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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 About eRA Commons

eRA Commons (Commons) is an online interface where grant applicants, grantees, and federal
staff at NIH and grantor agencies can access and share administrative information relating to
research grants.

NIH extramural grantee organizations, Operating Divisions (OpDivs), grantees, and the public are
the primary users of Commons, and each type of user is assigned a specific role (or roles).
Depending on your role, you may perform a variety of functions in Commons, including:

o Track the status of your grant application through the submission process, while viewing
errors and/or warnings and checking the assembled grant image

o View summary statements and score letters following the initial review of your application

o View the notice of award (NoA) and other key documents

o Submit Just-in-Time (JIT) information required by the grantor agency prior to a final award
decision

o Submit the required documentation, including the Financial Status Report/Federal
Financial Report and final progress report to close out your grant

» Submit a No-Cost Extension notification that the grantee has exercised its one-time authority
to extend without funds the final budget period of a grant

« Submit an annual progress report electronically

o Manage personal and institutional profiles
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1 Welcome to Commons!

Access Commons by entering the following address into your web browser:
https://commons.era.nih.gov/commons/

The Welcome to the Commons screen displays important and potentially new information to users.
Take a moment to review the information provided on the screen. This information includes:

Commons Login
Enter your Username and Password to access the Commons system and modules.
eRA Commons Help Desk

The hours, website address, and phone number of the eRA Help Desk is provided in this

arca.

System Notification Message

Read the messages displayed here to find out if system outages exist or to access the eRA
Scheduled Maintenance Calendar.

Supported Related Resources

Useful links for avoiding Commons errors, self-help resources, electronic and application

submission as well as the link for the eRA Home Page can be found in this area.

Commons Related Resources

Links for submitting a reference letter and for accessing the Commons Demo are located in
this area.

Register Grantee Organization

Click this link to register your organization. Refer to the section of this document titled

Registering Institutions and Organizations on Page 35.

What's New

Check here for links to information about new features for Commons and its modules. These

links change as new features are added.
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o Commons Resources

Check this area for links to Commons Frequently Asked Questions, training, the latest

Release Notes, etc.

« Additional Links

Useful links such as to Grants.gov, iEdison, NIH, Loan Repayment, and others can be

found in this area.
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Figure 1: Welcome to the Commons

1.1 Logging into Commons

Commons requires users to enter a unique user ID (from 6 to 20 characters) and password for
authentication. Refer to the section of this document titled Password Policy on Page 15 for
additional password-related information.

The Commons Login area of the screen allows for two types of user to log into Commons: the

external Commons user and the internal NIH or Agency user. For steps related to external users,
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please refer to the section of this document titled Accessing Commons with a Commons User ID.
For steps related to internal users (such as NIH, SRO, agency users, etc.) please refer to the section
of this document titled Accessing Commons with a Network ID (NIH or Agency).

1.1.1 Accessing Commons with a Commons User ID

If you have been provided with a Commons User ID, you may log into Commons using the
Commons Login section of the log-in page.

To log into Commons:

1. Navigate to the Commons system on the internet.

2. Under Commons Login, enter your username in the Username field.
3. Enter your password in the Password field

4. Click the Login button.

Commons Login
*Required field(s)

*Username

*Password

[ Login ” Reset ]

Forgot Passward/Unlock Account?

Figure 2: Commons Login

NOTE: For security purposes, all passwords will display as asterisks (*) as they are entered. The
Commons system will lock users out after three (3) unsuccessful login attempts.

A successful login will show the username, institution, and your user roles in the Welcome section
of the screen as well as in the upper right corner of every Commons screen.

About Commons 4 July 15,2015



eRA Commons User Guide

tof Health & Human Services ) wwnw khs.gov

Walcoemg Camorga Paanhirgion

=1 UL x
w
Klecrrania l-lli'}ra.’* Addmimigerarion e
( Commons )) ) | S et

Roiss 50
Logoed | Contect Uz | Help

Speasered by Nardoas! fmarirwies of Newairk

ICTTh  Aamen nsbieton Profls Personsl Profls Sulus sSMAP s Links eRA Pariners

0 Srtem informason e raag Ragivier Grantes Organizatian
(e ol ST B Sl aDbe B e BT
M WASHING TON Al the Cofmmons
ST M ofil s O ol
o RN Y41 10 PEriorm P Polloowind) B iTese s Do b o the pirelees. 25 0Ciated wath ths = Fracudals &§ i

o Laigs Reeas
A Commons Help Desk Py Latezt Fsseaze

o Hous Mon-Fa, TAEFE » AOTEEIraGon- ARG Tou B EEAR00 B St 15 P Syl S SCCountl MSNNGE SodE Addigongl Links.
* Inafhion P olile- Enabiad pou 15 e 850 updSie ISR FbOUESN Tiire

» Poruonal Profie- Alsw you 5 LS roor Daflafl Rermasen Mmons

v Slafusk- Aldwcl vouy B Chidk B iililed of orafli 808 SpfEiiland Tidl Rivd bl Sulmiled SiE

& TTH 3044515505

. * @ SRAR- AlSwc o B9 Nk B IBISIMIaEGS fidedd 16 cOmplelp 3 orant SpeicaBEn Mk
CERENST A CuShih G kBN Fdnt

ol R g wha el will 5 e
B L

& xTrain- Enaties pou it 3 Trames of 510 i 1o conlen T nonmaton Ml pou haes SUBmBsd i 3
TWrainsh robe B Mae

w inierr Assiased Review AR Miows trsiwt iD SUDMIE TRGUES Bl Breiemingty SC00es for
SopBCiong By 3% NvHAING mO0E

Figure 3: Commons Home Page

IMPORTANT: Are you affiliated with multiple institutions? Make sure that the correct
institution is displayed after you log in. This will affect the information you can access in
Commons. Refer to the topic called Changing the Displayed Affiliated Institution on Page 9 for
more information.

After you have signed into Commons, you may access the various tabs, links, and help screens, as
well as other available links.

NOTE: The modules accessible to a user depend on that user’s role and privileges. The image
below is only a sample of possible options.

it of Health & Human Services £ www.hhs.gov

Eleetronie Research Administration Welcome: George Washngton
> é ‘?_") £ WASHNGTON
eR A Commons ot k_,,- attuticn: MOUNT VERNON COLLEGE
HE]

o
Sponsored by Narfomal fastitures of Heaith Roles: 50

Leaout| Gontast Us | Helg

Gm Admin  Institution Profile  Perscnal Profile  Status  RPPR  xTrain  Admin Supp  @RA Parinits ’

Figure 4: User Information and Assigned Access Tabs

1.1.2 Accessing Commons with a Network ID (NIH or Agency)

If you are an internal NIH or Agency user accessing Commons, you will use your Network ID to
log into the system. Your Network ID is that which you use to sign onto your computer.

NOTE: Your Network ID is not your IMPAC II User Name.
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IMPORTANT: Some examples of federal users who may need to access Commons include
Office of Financial Management (OFM) staff who review grantees' Federal Financial Reports
(FFRs); administrators who manage/review appointments in XTRAIN; and Scientific Review
Officers (SROs).

All Commons users — including federal staff — must have a Commons role in order to log in to
Commons.

To log into Commons using your Network ID:

1. Navigate to the Commons system on the internet.

2. Find the section marked Federal User Login Here. Click the word Here, which is
displayed as a hyperlink.

Commons Login
*Required field(s)

*Username

*Password

[ Login H Reset ]

Forgot Passward/nlock Account?

Federated Institutions/Organizations

MNA »

@deral User Login He@

Figure 5: Federal User Login Link
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The network login screen displays. If this is the first time accessing the system using the network
log in, you are directed to synchronize your network account with your IMPAC II account. For
more information on synchronizing accounts, please refer to the instructions located at
http://inside.era.nih.gov/single network/single login.cfm.

3. From the Network ID login page, insert your PIV card into your card reader.

—_OR-

Enter your Network User Name and Password fields and press the Log in button.
Alternatively, you may select Login. Do not enter your IMPAC II credentials on this screen.

= Ingent your FIV card inbs your amant card reader
bedore attempting to login
User Mame: | GeoWash_NIH
= For agsistance, read the instructions for

uSing sman cards and cericates with M Login (POF, 21 pages, 726 KB

Fasswtd  sssssssnsss Change Fasswond —

Waming Hoboe

Thig k& a ULE Govemment compulisr Syshém, which may bé scoessed and used shily or auhorited Gommment busingess by authorized pérsonnel. Unauthodized actess o
use of this compuber syslam may suljact wolators fo criminal. o, andior admanistrative adion
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If you need assistance - Pleass call the HIH IT Servics Desk 301-455-4357 [&-HELP); B65-319-4357 (ko -free] or Sybsmet 5 Help Desh Ticket
Fgt

Figure 6: Network Login Screen for Agency and NIH Users

NOTE: For security purposes, all passwords display as asterisks (*) when entered.

A successful login will show the username, institution, and your user roles in the Welcome section
of the screen as well as in the upper right corner of every Commons screen.
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Figure 7: Commons Landing Page for Federal Users

After you have signed into Commons, you may access the various tabs, links, and help screens, as
well as other available links.

NOTE: The modules accessible to a user depend on that user’s role and privileges. The image
below is only a sample of possible options.

A,
Zpamppred by Nailema P fmpaddminer af Healih Ip-

- Kiscdronic Ressarch Adminisfration ,d’.% n peee l.':::*h:rﬂw-
(e=z@S Commons ) o @ =l

(Em Infiermad Avuinied Beviewr Links mwt—-)

Figure 8: User Information and Assigned Access Tabs (SRO)

1.1.3 Session Expiration

If you are going to be away from your computer for an extended period, save any changes and log
out of the system. Work sessions expire after 45 minutes of inactivity. At that time, the system
returns to the Commons Login screen.

1.2 Switching Institutions
Are you a PI who has switched institutions?

PIs moving from one institution to another do not need to establish a new Commons account. In
fact, if you are a PI, you should maintain a single Commons account throughout your career.
You'll just need to affiliate your new institution to your existing Commons account.

There are many benefits to maintaining a single Commons account including:
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Your grant record history will be kept together instead of being split across multiple
accounts

If you have served as a Reviewer, your service on study sections will be recorded properly
and will be accounted for in determining eligibility for continuous submission (Policy:
http://grants.nih.gov/grants/peer/continuous submission.htm)

Records maintained by NIH will be more accurate
With one account, your degree information will be kept in one place and is more likely to be
reviewed in consideration for Early Stage Investigator eligibility

Follow these steps if you switch institutions:

1.

Request that the SO at your new institution/organization affiliate your existing Commons
account with your new university/organization. Y ou will need to provide the SO with your
Commons ID.

The SO can follow the steps listed in the Create Affiliation topic of the Accounts
Management System Online Help.

If you have left the other institution/organization, request that the SO at your old
institution/organization disaffiliate you from that institution.

NOTE: It is possible to have multiple affiliations tied to one Commons account. Y ou do not
need to disaffiliate your account from the first institution if you still remain there.

Contact the eRA Help Desk if you realize that you have more than one Commons account.
They can help you merge the accounts together.

Keep your Commons Personal Profile updated. This includes the address fields and the end
dates of your employment.

IMPORTANT: While a PI can keep the same Commons account when switching institutions,
system users with the SO role must create a new account within the new institution/organization.

1.3 Changing the Displayed Affiliated Institution

If you are a PI affiliated with more than one institution, it is important to check which institution is
currently selected when you log into Commons. Y ou will only be able to access the information
pertaining to the selected institution. Y our selected institution is displayed under your user ID
information in the upper right corner of the Commons screens.

To select a specific institution to work with in Commons:

1.

Log into Commons.
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If affiliated with multiple institutions, the name of the default institution displays as a link within the
upper right corner of each Commons page.

2. Click on the link displaying the name of the institution.

Welcome: THOMAS JEFFERSOR
é I0: JEFFERSOM.T
Instrtutu:ln MOUNT YERMON COLLEGE )

. FI AR
Logout | Contact Us | Help

Figure 9: Institution Name Displayed as a Link for Multiple Affiliations

The Change Affiliation screen opens. This screen lists the names of all institutions with which you
are affiliated.

3. Select the radio button of the institution.
4. Click the Submit button.

Waloame: THOMAS EFFERSON
{é ':E'_“.J O JEFFERSON T
L/ Fattuten. BOUNT YERMON COLLEGE
Bl L Risien: P AR
Logout | Contacl Vs | Help

TN Admin iestiution Profile  Personal Profile Status eSHAP inbermet Assisted Review xTram oRA Panners
Change Affiliation

MOUNT VERHON COLLEGE )
UNVERSITY OF VIRTHNLE (5 aff—

Figure 10: Change Affiliation Screen

The Commons home page displays, with the Institution fields updated to the selected affiliated
institution.

(@EES Commons ) R

REpeasared by Narioaal Fasiifaies of Weaiid

T
miian | eantact bl | Helg

TN Admin nsswton Profle Porsonal Prefile  Sisius #5MAP  Inermel Assisted Review xTrain FFRFSR Links oRA Parsers

Lt i ]
i Srshem informanion Messapt Register Grantes ization
Thomeas JefTerson AN 5yshems are Feailable 3 thes bma
v o N
—
Frbrmy T e Commons alliws you 1o Periarm the Iolewing SSHwes Beliw Batad on thi prelsges asiociatid with Bis . F.I,. I
SHA Commeons Help Desk rolly: » Laieat Fieieans Miokes —

Figure 11: User Information with Updated Affiliated Institution
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The grant and institution information displayed on the Commons screens is for the selected
institution only. To switch to another institution, repeat the steps above.

NOTE: Changing the institution is accomplished from any screen in Commons; the Welcome area
in the upper right displays the Institution name as a link on all screens, not just on the Commons'
home page.

1.4 Logging out of Commons

Upon completion of any work, edits, updates, submissions or administrative changes, it is best to
log oft/sign out from the Commons system before closing the browser. The Logout link is located
in the upper right corner of each screen.

Elecironic Resaarc h Admimisfration {"%@q m Ec::::;'iﬁlré:w:;'m;u.
(e=E¥l Commons ) o) (Q =8,
i i * pekach U | Halg

Spomsored by Natiomal Ffesiiéiufes of Nealik

CTN  Acmin institution Profle Personal Profile Stabes  oSHAP xTrain Links ofA Pariners

Figure 12: Commons Logout Link

About Commons 11 July 15,2015



eRA Commons User Guide

1 Federated Institutionlerganizations Sign In

eRA Commons is piloting Institution/Organization Log In functionality. This pilot is limited to
those organizations currently registered with the Center for Information Technology (CIT). This
piloted feature allows limited users at these registered institutions/organizations (herein referred to
as organizations) participating in the Commons Federation to use their organization's credentials to
log into the Commons system.

This topic provides information on the following:

o Federated log in with a linked Commons account
o Linking your Commons account

o Trouble-shooting issues linking your accounts

IMPORTANT: This is a pilot program. Not all Commons users will be able to use this feature.

1.5 Accessing Commons with Your Organization Credentials

1. Navigate to the Welcome to the Commons page.

2. In the Federated Institutions/Organizations section of the log in panel, select the appropriate
organization from the drop-down list.

3. Select the Sign In button.

4. Your organization's sign in page displays.

5. Enter your credential information (e.g., username and password) as appropriate to your
organization.

This information -and screen- is managed by your own organization and not by

eRA Commons. If you do not know your credentials at your institution or you are having
trouble with your institution's log in screen, you will need to contact your institution.
eRA cannot help you with this screen.

Validations will occur with your organization to authenticate your credentials. Any failure to
authenticate your organization credentials must be addressed with your organization.

If Commons determines that your organization credentials are associated with a
your Commons ID, you will be successfully logged into Commons and can start using the
system. If your accounts are not linked, you will be prompted to do so.

If your organization credentials are not linked to your Commons ID:

If Commons determines that your organization credentials are not linked to a Commons user
account, you will be prompted to do so via the Link Institution/Organization Credentials
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with eRA User ID screen.

1. Enter your Commons User ID and password.
2. Select the Continue button.

If successful, your Commons User ID will be linked to your organization's credentials,
and you will be able to log into Commons using the Federated
Institutions/Organizations section and by entering your organization credentials.

If Commons cannot authenticate the Commons user ID or password you provided, the
following message will display: Either the information entered is invalid or you are not
enrolled in the eRA Commons. To keep your information secure, we may lock your
account if you continue to enter incorrect login information. Please see your
organization's account administrator for assistance (ID: 200523).

Other issues may prevent Commons from linking your accounts. Please read all
messages and tips that appear on the screen during this process. You may also refer to
the section below titled Refer to the section of this document titled Why Can't I Link
My Commons Account? on Page 13 for help.

IMPORTANT: During this pilot, some of the features within eERA Commons system will be
limited to users logging in with their Institution/Organization credentials. If you encounter
difficulties accessing features within eRA Commons system, please log in using your eRA User
ID and password.

1.6 Why Can't | Link My Commons Account?

If you are with an organization participating in the Commons Federation, but you are having
trouble linking your Commons account to your organization credentials, one of the following may
be the issue:

Are you trying to use a temporary password? If you have not yet created a your own password
and are attempting to link your accounts using the system-assigned, temporary password, you will
receive an error. Y ou must change your password to one of your choosing before you can link
your accounts.

To do so, navigate to the Commons home page. Use the Commons Login fields to log into
Commons with your Commons ID and temporary password. Y ou should be prompted to change
the password.

After successfully changing your password, log back in following the steps described in Refer to
the section of this document titled Federated Institutions/Organizations Sign In on Page 12.

Is your current Commons password expired? You will not be able to link your accounts if
your Commons password is expired. Navigate to the Commons home page. Use the Commons
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Login fields to log into Commons with your expired password. Commons will present the Change
Password screen on which you can update your password.

After successfully changing your password, log back in following the steps described in Refer to
the section of this document titled Federated Institutions/Organizations Sign In on Page 12.

Is your Commons account locked due to multiple unsuccessful logins? Y ou can reset the
account by clicking the Forgot Password/Unlock Account link on eRA Commons home page.
Commons will generate a new, temporary password for you.

Once you follow the steps for changing the temporary password to one of your choosing, you can
log back in following the steps described in Refer to the section of this document titled Federated
Institutions/Organizations Sign In on Page 12.

In all other cases, please contact the eRA Service Desk to resolve this issue.
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1 Password Policy

As shared information becomes more prevalent, so does the need for IT security programs,
policies, and procedures. The eRA Password Policy (PASS) reduces the risk of unauthorized
access to the production servers and databases. Please review the eRA Password Policy.

Policy: http://era.nih.gov/files/NIH eRA Password Policy.pdf.

1.7 First-Time Login

If you are a first time user logging in with the temporary password provided to you in the email,
Commons will prompt you to change your password when you first log in successfully.

Standards for creating passwords are displayed on the Change Password screen and must be
followed when creating a new password.

1. Enter the temporary password into the Current Password field.
2. Enter the new password into the New Password and Confirm New Password fields.
3. Click Submit to update the new password information.

Change Password ©

Sl passwoid (8 Iemparary. You musl Chande the DEfwdrd N in Ofoed 10 100 Nk M S ilam
By i Svword MUSE mee B Bollowing SEardyeds;

% Abbeast sight (2) non-blank characters in bength
a PRsswoiss mis! eonlain 3 combatition o 50 l8as! M of B folowing tees of Sharscers
o Capital lnSers
& Lower cate lateds
o MymEeic charsdies
o Specal harachers |MEK . _csas
w First and 1350 characes cannid s numeers
w Cannol Contaln wsemame
o Predous 24 pIaswonds cannol be reused

Your password will be changed immediabely in ol production IMFR) appcations. For IRDE applcalions - such as OVR - password changes will take effeci withdn one haur,

For adational guidance, phease reies Tee gR8 Paseword Police

ndlicaties required Held
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Figure 13: Change Password Screen

A confirmation message displays if the password is valid and meets the NIH password standards.
If the new password does not meet the standards, an error message displays.
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Change Password ©
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Figure 14: Change Password Confirmation

1.8 Password Requirements
The following list highlights the password requirements for eRA users:

o Must be at least eight (8) characters long (no blank spaces) and is case sensitive

« Must contain a combination of at least three (3) of the following types of characters:
o Uppercase letters

o Lowercase letters
o Numeric characters

o Special characters (! # § % - _ =+ <> %)

The following special characters are NOT allowed: @, &, or a “period”

o May NOT contain your Username

o May NOT start or end with a number

o Cannot be reused within one year

o Must be changed every 90 days

» Passwords created or changed by the Institute and/or Center (IC) Account Administrators
must be changed at first login.

« Accounts are locked after six (6) consecutive unsuccessful login attempts. Users can click
the Forgot Password/Unlock Account? link under the login fields of the Commons
homepage (https://commons.era.nih.gov/commons/index.jsp) to unlock their account(s). Be
advised that a temporary password will be forwarded to the account owner's email address
and is active for only 48 hours.

« Users can also contact the eRA/Commons help desk (866-504-9552/commons@od.nih.gov)

if they are still experiencing the issue.

Read more information on the eRA Password Policy.

Policy: http://era.nih.gov/files/NIH eRA Password Policy.pdf.

NOTE: Temporary passwords, sent to the user via email, are only valid for 48-hours and must be
changed to a permanent password of the user’s choosing within that time period.
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1.9 Reset Password

Have you forgotten your password? Users who have forgotten their password have the option of
requesting to reset their password. Submitting this request generates a new, temporary password,
which is sent to the e-mail address contained in your user profile. This temporary password will get
you into Commons, where you can reset a new password of your choosing.

Since your new password will be sent to the email address you used to create your Commons
account, you must be able to access that email account in order to get your new password.

NOTE: If you know your password and just want to change it, use the change password feature
instead. Refer to the section of this document titled Changing Your Password on Page 18.

To reset your password:

1. Select the Forgot Password/Unlock Account? link on the Commons home page.
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Figure 15: Forgot Password/Unlock Account Link

2. Enter your User ID and Email address in the required fields of the Reset Password screen.
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Reset Password

User I
Ernl:

| Submit | | Cancel

Figure 16: Reset Password Screen

3. Click the Submit button. The system returns to the Commons home page. Commons
generates a new, temporary password and sends it to the email address contained within the
user profile.

4. Log into Commons using the temporary password provided in the email.

5. After logging into Commons with the temporary password, create and enter a new password
as prompted by Commons.

NOTE: All passwords are validated against the Password Policy requirements.

IMPORTANT: Your old password may re-appear in the Password field if you have not
cleared your browser's cache/history, especially if you had previously opted to save the password
in the field. Make sure you are entering the new password before you attempt to log in. If unsure,
clear the cache/history and log in again with the new password.

For security purposes and to maintain the integrity of your account, you should never use the
save password option and should always re-enter your password whenever you log in to
Commons.

1.10 Changing Your Password

When logged into the system, a user’s account password can be changed using the Change
Password screen. This may be performed at any time to enhance security as necessary or for any
other personal reason you would like to change your password.

1. Select the Admin tab, then the Accounts tab, and then the Change Password tab.

The Change Password screen opens in a separate window. The screen lists the password creation
standards that must be followed when choosing a new password.

2. Enter your current password in the Current Password field.
3. Enter the new password into the New Password and Confirm New Password fields.

NOTE: Passwords display as dots for security purposes. Make sure to enter your password
carefully.
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4. Select the Submit button.
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Figure 17: Change Password Screen

The password change takes effect immediately and must be used when logging into Commons
again.

IMPORTANT: Your old password may re-appear in the Password field if you have not
cleared your browser's cache/history, especially if you had previously opted to save the password
in the field. Make sure you are entering the new password before you attempt to log in. If unsure,
clear the cache/history and log in again with the new password.

For security purposes and to maintain the integrity of your account, you should never use the
save password option and should always re-enter your password whenever you log in to
Commons.

1.11 Reset Your Expired Password

For security purposes, passwords will expire after a set amount of time and must be reset. When
your password has expired, you will be directed to select a new password when you try to log in.

Your new password must conform to the standards listed on the screen.

1. Enter your Current Password.
2. Enter a New Password.

About Commons 19 July 15,2015



eRA Commons User Guide

3. Re-enter the new password in the Confirm New Password field.
4. Select Submit.

Your new password is effective immediately.

Change Password @

Yioear password S expired. Yiou st Change The PEsSwond now in onter 10 kg inbo the sysiem
Ry pasawond must moeel e followsnsg standsrds:

w ALl $igRE E) noe-Blank Chamchers i Bngh
» PREFS00SS Ml onlin § ComBinaion of 5E st S of Fe 10y Wpad of Chir oy
5 Cagaal s
Lol Safid WBais
BN Shie st
Speciyl ariciiey 1B SR _mean
= Fisd ool L1 Chassosers Saandl b NumBers
®  Sanfsl conlin wiknims
® Poiviter 24 pEddowsedd Satnol B isuiad

Yo g o o vl B Changed immesaptely i ela peodecBion [IUFF] apgiicalioeny, For IHDE apgpiicaons . such as QVE - passers changes will Baka efec] wilhin ona howr,

For adaional geidance, please s the 9828 Pasewond Posics

I'rl:l-h:du stivd faguired fiold
User i M 123
O Passwont ”
Mo Passwortd: ™
Confinm Rew Passwond

Sabra Clast

»

e
_— CGRANT S, GOW™

Figure 18: Changing an Expired Password

IMPORTANT: Your old password may re-appear in the Password field if you have not
cleared your browser's cache/history, especially if you had previously opted to save the password
in the field. Make sure you are entering the new password before you attempt to log in. If unsure,
clear the cache/history and log in again with the new password.

For security purposes and to maintain the integrity of your account, you should never use the
save password option and should always re-enter your password whenever you log in to
Commons.

1.12 Resetting a Locked Account

If you have attempted to log into Commons multiple times using an invalid password, your account
will lock. When this occurs, it is necessary for the Signing Official (SO) at your organization to
unlock your account and reset your password.

SOs can reset locked accounts with the Manage Accounts feature.
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The Accounts Management module has its own online help feature. Refer to the following for
information on unlocking accounts and resetting passwords on locked accounts:

Unlocking an Account

Resetting a Locked Account

IMPORTANT: If your account is not locked, but you've forgotten your password, you can
reset the password yourself. Refer to the section of this document titled Reset Password on Page
17.
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1 User Roles

To log in to Commons and access its features, you must have a Commons account with assigned
user role(s). User roles determine which features you can employ, the tasks you can perform, and
the level of access you have to information. Commons roles range from trainee roles to scientific

roles to administrative roles.

The following is a list of user roles which may be associated to your account. Refer to the section
on that role for more information.

e AA: Account Administrator at an organization, who facilitates the administration of
Commons accounts.

e AO: Administrative Official of an organization.

o ASST: An assistant who may be delegated to perform tasks on behalf of the PD/PI.

« BO: Business Official at an organization who manages trainee grants and uses the xTrain
module.

o FCOI: Those at an organization who manage the Financial Conflict of Interest module and
report submission.

o FSR: A person in an organization responsible for completing and submitting Federal
Financial Reports (FFR).

o Graduate: Role assigned to an individual who is a graduate student and is participating in
an NIH-funded project for at least one person month. Refer to the following guide notice for
more information: http://erants.nih.gov/grants/guide/notice-files/NOT-OD-13-097.html.

o IAR: A Reviewer selected by Scientific Review Officer (SRO) assigned to critique and
score applications in a review meeting. These Reviewers use the Internet Assisted Review
(TAR) module.

o PACR: Having this role provides access to the Public Access Compliance Report system
via the Commons home page.

e PI: Program Director/Principal Investigator (also called PD/PI), who directs a research
project or program supported by the NIH.

o« POSTDOC: POSTDOC role exists in Commons for those at an institution serving in a
postdoctoral role. This could be someone who is being mentored and not yet in a permanent
position.

o Project Personnel: Role assigned to an individual performing other project roles on a
project. Refer to the following guide notice for more
information: http:/grants.nih.gov/grants/guide/notice-files/NOT-OD-13-097.html.

e SO: Organization's Signing Official, who has the institutional authority to legally bind the

institution in grant-administration matters.
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o SPONSOR: Sponsors supervise the research training experience of individual fellows
supported by fellowship awards in the xTrain module.

« TRAINEE: TRAINEE user manages the electronic appointments of their own awarded
training grants.

o Undergraduate: Role assigned to an individual who is in an undergraduate program and is
participating in an NIH-funded project for at least one person month. Refer to the following
guide notice for more information: http://grants.nih.gov/grants/guide/notice-files/NOT-OD-
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Figure 19: Commons User Roles Diagram

1.13 Account Administrator (AA)

Designated by the SO, the AA facilitates the administration of eRA Commons accounts. The AA
typically is located in the Central Research Administration Office at the grantee organization.

If you hold an A A role, you have privileges to perform the following tasks:

o Create accounts and modify all Commons roles except IAR and FCOI roles

« Create affiliation between an existing PI or AR Commons account and the institution

1.14 Administrative Official (AO)

An AO is an official within an extramural organization and may be located within the Central
Research Administration Office and/or an academic department. Depending on an institution’s
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workflow process, it is possible for the SO and AO to be the same person. In this case, only SO
authority is necessary (as SO authority supersedes AO authority).

SO and AO authorities should not be combined.

NOTE: An AO is not authorized to submit reports to the NIH.

If you hold an AO role, you have privileges to perform the following tasks:

o Create all accounts other than IAR, TRAINEE, and FCOI
o Update Commons accounts created by the AO

o View status and award information for all institution grants

NOTE: The AO cannot view summary statements or priority scores.

 Create affiliation between an existing PD/PI or IAR Commons account and the institution

NOTE: An AO cannot modify the Institution Profile.

1.15 Assistant (ASST)

An ASST user can perform tasks on behalf of a PD/PI depending on the authority granted to the
ASST user.

If you hold an ASST role, you may have privileges to perform the following tasks:

« Edit your own personal profile (PPF) data

Edit the PD/PI's PPF if delegated by a PI user

Edit the PD/PI's progress report data if delegated by the PI user

View the PD/PI Grant Status if delegated by the PI user

Perform PD/PI xTrain functions (except submit to agency) if delegated by the PI user

1.16 Business Official (BO)

A BO has signature or other authority related to administering grantee institution training grants.
Users with the BO role perform their tasks in the xTrain module of Commons.

If you hold a BO role, you have privileges to perform the following tasks:

o View the following Training Grant related items:
o Trainee Roster

o List of Grants

o Grant Summary

About Commons 24 July 15,2015



eRA Commons User Guide

« Routing History

o PDF-formatted Appointments/Amendments/Terminations

« Initiate, update, route, and submit Termination Notices (TN), if authorized

1.17 Financial Conflict of Interest (FCOI)

FCOl is the user(s) in the institution who manages the Financial Conflict of Interest reporting
process. The FCOI role can only be assigned by the SO to someone within his or her institution
and that person must have a Commons account.

If you hold an FCOI role, you have privileges to perform the following tasks:

o Initiate FCOI
o View and Edit FCOI
o Delete FCOI
o Submit FCOI

FCOI responsibilities can be shared with other by assigning either the FCOI_ASST or FCOI
View roles.

1.17.1 FCOI Assistant (FCOI_ASST) Role

Commons users with the SO role can assign the FCOI _ASST role to those users in the institution
who will assist in working on the FCOI reporting process.

Commons users assigned the FCOI_ASST role, have privileges to perform the following tasks:

o Initiate FCOI
Search FCOI
View FCOI
Edit FCOI
Delete FCOI

NOTE: Assign the FCOI View role instead to any system users who need authority to search for
and view FCOI information entered by the institution in the FCOI module, but who will not
perform any data entry or make changes to the information.

1.17.2 FCOI Read-Only (FCOI_View) Role

Commons users with the SO role can assign the FCOI View role to those users in the institution
need authority to search for and view FCOI information entered by the institution in the FCOI
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module, but who will not perform any data entry or make changes to the information. These users
have read-only access to FCOI report data.

Commons users assigned the FCOI_View role, have privileges to perform the following tasks:

e Search FCOI
e View FCOI

NOTE: Assign the FCOI ASST role instead to any system users who need the authority to do
more than view the FCOI report. FCOI ASST users can initiate, edit, and delete FCOI reports.

1.18 Federal Financial Report (FSR Role)

The Federal Financial Report (FFR) is a statement of expenditures for a grant. The Commons role
assigned for completing FFR responsibilities is the FSR role. Depending on the institution’s
workflow process, it is possible for the SO or BO/AO to have FSR person responsibilities. As
such, these two authorities may be combined on the same account.

If you hold an FSR role, you have privileges to submit FFRs on behalf of your institution.

NOTE: An account with only the FSR role assigned can only perform FSR tasks.

1.19 Internet Assisted Review (IAR)

Specially selected by Scientific Review Officers (SRO) of the NIH, an IAR user can critique and
score submitted grant applications. Many PD/PIs are selected for this role and IAR authority is
automatically added to their account once an SRO enables them for a meeting. All other reviewers
who have never served as PD/PIs have IAR authority solely.

If you hold an IAR role, you have privileges to perform the following tasks:

« Edit your own personal profile (PPF) and Reviewer address data

¢ Use the IAR module to submit critiques and preliminary scores for applications to be
reviewed at a meeting for which you are enabled

NOTE: If affiliated with an institution, you can take advantage of other Commons features with
the IAR role.

If you are a Reviewer with an IAR role and are seeking help with the TAR module, check out the
IAR for Reviewers online help system: http://era.nih.gov/erahelp/IAR Rev/.
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1.20 Program Director/Principal Investigator (Pl)

A PI (also called a PD/PI, although the role in Commons displays as P/) directs a research project
or program supported by the NIH. The role of the PI within Commons is to complete the grant
administration process or to delegate this responsibility to another individual. A PI may only access
information pertaining to the grant(s) on which he/she is the designated PD/PI.

NIH has adopted a Multiple-PI (MPI) model—as directed by the Office of Science and
Technology Policy—permitting more than one PI to be associated with an NIH-funded grant,
contract, or cooperative agreement. Additional PIs assist with the responsibilities currently
accorded to a single PI. The multiple-PI model is intended to supplement—not replace—the
traditional single-PI model.

If you hold a PI role, you have privileges to perform the following tasks:

« Edit your personal profile (PPF)

o Delegate edit authority of your own PPF to others

o View the status of all grant applications for which you are the designated PI, including any
errors or warnings that may have been triggered

o View the assembled image of submitted grant applications before those grants move on for
further processing

« View Study Section/Meeting Roster of the Review Group that will be reviewing your
application

o View Review outcome information and summary statements

o View Notice of Award (NoA) for all grants for which you are the designated PI

o Delegate authority to someone with an ASST role to perform the same actions and receive
the same notifications as a you do as the PI

NOTE: Pl users cannot delegate authority to submit appointments to the Agency.

o View the following Training Grant related items using xTrain:
 Trainee Roster

o List of Grants
o Grant Summary

Routing History

o PDF-formatted Appointments/Amendments/Terminations

« Initiate, update, route, and submit Appointments, Re-Appointments, and Amendments in
xTrain

« Initiate, update, and route Termination Notices in xTrain
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Initiate a progress report
Delegate progress report authority
Submit a progress report when given the authority by an SO

Delegate Status authority to others within the institution so that they can see PI grant
information (except Review outcome information and Summary Statement)

NOTE: The PI role should not be combined with the SO role, but can be combined with the
IAR role.

1.21 Signing Official (SO)

An SO has institutional authority to legally bind the institution in grant-administration matters by
providing signature approval on grant application submissions. The SO monitors grant related
activities within the extramural organization and may have a number of titles.

