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CONTACT US

Document Comments:
We value your feedback on this document.

How are we doing? The Communications & Documentation Team of the electronic Research
Administration (eRA) is dedicated to serving our community and welcomes your feedback to assist
us in improving our user guides. Please send comments about the user guide to this

address: eRA Communications@mail.nih.gov.

Troubleshooting support:

Please contact the eRA Help Desk:
Toll-free: 1-866-504-9552
Phone: 301-402-7469
TTY:301-451-5939

Web:http://grants.nih.gov/support (Preferred method of contact)

Email:commons@od.nih.gov (for Commons Support)

Email:helpdesk@od.nih.gov (for IMPAC II Support)

Hours: Mon-Fri, 7:00 a.m. to 8:00 p.m. Eastern Time

DISCLAIMER STATEMENT

No data shown in illustrations represents any real account, project, or individual. Any resemblance
to actual accounts, projects, or individuals is purely coincidental.
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1 Introduction

Internet Assisted Review (IAR) is an Electronic Research Administration (€RA) module used in
tandem with the Peer Review module to help expedite the scientific review of grant applications by
providing a standard process for reviewers to submit their critiques, preliminary scores, and final
scores and to view grant applications and related meeting materials via the eRA Commons. IAR
also has the ability to enable Reviewers to view the critiques of others before the actual meeting
(unless conflicts of interest exist). As a result, review meetings can contain more informed
discussions.

1.1 Scope

The purpose of this document is to assist the Reviewer in navigating the IAR system and
completing the tasks related to a review meeting. This document discusses how to utilize AR
during the grant review process.

Additional online material is available as a supplement to this user guide. eRA’s Training site has
materials posted specific to Reviewers using IAR. This information is located online at
http://era.nih.gov/era training/iar.cfm.

If a more thorough look at the role and responsibilities of a Reviewer is needed, the Center for
Scientific Review (CSR) has a vast array of information and training materials for Reviewers. This
useful information is located online at

http://public.csr.nih.gov/ReviewerR esources/Pages/default.aspx.

The majority of information contained in this user guide also is available as online help. Access the
IAR online help at http://era.nih.gov/erahelp/IAR Rev or by selecting any of the '?" icons found
within the TAR system itself.

NOTE: The help icons on the IAR screens will not be available until July 2013. Until that time,
please access the help system using the link above.

1.2 IAR and eRA Commons

IAR is accessed through the eRA Commons, a web-based system that grant applicants and
institutions use to participate in the electronic grant administration process. Scientific Review
Officers (SRO) use IAR to electronically invite Reviewers to participate in review meetings. This
process is called enabling. Once enabled for a meeting, a Reviewer receives an email invitation
either providing instructions for establishing an eRA Commons account or, if that Reviewer
already has an account, instructions for accessing eRA Commons and IAR with the existing
account.

Reviewers use eRA Commons not only to access IAR but also to update their own personal profile
information and check on Grant application status as a PI. In order to access AR, Reviewers must
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have an eRA Commons account, be listed on the official Meeting Roster, and have a personal
profile with an MLG email address (taken from the Reviewer Information section of the eRA
Commons Personal Profile). Refer to the section of this document titled Setting Up and
Maintaining the eRA Commons Personal Profile on Page 2 for more information.

This document covers the steps taken by a Reviewer in the IAR module. If additional information
specific to eERA Commons is needed, refer to the eR4A Commons User Guide located online at
http://era.nih.gov/commons/user guide.cfm.

1.2.1 Creating an Account to Access IAR

In order to access IAR, Reviewers must have an eRA Commons account. Reviewers who do not
have an eRA Commons account are invited — through a series of emails — to create one when an
SRO adds that Reviewer to a meeting. The first email informs the Reviewer that he has been
invited to the specified meeting. This first email includes a link for accessing eRA Commons to
begin creating the new account.

At the completion of this step in the process, the Reviewer receives a second email confirming the
Reviewer’s completion of the account creation. NIH Data Quality department evaluates the
account request, and when the request is approved, a third and fourth email are sent to the
Reviewer.

The third email notifies the Reviewer that his account is active. This email includes the Reviewer’s
new eRA Commons User ID. For security, the password to this user ID is not included within this
email.

A temporary password is assigned to the Reviewer’s new account and is emailed to the Reviewer
in the fourth email. Reviewers must use this temporary password to log into eRA Commons for the
first time. After logging in, the Reviewer is prompted to change the password to one of his
choosing. For more information and steps for completing the process, refer to section 2.4.1 First-
Time Login of the eRA Commons User Guide (http://era.nih.gov/docs/COM UGV 2630.pdf).

After the account is successfully established, the Reviewer should see the Internet Assisted
Review tab in eRA Commons upon login.

1.2.2 Setting Up and Maintaining the eRA Commons Personal Profile

Accurate Reviewer information is essential for successfully using IAR for the review process. A
Reviewer must maintain personal information to ensure that it is accurate. The Personal Profile in
eRA Commons is the central repository of information for each of the eRA Commons registered
users, which includes all Reviewers. It is designed so that individual users hold and maintain
ownership over the accuracy of their own profile information. This information is then used in
other areas such as IAR and Peer Review. Some examples of the type of data included in the
Personal Profile are email address, phone number, employment history, degrees, and addresses.
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Maintaining a current eRA Commons Personal Profile is imperative for successfully participating
in peer review meetings.

IMPORTANT: If your Personal Profile is missing any required information in any section, you
cannot perform a successful save. Please pay attention to any warning messages that appear on
the top of the Personal Profile screen. Even if the missing information is for a section you were
not completing, NONE of your information will save until all required fields in all sections are
completed.

To access the Personal Profile:

Log into eRA Commons (https://commons.era.nih.gov/commons) and select the Personal Profile
tab from the menu structure.

L5, Department of Health & Human Services
i

Electronic Research Adminisirarion
( eRA Commons )

Lpomsared by Natlomal Fescitures of Health

LTI  Admin( Personal Profile ) Internet Assisted Review  @RA Parners

Figure 1: eRA Commons Personal Profile Tab

Review the information within each section of the profile. Take care to update the information in
the Name and ID and Reviewer Information sections. Entering and maintaining valid, current
information is essential for successfully using IAR and eRA Commons. The information provided
within each section has different purposes, so it is important to enter the correct personal
information within the proper section.
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returned the next business day
returned the next business day

Figure 2: eRA Commons Personal Profile Summary page

Refer to the Commons Personal Profile online help for more information on and for help
completing the different sections of the Personal Profile.

Name and ID

The information used to identify yourself should you forget your password or if you are seeking a
new user role (e.g., PI) is located under the Name and ID section.

Steps for completing this section of the profile are found in the Name and ID help topic in the
Personal Profile online help.

Reviewers Information

A valid email address entered in the Reviewer Information section of the Personal Profile is

critical for the SRO to electronically invite you as a Reviewer to the meeting. Additionally, the
email address entered here is used by the SRO and the IAR system to send emails related to the
review meeting. This email address is often referred to as the MLG address. Y ou can enter this
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email address in the Email field under the Reviewer Communications area of this section of the
profile.

This section also holds your home address and provides access to the Secure Payee Registration
System (SPRS) in which you can enter your banking information to receive honoraria for your
service on review meetings.

Detailed steps for completing this section of the profile are found in the Reviewer Information help
topic in the Personal Profile online help.

Tip: The Email Address ficld of the Personal Profile Name and ID section includes a checkbox
titled Replace other email addresses? By selecting this checkbox, you can replace the Reviewer
Communications email address in your profile with the email address in the Name and ID section.
This is a useful shortcut if you use the same email address for multiple purposes.

1.2.2.1 How Do I Register For Payments?

Y ou must register your bank account and other payment information in the Secure Payee
Registration System (SPRS) -plus provide Home Address information in your Commons
Personal Profile - in order to be paid for service.

The Reviewer Information section of the Commons Personal Profile includes a link to the SPRS,
however, this link is only accessible when you are in Edit Mode. Follow these steps to find the link
and access SPRS:

1. Open your Personal Profile in Commons.

2. Select the Edit button on the Reviewer Information tile. This button is located on the right
side of the tile. Selecting the Edit button will open the Reviewer Information tile in Edit
Mode. Y ou must select the Edit button in order to see the link to SPRS!

REVIEWER INFORMATION @ O

£ &

Figure 3: Select the Edit Button to View All Fields of the Reviewer Information

3. With your Reviewer Information open for editing, scroll down to the Reviewer Payments
section - it's below the Home Address section. Y ou should see a link to the SRPS system.
The link is titled Go to the Secure Payment Registration System.
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Home Address

You must provide a home address to be paid for your work as a reviewer. This address should be the same as the one you use for
filling your Federal income tax. Once you have entered your address, you will be able to register in the Secure Payment
Regstration System (SPRS)

"Stre# Address £2 Memary Lane

“City Thistown

*Country UNITED STATES 3
*State/Province VIRGIMLA, 3
"Zip Code 12345

“Phane T03-555-56T8

*Email Jane@myemail com

Reviewer Payments

Ripgwar paymants ane made through the Secure Payment Registraton Systern (SPRS). You must s¢f up your bank account and
othier paymient information there

Gﬂ' 1] pLL s ﬂi'-;;un,* .bi,l'..'ﬁ'i'rll RI-"' ;I"=|!"I!I5 n i:l"tl Fm

Eligibility for Continuous Submission

Figure 4: Click the Link to Access the Secure Payment Registration System

4. Click the link! The Secure Payment Registration System will open. Fill out and submit the
information as requested.

1.2.3 Accessing IAR

To access IAR, log into eRA Commons (https://commons.era.nih.gov/commons) and select the
Internet Assisted Review tab from the menu structure.

) wiwiw.hhs.gov

U.5. Department of Health & Human Services

(@=ES Commons )

Sponsered by Narlonal Institures of Health

Wielcome: Emma Reader

{éﬁ% o\:ﬂ D: EMMAREADER

‘(k 4 nstiution: College of Liersture

P Roles: LAR
Logout | Contadt Us | Help

T Admin Personal Profile (Internet Assisted Review )eRA Partners

/ Welcome to the Commons

To connect to the OFFICIAL PRODUCTION version of the NIH Commons, use this URL: hiips//commons. era nih govicommons).

Welcome "
— ) System Information Message Register Grantee Organization

Emma Reader Alerts:
ID: EMMAREADER About the Commons
:'5"“"“0&: College of Literture + eRA Commons Maintenance Downtime; o

— o Requlardy scheduled maintenance: This upcoming weekend, the system will be . F—'ﬂl‘ﬁg—"l—‘iﬂiﬂ?ﬂi

unavailable from 10 p.m. Saturday, January 7 until 5 a.m. Sunday, January * LalestRelegse Noles

eRA Commens Help Desk g

h The systerm will ba ‘Additional Links

o Ciit ’ . . R
unavailable from 10 p.m. Saturday, January 14 until 5 a.m. Sunday, January
15

« Hours: Mon-Fri, TAM-EBPM

ReFORT

EDTEST
Web:

Phone: 301-402-7469
» TTV: 301-451-5930

= Ifyou aré having difficulties logging in and you have previously been successful,
please close all browsers and clear browser cache and retry.

Grants gov

Public Access Policy Page

.
.

« [Edizon

o HNational instifufl Health
.

=_Loan Repavment Program
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Figure 5: Internet Assisted Review Tab in eRA Commons

1.2.4 Session Timeout Warning

A pop-up message appears on top of any maximized window five minutes before the standard 45-
minute IAR session is about to time-out. The pop-up includes a countdown of minutes left before
you will be automatically logged off IAR.

If you wish to continue working in your IAR session, select the Continue button. This will restart
the clock providing an additional 45 minutes.

You can select the Logout button if you are no longer working in IAR and would like the system
to log out out. If you do opt to logout, please remember to manually close any other pop-up
windows that might have been left open.

NOTE: eRA currently tests and supports Internet Explorer 8 and 9 and Mozilla Firefox 28+.
For those using Safari as your browser, this feature may not work as described above.

& Timeout wamning - Windows Internet Expl...."—‘—&

Warning: you will be legged offin 04: 14 due o inacthity

Do you wish 1o continue Working in your Session?
I Continug | Logout |

| IF yow ao not wish o Conlinue working, pleass manualy close
\ Al pOp-Lie WiINndows ||

Figure 6: Session Timeout Warning Pop-Up

1.2.5 Sample Emails Received by Reviewers

As a Reviewer, you will receive communications (i.e., emails) from eRA Commons containing
instructions for creating or setting up your account so that you can access your meetings. These
communications vary depending on your current status with the Commons system.

1.3 A Current Commons Account Holder

Email Invitation For IAR Sent to Reviewer with Existing Commons Account

To: <Account holder email>
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Subject - eRA Commons: IAR Reviewer Invitation for meeting <Meeting Identifiers>
<Meeting Title>

Dear Reviewer,

This is a system-generated invitation to the eRA Commons Internet Assisted Review (IAR)
website in connection with your participation on Special Emphasis Panel/Scientific Review
Group [Name of Review Meeting], scheduled for [Dates of Review Meeting].

To submit your preliminary written reviews electronically, you will need to log on to the eRA
Commons Internet Assisted Review (IAR) web site with a user name and password. Our records
indicate that you have previously established an Internet Assisted Review user account.

Your user name is [Commons user name].

Please open your Web browser and go to the eRA Commons URL [URL Listed Here]. (You can
copy and paste this address into the “Location” window of your browser, and press Enter. If the
url doesn’t work, make sure it is complete and hasn’t been broken over multiple lines. If the url
spans more than one line, make sure you are entering all of it in the location window of your
browser.) Follow the instructions on the screen to log in to eRA Commons. After successfully
logging on, click on Internet Assisted Review on the Commons main menu bar. Please follow
“Tips for Reviewers” <http://era.nih.gov/files/tips processing documents.doc> for submitting
critiques.

Note: To process your reimbursement in a timely manner, please make sure that your banking
information is complete. You can enter or update your personal banking information securely
from eRA Commons. After you access eRA Commons (as described in the paragraph above)
click on Personal Profile on the eRA Commons main menu bar. Then click Edit on the Reviewer
Information section. On the Reviewer Payments subsection you will be provided with a link "Go
to the Secure Payment Registration System" where you can verify and/or update your personal
banking information.

If you have questions or encounter problems accessing Internet Assisted Review, please contact
me or call the NIH eRA Helpdesk at 301-402-7469 or 866-504-9552.

Thank you for your time and effort.
Sincerely,

[Scientific Review Officer’s Name and Contact Information]

Email Invitation for IAR Sent to Reviewer with Existing Commons Account (Invitation to
Recruitment Phase)

Subject: eRA Commons: IAR Conflict of Interest Check

Dear Potential Reviewer:
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Thank you very much for your consideration to participate as a reviewer on Special Emphasis
Panel/Scientific Review Group [Name of Meeting].

Purpose of Email

This system-generated invitation to the eRA Commons Internet Assisted Review (IAR) web site
grants you access to the Recruitment Phase of IAR for the purpose of:

» Viewing the list of applications, participating institutions and involved personnel.

« Indicating which applications, if any, you have or think you may have a conflict of interest
(COI). The various types of COI you should consider are provided on the IAR website.

» Viewing application abstracts (if applicable)

After indicating potential COI in IAR, please contact the SRO if you have any questions or
would like to discuss particular issues in more depth.

Identifying Potential Conflicts

To indicate COI in IAR: Log on to the eRA Commons IAR web site with your user name and
password. Our records indicate that you have previously established an IAR user account.

Y our user name is [Commons User Name]
Please open your Web browser and go to the eRA Commons URL [URL Listed Here]

Follow the instructions on the screen to log in to Commons. After successfully logging on, click
on “Internet Assisted Review” on the Commons main screen to view your list of meetings. Read
and certify the “Confidentiality Statement” for the meeting listed above to gain access to the IAR
Recruitment Phase for indentifying COL.

If you have questions or encounter problems accessing Internet Assisted Review, please call or
email the NIH eRA Helpdesk at 301-402-7469 or 866-504-9552 or email commons(@od.nih.gov.

Thank you for your time and effort.
Sincerely,
[Scientific Review Officer’s Name and Contact Information]

1.4 New to eRA Commons

Email Invitation for IAR Sent to Reviewer New to Commons

To: <Reviewer email>
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Subject - eRA Commons: IAR Reviewer Invitation for meeting <Meeting Identifiers>
<Meeting Title>

Dear Reviewer:

This is a system-generated invitation to the eRA Commons Internet Assisted Review (IAR)
website in connection with your participation on Special Emphasis Panel/Scientific Review
Group [Name of Review Meeting] scheduled for [Dates for Review Meeting].

