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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 Service 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 ASSIST

The Application Submission System & Interface for Submission Tracking (ASSIST) is a web-
based system used to prepare applications using the SF424 Research & Related form set and to
submit electronically through Grants.gov to NIH and other participating agencies.

ASSIST allows participants to do the following:

o Leverage current eRA Commons credentials to access ASSIST

« Delegate application preparation responsibilities to multiple users within and outside the

applicant organization while maintaining appropriate access control and security
« Populate data from established eRA Commons profiles
o Run validations on federal-wide and agency business rules prior to submission
o Generate Table of Contents, headers, footers, page numbers, etc. automatically
 Print/Preview applications prior to submission in the format used by the agency
« Present to reviewers clear, color PDF images rather than scanned versions of the application

o Avoid the hassle of preparing and shipping multiple paper copies

ASSIST can support both single-project and multi-project (also known as multi-component or
complex) applications with features presented differently depending on the type of application, as
determined by the entered Funding Opportunity Announcement (FOA).

1.1 Application Format
All electronic single-project applications prepared in ASSIST will include:

o All required forms necessary for the application package

« All optional forms available for the application package

All electronic multi-project applications prepared in ASSIST will include:

o A single Overall Component: The Overall component describes the entire application and
how each of the additional components fit together.

e Other Components: Some number of other component types (e.g., Admin Core, Project,
Core) with predefined data collection requirements set by the agency when posting the
opportunity in Grants.gov

o Summaries: Information compiled from the data provided in the individual components (e.g.,
component and categorical roll-ups of budget data).

Refer to the help topic titled Search for an Application for information on searching for
applications.
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Refer to the help topic titled Initiate an Application for information on initiating an application.
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1 Latest Updates (April 15, 2016)

o Updated to Forms-D — incorporated changes to PHS Forms included in Forms-D
application packages (for due dates on or after May 25, 2016). See High-level list of

FORMS-D form changes for a synopsis. The following topics have been updated:

o PHS 398 Cover Page Supplement
o PHS 398 Research Plan
o PHS 398 Career Development Award Supplemental Form

o PHS 398 Research Training Program Plan

o PHS 398 Training Budget

o PHS 398 Training Subaward Budget Attachment(s) Form
o PHS 398 Modular Budget

o PHS Fellowship Supplemental

« Introduced the PHS Inclusion Enrollment form (the new form that combines Planned
Enrollment Report and Cumulative Inclusion Enrollment into a single form).
o See topic PHS Inclusion Enrollment

o Introduced the Assignment Request form, used for capturing assignment requests
o See topic PHS Assignment Request
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2 Using ASSIST

To navigate through the application in ASSIST, select any of the buttons in the Actions section,
the links in the Component Type section of the left-side navigation area (for multi-project
applications only), or other links located on the ASSIST pages.

2.1 Actions

The Actions section of the left-side navigation provides buttons for accessing the features available
for the application (or multi-project component) currently displayed on the page. Some of these
buttons remain on the screen at all times. Other buttons are removed or added to this area
depending on what is being viewed at the time. For example, for multi-project applications, the
available buttons featured in Actions when the Application Information page is displayed differ
from those featured when the Core Information page is displayed, because the actions taken
against an entire application differ from those taken against an individual component (e.g., Update
Submission Status vs. Update Component Status). The available Actions buttons also may
change depending on the status of an application or component.
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2.2 Component Type

The Component Type section of the left-side navigation appears only for multi-project
applications and lists the different component types included in the application. Components of the
same type are grouped together and displayed under that specific component type heading (e.g., if
three different Project components were initiated, all three are listed under the Project heading). To
view all the components of a certain component type, click the component type heading, which is
displayed next to a plus sign (+). To hide the components, select the component type heading
when the minus sign (-) is displayed.

The components are listed with numeric identifiers, not the actual component title names; however
optional component short names (when added to a component) display beneath the numeric
identifier and can aid in keeping track of the different components.

Component Tyvpe

er Sample Hame)

T05-Core

2.3 Breadcrumbs

The breadcrumb links at the top of the ASSIST page may be used to navigate back and forth
through pages already visited. The breadcrumbs display a trail indicating how the current page was
accessed. To view any of the prior pages, select the page name link within the breadcrumbs.

Home * Search for Applications » Application Search Results » Application Information * Component Information

2.4 Component Form Tabs

A component is a named, agency-defined collection of data elements that may be repeated within
an application. When the Component Information is accessed for an Overall or individual
component, the included forms for that component are listed across the page in tabs. Each tab
displays the name of the particular form it represents. To navigate among the forms, select the form
tab.
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Summary

RER Cover || Cover Page Other Sites Srfkey Research | Cumulative|| Planned
Supplement| Project Person Plan Inclusion | Enrollment
Infoermation Profile Report Report

NOTE: The image above is a sample of component form tabs and does not reflect the forms
available for every application.

2.5 Navigational Links

Across the top of every ASSIST page, next to the Logout link, are the links for accessing the
ASSIST Home page (Home), for contacting system support (Contact Us), and for accessing
eRA Service Desk support information (Help Desk). Select the appropriate link to access this
information.

§- U.5. Department of Health & Human Services <) Home ) ContactUs [ Help Desl{ J Logout

/ Application Submission System & Interface

[ %= for Submission Tracking (ASSIST)

2.6 Online Help

Various sources of help exist for the ASSIST. The Welcome page Resources section contains
links for the Application Guide and the ASSIST User Guide. In addition, the Need Help? icon
launches the ASSIST online help feature in a separate browser window.

Welcome to the Application Submission System
& Interface for Submission Tracking (ASSIST)

| INTIATE APPLICATION

& MIH Guide for Grants & Contracts

Grants.gov's Find Grant Opportunities

(O] SEARCH FOR APPLICATION

Search Applications
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The online help feature is also available for specific topics by selecting the ? icon from the various
pages in ASSIST. Selecting the icon from a specific page (rather than from the Welcome page)
opens the online help for that specific topic.

Application Information @ ———

& Application Information

464

t Title Crime & Punishment and the Effects on Mental
Health

No matter how online help is accessed, all topics covered in the online help are accessible via the
Contents list on the left side of the online help window.

4ApY. W Electronic Research Administration
A program of tha National Institutes of Health

You are here: Using ASSIST

If you are having trouble viewing any of the information contasned i this help topic, it can also be found in the Agplication Submission
System & Interface for Submission Tracking (ASSIST) User Guide located online at htto //era nih.gov/iles/ASSIST user guide odf. Refer to
the User Guides Table of Contents for your specific topic.

Using ASSIST

To navigate through the application in ASSIST, select any of the buttons n the Actions section, the links in the
Select Component Type section of the left-side navigation area, or other inks located on the ASSIST pages.

Many help topics include figures or additional steps for those who need it. This information is
hidden by default with togglers. Click the arrow icons or orange text when available to expand
specific hidden text or figures; click again to hide it.

To add access for a new user;

1. @ Select Manage Access from the Actions panel on the left side of the page
.'L-I:--:..--a \
( MARAGE ALCELE ) .
VIEW STATUS HISTORY Samples of expanded and collapsed help details.
ADD OVERALL COMPORIHT
LPDATE SUBMISSION STATLE ‘/
Gl The User Access Summary page displays.
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The Expand All/Collapse All button located above the breadcrumbs at the top of each help screen
expands (or collapses) all hidden text and images within the current topic.

(EDr (2

You are here: Manage Access > Add Access for a New User

2.7 Logging into the Application
2.71 Logging In

ASSIST uses the same user authorization service as eRA Commons. All ASSIST users must use
their existing eRA Commons IDs or work through their organization to obtain them. Anyone with
a Commons ID can access ASSIST and initiate an application.

» There are two options for accessing ASSIST.
1. From eRA Commons, select the ASSIST link on the menu bar. (click to view)

i) A Commons
A program of the National Institutes of Health

Home Admin Institution Profile Personal Profile Status RPPR xTrain xTRACT Admin Supp eRA Partners | ASSIST
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2. Log in directly using the URL; https://public.era.nih.gov/assist/. (click to view logon)

.J:ci U.5. Department of Health & Human Services

Application Submission System & Interface
for Submission Tracking (ASSIST)

Sponsored by the Nafional Instifufes of Health

Login

User Name

Paszword

Login__|j FESRECT

Forgot Password/Unlock Account?

a. In the Username field, type a valid eRA Commons username and press Tab to
move to the Password field.

b. Type the eRA Commons password and click the Login button.