If you hold an SO role, you have privileges to perform the following tasks:

Register the applicant institution in Commons
Create and update the Institutional Profile (IPF)
Create/delete/update all Commons accounts (except IAR and TRAINEE accounts)

NOTE: An SO cannot modify another user's personal profile (PPF) unless designated to do
so by that user

Create affiliation between an existing Program Director/Principal Investigator (PD/PI) and/or
IAR Commons account and the institution

Submit electronic grant application(s) on behalf of the institution via Grants.gov (outside of
eRA Commons), if also registered with Grants.gov as the Authorized Organization
Representative (AOR)

View status of all grant applications originating from their institution and any errors or
warnings that may have been triggered

View assembled image of submitted grant applications before they move on for further
processing

Reject grant applications to address submission warnings

View award information for all grants awarded to the institution

NOTE: An SO cannot view summary statements or priority scores.

Submit JIT information for a PD/PI
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o View the following Training Grant related items:
» Trainee Roster

» List of Grants
» Grant Summary
= Routing History
» PDF-formatted Appointments/Amendments/Terminations
o Delegate progress report authority to someone on behalf of the PD/PI
o Delegate submit authority for progress reports to a PD/PI
o Submit a progress report to the Agency (NIH)
o Submit Final Progress Reports (FPRs)
o Submit a one-time No-Cost Extension on behalf of the PD/PI1
o Assign the FCOI role for those using the Financial Conflict of Interest (FCOI) module

NOTE: An SO role should never be combined with a PI role.

1.22 Sponsor (SPONSOR)

A sponsor supervises the research training experience of individual fellows supported by
fellowship awards in the xTrain module. Y our institution's SO (or another institutional official with
Commons account management privileges, such as an AO) can add the Sponsor role to your
account, which in turn will associate the Sponsor role with all of the fellowships with which you
are a Sponsor.

If you hold a Sponsor role, you have privileges to perform the following tasks:

o View the following Training Grant related items:
o Trainee Roster

o List of Grants

o Review Termination Notices and route to BO before submission to Agency
« Initiate Termination Notices on behalf of fellows who have left the institution

o Delegate Sponsor authority to another individual

1.23 Trainee (TRAINEE)

The Commons xTrain TRAINEE role is used to manage electronic appointments for awarded
Training Grants.

If you hold a TRAINEE role, you have privileges to perform the following tasks:
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o View your PDF-formatted Appointments/Amendments/Terminations
o Update and route your Appointments/Amendments/Terminations

o View Appointments/Amendments/Terminations routing history
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1 Modules

Commons is organized by modules, each providing access to the information and tasks pertaining
to a specific area or function. Your access to each module - and to the features therein - is
dependent on your assigned user role(s). These roles are largely assigned by the Signing Official,
except for the IAR role, which is enabled by a Scientific Review Officer.

If you have access, a module is visible to you on the navigational menu bar near the top of every
Commons screen.
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Figure 20: Commons Navigation Bar

NOTE: The figure of the user interface above is for display purposes only and does not represent
the available modules associated with the displayed role.
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2 Commons Demonstration Site

The Commons Demonstration Site is a fully functioning site for all users. Once an account is
created, the user has access to an environment containing data that is mostly identical to the
Commons production environment.

Use the training/demo facility to familiarize yourself with the eRA Commons application and to
practice creating sample institutions and accounts and/or manipulating grant applications. The site
provides access to the major functions of the system in a training/demonstration mode that mirrors
the production version, the difference being that only sample data is altered in the Commons
Demonstration Site.

2.1 Accessing Commons Demonstration Facility

To access the Commons Demonstration Site, select the Demo Facility hyperlink from the
Commons Related Resources section of the login page.

Efectranic Research Adminiviraiion 3 ."-'#ﬁ p R
(( e R A Commons ) i$= (_l;,-*‘ B

Commaons Login &

welcome t& the cammﬂﬂﬁ Register Grantes Organization

Abaut the Cammans

TP |—{} S pilintn HobibCabion lilidisagn » Fifspgenl Lgb it s e
P Schasfubed Commens Manisnance For mandsnans mlanmaton, ser T gis Schedeled U gantengrog CHend E——

« EsFOET

.

.

Support Related Resources

= ENCIronic Sabmis sons Leam a00ul T most Beguel sopscion 7o i bgednd Common Enprg
* Drilred Rescarceri: Take advanlage of cur o i
& Elecironic Appicason Submessin To

Federated |nstitutions/Organizations © # WRA Home Page: Ta ind Commsn

Commons Related Resources
Federal User Login Here » Redannoe Lomers: To subem § cebelence Mosr when [eguasiid by 5n sopscant shiass fabow B
Piglaisncs t pna

oA Commona Halp Dk Diemcs Fascility Ciprve) F i iy aiors i0di 10 Wy mad of e Cap absbliers o N 18 BRE Comimans in 3 5 .'-_:)

Figure 21: Commons Demo Facility Link

Users with a demo account should log in using the username and password created for this
purpose; users without a demo account should create one. Refer to the section of this document
titled Creating a New Demo Account on Page 33.
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2.2 Creating a New Demo Account

The Create a New Demo Account screen facilitates creation of a sample institution and user
account. Creation of an SO and a PI account is required, with grant applications assigned to the
created institution.

A number of sample grant applications are assigned to the PI account. Once the institution and
initial accounts are assigned, the training/demonstration module can be used to perform all
functions on the sample data linked to these accounts (such as creating new accounts, submitting
an RPPR or FFR, reviewing application status, and affiliating other demo users to the demo
institution).

To create a new demo account;

1. Select the Demo Facility link on the Welcome to the Commons page.

The Create a New Demo Account screen displays.

2. Fill in the appropriate information for creating the account, including all required fields.

NOTE: All fields followed by an asterisk (*) are required. The user name must have a minimum
of six (6) characters (numbers and letters may be combined) and a maximum of twenty (20)
characters. The account names must be unique.

3. Select the Submit button.

Electronic Rescarch AdminisrFation > Weome
(e=E®Sl Commons ) e (@ e

Rzits
Fpeasared by Narieaal Fsapirares af Nealfrk A "
Logeul | Soarities LS | Haks

Tk Uinks oRS Parinars Help
Create a New Demo Account @

At lonmalion
il Harmae" [T
Last Hame" Washingion
Ligsbr M mrust 8 & minamunm of & characiers a6 must sol aliesdy be s ule
Possibie Roles. Usesr Hama
50 Apeoun ” & 50 Gash_S0
P Account * = P GWash_F1
Dponal Roles b S0 sl M [l F3m O iam
BO Account Ceo
Teraiesba Accoun ] Traisa Gash_Tras
E-mail Address ” Fastengien@emalloom
W It AN mean Coaliege|
| Submit JfiRoset |
Suberit )

Figure 22: Create a New Demo Account Screen

A verification message displays the information entered.

Commons Demonstration Site 33 July 15,2015



eRA Commons User Guide

4. Review all entered information and select the Save button to create the demo account.

Create a New Demo Account @

Please verify the data you entered for the new account.

First Name : George
Last Hame : Washington

50 User Name : G\Wash_30 50 User Roles : 30
Pl User Name : GWash_PI Pl User Roles : Fl

Email Address : GWashingtong@email

Institution : Mount Vernon College
((Soe))Conea]

The Save Action will create test institution accounts and a
number of sample applications for your personal use.
Please be patient, this may take up to a minute,

Figure 23: Confirm the New Demo Account

A confirmation page lists the user name information and passwords. Make sure to copy the
information.

5. Select the Continue link.

Create a New Demo Account

Your Sample Institution has been created with the Accounts and Passwords listed below.
FPlease write down this information and login to the NIH Commons Training/Demo Facility
using this information. Like MNIH Commons, you will be asked to change your password the
first time you lagin. Once you have successfully authenticated, you will be able to use the
MIH Commons in the same way as you would the production version.

S0 User Hame : GvWash_S0 S0 Password : trainso1%
Pl User Hame : GYWash_PI Pl Password : trainpi1s

Figure 24: Demo Account Created

The system returns to the Commons Demonstration Site for login and start of the training/demo
session.
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3 Registering Institutions and Organizations

Policy: http://grants.nih.gov/grants/policy/nihgps 2013/nihgps ch2.htm

Policy: http:/grants.nih.gov/grants/policy/nihgps 2013/nihgps ch2.htm#determining applicant
org_eligibility

To access Commons, there is a one-time registration process for Commons Extramural (external)
institutions and researching facilities. Once an institution registers, accounts for the Signing Official
(SO) and Account Administrator (AA) created during the registration process become active. The
authorized personnel may create new user accounts within the hierarchy and structure of an
extramural institution and access Institution Profile information.

You can access the eRA Commons Online Registration system at the following location:
https://public.era.nih.gov/commons/public/registration/registrationInstructions.jsp

3.1 Institution Registration Request

The initial registration request sets up a mandatory account for the institution's SO and an optional
account for the institution's AA. Only authorized organization officials may be deemed as SOs for
their institutions. Examples of NIH accepted organization officials include:

o Corporation - President, CEO
« Institute - Executive Director

o University - President, Dean, or Chancellor

You must have a valid and verifiable Dunn and Bradstreet (DUNS) number before proceeding
with the registration process. If your institution does not have a valid DUNS number, you can
obtain one at the following website:

http://fedgov.dnb.com/webform

To register an institution within eRA Commons:

1. On the Commons home page, select the Register Grantee Organization link.
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Figure 25: Register Grantee Organization Link
The Online Registration screen displays.

2. Read the instructional steps and click the Register Now button.

Online Registm'li an

{ondy Sagnéng OMcials can regesler thedr institutions. with the NIH. Follow hese dwedions i regisler your inshitution

1. Complede the onling Institulion Registration Form and dick Submil A Soreen appears
wilh informiation about NI regestration and the insttation data emered in the
Regisralion form

2 Prind this regisiration page. make any comiclions and afft your Signatung a5 designated
3. Faxmhe regisiralion page o the number 31 e top of the page.

HIH will validate the informadon your instiution submitted for approval and send a
virriication email to he Signing Cfcial (30)

4. Reply lo he venficalon e-mail

Wpeon receipt of he venficalion email, the NIH sets up your insSution account, and
sends an email bs e S0 with 3 Bk 10 3 page showing Heir NIH inaSution name and
associzted information

im

Warity that all informatan is comect
8. Zend conlemaon responde 1o Mg infarmalion and ploteed
7. Receie email notification of regisiened S0 account (usend/password) fom he MNIH

8. Create and maintain addiicnal acoounts for your insShution sialf

Figure 26: Online Registration Screen

The Register Institution screen displays with required fields for institution and account

information.

3. Complete the information fields for the Institution Information and Accounts Information

sections noting the following:
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« All fields followed by a red asterisk (*) are required

o A minimum of one address line (Street 1) is required

o The Institution Name may contain a maximum of 100 characters
o An Official’s Title may contain a maximum of 240 characters

o The User Name must have a minimum of six (6) characters (numbers and letters can be
combined but no spaces can be used). Usernames may not exceed the maximum of twenty
(20) characters.

o The AA position and information is optional. When completing information for the AA, fill
in the required account information fields and submit.

o The DUNS Number is a unique nine-digit identification for single business entities

NOTE: More information about DUNS Numbers is located online at http://www.dnb.com/us/.

Register Institution (7]

Online Registration
Welcome 1o the ERA Commons On.Line Registration Process.

Completing this process will register your institution into the ERA Commons and establish up to two accounts for your institution. Selected staff at your institution can then create additional accounts
appropriate to the neads of your instiution

Betore registering your institution please read through the registration matenal provided here. I is recommended thal you print a copy of this page to use as a reference when completing the form. To
print a copy select the “Print” button on your browser button bar or select “File/Print™ from the menu bar.
"

indicates required field

Institution Information

Institution Name :* Closeout E-mail :*

DUNS Number NoA E-mail :*

Street 1" City ™

Street 2: State M
(20873) or (208733423)

Street 3 Zip Coge =~

Street 4: Country: UNITED STATES =

Accounts Information

Principal Signing Official Accounts Administrator
This entire section is optional; however if any information is entered then all required fields must be
entered

Name Prafix: Name Prefix:

First Name :* First Name ™

Middle Name: Middle Name:

Last Name " Last Name :"

Titte =™ Title :*

User Name - User Name :*

Phone ™ Phone "

Fax: Fax:

E-mail :* E-mail:*

[5=]

Figure 27: Register Institution Screen

4. Verify that all entered information is correct before selecting Save, which generates a
completed registration form with signature and date lines.

5. Print, sign, and date the registration form.
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NOTE: Only the SO may sign the form.

6. Fax the completed registration form to NIH at (301) 451-5675.

NIH will send an e-mail to the designated SO that contains a hyperlink to verify the SOs e-
mail address.

7. Click the e-mail hyperlink to verify the SO e-mail address.

The E-mail verification screen confirms that the e-mail address provided for the SO is valid.
NIH then reviews the registration, which is now pending approval.

NOTE: The signed form must be faxed in and the e-mail must be verified, before the registration
process begins.

3.2 Institution Registration Confirmation

Once the SOs email address is confirmed and the registration request is reviewed by the NIH, a
second email is sent stating the status of the application (either approved or rejected) and, if
applicable, providing a hyperlink to confirm and complete the registration process.

If approved, select the hyperlink in the message to finalize the registration process. Once the
institution information is confirmed, the last two registration e-mails are sent with the Commons
user name in one and a temporary password for logging into the Commons system in another.

After successfully logging into Commons using the temporary password provided in the final
email, the user is prompted to change the password to one of his choosing in accordance with the
NIH password policy.

NOTE: If an Account Administrator (A A) account is created at the same time as the SO account,
a separate email is sent to the email address of the AA account containing the AA account user
name. A second email is sent to the email address of the AA containing the AA account temporary
password. Emails sent to the SO do not include the AA user name or password.
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4 Admin Module

The Admin module houses the features used to perform:

e Account Management

e Delegations

All Commons users have access to the Admin module, however, your role determines what you
can and cannot do within the module.

4.1 Accounts

The Accounts tab of the Admin module contains the options for creating, searching, and updating
user accounts. From Account Administration, the following can be performed:

o Manage Accounts
e Advanced Search

e Change Password

To access Accounts:

1. Select the Admin tab.
2. Select the Accounts tab.

Refer to the topic Advanced Search on Page 39 for help with this feature.

For more information on creating and managing user accounts, refer to the Accounts Module
Online Help System (http://era.nih.gov/erahelp/ams) or the Accounts Management User Guide
(http://era.nih.gov/files/ AMS user guide.pdf).

4.1.1 Advanced Search

If you hold an administrator role (e.g., SO), you can perform a search on existing Commons
accounts to locate PIs eligible for continuous submission. Y ou can search for accounts within your
institution or include those outside of your institution.

To perform an advanced search:

1. Select the Accounts tab from within the Admin module.
2. From within Accounts, select the Advanced Search tab to display the Account List screen.
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3. Enter the search criteria. The percent sign (%) may be used as a wildcard (e.g., Sm%).

The Search within your institution field is checked as a default and means that Commons
will only search for matching records within your institution. To include accounts outside of
your institution, uncheck this field before performing the search.

NOTE: When searching outside of your organization, you must include the Last Name or
Commons ID in your search criteria.

4. Select the Search button.

The results display in the Account Search Results table and, depending on the number of
returned records, may be listed over multiple pages. Use the pagination, Prev, Next, and All links
to access all returned account records.

Account List @

Search Criteria

Common: o Last Nama Fiest Nama Miigcle Name

Search within your lnstitution |/

Account Search Results 1- 1 out of 1 records  Prav 1 Next All
userhome & —_vser0 > omaladdross | AccouniSias | o | CsbhgbdyDotads | Addess | wimwn
University of Literature
1234 Pemnberey Drive
Austen, Jane JAUSTEN177S  JAusten@email.com Active IAR PI SPONSOR No Buiding 100 UNIVERSITY OF LITERATURE
Mail Code 1234
Mansfield Park, NJ 07834

Figure 28: Account List Screen
The search results include the following information:

¢ User Name
e User ID
o Email Address

e Account Status

e Role
o CS Eligibility Details
o Address

o Institution

The CS Eligibility Details column displays a No or Yes link to indicate the Continuous
Submission Eligibility status of the PI. Select this link to open the Continuous
Submission Eligibility screen for that PI.

Admin Module 40 July 15,2015



eRA Commons User Guide

The Continuous Submission Eligibility for <PI Name> displays the same information the PI can
view from the Personal Profile. For more information on this screen, refer to the Personal Profile
Reviewer Information topic, specifically Continuous Submission Eligibility Status.

Continuous Submission Eligibility

for Austen, Jane

Continuons Submission Eligibility Status:

Not Eligible

To help recognize outstanding sendice in the MIH peer review process and on NIH Advsory Groups, NIH has
implemented palicy and procedures to allow appointed members of NIH rewew and Adwsory Groups, and peer
restewers with recent substantial serice (six times in the NIH specified 18 months penod). to submit their research
grant applications (R01. R21, or R34) on a continuous basis and 1o have those applications undergo mitial peer
résienw in a timely manner

What iz Continuoys Submission?
Continugus Submaszion FAQS w

Eligibility for Continuous Submission based on current Show Eligibility Statug
appointed membership

Eligibility for Continuous Submission based on recent Show Eligibility Status
substantial service

Figure 29: Continuous Submission Eligibility Screen for Selected Pl

4.1.2 Create a New Commons Account for an Individual (e.g., PD/PI)

If you are a Commons user with an SO, AA, or BO role, you have the ability to create new
Commons user accounts (such as for a PD/PI) using the Manage Accounts feature.

IMPORTANT: PD/PIs cannot create their own accounts. Only an SO or AA Commons user
can create this account.

To create a new account:
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1. Select the Accounts tab from within the Admin module.
2. Select the Manage Accounts option.

Electronic Research Administration
(@=E®M Commons )

Eponsored by Nariomal fasiiiuies of Healih

( Home @CTTTTR Wetitution Profil _Personal Profile _ Status __RPPR

xTrain  FCOI  Admin Supp
Accounts

Manage Accounts dvanced Search  Change Password
S

Account Administration

The Search Accounts screen opens in a separate window. You'll notice that the Create
Account button is disabled. Y ou cannot create a new account until you perform a search on
the account first. This measure is in place to help avoid the creation of duplicate accounts.

Search for the person (Last Name, First Name) whose account you are creating. After
performing the search, the Create Account button becomes enabled.
4. Select the Create Account button.

[Notes & Tips:

« A minimum of two characters is needed to executs a search on ‘Last Name'.
« A wild card search may be executed on any field using the percent character (%)

'Search Accounts @

Search Criteria

Roles User ID First Hame Middie Name Last Name
AR - Jules Verme
AQD

ASST
BO
FCOl Account Status  User Types

Search gutside your Institution |~ ~ )
FSR - A v Commons ~ lear

Search Results

Maothing found to display.

| Create Account |

Figure 30: Create Account Button — Enabled After a Search is Performed

The Create Account screen displays. The User Type should be defaulted to Commons and

the Organization should default to that of your own. These fields can be updated if
necessary.
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Create Account @

Personal Information

*User Type Commeons =

* User ID

* Organization UNIVERSITY OF THE CENTER OF THE EARTH L}
* First Name
Middle Namie
* Last Hame
* E-mail

* Confirm e.mail

Role Organization Action
a a Agd

[SM. Clear || Cancel

Figure 31: Create Account Screen Upon Initial Entry

5. On the Create Account screen, enter the Personal Information ficlds. Note that all fields
except Middle Name are required.
o User Type: Select Commons from the drop-down list if it is not already displayed.

o User ID: Enter a unique name as the system username.

o Organization: As the SO, your organization should default in this field, however, you
can use the look-up tool to enter an organization (if necessary) by clicking on the icon
next to the field.

To search for and select an organization, enter the Organization ID and click Search.
If you don't know the ID, search on the Organization Name using the percent sign
(%) as a wildcard. When the organization is displayed in the results box, click its
Select link.

First Name
Middle Name
o Last Name

o E-mail

e Confirm e-mail

6. After entering Personal Information, you can assign a role to the account. Use the look-up
tool for Role by selecting the magnifying glass for that field.
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In a separate window, the Select Role screen opens showing all roles available for assigning
to that user type.

a. Click the Select link next to the appropriate role.

The role displays on the Create Account screen.

b. As the SO, your organization should default in this field when you select the role, but
you can enter an Organization Name using the look-up tool.

c. Once the Role and Organization are displayed, click the Add link in the Action
column.

Create Account @

Fersenal Information

*User Type Commens ~
*User D JVemnea
* Organization UNIVERSITY OF THE CENTER OF THE EARTH a
* First Name Jules
Middle Name
* LastName Veme
* E-mail wordin80days@email.com

* Confirm e-mail worldin80days@email.com

Role Organization Action
P L. UNIVERSITY OF THE CENTER OF THE EARTH LS Aod )

Save _-Clesr -_ _' Cancel

Figure 32: Select Add Link After Selecting Role Information

d. Add additional roles following the same steps.

7. Select the Save button to complete the process.
8. Optional: If necessary, you can use the Delete link to remove unwanted roles.

Click here for a sample image of a completed Create Account screen.
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Create Account @

Personal Information

" User Type Commons =
"Userid JVeme
* Organization UNIVERSITY OF THE CENTER OF THE EARTH e,
* First Name Julas
Middie Name
* Last Name \eme
* E-mail worldind0days@email.com

* Confirm e-mail wordin80days@email com

Role ‘Organization Action
Pl UNIVERSITY OF THE CENTER OF THE EARTH Delele

L o A
@ Clear" [ Cancel

Figure 33: Sample User Info in Create Account screen.

4.2 Delegations

Organizational institutions and users of the Commons system may grant other institutional
Commons users the authority to enter and process grant information, update PPF information,
submit RPPR information, work with specific modules, and ensure that NIH has associated (i.e.,
linked) the proper NIH support. This method of assigning (and revoking) authority to other
Commons users to perform specific functions is called Delegation.

Commons users may delegate specific authorities to other Commons users for their own accounts
such as when a PI delegates the Progress Report authority to another PI or a Sponsor delegates to
an assistant. Additionally, administrative users such as SO may delegate certain authorities on
behalf of another Commons user. For example, an SO may grant an ASST user the Sponsor
authority on behalf of a Commons Sponsor user.

Listed below is a table of the types of delegation authorities in Commons, along with who may
grant that authority and whom may receive it.

Table 1: Delegation Authorities

SO, AA, AO
Procress Report PI Enables the PI to submit
& p (on behalf of progress reports for another PI
PI)
Progress Report | PI Any active user Enables the authorized user to submit
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within the Institution | progress reports for the PI
SO, AA
Allows the ASST to access the
Sponsor (on behalf of ASST xTrain module
SPONSOR)
Status PI ASST Allows the ASST to work with the
Status module
PPF All Commons All Commons users Enables another user to edit someone
users else's personal profile
) Enables the PI to submit RPPR and
Submit SO, BO PI MYPR reports
) PI, Enables the ASST to work with the
xTrain SPONSOR | A5ST xTrain module

NOTE: Delegations are not permanent and can be revoked at any time.

4.2.1 Delegate on Behalf of Another User

Administrative users such as Signing Officials (SO), Account Administrators (AA), and Account
Officials (AO) may delegate authority to specific users on behalf of someone else. The information
within this section refers to this process.

4.2.1.1 Delegating Progress Report Authority on Behalf of Another User

NOTE: This topic discusses delegating authority for another user's account. Refer to the section of
this document titled Direct Delegations on Page 64 if you would like information for delegating
authority to your own account.

The SO, AA, or AO may delegate Progress Report authority to a PI on behalf of another PI.
To delegate Progress Report authority on behalf of a PI:

1. Select the Admin tab from the Commons menu.
2. Select the Delegations option from the Admin menu.
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The My Delegates screen opens. If applicable, the My Current Delegations area of the screen

displays a table of existing delegations. This table indicates No records found if no delegations
exist.

3. Select the link called Delegate Progress Report.

i KReneare L L TP i Py Ty ] @ - gr:mm=1muml-uun
Commons i ﬁ:ﬂ NS rate Mot e Gobee
brp Nasisasd Fasrirares af Weaivk - ql - !-f'*"z‘ 13 | Help
|Hiosma Invinuiion Profile  Personal Profile  Staius «SNAP xlTran Links «RA Parmers

My Delegates ©

£ Pulreel Wi Dakly 33 S HRD 00N I B3BGwinG ooy sunoned] PPF
Ly ol g Boaish
[Pl Pt Rounal

H 1eCords e e

( Dsteaabs Progess Regad Daleogle Snongsr insthson Deleiadon  Search of &dd Dleogle
Figure 34: My Delegates Screen - Delegate Progress Report Link

The Delegate Progress Report screen opens with search criteria displayed for locating and
selecting a specific Principal Investigator on whose behalf the Progress Report authority is being
granted. The parameters include Commons ID, Last Name, First Name, and Middle Name. The
screen includes a Search button and Cancel button as well as a Return to My Current
Delegates link for leaving the search screen and returning to the previous Commons screen.

The search parameter fields can be used with the percent sign (%) wild card.

4. Enter the appropriate search criteria using the wild card (%) if necessary.
5. Select the Search button to perform the search.

Efecironic Kasaarc h Adminisirafion ;)‘-‘% (\ Venizeme {orge Wiathgon

> > / Al Gin] O WASHNOTON

( eR A Commons ) Ll (S -
Xpaagared by Natlamal Faptidwies af Meallh - f‘-‘u‘l‘:'-r'l-“lkl[l&-
s | Contac U | Mo

[Hiatai Em AEne Profls  Personsl Profle Slete aSHAP sTress Linka  oflA Partmeds

Delegate Progress Report @

Tom My we Tais Bearch 10 delegate Progress Report Suthornty on behall of 3 Princpal irastigaior
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Figure 35: Search to Delegate Progress Report Authority on Behalf of a Pl

The matching records display within the Search Results on the page.
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6. Choose the Select link to indicate the PI on whose behalf you are designating authority.
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Figure 36: Delegate Progress Report Third Party Delegator Search Results

A message displays at the top of the screen as follows: You have selected to delegate Progress
Report Authority on behalf of: <Name>.

Additionally, search parameters display for searching and selecting the user to whom to delegate
the authority.

7. Enter the search parameters necessary for locating the PI to whom you are giving authority
and select the Search button.

The matching records display in the Search Results table.

8. Click the link called Select to select the appropriate person from the list.
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Figure 37: Delegate Progress Report Third Party Delegatee Search Results

The Delegate Progress Report screen shows the selected PI name with the Progress Report
authority and checkbox.

9. Check the Progress Report box.
10. Select the Save button.

NOTE: Selecting the Cancel button will cancel the action without delegating any authority to the
user.
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Figure 38: Delegate Progress Report Screen and Checkbox
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The Search Results area updates to show the Progress Report authority marked with a check.
Commons grants the Progress Report authority for the delegated user, who receives an email

informing of the change. The delegated PI is now able to submit progress reports for the selected
PI.
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Figure 39: Updated Search Results Show Progress Report Authority for Selected User

Admin Module 49 July 15,2015



eRA Commons User Guide

The PI, on whose behalf delegation was granted, can see the delegated user by accessing the My
Current Delegations information.

4.2.1.2 Delegate Sponsor Authority on Behalf of Another User

NOTE: This topic discusses delegating authority for another user's account. Refer to the section of
this document titled Direct Delegations on Page 64 if you would like information for delegating
authority to your own account.

The SO and AA may delegate Sponsor authority to someone with an ASST role on behalf of a
Sponsor. When delegating Sponsor authority, the SO authorizes a selected user with an ASST role
to perform functions in xTrain for a particular user with a Sponsor role. The SO is delegating this
authority to the ASST on behalf of the Sponsor.

To delegate Sponsor authority on behalf of a Sponsor:

1. Select the Admin tab from the Commons menu.
2. Select the Delegations option from the Admin menu.

The My Delegates screen opens. If applicable, the My Current Delegations section displays a
table of existing delegations. This table indicates No records found if no delegations exist.

3. Select the link called Delegate Sponsor.
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Figure 40: My Delegates - Delegate Sponsor Link

The Delegate Sponsor screen opens with search parameters displayed for locating and selecting a
specific Sponsor on whose behalf the Sponsor Authority is being granted. The parameters include
Commons ID, Last Name, First Name, and Middle Name. The screen includes a Search button
and Cancel button as well as a Return to My Current Delegates link for leaving the search
screen and returning to the previous Commons screen.

NOTE: The search parameter fields can be used with the percent sign (%) wild card.
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4. Enter the appropriate search criteria using the wild card (%) if necessary.
5. Select the Search button to perform the search.
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Figure 41: Search to Delegate Sponsor Authority on Behalf of a Sponsor User

The matching records display within the Search Results on the page.

6. Choose the Select link to indicate the Sponsor on whose behalf you are designating
authority.
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Figure 42: Delegate Sponsor Third Party Delegator Search Results

A message displays at the top of the screen as follows: You have selected to delegate Sponsor
Authority on behalf of: <Name>.

Additionally, search parameters display for searching and selecting the user to whom to delegate
the authority.
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7. Enter the search parameters necessary for locating the ASST user being given authority and
select the Search button.

The matching records display in the Search Results table.

8. Click the link called Select to select the appropriate person from the list.
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Figure 43: Delegate Sponsor Third Party Delegatee Search Results

The Delegate Sponsor screen shows the selected ASST user’s name with the Sponsor authority
and checkbox.

9. Mark the Sponsor checkbox.
10. Select the Save button.

NOTE: Selecting the Cancel button cancels the action without delegating any authority to the
user.
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Figure 44.: Delegate Sponsor Screen and Checkbox

The Search Results area updates to show the Sponsor authority marked with a check. Commons
grants the Sponsor authority for the delegated user, who receives an email informing of the change.
The delegated ASST user is now able to perform xTrain functions for the selected Sponsor.
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Figure 45: Updated Search Results Show Sponsor Authority for Selected User

The Sponsor, on whose behalf delegation was granted, can see the delegated user by accessing the
My Current Delegations information.

4.2.1.3 Revoke Authority on Behalf of Another User

NOTE: This topic discusses revoking authority for another user's account. Refer to the section of
this document titled Direct Delegations on Page 64 if you would like information for delegating
authority to your own account.

Administrative users can revoke delegated authority from a user on behalf of someone else. The
steps for revoking Progress Report and Sponsor Authority are very similar. The steps below walk
through the process of revoking either, depending on which one is selected from the start.

To revoke authority on behalf of another user:

1. Select the Admin tab from the Commons menu.
2. Select the Delegations option from the Admin menu.

The My Delegates screen opens. If applicable, the My Current Delegations area of the screen
displays a table of existing delegations. This table indicates No records found if no delegations
exist.
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3. Select the link called Delegate Progress Report to revoke Progress Report authority.
_OR-—

Select the link called Delegate Sponsor to revoke Sponsor authority.
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Figure 46: Delegate Progress Report And Delegate Sponsor Links

Depending on the link selected, either the Delegate Progress Report or Delegate Sponsor screen
opens with search parameters displayed for locating and selecting a specific user on whose behalf
the authority is being revoked. The parameters include Commons ID, Last Name, First Name,
and Middle Name. The screen includes a Search button and Cancel button as well as a Return

to My Current Delegates link for leaving the search screen and returning to the previous
Commons screen.

NOTE: The search parameter fields can be used with the percent sign (%) wild card.

4. Enter the appropriate search criteria using the wild card (%) if necessary.
5. Select the Search button to perform the search.
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Figure 47: Search to Revoke Progress Report Authority on Behalf of a Pl

ity by b ol vt

The matching records display within the Search Results on the page.
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6. Choose the Select link to indicate the user on whose behalf you are revoking authority.
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Figure 48: Third Party Delegator Search Results for Revoking Authority
Search parameters display for searching and selecting the user for whom to revoke the authority.

7. Enter the search parameters necessary for locating the appropriate user and select the Search
button.

The matching records display in the Search Results table.

8. Click the link called Select to select the appropriate person from the list.
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Figure 49: Third Party Delegatee Search Results

The screen shows the selected user’s name with the authority and a marked checkbox.
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9. Unmark the checkbox for the authority being revoked.
10. Select the Save button.

NOTE: Selecting the Cancel button will cancel the action without delegating any authority to the
user.
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Figure 50: Unchecked Progress Report Box for Revoking Authority
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The Search Results area updates to show the authority field (Progress Report or Sponsor)
unmarked for specified the user. This indicates that the selected user no longer has that authority
for the chosen PI/Sponsor. The user receives an email informing of the change and no longer
appears in the My Current Delegations section for the PI/Sponsor.

4.2.2 Institutional Delegation

Signing Officials and Business Officials may delegate authority to PIs within their institutions to
allow those PIs to submit Research Performance Progress Reports (RPPR) and Final Progress
Report (FPR) electronically to NIH. This same authority may be revoked at any time.

Granting and revoking Submit authority is managed through the My Delegations screen in
Commons.
4.2.2.1 Delegating Institutional Submit Progress Report Authority

To delegate Institutional Submit Progress Report authority to one or more users within the same
institution:

1. Select the Admin tab from the Commons menu.
2. Select the Delegations option from the Admin menu.

The My Delegates screen opens.

3. Select the link called Institution Delegation.
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Figure 51: Institution Delegation Link for Granting Submit Progress Report Authority

The Institution Delegations screen displays. This screen shows Current Submit Progress Report
Delegations in a table at the top and Candidates for Submit Progress Report Delegation in a
table at the bottom.

The Candidates for Submit Progress Report Delegation table is used for delegating the
authority while the Current Submit Progress Report Delegations is used for viewing or
revoking the authority of those who already possess it.

NOTE: This section walks through the steps for granting the authority. Refer to the section of this
document titled Revoking Institutional Submit Progress Report Authority on Page 60 for the steps
on revoking the authority.
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Figure 52: Candidates for Submit Progress Report Delegation

The Candidates for Submit Progress Report Delegation table includes all users in the institution
who are eligible for Submit Progress Report authority. The table includes the Name and
Commons ID of each user along with a Submit Progress Report checkbox for selecting that
user. The Select All and Clear All buttons also exist for selecting all users in the table or clearing
any current selections made.

NOTE: Each table has its own set of buttons to control either granting or revoking the authority.

The Return to My Current Delegates link exists at the bottom of the screen for cancelling any
action and returning to the previous Commons screen.

4. From the Candidates for Submit Progress Report Delegation table, mark the individual
Submit Progress Report checkbox(es) to indicate the appropriate user(s) for Submit
Progress Report delegation.

_OR-—

Click the Select All button to grant Submit Progress Report authority to all listed users.

Tip: If granting Submit Progress Report authority to more users than not, click the Select All
button to select all users in the table. When all users are selected, uncheck the individual Submit
Progress Report checkboxes for any user not being granted authority.

5. With the appropriate names checked, select the Grant Delegation(s) button.
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Figure 53: Grant Delegation(s) Button

The Institution Delegations screen updates to display a certification and acceptance agreement.
From this screen, certify acceptance that by delegating the selected users to submit RPPR and
MYPR reports, you are granting them the ability to answer the following statement on your behalf:

[ certify that the statements herein are true, complete, and accurate to the best of my knowledge,
and accept the obligation to comply with Public Health Services terms and conditions if a grant is
awarded as a result of this application. I am aware that any false, fictitious, or fraudulent
statements or claims may subject me to criminal, civil, or administrative penalties.