To submit your preliminary written reviews electronically, you will need to log on to the eRA
Commons Internet Assisted Review (IAR) website with a user name and password. To establish
that user name and password, we have set up a special URL (address on the Internet) that is
unique to you.

Please visit this web site to create your account as soon as possible or no later than 2 weeks
before your reviews are due. Open your Web browser and go to the URL [URL Listed Here]
(You can copy and paste this address into the "Location" window of your browser, and press
Enter. If the url doesn’t work, make sure it is complete and hasn’t been broken over multiple
lines. If the url spans more than one line make sure you are entering all of it in the location
window of your browser and that there are no spaces in the address). Follow the instructions on
the screen to enter information about yourself. Y ou will also be asked to verify the public
information that NIH has on file to ensure your information is both accurate and complete.

After submitting your registration request, you should receive a notification about your account
activation within 2-5 business days; it will contain the URL for the eRA Commons web site. At
that time you will be able to access Internet Assisted Review with temporary password which
will be sent to you in a separate email. Please note that you cannot use Internet Assisted Review
until your account is active.

If you have questions or problems setting up your account, please call or email the NIH eRA
Helpdesk at 301-402-7469 or 866-504-9552 or commons@od.nih.gov.

Thank you for your time and effort.
Sincerely,

[Scientific Review Officer’s Name and Contact Information]

Email Invitation for IAR Sent to Reviewers New to Commons (Invitation to Recruitment

Phase)
Subject: eRA Commons: IAR Conflict of Interest Check

Dear Potential Reviewer,
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Thank you very much for your consideration to participate as a reviewer on Special Emphasis
Panel/Scientific Review Group MEETING IDENTIFIER.

Purpose of Email

This system-generated invitation to the eRA Commons Internet Assisted Review (IAR) web site
grants you access to the Recruitment Phase of IAR for the purpose of:

» Viewing the list of applications, participating institutions and involved personnel.

« Indicating which applications, if any, you have or think you may have a conflict of interest
(COI). The various types of COI you should consider are provided on the IAR website.

» Viewing application abstracts (if applicable)

After indicating potential COI in IAR, please contact the SRO if you have any questions or
would like to discuss particular issues in more depth.

Identifying Potential Conflicts

To indicate any COI in IAR (and to access the full meeting at a later date): You will need to
log on to the eRA Commons Internet Assisted Review (IAR) web site with a user name and
password. To establish that user name and password, we have set up a special URL address that
is unique to you.

Please visit this web site to create your account as soon as possible so that you can identify any
conflicts of interest. Open your Web browser and go to the URL [URL Listed Here].

Follow the instructions on the screen to enter information about yourself. You will also be asked
to verify the public information that NIH has on file to ensure your information is both accurate
and complete.

After submitting your registration request, you should receive a notification about your account
activation within 2-5 business days; it will contain the URL for the eRA Commons web site. At
that time you will be able to access Internet Assisted Review with temporary password which
will be sent to you in a separate email. Please note that you cannot use Internet Assisted Review
until your account is active.

If you have questions or encounter problems accessing Internet Assisted Review, please call or
email the NIH eRA Helpdesk at 301-402-7469 or 866-504-9552 or email commons@od.nih.gov.

Thank you for your time and effort.
Sincerely,

[Scientific Review Officer’s Name and Contact Information]

Account Creation Approval Sent to Reviewers New to Commons
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To: <Reviewer email>

Subject eRA <System Name>: Y our reviewer account, <USERNAME>, has been activated

Dear Reviewer:

This is a system-generated invitation to the eRA <System Name> Internet Assisted Review
(IAR) website in connection with your participation on Special Emphasis Panel/Scientific
Review Group <insert meeting identifier> meeting, scheduled for <insert meeting begin/end
dates>.

An eRA <System Name> account has been created for <USERNAME> with this User ID
<User ID>. This account gives you access to the eRA <System Name>, including Internet
Assisted Review (IAR).

This is one of two emails you will receive that contains your login information. In accordance
with our security policy, your username and password may not be sent in the same email.

Shortly, you will be receiving the second email from the eRA <System Name> containing your
password.

Please open your Web browser and go to the eRA <System Name> URL <Login page> (You
can copy and paste this address into the “Location” window of your browser, and press Enter).
Follow the instructions on the screen to log in to eRA <System Name>. After successfully
logging on, click on Internet Assisted Review on the <System Name> main menu bar. Please
follow “Tips for Reviewers” <http://era.nih.gov/files/tips _processing documents.doc> for
submitting critiques.

Note: To process your reimbursement in a timely manner, please make sure that your banking
information is complete. You can enter or update your personal banking information securely
from eRA Commons. After you access eRA Commons (as described in the paragraph above)
click on Personal Profile on the eRA Commons main menu bar. Then click Edit on the Reviewer
Information section. On the Reviewer Payments subsection you will be provided with a link “Go
to the Secure Payment Registration System” where you can verify and/or update your personal
banking information.In the process of verifying your account, the eRA had the following
comments:

<Comments (if any)>

1.5 Reviewer's Workflow

The Reviewer’s workflow includes responsibilities before, during, and after the meeting, spanning
the different phases of the meeting. The possible tasks for a Reviewer are as follows:

¢ Create an eERA Commons account to access AR

o Access the IAR List of Meetings screen
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« Electronically sign the Confidentiality Agreement and indicate Federal lobbyist status

« Examine assigned applications to determine/disclose any conflicts of interest (COI) and
check for appropriateness of assignment for expertise

« Electronically sign the Pre-Meeting COI Certification

o Access the grant application electronically

o Find review related materials, such as review guidelines, rosters, etc.

 Find post-submission materials

o Submit critiques and scores

o Read other reviewers’ critiques

o View the Preliminary Score Matrix

o Submit final scores (usually during the review meeting)

« Edit critiques and scores

« Electronically sign the Post-Meeting COI Certification
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2 |IAR Meeting Phases

The process of reviewing applications is broken down into several meeting phases. The SRO
creates the phase dates in the IAR Control Center for each meeting. Before Reviewers can see a
meeting in IAR, the phases for the meeting must be set, the Reviewer must have an active eRA
Commons account, and the Reviewer must be enabled for that meeting.

NOTE: Not all phases are used by every review meeting

While some meeting phases are required (Submit Phase, Read Phase), others are optional
(Recruitment Phase, Edit Phase) at the SRO’s discretion. All possible meeting phases are discussed
in the sections that follow.

NOTE: The Chair of a meeting is not granted any special privileges in IAR regarding access to
critiques. During the Submit Phase, the Chair will only be able to view critiques for his/her
assigned applications. During the Read Phase, the Chair will be able to read all meeting critiques
(unless blocked or in conflict). The List of All Applications defaults to show a Reviewer’s
assignment list, but the Reviewers can see the full meeting list of applications by clicking on the
List All Applications link. If a Chair has no assignments, he/she will need to click on List All
Applications link to view all meeting critiques.

2.1 Recruitment Phase

The SRO responsible for conducting the review meeting is required to select and assign Reviewers
for each application in the meeting. These Reviewers must not have any real or apparent conflicts
of interest (COI) with the applications they are reviewing. The Recruitment Phase is a tool
available to SROs and used for identifying conflicts before making assignments.

The Recruitment Phase is an optional phase enabled at the discretion of the SRO, usually ending
with the start of the meeting or selection of a Reviewer for the Submit Phase. The SRO invites the
potential Reviewers to participate in the Recruitment Phase, and when enabled for it, the
Reviewers are notified via an email invitation. In this phase, potential Reviewers self-identify any
COls before being selected as Reviewers and being given access to applications in the meeting.

A separate detailed document has been created to describe the steps taken by a Reviewer
participating in the Recruitment phase. Please refer to the Recruitment Phase for Reviewers User
Guide posted online at http://era.nih.gov/commons/IAR/user guide.ctim for more information.

2.2 Submit Phase

During the Submit Phase, Reviewers submit critiques and preliminary scores for their assigned
applications. Reviewers can only view critiques and scores that they have submitted and cannot yet
read the critiques of other reviewers; however, they may submit critiques for unassigned
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applications if permitted by the SRO. Access to the critiques of other Reviewers is restricted during
this phase to ensure that Reviewers begin the process with independently developed opinions.
These actions are taken using the List of All Applications screen in IAR, which is discussed later in
this document.

The Critique Due Date determines the end of the Submit Phase and is typically a few days to a
week before the actual meeting date.

NOTE: Mail Reviewers can only see their assigned applications regardless of SRO settings.

2.3 Read Phase

During the Read Phase of a meeting, Reviewers who have already submitted critiques for their
assigned applications can view the critiques and scores of other Reviewers. Reviewers may submit
late critiques if they had not done so in the Submit Phase; however, Reviewers cannot modify or
resubmit critiques or preliminary scores already submitted during the Read Phase.

Not all Reviewers can view all critiques, for example, Mail Reviewers may only view assigned
applications. Reviewers may be blocked by SROs from reviewing others’ critiques if their own
have not been submitted. Reviewers are also excluded from viewing critiques of applications with
which they are in conflict. Refer to the section of this document titled Viewing Critiqgues on Page
53 for more information.

The Read Phase of the meeting begins immediately at the end of the Submit Phase and ends when
the SRO designates, which usually is at the time the actual meeting ends.

2.4 Edit Phase

The Edit Phase is an optional phase enabled at the discretion of the SRO. During the Edit Phase,
Reviewers may submit updated critiques for their assigned applications and read critiques posted
by themselves and others. Additionally, Reviewers can submit critiques for unassigned applications
if permitted by the SRO. As with the other phases, Reviewers cannot submit critiques or view
critiques if in conflict with the application.

NOTE: Preliminary score submission is not permitted in the Edit Phase after the actual meeting is
held (start date of the actual meeting has passed). Criteria scores can be modified in this phase.
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3 List of Meetings Screen

The List of Meetings screen in IAR is the first screen that Reviewers see once they have accessed
[AR. This screen is the starting point from which IAR related meeting information is obtained.
Depending on the specific phase of a meeting or status of a Reviewer, various links appear in List
of Meetings for performing the necessary functions.

When a Reviewer accesses IAR, the system searches meetings for which the Reviewer is enabled
and the meeting phase is active. These meetings display in the List of Meetings. If a Reviewer is
enabled for special types of meetings, these meetings display in a separate table of meetings, above
the regular meetings.

IAR also checks to see if the Reviewer has signed the electronic Confidentiality Agreement.
Meeting information cannot be displayed to a Reviewer until the Confidentiality Agreement is
signed. If not signed, the List of Meetings displays only the meeting name and the Confidentiality
Statement link in the Action column.The steps for completing the Confidentiality Agreement are
discussed in further detail later in this chapter.

3.1 Accessing the List of Meetings Screen
To access the List of Meetings:
1. Log into eRA Commons and select the Internet Assisted Review tab.

The List of Meetings screen displays any meetings having an active phase and for which the
Reviewer is enabled. The details of the meeting, such as location and time, are also
displayed. An array of links displays in the Action column, depending on the current status
of the Reviewer and/or meeting (for example, whether the Reviewer has signed the
Confidentiality Agreement, the current active meeting phase, type of meeting). These links
are used for accessing additional meeting information.

2. First time accessing the meeting only: Select the Confidentiality Statement link in the
Action column to sign the confidentiality agreement for the meeting. This agreement must
be signed once for every meeting accessed by a Reviewer. Refer to the section of this
document titled Confidentiality Agreement on Page 19 for detailed steps on completing this
process.
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Figure 7: Confidentiality Statement Link

3. For Recruitment Phase meetings only: Select the Check Conflicts link in the Action
column to indicate applications for which a conflict of interest exists. The Check Conflicts
link displays only for meetings with an enabled Recruitment Phase.

For more information on this process and the Reviewer’s responsibilities during Recruitment
Phase, refer to the separate Recruitment Phase for Reviewers User Guide located online at
http://era.nih.gov/files/RP reviewers user guide.pdf.

The List of Meetings screen is displayed as a table of information. The columns are as follows:
Meeting

Displays meeting information such as meeting identifier and title.

Meeting Dates/Location

Displays the actual meeting dates as well as the location (hotel, city, state) of the review meeting.
SRO Name

Displays the name, phone number, and email address of the SRO. The SRO’s email address is
displayed as a hyperlink and can be selected to open your default email provider and send an email
to the SRO.

Action

Displays phase appropriate links from which a Reviewer can access all information and screens
necessary for completing the review assignments in IAR. Not all links are displayed or available at
all times or for all Reviewers and vary depending on the active meeting phase and meeting type.
The possible links are listed below, but are explained in detail throughout this user guide.
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» Confidentiality Statement

* Check Conflicts

» View List of Applications

e Preliminary Score Matrix

* SRG Minutes/Budget Form

» Pre-Meeting COI Certification

 Post-Meeting COI Certification

» Meeting Materials

* CD Password

Phase

This is the current IAR phase for the meeting (e.g., Recruitment, Submit, Read, Edit).
Critique Date

Displays the date and time at which critiques are due. This date also represents the end of the
Submit Phase of the meeting.

Read Phase End

Displays the date and time at which the Read Phase ends.
Edit Phase End

Displays the date and time at which the Edit Phase ends.

For special activity codes review, the following columns may be displayed instead of the ones
listed above:

Review Due Date

For special activity codes review meetings only, this column displays the date and time at which
scores and comments are due. This is also the Submit Phase end date for Pioneer Meetings.

Yes/No Review Phase End Date

For special activity codes review meetings only, this column displays the date and time at which
initial votes are due.
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Figure 8: List of Meetings Screen

3.2 Confidentiality Agreement

For each meeting for which a Reviewer is enabled, IAR checks to determine if the Confidentiality
Agreement has been electronically signed. The Confidentiality Agreement statement must be
signed one time for each meeting, regardless of meeting phase. If the Reviewer has not signed the
agreement for a particular meeting, the Confidentiality Statement link displays in Action column
on List of Meetings. This link accesses the Confidentiality Agreement.
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Figure 9: Confidentiality Statement Link on the List of Meetings

NOTE: The Confidentiality Statement link only displays if the Reviewer has not signed the
agreement for the meeting. This link is removed once the agreement is signed.

In IAR, Reviewers are required to indicate whether they are federally registered lobbyists before
being granted access to a meeting. Office of Management and Budget (OMB) policy requires a
ban on the appointment of federally registered lobbyists to federal advisory committees and other
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boards and commissions. The steps for signing the agreement vary depending on this designation.
The Confidentiality Agreement explains this process and prompts Reviewers to provide a status
before electronically signing the agreement and gaining access to the meeting.

Follow the appropriate steps as indicated in the sections that follow.

3.2.1 Reviewer is Not a Federally Registered Lobbyist

To access and sign the Confidentiality Agreement and indicate that you are NOT a federally
registered lobbyist:

1. Select the Confidentiality Statement link from the Action column on the List of Meetings.

The Confidentiality Agreement displays. This screen contains the NIH Confidentiality and Non
Disclosure Rules. Please read the agreement carefully.

2. Select the radio button indicating I am NOT a federally registered lobbyist.
3. Click the I agree button at the bottom of the screen.

The List of Meetings screen returns with the Action links appropriate for the meeting.

List of Meetings Screen 20 December 4,2014



IAR for Reviewers
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ist of M n

Step A: LOBBYIST STATUS

(:I am NOT a federally registered lobbyist (See Answer A1 at this site: hitp:vww.

1 am a federally registered lobbyist the meeting date falls within my term.
Step B: CONFIDENTIALITY AGREEMENT

NIH Confidentiality and Nondisclosure Rules:
Information for Reviewers of NIH Grant Applications and R&D Contract Proposals

Confidentiality in NIH peer review prohibits a peer reviewer from, amaong other actions:

Granting snyane who has not been officially designsted to participate in the peer review process secess to any NIH secure computer systemn or advisory committes mesting using his or her
password or credentials, or through shared communication,

Sharing applications, proposals, or meeting matenials with anyene who has not been officially designated to participate in the peer review process, including but not imited to colleagues,
lab members, fellows, students, applicants, offerors or employees of an offeror.

Disclosing, in any manner, information about the committee deliberations, discussions, evaluations, or decuments to anyone whe has not been officially designated to participate in the peer
review process, including but not limited te a colleague, lab member, fellow, student, applicant, offeror or employee of an cfferor.

Disclosing, in any manner, information about the committee deliberations, discussions, or evaluations related to an application to ancther membar who has a declared conflict of interest
with that application.