NOTE: If this is the first time using your eRA Commons username and password, log into
eRA Commons first before attempting to access ASSIST. You can use the provided temporary
password to log into eRA Commons for the first time. Once logged in, you will be prompted to
change your password.

The system displays the Home page with your login information displayed in the upper right
corner of the page.

eRA Commons allows up to six unsuccessful attempts to log in. After the 6th attempt the account
is locked. You will then be prompted to change your eRA Commons password to gain access to
ASSIST.

2.7.2 Logging Out
Select Logout at the upper right hand corner of the page to end your session.
2.7.3 Changing Your Password

You can change your password for many reasons including if you've forgotten it, if your password
has expired, if your account has been locked, etc. When changing your password, remember that
all passwords must follow the NIH eRA Password Policy.
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2.7.3.1 Forgot Password/Unlock Account

If you have forgotten your password or if your account has been locked, you can submit a request
to reset your password. Submitting this request generates a new, temporary password, which is
sent to the email address contained in your Commons personal profile. To reset your password:

1. From the ASSIST login page, select the Forgot Password/Unlock Account link.

The Reset Password screen displays.

2. Enter your User ID (this is the same as your User Name) and Email address into the
displayed fields. Both fields are required.

3. Select the Submit button.

Reset Password @

" Indicates required field
UseriD: WShakespeare
maik: * TheBard@email.com

Cancel

[ Contact Us | Privacy Nolics | Accessibity | Diclaimer |

#

& 2013 NIHL All Rights Resered
Soeen Rendered: 032002013 09:00:21 EDT

L

| -
Seren b AMSO01 0@ 1049 GRANTS.GOWV

Verian: 1.05.00 FIND. AFPLY. BUCCEED

The system returns to the ASSIST login page. Check the email account associated with your
profile for the new, temporary password. Once received, log into ASSIST again.

4. Use your existing User Name and the temporary password sent to you to log into ASSIST
again.
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5. At the prompt, enter a new password of your choosing for your account. Continue to use
this password until it expires.

2.7.3.2 Expired eRA Password

If your eRA Commons password has expired you will be prompted to change their eERA
Commons password when attempting to access the ASSIST system. Once the password is
changed you will be able to access ASSIST.

Access the following link for more information regarding changing your password
http://era.nih.gov/commons/faq commons.cfm#I113

2.8 Manage Access

Application access is controlled by assigning appropriate access levels or privileges to system
users. An access level is a group of privileges. Privileges control the extent to which each person
working on an application can view and/or edit application data.

Users from the applicant organization that log in to ASSIST using an eRA Commons ID with an
SO role automatically have the Access Maintainer privilege needed to manage privileges for other
users. Users with the SO role can also assign the Access Maintainer privilege to other users within
their institution.

Application access can be controlled across three variables:

1. Editvs. View

2. Entire application vs. specific component within an application (for multi-project
applications)

3. Budget data vs. Non-Budget data

It is not necessary for all users who access an application to be affiliated with the applicant
organization, although certain functions are only available to affiliated users. For example, only
users affiliated with the applicant organization hold the Access Maintainer privilege for an
application.

2.8.1 Privileges Automatically Available in ASSIST Based on
eRA Commons Role

Some privileges are automatically available based on the organization and roles associated with the
eRA Commons ID used to access ASSIST. Since these privileges cannot be individually granted
or revoked with ASSIST, the Manage Access interface does not display all users that hold these
automatic privileges.

Signing Official (SO) at the lead application organization:
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« Initiate application

o Assign, modify, or revoke application access for other users

« Delegate ability to assign, modify, or revoke application access for other users
« Edit entire application

« Submit application (must be SO at lead applicant organization AND have valid Grants.gov
Authorized Organization Representative credentials)

o Update the component status from WIP to Final (without setting it to Complete)

Administrative Official (AO) at the lead applicant organization:

« Initiate application
« Edit entire application

o Update the component status from WIP to Final (without setting it to Complete)

Principal Investigator (PI) identified on an application:

« Edit entire application

IMPORTANT: In the case of multi-project applications, once the DUNS number is entered on
the SF424 R&R for a component, then similar automatic privileges apply for that specific
component. You cannot revoke the automatic access given to the SOsof the component through
Manage Access. However, when the component is in any status other than Work In Progress,
the component can only be edited by individuals that are granted edit access to the entire
application (the automatic access provided at the component level alone is insufficient). This
provides the applicant organization with the ability to limit editing as they are pulling together the
application. Access can be restricted to the component lead through Manage Access at any time
and when the component is in any status.

|See Also

o Add Access for a New User
Modify User Access for an Application

Revoke Access to an Application

Manage Access History

o User Access History

2.8.2 Add Access for a New User

ASSIST users with the appropriate authority can add access rights to new users. Access can be
assigned for editing the application or for only viewing it. In addition, users can be restricted from
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(or allowed to) edit budget information on an application. Users can also be granted authority to
maintain access to other users. The Access Maintainer needs to know the eRA Commons ID of a
user in order to grant them access to the application.

To add access for a new user for single-project or multi-project applications, follow the appropriate
steps as listed below.

2.8.2.1 Access for Multi-Project Applications

1. Select Manage Access from the Actions panel on the left side of the page.

Actions

C MANAGE ACCESS )

ADD NEW COMPOMNENT

DISPLAY COMPOMNENT STATUS
CHAMGE COMPOMENT ORDER
PREVIEW APPLICATION
VALIDATE APPLICATION
VIEW STATUS HISTORY

UPDATE SUBMISSION STATUS
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User Access Summary 0

Tips:

Project

Lzer Primary Organization Role

Hon
Component I0: Tithe Budget Budget

Al

Access
Maint

Status
Maint

2. The User Access Summary page displays.

3. Select the Add User button at the bottom of the page.

The Add New User page displays.

4. Enter the eRA Commons ID into the Username field of the User Information portion of

the page.

5. Select the Submit button.

The matching User and Primary Organization information populate on the page.
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Add New User @
USER INFORMATION
JHIVERSITY
Project Han- Access Status
Role Component I0: Title EBudget Budget All Maintainer Maintaimer
E - -l - r
- - - r_
- H - ! - r
- - - l_
T

6. Select the appropriate access for the Overall Component and/or additional components or the
Entire Application. Access is assigned by selecting one of the options - None, Edit, or View
- from the Budget, Non-Budget, and All drop-down lists for the Overall Component,
specific component, or Entire Application. If you are assigning different access levels for
Budget and Non-Budget information, use the individual drop-down lists for Budget and
Non-Budget; however, when you are assigning the same access level for both Budget and
Non-Budget data, you should use the All selection.

7. Optional: Select the checkbox for Access Maintainer if the user is being granted authority
to provide and control access to other users. The following rules govern the Access

Maintainer privileges:

e Only an SO/AOR with the Applicant Lead Organization can grant or revoke the

Entire Application Access Maintainer access level. This can only be granted to a PI or
ASST associated with the institution of the SO/AOR.
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o Any user holding the Entire Application Access Maintainer access level has the ability
to grant Entire Application Access levels — other than the Entire Application Access
Maintainer level — to any AA, AO, ASST, PI, or SO.

e Only an SO/AOR with the Component Lead Organization can grant or revoke the
Component Access Maintainer level. This can only be granted to a PI or ASST
associated with the institution of the SO/AOR.

o Any user holding the Component Access Maintainer access level has the ability to
grant any Component Access levels — other than Component Access Maintainer — to
any AA, AO, AST, PI, or SO.

8. Optional: Select the checkbox for Entire Application Status Maintainer if the user is being

granted authority to update the status for the entire application.
e Only an SO or AO from the Applicant Lead Organization can grant or revoke the

Status Maintainer access level.

o By default, the Initiator of the application is given access to this level.

« Status Maintainer level includes the ability to update the status of an individual
component (Complete, Final, Abandoned, WIP) as well as the status of the entire
application (All Components Final, Abandoned, Ready for Submission).

o The Status Maintainer privilege for an entire application cannot be granted to an
individual who does not hold the entire application Edit privilege as well (i.e., All
column, option Edit). The checkbox for the Status Maintainer privilege is disabled
until the Edit privilege is added for that individual.

9. Select the Save button to save the changes.

After saving the changes, the User Access Summary page displays. The added user and
corresponding access information are included in the displayed table.