6. Select the I Agree button to certify and confirm delegation.

NOTE: The Cancel button cancels the action and returns the Institution Delegations screen
without saving the changes.
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Commons grants the Submit Progress Report authority for the selected users, who receive an email
informing them of the change. The Institution Delegations screen displays the selected names in
the Current Submit Progress Report Delegations table at the top of the screen. These names no
longer appear in the Candidates for Submit Progress Report Delegation table.
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Figure 55: Institution Delegations Screen with Updated Current Submit Progress Report Delegations

4.2.2.2 Revoking Institutional Submit Progress Report Authority

To revoke Institutional Submit Progress Report authority from one or more users within the same
institution:
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1. Select the Admin tab from the Commons menu.
2. Select the Delegations option from the Admin menu.

The My Delegates screen opens.

3. Select the link called Institution Delegation.
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Figure 56: Institution Delegation Link for Revoking Submit Progress Report Authority

The Institution Delegations screen displays. This screen shows Current Submit Progress Report
Delegations in a table at the top and Candidates for Submit Progress Report Delegations in a
table at the bottom.

The Current Submit Progress Report Delegations is used for revoking the authority while the
Candidates for Submit Progress Report Delegation table is used for delegating the authority to
those who do not possess it already.

NOTE: This section walks through the steps for revoking the authority. Refer to the section of this
document titled Delegating Institutional Submit Progress Report Authority on Page 56 for the steps
on granting the authority.

The Current Submit Progress Report Delegations table includes all users in the institution who
possess the Submit Progress Report authority. The table includes the Name and Commons ID of
each user along with a Submit Progress Report checkbox for selecting that user. The Select All
and Clear All buttons also exist for selecting all users in the table or clearing any current selections
made.

NOTE: Each table has its own set of buttons to control either granting or revoking the delegation.
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Figure 57: Current Submit Progress Report Delegations

The Return to My Current Delegates link exists at the bottom of the screen for cancelling any
action and returning to the previous Commons screen.

4. From the Current Submit Progress Report Delegations table, use the Submit Progress
Report checkbox(es) to mark the appropriate user(s) whose authority is being revoked.

_OR-—
Click the Select All button to revoke the authority from all listed users.

5. With the appropriate names checked, select the Revoke Delegation(s) button.
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Figure 58: Revoke Delegation(s) Button

The Institution Delegations screen displays a confirmation message. The screen prompts for
confirmation that the selected users should have their authority revoked. The screen lists the Name,
Title, and Address information (if available) for each selected user from the previous screen.

6. Select the I Agree button to confirm.

NOTE: The Cancel button cancels the action and returns the Institution Delegations screen
without saving the changes.
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Figure 59: Confirmation for Revoking Submit Progress Report Authority

Commons revokes the Submit Progress Report authority for the selected users, who receive an
email informing them of the change. The Institution Delegations screen displays the selected names
in the Candidates for Submit Progress Report Delegation table at the bottom of the screen.
These names no longer appear in the Current Submit Progress Report Delegations table.
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Figure 60: Institution Delegations Screen after Revoking User's Delegation

4.2.3 Direct Delegations

Some Commons users can delegate authority directly to another Commons user so that user can
access features in Commons (e.g., FCOI). Some users can also grant authority to another
Commons user to access features of their own account (e.g., Personal Profile). Depending on the
type of Commons user granting the authority and the type of user being granted, delegation could
occur for the following:

o Delegate Progress Report authority
A PI may delegate his Progress Report authority to any active user within his same
institution.

o Delegate Status authority

A PI may grant someone with an ASST role the authority to work with the Commons Status
feature by delegating Status authority.
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Delegate PPF authority

Any active Commons user can grant another active user the ability to enter his Personal
Profile by delegating PPF authority.

o Delegate xTrain authority

A PI or a Sponsor may grant an ASST the ability to work with xTrain by delegating xTrain
authority.

o Delegate FCOI View authority

An FCOI user may delegate FCOI View authority to an ASST user. This authority grants
the ability to access the FCOI as view-only.

o Delegate FCOI Edit authority

An FCOI user may delegate FCOI Edit authority to an ASST user. This authority grants the
ability to work on FCOI reports.

4.2.3.1 Delegate Authority to Someone

NOTE: This topic discusses delegating authority directly to another user or to someone who needs
to access your own account information. Refer to the section of this document titled Delegate on
Behalf of Another User on Page 46 if you would like information for delegating authority to a user
on behalf of someone else.

To delegate authority against your account or directly to another Commons user:

1. Select the Admin tab from the Commons menu.
2. Select the Delegations option from the Admin menu.

The My Delegates screen opens. If applicable, the My Current Delegations area of the screen
displays a table of existing delegations. This table indicates No records found if no delegations
exist. Refer to the section of this document titled Edit Delegations on Page 70 for steps on editing
existing delegations.

Depending on your Commons role, you may not be able to delegate all types of authority. The
screen lists the authority available for delegation.

3. Select the link called Search or Add Delegate.
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Figure 61: My Delegates Screen - Search or Add Delegate Link

The Search for Delegates search parameters display on the screen. These parameters include
Commons ID, Last Name, First Name, Middle Name, and Role(s). The roles display in a drop-
down list where one or more may be selected.

4. Enter the appropriate search criteria for conducting the search. If necessary, the percent sign
(%) may be used as a wildcard character. Hold down the CTRL key when selecting roles to
select more than one.

5. Select the Search button.

NOTE: Selecting the Cancel button cancels the search and returns the previous screen.
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Figure 62: Search for Delegates

Matching users display in the Search Results area. The results include the user’s name, role(s),
Commons ID, and delegated authorities. Any marked checkboxes under the Progress Report,

Sponsor, Submit, PPF, Status, and xTrain authorities indicate that the user already has the specific
authority.

NOTE: Only the available authority for delegation displays in the table.
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If multiple users match the entered search parameters, they may display over several pages. To
navigate through the search results, use the next and previous page arrows to move back and forth
one page or use the first page and last page arrows to navigate to the beginning or end of the search
result list.

NOTE: The Clear button can be used to clear search parameters and the related search results.

6. Find the appropriate user to whom to delegate authority. Click the Select link for that user.
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Figure 63: Select Link on the Search for Delegates Search Results

The Delegate Authority (Authorities) screen displays with a confirmation as follows: You have
selected to delegate access to: [Name, Commons ID, Role].

The available authorities for delegation display with checkboxes. The authority available for
delegation differs depending on your Commons role and the role of the selected user. For
information on delegating specific authority, refer to the Delegation Authorities table.

7. Mark the checkbox of the specific authority being delegating (e.g., PPF) for the user being
delegated. Multiple authorities may be selected if available.

NOTE: Clicking the Select All button selects all available authorities.

8. Select the Save button.
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Figure 64: Delegate Authority (Authorities) Screen

Commons grants the specified authority for the selected users, who receive an email informing
them of the change. The Search Results area updates with the assigned authorities marked.
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Figure 65: Delegated Authorities Displayed in Search Results

9. Optional: Repeat the steps as necessary to delegate other users.
10. Select the Return to My Current Delegations link to return the My Delegates screen.

My Current Delegates shows the delegated user with a checkmark in the associated column for
each authority granted.

Elearroniec Beigarih Adminisiraties f’% Piekoira. Qi gt Yasthifeglin
ﬁ ER O WASHRGTON
(@=E®S Commons ) & (@ =500
Spamiared By Narfesal Isivdoaies af Meafrk - 15 1U5 | Heig
[Homas Iresiitugon Profile Porsonal Profle Sistes eSRAP clrsn Links RA Pariners

My Delegates @

Y Bl o Abebfy 15 TN T 100 2aa] SUTIONE SURER) POF, Drognets Report, s TRAIN, Smus

Cufrint [lgaBs _'\I
[ wcond leund. |
“mlﬂmpmm
| Walinan, Vo ASET WELTOH W # L - e |

. i

Admin Module 68 July 15,2015



eRA Commons User Guide

Figure 66: My Current Delegations with Added Delegates
4.2.3.2 Search Delegations
To search for users to view their delegations:

1. Select the Admin tab from the Commons menu.
2. Select the Delegations option from the Admin menu.

The My Delegates screen opens. If applicable, the My Current Delegations area of the screen
displays a table of existing delegations. This table indicates No records found if no delegations
exist.

3. Select the link called Search or Add Delegate.
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Figure 67: Search or Add Delegates Link

The Search for Delegates search parameters display on the screen. These parameters include
Commons ID, Last Name, First Name, Middle Name, and Role(s). The roles display in a drop-
down list where one or more may be selected.

4. Enter the appropriate search criteria for conducting the search. If necessary, the percent sign
(%) may be used as a wildcard character. Hold down the CTRL key when selecting roles to
select more than one.

5. Select the Search button.

NOTE: Selecting the Cancel button cancels the search and returns the previous screen.

Matching users display in the Search Results area. The results include the name, role(s),
Commons ID, and delegated authorities. Any marked checkboxes under the Progress Report,
Sponsor, Submit, PPF, Status, and xTrain authorities indicate that the user already has the specific
authority.

If multiple users match the search entered search parameters, they may display over several pages.
To navigate through the search results, use the next and previous page arrows to move back and
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forth one page or use the first page and last page arrows to navigate to the beginning or end of the
search result list. The Clear button clears the search parameters and the related search results.
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Figure 68: Search for Delegates Search Results
4.2.3.3 Edit Delegations

To edit the delegations already assigned to users for your own account:
1.

Select the Admin tab from the Commons menu.

2. Select the Delegations option from the Admin menu.

The My Delegates screen opens. The My Current Delegations area of the screen displays a table
of all existing delegations.

3. Click Select link associated with the user whose delegations are being edited.
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The Delegate Authority (Authorities) screen shows the selected user and the authorities available
for delegation to that user. Marked checkbox(es) next to authority indicate that the authority has
been granted.

4. Edit the user’s delegations by marking or unmarking the checkboxes. Authorities can be
marked to add or unmarked to revoke.

5. Select the Save button to save the changes.

NOTE: Selecting the Cancel button cancels the action and returns the My Delegates screen.
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Figure 70: Delegated Authorities are Updated by Selecting or Unselecting Checkboxes
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Commons grants and/or revokes the specified authority for the selected users, who receive an email
informing them of the change. My Current Delegates shows the delegated user with a checkmark
in the associated column for each authority granted. If all authorities are revoked, that user no
longer displays in the table.
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4.2.3.4 Remove Delegations
To remove the delegations already assigned to users for your own account:

1. Select the Admin tab from the Commons menu.
2. Select the Delegations option from the Admin menu.

The My Delegates screen opens. The My Current Delegations area of the screen displays a table
of all existing delegations.
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3. Click the Select link associated with the user whose delegations are being revoked.
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Figure 71: My Current Delegates

The Delegate Authority (Authorities) screen shows the selected user and the associated authorities.
A marked checkbox next to an authority indicates that the authority has been granted.

4. Remove the delegation by unchecking the appropriate authority checkbox(es).
5. Select the Save button to save the changes.

NOTE: Selecting the Cancel button cancels the action and returns the My Delegates screen.
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Figure 72: Unselecting the Checkbox Removes the Delegation

Commons revokes the specified authority for the selected user, who receives an email informing of
the change. My Current Delegates shows the delegated user with checkmarks removed from the
associated columns for each authority revoked. If all authorities are revoked, that user no longer
displays in the table.
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Figure 73: Revoked Authorities are Removed from My Current Delegations
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5 Institution Profile Module (IPF)

Institutions must be registered in Commons in order to use its features. The Institution Profile (IPF)
module is a central repository of information for all Commons registered applicant organizations. It
is designed so that each applicant organization establishes and maintains the profile data
concerning their institution. The IPF module allows the institutional SO to electronically maintain
external organization profile information necessary for all grant applications from their institution.

Following the creation of an Institutional account in eERA Commons, the IPF is populated with the
organizational information from registration and assigned a unique IPF number. The IPF number is
an official code that uniquely identifies and associates institutional information within the NIH
enterprise database.

The IPF includes information such as:

o Preferred institution name and contact information
o Name, email, and phone number for the SO(s)
o Institutional DUNS number(s)

Institutional Assurances

Email addresses for electronic distribution of NoA and other communications notifications

IMPORTANT: Access to the IPF module is limited by role. Not every Commons user will
have access to the Institution Profile, and only users with the SO role can edit it.

5.1 Navigating the Institution Profile

If you hold one of the following Commons roles, you have access to the /nstitution Profile: AA,
AO, ASST, BO, FSR, PI, POSTDOC, SCIENTIST, SPONSOR, or SO.

NOTE: The iEdison module employs parts of the Institution Profile, therefore some iEdison users
can access it for their organizations. iEdison TTO users and admin can view the profile, but only
TTO admin can edit the information.

The Institution Profile consists of two main sections — Institution Basic Information and
Institutional Assurances and Certifications — which are viewable for all who have access to it
and editable to those with an SO role. This topic discusses how to navigate around these sections
of the Institution Profile. Details of each section are discussed in separate topics. See the related
topic list at the bottom of this screen for links to those topics.

A third section of the Institution Profile is the dashboard, which remains on all views of the profile
providing general information about the profile.
Figure 74: Sample Institution Profile

Institution Profile Module 74 July 15,2015



eRA Commons User Guide

5.2 IPF Dashboard

The left side of the Institution Profile contains the dashboard of information including institution
name, IPF code, update and access information for the profile; and eRA Commons Help Desk

contact information.
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Figure 75: Institution Profile Dashboard

Institution Profile Information.

o Name of the institution
e IPF Code

Institution Profile Navigation Links
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Navigation links are available in the center of the dashboard for accessing the different sections of
the Institution Profile.

« Basic Information

o Assurances & Certifications

Next to each link is a status indicator, providing a visual indication of whether all required fields
for that component are complete. A green checkmark indicates that the information is complete,
while a red X informs that information is missing. Selecting a link opens the corresponding
component of the profile in a read-only view mode.

For Assurances & Certifications, the green check indicates that the ORI Certification is valid and
not expired.

General Information:

o Accounts:Number of affiliated accounts within the organization

o Profile Updated: System-updated date when the user last performed a save on the
Institution Profile

o ORI Certification Expires: Date on which ORI certification expires

eRA Commons Help Desk Information

Includes the hours, phone numbers, and web address for contacting and creating a ticket for system
support as well as a link to the Help Desk website.

5.2.1 Main Sections

The main section of the profile displays the Institution Basic Information or the Institutional
Assurances and Certifications, depending on which link or tab you selected. You can navigate
between the two by selecting the links on the dashboard or the tabs from the Commons menu
structure.

For most users, available information displays as read-only. However, Commons users holding the
SO role also have the option to edit these sections. Refer to the appropriate related topic listed at
the bottom of this screen for more information.

5.2.2 Institution Profile Online Help Topics

Select any of the question mark icons ('?") within the Institution Profile to access content specific
help. The help icons are located on each Institution Profile page heading as well as within each
component's heading within the Basic Information section. The icons will lead you to a help topic
specific to the icon you selected (e.g., the icon on the Institution Name component heading opens
the help topic pertaining to the Institution Name component of the Institution Profile).
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Figure 76.: Personal Profile Online Help Icons

The Institution Profile topics are part of the overall Commons Online Help and are also accessible
by entering the following URL into your browser: http://era.nih.gov/erahelp/commons

5.3 What's the Difference Between View and Edit?

While most Commons users are only able to view the information provided in the Institution
Profile, SO users have the two options: view mode and edit mode.

5.3.1 Viewing the Information in the Institution Profile

View mode provides a read-only summary of the information within a specific component of the
profile. In view mode, not all maintained fields are displayed. Click the Assurances and
Certifications tab from the Commons menu or the link of the same name from dashboard to
display the Institutional Assurances and Certifications page. To access the Institution Basic
Information select the Basic Information tab within in the Commons menu or the link in the
dashboard.

There are several methods for viewing the different components within the Institution Basic
Information of your profile:

o Click on the heading of the individual component

o Select the View button from the header of an individual component to view that
component's summary (select Hide to collapse the component).

o Select the View button for multiple components to display more than one at a time.

« Select the View All button to display the summaries of all components of your profile (select
Hide All to hide them)
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Figure 77: Institution Profile (Basic Information) View Options

5.3.2 Editing the Information in the Institution Profile

If you hold the SO role, you can edit any available component of your institution's profile by
selecting the Edit button on the section's header. This expands the tile and displays the fields for
editing. You can then update the information as necessary.
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Figure 78: Institution Profile Edit Options

Keep in mind that when you select the Edit button for a component within the Basic Information
section, it places you in edit mode for all components, although it may only open the specific
component you selected. While in edit mode, you can continue updating the other components of
the Basic Information by selecting the View button for each one.

As in the view mode, if you'd like to expand all tiles for editing at the same time, use the View All
button at the top of the profile. Select the Hide (individual components) or Hide All to collapse the
tiles.

When you are done editing the Institution Profile, select the Save All button. This is the only
method of saving the changes you've made. Selecting Save All keeps you in edit mode, so you can
keep saving your work along the way.

NOTE: Hiding or closing individual components of the Basic Information section is not the same
thing as saving the information. If you navigate away from the personal profile, your changes will
be lost. You must select the Save All button to save your changes!
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Figure 79: Institution Profile (Basic Information) in Edit Mode

If you wish to discard your changes, select the Discard Changes button, then select Yes from the
confirmation pop-up message. Keep in mind that any information you've added since the last time
you hit Save All will be discarded when you hit the Discard Changes button!

Refer to the help topics for each individual profile component to see what fields are available for
editing.
5.4 Institution Basic Information

As its name implies, the Institution Basic Information page of the Institution Profile provides a
means for viewing and managing fundamental information about the institution such as name,
contact persons, etc. This information is divided into expandable and collapsible sections, or tiles.
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Figure 80: Institution Basic Information

The Institution Basic Information component of the /nstitution Profile is viewable by selecting
the Basic Information link from the dashboard or the Basic Information tab from the Commons
menu structure. For most users, the information is read-only, however, if you hold a Commons
SO role, you have the ability to edit the information. Regardless of your role, the default view of
the Institution Basic Information is read-only.

Each component contains certain required information. If any of this information is missing from a
section, a message displays across the top of the screen, the Basic Information link in the
dashboard displays in red font, and the header of the component in error displays in red.
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Figure 81: Institution Profile Summary Indicating Missing Information

Additionally, within the component itself, another error message (red text) displays the error at the
field level.

About the Institution @ )=

Primary DUNS 123456739

Secondary DUNS € The DUNS ID is too long: it cannot be longer than 9 characters
45678910112
123456111

123456222
123456333

Federal-Wide Assurance Numbers:  FWADDDD1234
FWADD0DSETE

Animal Welfare Assurance Number:  D15-00123 (A1234-01)
Organization Type Institutson of higher aducation

Owmership Control: State Govermment

Figure 82: Institution Profile Error Message Within the Specific Component

Y ou can expand the component tiles partially for viewing (read-only) or entirely for editing. Tiles
can be expanded:
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By clicking on the heading of an individual component

By selecting the View All button to expand all components

By selecting the View button in a specific header to expand that individual component

« By selecting the Edit button to update the component (SO role only)

Institution Basic Information @

Institution Name @

Institution Contact Information @

Figure 83: View, View All, & Edit Buttons on Institution Profile (Basic Information)

IMPORTANT: Only those users holding an SO role can perform the edit function.

Refer to the specific related topic listed below for information on that individual component of the
profile.

NOTE: To the left of the Institution Basic Information, you find the Institution Profile
dashboard. This dashboard provides quick access information to items such as number of accounts,
last updated date, status of required fields, etc. The dashboard is discussed in greater detail inside
the topic titled Navigating the Institution Profile on Page 74.

5.4.1 Institution Name

The Institution Name component of the Institution Profile allows you to view your organization's
Profile Name and Commons Preferred Name. The profile name is the NIH designated name of
the institution. The preferred name is a name specified by the institution for use in Commons.

If you hold the SO role within your organization, you can edit the Commons Preferred Name.
5.4.1.1 Viewing Institution Name

Anyone with access to the Institution Profile can view the information in the Institution Name
component of the profile in one of the following ways:

« Clicking the component tile header

 Selecting the View button from the Institution Name component tile header

The information displays as read-only:
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Figure 84: Institution Name Component of IPF in View Mode

5.4.1.2 Editing Institution Name

If you hold the SO role within an organization, you can edit its Commons Preferred Name in the
Institution Profile.

Select the Edit button on the Institution Name panel header to display the Commons Preferred
Name field for editing and as necessary. The Preferred Name is not a required field.
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Figure 85: Institution Name Component of IPF in Edit Mode
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When you are done, select the Save All button at the top or bottom of the profile to save the
changes. You can edit other components of the profile before saving your changes by selecting the
View buttons of those components. The Save All button will save the changes made in all
components.

If you do not wish to save your changes, select the Discard Changes button instead.

Remember: Hiding a component is not the same as saving the component!

IMPORTANT: Only Commons users with the SO role can edit the Institution Profile. An
exception exists for institutions having a TTO Administrator and no Signing Official. For these
institutions, the TTO Administrator can edit all sections of the profile.

For institutions with both a Signing Official and TTO Administrator, the TTO Administrator can
only edit the Extramural Technology Transfer Administration component.

5.4.2 Institution Contact Information

The Institution Contact Information component of the Institution Profile allows you to view
your organization's contact information, such as name, phone number, and email address.

5.4.2.1 Viewing Institution Contact Information

You can view the information in the Institution Contact Information component of the profile
by:
o Clicking the component tile header

 Selecting the View button from the Institution Contact Information component tile header

The information displays as read-only:

« Notice of Award Email

« Announcements and Notifications Email
e Closeout Correspondence EMail

o Contact Name

« Contact Phone

o Contact Email
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Figure 86: Institution Contact Information Component of IPF in View Mode

5.4.2.2 Editing Institution Contact Information

If you hold the SO role within an organization, you can edit the information in the Institution
Contact Information component of the Institution Profile.

Select the Edit button on the Institution Contact Information panel header to display all editable
fields available in this component. The following fields are available for editing and are required

fields:
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Figure 87: Institution Contact Information Component of IPF in Edit Mode

o Notice of Award Email

NIH uses this email address to send all notices of award for a grant.

« Announcements & Notifications Email

NIH uses this email address to send grant reminders, system notifications, and other types of

general correspondence.

e Closeout Correspondence Email

NIH uses this email address to send any Closeout related communications.

¢« Contact Name

NIH considers the person named here as the primary contact for this institution.

o Contact Phone

Enter the phone number for the contact person listed in Contact Name.
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o Contact Email
Enter the email number for the contact person listed in Contact Name.

When you are done, select the Save All button at the top or bottom of the profile to save the
changes. You can edit other components of the profile before saving your changes by selecting the
View buttons of those components. The Save All button will save the changes made in all
components.

If you do not wish to save your changes, select the Discard Changes button instead.

Remember: Hiding a component is not the same as saving the component!

IMPORTANT: Only Commons users with the SO role can edit the Institution Profile. An
exception exists for institutions having a TTO Administrator and no Signing Official. For these
institutions, the TTO Administrator can edit all sections of the profile.

For institutions with both a Signing Official and TTO Administrator, the TTO Administrator can
only edit the Extramural Technology Transfer Administration component.

5.4.3 About the Institution

IMPORTANT: This topic is in the process of being revised. To read about changes to this
screen, please refer to the Commons Release Notes for the April 17, 2015 Quarterly Release.

The About the Institution component of the Institution Profile allows you to view information
about your organization, such as DUNS and assurances numbers. If you hold the SO role within
your organization, you can also edit this information.

5.4.3.1 Viewing About the Institution Information
You can view the information in the About the Institution component of the profile by:

o Clicking the component tile header

o Selecting the View button from the About the Institution component tile header

The information displays as read-only:

e Primary DUNS
e Secondary DUNS
o Federal-Wide Assurance Numbers

o« Animal Welfare Assurance Number
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Figure 88: About the Institution Component of IPF in View Mode

5.4.3.2 Editing About the Institution Information

If you hold the SO role within an organization, you can edit the fields in the About the Institution
component of the Institution Profile.
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Figure 89: About the Institution Component of IPF in Edit Mode

Select the Edit button on the About Institution Information panel header to display all editable
fields available in this component. The following fields are available for editing, but are not

required:

Secondary DUNS

The Secondary DUNS field allows SOs to edit, add, and remove additional DUNS numbers for

the institution as necessary.

o To add a secondary DUNS number to the profile, select the Add button to display text
fields. Enter the required 9 digits into the first text field and the optional 4 digits (for 13-digit

DUNS only) into the second text field.
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Figure 90: Secondary DUNS Text Fields Display when Add Button is Selected

e To edit a secondary DUNS number, simply update the value in the editable text fields.

o To remove a secondary DUNS, select the Remove button next to the appropriate DUNS

number. At the confirmation, select Yes to complete the action.

About the Institution @

Frimany DUNS 001234567

Secondary DUNS 001734789 |. @—1
an457aTEA C

Really remove this DUNS number (001234789)7
Federal-W

(R

Ammal Welfare Assurance Mumber. | A1234.01

Organization Type Institution of higher education

Ownership Contral Stale Government

Confirmation needed %

Figure 91: Removing a Secondary DUNS

Federal-Wide Assurance Numbers
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The Federal-Wide Assurance (FWA) is the only type of new assurance of compliance accepted
and approved by the Office of Human Research Protections (OHRP) for institutions engaged in
non-exempt human subjects research conducted or supported by HHS.

The Federal-Wide Assurance Numbers ficld allows SOs to edit, add, and remove FWA
numbers for the institution as necessary.

o To add an FWA number to the profile, select the Add button to display the editable text
field. Enter the FWA number into this field.

About the Institution @

Prmary DUNS 001234567

Secondary DUNS m

Federal-Wide Assurance Numbers . m
FWaAN0001234

Animal Welfare Assurance Number  D15-00123 (81234-01)
Organization Type Institution of higher education

Crmership Control State Government

Figure 92: Federal-Wide Assurance Number Text Field Displays when Add Button is Selected

e To editan FWA number, simply update the value in the editable text fields.

o To remove an FWA number, select the Remove button next to the appropriate number. At
the confirmation, select Yes to complete the action.
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About the Institution @

i _5._|'._ DUMNS m
Federal- Wide Assurance Numbers:  [eyes 00001734 ‘ammu'

Confirmation needed ®

Really remove this Federal-Wide Assurance Numbser (FWADQDD1234)7

Indirec Yes Mo

Institution Address @

Figure 93: Removing an FWA Number

Animal Welfare Assurance Number

The Animal Welfare Assurance is a document an institution and all performance sites involving
animal research must have on file with the Office of Laboratory Animal Welfare (OLAW) before
being awarded a grant or contract.

The Animal Welfare Assurance Number field displays the number passed to Commons from
OLAW. If existing, numbers in parentheses () represents the old format number corresponding to
the new format. This field is not editable.

NOTE: The Primary DUNS, Organization Type, and Ownership Control are read-only fields
populated with organizational information on file. The Primary DUNS field reflects the primary
DUNS number provided during the original institution registration. This number is not editable
through Commons. To make changes to the primary DUNS, please contact the eRA Commons
Help Desk for assistance.

When you are done, select the Save All button at the top or bottom of the profile to save the
changes. You can edit other components of the profile before saving your changes by selecting the
View buttons of those components. The Save All button will save the changes made in all
components.

If you do not wish to save your changes, select the Discard Changes button instead.

Remember: Hiding a component is not the same as saving the component!
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IMPORTANT: Only Commons users with the SO role can edit the Institution Profile. An
exception exists for institutions having a TTO Administrator and no Signing Official. For these
institutions, the TTO Administrator can edit all sections of the profile.

For institutions with both a Signing Official and TTO Administrator, the TTO Administrator can
only edit the Extramural Technology Transfer Administration component.

5.4.4 Indirect Cost Negotiations

The indirect Cost Negotiations component of the Institution Profile allows you to view your
organization's Negotiator and Last Negotiation Date. If you hold the SO role within your
organization, you can also edit this information.

5.4.4.1 Viewing Indirect Cost Negotiations

You can view the information in the Indirect Cost Negotiations component of the profile by:

o Clicking the component tile header

« Selecting the View button from the Indirect Cost Negotiations component tile header

The information displays as read-only:

o Negotiator Name
« Last Negotiation Date

Help ContactUs Logout

i~ U.5. Department of Health & Human Services

D A Commons
A program of the National Institutes of Heafth

Home Admin | Institution Profile | Personal Profile  Status RPPR  xTrain  Admin Supp  ¢RA Partners

Basic Information | Assurances and Centifications

Institution Basic Information @
UNIVERSITY OF

LITERATURE
IPF Code: 1234567 . .
Institution Name @ s+
@ Basic Information
@ Assurances & Certifications . . R
Institution Contact Information @ s +
Accounts:
3534 Affiliated Accounts
Profile updated: About the Institution @ s+
071092014
ORI Cenification Expires: R L.
wmozs Indirect Cost Negotiations @ -
eRA Commons Help Desk Negotiator Name: The name of the agent wno

A AM 1| nagotiated the most recent indiract
Hours: Mon-Fri, TAM-8PM EDIT/EST Last Negolistion Dals ey cost agrsement, and the date of that
Web: hitp.era nih govihelp! negotiation
Toll-free: BE6-504-9552

Simnina OWfficiale and TTO) Iminictratare @
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Figure 94: Indirect Cost Negotiations Component of IPF in View Mode

5.4.4.2 Editing Indirect Cost Negotiations

If you hold the SO role within an organization, you can edit the fields in the Indirect Cost
Negotiations component of the Institution Profile.

WS, Department of Health & Human Services Help ContactUs Logowd

e,
i) A Commons
A program of the National Institutes of Heailth

Naﬁmallns' s of Heath
Office of Extrrvairsd Russenefi
Home Admin | Institution Profile | Personal Profle Status RPPR  xTran  Admin Supp eRA Pariners

COMMONS\DEWEY | Deway Denmal
Basic Information | Assurances and Centifications

Institution Basic Information @

LITERATURE [ e
IPF Code: 1234567 . .
: Institution Name @ +
@ Basic Information
@ Assurances & Certifications ) . N
Institution Contact Information @ +
Accounts:
3534 Affliated Accounts
Profile updated: About the Institution @ +
07/0er2014
ORI Certification Expires: . o
P Indirect Cost Negotiations @ -
eRA Commons Help Desk Negotiator Name: The name of the agent who

negotiated the most recent indirect
cost agreement, and the date of that
negotiation,

Hours: Mon-Fri, TAM-BPM EDIT/EST
Web: hitp./ifera nih govihelp
Toll-free: B66-504-9552

Last Negotiation Date MMDDAYYY

Figure 95: Indirect Cost Negotiations Component of IPF in Edit Mode

Select the Edit button on the Indirect Cost Negotiations panel header to display all editable fields
available in this component. The following fields are available for editing, but are not required:

o Negotiator Name

Enter the name of the agent who negotiated the most recent indirect cost agreement.

« Last Negotiation

Enter the date of the most recent indirect cost agreement negotiation (format must be
MM/DD/YYYY).

When you are done, select the Save All button at the top or bottom of the profile to save the
changes. You can edit other components of the profile before saving your changes by selecting the
View buttons of those components. The Save All button will save the changes made in all
components.

If you do not wish to save your changes, select the Discard Changes button instead.

Remember: Hiding a component is not the same as saving the component!
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IMPORTANT: Only Commons users with the SO role can edit the Institution Profile. An
exception exists for institutions having a TTO Administrator and no Signing Official. For these
institutions, the TTO Administrator can edit all sections of the profile.

For institutions with both a Signing Official and TTO Administrator, the TTO Administrator can
only edit the Extramural Technology Transfer Administration component.

5.4.5 Signing Officials and TTO Administrators

The Signing Officials and TTO Administrators component of the Institution Profile allows you
to view a list of all Commons system users in your organization who are assigned the SO and/or
TTO Administrator roles.

You can view the information in the Signing Officials and TTO Adminstrators component of
the profile by:

« Clicking the component tile header

 Selecting the View button from the Signing Officials and TTO Administrators component
tile header

The information for each person displays as read-only.

o Name
e Phone Number
o Email Address
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Indirect Cost Negotiations @
@ Basic Information

@ Assurances & Centifications

¢ Signing Officials and TTO Administrators @ S
Accounts:

3534 Affiliated Accounts Jane Austen (S0)
Profile updated: 2 1
07/09/2014

Duniversitymail.edu

Stephen Crana (S0)

ORI Cenification Expires:

4302015
aRA Commons Help Desk 20 00'."
Hours: Mon-Fri, TAM-3PM EDIT/EST Hardy@unversitymail. edu

Web: hitp/lara nib govihelp

Toll-free: 866-504-9552

Phone: 301-402-7469

TTY: 301-451.5939

Contact initiated outside of business hours

wvia Web or voice mail will be retumed the
next business day

XTRAMURAL_TTO_ADMIN)
ersitymail. edu

Shakespeare (30)
pooT

@universitymail adu j

Institution Address @ ¢

N

Extramural Technology Transfer Administration @

Figure 96: Signing Official & TTO Administrator Component of IPF

5.4.6 Institution Address

The Institution Address component of the Institution Profile allows you to view address
information for your organization including phone and fax numbers. If you hold the SO role within
your organization, you can also edit this information.

5.4.6.1 Viewing Institution Address
You can view the information in the Institution Address component of the profile by:

o Clicking the component tile header

o Selecting the View button from the Institution Address component tile header

The information displays as read-only:

o Address
o Phone

o Fax
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; U5, Department of Health & Human Services

210JiW) Commons
A program of the National Institutes of Health

Home Admin | Institution Profile | Personal Profle Status RPPR xTrain Admin Supp eRA Partners
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Institution Profie for Institution Basic Information e

UNIVERSITY OF
LITERATURE

IPF Code: 1234567

Help ContadUs Logout

m National Institutes of Health
Ofice of Extrmrmesnd Resasef

COMMONS\DEWEY | Dewey Degimal

Institution Name @ <+
@ Basic Information -
@ Assurances & Certifications ) ) N .
Institution Contact Information @ s+
Accounts: EDIT VIEY
3534 Afilisted Accounts
Profile updated: About the Institution & -' +
0TI0X2014 . A2
ORI Cenification Expires: = e
047302015 Indirect Cost Negotiations @ 2+

eRA Commaons Help Desk

Hours: Mon-Fri, TAM-8PM EDIT/EST Signing Officials and TTO Administrators @ 0 T
Web: hitp ffera nih govhelp/
Tollree: 866-504-9552
Phone: 301-402-7469 Institution Address @ #i=
TTY: 301-451.5939

Address: UNIVERSITY OF LITERATURE
Contact initiated outside of business hours GRANTS AND CONTRACTS
wia Web or voice mail will be retumed the THISTOWN, NJ 07834
next business day UNITED STATES
Phone: 2015551234
Fax 2015554567
Extramural Technology Transfer Administration @ 44

Figure 97: Institution Address Component of IPF in View Mode
5.4.6.2 Editing Institution Address

If you hold the SO role within an organization, you can edit the fields in the Institution Address
component of the Institution Profile.
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Y)W Commons

<A US. Department of Health & Human Services Help ConftadUs Logout
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Home Admin | Institution Profile | Personal Profle Status RPPR  xTrain  Admin Supp @RA Partners

] Basic Information l Assurances and Certifications

Instttion Prfie fo Institution Basic Information e
LITERATURE
IPF Code: 1234567 .
Institution Name @ +
@ Basic Information
@ Assurances & Certifications R . .
Institution Contact Information @ +
Accounts:
3534 Affiliated Accounts
Profile updated: About the Institution ® +
061172014 .
ORI Certification Expires: = e
40015 Indirect Cost Negotiations @ +
eRA Commons Help Desk ( \
Hours: Mon-Fri, TAM-3PM EDIT/EST Institution Address @ -
Web: http fiera.nih gov'help/ - Required Fisidks '
Toll-free: 866-504-9552 “Street Address UNIVERSITY OF LTERATURE
Phone: 301-402-T469
TTY: 301-451-5939 GRANTS AND CONTRACTS
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wia Web or voice mail will be retumed the
next business day ‘Cuumr}' UNITED STATES
*State/Province NEW JERSEY
*ZipiPostal Code 07834
*‘Phone 2015551234

\ Fax 2015554567 /

Extramural Technology Transfer Administration @

Figure 98: Institution Address Component of IPF in Edit Mode

Select the Edit button on the Institution Address panel header to display all editable fields
available in this component. The following fields are available for editing:

o Street Address
Enter the street address for the organization. This is a required field.
» City
Enter the city for the address. This is a required field.
o Country
Select a country value from the drop-down box. This is a required field.
o State

Select a country value from the drop-down box. This is a required field.
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e Zip Code

Enter the zip code for the address. This is a required field.

e Phone

Enter the phone number associated with the address above. This is a required field.