Using inf i ined in an

or proposal for his/her personal benefit or making such information available for the personal benefit of any other individual or organization.

Participating in NIM peer review without signing a confidentiality certification.

If tha NIH determines that a situstion invelves a bona figs breach of confidentiality in the pear review process, the NIH may take remedial steps, such as:

natifying the peer reviewer in question and/or his or her institutional Research Integrity Officer or other similar, seniar, institutional official.

terminating the reviewer’s term, if he ar she is 2 standing member of an NIH chartered committee.

referring the matter to the NIH Office of Managemeant Assessment and possibly to the Office of the Inspactor Genaral in the Department of Health and Human Services, which eould result in
criminal penalties, fines, and/or imprisonment.

Certification

I certify that | have read the "NIH Confidentiality and Non-Disclosure Rules and Information for Reviewers™ above. Under penalty of perjury (18 USC 1001), I certify that I fully understand the
confidential nature of the reviewer recruitment and NIH peer review process and agree:

{1) to destroy or return all matenals related to applications or proposals, associated materials made available to reviewers, information and materials related to the recruitment process and
reviews, reviewers’ svaluations, and discussions during review meetings;

(2) not to grant anyone who has not been officially designated to participate in the peer review process access to any NIM secure computer system or advisory commitbee meeting;

(%) net to disclose or discuss the applications or proposals, assocated matenals made available to reviewers, information and matenals related to the recruitment process and reviews,
reviewers” evaluations, and discussions during review meetings with any other individusl except 85 authorized by the Scientific Review Officer (SRO) or other designated NIH official;

(4) not to disclose information about the delib. discussions, or ev related to an apphcation to another member who has a declared conflict of interest with that
application;

(5) mot to use information contained in an application or proposal for my personal banefit or make such information available for the personal banafit of any other individual or arganization;
(&) mot to disclose procurement infarmation prior to the award of a eontract; and

(7) to refar all inquiries concarning the recruitment or review to the SRO or other dasignated MNIH official.

Figure 10: Confidentiality Agreement - Not a Lobbyist

3.2.2 Reviewer is a Federally Registered Lobbyist

A federally registered lobbyist whose term falls within the dates of a review meeting cannot be
granted access to the review meeting. A Reviewer’s status as a federally registered lobbyist must
be indicated on the Confidentiality Agreement screen.

To access and sign the Confidentiality Agreement and indicate that you ARE a federally registered
lobbyist:

1. Select the Confidentiality Statement link from the Action column of the List of Meetings.
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The Confidentiality Agreement displays. This screen contains the NIH Confidentiality and Non
Disclosure Rules. Please read the agreement carefully.

2. Select the radio button indicating I am a federally registered lobbyist, the meeting date
falls within my term.

3. Click the I agree button at the bottom of the screen.

CONFIDENTIALITY AGREEMENT @
List of Megtings

Step A: LOBBYIST STATUS

§am NOT a federally registered lobbyist (See Answer A1 at this site; hilp:werw,
am a federally registered lobbyistthe meeting date falls within my lnnn.)

Step B: CONFIDENTIALITY AGREEMENT

NIH Confidentiality and Nondisclosure Rules:
Information for Reviewers of NIH Grant Applications and R&D Contract Proposals

Confidentiality in NIH peer review prohibits a peer reviewer from, among other actions:

s Granting anyone who has not been officially designated to participate in the peer review process access to any NIH secure compuber system or advisory committee meeting using his or her
password or credentials, or through shared communication.

Sharing or meeting with anyone who has not been offically designated to participate in the peer review process, including but not limited to colleagues,
lab members; fellows, students, applicants, offerors or employees of an offeror.

Disclosing, in any manner, information about the committea deliberations, discussions, evaluations, or docurments to anyone who has not been officially designated to participate in the pear
review process, including but net limited to a colleague, lab member, fellow, student, applicant, offerer or employese of an offeror.

Dm:lnsmg. I &My Manner, infarmation about the committes delibe ratwons, discussions, or evaluations related to an anplu:atmn to another member who has a declared conflict of interest
with that application.

Using information contained in an application or propoasal for his/her persanal benefit or making such information available for the personal benefit of any other individual or organization.
& Participating in NIH pesar review without signing a confidentiality cartification.

If the NIH determines that a situstion involves & bana fide breach of confidentiality in the peer review process, the NIH may take remedial steps, such as:

» notifying the peer reviewer in question and/or his or her institutional Research Integrity Officer or other similar, senior, institutsonal official.

& terminating the reviewer's term, if he or she is a standing member of an NIH chartered committes.

» referring the matter to the NIH Office of Management Assessment and possibly to the Office of the Inspector General in the Department of Health and Human Services, which could result in
criminal penalties, fines, and/or imprisonmant.

Certification

1 certify that | have read the "NIH Confidentiality and Non-Chisclosure Rules and Information for Reviewers™ above. Under penalty of perjury (12 USEC 1001), | certify that 1 fully understand the
confidential nature of the reviewer recruitment and NIH peer review process and agree:

(1) to destroy or return all materials related to applications or proposals, sssocsted materials made svailable to reviewers, information and materials relsted to the recruitmant process and
reviews, reviewers' evaluations, and discussions during review meetings;

(2) net to grant anyene whe has not been officially designated to participate in the paer review process access to any NIH secure computer systam or advisary committes mesting;

(3) not to disclose or discuss the applications or proposals, associated materials made available to reviewers, information and materials related to the recruitment process and reviews,
reviewers’ evaluations, and discussions during review meetings with any other individual except as authorized by the Scientific Review Officer (SRO) or other designated NIH official;

(4) not to disclose information about the committee deliberations, discussions, or evaluations related to an applicatien te ancther member who has a declared conflict of interest with that
application;

(5) net to use information contained in an application or propesal for my personal benefit or make such information available for the personal benefit of any ether individual or organization;
(8} not to disclose procurement infarmation prior to the award of a contract; and

{7) to refer all inquines concerning the recruitment or review to the SRO or other designated NIH offical.

Figure 11: Confidentiality Agreement - Lobbyist
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The Registered Lobbyist Verification screen displays. This screen shows that you have
indicated that you are a federally registered lobbyist and explains the purpose for requesting
the lobbyist status of Reviewers. The screen provides a link for accessing additional
information on this topic.

The Registered Lobbyist Verification screen also provides a chance to confirm or cancel this
designation.

Registered Lobbyist Verification

On June 18, 2010, President Barack Obama ssued a Presidential Memorandum announcing a continued commiment to reduce the influence
of special interests by keeping faderal advisory commitess and boards free of federaly regisiered lobbyists. The Office of Management and
Budget (OUB) was directed to issue final guidance fo impiement this directive following a public comment peried. On October £, 2011, OME
pubkshed "Final Guidanca on Apponiment of Lobbyists 1o Federal Boards and Commisanns " The prohibition on the appontment of federal
regisiered lobbyists apples to appoiniments and re-apponiments made after June 18, 2010

You have designated that you are a federally registered lobbyist (See Answers A1 at this site:
hitpe/iananar.Qpd.govid sy siplgFR-2014-08-1.3pdi2014-15140.pdT)

f this B correct selsct ConfrmiContinue Below, You will n as a reviewer for this mesting

Confirm/Continue
If this s incorrect, choose CanceiReturn below. You willl be ghven an opportunty to cormect your
designabon | Cancel/Ratum |

and your access to this meeting in AR will be removed

Figure 12: Registered Lobbyist Verification Screen

NOTE: Once you have indicated your status as a federally registered lobbyist, you will be
denied access to the meeting. You will not have the ability to reverse the status yourself. If
you mistakenly designate yourself as a federally registered lobbyist, you must contact the
eRA Help Desk for assistance.

4. Only if you have accessed this screen and are NOT a federally registered lobbyist: Select
the Cancel/Return button to return to the List of Meetings screen. Refer to the section of this
document titled Reviewer is Not a Federally Registered Lobbyist on Page 20 to continue.

5. Only if you want to continue to confirm your status as a federally registered lobbyist: Select
the Confirm/Continue button.

The List of Meetings screen returns, displaying Access Denied: Federally Registered
Lobbyist in the Action column. The SRO receives an email whenever a potential Reviewer
designates himself as a federal lobbyist; however, it is a good idea to contact the SRO
directly in this situation.
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List of Meetings @
Notes and Tips:

» IMPORTANT:Remember that the Information contained on this web site Is private. Any information conceming applications, criiques or scores Is highly confidential. Please
nememoer to dastroy all réview materials aftes the review 85500 iS5 over. This includes all paper copies thal were panted as well a3 and elecironic fles thal you may have
downloaded. This also perains to the CO containing the applications being reviewed that you may have received and any files that weare copied from there. If you do download files,
make sure that they are downloaded to a secura PC and not to any network drives or servers

For infermation on the latast changes in 1AR, ga lo the AR Release Notes

For searchable onling help for the IAR system, go 1o 1AR for Reviewsrs Onling Scréan Halp,

-

Al timas sre in Esstem Standard Time/ Esstern Daylight Time

Reviewers must agree to the Confidentiality Staternent, once per meeating, in order o access any review materials. Reviewers should click on the "Confidentiality Statement” link in the Action column.

Meeting Dates/

Location
201310 ZAN ABC 051472013-05152013
Lescsenhip Greup for & Clinicel Resesrch

Meeting 5SRO Name Action Phase 3 Critique Dua

Acsiid Denied Fedesally SUBMIT 05082013 051472013
11 07:00 AM

Rgisten Losbyist

Read Phase Edit Phase
nd

End

E20:2013

05:00 FM

Figure 13: Access Denied Due to Lobbyist Status

3.3 Conflicts of Interest

The NIH peer review process relies on Reviewers to identify any conflicts of interest (COI) that
may affect the integrity of the process. The rules for identifying COIs can be found online at the
following site: http:/grants.nih.gov/grants/guide/notice-files/NOT-OD-13-010.html.

Reviewers should report to the SRO any conflicts of interest they might have with any of the
applications in the meeting. If the meeting has a Recruitment Phase, conflicts can be identified and
recorded by selecting the Check Conflicts link from the Action column on the List of Meetings.
This link is only available if Recruitment Phase has been enabled for the meeting.

For more information on the Recruitment Phase process and responsibilities, refer to the separate
Recruitment Phase for Reviewers User Guide located online at http://era.nih.gov/files/RP
reviewers user guide.pdf.

Reviewers not participating in Recruitment Phase must report any COls to the SRO. For phases
other than Recruitment, follow the steps below.

1. From the List of Meetings screen, select the View List of Applications link from the Action
column.

The List of All Applications screen displays, with the Reviewer’s assigned applications as the
default display.

2. Select the List All Applications link to display all applications in the meeting. This is
important for determining if COlIs exist for any other applications.
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Meeting Title: Leadership Group for 8 Clinical Research Meeting Dates:

Meeting Identifier: 201310 ZAl1 ABC

Critiques Due:

Meeting Phase: SUBMIT &
List of Mestings Vil hipating Macanial List Ansignad Ang
Application Pl Name
Beview ) Tithe
ActIC/Serials [Parent Application PI] ESl W =
Drder 0 S riaks FiName # [Latest eAdditions Date]
22 R 01 ALFSTEM, JANE et £ Fraqpuson 1nd th Human Fayche
AEAPA

ig 4 Die ArFadSag fy SRAUE CTEDGER Tep Do Dadep o 5 sk Musbge G I

cationg #

A gig

Ry 2

Figure 14: Viewing All Applications in the Meeting

3. Examine the applications:

a. Select the grant number — displayed as a hyperlink — to open the Grant Folder for the
application.

b. From within Grant Folder, select the e-Application link to access the application.
c. Look over the names of PIs and all Senior/Key personnel to identify any conflict.
d. Repeat this process for all applications in the meeting.

e. Notify your SRO of any conflicts identified.

Grant Folder

Grant Number: 1 R0 AITBaTES-01

Pl Name: DOYLE, ARTHUR CONAN
Project Title: A Shudy in Scarlet Fever
Appl. Status: Pending IRG Review
Institution: Baker Straal College
Appd. 1Dz 1234567

Figure 15: Grant Folder e-Application Link
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4 List of All Applications Screen

The List of All Applications screen lets Reviewers view information about the applications in the
meeting and provides access to such actions as submitting and viewing scores and critiques. The
information shown on this page is customized based on the current meeting phase and on the
meeting permissions set by the SRO. Available information also varies depending on the Reviewer
type and a Reviewer’s conflicts of interest.

4.1 Accessing the List of All Applications Screen

To access the List of All Applications after signing the confidentiality agreement (Refer to the
section of this document titled Confidentiality Agreement on Page 19):

1. Log into eRA Commons and select the Internet Assisted Review tab.

The List of Meetings screen displays. If accessible, the View List of Applications link is
displayed in the Action column.

2. Select the View List of Applications link.

List of Meetings @
Noles and Tips:

« IMPORTANT.Remember thal the informabion contained on this web site is private. Any informalion conceming applicalions, criigues or scores is highly confidential. Please
remembar 1o destroy all review materials afler the review Se52ion is over. This indudes all paper copies that were printed as well 25 and aledronic files thal you may have
downloaded. This also partains to the CD containing the applications baing reviewed that you may have received and any filas that were copied from there. If you do download files,
make sure that they are downloaded to a secure PC and not to any network drives or servers.

= Forinformation on the latest changes in 1AR, go o the |AR Release Motes

= For searchable onling help for the 1AR systam, 9o 1o AR for Reviewers Onling Scraen Halp

Reviewers must agree to the Confidentiality Statement, once per meeting, in order to access any review materials. Reviewers should click on the “Confidentiality Statement” link in the Action column.

All lirad #5e 55 Esibin Standard Tima' Esiter Daplight Time

Meeting Dates/ Read Phase Edit Phase

Meeting Phase © Critique Due

Location End End
201310 ZAl1 ABC DAM4/2012-08152012 SUBMIT BRO82013 OA142013 08202013
Leadenhip Group for & Clinical Research 11:58 Pl 0700 AM 05:00 FM

Figure 16: Accessing the View List of All Applications Screen

By default, the List of All Applications screen initially shows only the applications assigned to the
Reviewer; however, in later phases of the meeting, IAR provides access via this screen for viewing
all applications in the meeting if the SRO has opened the meeting for unassigned critiques. To
view all applications in the meeting, select the List All Applications link. To determine which is
the current view, look for the green diamond icon next to either the link for List All Applications
or the List Assigned Applications link. The current view is indicated by this diamond icon.

NOTE: Mail Reviewers are only able to see applications to which they are assigned and can only
view their own critiques.
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Both views display information for the applications in the meeting. The meeting title, identifier, and
phase as well as meeting dates and critique dates display above the list of applications.

Below this information are links for List of Meetings, View Meeting Materials, and links for
viewing critiques, which vary from phase to phase. These links are discussed later.

The table displayed on the screen is the list of applications. This list includes columns of
information for Review Order; Application (including the application number and RFA/PA
associated with the application); PI Name (parent application PI); Early Stage Investigator (ESI)
indicator; New Investigator (NT) indicator; the Title of the application; Assignment Role of the
Reviewer; Prelim. Score; the Submitted Date of critiques; and the available Action options for
the Reviewer.

If a column name is displayed as a link (e.g., PI Name), the information in the table can be sorted
by the column by selecting that link. A green diamond icon next to the column name indicates the
current sort.

List of All Applications @

Meeting Title: Leadership Group for a Clinical Research Meeting Dates: 05/1472013-05/15/2013
Meeting ldentifier: 2013710 ZAI1 ABC Critiques Due: 05/06/2013 11:59 PM

Meeting Phase: SUBMIT & Esstern Standerd Time / Esster Daylight Time

Ll Enabied only during Final Sooring)

Application Pl Hame
AciIC Sarials [Parent Application PI) EH MW
ICiSerials Plame +

Tithe 1 Prefim, p i
[Latest eAdditions Date] Assignment Role Eres Submitted Date Action

AUSTEN, JANE Frisk & Fragstios Bnd 1 Human Pryche it

CRANE, STEPHEN Tre Red Badge of Courage and Otter Sk Cusorders B 2 [rumat]

£E, MARFER T bill 3 Mosiinghied with Varives Disasses

FOE. EDOAR ALLAN The Tel-taie Heart Disease B 1 [submt]

Figure 17: List of All Applications

The application number is displayed as a hyperlink. Selecting this link opens the application Grant
Folder, from which several other options are available for viewing including the e-application,
prior summary statements (if existing), and any e-additions that have been added for the
application.