ASSIST automatically sends an email notification to the user assigned the access. The email
notification informs the user of the access levels given, to which application or components of that
application the access applies, and the user who granted the access.
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2.8.2.2 Access for Single-Project Applications

1. Select Manage Access from the Actions panel on the left side of the page.

Aections 0

C MANAGE ACCESS )

ADD OPTIOMAL FORM

PREVIEW APPLICATION
YALIDATE APPLICATION
YIEW STATUS HISTORY

UPDATE SUBMISSION STATUS

The User Access Summary page displays.

» AcCess Summary

User Access Summary @

Ti ps:

View Access History

~ Project Haon- Access Status
User Primary Organization Hole Budget Budget All Maint Mainit

ALSTEN ERSITY OF PEMEERLE Ed ;

EBEMMET R Ed

MEDARCY M Ed

2. Select the Add User button at the bottom of the page.

3. On the displayed Add New User page, enter the eRA Commons ID into the Username field
of the User Information portion of the page.

4. Select the Submit button.
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The matching User and Primary Organization information populate on the page.

Add Hew Lser

Add New User @

USER INFORMATION

BIMGLEY, CHARLES
LHIVERSITY OF PEMBERLEY
Access Status
Project Role Budget Han-Budget ARl Moy b s Maintabner
- F - Hone - W I

5. Select the appropriate access for the application. Access is assigned by selecting one of the
options - None, Edit, or View - from the Budget, Non-Budget, and All drop-down lists. If
you are assigning different access levels for Budget and Non-Budget information, use the
individual drop-down lists for Budget and Non-Budget; however, when you are assigning
the same access level for both Budget and Non-Budget data, you should use the All
selection.

6. Optional: Select the checkbox for Access Maintainer to grant the authority to provide and
control access to other users. The following rules govern the Access Maintainer privileges:
e Only an SO/AOR with the Applicant Lead Organization can grant or revoke the

Access Maintainer access level. This can only be granted to a PI or ASST associated
with the institution of the SO/AOR.

o Any user holding the Access Maintainer access level has the ability to grant access
levels — other than the Access Maintainer level — to any AA, AO, ASST, PI, or SO.
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7. Optional: Select the checkbox for Status Maintainer if the user is being granted authority to
update the status for the entire application.
e Only an SO or AO from the Applicant Lead Organization can grant or revoke the

Status Maintainer access level.

o By default, the Initiator of the application is given access to this level.

o The Status Maintainer privilege for an application cannot be granted to an individual
who does not hold the entire application Edit privilege as well (i.e., All column, option
Edit). The checkbox for the Status Maintainer privilege is disabled until the Edit
privilege is added for that individual.

8. Select the Save button to save the changes.

After saving the changes, the User Access Summary page displays. The added user and
corresponding access information are included in the displayed table.

2.8.3 Modify User Access for an Application

ASSIST users with the appropriate authority may view and modify the access of other users.
Access can be assigned for editing the application or for only viewing it. In addition, users can be
restricted from (or allowed to) edit budget information on an application. Users can also be granted
authority to maintain access to other users.

To view and modify access for an existing user for single-project or multi-project applications,
follow the appropriate steps as listed below.
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2.8.3.1 Modify Privileges for Multi-Project Applications

1. Select the Manage Access button from the Actions panel on the left side of the page.

Actions

C MAMNAGE ACCESS )

ADD NEW COMPOMNENT

DISPLAY COMPOMENT STATUS

CHANMGE COMPOMENT ORDER

PREVIEW APPLICATION

YALIDATE APPLICATION

VIEW STATUS HISTORY

UPDATE SUBMISSION STATUS

The User Access Summary page displays.
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¥ & 1 Saf et ¥ an FAATISS ¥ ASSEE Surmmary

User Access Summary @

Tips:
+ ASEIST alle
» The 5t
+ FPreviewing alarge apy

Wiew Access History

1 - & of & records, Page 1 of 1

- _ Project_ ) . Hon- _ Access  Stabus _
User = Primary Organization = FRole = Component ID: Title = Budget Budget Al ~  Maint ~ Maint
Fl_AUSTEM NVERSIT PO/ P Owerall Component Hone Hone Edit ¥ ¥
= PO/ Entire Application Hone Hone Edit | H
Bl AUSTEN NIVERSITY Project 94%-Core: Pride & Edit Edit Edit
Lead Prejudice and the
Human Psyche
Fl CRANE UNIVERSITY Project 6&62-Core: Red Badge Hone Edit Hone H H
Lead af Courage and other
5kin Disorders
Bl POE HVERSITY Project T05-Core: The Tell-Tale View Edit Hone
Lead Heart Disease
Project 299-Core: A Study in Wiew Edit Hone H H

Lead Scarlet Fever

2. The User column displays names as hyperlinks. Select the name of the user whose access is
being modified.

The User Access Detail page displays.
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User Access Detail @

User Information

ACCEEE NEED

Project Hon ACCEES Status
Rale Componant I0: Title Budget Budget all Mabnitainer  Maintaifer

=1 EL| Bl ET

3. Make the appropriate changes by selecting the access for the Overall application, entire
application, and/or additional components. Access is assigned by selecting one of the options
- None, Edit, or View - from the Budget, Non-Budget, and All drop-down lists for the
Overall Application or specific component.

4. Optional: Select the checkbox for Access Maintainer if you are granting authority to
provide and control access to other users. The following rules govern the Access Maintainer
privileges:

e Only an SO/AOR associated with the Applicant Lead Organization can grant or
revoke the Entire Application Access Maintainer access level. This can only be
granted to a PI or ASST associated with the institution of the SO/AOR.
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o Any user holding the Entire Application Access Maintainer access level has the ability
to grant Entire Application Access levels — other than the Entire Application Access
Maintainer level — to any AA, AO, ASST, PI, or SO.

e Only an SO/AOR associated with the Component Lead Organization can grant or
revoke the Component Access Maintainer level. This can only be granted to a PI or
ASST associated with the institution of the SO/AOR.

o Any user holding the Component Access Maintainer access level has the ability to
grant any Component Access levels — other than Component Access Maintainer — to
any AA, AO, AST, PI, or SO.

5. Optional: Select the checkbox for Entire Application Status Maintainer if the user is being

granted authority to update the status for the entire application.
e Only an SO or AO from the Lead Applicant Organization can grant or revoke Status

Maintainer access level.

o By default, the Initiator of the application is given access to this level.

« Status Maintainer level includes the ability to update the status of an individual
component (Complete, Final, Abandoned, WIP) as well as the status of the entire
application (All Components Final, Abandoned, Ready for Submission).

6. Select the Save button to save the changes.

ASSIST automatically sends an email notification to the user whose access has been modified. The
email notification informs the user of the changes made to the access levels, to which application or
components of that application the access applies, and the user who changed the access.

NOTE: Select the View User Access History link on the User Access Detail page to view details
about the access levels granted and revoked for this specific user. Refer to the help topic titled User

Access History for more information.

Refer to the help topic titled Revoke Access to an Application for information on revoking a user's
access to the application and components.
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2.8.3.2 Modify Privileges for Single-Project Applications

1. Select the Manage Access button from the Actions panel on the left side of the page.

Aections 0

C MAMNAGE ACCESS )

ADD OPTIOMAL FORM

PREVIEW APPLICATION

YALIDATE APPLICATION

YIEW STATUS HISTORY

UPDATE SUBMISSION STATUS

The User Access Summary page displays.

» AcCess Summary
User Access Summary @
Tips:

View Access History

~ Project Han- Access Status
User Primary Organization Hole Budget Budget All Maint Mainit
ALSTEN UHIVERSITY OF PEMEERLEY Hone Hgn Edit | H
EBEMMET RS F E PDVF M Haone Edit
MEDMELCY F _— Hone Edit
Add User

2. The User column displays names as hyperlinks. Select the name of the user whose access is

being modified.

The User Access Detail page displays.
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User Detail
User Access Detail ¥
User Information
View User Access History
EBEMMET
UNIVERSITY OF PEMEERLEY
Access Status
Project Role Budget Hon-Budget all Maintainer Maintainer
m Revoke All Accesses

3. Make the appropriate changes by selecting one of the options - None, Edit, or View - from
the Budget, Non-Budget, and All drop-down lists.

4. Optional: Select the checkbox for Access Maintainer if you are granting authority to
provide and to control access to other users. The following rules govern the Access
Maintainer privileges:

o Only an SO/AOR associated with the Applicant Lead Organization can grant or
revoke the Access Maintainer access level. This can only be granted to a PI or ASST
associated with the institution of the SO/AOR.

o Any user holding the Access Maintainer access level has the ability to grant
Application Access levels — other than the Access Maintainer level — to any AA, AO,
ASST, PI, or SO.