¢ Fax
Enter the fax number associated with the address above. This is an optional field.

When you are done, select the Save All button at the top or bottom of the profile to save the
changes. You can edit other components of the profile before saving your changes by selecting the
View buttons of those components. The Save All button will save the changes made in all
components.

If you do not wish to save your changes, select the Discard Changes button instead.

Remember: Hiding a component is not the same as saving the component!

IMPORTANT: Only Commons users with the SO role can edit the Institution Profile. An
exception exists for institutions having a TTO Administrator and no Signing Official. For these
institutions, the TTO Administrator can edit all sections of the profile.

For institutions with both a Signing Official and TTO Administrator, the TTO Administrator can
only edit the Extramural Technology Transfer Administration component.

5.4.7 Extramural Technology Transfer Administration

The Extramural Technology Transfer Administration component of the Institution Profile allows
users with access to the Institution Profile to view the contact and other relevant information for the
technology transfer administration department of the institution.

This component of the profile is maintained by iEdison users holding Extramural
TTO administrator role. An organization's Signing Official(s) may also edit this component.

For information on iEdison, please refer to the iEdison pages of the eRA website.
5.4.7.1 Viewing Extramural Technology Transfer Administration

You can view the information in the Extramural Technology Transfer Administrations
component of the profile by:
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o Clicking the component tile header

« Selecting the View button from the Extramural Technology Transfer Administrations
component tile header

The information displays as read-only:

e Address

o Contact Name

o Phone

o Email

e Are batch uploads allowed by this organization?
e The month that begins the utilization period

o Are the inventions submitted by the organization assigned for administration and
reporting by the user?

Signing Officials and TTO Administrators @

UNIVERSITY OF

LITERATURE Institution Address @ s +
IPF Code: 1234567

@ Basic Information /E_xtramural Technology Transfer Administration @ & A
® Assurances & Ceifications

Address 123
Accounts: Un
3534 Affilisted Accounts

Profile updated:
0702014

Contact Name.

Phone
ORI Cerification Expires:
04/30/2015 .
Are bateh uploads allowad by this
eRA Commons Help Desk organization?
Howrs: Mon+Fri, TAM-8PM EDITVEST Tha month that begins the utilization  August
'eb: hitg ara nih gowhelp period
Toll-free: 866-504-9552 Are the inventions submitted by the  Yes
Phone: 301-402-7469 organization assigned for
administration and reponting by the
TTY: 301-451-5939 Qseﬁ _/
Contact initiated outside of business hours
W Wi A
next business day

Figure 99: Extramural Technology Transfer Administration Component of IPF in View Mode

5.4.7.2 Editing Extramural Technology Transfer Administration

If you hold the TTO _Admin or SO role within an organization, you can edit the fields in the
Extramural Technology Transfer Administration component of the Institution Profile.
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Figure 100: Extramural Technology Transfer Administration Component of IPF in Edit Mode

Select the Edit button on the Extramural Technology Transfer Administrations tile header to
display all editable fields available in this component. The following fields are available for editing:

Street Address
o City

o Country
o State/Province
o Zip/Postal Code
o Contact Name
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e Phone
o Email

e Are batch uploads allowed by this organization?

Select a value from the drop-down list: Yes or No.

e The month that begins the utilization period

Select a value from the drop-down list.

o Are the inventions submitted by the organization assigned for administration and
reporting by the user?

Select a value from the drop-down list: Yes or No.

IMPORTANT: Only Commons users with the SO role can edit the Institution Profile. An
exception exists for institutions having a TTO Administrator and no Signing Official. For these
institutions, the TTO Administrator can edit all sections of the profile.

For institutions with both a Signing Official and TTO Administrator, the TTO Administrator can
only edit the Extramural Technology Transfer Administration component.

5.5 Institutional Assurances and Certifications

The Institutional Assurances and Certifications component of the Institution Profile contains
data elements that compose assurance/certification information about an institution (e.g., Human
Subjects Assurance Number, Institutional Review Board [IRB] Approval Date, IRB Type, Animal
Welfare Assurance Number, and Institutional Animal Care & Use Committee [TACUC]
Unacknowledged Certification Explanation). The screen provides a means of viewing and
managing the checklist of these assurances and certifications.
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Figure 101: Institutional Assurances and Certifications in View Mode

This component of the Institution Profile is viewable by selecting the Assurances

& Certifications link on the dashboard or the Assurances and Certifications tab from the
Commons menu structure. For most users, the information is read-only, however, if you hold a
Commons SO role, you have the ability to edit the information. Regardless of your role, the default
view of the Institutional Assurances and Certifications is read-only.

There are two main sections of the screen, which are described below: Status and Assurances
and Certifications.

Status

The Status section of the screen displays the Office of Research and Integrity Certification Status
for the institution. The values for this field are either Assurance OK or Expired. The expired status
will display in red text as a warning.

The expiration date of the certification displays below the status, in red text if already expired.

Assurances and Certifications

The Assurances and Certification section provides a means for institutions to indicate (or view
the indication of) compliance with particular laws, policies, and/or regulations as well as to indicate
that it meets certain research requirements.

The list is available for viewing by anyone who has access to the Institution Profile. Read-only
check marks display next to each assurance or certification in the list along with the date on which
the institution indicated compliance.
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Policy: Not all assurances and certifications may be applicable to each institution. For a complete
definition of each assurance, please refer to Part III (Policies, Assurances, Definitions and Other
Information) of the SF424 (R&R) Application Guide.

5.5.0.1 Editing the Assurances and Certifications

If you hold the SO role within an organization, you can edit the assurance and certification
indicators in the Institution Profile.

To edit the indicators, select the Edit Assurances and Certifications button at the top of the
screen.

Institutional Assurances and Certifications @

( Edit Assurances And Centffication )

Status

The Office of Research and Integnty Certification Status is: Assurance OK

OAI02015

Figure 102: Edit Assurances and Certifications Button

The assurance and certification indicators display over several categories.
This institution complies with all laws, policies and regulations prohibiting discrimination based on:

o Age Discrimination Assurance

« Civil Rights Assurance

» Handicapped Individuals Assurance
o Inclusion of Children Policy

o Sex Discrimination Assurance

o Women and Minority Inclusion Policy

This institution complies with all laws and regulations regarding:

o ClinicalTrials.gov Requirement

o Conflict of Interest Assurance

o Delinquent Debt Assurance

o Drugfree Workplace Assurance

o Impact of Grant Activities on the Environment and Historic Properties

o Institutional Debarment Assurance
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» Lobbying Assurance
o Smoke-Free Workplace

Research at this institution meets all requirements for:

o Graduate Student Training for Doctoral Degrees (D43, TU2, T15, T32, T37, T90, U2R,
U90, and U54/TL1 only)

o Human Subjects

o PI Assurance

o Prohibited Research

o Recombinant DNA and Human Gene Transfer

o Research Misconduct

o Research With Human Embryonic Stem Cells

o Select Agent Research

o Transplantation of Human Fetal Tissue

o Vertebrate Animals

Check or uncheck the certification and/or assurance indicator(s) as appropriate. You can also select
the (explain your answer) link to access a text box in which you can provide additional
information.

When you are done, select the Save All button at the top or bottom of the profile to save the
changes. If you do not wish to save your changes, select the Discard Changes button instead.
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Figure 103: Editing Institutional Assurances and Certifications

IMPORTANT: Only Commons users with the SO role can edit the Institution Profile. An
exception exists for institutions having a TTO Administrator and no Signing Official. For these
institutions, the TTO Administrator can edit all sections of the profile.

For institutions with both a Signing Official and TTO Administrator, the TTO Administrator can
only edit the Extramural Technology Transfer Administration component.
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6 Personal Profile Module

The Personal Profile module in Commons is the central repository of information for all Commons
registered users. It is designed so that individual eRA system users hold and maintain ownership
over the accuracy of their own profile information. This profile information is then integrated
throughout eRA's systems and used for a variety of agency business such as peer review,
application data, and trainee data.

NOTE: You can delegate the authority to maintain your profile to other users within your
institution.

The personal profile is divided into sections of information and includes:

o Name and ID: Personal information such as name, contact information, date of birth

Demographics: Race, ethnicity, gender
Employment: Current employment and past employment history

Reviewer Information: Reviewer work address for those users performing tasks in IAR as a
Reviewer

Trainee Information: Trainee permanent address for those with Trainee roles using the
xTrain module

Education: Degree and residency information
Reference Letters: Letters of reference submitted to NIH

Publications: Access to MY NCBI, at which publications can be viewed

NOTE: Depending on your Commons role, you might not have access to all sections of the
Personal Profile.

For more information, refer to the Commons Personal Profile Online Help System
(http://era.nih.gov/erahelp/ppt/) or the eRA Commons Personal Profile Module User Guide

(http://era.nih.gov/files/personal profile userguide.pdf).
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7 Status Module

The Status screens allow PD/PIs, their delegates, and SOs to perform the following tasks securely:

o Track the status of a grant applications through the submission process
o View all their applications as well as NoAs and other key documents

o Complete several post-submission and post-award transactions

What you can see and do in the Status module depends on the role associated with your Commons
account. For this reason, the query and results screens in the Status module behave differently per
user role. Help topics for the Status module are available for both SO and PI users.

Refer to the section of this document titled Status Screen for Signing Officials (SO Role) on Page
109 if you have an SO or AO role.

Refer to the section of this document titled Status for Program Directors/Principal Investigators
(PI Role) on Page 124 if you have a Pl role.

7.1 Status Screen for Signing Officials (SO Role)

If you have an SO (or AO) role in Commons, you can query for specific grant(s) using the Status
module. Your view of the Status screen defaults to the General Search, but includes links for
performing the following types of queries:

¢ General Search

¢ Justin Time

o Pending Progress Reports

e Recently Awarded

o Recent/Pending eSubmissions
e Closeout

e Change of Institution

o Pending Inclusion Action

All queries are performed in the same manner, by entering query parameters on the appropriate
search screen and selecting the Search button. Select the links on the main Status screen to access
the corresponding search screen.

7.1.1 General Search

The General Search screen is the default search feature for a general search of grants or
applications. The corresponding search results provide links for launching grant-specific
functionality such as RPPR, JIT, and No-Cost Extensions, etc., when available for a particular
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grant. Refer to the section of this document titled Status Result - General Search on Page 119 for
more information.

Enter one or more of the query parameters to narrow the search results. The query parameters in
General Search are as follows:

¢ Grant Number

o Accession Number

Accession number is a unique value assigned by the Center for Scientific Review (CSR) to

applications before being assigned with an NIH grant number.

e Grants.gov Tracking #
e PI Name
o Application Status

Select from the drop-down list.

« Eligible for FFATA Reporting

Selecting this checkbox returns matching grants eligible for Federal Funding Accountability
and Transparency Act reporting.

« Eligible for Hurricane Sandy Reporting

Selecting this checkbox returns only matching grants designated as NIH Hurricane Sandy
Recovery awards.

o Budget Start Date and Budget End Date

You can enter a range of dates for the budget start and end dates using the From and To
fields. Either enter the date(s) manually in the MM/DD/YYY'Y format or by selecting the
calendar icon to search and select a date from the calendar.

o Organization Hierarchy

Select School, Division, and/or Department from the drop-down lists.
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Important Note:
Please provide additional search parameters to narow down your searches by Pl First and Last name. This will enable search results to retrieve data promptly and avoid existing issue of delay in data
retrieval
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Figure 104: Status - General Search for SOs

7.1.2 Justin Time

Commons provides the JIT (Just in Time) link for applications receiving a percentile of less than
30 or for applications receiving a priority score of between 100 and 300 if no percentile is
provided. SOs can search for applications with the JIT link using the Just in Time search feature.

Enter one or more of the query parameters to narrow the search results. The query parameters in
Just in Time search are as follows:

e Grant Number
e PI Name
o Application Status
Select from the drop-down box.
o Organization Hierarchy
Select School, Division, and/or Department from the drop-down lists.
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Figure 105: Status - Just in Time Search for SOs

The corresponding search results include links for accessing the Just in Time module. These are the
same links that appear in the Status Result - General Search results. Refer to the section of this
document titled Status Result - General Search on Page 119 for information on search results.

For the purpose of JIT, perform the following from the search results:

o Select the JIT link from the Action column to open the Just In Time screen. Refer to the
section of this document titled Just in Time (JIT) on Page 167 for more information on this

screcn.

7.1.3 Pending Progress Report

Commons provides the RPPR link for applications requiring a Research Performance Progress
Report (RPPR). SOs can search for these applications using the Pending Progress Report search
feature.

Enter one or more of the query parameters to narrow the search results. The query parameters in
Pending Progress Report search are as follows:

e Grant Number
o Late Progress Report (checkbox)
e Due Date

You can enter a range of dates for the due date using the From and To fields. Either enter
the date(s) manually in the MM/DD/YY Y'Y format or by selecting the calendar icon to
search and select a date from the calendar.

e PI Name
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o Application Status
Select from the drop-down box.
e Organization Hierarchy

Select School, Division, and/or Department from the drop-down lists.

Status
General Saarch r :
gt bn Tirme [ Pending Progress Report ]
= Pgndging Progréss Repod Type  Achity Code Institution Code  Serial Num.  Support Yr. Suffix
Recently Awarded Grant Humbeer
BecentPendin pmission
i i Late Progress Report |
Shanee ftatelon Due Date From B8 mmooivy) To 8 w0 )
Pending Inclusion Action
Last First
Pl Hame:
Application Status Pending -
Organization Hierarchy School
,:\L’L -
Division Department
ALL = ALL =

Figure 106: Status - Pending Progress Report Search for SOs

The corresponding search results include links for accessing the RPPR module. These are the same
links that appear in the Status Result - General Search results. Refer to the section of this document
titled Status Result - General Search on Page 119 for information on search results.

For the purpose of pending progress reports, perform the following from the search results:

o Select the RPPR link from the Action column to access the RPPR Menu screen to review
and submit Research Performance Progress Reports (RPPR). Refer to the section of this
document titled Research Performance Progress Report (RPPR) Module on Page 177 for
more information.

o Select the Closed link to access the Closeout Status screen for submitting a Final Progress
Report. Refer to the section of this document titled Submitting Your Final Progress Report
on Page 158.

7.1.4 Recently Awarded

SOs can perform a query on recently awarded grants using the Recently Awarded search feature.
The corresponding search results include all appropriate links for the grants. These are the same
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links that appear in the Status Result - General Search results. Refer to the section of this document
titled Status Result - General Search on Page 119 for information on search results.

Enter one or more of the query parameters to narrow the search results. The query parameters in
Recently Awarded search are as follows:

¢ Grant Number
e PI Name

e Organization Hierarchy

Select School, Division, and/or Department from the drop-down lists.

e Days Since Award

Status @
General Search . -
Justin Time | Recently Awarded |
Pending Progress Repod Type  Actiity Code Institution Code  Serial Mum.  Support Yr. Suffix
* Recently Awarded ERENL

R P andin [aal B[4y}
Closeout . Last First
Change of Institulion
Eenging inglysion Action Organization Hierarchy School

ALL -

Division Department

ALL - ALL -

Days Since Award 15
|

Figure 107: Status - Recently Awarded Search for SOs
7.1.5 Recent/Pending eSubmissions
SOs can perform a query on eSubmissions using the Recent/Pending eSubmissions search feature.

Enter one or more of the query parameters to narrow the search results. The query parameters in
Recent/Pending eSubmissions search are as follows:

Accession Number

e Grants.gov Tracking #

o eSubmission Status

Select from drop-down.

Received Date

You can enter a range of dates for the received date using the From and To fields. Either
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enter the date(s) manually in the MM/DD/YYY'Y format or by selecting the calendar icon to
search and select a date from the calendar.

Status @ Recent/Pending eSubmissions

Accession Number
General Search

Grants.gov Tracking #

Just In Time
Fending Frogress eSubmission Status All -
Report

Received Date:
R!"!l!'.f‘!l'l”:.' Awarded From 04159015 I'—_‘I
Recent/Pending -~ -
eSubmissions 0742013 =
Closeout

Change of Institution

Pending Inciusion

ACTon

Figure 108: Status - Recent/Pending eSubmissions Search for SOs

The corresponding search results include all appropriate links for the applications. These are the
same links that appear in the Status Result - General Search results. Refer to the section of this
document titled Status Result - General Search on Page 119 for information on search results.

For the purposes of eSubmission tracking, perform the following from the search results:

o Select the Show All Prior Errors link from the Action column to open the
Errors/Warnings for Prior Failed eSubmissions screen, providing any errors or warnings
received for the application during eSubmission.

o Select the Application ID displayed as link to open Status Information. Any existing
submission errors or warnings display at the top of Status Information. Refer to the section
of this document titled Status Information on Page 131 for more information on this screen.

« Select Reject eApplication to reject the eSubmission of an application. Refer to the section of
this document titled Rejecting the eApplication on Page 175.

7.1.6 Closeout

SOs can perform a query on applications having gone through closeout or requiring closeout by
using the Closeout search feature.
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Enter one or more of the query parameters to narrow the search results. The query parameters in
Closeout search are as follows:

e Grant Number
e PI Name
e Project End Date

You can enter a range of dates for the project end date using the From and To fields. Either
enter the date(s) manually in the MM/DD/YYY'Y format or by selecting the calendar icon to
search and select a date from the calendar.

o Closeout Status
Select from the drop-down list.
e Organization Hierarchy
Select School, Division, and/or Department from the drop-down lists.
o Requires FFR/FSR (checkbox)
To include grants requiring FFR/FSR in the search results, keep this box checked.
o Requires Final Progress Report (checkbox)

To include grants requiring a final progress report in the search results, keep this box
checked.

o Requires Final Invention Statement (checkbox)

To include grants requiring a final invention statement in the search results, keep this box
checked.

o Requires FRAM (checkbox)

To include grants with a FRAM request in the search results, keep this box checked.
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Figure 109: Status - Closeout Search for SOs

The corresponding search results include all appropriate links for the applications. These are the
same links that appear in the Status Result - General Search results. Refer to the section of this
document titled Status Result - General Search on Page 119 for information on search results.

For the purpose of Closeout, perform the following from the search results:

o Select the Requires Closeout link from the Action column to access the Closeout Status
screen. Refer to the section of this document titled Closeout Status on Page 147 for more

mformation on the Closeout module.

7.1.7 Change of Institution

SOs can perform a query on applications with relinquishing statements by using the Change of
Institution search feature. The corresponding search results include all appropriate links for the
applications.

Enter one or more of the query parameters to narrow the search results. The query parameters in
Change of Institution search are as follows:

Search for Grants

¢ Grant Number (Institution Code and Serial Number are required)
o PI Name

Search for Relinquishing Statements
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Figure 110: Status - Change of Institution Search for SOs

These are the same links that appear in the Status Result - General Search results. Refer to the
section of this document titled Status Result - General Search on Page 119 for information on
search results.

For the purpose of completing a change of institution, perform the following from the search
results:

« Select the Managing Relinquishing Statement link from the Action column to access the

Managing Relinquishing Statement screen. Refer to the Change of Institution online help for
more information.

7.1.8 Pending Inclusion Action

SOs can retrieve and view a list of grants having Inclusion Data Records (IDRs) requiring updates
or another action. Selecting the Pending Inclusion Action link from the main Status page prompts
Commons to perform a search and display grants for which the IDR(s) are in a status of Grantee
Updates in Progress or Pending SO.
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Home  Admin __ Institution Profile  Personal Profile RPPR  FFRFSR  xTrain  FCOI  Admin eRA Partners

Status @
General Search
Justin Time
Panding Proaress Repor
Recenty Awarded
RecentPendin misgign,
Closeout
Change ofInstitution

= Panding In ion Action

To view or manage these IDRs, select the Inclusion link from the results screen. After selecting
the link, you will be taken to the Inclusion Management System (IMS). For more information
about IMS via Status, refer to the separate Inclusion Management System Online Help.

IMPORTANT: To submit inclusion enrollment data with a progress report, IMS must be
accessed via the RPPR Section G. Special Reporting Requirements rather than through the
Inclusion link in the Status module. Refer to the NIH and Other PHS Agency Research
Performance Progress Report (RPPR) Instruction Guide for more information.

Pending Inclusion Action @

Search Result
records found, displaying all records.

SROICA123456-03 The Red Badge of Courage and Other Cancers of the Skin LI EEE Pending 0MRIRMS 12312015 Yes chision
1 101 12345678 ANs Wel That Ends Vel with Advances in Medicine mﬁhﬂi Pending 08012014 oTRIRMS Yes Incisign

Figure 111: Status — Pending Inclusion Action for SOs

7.2 Status Result - General Search

The Status Result - General Search screen provides matching records from searches performed by
SOs using the General Search feature in the Status module. The information displays in tables and
includes links to other Commons modules and/or features depending on the application.

NOTE: The Status Result - General Search screen differs from the results displayed for PI users.
Refer to the section of this document titled Status for Program Directors/Principal Investigators
(PI Role) on Page 124 for more information.

The screen has a limit of 100 records per view, with additional records accessed via the page
number links and/or navigation arrows at the top of the results table. The results can be sorted by
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selecting the up/down arrow displayed in the column heading. If the arrow exists in the heading,
the information can be sorted by that category.

The figure below represents a sample of various action links that could be displayed and may not

reflect realistic search results.

Status Result - General Search @

Tips and Notas:

« PP column shows Contact P1for multi-Pl grants.
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Figure 112: Status Result - General Search

The results include the following information:

o Application ID

The application ID is provided as a link, which when selected opens the Status Information
screen. Status Information includes grant/application information such as status history,
study section, contacts, etc. Refer to the section of this document titled Status Information on

Page 131 for more information.

If multiple Pls exist on the project, an MPI indicator appears next to the application ID.

e Grants.gov Tracking #

This column shows the number assigned when the application was submitted electronically

to Grants.gov. This is a non-sortable field.

o Proposal Title

The project name submitted on the application is displayed in this column.
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e PD/PI Name

This is the Contact PI on the application.

o Application Status
This column displays the status of the application. Status values include:

e Awarded

e Pending

o Withdrawn

o Terminated
e Not Funded
o Returned

e Received

o eSubmission Error

o Budget Start Date
e FFATA

This column indicates Yes if the application is eligible to report as a Federal Funding
Accountability and Transparency Act (FFATA) application.

e Show All Prior Errors

This column displays the Show All Prior Errors link. Selecting this link opens the
Errors/Warnings for Prior Failed eSubmissions screen, providing any errors or warnings

received for the application during eSubmission.
o Action (links)

The links in this column are used to access other modules or features in Commons and vary

depending on the application. Possible links are as follows:
« RPPR

Opens the RPPR Menu screen for editing or submitting an Research Performance
Progress Report (RPPR). Refer to the section of this document titled Research
Performance Progress Report (RPPR) Module on Page 177.
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Public Access PRAM

Opens the Progress Report Additional Materials (PRAM) screen for submitting Public
Access PRAM. Refer to the section of this document titled Research Performance
Progress Report (RPPR) Module on Page 177

IC Requested PRAM

Opens the Progress Report Additional Materials (PRAM) screen for submitting
IC Requested PRAM. Refer to the section of this document titled Research
Performance Progress Report (RPPR) Module on Page 177.

Fellowship Face Page

Displays for Fellowship Awards only

Progress Report Face Page

Only for paper grants not SNAP eligible

JIT

This link is displayed for applications eligible to submit Just In Time materials.
Selecting the link opens the Just In Time screen. Refer to the section of this document
titled Just in Time (JIT) on Page 167.

Extension

This link opens the No-Cost Extension (NCE) feature. Refer to the section of this
document titled No-Cost Extension (NCE) on Page 173.

Closed

This link opens the Closeout Status screen, which provides information on a closed
grant. Refer to the section of this document titled Closeout Status on Page 147.

Requires Closeout

This link opens the Closeout Status screen, which provides a means for uploading the
required documents for closeout. Refer to the section of this document titled Closeout
Status on Page 147.
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Reject eApplication

Available only to SO users, select this link to reject an electronically submitted
application. If rejected, the status of the application is updated to Refused. Refer to the
section of this document titled Rejecting the eApplication on Page 175.

Transmittal Sheet

Opens the Transmittal Sheet on which is listed the institution name, proposal title,

PI name, grant number, accession number, and proposal receipt date.

Administrative Supplement

For grants having at least one administrative supplement request either in progress or
submitted, but not reviewed. This link is used to view the status of the request.

Manage Relinquishing Statement

Available to SOs and used to access the feature for initiating an electronic
relinquishing statement

Relinquishing Statement

Used to access the feature for editing and re-routing the electronic relinquishing
statement

Sandy Quarterly Report

For grants identified as NIH Hurricane Sandy Recovery awards. The link opens the
Sandy Quarterly Report for editing, saving, and/or submission.

Inclusion

Provides access to the Inclusion Management System (IMS) for viewing and
managing inclusion enrollment data for off-cycle reporting, before the progress report
is due. This link is available only for those grants requiring inclusion data. For more
information about IMS via Status, refer to the separate Inclusion Management System

Online Help.

IMPORTANT: To submit inclusion enrollment data with a progress report, IMS
must be accessed via the RPPR Section G. Special Reporting Requirements rather

Status Module

123 July 15,2015


http://era.nih.gov/erahelp/ims
http://era.nih.gov/erahelp/ims
http://era.nih.gov/erahelp/ims
http://era.nih.gov/erahelp/ims
http://era.nih.gov/erahelp/ims
http://era.nih.gov/erahelp/ims
http://era.nih.gov/erahelp/ims

eRA Commons User Guide

than through the Inclusion link in the Status module. Refer to the NIH and Other
PHS Agency Research Performance Progress Report (RPPR) Instruction Guide for

more information.

7.3 Status for Program Directors/Principal Investigators (Pl Role)

The Status module allows those with a PI role to review basic aspects of the status of applications
sent to the NIH, including pending review, review outcome, pending Advisory Council action, and
award status.

Refer to the section of this document titled Status Screen for Signing Officials (SO Role) on Page
109 if you hold an SO role.

Upon entering the Status module, a PI is taken to a landing page with three options:

o Recent/Pending eSubmissions: A link for accessing the search for recent or pending
electronic submissions of grant applications

« List of Applications/Grants: A link for accessing a general search of applications/grants on
which the PI user is the contact PI or one of multiple PIs (MPI)

o Grants.gov Tracking Number: A field for searching for a specific grant application by
tracking number

These same links are available at the top of the screen in the navigation menu.

xTrain  Admin Supp

Status

BecentPanding eSubmissions

« Applications that require action (e.g., to view amorshwamings) prior 10 Submission completion

» Applications that are available to view (during two business day comection window) prior to submission complefion
Applications that have been refused by Signing Cfficial

[ ApplicationsiGrants

Funded Granis

Successfully submitted applications, both paper and elecironic

Raview assignment status, review results, summany statements, and Mobces of Award

Other Commons featuras (8.9, Just In Time, aSNAP, Closeout, Financial Status Repor) for previously submifled applications/grants

-
"-
=

Search by Granis.gov Tracking Num
= Enterthé Grants gov Tracking Number into the following box for @asy access 1o @ specfic grant application

Grants.gov Tracking Humber:

(G

Figure 113: Status Screen for PI Users
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NOTE: A PI may grant a Commons user with the ASST role access to the Status module. ASST
users granted this authority can view the status results as the PI would, however, the ASST user
will not have access to the links found in the Action column. Refer to the section of this document
titled Direct Delegations on Page 64 for information on delegating Status.

7.3.1 Viewing Recent/Pending eSubmissions

You can select the Recent/Pending eSubmissions link or menu tab of the same name to display
search results meeting the following criteria:

o Applications that require action prior to submission
» Applications available for viewing prior to submission (2 business day correction window)
« Applications that have been refused by the SO

Home Admin Institution Profile  Personal Profile Status RPPR Internet Assisted Review xTrain Admin Supp eRA Partners
Hecent/Pending eSubmissions  List of Applicatonsisrants Search by Grants.gov [racking Num

Status
CEE gopniFanding Submission }

« Applications that require action (a.g., o view errorsiwamings) prios 1o submission completion
* Applications that are available to view (during two business day comedion window) prior to submission complation

« Applications that have been refused by Signing Cfficial

Lisl of ApplicatipnsiGrands
« Funded Grants
» Successfully submitted applications, both paper and eledironic
= Revew assignment stalus, review results, summary statements, and Maobices of Award
& Dther Commons features (e.g., Justin Time, aSNAP, Closeoul, Financial Status Repon) for préviously submifled applications/grants

Search by Grants gov Tracking Hum
» Enter the Grants.gov Tracking Mumber into the following box for easy access to a specific grant application

Grants.gov Tracking Number

Search | | Clear |

Figure 114: Recent/Pending eSubmissions Link in Status

The results display in the Status - Recent/Pending eSubmissions screen in a table format. If the
number of records returned by the search exceeds the amount allowed on the screen, you can use
the page number links and/or navigation arrows at the top of the results table to scroll to the
remaining records. The results can be sorted by selecting the up/down arrow displayed in the
column heading. If the arrow exists in the heading, the information can be sorted by that category.
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Status Result - Recent/Pending eSubmissions @

RecentPending & Submissions menu tab again

GRANTO0000010 AN.200001

: Export to Excel : ;Snnw Query _' '_ Print HIIIIS[;

0 eSubmission Error | Scientific research that is groundbreaking.

T e T

GRANTO0000001 L 0 |eSubmission Error | Mulbi-scale mapping project for this, thal, and the other thing.

GRANTO0000100 AN2000100  eSubmission Error | Neuronal Signaling and other hard to explain medical stuff

The following list of applications represents a result of the search by Grants, gov Tracking # or a list of all RecentPending eSubmissions, f you do not see a complete list of your RecentPending eSubmissions, please dick

K1-120t12 103

SHAKESPEARE, |2006-10-03 0£:24:52 Show Prior Errors and Warmings
WILLIAM
SHAKESPEARE, 2007-02-1416:15:31 Show Prige Errol gz
WILLIAM
SHAKESPEARE, |2007-10-301537:10 Show Prior Emors and Warnings
WILLIAM

Figure 115: Status Result - Recent/Pending eSubmissions

The following information is included in the table:

e Grants.gov Tracking #

This column shows the number assigned when the application was submitted electronically

to Grants.gov. This is a non-sortable field.

o Application ID

The application ID is provided as a link, which when selected opens the Status Information

screen. Status Information includes grant/application information such as status history,

study section, contacts, etc. Refer to the section of this document titled Status Information on

Page 131 for more information.

If multiple PIs exist on the project, an MPI indicator appears next to the application ID.

o eSubmission Status

This column shows the status of approval for the application.

o Proposal Title

The project name submitted on the application is displayed in this column.

e PD/PI Name

This is the Contact PI on the application.

o eSubmission Status Date

This is the date of the latest status update.
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e Show All Prior Errors

This column displays the Show All Prior Errors link. Selecting this link opens the
Errors/Warnings for Prior Failed eSubmissions screen, providing any errors or warnings
received for the application during eSubmission.

7.3.2 Viewing the List of Applications/Grants

The Status Result - List of Applications/Grants screen provides a collected source of information
pertaining to a PI's grants/applications. The screen allows Pls to view basic information for their
grants; to review detailed information for their grants, including assignments, summary statements,
notices of award; and to access other modules in Commons for completing tasks such as progress
report, financial statement, etc.

To access the Status Result - List of Applications/Grants screen, select the List of
Applications/Grants link or menu tab.

Home Admin Institution Profile Persopal Profile Status RPPR Internet Assisted Review xTrain Admin Supp eRA Partners
HecentPending eSubmissions List of Applications/Grants  Search by Grants.gov Tracking Num

Status

RecantPanding aSubmissions
» Applications that require action (g.g., 1o view errorsiwamings) prior to submission completion
» Applications that are available to view (during two business day comection window) prior lo submission completion
= Applications that have been refused by Signing Ofcial

| = g
& Successiully submitted applications. both paper and ¢lectronic

» Review assignment stalus, review results, summary statements, and Motices of Award

« Other Commons features (a.g., JustIn Time, eSHAP, Closeout, Financial Status Repod) for previously submitted applicationsi/grants

Search by Granis.gov Tracking Num
» [Enter the Grants gov Tracking Mumber into the following box for easy acoess to a spacific grant application

Grants.gov Tracking Number:

Search | | Clear |

Figure 116: List of Applications/Grants Links in Status

The results display in table format. If the number of records returned by the search exceeds the
amount allowed on the screen, you can use the page number links and/or navigation arrows at the
top of the results table to scroll to the remaining records. The results can be sorted by selecting the
up/down arrow displayed in the column heading. If the arrow exists in the heading, the information
can be sorted by that category.
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Status Result - List of Applications/Grants @

Hotes & Tips:

provided. Please await instructions from the NIH on whether to complete this information.

List of Applications/Grants menu ta again.

Measure for Measure & Other Sdentific
Methodolegies

SHAKESPEARE, Pending
WILLIAM Venfication

GRANT12300001F  AIrs Well That Ends Well with Advancements in SHAKESPEARE. Submission
Medicine WILLLAM Camplete
GRANT10000005F Much Ado About Childhood Obesity in the United  SHAKESPEARE. Submission
States WILLLAM Complete
A Migsummer Might's Dream and Other Known ‘SHAKESPEARE. Submission
Sleeping Disorders WILLIAM Complete
The Taming of the Flu SHAKESPEARE
WILLLAM
GRANTOD100100P A Winters Tale: A Comprehensive Study of the SHAKESPEARE. Submission
Common Cold WILLLAM Complete
The Two Noble Kinsmen: A Study on Genetics and | SHAKESPEARE,
D WILLIAM
03-08 (MPI) The Memy Hives of Windsor SHAKESPEARE,
WILLEAM
AN The Life and Death of King John. A Medical Case  SHAKESPEARE,
Study WILLLAM

Administratively Withdrawn by | 11/012007
Ic

Agministratively Withdrawn by | 03/0172012
IC
Administratively Withdrawn by |11/10/2011
Ic

Awarded. Non-fellowships only| 05052008
Awarded. Mon-fallowships anly 0100172013

IRG MRFC - Mot considered by | 06052007
Council
Pending 042772012

Pending 082772012

Application has been entered | 02M1472006
into computer

& Important The NIH provides the JIT (Justin Tima) link in the Commans for applications recerdng a parcentile of less than 30 of for applications recening a priority score of betweean 10 and 60 if no percentils is

The following Nst of applicalions/grants represents a result of the search by Grants. gov Tracking # or a complete list of all your applicationsigrants. If you do not see @ complete list of your applications/grants, please cick

Rl1-630163 101

o T el e

Trangmifal Sheet

Transmiftal Sheet

Figure 117: Status Result - List of Applications/Grants
The results include the following information:

o Application ID

The application ID is provided as a link, which when selected opens the Status Information

screen. Status Information includes grant/application information such as status history,

study section, contacts, etc. Refer to the section of this document titled Status Information on

Page 131 for more information.