Action options include [submit], [view], and [delete] depending on whether a Reviewer is
allowed to submit or has already submitted a critique.

The Submitted Date column shows the latest date when the critique for an application was (re)
submitted.

The Assignment Role for an application displays COI if the Reviewer has a conflict of interest
with personnel of the application. Links for submitting, viewing, and deleting critiques are not
displayed for these applications. In addition, the existence of a specific type of conflict (CD
Conflict) will suppress the link to the application’s Grant Folder.
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The List of All Applications screen provides access to the tools necessary for completing tasks in
each phase. As such, the look and functionality of this screen may vary depending on a Reviewer’s
role and the current meeting phase.

Please refer to the other sections within this chapter for details on the links and actions available
from this screen for each specific meeting phase.

The following links display on the List of All Applications screen regardless of the current meeting
phase:

List of Meetings
Returns the user to the List of Meetings screen.
View Meeting Materials

An SRO can provide Reviewers with links and documents containing relevant information for the
review meeting. If the SRO has provided materials, they are accessible through this link.

List All Applications

Updates the screen to show all the applications in the meeting, regardless of the current Reviewer’s
assignments. This is not available for Mail Reviewers and Reviewers blocked by the SRO from
viewing others’ critiques before submitting their own. The green diamond icon next to the link
indicates that this is the current view.

List Assigned Applications (Submit Phase) or List My Assignments Only (Read and Edit
Phases)

Updates the screen to show only the applications assigned to the Reviewer. This is the default view
of the screen. The green diamond icon next to the link indicates that this is the current view.

View My Critiques

Opens a PDF document containing all of a Reviewer’s preliminary critiques and scores.

List of All Applications &
Meating Title: Leadership Group for a Clinical Research Meeting Dates: 05M14/2013-0515/2013

Meeting Identifier: 201310 ZAIn ABC Critiques Due: 05/06/2013 11:59 PM
Meating Phase: SUBMIT € Eastern Standard Time | Esstern Daylight Time

Figure 18: Cross-meeting Common Links on List of All Applications Screen

Additional Materials

The Additional Materials link displays within the Title column (beneath the application title) if the
application has at least one eAddition in its Grant Folder. The link opens the Additions for Review
section of the Grant Folder.
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Tip: To keep track of any additional material added without checking back every time, simply look
for the date displayed within the link. This represents the Latest eAdditions Date.

Application Pl Hame
By ey : Tithe
J! 1
e ACUIC Serials [Parent Application PI] ES1 Ml [Latest eAdditions Date]
— G S rinks Pl Hamee #
18 1R A1E54321.01 ALIDEN, W.H
RFA/PA: FAD0-000

Vi Al Critiquees - [PTE]

Figure 19: Additional Materials Link

Additions for Review Back b Grant Foider
Grant Number 1 R0 ABSL321-01
Pl Name{s) Auden, W.H.
Project Tithe The Age of Anxiety Disorders
Appl Status Pending RG Review
Institution SAMPLE UNNVERSTY
Appl 1D 1238587

| RO1AIG54321.01 |

Group Document Date
Supplemental Wiaberial Post-submission material 10252012 11:35 Al

Figure 20: Additions for Review

Final Score Sheet (button)

Opens the Final Score Sheet for entering final impact scores as well as criterion scores. This button
is only enabled during the period of final scoring as entered by the SRO in IAR and may not be
applicable to all meetings. The button is visible, but disabled outside of final scoring or if final
scoring is not used for a meeting.

NOTE: The Final Score Sheet button does not display on your List of All Applications if you are
a Mail Reviewer.

4.2 List of All Applications in Submit Phase

During the Submit Phase of a meeting, Reviewers perform their initial submission of critiques.
They may also modify critiques and preliminary scores during the Submit Phase. Viewing all
applications and submitting critiques as an unassigned Reviewer may be permitted by the SRO;
however the ability to view others’ critiques is not available during this phase.

The List of All Applications screen is the portal for allowing Reviewers to submit critiques and
preliminary scores, as well as view meeting materials. The screen either lists only applications
assigned to the Reviewer (List Assigned Applications link and default view) or lists all
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applications in the meeting (List All Applications link) unless the Reviewer is a Mail Reviewer.
Mail Reviewers can only see applications for which they are assigned.

List of All Applications @
Meeting Title: Leadership Group for a Clinical Research Meeting Dates: 05/1472013-05/15/2013
Meeting ldentifier: 2013710 ZAI ABC Critiques Due: 05/06/2013 11:59 PM
Meeting Phase: SUBMIT € Esstern Standard Time / Easterm Daylight Time
List of Magtings Final Scora Sheat | [Enabled oniy during Final Sooring) Wiew Meeting Maderisls Lisi Al Applcations 5t Agsige catigng % Wigw My Crigues
Application Pl Hame:
Beview : Tithe Prefim,
Ordler AT;!-E::?" |hrenpl A:)flba.hon P EH M [Latest eAdditions Date] Azsignment Role Eres Submifted Date Action
22 AUSTEN, JANE Frisk & Fragstios Bnd 1 Human Pryche Rav 2 bl
18 CRANE, STEPHEN The Red Badge of Courage and Other Skin Dsseders - P—
13 LEE, HARPER Te Wil 3 Mosiinghes with Varous Diseasas e 2 submitl
14 POE. EDOAR ALLAN The Tek-tale Heart Disease — {submin)

Figure 21: Default View of the List of All Applications During the Submit Phase

The options in the Action column for the Submit Phase include the [submit], [view], and [delete]
links. The [submit] option is only available if a Reviewer has not submitted a critique or scores;
once a critique is submitted, the options become [view] or [delete]. Refer to the section of this
document titled Submitting Critiques and Scores on Page 38 for steps on performing this function.

If the SRO allows it, Reviewers may see the [submit] link for unassigned applications (via the List
All Applications view). In this case, Reviewers can submit critiques for these unassigned
applications, unless there is a conflict of interest. If conflicts exist for any of the applications, COI
displays in the Assignment Role column, and critiques for this application cannot be viewed or
submitted.

List of All Applications @

Meeting Title: Leadership Group for a Clinical Research Meeting Dates: 05/14/2013-05/15/2013

Meeting Identifier: 2013/10 ZAl1 ABC Critiques Due: 05/06/2013 11:59 PM

Meeting Phase: SUBMIT © Esstern Standaed Time | Essieen Daylight Time

List of Meatings Scoare Sk Enabled only during Final Saorng) Wik Mebitinng Matirials List Ml Applicaions ¥ Lisd A Wisren My Critiques

Application Pl Name

Review et e Title Prelim, .
e .a.clzl.(t S:Jrll:l— [Fanﬂ;ll t:'::l'lm P ES1 NI [Latest cAdditions Date] Assignment Role = Submitted Date Action
18 21 AUDEM, W.H
22 AUSTEN, JANE -- - —

BARRIE. LU P Fan Syndrome
18 CRANME, STEPHEN Trae Fiad Bacge of Courage and Curer Skin Dacrders. Rev 2 [pskeniy]
19 DOVLE. ARTHUR COMAN A Seadly in Seariet Faves o
20 GOLDING, WILLLAM The Laoed of the Fies and Othar Disaase Carmying Insects e
21 HEMINGWAY, ERNEST A Farwosll 19 A 4 Lags and Othar Body Pacts .
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Figure 22: List All Applications View Includes Unassigned and COI Applications

NOTE: In all meeting phases, for specific types of review, if the SRO has opted to display only
applications selected for Phase 2 review, the List of All Applications screen reflects this choice and
displays only Phase 2 applications. The screen name is displayed as List of All Applications —
Phase 2 Only in this scenario.
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4.3 List of All Applications in Read Phase

Typically, Reviewers are able to view the critiques of other Reviewers during the Read Phase. As
in other phases, any applications with a conflict are blocked and display COI as the Assignment
Role. By default, only the Reviewers’ application assignments are displayed in the list; however,
selecting the List All Applications link presents a view of all applications in the meeting.

NOTE: To return to a view of only assigned applications, select the List My Assignments Only
link. A green diamond icon next to this link (or next to the List All Applications link) is an
indicator of which of these two options is the current view.

List of All Applications @

Meeting Title: Leadership Group for a Clinical Research Meeting Dates: 05/14/2013-05/15/2013
Meeting Identifier: 201310 ZA1 ABC Critiques Due: 05/06/2013 11:59 PM
Meeting Phase: READ & Essteen Standand Time | Esstem Daylight Time

View Critique Options:
List Application Options

List of Meetings
: L 1 | (Enabled only during Final Scoring]

Pl Name

el Title Pralim. .
Parent Application ESI M = Role Action
- P ,,w apl [Latest eAdditions Date] Score -
PiHame +
MUSTEM, JANE Pride & Prejudice and the Human Psyche e 1 [
Rev2 3 Lzaw]
o 3 Lazan]
e
CRANE, STEFHEN The Red Badge of Courage and Other Skin Bavi
Rev3 2 vigw]
A
LEE, HARFER Tor Kil o Mockingbard with Various Diseases
You must submit your critique before you can read others.
14 POE. EDGAR ALLAN The Tel-tale Heart Dissase Dvigw]
2 Lusga]

Figure 23: List of All Applications During the Read Phase for Reviewer's Applications Only

If the Reviewer has submitted scores for an application, the View All Critiques — [PDF] link
displays in the Application column for that application. This link can be used to access a PDF file
of all Reviewer’s critiques for this application. When setting up the meeting, the SRO can choose
to block a Reviewer from viewing the critiques of others if that Reviewer has not yet submitted his
own scores. If the SRO chooses not to block the Reviewer, this link displays whether the
Reviewer has submitted his own scores or not.

When the block option is enabled by the SRO and a Reviewer has not submitted critique and
preliminary scores, the following message displays under the application Title column: You must
submit your critique before you can read others. The View All Critiques — [PDF] link will not
display until the Reviewer submits his own scores. Additional links on this screen for viewing
critiques also do not function if a blocked Reviewer has not submitted his own scores and/or
critique.
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The options displayed in the Action column for the Read Phase may differ from those displayed
during the Submit Phase. They may also vary within the Read Phase itself depending on the
settings of the meeting and whether the Reviewer has submitted scores. If a Reviewer has not yet
submitted scores, the [submit] link displays in the Action column, otherwise the [view] link is
displayed for viewing only. If a critique is submitted, the [view] link is also present for other
reviews not submitted by the Reviewer.

Refer to the section of this document titled Viewing Critiqgues on Page 53 for more information on

the methods for viewing critiques within each phase of the meeting.

During the Read Phase of the meeting, the Prelim. Score column lists each application’s
preliminary score per Reviewer Role. The Average score is displayed beneath these scores.
Reviewers may also view scores via the Preliminary Score Matrix, accessible via the Preliminary
Score Matrix link. Refer to the section of this document titled Preliminary Score Matrix on Page

58 for more information.

List of All Applications @

Meeting Title:

Leadership Group for a Clinical Research

Meeting Dates:

05/1472013-0515/2013

Meeting ldentifier: 201310 ZAI1 ABC Critiques Due: 05/06/2013 11:59 PM
Meeting Phase: READ & Easitern Standard Time / Easter Daylight Time
View Critique Opticas
List Application Options: * o
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Review 5 5 Title Prefim. ’
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View Al Critiques - [PDF] Aversge: 1
Figure 24: List of All Applications in Read Phase for All Applications
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4.4 List of All Applications in Edit Phase

The Edit Phase is an optional meeting phase, usually after the actual meeting — determined by the
SRO — the main purpose of which is to allow Reviewers to update their criterion scores and/or to
upload their modified critiques after editing. In the Edit Phase of a meeting, the List of All
Applications screen provides the basic information about the applications in the meeting, access to
the Grant Folder, the list of all applications, critiques posted by the Reviewer, and critiques posted
by all Reviewers for applications to which the Reviewer is assigned.

The screen either lists applications assigned to the Reviewer (List My Assignments Only link and
default view) or lists all applications in the meeting (List All Applications link) unless the
Reviewer is a Mail Reviewer. Mail Reviewers can only see applications for which they are
assigned.

List of All Applications @

Meeting Title: Leadership Group for a Clinical Research Meeting Dates: 05/14/2013-05/15/2013
Meeting Identifier: 2013005 Zal1 ABC Critiques Due: 05/06/2013 11:59 PM
Meeting Phase: EDIT @ Easten Stancard Tima / Easter Daylight Time

View Critique Options:
List Application Options:

List of Meetings | Score Sheel | (Erssied snly during Finsl Seoring)

Prelim. Final

Pl Hame Title
s ;
[arE ADphos o A 21 W [Latest eAdditions Date] Score Score

PLName +
AUSTEN, JANE Pride & Prejudice and the Human Psyche

Leigw]

CRANE, STEPHEN The Red Badge of Courage and Other Skin Dsorders.

LEE, HARPER To Kil o Mockingbird with Various Diseases

You must submit your critique before you can read others.

POE, EDGAR ALLAN The Tel-tale Heart Disease Rev 1 3

Rev2 4

Aav 3 2 z

Aversge: 3.0

Figure 25: List of All Applications During Edit Phase for Reviewer's Applications Only

The options in the Action column for the Edit Phase vary depending on the settings of the meeting
and whether the Reviewer has submitted scores, with the possible options of [submit], [view], and
[update] links. The [submit] option is only available if a Reviewer has not submitted a critique or
scores. Refer to the section of this document titled Submitting Critiques and Scores on Page 38 for
steps on performing this function.

Once a critique is submitted, the options become [view] and [update] for a Reviewer’s own
critiques and [view] for the critiques of other Reviewers.

NOTE: If not blocked by the SRO, the Reviewer also sees the [view] link for viewing others’
critiques even if that Reviewer has not submitted his own.
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If conflicts exist for any of the applications, COI displays as the Assignment Role, and critiques for
this application cannot be viewed or submitted.

If the Reviewer has submitted scores for an application, the View All Critiques — [PDF] link
displays in the Application column for that application and provides access to a PDF file of all
Reviewer’s critiques for this application. When setting up the meeting, the SRO can choose to
block a Reviewer from viewing the critiques of others if that Reviewer has not yet submitted his
own scores. If the SRO chooses not to block the Reviewer, this link displays whether the
Reviewer has submitted his own scores or not.

NOTE: When final scoring is enabled for a meeting, the Final Score column displays on the List
of All Applications during the Edit phase.

List of All Applications @
Meeting Title: Leadership Group for a Clinical Research Meeting Dates: 05/14/2013-0515/2013
Meeting Identifier: 2013/05 ZA1 ABC Critiques Due: 05/06/2013 11:59 PM
Meeting Phase: EDIT@ Essterm Standard Time | Eastern Daylight Time
Wiaws Critique Opsioas:
List Appiication Options:
List of Meetings
Application Pi Name = =
Review A Title Prelim. Final
Orger e [P‘""';I’T:?r'lf':““ L £st W [Latest eAdditions Date] . Score Score e
" AUDEN, WH. The Age of Amdety Disorders Rev 1 2 Lxiwe
R e A2 3 2 teiwe
Rev 3 4
My Unsstigned 2 odate] iew]
Aversge: 3
AUSTEN, JANE Pride & Prejadice and the Human Psyche Rav 1
Rev 2 3
Rev3 2
View Al Eritiq Aversge: 30
BARRE, J M. Peter Pan Syndrome Rev 1 2 -
Rev2 1 [xigm]
Aew3 2 2 Luige]
penig
Avwrage: 17
The Red Badge of Courage and Dther Skin Disorders Rev 1 2
Rav2 3
CIE) 2
Aver
DOYLE, ARTHUR CONAN A Studyin Seariet Fever
GOLONG, WILLIAM The Lord of the Fles and Other Disease Canrying insects
HEMNGWWAY, ERNEST A Farewel 1o Arms and Legs and Other Body Parts Rev 1 2 2 Lige]
Raw 2 3 [riga]
a3 z Loigw]
A
EE, HARPER To Kil 8 Mockingbird with Various Dasases
You must submit your critique before you can read others,
POE, EDGAR ALLAN The Tek-taie Heart Disease R 1 3 Ddodatel biew]
Aev2 Leigw]
Rev3 2 2 el
AN O DS Average: 30

Figure 26: List of All Applications in Edit Phase for All Applications

When the block option is enabled by the SRO and a Reviewer has not submitted scores, the
following message displays under the application Title column: You must submit your critique
before you can read others. The View All Critiques — [PDF] link will not display until the
Reviewer submits his own scores.

To update scores or critiques during the Edit Phase:
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1. Select the [Update] link from the Action column for the application in the List of All
Applications screen.