5. Optional: Select the checkbox for Status Maintainer if the user is being granted authority to

update the status for the entire application.
e Only an SO or AO from the Lead Applicant Organization can grant or revoke Status

Maintainer access level.

« By default, the Initiator of the application is given access to this level.
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o The Status Maintainer privilege for an application cannot be granted to an individual
who does not hold the entire application Edit privilege as well (i.e., All column, option
Edit). The checkbox for the Status Maintainer privilege is disabled until the Edit
privilege is added for that individual.

6. Select the Save button to save the changes.

2.8.4 Revoke Access to an Application

ASSIST users with the appropriate authority may view and modify the access of other users,
including revoking access to components or the entire application.

NOTE: There are sample figures in this topic for both single-project and multi-project
applications. When referencing a figure, please verify it is the appropriate image for your type of
application.

To revoke access for an existing user:

1. Select the Manage Access button from the Actions panel on the left side of the page.

Actions

C MAMNAGE ACCESS )

ADD NEW COMPOMNENT

DISPLAY COMPONENT STATUS

CHANGE COMPOMNENT ORDER

PREVIEW APPLICATION

VALIDATE APPLICATION

VIEW STATUS HISTORY

UPDATE SUBMISSION STATUS

The User Access Summary page displays.
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Tips:

b mrinn Saf
13 APaiss A Skl

User Access Summary @

TR T
R T

» Aeewns Surmmary

+ ASSIST allows one application preview request to be active at a time.
+ The Status shown does not automatically update - use the Refresh Status button to get current status.
+ Previewing a large application image can take several minutes. You may want to view

the last one available.

Wiew Access History

Click on the User name to add access to other components for the user,

1 - & of & records, Page 1of 1

- _ Project_ - _ Hon- _ Access  Stabus _
User Primary Organization = Role Component ID: Title ~ Budget ™ Budget™ AN~ Maint = Maint
Fl AUSTEM LUNNERSITY PO/ P Owerall Component Hone Hane Edit h h
Pl AUSTE! UNIVERSITY PD/P1 Entire Application Hone Hone Edit Y H
Pl AUSTEN UNINERSITY Project 94%-Core: Pride & Edit Edit Edit H H
Lead Prejudice and the
Human Psyche
Fl CRAN UNIVERSITY Project 662-Core: Red Badge Hone Ediit Hone H H
Lead of Courage and other
5kin Disorders
P POE UNIVERSITY Project T05-Core: The Tell-Tale View Edit Hone H H
Lead Heart [isease
Fi WLE UNIVERSITY Project 299-Core: A Study in View Edit Hona H H
Lead Scarlat Fever
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User Access Summary @

Tips:

» ACCess SUmMAry

Wiew Access History

- Project
User Primary Drganization Fole
AUSTEN LIHIVERSITY OF PEMEERLEY N
EBENNET 1 5 OF Pl
MEDARCY 1 F P
D€
Add User

Budget

one

Hone

Hon-

Budget

ords, Page 1 of 1
Status
Maint

H

Acoesg

All Maint

m om

2. The User column displays names as hyperlinks. Select the name of the user whose access is

being revoked.

The User Access Detail page displays.
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User Access Detail @

User Information

Yiew User Access History

User: Fi_ALUSTEN

Frimary Organiration UNNVERSITY

To assign different access levels to Budget and Hon-Budget data (e.g. View Budget and Edit Hon-Budget), the
Eudget and Non-budget selections should be used. To assign the user the same access level for both Budget
and Hon-budget data, the All selact should be used. The uster will be given the highest level of access assigned
in the selections made.

Project Hon- Access Status
Rale Componant I Title Budget Budget All Mabntainer Maintainer

Entire Application Hooe | | Hooe || Ecih -

PO/ Owerall Component Hone * Hone = Edit -

Project 54%-Core: Pride & Prejudice and E it w|  Edit - Edit - =

Lead the Human Psyche
&62-Core: Red Badge of Courage Hooe o+ View v  Hone =
and other Skin Disorders
T05-Core: The Tell-Tale Heart Hons v | View v | Hone - r
Disease
295-Core: A Study in Scarlat Hons T w | Hone - r
Fever
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User Detail
User Access Detail ¥
User Information
View User Access History
EBEMMET
UNIVERSITY OF PEMEERLEY
Access Status
Project Role Budget Hon-Budget all Maintainer Maintainer
m Revoke All Accesses | Cancel |

3. Revoke access in one of the following manners:

To revoke specific access: Update the Budget, Non-Budget, and/or All access by selecting
None from the corresponding drop-down list and click the Save button to save the changes.

-OR-

To revoke access maintainer: Unselect the checkbox for Access Maintainer to remove this
ability from a user and click the Save button to save the changes.

-OR-

To revoke status maintainer: Unselect the checkbox for Status Maintainer to remove this
ability from a user. Click the Save button to save the changes.

-OR-

To revoke all set access levels: Select the Revoke All Accesses button. At the confirmation
message Are you sure you want to revoke access to the application from this user? select the
Continue button.
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The Status Maintainer privilege for an entire application cannot be granted to an individual
who does not hold the entire application Edit privilege as well (i.e., All column, option
Edit). For this reason, revoking an individual's Edit privilege for the entire application also
removes that individual's Status Maintainer privilege (where applicable).

Users whose access has been revoked receive email notifications informing of the changes. The
email includes the application, the person who revoked the access, and the access level revoked.

IMPORTANT: Some access levels cannot be revoked. The institution-based privileges
automatically granted to SOs and AOs cannot be revoked. The PD/PIs for the application must
have at least Entire Application Viewer access level, and the Project Lead must have at least the
Component (All) Viewer access level.

2.8.5 Manage Access History

ASSIST users with the appropriate privileges may view the access history of the entire application
(including Overall and additional components for multi-project applications). Refer to the steps
below for single-project or multi-project applications as appropriate.

2.8.5.1 Manage Access History for Multi-Project Applications

The access history provides details about the access granted or revoked for an application and its
components. This detail includes such information as the username and organization, the action
taken against the account, the access level granted, the component to which access was granted,
username of the person who granted the access, and the date on which the action occurred. This
information displays for each user/component combination.

To view the application and component access history for all users:

1. Select the Return to Application Info button on the Actions panel to return to the
Application Information page.

2. From the Application Information page, select the Manage Access button from the Action
panel.

The User Access Summary displays details of all users holding access to the application
components.
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User Access Summary ¢

Project Hon

Lzer Primary Organization Role Component I0: Tithe

Budget Budget

Al

Access
Maint

Status
Maint

3. Select View Access History link.

4. The Manage Access History displays. This page provides a summary of the access granted
and/or revoked to all users for the application. The information on this page includes:

o User

e Primary Organization

« Action taken (e.g., access granted or access revoked)
e Access Level

o Component ID: Title

o Update User

o Date of Event

Using ASSIST 32

April 15th, 2016



ASSIST User Guide

Manage Access History

Manage Access History

Component I Title

Update User Date of Eve

nt

5. Select the View Access Summary link to return to the User Access Summary page.

2.8.5.2 Manage Access History for Single-Project Applications

The access history provides details about the access granted or revoked for an application. This
detail includes such information as the username and organization, the action taken against the
account, the access level granted, username of the person who granted the access, and the date on

which the action occurred.

To view the application access history for all users:

1. Select the Return to Application button on the Actions panel to return to the Application

Information page.

2. From the Application Information page, select the Manage Access button from the Action

panel.
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3. The User Access Summary displays details of all users holding access to the application.

» ACCess Summary

User Access Summary @

Yigw Access History

~ Project Han- Access Status
Usgr Primary Organization Hole Budget Budget All Maint Mainit
ALISTEN EMEEF
EBEMMET
MEDARCY

4. Select View Access History link.

The Manage Access History displays. This page provides a summary of the access granted
and/or revoked to all users for the application. The information on this page includes:

e User

Primary Organization

Action taken (e.g., access granted or access revoked)

e Access Level
Update User
¢ Date of Event
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Manage Access Hisbory

Manage Access History

User Primary Crganization = Ac tHomn Access Level Update User Date of Event

5. Select the View Access Summary link to return to the User Access Summary page.

2.8.6 User Access History

ASSIST users with the appropriate privileges may view a specific user's access history. Refer to
the steps below for single-project or multi-project applications as appropriate. The access history
provides details such as the person's name and organization, the action taken against the account,
the access level granted, the component to which access was granted, username of the person who
granted the access, and the date on which the action occurred.