If multiple Pls exist on the project, an MPI indicator appears next to the application ID.

¢ Grants.gov Tracking #

This column shows the number assigned when the application was submitted electronically

to Grants.gov. This is a non-sortable field.

o Proposal Title

The project name submitted on the application is displayed in this column.

o PD/PI Name

This is the Contact PI on the application.

¢ eSubmission Status

The submission status of the application.
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¢ Current Application Status
This column displays the status of the application.
o Action (links)

The links in this column are used to access other modules or features in Commons and vary

depending on the application. Possible links are as follows:
« RPPR

Opens the RPPR Menu screen for editing or submitting an Research Performance
Progress Report (RPPR). Refer to the section of this document titled Research
Performance Progress Report (RPPR) Module on Page 177.

o Public Access PRAM

Opens the Progress Report Additional Materials (PRAM) screen for submitting Public
Access PRAM. Refer to the section of this document titled Research Performance
Progress Report (RPPR) Module on Page 177.

e IC Requested PRAM

Opens the Progress Report Additional Materials (PRAM) screen for submitting
IC Requested PRAM. Refer to the section of this document titled Research
Performance Progress Report (RPPR) Module on Page 177.

o Fellowship Face Page

Displays for Fellowship Awards only

o Progress Report Face Page

Only for paper grants not SNAP eligible

o JIT

This link is displayed for applications eligible to submit Just In Time materials.
Selecting the link opens the Just In Time screen. Refer to the section of this document
titled Just in Time (JIT) on Page 167.
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Extension

This link opens the No-Cost Extension (NCE) feature. Refer to the section of this
document titled No-Cost Extension (NCE) on Page 173.

Closed

This link opens the Closeout Status screen, which provides information on a closed

grant. Refer to the section of this document titled Closeout Status on Page 147.

Requires Closeout

This link opens the Closeout Status screen, which provides a means for uploading the
required documents for closeout. Refer to the section of this document titled Closeout
Status on Page 147.

Transmittal Sheet

Opens the Transmittal Sheet on which is listed the institution name, proposal title,
PI name, grant number, accession number, and proposal receipt date.

Administrative Supplement

For grants having at lease one administrative supplement request either in progress or
submitted, but not reviewed. This link is used to view the status of the request.

Relinquishing Statement

Used to access the feature for editing and re-routing the electronic relinquishing
statement

Sandy Quarterly Report

For grants identified as NIH Hurricane Sandy Recovery awards. The link opens the
Sandy Quarterly Report for editing, saving, and/or submission.

Inclusion

Provides access to the Inclusion Management System (IMS) for viewing and
managing inclusion enrollment data for off-cycle reporting, before the progress report
is due. This link is available only for those grants requiring inclusion data. For more
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information about IMS via Status, refer to the separate Inclusion Management System
Online Help.

IMPORTANT: To submit inclusion enrollment data with a progress report, IMS
must be accessed via the RPPR Section G. Special Reporting Requirements rather
than through the Inclusion link in the Status module. Refer to the NIH and Other
PHS Agency Research Performance Progress Report (RPPR) Instruction Guide for

more information.

7.3.3 Searching by Grants.gov Tracking Number

To search for an application by its Grants.gov tracking number, enter the tracking number into the
Grants.gov Tracking Number field and select the Search button. The Status Result -
Recent/Pending eSubmissions screen returns only the application matching the entered tracking
number.

To return to the search screen, select the Search by Grants.gov Tracking Num tab on the
navigation menu.

Home  Admin Institution Profile  Personal Profile #EPTER RPPR  Internet Assisted Review  xTrain _ Admin Supp  eRA Partners
Submissions  List of ApphcationsiGrants  Search by Grants.gov Tracking Num

Status Result - Recent/Pending eSubmissions ¢

The following list of applications represents a result of the search by Grants.gov Tracking # or a list of all RecentPending eSubmissions. i you do not see a complete list of your RecentPending eSubmissions, pleas e click
RecentPending & Submissions menu tab again

E1-1011 103
T T T T T S T T

GRAMTOO000010 010 eSubrission Error Scientific research that is groundbreaking SHAKE SPEARE, 2007-02-14 16:15:31
WILLIAM

[Exportio Excel | [Show Query | [ PrintHinist |

Figure 118: Grants.gov Tracking Number Search Results in Status

7.4 Status Information

Status Information is a collection of grant information and links to grant-related documents stored
in one place. Status Information is accessed by selecting the Application Number (hyperlink)
from any result screen in the Status module.
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Status Information
m Grant Information Cther Relevant Documants
Status: Application awarded e-Application
Institubion Name: THE UNIVERSITY OF STRATFORD UPOHN AVON
School Name: GENERAL CAPUS Notioa(s} of
School Category: SCHOOLS OF ARTS AND SCIENCES codn 091182012
Devision bame: NOME (POF)
Departmant Name: DIISIOH OF SCIENCE Just In Time 08242012 Timas Revisedi1)
P Hame: SHAKESPEARE, WILLIAM ‘@ Sybmission Cover Letier
Application Do ARMEBO12345-01
Propasal Titke: All's Wl that Ends Well with Advancements in Medicing Adibang let Reves {0 dequments|
Propasal Receipt Date: 020172012
Last Status Update Date:  09/18/2012 Conwpndescs
Current Award Hotice Date:  0B/18/2012 Refeal
hpplication Source: Grants. gov Date Description Action
Project Period Begin Date: 0182012 040112012 MNeed new FOARZ1 Wigw
Project Period End Date: 07312014
e Application Status: Submission Complede
FOML [PADD-000] - NIH EXFLORATORY/DEVELOPMENTAL RESEARCH GRANT PROGRAM
HIH Appl. 102 1234567
Sawswstory ___________________________________________________________________|msttmeorCemsrAssgamem |
Effective Assignment
Date Status Message Institute of Center Date
08142012 &ward prepared: refer questions to Grants Management Specialist MATIONAL INSTITUTE OF MENTAL HEALTH Of0L2012
ogazote  SOENHAC Review Group review completed: Coundl review pending. Refer any questions to the Program Official ar Grants Management (Primary}
Specialist MATIOMAL INSTITUTE OF MENTAL HEALTH 06152012
051B2012  Sdentific Review Group review panding |Primary)
0472012 Application enfered into system
Award Document Number RMHOO00004 Scientific Review Group: ZRGA MDCH-G (02) Mesting Date a0z
FSR Accepied Code N Council Mesting Date(y MM 201210 Mawting Time: 08:30
Snap Incicator Code: Y Meeting Date 0BOS2012
Raniew Cutcorne svailable Yos Meeting Time: 0500
Summary Staternent Avallable Yes Study Roster Wiew Meating Roster

Early Stage Investigator Eligible
New Investigator Enginle
ENgitle for FFATA Repaorting: Yas

Thits kst shows Reference Letters associated with this particular Grant Application. Principal Investigator can see 3 list of all Reference Leflers within Personal Profile - Reference Letlers section on efta Commans.

| Administration Nams Phigne Email
Sdientific Revew AdminisiralonSRA) Decimal, Dewey 301-555-1234 DDecimalemail com
Grants Managerment SpecialisuGis) Hathaway. Anne 301-555-4567 AHathE e mail com
Program Cfficial(PO) Wastowe, Christopher 301-555-6789 Marlgwei@email com
Direct Amount Facilities And Administrative e Amount Total Amount
$150,000 $82,500 50 $232,500

e

Close

Figure 119: Status Information Screen

If there are any unresolved errors or warnings associated with the selected application, you will see
a message indicating the error(s) or warning(s). The eSubmission Errors/Warning messages
display at the top of the Status Information screen.

eSubmission Errors/Warning
il The direct cost request found on item 16 of the SF 424 RR Cover page is greaier than 500k, The application will be processed, bui a concern may be raised during review. - Warning

Figure 120: eSubmission Errors/Warning Messages on Status Information

The screen displays the following sections of information:

General Grant Information: Includes basic information such as institution, status, application
number, etc.

The following information is included within General Grant Information:

o Status
¢ Institution Name

¢ School Name
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¢ School Category

o Division Name

e Department Name

e PI Name

e Application ID

o Proposal Title

e Proposal Receipt Date

o Last Status Update Date

¢ Current Award Notice Date
o Application Source

e Project Period Begin Date
e Project Period End Date

o cApplication Status

« FOA

o« NIH ApplID

Status: Application awarded
metitution Hame: THE UNIVERSITY OF STRATFORD UFOHN AVON
Schood Name: GEMERAL CAMPUS
School Category: SCHOOLS OF ARTS AND SCIEMCES
shon Nami: NGME
partment Nama; D50 OF SCIENCE
Name: SHAKESPEARE, WILLLAM
icathon 10 1RMEBO12345-01
roposal Tithe: Alr's Well that Ends Well with Advancements in Medicing
roposal Receipt Date: Q02012
Last Status Update Date: oBvia2012
urrent Aveard Notice Date;  03vI82012
cathon Source: Grants, gow
roject Period Begin Date:  DRAE/2012
rojirct Period End Date: LRl B
Application Status; Submission Complete

H Appl. I0: 1234567

Chic [FAQD-000] - HIH EXFLORATORY/DEVELOPMENTAL RESEARCH GRANT PROGRAM

Figure 121: General Grant Information Section of Status Information

Other Relevant Documents: Includes links to grant-related documents.

The following links may be available within Other Relevant Documents depending on the

application/grant:

Abstract

Additions for Review (<X> Documents)

Administrative Supplement(s)
Appendix 1 — 10 Submitted File Name

Status Module 133

July 15,2015



eRA Commons User Guide

¢ Closeout Final Report Additional Material Request (FRAM)
o Component Appendices

o e-Application

o Final Invention Statement

o Final Progress Report

o Fellowship Proposal Face Page

¢ FRAM Submission

¢ Institute/Center Progress Report Additional Material Request
e Justin Time

« FFR/FSR

o Notices of Grant Award

e Multi Year Progress Report(s)

o Notices of Grant Award (PDF)

o Progress Report Face Page

o Progress Report Additional Material PRAM)

¢ Relinquishing Statement(s)

¢ Research Performance Progress Report

e Summary Statement

o Unfunded Progress Report

e xTrain Training Appointment(s)

e XTrain Termination Notice(s)

Other Relevant Documents
e-Application
Latest MGA

Motice(s) of Grant Award
(PDF)

JustIn Time 08/24/2012 Times Revised(1)
eSubmission Cover Letter
Additions for Review (0 documents)

D9M8/2012

Figure 122: Sample of the Other Relevant Documents Section of Status Information

Correspondence: Links for viewing grant-related correspondence.

If letters or emails regarding the application or grant were sent to the PI or SO, they are listed here
with a link for viewing a PDF version of the correspondence. Correspondence is broken into
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several categories: Referral, Closeout, and Other.
The following is provided in this section:

o Date
o Description

o View (select the link to open the PDF version of the correspondence)

Correspondence

Referral

Date Description Action
0410102012 Meed new FOA RZ1 View

Figure 123: Correspondence Section of Status Information

Status History: Provides a history of the life of the application from submitted to awarded.
The following is displayed within Status History:

o Effective Date
o Status Message

Status History

Effective
Date

091472012  Award prepared: refer questions to Grants Management Specialist.

Status Message

08/08/2042 Scientific Review Group review completed: Council review pending. Refer any questions to the Program Official or Grants Management
Specialist

081872012  Scientific Review Group review pending.
068/04/2012  Application entered into system

Figure 124: Status History on Status Information
Institute or Center Assignment: Displays a history of assignments for the application.
The following information is displayed within Institute or Center Assignment:

o Institute or Center

o Assignment Date
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I Institute or Center Assignment

Institute or Center Sl
Date

FMATIOMAL INSTITUTE OF MEMTAL HEALTH 060452012

(Primary)

FATIOMAL INSTITUTE OF MEMTAL HEALTH 0EM5R2012

(Primary)

Figure 125: Institute or Center Assignment on Status Information

Application Information: Provides additional information for the application
The following is available within Application Information:

e Award Document Number

e FRS Accepted Code

¢ Snap Indicator Code

¢ Review Outcome Available

o Summary Statement Available

o Early Stage Investigator Eligible
o New Investigator Eligible

o Eligible for FFATA Reporting

Application Information

Award Document Mumber: RMHOOO000A
F3R Accepted Code: M

Snap Indicator Code: b

Feview Qutcome Available: Yes
Summary Statement Available: Yes

Early Stage Investigator Eligible:
Mew Investigator Eligible:
Eligible for FFATA Reporting: Yes

Figure 126: Application Information on Status Information

Study Section: Provides details on the assigned Study Section
The following Study Section information is available:

o Scientific Review Group

e Council Meeting Date

e Meeting Date

e Meeting Time

Study Roster (View Meeting Roster link opens the Meeting Roster in a separate window)
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Study Section

Scientific Review Group: ZRGTMDCH-G (02}
Council Meeting Date XYY M) 201210

Meeting Date: 08/06/2012

Meeting Time: 09:00

Study Roster: View Meeting Roster

Figure 127: Study Section on Status Information

Advisory Council (AC) Information: Provides details on the Advisory Council.
The following information is available:
o Meeting Date
¢ Meeting Time
Reference Letter(s): A list of submitted references letters.
If there are associated reference letters, the following information is available.

o Referee Name

¢ Organization Affiliation
e Department

e Email

Submitted

PIs can also view reference letter information in the Reference Letter section of their
Personal Profile. Refer to the Reference Letters topic of the Commons online help system for more
information.

Contacts: Names, phone numbers, and email addresses for grant-related contacts

The Name, Phone, and Email displays for the following contacts:

« Scientific Review Officer (SRO)
o Grants Management Specialist (GMS)
o Program Official (PO)

Administration Name Phone Email

Scientific Review Administrator(SRA) Decimal, Dewey 301-555-1234 DDecimal@email.com
Grants Management SpecialistiGMS) Hathaway, Anne 301-555-4567 AHathi@email.com
FProgram Official(PO) Marlowe, Christopher 301-555-6789 Marlowei@email.com

Figure 128: Contacts Section of Status Information

Awards: Details on awarded dollar amounts.
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The following award dollar information is available:

e Direct Amount
o Facilities and Administrative
o Fee Amount

o Total Amount

Direct Amount Facilities And Administrative Fee Amount Total Amount
5150,000 582,500 50 5232500

Figure 129: Awards Section of Status Information

7.4.1 Additions for Review

As the applicant, after submitting an application, you might send your Scientific Review Officer
(SRO) additional material that either clarifies or supplements information found on the original
submission. When the SRO uploads this material, it is available to you via the Status Information
screen.

Selecting the Additions for Review link from the Other Relevant Documents section of Status
Information opens the Additions for Review screen. This screen provides links to the additional
material along with other associated information.

Additions for Review Back to Grant Folder
Grant Number 1 RO AESS321-01 )
Pl Name{s) Auden, W.H.

Project Title The Age of Ancsty Disordars
Appl. Status Pending RG Review
Institution SAMPLE UNIVERSTY

Appl 1D 1238587
|RO1AIG54321-01 |

Group Document Date
Supplemental Wiaberial Post-submission material 10257012 11:35 Al

Figure 130: Additions for Review from Status Information
The top of the screen displays general grant information including:

¢ Grant Number
o PI Name(s)

For multiple PIs, the names display in alphabetical order with Contact PI name in bold font
with the word (Contact) following the name.

o Project Title
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o Appl. Status
« Institution
e« ApplID

Below this section, you can find information specific to the uploaded material(s):
e Group

Displays the category to which the item belongs. Categories include Updated Pages;
Supplmental Material; Collaboration Letters; Modified Budget Pages; Accepted Publication;
Biographical Sketches; and Other.

o Document

Displays the document file name as a link, which opens the uploaded document. This
document can be viewed, updated, and saved.

o Date

The date the document was uploaded.

7.4.2 Adminstrative Supplements

Selecting the Administrative Supplement(s) link from the Other Relevant Documents section
of Status Information opens the Administrative Supplements screen. This screen provides read-only
access to administrative supplements created for the particular grant.

Administrative Supplements are requests for (or the award of) additional funds during a current
project period to provide for an increase in costs due to unforeseen circumstances.

Administrative Supplements

Grant Humber 5R01EB123456-08

Pl Hame(s) Austen, Jane; Bennet, Elizabeth (Contact); Darcy, Fitzwilliam
Project Title Prige & Prejudice and the Human Psyche

Appl Status Application awarded

Institution UNIVERSITY OF PEMBERLEY

AppliD 8537158

Show Current Support Year Admin Supplements @ Show All Support Years Admin Supplements

Identifying Information Accession Number Supplement Status Submitted Date Comments for Grantee
3R01 EB123456-09 1234567 Submitted to Agency 2014-05-05 02:56:28 PM These are my sample comments!

Close

Figure 131: Administrative Supplements from Status Information

The top of the screen displays general grant information including:
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¢ Grant Number
« PI Name(s)

For multiple PIs, the names display in alphabetical order with Contact PI name in bold font

with the word (Contact) following the name.

o Project Title
o Appl Status
« Institution
o ApplID

Below this section, you can find information specific to the administrative supplements, displayed
in a table format. Y ou can opt to view the current support year or all support years by selecting the
appropriate radio button:

e Show Current Support Year Admin Supplements
e Show All Support Years Admin Supplments

The table includes the following columns of information:
« Identifying information

Displays the grant number as a link, which opens the Administrative Supplement Request
PDF.

Accession Number

Supplement Status
Submitted Date

o Comments for Grantee

Select the Close link to exit the screen.

7.4.3 Institute/Center PRAM Requests

Selecting the link for Progress Report Additional Material (PRAM) from the Other Relevant
Documents section of Status Information opens the Institute/Center PRAM Requests screen. This
screen provides read-only access to all current IC PRAM requests along with associated data.
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Institute/Center PRAM Requests [ ?)
Grant Numbsr 5R01EB123456-09
Pl Name(s) Auzten, Jane; Bennet, Elizabeth (Contact), Darcy, Fitzwilliam
Project Tithe Pride & Prejudice and the Human Psyche
Appl. Status Application awarded
Institution UNIVERSITY OF PEMBERLEY
Appl ID 8537158
Identitying Information Requested Date HNumber of Reminders) Sent Last Reminder Sent Date
Sample PRAM Reguast#1 2014-06-05 10:02 AW 1] 2014-06-05 10:02 AM
Progress Report Additional Material GM0SIZ014 Times Redised (1)
Public Accass PRAM abotifications are systam-genaratad upon submission of a RPPR with non-compliant publication(s), and are not reflected in the chan above

Figure 132: Institute/Center PRAM Requests from Status Information
The top of the screen displays general grant information including:

Grant Number
PI Name(s)

For multiple PIs, the names display in alphabetical order with Contact PI name in bold font
with the word (Contact) following the name.

o Project Title
o Appl. Status
« Institution
e« ApplID

Below this section, you can find information specific to the submitted PRAM.

 Identifying Information

Displays the identifying name for the information provided by the IC PRAM request sender,
displayed as a link. Select the link to open a read-only copy of the I/C PRAM Request
details sent to the grantee.

e Requested Date
o Number of Reminders Sent
o Last Reminder Sent Date

At the bottom of the screen is a link next to the title Progress Report Additional Material. Select
this link to open a consolidated report of all submitted materials responding to the PRAM request.
The link itself shows the last updated date of the PRAM and the number of times revised.

The Progress Report Additional Materials file opens as a PDF document. The file is formatted to
provide an information header section for each PRAM submission followed by the attached
documents provided during that submission. If multiple submissions of IC Requested PRAM were
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completed, the additional materials are separated in the document with the most recent submission
displayed first followed by earlier submissions in reverse chronological order. Information in the
document can be navigated using the provided bookmarks on the left.

7.4.4 Relinquishing Statements

Selecting the link for Relinquishing Statement(s) from the Other Relevant Documents section
of Status Information opens the Relinquishing Statements screen. This screen provides access to
read-only versions of all relinquishing statements associated with the grant.

A relinquishing statement is required as part of the Change of Institution process allowing an
extramural grantee institution to transfer an active grant to another institution. The process is
initiated by the Signing Official of the institution that holds the award, who submits a
Relinquishing Statement in eRA Commons and identifies the institution that will take over the
award.

Relinquishing Statements @

Grant Number 1R56 DK1Z3456-01

Pl Hame{s) Shakespeare, Wiliam

Project Tithe Alrs Well That Ends Well with Advancemens in Medicing

Appl. Status Application awarded

Institution SRATFORD-UPON-AVON UNNVERSITY

Appl 1D 1234567

Document Name Status & Subrnitted Date Comments for Grantes
Eelinguishing Siatement Submitted 10 Agency 2014-06-04 09:29:18

Cloge

Figure 133: Relinquishing Statements from Status Information
The top of the screen displays general grant information including:

Grant Number
PI Name(s)

For multiple PIs, the names display in alphabetical order with Contact PI name in bold font
with the word (Contact) following the name.

e Project Title
o Appl. Status
« Institution
e« ApplID

Below this section, you can find information specific to the relinquishing statement(s) for the grant.
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Document Name

The relinquishing statement name is displayed as a link, which opens a read-only version of

the form.

o Status

The status of the submitted form.

o Submitted Date

The date on which the organization's SO submitted the form.

o Comments for the Grantee

Where applicable, displays comments entered by Agency staff directed to the grantee.

7.4.5 Closeout FRAM Requests

Selecting the link forCloseout Final Report Additional Materials Request (FRAM) from the
Other Relevant Documents section of Status Information opens the Closeout FRAM Requests
screen. This screen provides read-only access to all current Closeout FRAM requests along with
associated data.

Closeout FRAM Requests Back to Grant Folder
Grant Number 1R15 MH123456-01
Pl Name(s) Auden, W.H.
Project Title The Age of Anxiety Disorders
Appl. Status Awarded Mon-fellowships only
Ingtitution UMNNVERSITY OF LITERATURE
Appl 1D 123456

Requested Date: HNumber of Remindar|s) Sent Last Reminder Sent Date
2014-09-22 1143 AM 0 2014-09-22 11:434M
2014-08-22 11:42 AM 0 2014-09-22 11:42 AM
2014-08-22 11:41 AM (1] 2014-08-22 11:41 &AM

-
Figure 134: Closeout FRAM Requests from Status Information

The top of the screen displays general grant information including:

¢ Grant Number
o PI Name(s)

For multiple PIs, the names display in alphabetical order with Contact PI name in bold font
with the word (Contact) following the name.

e Project Title
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o Institution
e ApplID

Below this section, you can find information specific to the submitted FRAM.
« Identifying Information

Displays the identifying name for the information provided by the FRAM request sender,
displayed as a link. Select the link to open a read-only copy of the FRAM Request details
sent to the grantee.

e Requested Date
o Number of Reminders Sent
o Last Reminder Sent Date

7.5 Viewing Summary Statements from Status Information

Summary Statements are PDF documents combining reviewers' written comments and the
Scientific Review Officer's (SRO) summary of the discussion surrounding your application during
the review meeting.

Policy: Scoring System and Procedure

As a PI, you can view your application's Summary Statement using the Status Information screen
once it has been released by the SRO following the review meeting.

To view your Summary Statement:

1. Log into Commons.
2. Select the Status tab from the Commons menu.
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3. Select the List of Applications/Grants link or menu tab.

Status

RecantPending eSubmissions
« Applications that require action (2.g., o viaw emorsiwamings) prior to submission complation
= Applications that are available to view (during two business day comection window) prior fo submission completion
= Applications that have been refused by Signing Official

plicationsiGranis

= Successiully submitted applications. both paper and electronic
+ Review assignment stalus, review results, summary statements, and Notices of Award
# Other Commons features (e.g., JustIn Time, eSHNAP, Closeout, Finandial Status Repord) for previously submitted applications/grants

Search by Granis.gov Tracking Num
« [Enler the Granls gov Tracking Mumber into the Tollowing box for easy access to a spacific grant application

Grants.gov Tracking Number:

[Clear |

Figure 135: List of Applications/Grants Links in Status

The results display in table format. The application ID within this table is provided as a link,
which when selected opens the Status Information screen.

Status Result - List of Applications/Grants ©

Hotes & Tips:

» Important: The MNIH provides Be JIT (Just in Time) link in the Commons for applications recehing a percentile of less than 30 or for applications recehdng a pricdity score of bebween 10 and 60 if no percentile is
provided Please awadl instructions from the NIH on whether fo complete this information

The following list of applications/grants represents a resull of fhe search by Grants.gov Tracking # or a complebe list of il your applicationsigrants. f you do not see 3 complete list of your applicaionsigrants. please dick
List of ApplicationsGrants menu tab again

K1-830i63 10
G""ls “"" UL Proposal Tithe PINPI Hame & o Su:»run:::m Current Application Status 5 m
Measwre for Measure & Other Sclenbific SHAKESPEARE, Pending Adminisiratively Withdrawn by  1101/2007
Metmnodologies WILLLAM Wedificaton Ic
GRANT12300001F |AIrs Well That Ends Well with Advancements in SHAKESPEARE, SUbmission Awarded. Non-fellowships only 0201/2012  Transmittal Sneel
Medicing WILLLAM Complets
GRANTIDDD0005R  Much Ado ADoul Chilghood Qbegity in the Linied SHAKESPEARE, Submission Awarded. Non-Tellowships only 11102011 Trangmittal Snes
States WILLLAM Complele

Figure 136: Application ID Link

4. Select the application ID link for the specific application.

The Status Information screen displays. The top of Status Information includes a section
called Other Relevant Documents. This section houses links to various application-related
documents, including the Summary Statement.

5. Select the link titled Summary Statement. It will open in a separate window.
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Status Information
General Grant information
Status: Application awarded
Institution Hame: THE UMNIVERSITY OF STRATFORD UPON AVON
Schoal Nama: GEMERAL CAMPLIZ
School Category: SCHOOLS OF ARTS AND SCIENCES
Division Hame: HOME Motice(s) of Grant OWIZ012
Department Mame: DMISION OF SCIENCE Award (PDF)
Pl Mamse: SHAKESPEARE. WILLIAM Abstract (Awarded Grant)
AppECation I AROIEBO12345-01 Daskin Thne
Proposal Titk: ANs Well thal Ends Well with Adancements in Medicine 082412012 Times Revised(1)
Proposal Receipt Date: 030172012 eSubmission Cover Lefler
Last Status Update Date: oanMerzo12 Additions for Reigw (0 dotumgnts)
Current Award Nolice Date: 03MBrZ012
poplcaton Source: Grants.oo4
Project PericdBegiolote: Sz reterat |
Project Period End Dati: 0713172014
eApplication Status: Submission Complate s Lo
FOuk: [PADD-000] - MNIH EXFLORATORY/DEVELOPMENTAL RESEARCH GRANT PROGRAM
HIH Appd. I0: 1234567

Figure 137: Summary Statement Link in Status Information

7.6 Viewing the Notice of Award (NOA)

Policy: Notice of Award Policy

Notices of Grant Awards (NOA) are sent to the email address specified in the Institutional Profile.
The SO can update the NOA address through the institutional profile update function.

NOA: s are also available for viewing within the Status Information screen.
To view the NOA:

1. Log into Commons.
. Select the Status tab from the Commons menu.
3. Select the List of Applications/Grants link or menu tab.

RPPR h'hl'l‘l&tw xTrain _Admin 5

RecentPending eSubmiss 1 i its  Search by Grants.gov Tracking Num

Status

RecantPending eSubmissions
+ Applications that require action (e.g., lo view emorsiwamings) prior to submission completion
= Applications that are available to view (during two business day comeclion window) prior o submission completion
= Applications that have been refused by Signing Official

Applications/Granis

& Successhully submitted applications. both paper and #lectronic
+ Revew assignment status, review results, summary statements, and Notices of Award
» Other Commons features (e.g., JustIn Time, eSHNAP, Closeout, Finandial Status Repor) for previously submitted applications/grants

Search by Granis.gov Tracking Num
« [Enler the Granls gov Tracking Mumber into the Tollowing box for easy access to a specific grant application

Grants.gov Tracking Number:

(Gear]
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Figure 138: List of Applications/Grants Links in Status

The results display in table format. The application ID within this table is provided as a link,
which when selected opens the Status Information screen.

Status Result - List of Applications/Grants @
Motes & Tips:

» Important: The NIH provides Be JIT (Just in Time) link in the Commons for applicaiions receiving a percendile of less than 30 or for applications receiing a pricdity s.core of bebween 10 and 60 if no percentile is
provided Please awsl insiructions from e NIH on whither 1o complete this information

Thit follgwing ligt of Jpplications/grants represents 3 resul of e Search By Grants gov Tracking o or 3 complite ligt of 3l your applicationsigrants. If you o not $ &8 3 complet 1is! of your appecalions/grants, please dick
List of Applications'Grants menu tab again

K1-s3or63 10

Measure for Measure & Other Scienbific SHAKESPEARE, Pending Adminisiratively Withdrawn by | 11/01/2007
Metmodologies WILLIAM Verification IC

GRANT12300001F |AIrs Wedl That Ends Well with Advancements in  SHAKESPEARE, Suomission Awarded Non-fellowships only 0301/2012  Transmittal Shee
Medicing VWILLIAW Comglete

GRANT10000005P |Much Ado Aboul Chilghood OBesity in the Uniled  SHAKESPEARE, Submission Awarded Non-Tellowships only 111102011 Transmittal Sheel
States WILLLAM Comglete

Figure 139: Application ID Link

4. Select the application ID link for the specific application.

The Status Information screen displays. The top of Status Information includes a section
called Other Relevant Documents. This section houses links to various application-related
documents, including the NOA. The NOA link is displayed as a date next to the field titled
Notice(s) of Grant Award (PDF).

5. Select the NOA link. It will open in a separate window.

Status Information
General Grant Information
Status: Application awarded
Institution Hame: THE UNIVERSITY OF STRATFORD UPOMN AVON
School Nama: GEMERAL CAUPLIZ
School Category: SCHOOLS OF ARTS AND SCIENCES
Division Name; NHONE
Department Name: DrASION OF SCIENCE
Pl Hamse: SHAKESPEARE, WILLIAM
Applcation i ARMIEBD12345-01
Proposal Tithe: AN Wiell that Ends Wisll with Advancements in Medicing
Propesal Receipt Date: 0012012
Last Status Update Date: odMBr2012
Current Award Nolice Date: 03MBrZ012
popmcation Source: Graets oov
ProectPeriodegn Date:  OvIaD12
Project Period End Date: 072014 niption Action
eApplication Status: Submission Complate i D
Fuy: IPADD-000] - MiH EXPLORATORY/DEVELOPMENTAL RESEARCH GRANT PROGRAM
HIH Appd. I0: 1234567

Figure 140: Notice of Award Link in Status Information

7.7 Closeout Status

Policy: Closeout policy information

Closeout is a feature that allows a grantee to electronically file the information necessary to
complete grant closeout requirements. It interfaces with the Closeout system used by Agency staff
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to track and monitor this business process. NIH will close out grants as soon as possible after
expiration of a grant that is not to be extended or after termination of a grant. Closeout includes
timely submission of all required reports and adjustments for amounts due the grantee or NIH.
Closeout of a grant does not automatically cancel any requirements for property accountability,
record retention, or financial accountability. Following Closeout, the grantee remains obligated to
return funds due, because of later refunds, corrections, or other transactions, and the Federal
Government may recover amounts based on the results of an audit covering any part of the period
of grant support.

If you hold an SO, PI, or FSR role, you can access the Closeout Status screen to perform the
following:

o Track your grants that are in Closed status
o Submit reports required for closeout
o Submit any requested additional material (FRAM) related to your final progress report

o Access the FFR module of Commons to initiate and submit Federal Financial Reports (you
must hold an FSR role)

The Closeout Status screen is accessed via links on the Status result screens (Stafus Result -
Closeout or Status Result - General Search for SOs; Status Result - List of Applications/Grants for
PIs).

The links you may see on your results screen include:

o Requires Closeout: Grant has not completed the closeout process
e Closed: Grant has completed the closeout process

o In Unilateral Closeout: Grant is currently in the process of being unilaterally closed (see
note below)

o Unilaterally Closed Grant has been unilaterally closed by the IC (see note below)

NOTE: The U.S. Department of Health and Human Services (HHS) has issued a directive to
Agencies on new policies for closeout of grant awards. NIH has revised its policies and
procedures to align with the OER Policy Announcement 2014 regarding the guidance on
implementation of HHS GPAM Chapter 1101 (Closeout), including Unilateral Closeout.

The policy chapter directs Institutes/Centers (ICs) to initiate a unilateral closeout — a closeout
without the cooperation of the grantee — 180 days after the project end date if it has not received
acceptable final reports required by the terms and conditions of an award. A fter making
reasonable efforts to obtain the final reports ICs must close all awards no later than 270 days after
the project end date. This substantially decreases the timeframe in which NIH must officially
close a grant after the project end date.
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Status Result - General Search @
Ilpsaml Notes:

» PQIPI colurmn shews Contact P1for mull-Fl grants

El1-100001275 123456789 1011121303

1RO1EY000001-01 GRANT10000000P  f STESELeSNG. Lite-saing Hedicsl gupveR, Tou Windrawn 07012012 Yes |Show All Prior Ertoss [Transrital Shot
3ROIDKON000S-0151 ;f;""‘”" T LR CAULFIELD, HOLDEN mﬂ:ﬁp‘:ﬂlr 0BMS2012  Yas Extension
SRO1GMOINGT-0T Q::;zusﬂase of Benjamin Button gr;E?_EMD F :-e:;d:!ﬁpl:n:;” 1012013 RPPR
SR01EYD00002-05 g‘:::miﬂ““ and Age-Related FINCH, ATTICUS ;‘;‘Ig:‘::;;"o%r 08/01/2012

SROIGHOB0002-31 A Sty in Scanet Fever DOVLE, ARTHUR C ;TGT::@:OOTW 07012012

SROINS000001-13 x‘;m;ﬁ’“a'm Study mat Wil Change oy ek :‘;I"I':T:;F:"o':"]r 020112012

SROEY00000 e GNP ronrance wo  Aargsa o g1y

fellowahips only

Figure 141: Accessing Closeout from Status Results
At the top of the Closeout Status screen, the following Application Information displays:

e Grant Number

o« PI Name

¢ Closeout Contact Name
¢ Closeout Contact Email
¢ Closeout Contact Phone
e Project Period

o Proposal Title

Below this information is the Closeout Submission Requirement including Instruction, Status
of the requirement, Result of Actions, and Date of action. Also included are the available Action
link(s), which vary and may include:

o FFR (Create New and View links)
« Final Progress Report (Process Final Progress Report; View; FRAM; and View FRAM
links)

« Final Invention Statement (Process Final Invention Statement and View links)

Refer to the related topics for more information about FFR, Final Progress Report, and Final
Invention Statements.