2. Optional: Enter the revised criterion scores as appropriate.

3. Optional: Browse and attach a new critique. To view the existing critique first, select the
View Existing Critique link.

4. Select the Submit button.

5. From the confirmation screen, select the Confirm button.
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5 Meeting Materials

An SRO can provide Reviewers with materials containing relevant information for the review
meeting. If the SRO has provided any materials, they are viewable via the Meeting Materials
screen.

To view any of the available materials on the Meeting Materials screen, select the View link from
the Action column(s).

Meeting Materials @
List of Meetings  List of Applications  Meeting Malerials <
Meeting: 201310 ZAH ABC
. Pl Name - - "
or N 9 vae 4 [ :
Order Name Description Grant Application lodified Action
01152013
1 Cover Letter 09-18 AM
= 01152013 W
2 Revigwar Manual 09:18 AM R
011152013
3 RFA-A1-12-001 09:18 AM
4 Amendment 1 NOT-A12-035 Ciarification by NIH regarding anlibody based herapies GRS view
. ) o 0111672013
5 Amendment 2 NOT-A-12-038 Update on SDMC Components and Review Criteria 07:59 AM
5 GQuestions and Answers relevant to the General Questions from the research community and Answers by NIH on the HIV Clinical Trial 01162013 e
RFA MNetworks 07:58 AM -
N ) 011712013
7 Critique Template-LOC Status Update-being updated and cumently unavailable 0137 FPM
8  Critique Template-LC Status Update-being edited and currently unavailable D‘;:?;s’?gﬁ View
] Critiqua Template-SOMC Status Update-being edited and currently unavailable D:; '1.13;2::3
01152013 -
10 Scoring Table and Codes 09:18 AM Vow
01152013
i "
1 Praliminary Score Sheet 0918 AM
01162013 ‘-
12 Rostertentative 07:50 AM Vigw

Figure 27: Meeting Materials Screen
The Meeting Materials screen can be accessed:

o By selecting the Meeting Materials link in the Action column of the List of Meetings screen

o By selecting the View Meeting Materials link on the List of A/l Applications screen in any
phase

To exit Meeting Materials, select either the List of Meetings or List of Applications link to return
to the corresponding screen.

NOTE: Additional material that may not show up under Meeting Materials can be viewed by
selecting the Additional Materials link under the Title Column on the List of Applications. The
link only displays when at least one eAddition exists for an application. For more information, refer
to the Additional Materials section of the Accessing the List of Applications Screen topic.
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6 CD Password

Some SROs provide Reviewers with CDs containing grant images for the applications in the
meeting. These CDs include a list of the RFAs/PAs associated with the applications, Reviewer
guidelines, the list of applications, and material related to each application being reviewed (other
than applications for which a Reviewer has a conflict). The CDs are password protected, and
Reviewers can retrieve this password through IAR.

To view the CD password:

Access the List of Meetings in IAR and select the CD Password link in the Action column for the
specific meeting.

Meeting Dates/ Read Phase Edit Phase
Meeting Location SRO Name Action Phase & Critique Due End End
2013110 ZAIT ASC 08147201 305152013 Dwawy Dwsimaé SUBMIT DEDA201E DEAAZME  BEI0Z013
Lascenship Group for 8 Clinical Resesrch m 2 11:85 PM 0700 AM 0%:00 PM

Figure 28: CD Password Link

A View CD Password pop up window opens displaying the password. If a password does not
display, then no CDs were created for Reviewers. Passwords are case sensitive and must be
entered as displayed on this screen.

View CD Password

Meeting Title: Leadership Group for 3 Clinical Research
Meeting Mentifier: 201310 Za1 ABC
Meeting Dates: 0514/2013-08M52013

Please note: You will MOT see a password on this page;

- It no CO's were created for reviewers, or
- I CD's werg crealed prior o May 12, 2008

REMINDER: Do not write this password and keep it with the CD
CD Password: GNEME1S

Password is case-sénsitive
Make sure itis enfered on the CD password prompt exacy as it is displayed on this page

Close

Figure 29: View CD Password
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7 Submitting Critiques and Scores

IAR allows Reviewers to submit or re-submit critiques and scores for assigned applications during
the Submit and Edit Phases. During the Read Phase, Reviewers who have missed the due date and
have not posted a critique or criterion scores for an assigned application are still able to post
critiques and criterion scores; however, they will not be able to view the other critiques for this
application until they have posted their own.

Before submitting critiques and scores for an application, the Reviewer can view additional
information about the application by accessing the application Grant Folder. From the Grant
Folder, several options are available for viewing including the e-application, prior summary
statements (if existing), and any e-additions that have been added for the application. To view the
Grant Folder, click the application number displayed as a hyperlink. Select the appropriate link
from within the Grant Folder to view additional information.

The manner in which critiques and scores are recorded may differ depending on the type of review
meeting in which you are participating. NIH business processes differ from those of other agencies
and therefore require a different set of rules. Pioneer, New Innovator, and pre-applications review
meetings may also have varying steps in their review process. The sections that follow outline steps
specific to the type of meeting or business process and are not applicable to all Reviewers.

7.1 Review with Scored Criteria (NIH Review Business Process)
7.1.1 Preliminary Scores and Critiques

For the Scoring System and Procedure for NIH guidance only, select the following
link:http://erants.nih.gov/grants/peer/guidelines general/scoring system and procedure.pdf.

For the Additional Scoring Guidance for Research Applications, select the following link:
http://erants.nih.gov/grants/peer/guidelines general/scoring guidance research.pdf.

NIH and the majority of Operating Divisions (OpDivs) followed the Enhancing Peer Review
initiative, characterized by the existence of scored review criteria and a score scale of 1-9. While
there may be more than five review criteria, only five need to be scored in IAR according to
scientific and technical merit. These categories differ depending on the Funding Opportunity
Announcement (FOA) and activity code of the applications. Reviewers provide separate scores for
each category on a scale of 1 to 9, where 1 is exceptional and 9 is poor.

This section discusses submitting scores and critiques and may not be applicable to all Reviewers.

To submit critiques and scores:
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1. Select the View List of Applications link from the List of Meetings screen for the specific
meeting.

The List of All Applications screen displays, showing only the applications assigned to the
Reviewer.

2. Optional: Select the List All Applications link to display all applications in the meeting.

3. Select the [submit] link from the Action column for the application being reviewed.

List of All Applications @
Meeting Title: Leadership Group for a Clinical Research Meeting Dates: 05/14/2013-05/15/2013
Meeting ldentifier: 2013710 ZAM ABC Critiques Due: 05/06/2013 11:59 PM
Meeting Phase: suUBMIT G Esstern Stancard Time / Eastem Dulight Time
Listof Mestings Final Score Sheel | [Enabied only during Finsl Sacding) View hesting Materialy List & &ppheations List Agsigred Lpokcations View My Crigues
Beview PR S Title Erslim,
v AcIC/Sarials |Pareu::p¢lu:inn PI] ESI I [Latest eAdditions Date] Assignmennt Role e Submitted Date
2 AUSTEN, JANE Prosg L Pragdat b5 the Hompa Plyshs Rew 2
" CRANE, STEPMEN The Fled Badige of Courage and Other Skin Dsorders. | o
13 LEE. HARPER Te Wil 3 Mogungles with Varou Daelies Rev 2
14 1 B AETESTE 01 POE. EDOAR ALLAN Tha Tei-tale Heart Disease A 1
REAPA: PADD-000

Figure 30: List of Applications - [submit] Link

The Submit Critique and Preliminary Score screen displays for entering scores and
uploading a critique. To exit the screen without entering scores or critique, select the Back
to List of Applications link at the top of the screen.

Submit Critique and Preliminary Score @
Back to List of Applications

1. Save your eritigues 83 MS Werd or plain bl Socuments. (Only MS Word or Tex! docusents ean be submitted; MAC USERS TAKE NOTE - fites must Rave an asiension of %.doe, *does or *6it)

2. Tosubmits oriique, simply press the browse bution o locate the oitique file or type the oitique path snd file name in the text box balow (o axsmple, i you saved your oritkque a3 enitl doc on ¢: drive - fype e-lenit.doc)
3. It spplicable, enter the numericscone

4. Cligk Submi

5 Teoupdsies #. click Confirm buticn,

8 Toremove use Delete Option available on the List of Applications

Application: 1 R ANZHTH IMPORTANT REMINDERS:
Title: Price § Peajudion a4 e Foman Paycie
Pl Name: LT, Plaans ba surs that your review has included, in be sections, di jon of tha following topis,
Assignment Role: Rav2 when applicable®:
Select preliminary scores from the drop-down list PROTECTION OF HUMAN SUBJECTS FROM RESEARCH RISK:
e IHCLUSION OF WOMEN PLAN:
Significance - INCLUSION OF MINORITIES PLAN:
= INCLUSTON OF CHILDREN PLAN:
Imvestigaton(s) - VERTEBRATE ANIMALS:
= BIOHAZARD:
Inncvation v FOREIGH INSTITUTION:
(®.g.. Scientific advantages. any spacial or unique attributes. snd necessity for the proposed work to
Approach - be dene in & foreign country.)
FOREIGN TRAINING:
Emvironment - [u.gt.. Sqichb)'!ie sdvartaged of the proposed raining in & foraign country. lncluda for Fallowahip
spplications
¥ MODEL ORGANISH SHARING PLAN:
|Pf0"l'l'linﬂ!1 Overalllimpact I (Evaluate if, #.5., & new knockaut is to be preduced.)
Citi File: ( B 1 DATA SHARING PLAN:
ique File: | Browse.. | (For sny spplication > $500.000, or u3 spacfied in RFA.)
- BUDGET:
Belore Submitting: BUDGETARY OVERLAP:
1. Ensure that your eritique file is not password protectad (@.9.; There is potantisl ovariap with othar existing grants and/or panding applications.)
2. Wapplicable, accept all track changes, save and tum Track Changes OFF before uploading your critigue  ||* NOTE - This list is not all inclusive. Please see the review guidelines for the specific type of
3. Please close e critique M on your computer application you are reviewing. and leck for guidance from your SRA.

[ Submit | [ Reset |

Figure 31: Submit Critique and Preliminary Score Screen
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NOTE: During the final scoring and the Edit Phase of a meeting, the preliminary
overall/impact score is displayed as read-only; however, the criterion scores and critique file
can still be modified. For meetings allowing final scoring, the Final Score also displays
during the Edit phase, as read-only above the Critique File.

4. Optional: Select a criterion score (1-9) from the drop-down lists for each of the five
categories. These categories are determined by the RFA/PA associated with the application.

5. Optional: Select a preliminary score (1-9) from the drop-down list for the Preliminary
Overall/Impact.

6. Optional and Only if Top 5 Designation is applicable: Select the Top 5 checkbox to
designate the application as one of the top 5. This checkbox is located next to the
Preliminary Overall/Impact field only if enabled by the SRO.

| Preliminary Overall/impact | 2 -

Figure 32: Top 5 Checkbox

If 5 other applications have already been designated as Top 5, IAR displays the following
error: You have already designated 5 applications in the Top 5 category. Please clear the
Top 5 designation from existing application(s) to designate this application as Top 5. In this
case, access the other Top 5 applications via the List of All Applications screen and uncheck
the Top 5 checkbox as appropriate.

When designating an application as Top 5, you must also submit a critique for that
application.

7. Upload a critique file by selecting the Browse button, searching for the file, and selecting.
Y ou can only upload MS Word or Text files (.doc, .docx., .txt).

8. Select the Submit button.
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Back to List of Applications

1. Seveyou o

2

3 Happlioable ha: rumaric soons
4,

=

. elick Confiem busion
8. Toremove it

Application:

Tithe:

Pl Name:

Assignment Role:

Select preliminary scores from the drop-down list

Significance
Imvestigaton(s)
Innovation
Approach

Emaranment

Submit Critique and Preliminary Score @

use Delete Cption aveilable on the List of Applications

1 ROTANZNZIN
Prige & Praedics and e Homan Payche
AUSTEN, JANE

@_n'tiqle File:

Himy documents\Samp | Browse... )

Before Submitting:

3. Please dose the crtique fle on your computer

1. Ensure that your critique file is not password protected
2. f applicable, accept all frack changes, save and tum Track Changes OFF before uploading your crifigue

885 M3 Word of plain tact Socuments. (Only MS Word or T documents can Be submitied. MAG USERS TAKE NOTE - files mus! have an extension of *.doc, “docs of * it )
simply press the browse button 1o locate the oritique file or type the oritique path snd file name in the Sext box Delow (for sxample, i you sawved your aitique a3 onltfdoe on o2 drive - type a:lorit!.doe)

IMPORTANT REMINDERSS:

Please be sure that your review has induded, in sep
whan applicable™:

sactions, di topics,

PROTECTION OF HUMAN SUBJECTS FROM RESEARCH RISK:
INCLUSTON OF WOMEN PLAN:

INCLUSTON OF MINORITIES PLAN:

INCLUSION OF CHILDREN PLAN:

VERTEBRATE ANIMALS:

BIOHAZARD:

FOREIGN INSTITUTION:

(#.5.. Sciantific advantages, any special or unique attributes, and necessity for the proposed work to
ba done i wign country.)

FOREIGN TRAINING:

(@.g.. Sciantific advantages of the proposed training in & foreign country. Include for Fellowghip
spplications)

MODEL ORGANISH SHARING PLAN:

(Evalusts if. &.9.. & Raw knockaut is 5 ba produced.)
DATA SHARING PLAN:

(For mny application > $500.000, or a3 specifiad in RFA.)
BUDGET:

BUDGETARY OVERLAP:
(#.5. Thare i3 potantial overdap with other existing grants and/or panding applications.)

* NOTE - This list iz nct all inclusive. Please see the review guidelines for the specific type of
application yau are reviewing. and look for guidance from your SRA.

Figure 33: Submitting Preliminary Score and Critique

NOTE: Selecting the Reset button clears the fields.

The Submit Critique and Preliminary Score screen then displays as read-only and prompts

for a confirmation. The entered information can be cancelled by selecting the Cancel button.
Selecting Cancel returns the screen to an edit view on which scores can be re-entered and/or
a new critique file attached.

The score and/or critique are not saved until the action is confirmed on this screen.

IfTAR cannot upload the selected critique (e.g., the file is an invalid format or a virus has
been identified on the file), an error displays.

9. Select the Confirm button to continue uploading the scores and critique.
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Submit Critique and Preliminary Score @

Important Note: Your critique andior score are not saved until you press Confirm below.

Apphecation: 1 RO A2

Title: Fre & Prajudios and the Humas Paychs
Pl Mamae: AUSTEM. JAME
Assignment Role R 2

Significance 1

Imvestigaton(s) 2

Innovation 1

Approach 3

Emviranmerit 2

[Preliminary Overalllimpact |2

CI‘rtICF.IE' File: Sample Document.docx
Submitted Date: 02/25/2043 02:21 AM EST
Before Submitting:

1. Ensurg that your critique file s nol password protected
2. It applicable, accepl all frack changes, save and tum Track Changes OFF before uplod
3. Please dose the critique file on your computer

; Cancel

Figure 34: Confirming Preliminary Score and Critique

The Submit Critique and Preliminary Score screen displays again as read-only, indicating
that the information was successfully submitted. The critique file can be viewed on this
screen by selecting the View this submitted critique link next to the file name.

10. Select the Back to List of Applications link to exit this screen.
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Submit Critique and Preliminary Score ©
Cﬁ_ark 10 List of Applicat I.o.l.:D

The following information has been successfully submitted:

Applcation: 1 RN AIT2302301

Title: Proe & Prejedice and the Human Peyche
Pl Mama; AUSTEN, JANE

Assignment Role Rev 2

Significance 1

Investigaton(s) 2

Innicvation 1

Approach 3

Emaronment 2

| Preliminary Crveralllimpact |z

Crtigue Fila: Samiple Document.docxfiiew this submitted critiqus]
Submitted Date: Q252013 08:24 AM EST

Before Submitting:

1. Ensure that your critique file is not password protaclad
2. applicable, accept all frack changes, sawve and tum Track Changes OFF before uploading your critique
3, Please close the critique file on your computer

Figure 35: Successfully Submitted Critique and Preliminary Score

When returned to the List of All Applications, the Action column displays the [submit],
[view], and [delete] links.