2.8.6.1 Use Access History for Multi-Project Applications

The access history provides details such as the person's name and organization, the action taken
against the account, the access level granted, the component to which access was granted,
username of the person who granted the access, and the date on which the action occurred.

To view the access history for a specific user:

1. Select the Return to Application Info button on the Actions panel to return to the
Application Information page.

2. From the Application Information page, select the Manage Access button from the Actions
panel.
The User Access Summary displays details of all users who have access to the application
and components.
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User Access Summary @

Tips:
+ ASEIST alle
» The 5t
+ FPreviewing alarge apy

Wiew Access History

1 - & of & records, Page 1 of 1

- _ Project_ ) . Hon- _ Access  Stabus _
User = Primary Organization = FRole = Component ID: Title = Budget Budget Al ~  Maint ~ Maint
Fl_AUSTEM NVERSIT PO/ P Owerall Component Hone Hone Edit ¥ ¥
= PO/ Entire Application Hone Hone Edit | H
Bl AUSTEN NIVERSITY Project 94%-Core: Pride & Edit Edit Edit
Lead Prejudice and the
Human Psyche
Fl CRANE UNIVERSITY Project 6&62-Core: Red Badge Hone Edit Hone H H
Lead af Courage and other
5kin Disorders
Bl POE HVERSITY Project T05-Core: The Tell-Tale View Edit Hone
Lead Heart Disease
Project 299-Core: A Study in Wiew Edit Hone H H

Lead Scarlet Fever

3. The User column displays names as hyperlinks. Select the name of the user whose access is
being modified.

The User Access Detail page displays.
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User Access Detail @

v Upar Digtad

v

User Information

Vigw User Access History

Project
Rale

Campanant I0: Tits

Budget

Maon
Budget

ACCESS Status
all Mabnitainer  Maintaifer

=1 EL| Bl ET

4. Select the View User Access History link.

The User Access History page displays for the selected user. Information regarding this
user's access is included for the Overall Application and all additional components,
regardless of which was selected from the User Access Summary in the steps above.
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User Access History

User Information

Actan Access Level 2 Component ID: Title Update Lser Date of Event

The information on this page includes:

o User

e Primary Organization

« Action taken (e.g., access granted or access revoked)
e Access Level

e Component ID: Title

Update User

e Date of Event

5. To return to the User Access Detail page, select the User Access Detail link, or use the
breadcrumbs at the top of the page or the Actions on the side of the page to navigate away.

2.8.6.2 Use Access History for Single-Project Applications

The access history provides details such as the person's name and organization, the action taken
against the account, the access level granted, the component to which access was granted,
username of the person who granted the access, and the date on which the action occurred.

To view the access history for a specific user:

1. Select the Return to Application Info button on the Actions panel to return to the

Application Information page.
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2. From the Application Information page, select the Manage Access button from the Actions

panel.
The User Access Summary displays details of all users who have access to the application

and components.

» AcCess Summary

User Access Summary @

View Access History

~ Project Haon- Access Status
User Primary Organization Hole Budget Budget All Maint Mainit
ALSTEN ; b E
EBEMMET
MREDARCY MAE

3. The User column displays names as hyperlinks. Select the name of the user whose access is

being modified.
The User Access Detail page displays.
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ary » User Detail

User Access Detail @

1 User Information

View Llzer Access History

EBENMET
UHIVERSTY OF PEMEERLEY

l'o assign different access levels to Budget and Non-Budget data (e.g. Yiew Budget and Edit Mon-Budget), the
Budget and Non-budget selections should be used. To assign the user the same access level for both Budget
and Hon-budget data, the All select should be used. The wser will be given the highest level of access assigned

in the salectons made.

Access Status
Project Role Budget Hon-Budget All Maintainer Maintainer
S S o . - -
S Revoke All Accesses m

4. Select the View User Access History link.

The User Access History page displays for the selected user.

Homea > Saar s » Ag 1 > J 3 = atl = Uzar
Access History
User Access History @
User Information
Lear Accass Del!m!
User EBEMHET
Primary Organization UNIVERSITY OF PEMBERLEY - DEREYSHIRE
1 of 2 records, Page 1of 1
Action = Access Level = Update User Date of Event =
Acceis Level Grantad Edit Applicaton All AUSTEN Wead Jan OF 10:59:47 EST
2015
BAccess Level Granted  View Commons Details AUSTEN Thu Jan 08 10:47:53 EST
2015
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The information on this page includes:

e User

e Primary Organization

« Action taken (e.g., access granted or access revoked)

e Access Level
o Update User
¢ Date of Event

5. To return to the User Access Detail page, select the User Access Detail link, or use the
breadcrumbs at the top of the page or the Actions on the side of the page to navigate away.

2.9 Actions

The Actions section of the left-side navigation provides buttons for accessing the features available
for the application (or multi-project component) currently displayed on the page. The buttons
available to an individual ASSIST user vary depending on such conditions as the privileges
granted to the user, the stage in the work flow, the status of the application, whether a single- or

multi-project application, the part of the application being worked on, etc.

This help topic lists the potential Actions buttons available to an ASSIST user. Click on the links
below for information on the specific button, keeping in mind that not all are applicable to your

application.

Add New Component

Add Optional Form

Change Component Order

Copy Application

Delete Application

Delete Component

Display Component Status

Manage Access

Preview Application

Preview Current Component

Preview Current Form

Return to Application Information

Submit Application
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Update Component Status

Update Submission Status

Validate Application

Validate Component

View Status History (for the application)

View Status History (for a component of a multi-project application)

2.10 Manage Attachments

Some form fields allow or call for attachments, which must be in the form of a PDF. Please review
the NIH eRA PDF guidelines for further details and tips on successfully attaching documents.

http://grants.nih.gov/grants/ElectronicReceipt/pdf guidelines.htm

Refer to the appropriate Application Guide for information on PDF creation:

Creating PDFs for Text Attachments

o General
o SBIR/STTR
o Individual Fellowship

Format Specifications for Text (PDF) Attachments

o General
o SBIR/STTR
o Individual Fellowship

IMPORTANT: You must use unique file names for multiple attachments within the same form.
Duplicate file names can exist across multiple forms.

2.10.1 Add Attachment
To add an attachment:

1. From any area on a form with an attachment field, select the Add Attachment button.

{ Add Attachment
e —
Add Attachment

‘ Add .ﬁ'ttichmmt
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A pop-up window opens providing the ability to search for the file.

2. Use the Browse button within the pop-up window to search for the PDF file.
3. With the file selected, click the Submit button.

Summary B8R Cover | Cover Pape Lcm'l‘-f Other Checklist Sites Srikey Research
Supplement oiter Project Person Flan
Information Profile

PHS C

 soome W concel ]

For fields allowing a single attachment, the Add Attachment button on the form field is
replaced by the Replace Attachment, Delete Attachment, and View Attachment buttons.
The attached file name displays within the field.

Fields allowing multiple attachments display the files in a table. Update and View buttons
display for each attached file.

2.10.2 Replace Attachment

File attachments display differently depending on whether the field allows for one attachment or
multiple attachments.

To replace an attachment from a field allowing only one attachment:

1. From any form field with an added attachment, select the Replace Attachment button.

View Attachment

e
| Replace ﬂ.ttathrrvr:ntl' Delete Attachment
e ®

A pop-up window opens providing the ability to search for the file.

2. Use the Browse button within the pop-up window to search for the PDF file.
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3. With the file selected, click the Submit button.

The form field displays with the replaced attachment.

To replace an attachment from a field allowing multiple attachments:

. Select the Update button in the Update Attachment column for the specific file.

Add Attachment
Delete
af Update Widin
Attachment File Hame Save Attachment Attachment
Cipiate |

A pop-up window opens for providing the ability to search for the file.

. Use the Browse button within the pop-up window to search for the PDF file.

3. With the file selected, click the Submit button.

The table is updated with the new file.

2.10.3 Delete Attachment

File attachments display differently depending on whether the field allows for one attachment or

multiple attachments.

To delete an attachment from a field allowing only one attachment:

1. From any form field with an attachment, select the Delete Attachment button.

' Delete Attachment . View Attac

Replace Attachment

A delete confirmation window displays.