IMPORTANT: At the top of the screen, text will indicate if the grant is in unilateral closeout or
has been unilaterally closed, as applicable, and the date on which this occurred. While In
Unilateral Closeout, links will be available in the Action column unless they have been closed
by Grants Management Staff, in which case you will not see the links. When Unilaterally
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Closed, links will not be available. The message on the screen indicates whether links have been
disabled.

Closeout Status @
Form Approved OMB No. 0925-0002

Application information
Grant Nember: EROINSO00001-13 PP Name: FINN, HUCK
Closaout Contact Name: JANE DOE Closeout Contact Email JaneDoe@e mail com
Closeout Contact Phone: 301-555-1111 Project Pariod: 02012010 b 12312012
Proposal Tith: Seientific Research Shady thal Will Change the Wond
Closecut Submission
Requirement Instruction Status Result of Actions Date Action
FFRIFSR For FFR | FSR submission, you must have the Commans FSR role Mot Started Create Maw
Final Progress Repon Orily #é SO o the Pl &f tha Grant may process the Final Prograss Report Nét Récaived Process Final Progness Regen
Final Irvention Staement For Submission, Final Invention Stalemend requires verification oy the Signing OMicial Received VieriSiod by BECKY THATCHER  (06M17/2013]Vigw
of the institution (50}
[ Back |

Figure 142: Closeout Status Screen

7.7.1 Federal Financial Report (FFR) Module

A Federal Financial Report (FFR) is a statement of expenditures associated with a grant.
Recipients of federal funds are required to complete an FFR to report the status of funds to the
sponsor of the grant.

If you have the FSR role, you can use the FFR module to search for grants and associated FFRs
for your institution. In the FFR module, you can perform the following tasks:

o Create a new FFR
o View an FFR

o Submit an FFR

o Revise an FFR

With the FSR role, you can also access the FFR module from the Closeout Status screen.

The Commons Online Help System contains detailed information on the FFR module. You can
access the FFR topics at the following

site: http://era.nih.gov/erahelp/commons/#Commons/FFR/ffr intro.htm. If you prefer a PDF format
user guide, refer to the Federal Financial Report (FFR) Expenditure Data User Guide at
http://era.nih.gov/files/ffr user guide.pdf.

7.7.2 Submitting Your Final Invention Statement (FIS)

Y ou must submit a Final Invention Statement within 90 days following the termination of a grant
award. The statement should include all inventions that were conceived or first reduced to practice
during the course of work under the grant or award, from the original effective date of support
through the date of completion or termination.
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Policy: Refer to the Procedure for Submission of Final Invention Statement and Certification for
more policy related information.

All actions are performed from the Submit Final Invention Statement screen, which is accessed via
the Closeout Status screen. From here, SOs and PIs to do one of the following:

« Certify that no inventions were conceived or first reduced to practice during the course of
work

o Add and submit information on inventions conceived/used during the course of work

NOTE: Although a PI can create the FIS, only a SO can submit it to Agency.

7.7.2.1 Reporting Inventions on Your FIS
If you hold an SO or PI role, you can add inventions to the Final Invention Statement.
To add inventions to the FIS:

1. Select the Requires Closeout link for the grant from Status search results.

The Closeout Status screen displays. Final Invention Statement is listed in the Closeout
Submission Requirement column. The Action column should include a link for
Process Final Invention Statement.

2. From Closeout Status, select the Process Final Invention Statement link.

Closeout Status @
Form Approved OMEB Mo, 09250002

Application Informaton
Grant Number: EROINSH00001-13 PDPI Name: FINN, HUCK
Closeout Contact Mame: JANE DOE Closecut Contact Email: JaneDoe@email.com
Cleseout Contact Phone: 301-555-1111 Project Period: 0012010 b 123172012
Proposal Titke: Scientific Research Study that Will Change the World

Clyseout Submission Resuli of
| e | e ] e ] G foe] e

FFRIFSR For FFR [ FSR submission, you must izve the Commans FSR role Mot Stated Creats Mew

Final Progress Report Only the S0 or the Pl of the Gaant may process the Final Progress Report Mot Received
Final Irvention Statement Fof Submission, Final Irvention Statement réquines verification by the Signing Official of the Mot Received

Insttution
Back |

Process Final Invertion Stalement

Figure 143: Process Final Invention Statement Link
The Submit Final Invention Statement screen displays. From this screen you can:

« Cancel out of the processing of the FIS
« Indicate that no inventions were created during the course of the project

o Report inventions created during the course of the project
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Refer to the section of this document titled Claiming No Inventions on Your FIS on Page
154 for information on submitting an FIS with no inventions.

Follow the steps below to submit a report and claim an invention.

Submit Final Invention Statement &

Farm Approved OMB No. 0925-0002

Application Information
Grant Humbser: SROINS0G0001-13 PO Hame: FINN, HUCK
Chisecut Contact Nama: JANE DOE Closeout Contact Email: JaneDoe@email com
Closeout Contact Phone: 301-558-1111 Project Period:; 030172090 10 123172012
Proposal Title: Scientfic Research Stugy that Will Change the Word

(Yes] [Na] | Cancal |

dertified by the “View Imention Statement” link and, if aceeptable, Submit the Final Imvertion Statement ta HHS for that gramt

To process a Final Invention Statement (HHS Form 568), the indeadual performing the imetial submission-whether that person i5 the Program DirectorPrincipal Imestigator (PFOIPI) on the grant or a Signing
Official (SO}-at the nstitution mus! determine whether inventions are to be reponted. If imentions ane reported, the specific imventions must be listed. Followng this process. the SO should revew the repon

Figure 144: Select the Yes Button to Report an Invention

Select the Yes button.

The Add Invention screen opens. From this screen, SOs and PIs may perform the following
actions:

To add a new invention:
a. Fill in the required fields.
¢ Title of Invention

¢ Name of Inventor
o Date Reported to DHHS

b. Select the Add Invention button.
The added invention displays in the Saved Invention section of the screen.

Repeat the steps above to add all of your project's inventions.

Optional: If you need to remove an invention, you can do so by selecting the Remove link
in the Action column under the Saved Invention section.
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Add Invention @

Foim Approved OME Mo, 0925-0002

Grant Nursbee SROTNSI00001-13 PDIPI Hame: FINMN, HUCK

Closepiil Coatact Name: JANE DDE Closaout Contact Email JaneDos@email com
Clseout Contact Phone: 301-555-1111 Project Period: 030172010 15 123172012
Proposal Tithe: Sdientific Research Sudy that Will Change the World

Add New Invention " indicates required fislds
Tithe of Invention ™

Diate Reportid 1o DHHS " MMDOONe

®
JERTA o Weaaror bust be Today's date or Before)
| Add Invention
Saved
Hame of Imventor Title of Invention Date Reporied bo DHHS Action
(Fuck Finn My Invenion 08M72013 Bameve )
Save | | Cancel

Figure 145: FIS Saved Invention

7. Select the Save button.
In a separate window, a certification statement displays.

I hereby certify that, to the best of my knowledge and belief, all inventions are listed which
were conceived or first actually reduced to practice during the course of work under the
referenced DHHS grant or award for the specified period. Further, this report does not in
any way relieve our obligation to promptly and fully report all inventions directly to the
National Institutes of Health, as required by the terms of the grant or award.

If you are a PI saving an invention, you will also see the following statement added to the
certification message:

Note that a user with the SO privilege must verify the Final Invention Statement prior to
submission.

8. Select the OK button to continue.

You can select Cancel if you have made a mistake and need to return to the Submit Final
Invention Statement screen.

When you save the report, the status of the FIS updates depending on whether you are an SO or a
PIL.

Status = Saved (if SO) or Awaiting SO Verification (if PI)

Result of Actions = Submitted by <your name>

o Date = Current date/date you saved the information

o Action = Process Final Invention Statement link
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The SO must verify and submit the FIS. Refer to the section of this document titled Submitting
Your FIS on Page 156 for more information.

Closeout Status @

Farm Appraved OME No. 0925-0002
Grant Humber; SROTNSO00001-13 PP Name: FENN, HUCK
Closaout Contact Hami: JANE DOE Closeout Contact Email: Jamanc@cn\aul cam
Clogeout Contact Phone: 301-555-1111 Project Period: QROI2010 b0 123172012
Proposal Titke: Scientific Research Study thal Will Change the Waord

Closeout Submisson

FFRIFSR For FFR / FSR submission, you must have the Commons FSR role Mot Sarted

For Submission, Final imention Statement requires verification by the Saved Submitted by BECKY THATCHER 06472013 Process Final In\enln:-n Stalement
Signing OMcial of the Institution 150)

Final Irvention Stalement

(Back]
Figure 146: Saved FIS on Closeout Status

7.7.2.2 Claiming No Inventions on Your FIS
If you hold an SO or PI role, you can create a Final Invention Report indicating no inventions.
To create a Final Invention Statement certifying that no inventions exist:

1. Select the Requires Closeout link for the grant from Status search results.

The Closeout Status screen displays. Final Invention Statement is listed in the Closeout
Submission Requirement column. The Action column should include a link for
Process Final Invention Statement.

2. Select the Process Final Invention Statement link.

Closeout Status @
Form Approved OMB Mo. 0925-0002
Application Informaation
Grant Humber; SROINS000001-13 POPI Name: FINN, HUCK
Closeout Contact Name: JANE DOE Closecut Contact Email: JaneDoe@email com
Claseout Contact Phone: 301-555-1111 Project Period: 0012010 ba 120312012
Proposal Titke: Scientific Research Study that Will Change the Woarld
Closeout Submission Result of
I N I - O T
FFRIFER Fof FFR I FSR submission, you must have the Commons FSR role Mot Staned
Final Progress Repart Oniy the S0 or the Pl of the Grant may process the Final Progress Report Mat Receved Propas e
Final Imvention Statement For Submission, Final iIrvention Statement requires verification by the Signing Official ofthe Mot Recehved Process Final invertion Statement
Instution
Ba:k:

Figure 147: Process Final Invention Statement Link

The Submit Final Invention Statement screen displays.
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3. Select the No button.

Submit Final Invention Statement &
Form Approved OME No. 0925-0002

Application information
Grant Number: EROTNS000001-13 POIPI Name; FIMMN, HUCK
Closeout Contact Name: JANE DOE Closeout Contact Email: JaneDoegemail. com
Closeout Contact Phone: 3015581111 Project Period: 3012040 to 12312012
Proposal Title: Seientific Res eanch Study that Will Change the Word

'Ye Cancel |

To process a Final Invention Statement (HHS Form 568), the indsadual perdarming the initial submission=whether that person is the Program DirectesPrincipal Imvestigator (POVPT) on the grant or a Signing
Official [S0}=a the instituion must determing whether imentions ane 10 be reported. Ifimentions are repomed, the specific imentions must be listed, Following this process, the SO should réview the repon
wertdied by thee “View Irmention Statement” link and, il acceptable, Submit the Final Imention Statement 1o HHS for that grant

Figure 148: Selecting the No Button to Indicate No Inventions

In a separate window, a certification statement displays.

I hereby certify that, to the best of my knowledge and belief, no inventions were conceived or
first actually reduced to practice during the course of work under the referenced DHHS
grant or award for the specified period.

4. Select the OK button to confirm.

You can select Cancel if you have made a mistake and need to return to the Submit Final
Invention Statement screen.

When you save your FIS, the Closeout Status screen will update to show the following:

 Status = Saved
o Result of Actions = Submitted by <your name>

o Action = Process Final Invention Statement link

The SO must verify and submit the FIS. Refer to the section of this document titled Submitting
Your FIS on Page 156 for more information.

7.7.2.3 Updating Your Saved FIS

If you hold an SO or PI role, you can change a saved Final Invention Statement to add invention(s)
or to change the certification.

To change your FIS:

1. Select the Process Final Invention Statement link from Closeout Status.
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Closeout Status @
Form Approved OMB Mo. 0925-0002

Application Information
Grant Humber; EROINED00001-13 POPI Name: FINH, HUCK
Closeout Contact Name: JANE DOE Closecut Contact Email: JaneDoe@email.com
Closeout Contact Phone: 301-555-1111 Project Period: 0012010 to 123172012
Proposal Tithe: Scientific Research Study that Will Change the World

Chyseddit SUbmisson Resalt |'.|1' Date
Requirement AC TN

FFRIFSR For FFR [ FSR submission, you must have the Commaons FSR role Mot Started

Final Pragress Repart Only the SO or the PI of the Grant may process the Final Progress Report Mat Recehed Procas Qrass Rano
Final Irvention Statlement For Submission, Final Imvention Statement requires verification by the Signing Official ofthe Mot Received Proc Final Irvertion Stalem.

Insttution
Back |

Figure 149: Process Final Invention Statement Link

The Submit Final Invention Statement screen displays. The options available on this screen
include:

o View Invention Statement (<inventions reported> -or- <no inventions reported>) link
o Submit (only if you have an SO role)
e Change

e Cancel

Submit Final Invention Statement ©
Form Approved OMB No. 0825-0002

Grant Number: SROTNS000001-13 PO/PI Hame: FINN, HUCK

Claseout Contact Name: JANE DOE Chaeout Contact Email: JaneDos@email com
Chogaout Contact Phone: 301-555-1111 Progect Pérod: 0012010 15 12312012
Proposal Title: Soenlific Research Swdy that Will Change the Word

View Invantion §r;_|1gmgn; |mvemmls reportad)

Submé | | Change | Cancel |

Figure 150: Select the Change Button to Update Your FIS
5. To change your FIS, select the Change button.

When Change is selected, you have the option to re-select Yes or No to indicate whether
inventions are being reported. Select the No button if you wish to certify that no inventions are
being reported. Otherwise, follow the next steps to update your saved inventions on the FIS.

6. To update the inventions on your FIS, select the Yes button.

The Add Invention screen displays. From here, you can add another invention or remove saved

inventions. Refer to the section of this document titled Reporting Inventions on Your FIS on Page
151.

7.7.2.4 Submitting Your FIS

If you hold an SO role, you may submit a Final Invention Statement.
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To submit the FIS:

1. Select the Process Final Invention Statement link from the Closeout Status screen.

Closeout Status @
Form Approved OMB No. 0925-0002
Application Information

Grant Humber; EROINED00001-13 POPI Name: FINH, HUCK
Closeout Contact Name: JANE DOE Closecut Contact Email: JaneDoe@email.com
Cleseout Contact Phone; 301-555-1111 Project Period: OHOU2010 b0 12312012
Proposal Titke: Scigntific Reseanch Study thad Will Change the Ward

Closeout Submission Result of Date

Requirement Actions 3
FFRIFSR Fot FFR IFSR submission, you must have the Commaons FSR role Mot Staned Craales New
Final Progress Report Oinly thi SO or the PI of the Grant may process the Final Progress Report Mat Recehad Procas arass Ren
Final Irvention Statlement For Submission, Final Imvention Statlement requires verification by the Signing Official ofthe Mot Received Prod Final Irverition Stalem
Institution

Back |

Figure 151: Process Final Invention Statement Link
The Submit Final Invention Statement screen displays. As an SO, your options include:

« View Invention Statement (<inventions reported> -or- <no inventions reported>)
o Submit (available only to SO role)
e Change

e Cancel

Submit Final Invention Statement @
Form Approved OME Mo. 0925-0002

Application Information
Grant Nurmbser: SROTNS000001-13 POPI Name: FINMN. HUCK

Classout Contact Nama: JANE DOE Closeout Contact Email: JaneDoe@email com
Claseout Contact Phone: 301-555-1111 Project Period: 0012010 1o 123172012
Proposal Tille: Sdentific Research Study that Will Change the Word

View Invention Statement {lnventions reported)

Subma | | Change | | Cancel |

Figure 152: Submit Button for FIS

2. Select the View Invention Statement link to look the FIS over and verify its accuracy. The
report will open in a separate window as a PDF document.
3. Select the Submit button.

In a separate window, a certification statement displays.

I hereby certify that, to the best of my knowledge and belief, all inventions are listed which were
conceived or first actually reduced to practice during the course of work under the referenced
DHHS grant or award for the specified period. Further, this report does not in any way relieve
our obligation to promptly and fully report all inventions directly to the National Institutes of
Health, as required by the terms of the grant or award.
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4. Select the OK button to confirm and continue.

Once you have submitted the report, you cannot update it. If you need to hold off on submission,
you can select Cancel to return to the Submit Final Invention Statement screen.

Once you've submitted the FIS, the status details update as follows:

« Status = Received

o Result of Actions = Verified by <your name>

o Date = Current date/date you submitted the report
o Action = View link

The FIS is now available to view using the View link on Closeout Status. It can also be viewed
from the Status Information screen for the grant.

Closeout Status @
Form Approved OMB Mo. 0925-0002

Appilication information
Grant Humiber: SROTMSI00001-13 POVPY Hame: FINM. HUCK
Cioseout Contact Name: JANE DOE Closeout Contact Email: JaneDoe@email.com
Closeout Contact Phone: 3015881111 Project Period; 0301200 to 123172012
Proposal Tite: Scentific Reseanch Study that Will Change the Workd
Rl R N R N N
FFRIFSR For FFR / F3R submission, you must have the Commons FSR role Mol Staned Cragts New

Fina pgrass Bano Only tha S0 or hs B af ihs ant may pracess ha Final Progess Bapo blod Racadsed Procaes Fingl Prograss Repod
Final invenlion Stabernent For Submission, Final invention Staternent requires verification by the Signing  Received Verified by BECKY THATCHER  08H7/2013 View
Official of the InsSiution (S0}

[Back

Figure 153: Closeout Status Showing Submitted FIS

7.7.3 Submitting Your Final Progress Report

A Final Progress Report is required for any grant that has ended and any grant that is not to be
extended through award of a new competitive segment. This report should be prepared in
accordance with instructions provided by the awarding component.

At a minimum, the Final Progress Report should include:

A statement of progress made towards the achievement of originally stated aims

o A list of results (positive and/or negative) considered significant

« A list of publications resulting from the project, including plans, if any, for further
publication.

A copy of reprints or publications not previously submitted should accompany the Final
Progress Report. If publications have been submitted to the PubMed Central (PMC) archive,
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a reference to the PMC submission identification number may be included in lieu of

submitting a hard copy.

» Reports on the inclusion of gender and minority study subjects (using the gender and

minority inclusion table as provided in the PHS2590)

« Indication of whether children were involved in the study or how the study was relevant for

conditions affecting children

o Description of data, research materials (e.g., cell lines, DNA probes, and animal models),

protocols, software, or other information resulting from the research that is available to be

shared with other investigators and how it may be accessed

If a competitive renewal (Type 2) has been submitted, whether funded or not, the progress report
contained in that application may serve in lieu of a separate Final Progress Report. In addition, at
the discretion of the awarding unit, a reprint or pre-print may be used for this purpose. Grantees
should contact the assigned Grants Management Specialist for information on these alternatives.

The Final Progress Report is accessible via the Closeout Status screen. To submit your Final

Progress Report:

1. Select the Requires Closeout link for the grant from Status search results.

The Closeout Status screen displays. Final Progress Report is listed in the Closeout
Submission Requirement column. The Action column should include a link for

Process Final Progress Report.

2. From Closeout Status, select the Process Final Progress Report link.

Closeout Status
Form Approved OME Mo. 0825-0002
Application Information
Grant Nember: SROINS000001-13 PDP Name: FINN, HUCK
Closaout Contact Name: JANE DOE Closeout Contact Emaik JaneDoe@email com
Closeout Contact Phone: 301-555-1111 Project Period: Q3012090 to 123172012
Proposal Tithe: Scientific Research Sudy thal Will Change the Word
Closend! SUbmis s
Requirement Instruction Status Result of Actions Date Action
FFR /F3SR For FFR [ FSR submission, you must have the Commans FSR role Mot Started Create Mew
Final Progress Repont Cnily the S0 or tha Pl of the Grant may process the Final Progress Repart Mot Recaied { |Process Final Progress Rapor
Final Irvention Stalament For Submission, Final Invertion Statement requires verification by the Signing Official |Recsved VeriSiod by BECKY THATCHER |06 7/201 I[5Tee
of the institution (500
'_ Back

Figure 154: Process Final Progress Report Link on Closeout Status

The Closeout - Upload Final Progress Report screen opens. From this screen, you can
upload your report. Note that the report must be in a Adobe PDF format.
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Closeout - Upload Final Progress Report @

Nodes and Tips:
= Only Adobe format documents are suppoarted (files with PDF extension). Files uploaded in other formats will result in an error message.

Farm Approvisd OMB N, 0925-0002

Application Information
Grant Humber: EROIINS000001-13 PDPI Name: FINN, HUCK
Clegeout Contact Name: JANE DOE Clegeout Contact Emaik JaneDoe@email. com
Closeout Contact Phone: 301-555-1111 Project Period: 030172010 bo 1203172012
Proposal Titke: Scientific Research Study that Will Change the World

Fila Name: Ccmlosn Filg Sample Dcmmeqt::m__)

=D B2

Figure 155: Closeout - Upload Final Progress Report screen

3. Select the Choose File button to search for and select your progress report file. This file
must be in PDF format.

4. Select the Submit button.
In a separate window, a certification statement displays.

APPLICANT ORGANIZATION CERTIFICATION AND ACCEPTANCE: I certify that the
Statements herein are true, complete and accurate to the best of my knowledge, and accept
the obligation to comply with Public Health Services terms and conditions if a grant is
awarded as a result of this application. I am aware that any false, fictitious, or fraudulent
statements or claims may subject me to criminal, civil, or administrative penalties.

5. Select the OK button to continue.

You can select Cancel if you have made a mistake and need to return to the Closeout -
Upload Final Progress Report screen.

6. When you save the report, the status of the report updates to Received and the Action
column contains only the View FPR link for viewing the report. You can see this status on
the Closeout Status screen.

Closeout Status @
Form Approved OWE No, 0925-0002

Application Information
Grant Humber: SROTNS000001-13 POVPI Hame: FINM, HUCK
Closecut Contact Name: JANE DOE Closeout Contact Email: JaneDoe@email.com
Closeout Contact Phone: 301-555-1111 Progect Period: 03012010 to 1273172042
Proposal Tithe: Scientific Research Study that Will Change the Word
Classost Ssbmission Instruction Status Result of Actions Date Action
Requirement
FFR | FER For FER / FSR submis gion, you must have the Commons FSR role Flot Started 1 B
Final Progress Reporl Only the S0 or the Pl of the Grant may process the Final Progress Report Recaived [Submitied by HUCK FINN (P1)  |08/022013 | View
et
Final Invention Statement For Submission, Final invention Statemeant requires verification by the Signing Official 5 S0 d by HUCK FINN (P1)  [08M7/2013]Fn Final Invention Siatemen
ol the Verificaion
| Back |
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Figure 156: Closeout Status Showing Received Final Progress Report

Upon review of the final progress report, the Program Officer (PO) may determine that additional
information is needed from the grantee institution and will make a request for this information.
This is referred to as a Final Progress Report Additional Material (FRAM) request. In this event, a
FRAM Update link will appear in the Action column providing a means for submitting the
additional material. Refer to the topic titled Final Progress Report Additional Materials (FRAM)
on Page 161 for information and the steps for completing this request.

7.7.3.1 Final Progress Report Additional Materials (FRAM)

A Final Progress Report is required for any grant that has ended and any grant that is not to be
extended through award of a new competitive segment. This report should be prepared in
accordance with instructions provided by the awarding component.

NOTE: Refer to the topic titled Submitting Your Final Progress Report on Page 158 for
information related to the Final Progress Report.

The Final Progress Report Additional Materials (FR AM) feature provides a means for grantees to
enter, review, route, and submit information in response to specific request(s) by the Program
Official (PO) for additional information related to the Final Progress Report (FPR).

While reviewing a submitted FPR, the PO may determine that additional materials related to the
submitted report are required. In this case, the PO will submit a request for this information referred
to as a FRAM request. When a FRAM request is made, the PI is notified via email; Final

Progress Report status on Closeout Status is updated to FRAM Requested; and a FRAM Update
link appears in the Closeout Status screen. The link is located as an action on the Final

Progress Report line for Closeout Submission Requirement.

This topic discusses the steps for uploading, viewing, and submitting FRAM.
Uploading Final Report Additional Materials

When FRAM is requested by the reviewing PO, an email notification will be sent to the PI (and
SO) describing the additional information being requested. It is the PI who is responsible for
uploading this requested FRAM via the Closeout module in Commons.

To upload FRAM:

1. Navigate to the Closeout Status screen.

2. Locate the Final Progress Report line item under the Closeout Submission Requirement
column.

If a PO has requested additional material related to the final progress report, the Status will
show FRAM Requested, the Result of Action column will show FRAM Requested By <PO
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Name>, and the FRAM Update link will appear in the Action column of this line item. If

this information is not there, the request was not made.

3. Select the FRAM Update link.

Closeout Status @

Form Approved OMB Mao. 0925-0002

Application Information
Grant Number: 1R15MH123456-01  POVPI Hame: AUDEM, WH
Closeout Contact Mame: EMMA STREST Closeout Contact Email:
Closeout Contact Phona: 301-555-1234 Project Period: 08/01/2010 to 103172014
Proposal Title: The Age of Anxety Disorders

FFRIFSR For FFR | FSR submission, you must have the Commons FSR Mol Stafted
rale
Final Progress  Only the SO o the P1 of the Grant may process the Final FPR Recaived  Submitted by W.H. AUDEN (P1) 09/18/2014 View
Repor Progress Report
Requesied
Final Irvention For Submission, Final Invention Statement raquires verification Not Received I Final lnventien m
Statement by the Signing Official of the Institution

Closeout
Submission Status Result of Actions
Requirement

il

Figure 157: FRAM Update Link

The Final Progress Report Additional Materials (FRAM) screen appears. From this screen,

the PI has the ability to upload an attachment meeting the requirements of the requested
information.

Tip: Y ou can view the original request for information from the Status Information screen.

The Closeout Final Report Additional Materials Request (FRAM) link located in Other

Relevant Documents section of Status Information will show the original request.

4. Use the Add Attachment button to search for and select the appropriate document from

your local computer. The attached document must be in PDF format and no larger than
6MB.
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Final Progress Report Additional Materials (FRAM) @

Grant Information

Grant Number: 1R1SMH123456-01

POVP Hame: Auden, WH.

Project Title: The Age of Anxiety Disorders
Institution: UNIVERSITY OF LITERATURE

Please provide addibional Matenals

Upiload Attachment Add Atachment |

Figure 158: Add Attachment Button for FRAM

After passing system validations, the screen will display a message as follows: FRAM was
successfully uploaded and is ready for processing by the SO in your institution.

FRAM attachments can be viewed at any time using the View Attachment or View button on the
screen. Before being submitted to Agency, FRAM attachments can be deleted using the Delete
Attachment button.

Final Progress Report Additional Materials (FRAM) 9

FRAM was successfully uploaded and is ready for processing by the SO in you institution

Grant Information
Grant Number: IR1EMH1223456 01
POP Name: Auden, WH.
Project Title: The Age of Anxdety Disorders
Institution: UNIVERSITY OF LITERATURE
Please provide additiomal Materials
Upload Attachment: [Sample Document pal C Delete Attachment || View Altachment )
Back |

Figure 159: FRAM Successfully Uploaded

When FRAM is attached, the Closeout Status screen updates to show FRAM Updated in the
Status column and FRAM Updated By <PI Name> in the Result of Action column. You will
notice that the FRAM Update link remains as an available action. Attachments for additional
requests can be uploaded using this link and following the same steps described above. Subsequent
uploads will be appended in the stored PDF document viewable in Status Information.
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Closeout Status @
Form Approved OMB No. 0925-0002
Application information
Grant Number: 1R15MH123456-01  PDIPI Name: AUDEN, W.H
Closeout Contact Name: EMMA STREST Closeout Contact Email:
Closeout Contact Phones 307-555-1234 Project Period: 08012010 10 103172014
Proposal Title: The Age of Anxiety Disorders
Closeout
Submission Result of Actions Date Action
Requirement
FFRIFSR For FFR / FSR submission, you must have the Commaons FSR Not Starded
role
Final Prograss Only the SO or the Pl of the Grant may process the Final FPR Received ‘Submitted by AUDEN, W.H. (P1) 001872014 Wigw
Report Progress Report
FRAM FRAM Uploaded by Auden, W H. (P1) 1022014 ERAM Update
Uploaded
Final For , Final Statement requires verification Not Received Pr Final Invention mant
Statement by e Signing Official of the Institution

Figure 160: FRAM Uploaded Status on Closeout

The SO is now able to submit FRAM. Refer to the steps in the section titled Submitting FRAM for
details on how an SO submits FRAM to Agency.

IMPORTANT: Please note that after the SO submits FRAM, the FRAM Update link on
Closeout Status will be replaced by the View FRAM link and updates can no longer be made.

Submitting FRAM

Once a response to a FRAM request has been uploaded by the PI using the Final Progress Report

Additional Materials (FRAM) screen, the SO can submit the material to Agency. Only those with
an SO role in Commons can submit FRAM.

To submit FRAM:

1. Navigate to the Closeout Status screen for the specific grant.

2. Locate the Final Progress Report line item under the Closeout Submission Requirement
column.

If the PI has uploaded the additional material successfully, the Result of Action column will

show FRAM Updated By <PI Name>. The FRAM Update link will appear in the Action
column of this line item.
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3. Select the FRAM Update link.

Closeout Status @
Form Approved OMB No. 0925-0002
Application iInformation
Grant Number: 1R15MH1223456-01  PD/P] Name: AUDEN, WH
Closeout Contact Mame: ENMMA STREST Closeout Contact Email:
Closeout Contact Phone: 301-555-1234 Project Period: 0810172010 to 1023172014
Proposal Title: The Age of Anxiety Disordars
Closeout
Submission Resuli of Actions Date Action
Requirement
FFR/FSR For FFR / FSR submission, you must have the Commons FSR Not Started
role
Final Progress Only the SO or the Pl of the Grant may process the Final FPR Received ‘Submitted by AUDEN, W.H. (F1) 081872014 Wiew
Report Progress Report
FRAM FRAM Uploaded by Auden, W.H. (Pi) 10/0272014 ERAM Update
Uploaded
F on  For lon, Final Invention Stalement requires verification hot Received Pr Fin3l Invention
Statement by e Signing OMcial of the Institution

Figure 161: FRAM Update Link on Uploaded FRAM

The Final Progress Report Additional Materials (FRAM) screen appears with the Submit
button enabled.

4. Optional: To view the FRAM response before submitting it, select the View Attachment
button.

5. To submit the FRAM, select the Submit button.

Final Progress Report Additional Materials (FRAM) (7]

Grant Information

Grant Number: 1R15MH123456-01

POPI Name: Auden, WH

Project Tithe: The Age of Anxiety Disorders
Institution: UNIVERSITY OF LITERATURE

Please provide additional Materials

Upload A [samp [ Delete Attachment | View Attachment |

Figure 162: Submit Button on FRAM Screen

6. Before the submission is completed, a certification message will appear on the screen. Select
the I Agree button to confirm this certification and to complete the process.
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Submit FRAM to Agency

In submitting these Final Progress Report addiional materials, the SO (or POVPI with delegated autherity), certfies that the grantee organization is in compliance with the terms and conditions specified in the Notice of
Award and Grants Policy Statement, and verifies the accuracy and validity of all administrative, fiscal, and scientific information in the progress report. The SO (or PDIPI with delegated authority) further certifies that the
grantee organi 1 willl be ntable for the use of any funds awarded and for the performance of the grant-supported project or acthities resulling from the progress report. Deliberale withholding,
falsification, of misrepresentation of information could resultin administrative actions such as withdrawal of a progress repor, suspension andfor lermination of an award, debarment afindividuals, as well as possible
criminal penalties. The grantae institution may be liable for the reimbursement of funds associated with any inappropriate or fraudulent conduct of the project actity.

Application nformation
Grant Number: 1R1SMH123456-01
Instituticn: UNIVERSITY OF LITERATURE
POPI Name: Auden, WH
Project Tithe: The Age of Anudety Disorders

Joancel |

Figure 163: FRAM Submission Certification

After a successful submission, the screen will display a message as follows: The final progress
report additional materials have been successfully submitted to Agency. The Closeout Status
screen will show FRAM Submitted By <SO Name> in the Result of Action column, and the
FRAM Update link available before the submission is replaced by the View FRAM link.
FRAM cannot be edited after submission to Agency.

Final Progress Report Additional Materials (FRAM) (2]

@e final progress repon additional materials have been successfully submitted to '—geﬂ:.)

Grant Information

Grant Number: 1R15MH123456-01

POIPI Narme: Auden, WH

Project Title: The Age of Anxiety Disorders
Institution: UNIVERSITY OF LITERATURE

Please provide additional Materials

Upload Attachment: | Add Attachment

[ View| [Back |

Figure 164: FRAM Submission Success Message

Additionally, email notification is sent to both the SO who submitted the FRAM and to the PI of
the grant. A separate notification is sent to the PO of the grant. Commons will generate a PDF
document containing all documents adding for the FRAM request. This document can be accessed
within the Status Information screen under Other Relevant Documents.

NOTE: The PO may rescind the approval of the Final Progress Report submission at any time. If
this event occurs, the FRAM Update link will be made available for submitting FRAM.
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IMPORTANT: SOs can continue to add additional attachments even after submission to
Agency (before acceptance of the FPR). Any subsequent documents will be added to the PDF
generated by Commons.

7.8 Justin Time (JIT)

The JIT feature of the eRA Commons allows the electronic submittal of additional grant
application information after the completion of the peer review, and prior to funding. The PD/PI
and the SO work together to complete and submit Other Support, Budget, IACUC, IRB, and/or
Human Subject Assurances information directly to the NIH when that information is requested.

NOTE: If you have the PI role, you may upload and save JIT information; however, you must be
an SO to submit it to NIH.

The JIT feature is available for applications meeting established business criteria. In general this
feature becomes available for applications that fall within a certain percentile or priority score
range; however, applicants should not submit any JIT information until specifically requested by
the agency. These requests can be eRA-system generated e-mails or contacts directly from the
specific awarding agency via email and/or phone.

NOTE: A1l JIT attachments should be submitted in PDF format with a maximum size of 6MB.

Policy: JIT policy information also is available online. Look for the Just-in-Time section of the
NIH Grants Policy Statement.

In Commons, the Just In Time screen is accessible from each of the following:

o JIT link on Status Result - Just In Time (SO)
o JIT link on Status Result - General Search (SO)
o JIT link on Status Result - List of Applications/Grants (P])
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Status Result - General Search @
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Figure 165: JIT Link on a Status Result Screen

7.8.1 Uploading & Saving JIT Information
PI and SO users have the ability to upload and save JIT information.
To upload JIT files:

1. Access the Just in Time screen through the appropriate JIT link on the Status result screen(s)
Action column.

o Status Result - Just In Time (SO)
o Status Result - General Search (SO)
o Status Result - List of Applications/Grants (PI)

NOTE: The JIT link is removed once an application has been awarded.