Tithe Prelim, .
= el SUmiiied Uate
[Latest sAdditions Date] Assignment Role W Submifted Date Action
Pride & Prajocicn and the Humaes Payche P C= 022013 O2-21 P [sbmit] [view) _@
The Bed Badge of Courage and Oihr Skin Disorders Bav > [subenif]
To Kill 3 Mockingbed wih Varous Dosases Ry 4 [sabenit]
Thi Tal-2ale Het Dabesie e 1 wibnit]

Figure 36: Preliminary Score, Submitted Date, and New Actions for Submitted Critique

Reviewers may view their own critiques and scores as well as those of other Reviewers
(when permitted) once they have uploaded them. The manner in which critiques are viewed
differs from phase to phase. Refer to the section of this document titled Viewing Critiques on
Page 53 for a description of the phase-specific method of viewing critiques.

NOTE: If the pre-meeting COI certification has not been signed, a warning displays on the
Submit Critique and Preliminary Score screen as follows: Please sign your pre-meeting
Conflict of Interest Certification in IAR system.Refer to the section of this document titled
Signing the Meeting Conflict of Interest Certifications on Page 61 for more information.
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7.1.2 Final Score Sheet (formerly called Voter Sheet)

If allowed by the SRO, Reviewers (other than Mail Reviewers) are able to submit final scores
electronically in IAR within the score entry date and time range determined by the SRO for the
meeting. These final scores are entered using the Final Score Sheet. The Final Score Sheet allows
Reviewers to enter their final impact scores as well as criterion scores (if permitted by the SRO) if
they changed as a result of the discussion. Scores may be entered for assigned and unassigned
applications; however, the system does not allow entry of scores for any application with which a
Reviewer is in conflict.

At the time of the final scoring, the Final Score Sheet button becomes enabled on the List of All
Applications screen.

NOTE: Mail Reviewers are not allowed to submit final scores, and the Final Score Sheet button
is not visible to these Reviewers.

List of All Applications @
Meeting Tithe: Leadership Group for a Clinical Rasearch Meeting Dates: 05/1472013-0515/2013
Meeting ldentifier: 2013/05 ZAl1 ABC Critiques Due: 05/06/2013 11:59 PM
Meeting Phase: EDIT @ Eastern Standard Time / Eastern Daylight Time
View Critique Options: -
List Application Optomns:

List of Meatings Final Score Sheet

Application Pl Hame Title
A iake P Application Pf ESI W1 =
- . “m: bpScuson T = [Latest eAdditions Date]

AUSTEN, 1ANE Pride & Prejudics and the Human Psyche

Figure 37: Final Score Sheet Button
To submit final scores:

1. Access the List of All Applications screen in IAR.

2. Select the Final Score Sheet button. This button is displayed on the screen only for
Reviewers allowed to submit final scores and only during the score entry date range for the
meeting.

The Final Score Sheet screen opens for all applications in the meeting, showing Review
Order, Application Number, PI Name, Assignment Role (of the Reviewer), Criterion
Scores (if available), and Final Score fields. The information in the table can be sorted by
selecting the hyperlinked column name of the information being sorted by. A green diamond
icon displays next to the column heading of the current sort.
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NOTE: When applicable, if the SRO has opted to display only Phase 2 applications, the
Final Score Sheet includes only those applications and the title displays as Final Score Sheet
— Phase 2 Applications Only.

The Criterion Scores Label Report link opens the Review Criteria Score Labels report for
the meeting. This report displays all applications per each RFA/PA in the meeting with a key
defining the scores for each of the RFA/PAs (e.g., Score 1 — Significance; Score 2 —
Investigator(s), Score 3 — Innovation, etc.).

Final Scores may be entered for all applications in the meeting, assigned or unassigned;
however, for applications with which a Reviewer is in conflict, the Final Score field
displays a read-only CF and this final score cannot be updated. Deferred applications (those
marked as DF)) also display with their Final Score field as read-only as soon as the score is
saved.

The ability to update criterion scores varies and may not be available for all applications.
SROs must set up the meeting to allow criterion scores to display. Additionally, several
business rules are in place to ensure that the criterion scores are only displayed based on the
meeting settings configured by the SRO.

The rules for displaying criterion scores are as follows:

« Ifthe assigned Reviewer has not submitted a critique before final scoring, criterion
score fields are not displayed.

o Ifunassigned Reviewers are permitted to submit scores (i.e., only scores — no

critiques), the criterion score fields are displayed and editable.

« Ifunassigned Reviewers are permitted to submit scores with a critique required as
backup, but have not submitted their required critique before final scoring, criterion
score fields are not displayed.

o Ifunassigned Reviewers are permitted to submit scores with a critique required as
backup and have submitted their required critique, criterion score fields are displayed
and editable.

« Ifa Discussant is required to submit a critique to support criterion scores and has not
submitted the required critique before final scoring, the criterion score fields are not
displayed.
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« Ifa Discussant is required to submit a critique to support criterion scores and has

submitted the critique before final scoring, criterion score fields are displayed and
editable.

o Ifa Reviewer is in conflict with an application, criterion score fields are not displayed.

« Ifan application already is scored as DF, criterion score fields are not displayed.

NOTE: The SRO determines whether to show subproject applications during final scoring.
If the SRO has allowed subprojects to be scored, these applications display on the Final
Score Sheet screen.

3. Optional: Update the existing Criterion Scores as needed.

4. Enter a Final Score for each application.

Final scores may be entered numerically as 1 to 9 —or— with one of the following score codes
below:

ND — Not Discussed: All applications in a meeting are required to receive scores.
Applications lacking the quality necessary to be discussed at review meetings should be
designated as ND.

NR — Not Recommended: Applications marked NR are not recommended for further
consideration.

DF — Deferred: Applications marked deferred are moved to the next council round.

NP — Not Present: The Reviewer was not present at the meeting when the application was
discussed and is unable to give a score.

AB — Abstain: The Reviewer is abstaining from scoring the application.
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Final Score Sheet
Meeting Title: Leadership Group for a Clinical Research Meeting Dates: 05/1472013-05115/2013
Meeting Identifier: 201305 ZAI1 ABC Critiques Dua: 05/06/2013 11:59 AM
Meeting Phase: o @ Final Score Entry Duration: 05/15/2013 07-45 AM to 05/25/2013 06:00 PM
Final Score Eniry: OPEN Eastrn Standard Tima / Esstern Daylight Time
Criterion Scores Label Report
Reviewar Name: READER, EMMA
i Pl Hame [Conflicts]
Application Humber ol :
" 15 [Parent Application P1] " Criterion Scores Final Score
Bav Drdes acitciranalt Activity)P| Hame e I H 3 4 5 (=m0 ORNRAB  Actn
ICiSerials
————— Pllame +
18 101 45432101  AUDEN, WH. [C) Unassigned All
z 1B 10 ]2 ]z 2 .
22 AUSTEN, JANE [C] Rev 2 Save All
2 3 2 3 3 3
17 BARRE, JM Unassigned ND Save All
18 CRAMNE, STEPHEN R 2 All
+ Iz Bz 2 |2 3 S Al
21 DOYLE, AATHUR COMAN [€] Canflice cF Save Al
20 GOLDMG, WILLIAM () Conflict cF Save All
13 HEMMGWAY, ERMEST Unamsignes 2 Save Al
13 LEE, HARFER [C] Rev 2 3 Save All
14 POE, EDGAR ALLAN [C] Rav 1 S All
1t 2 I I 10 L e
10 RAND, AYH Unassigned MR Save All
12 SHAKESPEARE, WILLIAM Unassigned ND Save Al
13 STENBECK, JOHN [5] Unassigned NR Save All
£l SWIFT, JONATHAN [C] Unassigned 3 Save Al
& WERNE, JULES [€] Unassigned 1 Save All
11 WILDE, OSCAR (<] Unsusignaa ND ve All
3 WHITHAN, WALT [S] Unassigned 1 ve All
| Savedll | Save All and Retun Cancel

Figure 38: Reviewer's Final Score Sheet

5. Select the Save All link from the Action column or the Save All button at the bottom of the
screen to save the changes. All updated information is saved by selecting either Save All
feature.

Selecting the Cancel button at any time ignores the unsaved changes and closes the Final
Score Sheet screen.

6. To save changes and leave the screen, select the Save All and Return button.

7.1.3 Review Criteria Score Labels Report

For reviews using scored criteria, the Review Criteria Score Labels report provides a key to the
scores as defined by the different RFAs/PAs in the meeting (e.g., Score 1 — Significance; Score 2 —
Investigator(s), Score 3 — Innovation, etc.). The report is divided by RFA/PA, showing the score
definition as well as the applications submitted under that opportunity.

Y ou can access the report by selecting the Criterion Scores Label Report link on the Final Score
Sheet, which opens the report as a PDF in a separate window.
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Final Score Sheet

Meeting Title: Leadership Group for a Clinical Research Meeting Dates:

Meating ldentifier: 2013/05 ZAI1 ABC Critiques Due:

Meeting Phase: EDIT @ Final Score Entry Duration:
Final Score Entry: OPEN

( Criterion Scores Label Report )

05/14/2013-05/15/2013
05/06/2013 11:59 AM
05/15/2013 0745 AM

Eadtern Standard Timd | Ea

Figure 39: Criterion Scores Label Report Link on the Final Score Sheet

Review Criteria Score Labels
Leadership Group for Clinical Research
2013/05 Council ZAl1 ABC, 05/15/2013, Dewey Decimal, SRO

RFA/PA: PA00-123- INDEPENDENT SCIENTIST AWARD (PARENT K02)

SCORE 1 - Candidate

SCORE 2 - Career Development Plan/Career Goals /Plan to Provide Mentoring
SCORE 3 - Research Plan

SCORE 4 - Mentor(s), Co-Mentor(s), Consultant(s), Collaborator(s)
SCORE 5 - Environment Commitment to the Candidate

1 RO1 AlMG54321-01 Auden, W.H.
RFA/PA: PA0D-345- Mentored Clinical Scientist Research Career Development Award (Parent K08)
SCORE 1 - Candidate

SCORE 2 - Career Development Plan/Career Goals /Plan to Provide Mentoring
SCORE 3 - Research Plan

SCORE 4 - Mentor(s), Co-Mentor(s), Consultant{s), Collaboratorn(s)
SCORE 5 - Environment Commitment to the Candidate

1 RO1 AIMO1010-01

Golding, William
1 RO1 AI234234-01 Crane, Stephen
1 R0 AIBETS6T-01 Lee, Harper
1 R0 AIGTB678-01 Poe, Edgar Allan

RFA/PA: PA00-456- MENTORED PATIENT-ORIENTED RESEARCH CAREER DEVELOPMENT AWARD

(PARENT K23)

SCORE 1 - Candidate

SCORE 2 - Career Development Plan/Career Goals /Plan to Provide Mentoring
SCORE 3 - Research Plan

SCORE 4 - Mentor(s), Co-Mentor(s), Consultant(s), Collaborator(s)
SCORE 5 - Environment Commitment to the Candidate

1RO A123123-01 Austen, Jane
1 RO1 ANM23456-01 Barrie. J.M.

Figure 40: Review Criteria Score Labels Report
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7.2 Review Without Scored Criteria
7.2.1 Preliminary Scores

Some Operating Divisions (OpDivs) utilize the Review Business Process with no scored criteria,
which differs from the NIH Review Business Process in that it does not use criterion scores, only a
Preliminary Score, followed by final scoring. Scores consist of numeric values from 1.0 to 5.0
and/or non-numeric scores.

For meetings using the Review Business Process with no scored criteria, unassigned Reviewers
can only submit critiques and cannot enter scores.

This section discusses submitting scores and critiques for the Review Business Process with no
scored criteria and may not be applicable to all Reviewers.

To submit critiques and scores using the Review Business Process with no scored criteria:

1. Select the View List of Applications link from the List of Meetings screen for the specific
meeting.

The List of All Applications screen displays, showing only the applications assigned to the
Reviewer.

2. Optional: Select the List All Applications link to display all applications in the meeting.

3. Select the [submit] link from the Action column for the application being reviewed.

List of All Applications @

Meeting Title: Aging and Clinical Geriatncs Meeting Dates: 1211372012-1215/2012
Meeting Identifier: 201301 ABC Critiques Due: 12/10/2012 09:00 AM
Meeting Phase: SUBMIT & Esstasn Standard Tirma | Eastern Daylight Time

List of Meetings F Score Sheet | (Ensbled only during Finsl Soodng)

Application Pl Name -
S Title
ActICISerighs [Parent Application Pf] ESI W test sAdditions Date] Assignment Role Date Action
ICiSarials Pl Name *

1001 Z JOYCE, JAMES The Portrail of the Artist 85 8 Young Man through Adulthood e 1
RFAFA: CX-00- A

e view
Order

Figure 41: List of Applications - [submit] Link

The Submit Critique and Preliminary Score screen displays for entering a preliminary score
and uploading a critique. To exit the screen without entering scores or critique, select the
Back to List of Applications link.

NOTE: During the Edit Phase of a meeting, scores are displayed as read-only; however, a
critique file can still be uploaded.

4. Optional and Only if Top 5 Designation is applicable: Select the Top S checkbox to
designate the application as one of the top 5. This checkbox is located next to the
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Preliminary Overall/Impact field only if enabled by the SRO.

| Preliminary Overalllimpact | 2 -

Figure 42: Top 5 Checkbox

If 5 other applications have already been designated as Top 5, IAR displays the following
error: You have already designated 5 applications in the Top 5 category. Please clear the
Top 5 designation from existing application(s) to designate this application as Top 5. In this
case, access the other Top 5 applications via the List of All Applications screen and uncheck
the Top 5 checkbox as appropriate.

When designating an application as Top 5, you must also submit a critique for that
application.

5. Upload a critique file by selecting the Browse button, searching for the file, and selecting.
6. Enter a score of 1.0-5.0 in the Preliminary Score field.

7. Select the Submit button.

Submit Critique and Preliminary Score @
Back to List of Applications
1. Sivk your o 85 MS Ward o plain bt documents. (Only MS Word or Taxt documints can be submitied, MAC USERS TAKE MOTE - files aust hiv s axtension of %des. *docs or it )
2. Tosusm SIMIply SRR U Browse BUItSn 12 ISente the Sisigus e o LyEs The eriliun BATh Snd file ASma in the text Bex Below (far axample, if you Mved your Sitiqun 85 SnfT. dos om & drive - typ elenitl dog)
3. It applicatie. v UM S000E OF CHOCSE B NON-NUMAH option (NR « Not Recommanded, UNNG « Unsoorsd/Non-Compatitive, or OF « Defemsd)
4. Click Submit
5 Toupdite s sitique, dis C atti,
8. Toremeve oitigue use Delete m Bvailatie on the Lin of Applications
Application 11 LNzt IMPORTANT REMINDERS:
Title of the Artist a5 & Young Man through Aduthood
. AMES
Pl Name: n Please be sure that your review has indluded. in separate sections. discussion of the following topics,
Assignment Role: Rev 1 when applicable®:
Critique File: H\my documents\Samg |_Browse... PROTECTION OF HUMAN SUBJECTS FROM RESEARCH RISK:
INCLUSTON OF WOMEN PLAN:
Praliminary Score (1.0t 5.00: 1.7 IRCXIUE NGO PRHCHE L HUAR
Y ( ) INCLUSION OF CHILDREN PLAN:
Bafore Submitting: VERTEBRATE ANTMALS:
BIOHAZARD:
1. Ensure that your eritique file is not password protected FOREIGH TNSTITUTION:
2 It applicable, accept all track changes, save and tum Track Changes OFF before uploading your critique  ||(®8,- Seientific advantages, any specal or unique attributes, and necessity for tha propased work to.
be done in a foreign country.)
3. Please cloge the critigue file on your computer FOREIGN TRAINING:
(e.g.. Scientific advantages of the proposed training in a foreign country. Incude for Fellowshin
apglications)
(Eapmal [ ) MODEL DRGANISM SHARING PLAN:
Submit | | Reset | (Evaluate i, e.g., & new knockout is to be produced.)
DATA SHARING PLAN:
(For any application > $500,000. or as specified in RFA.)
BUDGET;
BUDGETARY OVERLAP:
(#.9.. There is potential cversp with other existing grants and/or pending applications.)
* NOTE - This list is net all inclusive. Plesse see the review guidelines fer the specific type of
spplication you are reviewing, and look for guidance from your SRA.

Figure 43: Submitting Critique and Preliminary Score - Review Process With No Scored Criteria

NOTE: Selecting the Reset button clears the fields.

The Submit Critique and Preliminary Score screen displays as read-only and prompts for a
confirmation. The entered information can be cancelled by selecting the Cancel button.
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Selecting Cancel returns the screen to an edit view on which scores can be re-entered and/or
a new critique file attached.