2. Confirm the deletion by selecting the Continue button.

To delete an attachment from a field allowing multiple attachments:

1. Click the checkbox in the Delete on Save column for the specific file.

2. Select the Save and release Lock button.
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Replace View
Attachment Attachment

[ Replace I View |

Appendix File Hame

The attachment is removed from the table.

2.10.4 View Attachment

File attachments display differently depending on whether the field allows for one attachment or
multiple attachments.

1. For fields allowing only one attachment: From any area on a form with an attachment
added, select the View A ttachment button.

Replace Attachment | Delete Attachment ‘ View .ﬁ-tla-:hmr:nt

-OR-

From fields allowing multiple attachments: Select the View button in the View Attachment
column for the specific file.

Add Attachment
Datlete
an Replace Wiew
Appendix File Hame Save  Attachment Attachment
entpd 0
o pf 0

2. Select the Open button to view the attached file or the Save button to save the file locally.

Using ASSIST 45 April 15th, 2016



ASSIST User Guide

3 Prepare an Application

The process for preparing an application include the following:

Initiate the application

Update Overall component (for multi-project applications only)
Add additional components and enter data (for multi-project applications only)

Manage access
Prepare applications for submission

S o e

Search for the application

3.1 Initiate an Application

Prior to initiating an application using ASSIST, applicants must identify a Funding Opportunity
Announcement (FOA) to which they would like to apply. FOAs are posted in the NIH Guide for
Grants & Contracts and in Grants.govFind Grant Opportunities link, each of which has robust
search capabilities. The FOA text indicates whether ASSIST can be used to apply to that
opportunity. The FOA number (e.g., PA-12-987) is required to initiate an application.

NOTE: Anyone with an eRA Commons ID can initiate an application.

To initiate the application:

1. Log into the ASSIST system.

2. From the Welcome page, enter the FOA in the Funding Opportunity Announcement #
field.
3. Select the Go button.

The Initiation Application page displays.
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Initiate Application for FOA #: PA-20-020 @

After imiation, the Lead Applicaton Organizabon Name and Lead Application Organization DUNS cannot be
changed

5 | FOA INFORMATION

SAM Registration Expliration Date: 1071872016

Click for SAM Registration Details

Contact Project Director /Principal Investigator

Pre-fil Application from Lsemame IRSSICISSRSS

Initiate Application Canc

Figure 1: Initiate Application form
Fill in the required fields:

1. Enter a title for the application in the Application Project Title ficld.

NOTE: This populates the Descriptive Title of Applicant's Project field on the
SF424 RR Cover. The maximum number of characters for the Application Project
Title is 200.

After initiating your application, you can update your project title by editing the
Descriptive Title of Applicant's Project field.

2. Make a selection from the drop-down menu Lead Applicant Organization Name.
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NOTE: The list reflects the organizations affiliated with the user's eRA Commons ID.
Selecting the appropriate organization populates the Lead Applicant Organization
fields and the appropriate fields in the SF424 RR.

3. Review the Lead Applicant Organization Address.

4. Review the Lead Applicant Organization DUNS number.

5. SAM Registration Expiration Date: The SAM registration requires a yearly renewal.
ASSIST will display the expiration date of the organization's SAM registration if it has
expired, or will expire within 14 days.

a. Select the Click for SAM Registration Details button.
b. The Initiate SAM Registration Details pop up appears.

.......
123455789
1ABC1
ACME LLC
POC MAme

POCHName@mail nihogow.

0K

Figure 2: SAM Registration Status pop up

NOTE: In addition to the pop-up message window, a new status button will be added
to the initiation page for all new applications. Users will be able to confirm the status
of their institution's SAM registration by clicking this button.

c. Once OK is selected, you will be returned to the Initiate Application screen.

d. Ifthis is the first time that registration has been made, upon OK being selected a
confirmation notice displays containing Submitand Cancel buttons. Submit
forwards the application to Grants.gov; Cancel returns the screen to the Initiate
Application screen.

e. The pop up appears again when the user is ready to submit, and their SAM
registration has expired.

Figure 3:
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Figure 4. If Registration has expired this notice appears.

Optional: Enter the fields for Contact Project Director/Principal
Investigator.

NOTE: If the Contact PD/PI’s username is known, click the Pre-fill
Application from Username button, enter the username in the presented
pop-up, and select Submit. This will automatically populate the contact’s
name. This pre-fill button will not become enabled until a Lead Applicant
Organization is added.

Select the Initiate Application button to continue.

NOTE: Selecting the Cancel button at any time cancels the initiation. A warning
message, Are you sure you want to cancel, confirms the action. Select Continue to
cancel the initiation or Go Back to return to the Initiate Application page.

The Application Information page displays as read-only with the status of the application as Work
in Progress. The informational message Application saved appears at the top of the page.

NOTE: For multi-project applications, the Overall component is created at the time of initiation
and can be accessed from the Component Type section of the navigation panel.

After initiating the application the user has the ability to access:

Manage Access

Edit Forms

Add New Component (applies to multi-project applications only)

3.2 Application Information

The Application Information page is the ASSIST landing page for the entire application. This page
is the first page seen when selecting a searched application or initiating a new application.
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IMPORTANT: You can access Application Information any time by selecting the Return to
Application Info button on the Actions panel.

The Application Information page includes two sections: Application Information and
FOA Information.

\ctions @ Application Information @
MANAGE ACCESS
Al W COMPOHENT
DISPLAY COMPOMENT STAT
CHANGE COMPONENT ORDER '»_ Application Information
PREVIEW APPLICATION

VALIDATE APPLICATION A Crime & Punishment and the Effects on Menta

VIEW STATUS HISTORY

TOEVS F
UPDATE SUBMISSION STATUS
ERSITY
05/ 02/ 2013 - 09/ 0N/ 2015
APPLICATION
ELET LICATION 21 14 p
i =| FOA Information
Component Type
=rall I | ppGr | fa ) Applic r
Hational Institut alth
161
Trai

3.2.1 Application Information Section

The Application Information section reflects the information entered during the initiation process
and 1s read-only.

o Application Identifier
Unique, system-generated number assigned to the application in ASSIST.
o Application Project Title
Title of the application/project as entered by the person who initiated the application.
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o PD/PI Name
Contact PI for the entire application.

o Organization
The lead applicant organization name of the submitting institution.

e Project Period
The start and end dates of the project.

o Status
The current status of the entire application. The Submit Application button is also located
here. It is disabled until the application is ready to be submitted. For information on
submitting the application refer to the topic titled Submit the Application.

Tip: Hover over the status with your mouse for a short description of the status.

o Status Date
The date and time of the last status update.

When an application is in Submitted status, the View Submission Status Details link
displays next to the status. Selecting this link displays the submission details for ASSIST,
Grants.gov, and Agency when available.

3.2.2 FOA Information Section

The FOA Information section displays read-only summary information concerning the funding
opportunity against which the application will be submitted. The following information is
displayed:

e FOA Number
The Funding Opportunity Announcement number.

¢ Opportunity Title
The name of the announcement.

e Agency
The Agency offering the grant opportunity (e.g., NIH).

3.2.3 Delete the Application

If you are the Signing Official you have access to the Delete Application feature in ASSIST. The
Delete Application feature allows you to permanently delete an entire application in any status.

IMPORTANT: Deleting an application is a permanent action. Once deleted, the application
cannot be accessed, re-instated, or viewed. There is no way to recover a deleted application.
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NOTE: ASSIST also has a Delete Component feature for deleting individual components of a
multi-project application. Refer to the topic titled Delete a Component for steps on deleting

individual components.

To delete the entire application:

1. Open the Application Information page of the application you wish to delete.

2. From the Actions panel, select the Delete Application button.

JMPOMENT

2] Application Information @

DISPLAY COMPONENT STATUS
CHANGE COMPOMENT ORIDER »_
PREVIEW APPLICATION
YALIDATE APPLICATION
VIEW STATUS HISTORY

UPDATE SUBMISSION STATUS

COPY APPLICATION
C DELETE APPLICATION )

Component Type

= Chearall

Training

Application Information

FOA Information

nd the Effects on Mental

ODOR

05/ 205

2012-11-05 03:14:53.000 PM EST

& Opparbunity

Applcations

Title for Camplex

MHational Institutes of Health

Sample Contact Person
E-mail: JaneDosd
Phone: 301-111-1234

A confirmation message displays as follows: You are about to delete this application. Once
this application has been deleted you will no longer be able to re-instate or view it. Do you

wish to continue with the delete?
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AN

3. Select the appropriate action:

You may cancel the action at this point by selecting the Go Back button. If you
choose Go Back, the delete process ends, you return to the summary tab from which
you began, and the following steps are no longer applicable.