The Just in Time screen displays. The Application Information section can be used to verify that
information for the correct application is being submitted.
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JustIn Time @

Just in Time (JIT) allows the Prncipal Investigator (F1) or Signing Official (S0 to provide Other Support, Budge! Upload, Other Upload, IACUC, IRB, and Human Subject Assurances Jus! in Time information
directly ta the NIH when that infermation is requested. Guidance follows

Although 3 P| may save this information theough Commons, only an SO may submit it to NIH

Any element of the JIT form may be submitted at different times while the JIT link is available

Once the information has been submitted to the MIH, it will be available for viewing in Status in the Other Relevant Documents saction

TMumber of Submission provides the user with the number of times the JIT form was submitted to Agency

All alements on the JIT form can be submitted multiple times and will be appended to the JIT report, with the latest version at the top of the report

.
.
.
.
.
+ [f the application invohves care and use of vertebrate animals or imvoles Human Subjects, verfication of the date of the respective IACUC or IRB approval is required on this Just in Time’ page

Application Information

‘Grant Humber: 1RO1CADOOOO1-01
Pl Name: JOYCE, JAMES
Propasal Title: Portrait of the Arfist as a Young Man through Adulthood

Please provide active and pending suppa for all key personnel. Other Support includes all financial resources, whether Federal, non.Faderal, commercial of institutional, available in direct support of an
individual's research endeavors, including but not limited to research grants, cooperative agreements, contracts, and/or institutional awards. Training awards, prizes, or gifts do notneed to be included.

To provide the NIH Othar Support, follow the format at ity ihgrants 1 nih govigrants fundingohs 200/etharsunpoen doc and upload the documeant using th Impan butlon previded Delow.
L Fies | File ame | Datecreated | saws | | HumberofSub
Other Support File: NOT UPLOADED [import |
Budget Upload: NOT UPLOADED Impart
Other Upload: NOT UPLOADED Import

IRE Date in MWDDNYYY formal ﬁuww\w: 1

Your Institution must cedify o MIH that the research desaibedin this application has recened Inslitutional Review Board JREB) approval by an IRB registensd at OHRP under your Human Subjects Assurance
Number. If the required IRB approval has been obtained, enter the IRB approval date. By specifying a Date and saving this form, you cedify that you have IRB approval for this research. Please selact the comact

OHRP Human Subjects Assurance Number from the list of numbers associated with your Institution Please select one number ~

Human Subject Education. This document is required for key personnel (all indnduals responsible for the design and conduct of the stuy) thal are involved in human subject research, Please upload a POF file
that includes the following: the names of the key personnal who are responsible for the design and conduct of the study; the tile of the education program completed by each named person plus a bref description
ofthe program. Mote: If research meeting the criteria for Exemption 4 is proposed, documention is recommended, but not required.

[ Fles | eMeme |  DowCresed | Sws | | Humberol Submissions

Human Subject Education: MOT UPLOADED Import

Genome Data Sharing Certification. 4n Institutional Cedtification is expected prior to funding award for all research generating large-scale human genomic data under the NIH Genomic Data Sharing Policy
(hittpiads nihgow03policy himl). The Institutional Certification is a document from the authorized Institutional Signing Official of the institution submitting the data, and assures that the data submission and
sharing is appropriate (see FiL nih gowinstitutional certifi s, himl for templates). If a final Institutional Certification is not available at Justin-Time, you may submit @ pravisional Instituticnal Cerification
along with other Just-in-Time documents. A final version of the Institutional Certificalion may be uploaded in the “Additional Information™ section of your grant folder at a later date. You should keep Program Staff of
the funding IC informed of the expected date of submission of the final Institutional Certification.

L e e 1 Dwecreaed | sws | | Humberof suomissions

Genome Data Sharing Certification: MOT UPLOADED Import

[ Submit | [Save || ViewJustinTimeRepot |

Figure 166: Just in Time Screen

2. Upload the appropriate file types:
e Other Support File

o Budget Upload

e Other Upload

o Human Subject Education

o Genome Data Sharing Certification

Other Support is always available. If the application involves care and use of vertebrate
animals or involves Human Subjects, verification of the date of the respective IACUC or
IRB approval is required on this Just-in-Time screen.

It is requested that active and pending support for all key personnel be provided. Other
Support includes all financial resources, whether Federal, non-Federal, commercial or
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institutional, available in direct support of an individual's research endeavors, including but
not limited to research grants, cooperative agreements, contracts, and/or institutional awards.
Training awards, prizes, or gifts do not need to be included.

To provide Other Support information, follow the suggested format available at
http://grants1.nih.gov/grants/funding/phs398/othersupport.doc and upload the document
using the Import button provided.

a. Select the Upload button for the appropriate type of file to open the corresponding
upload file screen.

b. From the upload screens, select the Choose File button to search for and select the file
to upload.

c. Select the Upload File button.

Just In Time

Grant Humber: IROICABDID01-01
Pl Hame: JOYCE, JAMES
Proposal Tithe: Pomrait of the Arist as a Young Man through Adulthood

Other Support File

Sebect File
File Nama: ﬂle chosen | Cancal |

Figure 167: Uploading Files for JIT

The uploaded file displays under the File Name column with a status of Completed.

Flease provide active and pending suppon for all key personnel Other Support includes all financial resources, whether Federal, non-Federal, commercial or institutional, available in direct support of an individueals.
research endeavors, inchuding but nod limited 1o research granis, i , andior i I awards. Training awarcs, prizes, of gins donol nged b be induded

To provide the NIH Other Suppart, Tollow the Sugge sted format available at hitp fgrants 1 nih gewigrantsfun@ngphsI98emarsuppart doc and upload the dodurment using the Impaon button pronided belw.

e e tame [ Daecremes | saws | 1 umberol Submssins

Othar Support File: Sample Document padl 08/052013 COMPLETED |_rnpoL Remow 1
Budget Upload: HOT UPLOADED [Import |

Other Upload: NOT UPLOADED [impont |

BACLAC Dade in MILDOAYYYY format % 1
Elwwoory

The ingteution mustverily approval oy e Instiutional Animal Care and Use Committes (ACLUIC) of (hose cOMPonents of g application related to the care and use of animals, By specifying a date and saving this farm
you confiem Mat LACLIC appedval of this application was granbed on mat date. I e LACUIC required any mom@Scalions inthi Care of use of animals a5 descibed in thi Research Plan, hose changes must bi submited
fo the appropriate NIH Grants Management affice. The GLAW Assurance Mumber ksted for your Institusion is A3033-01

[Swoma | [Save | [View.Justin Time Repon |

Figure 168: File Uploaded for JIT

3. Enter IRB information as appropriate:
o IRB Date
e Assurance Number

4. Select the Save button.
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After saving the information, a confirmation message displays indicating that the information was
saved and that a user with the required authority must still submit the information.

If you are an SO, the Submit button is enabled at this time, and you can submit the information to
NIH.

NOTE: Commons performs validations upon saving. If required information is missing, error
messages will appear on the screen to guide you.

7.8.2 Submitting JIT Information To Agency

If you hold the SO role, you have the ability to submit the JIT report. Only SO users can submit
JIT.

To submit JIT:

1. Access the Just In Time screen for the appropriate application.

2. Optional: If not already uploaded, upload the appropriate JIT information.

3. Optional: Select the View Just In Time Report button if you wish to review the report
before submitting it.

4. Select the Submit button.

The Applicant and Organization Certification and Acceptance message displays as a pop-up.

5. Select the OK button to continue.

NOTE: Commons performs validations upon submission. If required information is missing, error
messages will appear on the screen to guide you.

Once submitted, the report is available for viewing from within Status Information. Status
Information is accessed by selecting the application ID (displayed as a link) from any of the Status
result screens. Refer to the section of this document titled Status Information on Page 131.

You can resubmit JIT information as many times as necessary. Each section of the JIT information
can be submitted separately and more than once as long as at least one field element has been
completed. After each submission, the Just In Time screen displays the Number of Submissions
for each piece of information.
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Figure 169: Number of Submissions for JIT

When a resubmission has occured, the Status result screens display the JIT link with an indication
of the number of times revised.

7.8.3 Viewing the Just In Time Report
If you are an SO or a PI you can view the Just In Time report from the JIT screen.

To view the report, select the View Just In Time Report button at the bottom of the screen.

Suserit | Swe | Ve sl T Rapsn | )

Figure 170: View Just In Time Report Button

If the JIT information has already been submitted to NIH, the Just In Time report can be viewed
from a link within Status Information. The link displays as the date of the last submission plus the
number of times submitted and is located under the Other Relevant Documents section.

Status Information is accessed by selecting the application ID (displayed as a link) from any of the
Status result screens. Refer to the section of this document titled Status Information on Page 131.

Other Relevant Documents
e-Application

Appendix Appendix |

Appendix 2: Appendix ii

endix 3. Appendix iii
JustiIn Time DE29/2009 Times Revised(2) )

esubmission Cover Letter
Additions for Review (0 documents)

Figure 171: Just In Time Report Link Within Status Information

Status Module 172 July 15,2015




eRA Commons User Guide

7.9 No-Cost Extension (NCE)

NIH Standard Terms of Award include the provision for grantees to extend the final budget period
of a previously approved project period one time for a period of up to 12 months, without
additional NIH funds. This action must be taken before the project period ends, and grantees are
required to notify NIH when they have exercised this authority.

Policy: Extension of Final Budget Period of a Previously Approved Project Period without
Additional NIH Funds

Grantees may extend the final budget period of the project when the following conditions are met:

« Ifno additional funds are required by the NIH awarding office

o Ifthere will be no change in the project’s originally approved scope

In order to mandate an extension, one of the following criteria must be applicable:

« Additional time beyond the established expiration date is required to ensure adequate
completion of the originally approved project

o Continuity of NIH grant support is required while a competing continuation application is
under review

o The extension is necessary to permit an orderly phase-out of a project that will not receive
continued support

NOTE: The fact that funds remain at the expiration of the grant is not, in itself, sufficient
justification for an extension without additional funds.

To facilitate this process, the No-Cost Extension (NCE) feature exists in Commons, allowing
SO users to request NCE in one month increments up to 12 months. Accessible through Status
results, the link for accessing the feature is available 90 days before the project end date and is
removed at midnight on the project end date.

IMPORTANT: NIH requires grantees to use the No-Cost Extension feature and will not accept
notification via any other channels.

To submit a No-Cost Extension:

1. Search for a particular grant using the Status - General Search screen.
2. Select the Extension link from Action column of the appropriate grant on the Status Result -
General Search screen.

The Extension screen opens.
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3. Select the number of months by which to extend the grant by selecting an option from the

Extend drop-down list. Selecting an option updates the date in the This will extend the
project to text box.

In extending the final budget period of the project period, the grantee agrees to update all required
certifications, including human subjects and animal welfare, in accordance with applicable
regulations and policies.

Grantees may not extend project periods previously extended by the NIH awarding office. Any

additional project period extension beyond the one-time extension of up to 12 months requires
prior NIH approval.

4. Select the Extend Project Date button.

Extension g

This Grant is eligible to be extended for up to 1 year. Note that only a S50 has the ability to parform a project extension and that you may do this only once through the Commons.

Apphcation Information

Grant Number: SROTEY000002-05
Pl Ham: FINCH, ATTICUS
Proposal Title: Study on Genetics and Age-Related Degeneration

To extend the period, select the number of months for which you would like to extend the project period far this grant
Project End Date: 83172013

Extend:® | 3 :Zl

This will exend the projectto  11/30/2013

Figure 172: Extension Screen

A confirmation screen displays a message You selected to extend the project period for this grant
Jfor <#> months.

5. Select the Confirm button to continue.

Home  Admin__institution Profile  Personal Profile RPPR _ xTrain __Admin R4 Partners
Extension
Grant Number: SROIEY000002-05
Pl Hame: FINGH, ATTICUS
Proposal Title: Study on Genetics and Age-Relaled Degenaration

L\"NI selected 1o adend the projed period for this grantfor 3 MIM)

G

Figure 173: Extension Confirmation

Upon notification, the NIH awarding office will revise the project period ending date and provide
an acknowledgment to the grantee.
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NOTE: When an extension without cost is submitted but cannot be processed due to an internal
business error, the link displays in Status Result as Extension Error. This link will continue to
display until the error has been corrected. Instruction will be given on whom to contact if you need
to have the error corrected before resubmitting. Once the error has been corrected, the No Cost
Extension will be processed, and the appropriate eNotifications sent.

7.10 Change of Institution

The Change of Institution process in eRA Commons allows extramural grantee institutions to
submit Relinquishing Statements electronically via Commons. Relinquishing Statements (RS) are
the official documents relinquishing interests and rights to Public Health Service (PHS) research
grants and typically accompany a change of institution or successor in interest request.

The Manage Relinquishing Statement and Relinquishing Statement screens are accessible via the
Status module.

For more information, refer to the collection of topics within the Commons Online Help System for
Change of Institution (http://era.nih.gov/erahelp/commons/default. htm#Chglnst Overview.htm) or
the Commons Change of Institution User Guide (http://era.nih.gov/files/ccoi userguide.pdf).

7.11 Rejecting the eApplication

SOs can request to reject the eSubmission of an application using the Reject eApplication screen.
Only SOs have this option, and the pplication must not have been previously verified or rejected
by the SO.

To reject an eApplication:

1. Use the Recent/Pending eSubmissions (or General Search) Status search screen to locate the
application being rejected.
2. From the result screen, select the Reject eApplication link from the Action column.

Status Result - Recent/Pending eSubmissions Search 7]

Tips and Notes:

& PD/PI column shows Contact Pl for multi-P1 grants.

“"“‘"‘"""‘""" el N - s~

AN 12345 GRmTOD123456 Penunﬂ Verification f&;‘;ﬂ:::éi:ﬁe‘;:;:m \s;;lliﬂ:er:peale 2013 11-06 10:18:18 Show Prigr Ermors and Warnin

E1-10t1 1030

(Exportio Excel | [ Show Query | [ Print Hiist |

Figure 174: Reject eApplication Link

The Reject eApplication screen displays.
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3. Enter the required comment in the provided text box.
4. Select the Reject button (select Cancel if you need to cancel the action).

Reject eApplication (7]

Application Information

Grant Humber: AN1234567
Pl Name: Shakespeare, William
Proposal Tithe: All's Well That Ends Well with Advancements in Madicing

Reguired Comment

I'm rejecting this applicalion bécause #1C. #ic. #C

- Cancel

Figure 175: Reject eApplication Screen

Status Module

176

July 15,2015



eRA Commons User Guide

8 Research Performance Progress Report (RPPR) Module

The RPPR module allows extramural grantee institutions to electronically submit Research
Performance Progress Reports (RPPR) to the Grants Management community.

RPPR module features include:

« Electronic initiation of an RPPR

« Electronic routing of an RPPR to authorizing officials at the applicant institution for review
and approval prior to submission to the agency

o Viewing of RPPR routing history

« Error checking capabilities

« Electronic submission of an RPPR

« Ability for an SO can delegate authority to a PD/PI for submitting an RPPR

o PDF generated version stored in the electronic grant folder (Commons Status Information

screen)

A detailed instruction guide exists online featuring additional field-by-field guidance for
completing the report. Refer to the NIH and Other PHS Agency RPPR Instruction Guide
(https://grants.nih.gov/grants/rppr/rppr instruction guide.pdf).
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9 Internet Assisted Review (IAR)

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 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.

If you hold the TAR role - and you are enabled for review meeting(s) - you can access the features
included in the module.

IAR has its own online help system for Reviewers. If you hold an IAR role, you can access the
IAR online help system for Reviewers by selecting any of the question mark (?) help icons on the
screens within the module or access it directly via this link: http://era.nih.gov/erahelp/IAR Rev.

NOTE: Currently, the IAR online help is geared towards Reviewers and is only available from the
screens accessible by users with IAR roles. An IAR online help system for SROs is planned for
the future.
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10 xTrain

The xTrain module provides external and internal users with online capabilities for working with
trainee appointments and the termination notices of trainees and fellows.

If you hold one of the following roles, you can access xTrain and its features:

« TRAINEE

e PI

e SO

« BO

o SPONSOR

o ASST (when delegated by SPONSOR or PI)

xTrain has its own online help system. Y ou can access the xTrain online help by selecting any of
the question mark (?) help icons on the screens within the module or access it directly via this
link http://era.nih.gov/erahelp/xTrain.

Policy: Ruth L Kirschstein National Research Service Awards

Policy: Reporting and Assurance Requirements for Institutions Receiving Awards for Training of
Graduate Students for Doctoral Degress
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11 Administrative Supplement Request

The Administrative Supplements module in eRA Commons allows authorized staff at extramural
grantee institutions to initiate and submit an electronic request for additional funds within the scope
of the approved project.

The following features are available:

« Initiate, edit, delete and route an Administrative Supplement request
o View an Administrative Supplement request

» View routing history

For more information, refer to the Administrative Supplements topic of the Commons Online Help
System (http://era.nih.gov/erahelp/commons/) or the eRA Commons Administrative Supplement
Module User Guide (http://era.nih.gov/files/eRA Commons Admin-Supp UG.pdf).
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11 Change of Institution Overview

The Commons Change of Institution process allows the extramural grantee institution to submit an
electronic version of a Relinquishing Statement (RS) to the Grants Management community for
processing and allows the other grantee institution that is proposed to take over the relinquished
grant to access the submitted RS.

The institution holding the grant must complete a Relinquishing Statement through eRA Commons
that states it is giving up the grant and identifies the receiving institution. The receiving institution
must submit an application via Grants.gov using the Parent Funding Opportunity Announcement
listed at http://erants.nih.gov/grants/guide/parent announcements.htm. Please look for an NIH
Guide Notice.

NOTE: This functionality only applies to NIH grants. This is an open pilot. This means that either
the electronic process documented here can be used or the traditional paper process can be used.

11.1 Features
The Commons system has the following features to accommodate a Change of Institution:

o Create, view, update, save, submit, and route the RS via the Commons Status screen
o Create RS in PDF format upon submitting the RS to the Agency

« Event generated and time sensitive eMail Notifications to appropriate users

11.2 Users

The following users are involved in the Change of Institution process.

1. Signing Official (SO)
a. The original institution’s SO can perform the following RS functions: Start a new one,
View, Edit, Save, Route, Cancel, Delete and Submit RS to Agency.

b. The receiving institution’s SO can perform the following functions: View RS

2. Project Director/Principal Investigator (PD/PI)
a. The original institution’s PD/PI can perform the following RS functions: View, Edit,
Save, Cancel changes, and Route the RS to the SO for submitting to the Agency.

3. NIH Internal User
a. The internal user can perform the following RS functions: View, Save, Cancel
changes, and Link the RS.

4. Grants Management Official (GMO) or Grants Management Specialist (GMS)
a. The GMO or GMS can perform the following RS functions: View, Receive, and
Return the RS.
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11.3 Business Rules
11.3.1 Eligible Grants

All awarded and active grants are eligible to be relinquished except for the ones with the following
statuses:

02 — Withdrawn
21 — Ineligible organization - application withdrawn
e 30— Withdrawn by Institute/Center (IC)

o 34 — Administratively withdrawn by IC prior to review or council

Subprojects, Institutional Allowances, and Supplements are excluded from being eligible.
RS(s) may be submitted for any activity code.
11.3.2 Access to Relinquishing Statements

Only users with the SO authority at the grantee institution can access the Change of Institution
option on the Commons Status screen.

The RS can be accessed only by the SO for grant applications from their grantee institution eligible
for transfer.

Only the SO for the grantee institution has the authority to submit the RS to the Agency.

The RS can be accessed by the PD/PI for grantee applications where the PD/PI role is the current
reviewer of the RS.

The internal user is able to access the RS in Submitted or Accepted for Consideration status and is
able to update the New Institution Name, IPF code and DUNS number of the new institution to
which a grant is relinquished.

11.3.3 Relinquishing Statement Reviewers

If the SO initiated the RS and routed it to the PD/PI, then the PD/PI can review, edit specific fields,
save and route the RS back to the SO.

Any SO at the grantee institution is able to create, review, edit, save, route, and submit the RS.
11.3.4 Relinquishing Statement Routing Order

The next reviewer in the list of valid next reviewers is always the contact PD/PI on the application.
The current user is not shown in the list of valid next reviewers on the RS. If SO is the current
reviewer, then the contact PD/PI is the next reviewer by default.

If the PD/PI is the current reviewer, the SO who initiated the RS is the first and default entry in the
list on the RS. All other users with the SO role appear alphabetically by last name after the first
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entry. The information displayed for each valid next reviewer is as follows: Name (LAST,
FIRST).

If the SO routes the RS to the PD/PI, the Route to Next Reviewer screen is named: Route to
PD/PL

If the PD/PI routes the RS to the SO, the Route to Next Reviewer screen is named: Route to SO.

The RS can be routed back and forth between the SO and the PD/PI for an unlimited number of
times.

11.3.5 Validation
PD/PI verification is not required. The SO is able to submit the RS without routing it to the PD/PL.

The PD/PI has edit capability only for the New Institution Name information and Contact
information in the new Institution Section of the RS.

Saving the RS does not execute any validations. The RS is validated upon submitting it to the
Agency. The exception is that new Institution data is validated upon routing the RS by the PD/PI
to the SO.

The RS cannot be submitted to the Agency with validation errors, but the RS can be submitted to
Agency with validation warnings.

RS(s) submitted for pre-award are not validated for the costs relinquished. They can be zero or the
original application’s requested funds amounts.

11.3.6 Other Rules

The system allows multiple RS submissions. The SO is able to submit a new RS only if no RS has
been submitted or if the existing RS(s) have been acknowledged (Accepted for Consideration or
Refused status) by the Grants Management Specialist (GMS) user.

The RS can be deleted by the SO from the relinquishing institution if it is in the SO Work In
Progress (WIP) state and has never been submitted to the Agency.

All submitted and accepted versions of the RS(s) are visible to the receiving institution.

Grant applications for the new institution should be submitted within thirty days after the
Relinquishing Statement is submitted from the former institution.

The Relinquishing Statement should be submitted within thirty days of the grant application for the
new institution.
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11.4 Relinquishing SO Responsibilities
11.4.1 Start or Edit a Relinquishing Statement

The Change of Institution process is initiated by the Signing Official for the original grantee
institution that has agreed to relinquish responsibility for an active grant. This must occur before the
expiration of the approved project period.

1. On the Commons Status screen, click on the Change of Institution link.
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Figure 176: Commons Status Screen Displaying Change of Institution Link
The system displays the Status — Change of Institution search options.

2. To find the grant to relinquish, complete at minimum the required fields: Institution Code
and Serial Num.

NOTE: The required fields are noted by an asterisk.
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3. Click the Search button.
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Figure 177: Status - Change of Institution Search Screen

The system displays the search results on the Status Result — Change of Institution screen.

NOTE: The RS functionality is not available from other Status search result’s screens.

4. After the grant to be relinquished is found, click on the Manage Relinquishing Statement
link on the Status Result — Change of Institution screen.
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Figure 178: Status Result - Change of Institution Screen
The system displays the Manage Relinquishing Statement screen.

If the award is in a no cost extension or within three months of the project period end date,
the following informational pop-up message appears:

You have selected an award in a no-cost extension/within three months of the
project period end date. NIH Institutes & Centers (ICs) policies may limit
change of grantee organization requests based on the amount of time
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remaining on the award. Please contact the awarding IC to determine IC

policy.

If this pop-up message screen appears, click the OK button to proceed to the Manage

Relinquishing Statement

Screen.

5. To start a new RS: Click the Start a new RS button.

NOTE: If an RS has already been submitted, a new RS cannot be submitted unless the prior
RS(s) shows a status of Accepted for Consideration or Refused.
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Figure 179: Starting a New Relinquishing Statement
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Figure 180: RS in Accepted for Consideration Status

6. To edit a RS that is in progress: Click the Edit link.

NOTE: To edit an RS, the RS’s status must be SO Work in Progress (WIP) or Returned.
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Figure 181: Manage Relinquishing Statement Screen Displaying Edit Feature

When either the Start a new RS button or Edit link is selected, the system displays the
Relinquishing Statement screen.
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Figure 182: Relinquishing Statement Screen

7. Complete or edit the RS Form as follows:
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NOTE: The required fields are noted by an asterisk. The following fields are required: New
Institution Name, Contact Email at the Institution, Requested Termination Date
(MMDDYYYY), and Direct Cost $.

a. Click the Search button in the New Institution Name section to search for the
receiving institution within the NIH eRA Commons database. For more information
please refer to the topic titled Search for Institution on Page 188.

b. Complete the remaining fields: Contact Email at the Institution, Requested
Termination Date (MMDDYYYY), Direct Cost $, and Indirect Cost $.

c. Type, NONE, in the Equipment Transferring with the Project section if there is no
equipment to be transferred.

8. To save the RS, click the Save button.

The system displays the RS Form on the Relinquishing Statement screen and sets its status to SO
Work in Progress.

11.4.2 Search for Institution

When the Search button is clicked for the New Institution Name: ficld on the Manage
Relinquishing Statement screen, the system displays the New Institution — Search screen.
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Figure 183: New Institution - Search Screen

To search for an institution:
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1. Type in the receiving institution’s name, IPF or DUNS number and click the Search button.

New Institution - Search

Atleast one search criteria is reguired.
Institution Name: | keuka|
IPF Number:

DUNS Humber:

Figure 184: New Institution - Search Screen

2. Ifthe receiving institution is found, click on the receiving institution’s IPF Code.
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Figure 185: New Institution - Search Result Screen

The system inserts the receiving institution’s name, DUNS number and IPF Code in the
appropriate text boxes on the Relinquishing Statement screen.

If a new institution is registered with the eRA Commons, it is highly recommended to
choose it from the search results. DUNS Number and IPF code are pre-populated from the
institutional profile file.

The IPF Code is used to link the submitted RS to the receiving institution and to make it
viewable for SO at the receiving institution.

3. If'the receiving institution is not found, type the receiving institution’s name in the New
Institution Name text box and click the Insert button.
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New Institution - Search @

At least one search criteria i required.

Institution Name:
IPF Number:
DUNS NHumber:

i the required Institution has not been found - type the Institution name in the box provided below and insert into Relinquishing Statement form
@ Institution Name: Brown University )

Figure 186: Inserting New Institution

The system inserts the new receiving institution’s name in the appropriate text box on the
Manage Relinquishing Statement screen.

NOTE: If the receiving institution is not registered in the NIH eRA Commons (IPF Code is not
provided), it may not be able to view the relinquishing statement until it is registered in the eRA
Commons. The New Institution needs to register in the eRA Commons and contact the eRA Help
Desk for assistance in linking the relinquishing statement to the new institution account.

11.4.3 Delete a Relinquishing Statement

The RS may be deleted if the RS is in SO Work in Progress state and has never been submitted to
the Agency.

1. To delete an RS, click the Delete link on the Manage Relinquishing Statement screen.
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Figure 187: Manage Relinquishing Statement Screen Displaying Delete Feature
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The system displays the RS in a non-editable form and the following message appears on the
Delete Relinquishing Statement screen:

Please confirm that you would like to delete the following relinquishing
Statement.

If you no longer wish to delete the RS, you may abort the action by selecting the Cancel
button.

2. Click the Delete button on the Delete Relinquishing Statement screen to delete the RS.
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Figure 188: Delete Relinquishing Statement Screen Displaying Delete Message

If the Delete button is clicked, the system deletes all data associated with the RS and returns
to the Manage Relinquishing Statement screen.

11.4.4 Route to PD/PI

SOs can route the relinquishing statement to the PD/PI for if necessary.

To route the RS to the appropriate PD/PI:
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1. Click the Route to PI button on the bottom of the Relinquishing Statement screen.

The Route Relinquishing Statement screen appears. The Next Reviewer field displays the

contact PD/PL
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Figure 189: Route Relinquishing Statement Screen

. Optional: Enter comments as necessary.
3. Select the Route to PI button.

The system displays Route Relinquishing Statement screen with the confirmation message
and sends an email notification to the PD/PI regarding the RS. For more information please
refer to the section titled eMail Notifications.
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Figure 190: Route Relinquishing Statement Screen

4. Click the OK button to go back to the Manage Relinquishing Statement screen.

The system returns to the Manage Relinquishing Statement screen.
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Figure 191: Manage Relinquishing Statement Screen

R Sugbeveimind Dale

The Status of RS field displays PD/PI Work in Progress. If the routing process was
canceled (Cancel button) before completion, the Status of RS field displays SO Work in
Progress.

11.4.5 Submit a Relinquishing Statement
Only an institution's Signing Official can submit a Relinquishing Statement to the Agency.
To submit the Relinquishing Statement:

1. Click the Submit button on the Relinquishing Statement screen.
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Figure 192: Relinquishing Statement Screen

NOTE: The institution name and contact information are required at the time of submission
to the Agency.

The system displays the Submit Relinquishing Statement to NIH screen. The Certification
Acceptance Statement is displayed and reads as follows:

APPLICANT ORGANIZATION CERTIFICATION AND ACCEPTANCE:

In view of the fact that we do not wish to nominate another program director/principal
investigator or continue the research project at this Institution, this is to signify our
willingness to terminate this grant as of [Requested Termination Date] and to relinquish all
claims to any unexpended and uncommitted funds remaining in the grant as of that date, as
well as to all recommended future support of this project.

That portion of the estimated unexpended balance which has been received will be returned
to the Public Health Service, upon request, with a final adjustment, if required, to be made
after the grant account has been audited

1 certify that the statements herein are true, complete and accurate to the best of my
knowledge and belief, and accept the obligation to comply with Public Health Services
terms and conditions if a grant is terminated as a result of this application. [ am aware that
any false, fictitious, or fraudulent statements or claims may subject me to criminal, civil, or
administrative penalties.

2. Click the I Agree button to submit the RS or click the Cancel button to exit the screen.
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Figure 193: Submit Relinquishing Statement To NIH Screen
If the Cancel button is clicked, the following screen message appears:

This relinquishing statement will not be submitted to the National Institutes of
Health without agreement to the ORGANIZATION CERTIFICATION AND
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ACCEPTANCE statement.

If the Cancel button is clicked, the following screen message appears:

This relinquishing statement will not be submitted to the National Institutes of
Health without agreement to the ORGANIZATION CERTIFICATION AND
ACCEPTANCE statement.

When the I Agree button is clicked, the system displays the Manage Relinquishing
Statement screen with the following message:

The Relinquishing Statement has been submitted to NIH.
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Figure 194: Manage Relinquishing Statement Screen

The system also creates the RS PDF file. If the system takes from thirty seconds to two
minutes to generate the RS, then the system displays an informational message.

The next reviewer is internal NIH user.

The system returns to the Manage Relinquishing Statement screen. The Status of RS field
displays Submitted to Agency.

For post awarded and post review applications, email notifications are sent to the centralized
IC mailbox, the currently assigned GMS, and the PO. For pre-review applications, email
notifications are sent to the Division of Receipt and Referral (DRR), the SRO if assigned,
and the receiving institution contact email provided on the RS electronic form. For more
information please refer to the section titled eMail Notifications.

3. To View the RS or View Routing History, click the appropriate link. Please refer to the
topics titled Signing Official Search/View Relinquishing Statement on Page 200 or PD/PI
Search/View Relinquishing Statement on Page 207 for more information.
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11.5 Program Director/Principle Investigator Responsibilities

If the Relinquishing Statement is routed to a PD/PI, the RS may be edited and routed back to the
SO at the relinquishing institution. The PD/PI may edit only the institution information and contact
email address.

11.5.1 Edit Relinquishing Statement
Perform the following steps to find and edit a Relinquishing Statement:

1. Find the appropriate grant on the Status Result — List of Applications screen and click the
Relinquishing Statement link.
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Figure 195: Status Result - List of Applications/Grants Screen

NOTE: If there are multiple Pls for a grant, the letters MPI appear to the right of the
Application ID.

The system displays the Relinquishing Statement screen.

2. Ifnecessary: To add or change the institution information on the RS form, click the Search
button in the New Institution Name section to search for the receiving institution within the
NIH eRA Commons database. For more information please refer to the Search for Institution
topic.

The system inserts the new receiving institution’s name in the appropriate text box on the
Manage Relinquishing Statement screen.
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Figure 196: Relinquishing Statement Screen

4. Ifnecessary: Complete the Contact Email at the Institution address.

NOTE: The email address should be in the following format: user name@domain_
name.com.
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Figure 197: Relinquishing Statement Screen

If the email address is not entered, an error message is produced. For more information
please refer to the section titled Error Messages.

5. Perform one of the following on the Relinquishing Statement screen:
a. To save the edits to the RS, click the Save button.

b. To cancel editing the RS, click the Cancel button.

11.5.2 Route Relinquishing Statement to SO

After the appropriate edits have been made to the RS, the RS is routed back to the SO for
submission to the Agency. To route the RS back to the SO:

1. Select the Route to SO button on the Relinquishing Statement screen.

If the new institution name has not been provided, then the following warning message is
displayed:

The New Institution Name has not been provided. This information will be required at time
of submission to agency.
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If the new institution’s name is not blank, the new institution’s IPF number has to be
provided. If the IPF number is not provided, then the following warning message is
displayed:

You have selected an institution not registered in the NIH eRA Commons. Please verify the
institution information. The new institution may not receive notification and will not be able
to view the relinquishing statement until it is registered in the NIH Commons. The New
Institution will need to register in the eRA Commons and contact the eRA helpdesk to access
the relinquishing statement.

The system displays the Route Relinquishing Statement screen. The Next Reviewer is the
relinquishing SO. If there is multiple SOs at the relinquishing institution, the Next Reviewer
drop down menu can be used to select the appropriate SO to route the RS to that person.
The names are displayed as last name, first name.

2. Click on the Route to SO button to route the RS to the SO.

If you wish to abort the action, selecting the Cancel button to return to the Relinquishing
Statement screen.
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Figure 198: Route Relinquishing Statement Screen

If the Route to SO button is clicked, the system displays the Route Relinquishing Statement
screen with an OK button. The following message is displayed: The relinquishing statement
was routed to <next reviewer commons user id>.
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Figure 199: Route Relinquishing Statement Screen with OK Button
3. Click the OK button to complete the routing to the relinquishing SO.

An email notification is sent to the selected SO notifying that the RS has been routed back. For
more information please refer to the section titled eMail Notifications.

11.5.3 Signing Official Search/View Relinquishing Statement
Perform the following steps to search for a grant to relinquish or to view an RS:

1. Click the Change of Institution link on the Status screen.
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Figure 200: Status Screen Displaying Change of Institution Link

The system displays the Status — Change of Institution screen.
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Figure 201: Status — Change of Institution Screen

11.5.3.1 Search for a Grant to Relinquish or to View RS

NOTE: This search is designed for the SOs at the original (relinquishing) institution. For steps on
performing a search as a PD/PI, refer to the topic titled PD/PI Search/View Relinquishing

Statement on Page 207.

1. Enter the appropriate search criteria in the Search for Grants section on the Status —
Change of Institution screen. At minimum the required fields must be populated: Institution
Code and Serial Num.

2. Select the Search button.

Topsd dloly Code ina¥alon Code © Seasl Nem * Suppod T Sulls

Figure 202: Search for Grants Section on Status Results — Change of Institution Screen

The system displays the Status Results — Change of Institution screen.
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2. Click on the Manage Relinquishing Statement link.
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Figure 203: Status Result - Change of Institution Screen

The system displays the Manage Relinquishing Statement screen.

If the RS has been routed to the PD/PI by the SO or the RS has been submitted to the
Agency, then the View and View Routing History links appear.
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Figure 204: Manage Relinquishing Statement Screen

If the RS has been submitted to the Agency and returned from NIH for corrections or the
RS’s status is SO Work in Progress, then the Edit and View Routing History links appear.

NOTE: For editing the RS, refer to the section titled Manage Relinquishing Statement.