The score and/or critique are not saved until the action is confirmed on this screen.

NOTE: If the pre-meeting COI certification has not been signed, a warning displays as
follows: Please sign your pre-meeting Conflict of Interest certification in IAR system.Refer
to the section of this document titled Signing the Meeting Conflict of Interest Certifications
on Page 61 for more information.

IfIAR cannot upload the selected critique (e.g., the file is an invalid format or a virus has
been identified on the file), an error displays.

8. Select the Confirm button to continue uploading the scores and critique.

The Submit Critique and Preliminary Score screen displays again as read-only, indicating
that the information was successfully submitted. The critique file can be viewed on this
screen by selecting the View this submitted critique link next to the file name.

9. Select the Back to List of Applications link to exit this screen.

10. When returned to the List of All Applications, the Action column displays the [submit],
[view], and [delete] links.

Reviewers may view their own critiques and scores as well as those of other Reviewers
(when permitted) once they have uploaded them. The manner in which critiques are viewed
differs from phase to phase. Refer to the section of this document titled Viewing Critiques on
Page 53 for a description of the phase-specific method of viewing critiques.

7.2.2 Final Score Sheet (previously called Voter Sheet)

If allowed by the SRO, Reviewers (other than Mail Reviewers) are able to submit final scores
electronically in IAR within the score entry date range determined by the SRO for the meeting.
These final scores are entered using the Final Score Sheet. Scores may be entered for assigned and
unassigned applications; however, the system does not allow entry of scores for any application
with which a Reviewer is in conflict.

At the time of the final scoring, the Final Score Sheet button becomes enabled on the List of All
Applications screen.

NOTE: Mail Reviewers are not allowed to submit final scores, and the Final Score Sheet button
is not visible to these Reviewers.
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List of All Applications ©

IP-wn;:Imﬁi-:a_‘run L] ES W [Latest eAdditions Date]

JOYCE, JAMES The Portrak of the Artist as a Young Man through Adulthood

Meeting Title: Aging and Clinical Genatrics Meeting Dates:
Meeting ldentifier: 2013/01 ABC Critiques Due:
Meeting Phase: EDIT @
List of Meetings Final Score Sheet

w ol Title

12r13/2012-12r15/2012
1211002012 03:00 AM

Esstern 5%

Assignment Role

ardaed Time / Easten Daylight Time

Submitted Date Action

120972012 0221 PM [submit]

Figure 44: Final Score Sheet Button

To submit final scores:

1. Access the List of All Applications screen in IAR.

2. Select the Final Score Sheet button. This button is displayed on the screen only for
Reviewers capable of submitting final scores and only during the score entry date range for

the meeting.

The Final Score Sheet screen opens for all applications in the meeting, showing Review
Order, Application Number, PI Name, Assignment Role (of the Reviewer), and Final
Score fields. The information in the table can be sorted by selecting the hyperlinked column
name of the information being sorted by. A green diamond icon displays next to the column

heading of the current sort.

NOTE: When applicable, if the SRO has opted to display only Phase 2 applications, the
Final Score Sheet includes only those applications and the title displays as Final Score Sheet

— Phase 2 Applications Only.

Final Scores may be entered for all applications in the meeting, assigned or unassigned;
however, for applications with which a Reviewer is in conflict, the Final Score field
displays a read-only CF and this final score cannot be updated. Deferred applications (those
marked as DF)) also display with their Final Score field as read-only.

NOTE: The SRO determines whether to show subproject applications during scoring. If the
SRO has allowed subprojects to be scored, these applications display on the Final Score

Sheet screen.

3. Enter a Final Score for each application.

Final scores may be entered numerically as 1.0 to 5.0 —or— with one of the following score

codes below:

Submitting Critiques and Scores 52

December 4,2014




IAR for Reviewers

UN — Unscored: All applications in a meeting are required to receive scores. Applications
lacking the quality necessary to be discussed at review meetings should be designated as
UN.

NR — Not Recommended: Applications marked NR are not recommended for further
consideration.

DF — Deferred: Applications marked deferred are moved to the next council round.

NP — Not Present: The Reviewer was not present at the meeting when the application was
discussed and is unable to give a score.

AB — Abstain: The Reviewer is abstaining from scoring the application.

4. Select the Save All link from the Action column or the Save All button at the bottom of the
screen to save the changes. All updated information is saved by selecting either Save All
feature.

Selecting the Cancel button at any time ignores the unsaved changes and closes the
Final Score Sheet screen.

Final Score Sheet

Meeting Title: Ageng and Clinical Genatrics Meeting Dates: 12M1372012-12152012
Meeting Identifier: 201301 AGCG Critiques Due: 121072012 0%:00 AM
Meeting Phase: EDIT @ Final $core Entry Duration: 12162012 11:00 AM o 1272002072 05:00 PM
Final Score Entry: OPEN Emstern Standaed Tima | Esstem Duylight Time
Reviewer Name: READER, EMMA
P1 Hama [Conflicts]
Application Number - -
Biev Order « AcCsonys N bt e Assignment Role (1010 861 UN. WA 0F. WP AB Action
— Billame
JOYCE, JAMES R 1 T Save Al
| Save Al Save All and Retum Cancel

Figure 45: Final Score Sheet for Review Process With No Scored Criteria

5. To save changes and leave the screen, select the Save All and Return button.

7.3 Viewing Critiques

Reviewers have the ability to view critiques in IAR for all applications in a meeting. This ability
may vary depending on the type of Reviewer, the status of the Reviewer’s own critique
submission, the SRO’s meeting settings, or the IAR phase of the meeting. For example, a
Reviewer cannot view the critiques of any application with which he is in conflict; Mail Reviewers
can only view their own critiques; and SROs can block the view of others’ critiques if a Reviewer
has not submitted his own.
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The list below describes the various ways — for each meeting phase — in which critiques may be
viewed in [AR.

NOTE: All methods may not be available to all Reviewers.

Submit Phase

During the Submit Phase, Reviewers can view their own critiques one by one via the List of All
Applications screen by selecting the [view] option in the Action column of an individual
application. Selecting this option opens a PDF document of the Reviewer’s critique for the
specified application.

Read and Edit Phases

During the Read and Edit Phases, a Reviewer may be able to view his own critiques for each
application in the meeting individually; all meeting critiques merged into one file; all critiques for a
specific application merged into one file; all of his submitted critiques merged into one file; or all
critiques for a Reviewer’s assigned applications merged into one file.

The following is a list of possible methods for viewing critiques while in the Read and Edit Phases.
It should not be assumed that all methods are available to all Reviewers.

« [view] option in the Action column of an individual application

Selecting this option opens a PDF document of a Reviewer’s critique for the specified
application. A [view] link is provided for each available Reviewer’s critique. Missing links

indicate that a critique is not available or that the Reviewer does not have access to it.

o View All Meeting Critiques: By Appl link
Displayed only if the SRO has unblocked the Reviewer in the meeting Control Center-.

Selecting this option opens a PDF document of all critiques for all applications in the
meeting — not just those submitted by the Reviewer or applications assigned to the Reviewer.
The critiques are ordered by application number, with a secondary sort by Reviewer role. If
the Reviewer is in conflict with an application, the critiques for that application are omitted

from the document.
o View All Meeting Critiques: By PI link
Displayed only if the SRO has unblocked the Reviewer in the meeting Control Center-.

Selecting this option opens a PDF document of all critiques for all applications in the
meeting — not just those submitted by the Reviewer or applications assigned to the Reviewer.
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The critiques are ordered by the last name of the applications’ Pls, with a secondary sort on
the reviewer assignment role. Multi-project applications are sorted by the parent application’s
PI. If the Reviewer is in conflict with an application, the critiques for that application are
omitted from the document.

o View My Critiques link

Selecting this option opens a PDF document of all critiques submitted by the Reviewer,

regardless of assignment.

o View All Critiques for Assigned Applications link
Displayed only if the SRO has unblocked the Reviewer in the meeting Control Center.

Selecting this option opens a PDF document of all critiques submitted for applications
assigned to the Reviewer. This includes the critiques of other Reviewers for these
applications.

o View All Critiques — [PDF] link

Selecting this option opens a PDF document of all critiques from all Reviewers for the
specified application. The critiques are ordered by the reviewer assignment role. If the
Reviewer is in conflict with an application, this link is not displayed.

List of All Applications @

Meeting Title: Leadership Group for a Clinical Research Meeting Dates: 05114/2013-05115/2013
Meeting ldentifier: 2013110 ZA ABC Critiques Due: 05/06/2013 11:59 PM
Maating Phase: READ &) Esstern Standsed Time / Essteen Daylight Time
Gm Coritique Opticns: Wiew All Mesting Critiques: By Agp|, By F Viaw My Crigigues Vit A1 Critigues for Assigned .'.”;!-u:-a--«_:)
List Application Opbons L3t Al Appieatons Lt Uy Assignesriy Oniy + Preliminary foore Uairis
List of Meetings
2l | (Enasied only during Final Scaring)
Application Pl Hamié N )
Review - = ) Tithe Prefim.
= .acl.élts.:rrlu.l iz [Parent Application Pf] ESl NI [Latest eAdditions Date] Role Score
ISerial Pi Hame +
18 1R A1654321.00 ALBEN, WH The Age af Anxiety Dissrders P 7
RFAPA: FA0-000 | Additionsl Myteraly 197282017 11-38 A6 | - .
Fev N
Aversge: 3
2 1Em AUSTEN, JANE Pride & Prejudice and the Human Psyche R 1 2 g
AFAP 0 . m—
Iy Assignmant Ale: Ray 2 Bt 2 Twee]

Fev3 4

Wi All Critiques - [PLE) Average: 30

Figure 46: Viewing Critiques During the Read and Edit Phases

If the Reviewer has not submitted scores, and the SRO has enabled the block feature for the
Reviewer, the [view] link is not present in the Action column and the View All Critiques —
[PDF] link is not displayed. These links also are not available when a Reviewer is in conflict with
an application.
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RTHUR CONAN A Study in Scariet Fever

G, WILLLAM The Lord of the Fies and Other Disease Carrying insects

HEMINGWAY. ERNEST A Farewel to Arms and Legs and Other Body Parts Rav 1

To Kil a Mockingbird with Various Discases

(Euu must submit your eritique before you can read othe r:::)

Figure 47: Missing [view] Links for Applications with COI and with No Submitted Critique

7.4 Deleting Scores and Critiques

During the Submit Phase of a meeting, Reviewers possess the ability to delete their own previously
submitted critiques or scores. This is particularly useful in the event that a critique and/or scores
were entered for the wrong application or need to be revised.

IMPORTANT: The Delete link should only be used when the Reviewer needs to remove both
the critique and criteria scores. Reviewers may not realize that deleting the critique also deletes
the criteria scores, which the system does not allow to exist without a critique.

If only the critique needs to be replaced, it is not necessary to follow the deletion steps below.
Deleting the critique is not necessary before submitting a new one. If only the critique needs
replacing, the [submit] link on the List of All Applications screen should be used. Refer to the
section of this document titled Submitting Critiques and Scores on Page 38 for more information.

NOTE: During the Edit Phase, scores and critiques can be modified using the [update] link. Refer
to the section of this document titled List of All Applications in Edit Phase on Page 33 for more
information.

To delete critiques and/or scores:

1. Access the List of All Applications screen for the meeting.

2. Locate the application from the list, and select the [delete] link from the Action column.

Title Brelim
T Rl
[Latest sfdditions Date] faslanmeniBole ...

Frie & Pragedcs and the Human Peyohe Raw 2 2 QTIZI0T3I 0T 21 PHE [iusemit]

T Rigd Badige of Courage and Dehar Skin Dapondans Py 2

Submitted Date Action

Esubmt]

To Kl & bookingbed with Varow Dasmes Eive 4

Tra Tl-taie Hed? Doaass

Rav 1 [subm
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Figure 48: List of All Applications - Delete Option

The Delete Critique/Score screen displays options for deleting (refer to the Note below):

e Critique and Top 5 designation (if any)
e Score and Top 5 designation (if any)

o Critique, Score, and Top 5 designation (if any)

NOTE: Based on business rules in place, the Critique and Top 5 designation (if any)
option may or may not be available for meetings following the NIH review business process
(i.e., using scored criteria). The ability to delete only critiques is available if the assigned
Reviewer is a Discussant and the SRO has set the option to allow Discussants to submit
scores without critiques —or— if the Reviewer is an Unassigned Reviewer and the SRO has
set the option to allow Unassigned Reviewers to submit scores without critiques. For
agencies outside of NIH (i.e., those following the old business process without scored
criteria), the option is always available.

3. Select the radio button for the appropriate delete action and select the Submit button.

Delete Critique/Score

To delete CritiquerScoreTop 5 designation (if any) for the Tollowing application, please indicate delets option (Default is Critique, Score and Top 5 desiQRaton (if any)) and press Submit button.

To return to the st of applications, press Cancel

Apphcstion 1RO1 AH23123-01
Title Pride & Prejudice and the Human Payche
Pl Mams: AUSTEN, JANE

Reviewer Type: Rev 2

G&hlﬂ Oﬂlﬂn oo and Top & designation [if sny) )
@ Critigue. Score and Top & designation (if any)
Cancel
Figure 49: Delete Critique/Score Screen

A confirmation screen displays before the delete is committed. The Note on the screen
indicates what will happen if the action is continued. Review this information to make sure
the correct option has been selected and that the correct data is being removed.

4. Select the Continue button to continue the action. Selecting Cancel will abort the deletion.
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Delete Critique/Score

The following information is sslected to delete CritiqguelicoraTop 5 designation (if any).

Preas Cancel to change Delete Options, otherwise - Continue,

Application: 1R AN23123-01
Title: Pride & Prejudice and the Human Psyche
Pl Name: AUSTEN, JANE

Reviewer Type: Rev 2

Delete Option; Critigue. Soore and Top 5 designation (if any]

Gﬂ!‘: This "Delete” action will delete all the scores and the critique for this application. Please remember o enter the scores when you resubmit the critique,

Delating a critique is not necassary bafore resubmitting a naw ane. If you only need 1o update your critique, click 'Cancel’ button above and
use the 'Submit’ link on the previows screen to submit a new critique andior update the scores.

Figure 50: Delete Critique/Scores Confirmation

When continued, IAR displays a confirmation of what has been deleted. The top of the

screen displays Operation Completed Successfully. Scores are removed and/or the uploaded
PDF of the critique is deleted as appropriate, based on the delete option selected. If a critique
is deleted, the Preliminary Summary Statement is updated with the deleted critique removed.

In the event that only scores have been deleted, the critique PDF document is updated to
reflect the change in scores.

5. Select the Back to List of Applications link to return to the list of applications.

Delete Critique/Score

@.‘k 1o List of .I"~|:-nllc_-;||,m®
@ra:im Completed Succes sr@

Application: 1 RO1 ANZ2123.01
Title: Pride & Prejudice and the Human Payche
Pl Name: AUSTEN, JANE

Reviawar T'!'lpue' Raw 2

Delete Option; Critque. Scom and Tep 5 designation (il sny)

Figure 51: Deletion Successfully Completed

7.5 Preliminary Score Matrix

Based on preliminary/overall impact scores entered by Reviewers, the SRO designates applications
for the SRG to consider for streamlining.

In the Preliminary Score Matrix, a Reviewer can see the preliminary overall/impact scores
assigned by other Reviewers for all applications in which the Reviewer is not in conflict. The
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Preliminary Score Matrix also provides a means for viewing only those lower half applications as
designated by the SRO. The Preliminary Score Matrix is available during the Read Phase from the
List of All Applications screen by selecting the Preliminary Score Matrix link.

NOTE: Mail Reviewers cannot access the Preliminary Score Matrix.

List of All Applications @

Meeting Title: Leadership Group fior a Clinical Research Meeting Dates: 05/14/2013-05/15/2013
Meeting ldentifier: 201310 ZAI1 ABC Critiques Due: 05/06/2013 11:59 PM
Meeting Phase: READ & Eastem Standard Time | Eastern Baylight Time

View Critique Options.