_OR-
To continue with the deletion, select the Continue button.

Upon continuing, a second confirmation displays as follows: Selecting Continue will delete
this application permanently.

N

4. This warning provides a final means of aborting the deletion. Carefully select the appropriate
action:

To stop the deletion process, select the Go Back button. If you choose Go Back, the delete
process ends, you return to the summary tab from which you began, and the following steps
are no longer applicable.

_OR-

To confirm the action and permanently delete the application, select the Continue
button. Remember that this action is irreversible. Once the application is deleted, you
cannot re-instate it.

You cannot delete an application if one or more of the forms are locked by yourself or another
ASSIST user. If a form is locked, you will see the following error on your screen after continuing
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from the second confirmation screen:

The application cannot be deleted as the following form(s) are currently locked by <User ID> in:
<application ID>: <locked form>

Once you've successfully deleted the application, the ASSIST log in page displays with the
message Application successfully deleted.

|See Also

o Component Information

3.3 Search for an Application

Applications initiated in ASSIST are saved online and are accessible by multiple users who have
been given access to the application. In order for a previously initiated application to be accessed, a
search for that application must be performed on the Search for Application page. Only those users
granted permission to view or edit the application can locate it via the search function.

eRA Commons users with the Signing Official (SO) role can search and find any application
within their own organization.

To search for an application:

1. Log into the ASSIST system.

2. From the welcome page, select the Search Applications button.
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; .5, Department of Health & Human Services

Application Submission System & Interface
for Submission Tracking (ASSIST)

Welcome to the Application Submission System
Welcome SO_JOYCE & Interface for Submission Tracking (ASSIST) @) Need Help?

Resources
%1  INITIATE APPLICATION

uncemeants hie NIH Guide for Grants & Contracts
Grants.gov's Find Grant Opportunities. Eack

SEARCH FOR APPLICATION

12

3. Enter any combination of optional search criteria on the Search for Applications page
to locate the application.

When entering search parameters, it is important to note that all parameters are case
insensitive and punctuation is ignored.

Entering search parameters is an optional step. When a search is performed without search
parameters entered, ASSIST returns all applications for which the user has the privileges to
access. If the number of records found exceeds the allowable limit, an error message
displays. In this instance, use the parameters to narrow the search.

4. Select the Search button to display the closest matched applications.
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» hearch for Applications

—

- . : @
Welcome SO_JOYCE Search for Applications ¥

—

Application |dentifier:

Application Project Title: The Red Badge of Courage and Other Skin Disorders
Cy '
First

Hide Abandoned Applications?

(e

Depending on the search parameters entered, multiple matching records may be found.
These results can be sorted, by selecting the arrow in the appropriate column heading.

NOTE: Selecting the Clear button at any time will clear the fields.

5. From the results listed on the Search for Application Results page, click the Select button in
the Action column next to the appropriate application.
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- U5, Department of Health & Human Services = i =) Contact Us ) Help Desk

/ Application Submission System & Interface Username: S0_JONCE
[ E for Submission Tracking (ASSIST)

from: UNNERSITY

» Sparch for AppBcation Reslts
Search for Application Results

Onve ite

Application, Application Project Lead Applcant Submiszion Submizsio Project Praject

HIH CRANE, STEPHEN  UNIVERSITY Waork in Progress 10431/ 2012 10/31/2018

2 Logout

ldentifier Tiths Agency PD/PI Hamie Organization Status n Date Start Date  End Date AcHon

The Application Information page displays for the selected application.

Refer to the help topic titled Prepare an Application for details on completing an application.

3.4 Copy Application

If you are the Signing Official or Administrative Official of the lead organization and/or hold the
Entire Application Editor privilege, you have access to the Copy Application feature in ASSIST.

The Copy Application screen is used to copy the components (multi-projects) and data from the
application currently opened in ASSIST to another application for a requested FOA. The feature
allows you to copy the application's structure and data to be used for another application. For
multi-project applications, the feature copies over the Overall component, component identifiers,
any existing component short names, assigned access levels, data, and attachments.

When you copy an application in ASSIST, you are granted Entire Application Editor privileges for
the new application. The submission status of the new application is set to Work in Progress, as is
the component status of all included components (for multi-project applications).

IMPORTANT: The forms used in a copied application may not match the forms used for the
FOA of the new application. In these cases, ASSIST will perform a best-effort match in which
the system will copy fields within the form(s) that have matching names in the new form. Fields

that do not exist in the new form will not be copied from the copied application.

NOTE: Submission date, certification, and Authorized Representative signature from submitted
applications are never copied over to new applications. Application and component history also are
not copied.
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1. Use ASSIST to search for and open the application you are copying.

2. Select the Copy Application button on the Actions panel.

Actions 2

MAMAGE ACCESS
ADD OPTIOMAL FORM
PREVIEW APPLICATION
YALIDATE APPLICATION
VIEW STATUS HISTORY

UPDATE SUBMISSION STATUS

( COPY APPLICATION )

DELETE APPLICATION

The Copy Application screen opens.

3. Enter the FOA for the new application into the Copy to Funding Opportunity
Announcement # field and select the Go button.

. f A .t s Ang # - i lts = Af - § & » Copy Application

Copy Application @

Copy as much information as possible from the following (p.-..u.:-.g Copy Applcation “

P 1 un f t n . Exampie: PA
. 1225
Application Title : Emotions: Pride & Prejudice
Irganization : UNIVERSITY OF PEMBERLEY
AUSTEN, JAME
tatus : Werk in Progress
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Before copying the application, ASSIST performs certain validations against the

entered FOA, including checks to determine if the FOA is valid and is for a multi-project or
single-project submissions as appropriate. A single-project application cannot be copied over
to a multi-project FOA and vice versa. Error messages will appear if these validations do not
meet business and system rules.

Follow the steps below for copying a multi-project or single-project application.

3.4.1 Copying a Multi-project Application

After validating the FOA, the screen displays the components in the current application that can be
copied to the new application. This information includes:

Copy from Component

The unique identifier and short name (if existing) of the components in the copied
application.

Project Title

The project title of the components in the copied application.

Status

The status of the components in the copied application. Although this provides you the status
of the components in the copied application, remember that the components in the new
application will have a status of Work in Progress.

Project Lead

Individual responsible for the scientific and technical direction of the component project in
the as indicated in the copied application.

Copy to Component options

A drop-down list of component types available in the new application based on the indicated
FOA of the new application. It is possible to copy a component of a specific type in the
original application to a different component type in the new application.

IMPORTANT: You must copy the Overall component and it must be copied to the
Overall component of the new application. For this reason, the Copy To Component
Type field for the Overall component is not editable.
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Not all FOAs require or allow the same component types. When copying an application, ASSIST
determines which component types are allowed in the FOA you provided for the new application.
The options available in the Copy to Component Type drop-down list reflect this.

1.

Select an option from the Copy to Component Type drop-down list for all components
being copied to the new application.

Optional: To copy attachments, select the checkbox next to the question Would you like
the attachments to be copied to the new application?

Click the Copy Selected Components button.

The default value of this field is Do Not Copy. Any components left with a value of Do Not
Copy will not be copied to the new application. The Overall component will always be
copied to the new application's Overall component.

» Copy Applcation

Copy Application @

Copy Application

Emotions: Pride & Prejudice
UNIVERSITY OF PEMBERLEY

Component

Component Lead

( Copy Selected Components i--- cel

AUSTEN, JAME
Wark in Progress
Copy from POVPI o Copy To
Status Component Type

Project Tithe

L]

Do Not Copy

L]

Do Not Copy

4

Career-Dav

4

Research
Research -

Training =

N/
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A confirmation message displays as a pop-up box. Please make sure you thoroughly
understand the warning before continuing.

The copy feature will do a best effort copy of form field data. Data loss is possible when
copying from one announcement to another due to potential form differences. Application
attachments will not be retained. Be sure to carefully check the new copy of the application
for completeness.

AN

R

4. Select the OK button to confirm the copy. Selecting Cancel will return you to the Copy
Application screen without completing the copy.

