.edu and any other emails to send your files 

 
 

 
 

 
6. Type a subject line, PI Name, Submission Info, and a short  message to send along with your files 
 

 
 

 
7. Check the small “check” box if you would like to be notified when files are downloaded 
 

 
 

 
8. Click “Send Your Files” to send files to dirospa@vcu.edu 

 
 

 
 

 
9. This process will then send an email notification to dirsospa@vcu.edu to download the required files. 

 
 
10.  You can monitor file progress by clicking on “Manage your files” from the https://filedrop.vcu.edu/ portal. 
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‐Summary of FileDrop Send Screen 
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‐Proposal submission path affected by VCU OSP FileDrop procedure:  
http://www.research.vcu.edu/osp/SubmissionPath3.pdf 
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Non-VCUeRA Electronic Submissions to OSP - Using FileDrop

		Summary:


Use VCU’s Filedrop service (https://filedrop.vcu.edu/) to send proposal related files to OSP for review and submission.  This procedure applies to most non-VCUeRA electronic submissions and replaces the need to use the Secure Shell FTP (SSH-FTP) service previously used by OSP.



		Purpose and description: 


 The instructions and process described in this document replaces the need for using the “Uploading Data Using Secure Shell FTP (SSH-FTP)” procedure when transmitting files to OSP for electronic submission to sponsors.  This process is used for transmitting required information, i.e., IAF, COI, Internal Budgets, Proposal Packages, etc.,  to OSP for non-VCUeRA electronic submissions to predominantly non-NIH sponsors (note: for NIH electronic submissions continue to use the VCUeRA system).



		Procedure:


When submitting required documents and files to OSP for processing:






		1. Visit the VCU filedrop portal at https://filedrop.vcu.edu/
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		2. Select the “Send a File” icon.
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		3. Authenticate login with your eID and password
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		4. Select files to send by clicking “Upload Files”
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		5. Enter dirospa@vcu.edu and any other emails to send your files
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		6. Type a subject line, PI Name, Submission Info, and a short  message to send along with your files
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		7. Check the small “check” box if you would like to be notified when files are downloaded
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		8. Click “Send Your Files” to send files to dirospa@vcu.edu
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		9. This process will then send an email notification to dirsospa@vcu.edu to download the required files.






		10.  You can monitor file progress by clicking on “Manage your files” from the https://filedrop.vcu.edu/ portal.








-Summary of FileDrop Send Screen
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-Proposal submission path affected by VCU OSP FileDrop procedure: 

http://www.research.vcu.edu/osp/SubmissionPath3.pdf
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