List of Meetings &l | (Ensbled only during Final Scering)
Application Pl Name
Review Tithe: Prelim.
Order ACIMLS0 80 [ Applcator D K o [Latest eAdditions Date] Ko score Acoa
Drder C Seriale Pl Harne +
2 AUSTEN, JaNE Bride & Prejuice and Ihe Human Payehe S P
Finw 2 3
P 3 4

Aviage 30

Figure 52: Preliminary Score Matrix Link

For each application in the meeting, the Preliminary Score Matrix displays all preliminary
overall/impact scores from worst to best score as well as average score. If a Reviewer has not
submitted scores and the SRO has blocked access to Reviewers who have not submitted scores,
IAR blocks the scores for these applications in the AVG and Preliminary Overall/Impact Scores
[Worst to Best] columns. A message You are blocked from seeing scores displays in the
Preliminary Overall/Impact Scores [Worst to Best] column instead.

Preliminary Score Matrix @
Meeting Title: Leadership Graup for a Chinical Research Meeting Dates: 05/1472013-05/15/2013
Meeting Identifier: 2013710 ZAI1 ABC Critiques Due: 05/06/2013 11:59 PM
Meeting Phase: READ & Eastaen Standard Tima / Easterm Daylight Time
List of Meetings  List of Applications
Apphcations Show Lower Half Sppications Onb Expont to Exos
Application Humber e I o] Lower Half Bl
e e e LHACLPLAVG paseiged Preliminary OveralVimpact Scores [Worst to Best]
e Pl Hame + St only]

16 AUDEN, W.H. [T] as - 3

22 AUSTEN, JANE [C) a0 4 3 2

17 BARRIE, J.M. x L] 7 8 5

18 CRANE, STEPHEN 28 iz

21 HEMINGWAY, ERNEST 2 2 1

13 LEE. HARPER [C} You are blocked from seeing scores

14 POE, EDGAR ALLAN 2] 07 . n

0 RAND, AYN X 55 L

12 SHAKESPEARE, WILLLAM x 60 7T 6 8

15 STEINBECK, JOMN [C) = [-1-] 88 4

] SWIFT, JONATHAN [C) 20

& VERNE. JULES [C] 15 2 1

11 WILDE, OSCAR (&} u T

3 WHITMAN, WALT [C] 7 33 2

Figure 53: Preliminary Score Matrix Screen (default view)

The information on the screen can be sorted by either Review Order, Application Number, PI
Name, Lower Half designation, or AVG (average score of assigned Reviewers). Select the
hyperlink in the column title to specify the sort.
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NOTE: In the case of Pioneer Meetings, if the SRO has indicated that only Phase 2 applications
should be displayed, then the Preliminary Score Matrix displays only Phase 2 applications. In this
case, the title of the screen reads as Preliminary Score Matrix — Phase 2 Only.

The Preliminary Score Matrix includes links for navigating away from the screen or for changing
the view of the information on the screen. The links are as follows:

List of Meetings

Select this link to return to the List of Meetings screen.

List of Applications

Select this link to return to the List of All Applications default view (Reviewer’s assignments only)
Show Lower Half Only

Select this link to view only those applications designated as lower half. The lower half
applications display in a Worst to Best order.

Show All Applications
Select this link to return the view to all applications (default view).
Export to Excel

Select this link to export the Preliminary Score Matrix to Microsoft Excel. The Excel version
opens in a separate window with the same data as displayed on the screen in IAR.

Preliminary Score Matrix - Lower Half Applications Only @

Meeting Title: Leadership Group for a Clinical Research Meeting Dates: 05/14/2013-06/15/2013

Meeting ldentifier: 201310 Zan ABC Critigues Due: 05/06/2013 11:59 PM

Meeting Phase: READ @ Eadtern Standasd Time | Essten Daylight Time
List of Meetings  List of Applications

Pl Hame [Conflicts]
[Parent Application P1}
Activity/™ Name
Pl Hame +

Application Humber
ACHICISeripke
ICiserials

Revie:
g:l;:-\f Preliminary Overallimpact Scores [Worst to Best]

4 BARRE. J M,

RAND, AYN e 8

10

12 SHAKESPEARE, WILLIAM T o8

13 STEMBECK, JOHN [C] 5 & 4
9 a2 1 WILDE, OSCAR [C] TTT

Figure 54: Preliminary Score Matrix - Lower Half Applications Only
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8 Signing the Meeting Conflict of Interest Certifications

Reviewers can sign electronic Conflict of Interest (eCOI) certifications via IAR from the List of
Meetings screen for the particular meeting. There is a pre-meeting eCOI certification as well as a
post-meeting eCOI certification (to be signed after the meeting has ended).

eCOl certifications are only available to Reviewers if the SRO has chosen to allow eCOI
submission for the meeting. Once signed, the eCOI certifications are kept in the eRA database for
10 years.

NOTE: Non-NIH reviews might use a different COI certification. The Reviewer needs to contact
the SRO of the meeting if the electronic COI link is not available in IAR.

8.1 Pre Meeting Conflict of Interest Certification

The NIH peer review process relies on Reviewers to identify any conflicts of interest (COI) that
may affect the integrity of the process. The rules for identifying COIs can be found online at the
following site: http:/grants.nih.gov/grants/guide/notice-files/NOT-OD-13-010.html.

Reviewers sign the Pre Meeting Certification before participating in the review meeting. The
purpose of the certification is to confirm that the Reviewer will not participate in discussions
surrounding applications with which that Reviewer is in conflict.

To sign the eCOI certification:

1. Access the List of Meetings screen.

2. Select the Pre-Meeting COI Certification link from the Action column of the specific
meeting.

The Pre Meeting Certification displays. Before displaying the screen, IAR checks to see if
the Reviewer has any conflicts of interest. If conflicts are found, the corresponding
applications display in the mid-section of the screen. If no conflicts are found, this section
displays the message There are no applications with conflict of interest.

NOTE: The displayed certification differs for Reviewers depending on whether they are
Federal or non-Federal staff.

3. Optional: Select the List of Meetings link to return to the List of Meetings without signing
the certification.

4. Optional: Select the NIH Conflict of Interest Rules link to read COI certification rules and
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information. This link displays with a -Fed suffix when the Reviewer is a federal employee
as specified in the Committee Management system. The link displays with a suffix of -Non-
Fed if the Reviewer is not a federal employee.

5. Non-Federal Reviewers: Select the radio button appropriate for the meeting:

« For applications or contract proposals: I do not have a conflict of interest and do
not present the appearance of conflict of interest with any of the
applications/proposals to be reviewed.

o For grant applications: I have a conflict of interest or present the appearance of
a conflict of interest with the specific applications listed below and hereby recuse
myself from their review.

« For contract proposals: I have a conflict of interest or present the appearance of
a conflict of interest with the proposals listed below, and hereby recuse myself
from their review. I understand that a waiver is required for me to participate in
this review meeting.

6. Select the I Certify button.
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Pre Meeting Certification @

ist of Meetin NIH Conflict of Interest Rules - Non-Fed

NIH PRE-REVIEW CERTIFICATION REGARDING
CONFLICT OF INTEREST FOR
FOR NONFEDERAL AND FEDERAL REVIEWERS
OF GRANT APPLICATIONS AND R&D CONTRACT PROPOSALS

Reviewer Name: Reader. Emma.

Address(employment):

12345 Main Street

MNEW YORK, NY 10038

Scientific Review Group: ZAI1 ABC_ Leadership Group for a Clinical Research Network
Date(s) of review: May 14, 2013 - May 15, 2013

Check only one:

I have read the NIH Conflict of Interest Rules: Information for Reviewers of NIH Applications and R&D
Contract Proposals, and examined the list of applications/contract proposals to be reviewed.

Mon-Federal Reviewer - [ hereby certify that, based on the information provided:

For applications or contract proposals: I do not have a conflict of interest and do not present the appearance of conflict of interest with any of the
applications/proposals to be reviewed.

@ For grant applications: I have a conflict of interest or present the appearance of a conflict of interest with the specific applications listed below and
hereby recuse myself from their review.

For contract proposals: 1 have a conflict of interest or present the appearance of a conflict of interest with the proposals listed below, and hereby
recuse myself from their review. I understand that a waiver is required for me to participate in this review meeting.

I have a conflict of interest, or present the appearance of a conflict of interest, with the following application(s) or proposal(s) (identify applications by
number and proposals by the name of the offeror):

Federal Reviewer - I hereby certify that, based on the information provided:

I have complied with my agency's financial disdosure and ethical conduct requirements associated with service as a reviewer and understand I must
recuse from any review if I have a conflict of interest or apparent conflict of interest unless a waiver or authorizations is granted by or in consultation
with my ethics official.

Certification

I certify that I have read the attached "NIH Conflict of Interest Rules: Information for Reviewers of NIH Applications and R&D Contract Proposals® Under
penalty of perjury (US Code Title 18 chapter 47 section 1001), I certify that to the best of my knowledge I have disclosed all conflicts of interest that I may
have with the applications or R&D contract proposals and I fully understand the confidential nature of the review process and agree: (1) to destroy or
return all materials related to it; (2) not to disdose or discuss the materials associated with the review, my evaluation, or the review meeting with any other
individual except as authorized by the Scientific Review Officer (SRO) or other designated NIH official; (3) not to disclose procurement information prior to
the award of a contract; and (4) to refer all inquiries concerning the review to the SRO or other designated NIH official,

Signature:

' ClearSelection | | Cancel | (Date)

Figure 55: Selecting a COI Option

When the certification is submitted, IAR performs several system checks to verify the
entries. If applications with conflicts are displayed on the screen, but the radio button for no
conflict is chosen, a warning message displays indicating that one or more conflicts may
exist. Reviewers can either go back (Go Back button) and update the selection or choose the
Certify No Conflicts button to continue.

Pre Meeting Certification - Warning
For Non-Federal Reviewer: One or more grant applcations are shown on the form, indicating you may have a conflict of interest with key personnel of these applications. Are you sure you want
to certify no conflicts?
For Federal Reviewer: Please chck "Go back”, Clear Selection, and certify the Confhet of Interest form.

Certify No Conflict{s) Go Back ]
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Figure 56: Pre Meeting Certification - Warning

If the non-federal Reviewer has not selected one of the three radio button options but selects
the I Certify button, a message displays as follows: You must select one of the radio buttons
above before certifying.

Other messages may display based on all the business and system rules in place. Review any
messages and follow the appropriate steps to resolve the issue.

Federal Reviewers do not need to click any radio buttons as they are only required to certify
that they comply with their agency’s financial disclosure and ethical conduct requirements.

If the certification passes verification, IAR adds the electronic signature of the Reviewer
with the current date and time.

Certification

1 certify that I have read the attached "NIH Conflict of Interest Rules: Information for Reviewers of NIH Applications and R&D Contract Proposals® Under
penalty of perjury (US Code Title 18 chapter 47 section 1001), I certify that to the best of my knowledge I have disclosed all conflicts of interest that I may
have with the applications or R&D contract proposals and I fully understand the confidential nature of the review process and agree: (1) to destroy or
return all materials related to it; (2) not to disclose or discuss the materials associated with the review, my evaluation, or the review meeting with any other
individual except as authorized by the Scientific Review Officer (SR0) or other designated MIH official; (3) not to disclose procurement information prior to

the award of a contract; and (4) to refer all inquiries concerning the review to the SRO or other designated NIH official.

Signature:

Electronically signed by [Reader, Emma] via Internet Assisted
Review on 02,/25/2013 08:13 AM

I Centify | ClearSelection | | Cancel | (pate)

Figure 57: Pre Meeting eCOI Certification - Electronic Signature

7. Select the List of Meetings link or the Cancel button to exit the screen.

If necessary, Reviewers may access the form and follow the steps for submission to re-
submit the certification. If re-submitted, a new date and time are applied to the electronic
signature.

8.2 Post Meeting Conflict of Interest Certification

The NIH peer review process relies on Reviewers to identify any conflicts of interest (COI) that
may affect the integrity of the process. The rules for identifying COIs can be found online at the
following site: http:/grants.nih.gov/grants/guide/notice-files/NOT-OD-13-010.html.

Reviewers sign the Post Meeting Certification at the completion of a review meeting to confirm
that participation in discussions about conflicted applications did not take place with the Reviewer
present.

To access and sign the Post Meeting Certification:
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1. Access the List of Meetings screen.

2. Select the Post-Meeting COI Certification link from the Action column of the specific
meeting.

The Post Meeting Certification screen displays. The Scientific Review Group name and
review dates are at the top of the form. At the bottom of the certification, the Printed Name
of the Reviewer displays along with a Signature field for capturing the electronic signature
of the Reviewer.

3. Optional: Select the List of Meetings link to return to the List of Meetings screen without
signing the form. Selecting the Cancel button also returns the List of Meetings screen
without saving the form.

4. Select the I Certify button after reading the certification.

The Signature field updates with the electronic signature of the Reviewer and timestamp. If
necessary, Reviewers may access the form and follow the steps for submission to re-submit
the certification.

Post Meeting Certification @
List of Meetings

NIH POST-REVIEW CERTIFICATION
REGARDING CONFLICT OF INTEREST
FOR NONFEDERAL AND FEDERAL REVIEWERS
OF GRANT APPLICATIONS AND R&D CONTRACT PROPOSALS

Scientific Review Group: ABC
Date(s) of review: February 25, 2013 - February 35, 2013

Non-Federal Reviewers: This is to certify that in the review identified above, I did not participate in an evaluation of any application, or review panel
evaluating a proposal: (1) from any applicant institution or offeror where I am a full- or part-time salaried employee or where I am negotiating for such
employment; (2) from any applicant institution or offeror where 1 have received or could receive a direct finandal benefit in relation to the application or
proposal under review or have received or could receive a financial benefit from the applicant institution or offeror or principal investigator valued at $10,000
or more per year that is unrelated to the application or proposal under review; (3) submitted by a close personal relative, a member of my household, or
professional associate, or If such person receives financial benefits from or provides financial benefits to an applicant or offeror. If there was an appearance
or real conflict of interest, 1 recused myself from the review of the application, or review meeting evaluating the proposal, or was granted an appropriate
waiver,

Federal reviewers: This is to certify that in the review identified above, I did not participate in an evaluation of any application or proposal in relation to
which I had a conflict of interest or apparent conflict of interest under applicable government ethics standards including submissions: (1) from any
institution with which I have an outside activity; (2) from any institution where I serve as an officer, director, trustee or partner; (3) from any institution
where I am seeking employment; (4) from any institution in which I, my spouse, andfor my minor child hold, in aggregate, more than $15,000 worth of
stock; (5) that would affect my spouse’s employment, compensation, or benefits; (6) from a close relative, a member of my household, an individual or
entity with which 1 have a business or contractual relationship, or the employer of my spouse, parent, or dependent child; or (7) from my former (within
the past year) non-Federal employer. If I had an actual or apparent conflict of interest, [ recused myself from the review unless a waiver or authorization, as
appropriate, was granted.

CERTIFICATION
Under penalty of perjury (US Code Title 18 Chapter 47 section 1001), I fully understand the confidential nature of the review process and certify that in the
review above I did not participate in an evaluation of any application or proposal with which I knowingly had a conflict of interest.
Printed Name Signature

Reader, Emma Electronically signed by [Reader, Emma] via Internet
Assisted Review on 03/04/2013 02:40 PM

_ Cancel“_ (Date)
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Figure 58: Post Meeting COI Certification

5. Select the List of Meetings link to exit the certification.

NOTE: In rare cases, the I Certify button may not appear on the screen. This is due to
multiple profiles in the system for the same person. Contact the SRO or eRA Help Desk in

this case.
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9 SRG MinutesIBudget Form

The Chairperson of the meeting designated by the SRO has the ability to electronically sign the
SRG Minutes/Budget Form in IAR. The SRO may designate multiple Reviewers to perform this
task.

NOTE: Please keep in mind that this task must be completed while the meeting is still in the Edit

Phase. Once the Edit Phase ends, Reviewers may no longer have access to the meeting, including
links to the SRG Minutes/Budget Form.

To sign the SRG Minutes/Budget Form:

1. Access the List of Meetings screen.

2. Select the SRG Minutes/Budget Form link from the Action column of the specific
meeting.

The SRG Minutes/Budget Form displays.

3. Optional: Select the List of Meetings link to return to the List of Meetings screen without
signing the form.

4. Enter the Meeting Adjourned Time and the Meeting Adjourned Date.

5. Select the I Certify button.

NOTE: If the SRO has designated multiple Reviewers, each Reviewer’s name appears on the
form with a certification line. Clicking the I Certify button only updates the electronic signature of
the Reviewer currently in the form. Reviewers cannot sign the form for other Reviewers.

NOTE: In rare cases, the I Certify button may not appear on the screen. This is due to multiple
profiles in the system for the same person. Contact the SRO or eRA Help Desk in this case.
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