3. To view the RS, click the View link.

CView View Routing History !

Figure 205: Action Column on Manage Relinquishing Statement Screen
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If the RS has not been submitted to NIH, then the system displays the non-editable
Relinquishing Statement screen. Y ou can select the Cancel button on the Relinquishing
Statement screen to return to the Manage Relinquishing Statement screen.
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Figure 206: Relinquishing Statement Screen

If the RS has been submitted to NIH, then the system displays the RS in PDF format in a
separate window.
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Approved for usa through 0673072012
OME No, 09250001
Department of Health and Human Senvicas, Public Health Serace
Official Statement Relinquishing Interests and
Rights in a Public Health Service Research Grant

Date: 04/01/2011
Name of Institution: UNIVERSITY OF CALIFORNIA
Address (cify and state): 9500 GILMAN DR, DEPT 0934
LA JOLLA, CA, UNITED STATES 920930934
Principle Investigator/Program Director. BEACH, SANDY
on Public Health Service grant number 5DP10D123456-02 will resign position at this institution and has
expressed a desire to continue his/her research project at the CLARKSON UNIVERSITY.
Contact email at the new Institution: light. bud@clarkson.edu

In view of the fact that we do not wish to nominate another principal investigator or continue the research
project at this Institution, this is to signify our willingness to terminate this grant as of 06/01/2011 and to
relinquish all claims to any unexpended and uncommitted funds remaining in the grant as of that date, as
well as to all recommended future support of this project.

Equipment costing $5,000 or More Unexpended Balance - Estimated
Transferring with the project (itemize)

NOME The unexpended balance on termination date of
$95,000.00 calculated on basis of total amount
awarded for the grant year, will be approximately

Direct cost - $60,000.00
Indirect cost - $35,000.00

That portion of the estimated unexpended balance which has been received will be returned to the
Public Health Service, upan reguest, with a final adjustment, if required, to be made after the grant
account has been audited.

Official Authorized to Sign Application

Signature
S0 BEACH, 3anNDY Submitted through the Commons

Typed Name
BEACH, SANDY

Title
Signing Official

Figure 207: Relinquishing Statement PDF

4. Optional: To view the RS routing history, click the View Routing History link.

View Wiew Routing History

Figure 208: Action Column on Manage Relinquishing Statement Screen
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The system displays the View Routing History screen. The following statuses may be seen
depending on where the RS is in the process: SO Work in Progress, PD/PI Work in
Progress, Submitted to Agency, Returned, Accepted for Consideration, Submitted to Agency
and Linked, or Accepted for Consideration and Linked.
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Figure 209: View Routing History Screen

5. Click the Back button to return to the Manage Relinquishing Statement screen.

11.5.3.2 Search for Relinquishing Statements Submitted by Former Institution

SOs have the ability to search for Relinquishing Statements submitted by the former institution.
This search is performed using the Search for Relinquishing Statements section on the Status —
Change of Institution screen.

To search for RS submitted by the former institution:

1. Enter the appropriate grant information in the Search for Relinquishing Statements search
fields and select the Search button.

Tope achuty Code ntaon Cooe Sensl s Supoot 71 Sl
ot B arebeas

Figure 210: Searching for Relinquishing Statements Submitted by the Former Institution

If no search parameters are entered, the search returns all the RS(s) linked to the current
institution by Institutional Profile File (IPF).

If the current institution has not been registered with Commons before the RS is submitted,
the search does not return any results until the RS is updated with the IPF and/or the DUNS
number.

If the system determines that no Relinquishing Statements have been linked to the receiving
institution, then the following warning message appears:

Administrative Supplement Request 205 July 15,2015



eRA Commons User Guide

No relinquishing statements have been associated with your institution. Please contact eRA
Help Desk.

The system displays the Status Results — Search for Relinquishing Statements screen.

2. Click the View Relinquishing Statement link.
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Figure 211: Status Results - Search for Relinquishing Statements Screen

The system displays the View Relinquishing Statement screen. Relinquishing Statements
with a status of Accepted for Consideration or Submitted to Agency are displayed.

3. Click the View link for the appropriate RS.
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Figure 212: View Relinquishing Statement Screen

The system displays the RS in PDF format in a separate window. If the PDF file does not
exist, the system displays the following message: Document Not Found.

4. Click the Cancel button to return to the Status Result — Search for Relinquishing Statements
screen.
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5.

Submit the application via Grants.gov using the Parent Funding Opportunity Announcement
listed at http://grants.nih.gov/grants/guide/parent announcements.htm. Please look for the
NIH Guide Notice.

11.5.4 PD/PI Search/View Relinquishing Statement

Once a Relinquishing Statement has been submitted to the Agency, it is viewable within the
Commons Status Information screen.

Perform the following steps to view the submitted form.

1.

On the Status Result — List of Applications/Grants screen, click on the appropriate grant
number link in the Application ID column.
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Figure 213: Status Result - List of Applications/Grants Screen
The system displays the Status Information screen.

From the Status Information screen, click on the Relinquishing Statement link in the upper
right hand corner.
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Figure 214: Status Information Screen Displaying the Relinquishing Statement Hyperlink

The system displays the Relinquishing Statements screen.

Relinquishing Statements

Grant Number 5 RO1 MH3999993-05
Pl Name{s) BEACH. SANDY
Project Title Melatonin in Menopausal Depression
Appl. Status Application awarded.
Institution UNIVERSITY OF CALIFORMIA
Appl ID 9999999

ument Name Status & Submitted Date Comments for Grantee
Relinguishing Statementf Accepted for Consideration 2012-04-16 11.19:35

Close

Figure 215: Relinquishing Statements Screen

3. Click the Relinquishing Statement hyperlink to view the Relinquishing Statement PDF.

11.6 eMail Notifications
11.6.1 eMail to the New Institution Contact eMail Provided on the RS

Electronic Form

Subject: eRA Commons: Relinquishing Statement for Grant <Grant Number>Submitted

To: New institution contact email provided on the RS electronic form

eMail Content: <Do not reply warning>

A relinquishing statement for NIH Grant Number <Grant Number> has been submitted
electronically through eRA Commons identifying this email address as a contact for the new

institution.
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You may view this relinquishing statement by going to the Change of Institution Search in Status
and executing a query for the relinquishing statement.

NIH prior approval is required for the transfer of the legal and administrative responsibility for a
grant-supported project or activity from one legal entity to another before the expiration of the
approved project period (competitive segment). The proposed new grantee must submit a change
of institution application. See the NIH Grants Policy Statement for policies regarding change of
institution requests.

If your institution is not registered in the NIH eRA Commons, you will need to register in the eRA
Commons and contact the eRA Help Desk for assistance in linking the relinquishing statement to
your new Institution account.

If you have any questions about this email, please contact the eRA Help Desk via the web at
http.//ithelpdesk.nih.gov/eRA/, by phone 1-866-504-9552 (tty: 301-451-5939) or
commons@od.nih.gov <mailto:commons@od.nih.gov> or the Grants Management Olfficer or
the Grants Management Specialist identified in the Notice of Award (NoA).

Please access the NIH Commons at [URL to Commons Home Page]

11.6.2 Confirmation eMail to PD/Pl & SO from Former Institution
Acknowledging NIH Receipt of RS

TO: PD/PI, SO (who actually submitted the RS)
SUBJECT: eRA Commons: Relinquishing Statement for Grant <Grant Number> Submitted
eMail Content: <Do not reply warning>

A relinquishing statement for Grant <Grant Number> was electronically submitted to NIH and
may now be viewed in the eRA Commons on the Status Information screen.

If you logged in as PD/PI, go to Status - List of Applications/Grants and select the link associated
with the Grant Number.

If you logged in as SO, you can access the Status Information page by going to Status, executing
a query for the grant, and selecting the link associated with the Grant Number. Also, you can
view the submitted relinquishing statement through the Manage Relinquishing Statement page.

NIH must review and acknowledge the receipt of the relinquishing statement before a change of
institution can be processed.

If you have any questions about this email, please contact the eRA Help Desk via the web at
http.//ithelpdesk.nih.gov/eRA/, by phone 1-866-504-9552 (tty: 301-451-5939) or
commons@od.nih.gov <mailto:commons@od.nih.gov> or the Grants Management Olfficer or
the Grants Management Specialist identified in the Notice of Award (NoA).
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Please access the NIH Commons at [URL to Commons Home Page]
11.6.3 The Relinquishing Statement Routed eMail Notification

Subject: eRA Commons: Request That You Review Relinquishing Statement for Grant
<Grant Number>

To: PD/PI, SO - Individual selected by the current user as the next reviewer using the Route
button

<User Last Name>, <User First Name> has completed processing the Relinquishing Statement
for Grant <Grant Number>, and has forwarded it to you.

Please review the Relinquishing Statement in the NIH eRA Commons system and take the
appropriate action for its eventual submission to the NIH. Please be aware that the correct new
institution name and the contact email address provided on the relinquishing statement are
necessary for the appropriate interactions between the awarding IC and grantee institutions
involved in the process of the grant transfer.

Please use the link provided below to access the eRA Commons login screen.
The previous reviewer comments on why this action was taken are as follows: [Comments].
Footer:

If you have any questions about this email, please contact <Initiator First Name> <Initiator Last
Name> at <mailto:initiator _email _addr>, who initiated this action.

If you have any questions about the change of institution request process at NIH, please contact
the Grants Management Officer or the Grants Management Specialist identified in the Notice of
Award (NoA).

If you have any questions about this email, please contact the eRA Help Desk at our preferred
method of contact http.//ithelpdesk.nih.gov/eRA/ or call 1-866-504-9552 (tty: 301-451-5939) or
commons@od.nih.gov <mailto:commons@od.nih.gov>.

Please access the NIH Commons at [URL to Commons Home Page]
11.6.4 The Relinquishing Statement Returned eMail Notification

Subject: eRA Commons: Relinquishing Statement for Grant <Grant Number> has been
Returned by NIH

To: SO (who submitted RS to the agency), Centralized institution mailbox.

Administrative Supplement Request 210 July 15,2015


http://ithelpdesk.nih.gov/eRA/
mailto:mailto:commons@od.nih.gov

eRA Commons User Guide

Relinquishing Statement for grant <Grant Number> has been reviewed by NIH and routed back
to you with the following comments: [Comments]

Footer:

If you have any questions about this email, please contact Grants Management Specialist
<[Initiator First Name> <Initiator Last Name> at <mailto:initiator _email addr>, who initiated
this action.

If you have any questions about this email, please contact the eRA Help Desk at our preferred
method of contact http.//ithelpdesk.nih.gov/eRA/ or call 1-866-504-9552 (tty: 301-451-5939) or
commons@od.nih.gov <mailto:commons@,od.nih.gov>.

Please access the NIH Commons at [URL to Commons Home Page]

NOTE: <initiator email addr> is the Employment address.

11.6.5 The Relinquishing Statement Acknowledged by NIH eMail
Notification

Subject: NIH Automated Email: Relinquishing Statement for Grant <Grant Number>
Received

To: SO (who submitted RS to agency), Centralized institution mailbox, PD/PI
NIH has acknowledged the receipt of the Relinquishing Statement for grant <Grant Number>.

Footer:

If you have any questions about this email, please contact <Initiator First Name> <Initiator Last
Name> at <mailto:initiator _email_addr>, who initiated this action.

If you have any questions about the change of institution request process at NIH, please contact
the Grants Management Officer or the Grants Management Specialist identified in the Notice of
Award (NoA).

If you have any questions about this email, please contact the eRA Help Desk at our preferred
method of contact http.//ithelpdesk.nih.gov/eRA/ or call 1-866-504-9552 (tty: 301-451-5939) or

commons@od.nih.gov <mailto:commons@od.nih.gov>.

Please access the NIH Commons at [URL to Commons Home Page]

11.6.6 eMail Acknowledging RS Now Visible to New Institution After IPF
is Entered by NIH Internal User

TO: PD/PI assigned to the grant, SO who submitted the RS from the former institution, new
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institution contact email provided on the RS electronic form

SUBJECT: eRA Commons: Relinquishing Statement for Grant <Grant Number> is visible to
the New Institution

eMail Content: <Do not reply warning>

A relinquishing statement for Grant <Grant Number> was linked to the new institution by NIH
and may now be viewed in the eRA Commons by going to the Change of Institution Search in
Status and executing a query for the relinquishing statement.

Footer:

If you have any questions about this email, please contact the eRA Help Desk via the web at
http.//ithelpdesk.nih.gov/eRA/, by phone 1-866-504-9552 (tty: 301-451-5939) or
commons@od.nih.gov <mailto:commons@od.nih.gov> or the Grants Management Olfficer or
the Grants Management Specialist identified in the Notice of Award (NoA).

Please access the NIH Commons at [URL to Commons Home Page]

11.6.7 Change of Institution Time Based Reminders

11.6.7.1 Change of Institution Application Reminder Notice (30 Days after RS
Submit Date)

Recipients: New institution contact email provided on the RS form

From:eRANotifications@mail.nih.gov

Subject: NIH Automated Email: Relinquishing Statement has been submitted XX days ago
eMail Content: <Do not reply warning>

The relinquishing statement for NIH Grant Number [GrantNumber] has been submitted
electronically through eRA Commons <XX> days ago.

As the proposed new grantee, you must provide the GMO with a change of institution application
prior to the anticipated start date at the new organization and preferably several months in
advance. Failure to provide timely notification may result in disapproval of the request or
significant delays in processing.

If you have already submitted a paper change of institution application, you may disregard this
notice.

If you do not intend to submit a change of institution application, please contact the grants
management officer or the grants management specialist at the awarding IC to inform them.
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If you have any questions about the change of institution request process at NIH, please contact
the grants management officer or the grants management specialist at the awarding IC.

If you have any questions about this email, please contact the eRA Help Desk via the web at
http.//ithelpdesk.nih.gov/eRA/, by phone 1-866-504-9552 (tty: 301-451-5939) or
commons@od.nih.gov <mailto:commons@,od.nih.gov>.

Thank you.

11.6.7.2 RS Reminder Notice (30 Days after Change of Institution Application
Submit Date)

Recipients: Any SO at the Former Institution (of the Parent Grant), Former Institution centralized
mailbox, PD/PI on the application

From:eRANotifications@mail.nih.gov

Subject: NIH Automated Email: Change of Institution Electronic Request has been submitted
XX days ago

eMail Content: <Do not reply warning>

The Change of Institution request for NIH Grant Number [Parent Grant Number] has been
submitted electronically through Grants.gov <XX> days ago.

The request to change the grantee institution indicates that there may be a change in status of the
PD/PI which requires prior approval from the NIH. Please contact the grants management
officer or the grants management specialist at the awarding IC to discuss the status of the award.

If you have already submitted a relinquishing statement on paper, you may disregard this notice.

If you have any questions about this email, please contact the eRA Help Desk via the web at
http.//ithelpdesk.nih.gov/eRA/, by phone 1-866-504-9552 (tty: 301-451-5939) or

commons@od.nih.gov <mailto:commons@od.nih.gov>.

Thank you.

11.7 Error Messages

If the system may determine that an unexpected error occurred, then the following error message
appears.

An unexpected error occurred. Please contact eRA Help Desk.

If the system determines that the required field information was not entered on the search screen,
then the following error message is produced:

You must enter the following required fields to proceed<field>.
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If the system determines that the grant being searched for is not found, then the following error
message is produced:

No grants to relinquish have been found.

If the system determines that the new institution name has not been entered on the RS, then the
following error message is produced:

New Institution Name is a required field.

If the system determines that the new institution’s Email Address has not been completed on the
RS, then the following error message is produced:

Please enter data in the Email Address field (e.g. user_name@domain_name.com)
(ID: 30102).

If the system determines that the Termination Date has not been completed on the RS, then the
following error message is produced:

Termination Date is a required field. (ID: 200241)

If the system determines that the Termination Date is not within the current budget period on the
RS, then the following error message is produced:

The requested Termination Date must be within the current budget period.

If the system determines that the Direct Cost field has not been completed on the RS, then the
following error message is produced:

Direct Cost is a required field.

If the system determines that the Direct Costs of unexpended balance on the RS exceed the amount
awarded for the current budget period, then the following error message is produced:

The direct costs being relinquished must not exceed the direct costs for the current
budget period for transfers of active awards.

If the system determines that the Indirect Costs of unexpended balance on the RS exceed the
amount awarded for the current budget period, then the following error message is produced:

The indirect costs being relinquished must not exceed the direct costs for the current
budget period for transfers of active awards.

If the system determines that the total unexpended balance on the RS exceeds the amount awarded
for the current budget period, then the following error message is produced:

The total costs being relinquished must not exceed the costs for the current budget
period for transfers of active awards.
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If the system determines that the Direct Cost, or the Indirect Cost or the Total Cost exceeds 999,
999,999, then the appropriate error messages are displayed:

o Direct Cost amount cannot exceed 999,999,999.
o Indirect Cost amount cannot exceed 999,999, 999.
o Total Cost amount cannot exceed 999,999,999,
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12 Federal Financial Report (FFR) Module

NIH has transitioned from the use of Financial Status Reports (FSRs) to Federal Financial Reports
(FFRs) items 10.d. — 13.e. for the reporting of expenditure data. See guide notice NOT-OD-11-
017 (http://grants.nih.gov/grants/guide/notice-files/NOT-OD-11-017.html).

A Federal Financial Report (FFR) is a statement of expenditures associated with a grant.
Recipients of Federal funds are required to complete an FFR to report the status of funds for grants
to the sponsor of the grant. The FFR module allows grantees to electronically submit these reports
via the Electronic Research Administration (¢€RA) Commons system.

If you have the FSR role in Commons, you can use the FFR module to search for grants and
associated FFRs for your institution. In the FFR module, you can perform the following tasks:

o Create a new FFR
o View an FFR

o Submit an FFR

o Revise an FFR

With the FSR role, you can also access the FFR module from the Closeout Status screen.

NOTE: NIH requires all financial expenditure data to be submitted via eRA Commons. This
includes all initial FFRs being prepared for submission and any revised FFRs being submitted or
re-submitted to NIH.

With the recent transition of expenditure data reporting from Financial Status Reports (FSRs) to
FFRes, it is possible that a user may need to revise a previously submitted FSR. In this case, the
revised report should also be submitted using the FSR format. The eRA Commons will
automatically select the correct form for the user.

The Commons Online Help System contains detailed information on the FFR module. You can
access the FFR topics at the following

site: http://era.nih.gov/erahelp/commons/#Commons/FFR/ffr intro.htm. If you prefer a PDF format
user guide, refer to the Federal Financial Report (FFR) Expenditure Data User Guide at
http://era.nih.gov/files/ffr user guide.pdf.
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13 Financial Conflict of Interest (FCOI) Module

The Electronic Research Administration (eRA) Commons is a Web-based system for applicants
and institutions to participate in the electronic grant administration process. Commons provides a
modular framework and infrastructure that allows National Institutes of Health (NIH) extramural
grantee organizations, Operating Divisions (OPDIVs), grantees, and the public to conduct grant-
related business with NIH.

The Financial Conflict of Interest User Guide will instruct a user on how to allow specific users to
manage the Financial Conflict of Interest (FCOI) reporting process for their particular
Institution. The Financial Conflict of Interest (FCOI) reporting process allows institutions to report
the existence of any identified financial conflicts of interest to the Agency as required by the
Federal regulation, specifically Title 42 Code of Federal Regulation Part 50 Subpart F for grants
and cooperative agreements. The institution’s Signing Official (SO) completes this reporting
process unless an FCOI role is delegated to another user (the SO can also assign the FCOI_ASST
and FCOI View roles to other users). To do this, the SO must log into the eRA Commons and
navigate to the FCOI sub-system.

Additional information on the reporting requirements can be found within the Frequently Asked
Questions on the Office of Extramural Research’s Financial Conflict of Interest website at
http://grants.nih.gov/grants/policy/coi/index.htm.

For more information on the FCOI module, refer to the FCOI topic of the Commons Online Help
System (http://era.nih.gov/erahelp/commons/) or the Financial Conflict of Interest (FCOI) External
User Guide (http://era.nih.gov/files/fcoi user guide.pdf).
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14 Reference Letters

If you are asked to submit a reference letter for someone, you must do so using eRA Commons.
Reference letters can be submitted any time after the Funding Opportunity Announcement (FOA)
is posted and no later than the deadline.

Although - as the Referee - you do not need a Commons role to submit a reference letter, the
candidate on whose behalf you are writing must have a Commons account and hold the PI role. If
your candidate does not hold this role, you will receive the following error when attempting to
submit the letter: Commons User ID of Applicant entered is invalid (ID:90274).

The candidate's Signing Official (SO) or Accounts Administrator (AO) at the institution will need
to assign the PI role to the candidate's Commons account.

In order for you to submit a reference letter, the candidate must supply you with the following:

o Applicant's P Commons User ID
o PI's last name as it appears on the Commons account
« Funding Opportunity Announcement (FOA) number

o FOA opening date and application submission deadline

Letters of reference must be no longer than 2 pages and in the PDF format.

NOTE: For Fellowship applications and Career Development programs a Letter of Reference
form is no longer required. A letter written on university letterhead or similar is acceptable.

To submit a reference letter, follow the steps below:

1. Use your internet browser to access the Welcome to the Commons at
https://public.era.nih.gov/commons/public/login.do
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2. Select the Submit Reference Letter link.
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Figure 216: Submit Reference Letter Link

The Submit Reference Letter form displays.
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Submit Reference Letter g

Notes and Tips:

* If you are submatting a reference for a fellowship application, please make sure that you afe using the Ealiy farence Form that has ratings, evaluation. and referes information. Wiite down and keep
the cenfirmation number you are assigned in case you need to resubmit the reference form. Previpusly submitted document will be ovenwritten if you resubmit

L your reference letier is not altached 1o your application, please check the FOA number. W this nurmber is incorrect, the letter must be resubrmated by the referee with the correct FOA number

* indicates required figld

e . e
Releree First Name:™

Referes Last Hame:™
Referee i Hamae:

Reterse Emaik”

Referes Institution Affiliation:™

Referee Depariment:”

Applicant information

P Commaons User 0™

P Last Mame:*
Fusnding Opportnity
Annocuncement Bumber:

Reference Leter
Confirmation @ (if re-
submitting]:

T emEm
Figure 217: Submit Reference Letter Screen

3. Fill out the fields on this page. Required fields are displayed with a red asterisk (*). If the
applicant is applying for a fellowship program, click on the Fellowship Reference Form
link at the top of the page for the reference form.

Remember that reference forms must be converted to PDF before being submitted via
Commons.

4. Select the Continue button.
The screen updates providing you a place for uploading your letter or form.

5. Attach the reference form or letter using the Browse button.
After attaching your PDF form or letter, select the Submit button.

Once a reference letter is submitted, you and the candidate will receive a confirmation via email
that the letter was received. The candidate will not be able to see the reference letter you've
submitted.

IMPORTANT: If you need to submit a corrected reference letter, access the Commons Submit
Reference Letter screen again, filling out the fields, this time entering the Reference Letter

Confirmation # with the previous submission's confirmation number. Continue, attach the new
letter, and submit again.

For more information, refer to our tutorial on Y ou Tube titled Submitting Reference Letters
Through eRA Commons.
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15 Understanding Grant Numbers

A grant number provides unique identification for the grant. The figure below shows an example
of a complete NIH grant number.

Sample Grant Number: 1 RO1 CA 123456-01A1

Application Type Activity Code | Institute/Center (IC) | Serial Mumber | Support Year | Extension

1 RO1 CA 123456 01 Al

The grant number is comprised of the following parts:
Application Type: Indicates the type of application (e.g., new, renewal, non-competing, etc.)

Activity Code: Represents the specific category of support (e.g., research projects, fellowships,
etc.)

Institute/Center Code: The code for the NIH Institute/Center (IC) associated with the grant

Serial Number: The unique number - assigned by the NIH Center for Scientific Research (CSR)-
identifying the specific application

Support Year: Indicates the current year of support (e.g., an 01 support year is a new grant)

Suffix Code: An optional code used for supplements, amendments, or fellowship institutional
allowances

For additional information, access the Grants & Funding website listing the types of grant
programs (Policy:http://grants.nih.gov/grants/funding/funding program.htm).

Understanding Grant Numbers 221 July 15,2015


http://grants.nih.gov/grants/funding/funding_program.htm
http://grants.nih.gov/grants/funding/funding_program.htm

eRA Commons User Guide

15 Link Commons Account to My NCBI

Grantees cannot upload publications using Commons and must manage their publications within
the National Center for Biotechnology (NCBI) using the My NCBI tool. My NCBI offers an
online portal — My Bibliography — for grantees to maintain and manage a list of all their authored
works.

To link you Commons account to My NCBI select the eRA Commons button on the NCBI log in
page (https://www.ncbi.nlm.nih.gov/account); enter your Commons credentials; and then follow
the My NCBI instructions for linking to an existing My NCBI account or creating a new account
(as applicable to your situation).

After linking these two accounts, you will be able to access My NCBI while logged in with your
Commons credentials.

2 NCBl  Resources ¥ HowTo ¥

) . My NCEI retains user information and database preferences 10 provide customized
Sign in to NCBI servicas for many NCEI databases.

YoulllD) iy ncEil overview
Sign in with

5 My NCEBI features include
* Google [ Login ( ¥ Commons '
« Save searches & automatic e-mall aleris

» Display format preferences
« Filter gptions

Sae more drd parly sign in oplions « My Bibliography & NIH public access policy compliance
« ScENcw: a researcher blosketch profile service
OR « Highlighting search terms

» Recent activity searches & records for 6 months

« LinkOut document delivery service & outside tool selections
Sign in directly te NCBI :

] NIH funded investigator?

Extramural NIH-funded investigators looking fior NIH Public Access Compliance tools
- can sign in with aither "eRA Commons”™ or "HIH Login®. Use your eRA Commons
Keep me signed in credantials on the subsequent sign in page. Once signed in, navigate to tha My

m Bibliography section

Documantation for using these features is located in the Managing Compliance to the

Forgot NCEI usemame or password? MIH Public Access Policy section of the NCEI Help Manual

Reqister for an MCE accownt
Information about the NIH Public Accass Pelicy is located at

hittp:#publicacoess nib gov
Account Troubleshooting FAQ
Expired email confirmation link message

Muitiple My NCEI accounts
Link eRA Commens, University, or other account o your NCEI acoount

Figure 218: eRA Commons Button on NCBI Log In Page

Additional about managing your publications and accessing My NCBI is found online on the eRA
and NCBI websites:

http://era.nih.gov/grantees/manage publications.cfim

http:/www .ncbi.nlm.nih.gov/books/NBK3842/#MyNCBI.Signing in to My NCBI

Understanding Grant Numbers 222 July 15,2015


https://www.ncbi.nlm.nih.gov/account
http://era.nih.gov/grantees/manage_publications.cfm
http://era.nih.gov/grantees/manage_publications.cfm
http://www.ncbi.nlm.nih.gov/books/NBK3842#MyNCBI.Signing_in_to_My_NCBI
http://www.ncbi.nlm.nih.gov/books/NBK3842#MyNCBI.Signing_in_to_My_NCBI
http://www.ncbi.nlm.nih.gov/books/NBK3842#MyNCBI.Signing_in_to_My_NCBI
http://www.ncbi.nlm.nih.gov/books/NBK3842#MyNCBI.Signing_in_to_My_NCBI
http://www.ncbi.nlm.nih.gov/books/NBK3842#MyNCBI.Signing_in_to_My_NCBI

	1 About eRA Commons
	1 Welcome to Commons!
	1.1   Logging into Commons
	1.1.1  Accessing Commons with a Commons User ID
	1.1.2  Accessing Commons with a Network ID (NIH or Agency)
	1.1.3  Session Expiration

	1.2   Switching Institutions
	1.3   Changing the Displayed Affiliated Institution
	1.4   Logging out of Commons

	1 Federated Institutions/Organizations Sign In
	1.5   Accessing Commons with Your Organization Credentials
	1.6   Why Can't I Link My Commons Account?

	1 Password Policy
	1.7   First-Time Login
	1.8   Password Requirements
	1.9   Reset Password
	1.10   Changing Your Password
	1.11   Reset Your Expired Password
	1.12   Resetting a Locked Account

	1 User Roles
	1.13   Account Administrator (AA)
	1.14   Administrative Official (AO)
	1.15   Assistant (ASST)
	1.16   Business Official (BO)
	1.17   Financial Conflict of Interest (FCOI)
	1.17.1  FCOI Assistant (FCOI_ASST) Role
	1.17.2  FCOI Read-Only (FCOI_View) Role

	1.18   Federal Financial Report (FSR Role)
	1.19   Internet Assisted Review (IAR)
	1.20   Program Director/Principal Investigator (PI)
	1.21   Signing Official (SO)
	1.22   Sponsor (SPONSOR)
	1.23   Trainee (TRAINEE)

	1 Modules
	2 Commons Demonstration Site
	2.1   Accessing Commons Demonstration Facility
	2.2   Creating a New Demo Account

	3 Registering Institutions and Organizations
	3.1   Institution Registration Request
	3.2   Institution Registration Confirmation

	4 Admin Module
	4.1   Accounts
	4.1.1  Advanced Search
	4.1.2  Create a New Commons Account for an Individual (e.g., PD/PI)

	4.2   Delegations
	4.2.1  Delegate on Behalf of Another User
	4.2.1.1  Delegating Progress Report Authority on Behalf of Another User
	4.2.1.2  Delegate Sponsor Authority on Behalf of Another User
	4.2.1.3  Revoke Authority on Behalf of Another User

	4.2.2  Institutional Delegation
	4.2.2.1  Delegating Institutional Submit Progress Report Authority
	4.2.2.2  Revoking Institutional Submit Progress Report Authority

	4.2.3  Direct Delegations
	4.2.3.1  Delegate Authority to Someone
	4.2.3.2  Search Delegations
	4.2.3.3  Edit Delegations
	4.2.3.4  Remove Delegations



	5 Institution Profile Module (IPF)
	5.1   Navigating the Institution Profile
	5.2   IPF Dashboard
	5.2.1  Main Sections
	5.2.2  Institution Profile Online Help Topics

	5.3   What's the Difference Between View and Edit?
	5.3.1  Viewing the Information in the Institution Profile
	5.3.2  Editing the Information in the Institution Profile

	5.4   Institution Basic Information
	5.4.1  Institution Name
	5.4.1.1  Viewing Institution Name
	5.4.1.2  Editing Institution Name

	5.4.2  Institution Contact Information
	5.4.2.1  Viewing Institution Contact Information
	5.4.2.2  Editing Institution Contact Information

	5.4.3  About the Institution
	5.4.3.1  Viewing About the Institution Information
	5.4.3.2  Editing About the Institution Information

	5.4.4  Indirect Cost Negotiations
	5.4.4.1  Viewing Indirect Cost Negotiations
	5.4.4.2  Editing Indirect Cost Negotiations

	5.4.5  Signing Officials and TTO Administrators
	5.4.6  Institution Address
	5.4.6.1  Viewing Institution Address
	5.4.6.2  Editing Institution Address

	5.4.7  Extramural Technology Transfer Administration
	5.4.7.1  Viewing Extramural Technology Transfer Administration
	5.4.7.2  Editing Extramural Technology Transfer Administration


	5.5   Institutional Assurances and Certifications
	5.5.0.1  Editing the Assurances and Certifications


	6 Personal Profile Module
	7 Status Module
	7.1   Status Screen for Signing Officials (SO Role)
	7.1.1  General Search
	7.1.2  Just in Time
	7.1.3  Pending Progress Report
	7.1.4  Recently Awarded
	7.1.5  Recent/Pending eSubmissions
	7.1.6  Closeout
	7.1.7  Change of Institution
	7.1.8  Pending Inclusion Action

	7.2   Status Result - General Search
	7.3   Status for Program Directors/Principal Investigators (PI Role)
	7.3.1  Viewing Recent/Pending eSubmissions
	7.3.2  Viewing the List of Applications/Grants
	7.3.3  Searching by Grants.gov Tracking Number

	7.4   Status Information
	7.4.1  Additions for Review
	7.4.2  Adminstrative Supplements
	7.4.3  Institute/Center PRAM Requests
	7.4.4  Relinquishing Statements
	7.4.5  Closeout FRAM Requests

	7.5   Viewing Summary Statements from Status Information
	7.6   Viewing the Notice of Award (NOA)
	7.7   Closeout Status
	7.7.1  Federal Financial Report (FFR) Module
	7.7.2  Submitting Your Final Invention Statement (FIS)
	7.7.2.1  Reporting Inventions on Your FIS
	7.7.2.2  Claiming No Inventions on Your FIS
	7.7.2.3  Updating Your Saved FIS
	7.7.2.4  Submitting Your FIS

	7.7.3  Submitting Your Final Progress Report
	7.7.3.1  Final Progress Report Additional Materials (FRAM)
	Uploading Final Report Additional Materials
	Submitting FRAM



	7.8   Just in Time (JIT)
	7.8.1  Uploading & Saving JIT Information
	7.8.2  Submitting JIT Information To Agency
	7.8.3  Viewing the Just In Time Report

	7.9   No-Cost Extension (NCE)
	7.10   Change of Institution
	7.11   Rejecting the eApplication

	8 Research Performance Progress Report (RPPR) Module
	9 Internet Assisted Review (IAR)
	10 xTrain
	11 Administrative Supplement Request
	11 Change of Institution Overview
	11.1   Features
	11.2   Users
	11.3   Business Rules
	11.3.1  Eligible Grants
	11.3.2  Access to Relinquishing Statements
	11.3.3  Relinquishing Statement Reviewers
	11.3.4  Relinquishing Statement Routing Order
	11.3.5  Validation
	11.3.6  Other Rules

	11.4   Relinquishing SO Responsibilities
	11.4.1  Start or Edit a Relinquishing Statement
	11.4.2  Search for Institution
	11.4.3  Delete a Relinquishing Statement
	11.4.4  Route to PD/PI
	11.4.5  Submit a Relinquishing Statement

	11.5   Program Director/Principle Investigator Responsibilities
	11.5.1  Edit Relinquishing Statement
	11.5.2  Route Relinquishing Statement to SO
	11.5.3  Signing Official Search/View Relinquishing Statement
	11.5.3.1  Search for a Grant to Relinquish or to View RS
	11.5.3.2  Search for Relinquishing Statements Submitted by Former Institution

	11.5.4  PD/PI Search/View Relinquishing Statement

	11.6   eMail Notifications
	11.6.1  eMail to the New Institution Contact eMail Provided on the RS Electronic Form
	11.6.2  Confirmation eMail to PD/PI & SO from Former Institution Acknowledging NIH Receipt of RS
	11.6.3  The Relinquishing Statement Routed eMail Notification
	11.6.4  The Relinquishing Statement Returned eMail Notification
	11.6.5  The Relinquishing Statement Acknowledged by NIH eMail Notification
	11.6.6  eMail Acknowledging RS Now Visible to New Institution After IPF is Entered by NIH Internal User
	11.6.7  Change of Institution Time Based Reminders
	11.6.7.1  Change of Institution Application Reminder Notice (30 Days after RS Submit Date)
	11.6.7.2  RS Reminder Notice (30 Days after Change of Institution Application Submit Date)


	11.7   Error Messages

	12 Federal Financial Report (FFR) Module
	13 Financial Conflict of Interest (FCOI) Module
	14 Reference Letters
	15 Understanding Grant Numbers
	15 Link Commons Account to My NCBI