5. After confirming the copy, another pop-up box prompts you to choose which application
you wold like to display in ASSIST. The following prompt displays: Please select OK to
remain in the current application. To open the new application, select Continue.

A\

ok | Continue |

Select the OK button to remain in the original application.
_OR-—

Select the Continue button to display the newly created application.
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3.4.2 Copying a Single-project Application

After validating the FOA, the screen displays the information for the current application being
copied to the new application. This information includes:

o Project Title

The project title of the components in the copied application.

o Status

The status of the components in the copied application. Although this provides you the status
of the components in the copied application, remember that the components in the new
application will have a status of Work in Progress.

« PD/PI

Individual responsible for the scientific and technical direction of the component project in
the as indicated in the copied application.

1. Optional: To copy attachments, select the checkbox next to the question Would you like
the attachments to be copied to the new application?
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2. Select the Copy Application button.

Copy Application @

» Copy Application

AUSTEN, JAME

Status : Wark in Progress

Project Title

s much information as possible from the following PA-45-6T8

-';.;.l'..1|.l." i.r'.'ll-il.i"..i'l-: ..:;.l.".-".l.lll".- Annduncement 7
Applcation to be Copied : 1225
Applcation Title : Emotions: Pride & Prejudice

Irganization : UNIVERSITY OF PEMEERLEY

Emotions: Pride & Prejudics Wark in Progress

A confirmation message displays as a pop-up box. Please make sure you thoroughly

understand the warning before continuing.

The copy feature will do a best effort copy of form field data. Data loss is possible when
copying from one announcement to another due to potential form differences. Application
attachments will not be retained. Be sure to carefully check the new copy of the application

for completeness.

R

1"-\ iE COPY FE# A BEST EFFORT COF
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3.

Select the OK button to confirm the copy. Selecting Cancel will return you to the Copy
Application screen without completing the copy.

After confirming the copy, another pop-up box prompts you to choose which application
you wold like to display in ASSIST. The following prompt displays: Please select OK to
remain in the current application. To open the new application, select Continue.

A

ok | Continue |

Select the OK button to remain in the original application.
_OR-—

Select the Continue button to display the newly created application.

3.5 Add Optional Forms

Depending on the funding opportunity, optional forms may exist for both single- and multi-project
applications. You can add optional forms using the Add Optional Form feature. Only the optional
forms available for the specific funding opportunity can be added.

3.5.1 Optional Forms for Single Project Applications

To add optional forms to a single-project application:

1.

Select the Add Optional Form button from the Actions navigation panel.

A pop-up window opens for selecting the form to be added.

Choose a form from the drop-down list and select the Submit button to add the form to the
component.

NOTE: Selecting the Cancel button closes the window without added the form to the
component.
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3.

D

Add Optional Form

@m

Select the tab of the corresponding form to enter information on the form.

3.5.2 Optional Forms For Multi-Project Applications

To add optional forms to a multi-project application:

1.

Select the Return to Application Info button on the Actions panel to return to the
Application Information page.

. From the Application Information page expand the appropriate component from the

Component Type section.

. Select a component type to display the Component Information.

The Component Information page opens for the component.

Select the Add Optional Form button from the Actions navigation panel.

A pop-up window opens for selecting the form to be added.
Choose a form from the drop-down list.

Select the Submit button to add the form to the component.

NOTE: Selecting the Cancel button closes the window without added the form to the
component.
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Add Optional Form

7. Select the tab of the corresponding form to enter information on the form.

|See Also

o Edit Overall Component Forms

o Edit Additional Component Type Forms

3.6 Other Components of Multi-Project Applications

Multiple-project opportunities often require additional component types with pre-defined data
collection requirements. Examples of these additional components include Admin Core, Core,
Project, Construction, Career Development, and Training. The component types required for a
multiple-project application differ depending on the Funding Opportunity Announcement (FOA).

The required component types for the FOA can be selected from ASSIST and added to the
application. ASSIST only allows the required component types specific to the opportunity to be

added to the application. Adding a component also adds its corresponding forms (e.g., Cover Page,
Checklist).

Please refer to the FOA for details on the application and component type requirements.
Refer to the Application Guide for more information on components.

http://grants.nih.gov/grants/funding/424/SF424 RR Guide General VerC.pdf#2 5 Forms for
an Application to
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|See Also

o Edit Additional Component Type Forms
o Add Additional Component Types

3.6.1 Overall Component

The Overall component provides overview information for the application. The Overall component
describes the entire application and explains how each of the additional components fit together. It
is a special component type with a single occurrence in every complex application. The PD/PI and
multi-PD/PIs for the entire application are captured in the Overall component. It is the only
component that includes full SF424 R&R cover data collection. It does not include a budget.

The Overall component with corresponding forms (e.g., Cover Page, Checklist) 1s automatically
created when you initiate your application.

If additional components are available, they can be added using the Add New Component button
in the Actions section. Refer to the topic titled Other Components of Multi-Project Applications for
more information.

IMPORTANT: The figures provided in these topics serve as examples only. They may not
reflect what you see in your own applications and may not always represent valid data.

If you have specific questions about the forms available for your application, please refer to the
Application Guide.

|See Also

o Edit Overall Component Forms

3.6.2 Add Additional Component Types
The additional component types available in ASSIST will vary by opportunity.

Users should add components for a specific component type in the order in which they should
appear within the final application image used by the agency for funding consideration.

NOTE: The order of component types cannot be rearranged once they are added to the
application.

To add additional component types:

1. Select the Return to Application Info button on the Actions panel to return to the
Application Information page.

2. From the Application Information page or the Component Information page, select the Add
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New Component button in the Actions panel.

Actions

The Add Component page displays.

3. Select a Component Type from the drop-down list.

NOTE: Only component types available for the application's FOA display in the drop-down
list.

4. Enter a Component Start Date or select one from the calendar tool. This field defaults to
the project start date entered on the Overall component.

5. Enter a Component End Date or select one from the calendar tool. This field defaults to the
project end date entered on the Overall component.

6. Enter a Component Project Title

7. Optional: Enter a Component Short Name (up to 20 characters) to help identify the
component. This is not a required field.

Component short names -when existing- appear on the Component Information page as well
as under the component identifier on the left-side Component Type navigation panel.
Component short names must be unique to the project and can be updated from the
Component Information page. Component short names are available only for your
convenience in ASSIST and do not carry over to Grants.gov at the time of submission.
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Component Tyvpe

+ Overall

8. Select the Save button to add the component to the application and display the forms
associated with the component type selected.

NOTE: Selecting the Cancel button cancels the action without saving any information.

Click here for an image of the page.

stion » Add Component

Add Component @

Actions @

RETURN TO APPLICATION

MANAGE ACCESS
Project Information

ADD OPTIOMAL FORM

P v ---- Choose Component - *
ADD HEW COMPONENT . [ —
DISPLAY COMPONENT STATUS —
CHANGE COMPONENT ORDER
VIEW STATUS HISTORY

UPDATE SUBMISSION STATUS

COPY APPLICATION

DELETE APPLICATION

Component Type

+ Owerall

The Component Information page displays the Component Information (as well as Application
Information) as read-only with the status of the component as Work in Progress. Tabs across the
top of the page provide access to the applicable component forms.
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Tip: Check the Funding Opportunity Announcement text for component-specific instructions for
preparing additional components.

After adding the component you have the ability to access:

Update Component Forms

Manage Access

Add New Component

View Status History

Add Optional Form

Preview Current Component

Update Component Status

3.6.3 Component Information

The Component Information page is the ASSIST landing page for a specific component of a multi-
project application. This page is the first page seen when selecting a component from the
Component Type navigation panel. This page is also displayed when the Summary tab is
selected for a component. The Component Information page includes two sections: Component
Information and Application Information.
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Component Type

+ Overall

» Comporant Information

759
P -00-000

Crime & Punishment and the Effects on Mental
Health

DOSTOEVSKY, FYODOR

UNIVERSITY

2012-11-05 03:14:53.000 PM EST

—
Artions 0 COI'E"
RETURH TO APPLICATION P — :
b Bl iR Cover | Cover Page Other Sites Sr/key | R&R Budget RER Research
= = Supplement Project Person Subaward lan
MAHAGE ACCESS Information Profile Budget
ADD OPTIOMAL FORM
ADD MEW COMPOMENT T =
- o Component Information
DISPLAY COMPONENT STATUS
94%9-Core
CHANGE COMPOMENT ORDER
Sample Short Hame [Update Short Mame)
PREVIEW CURRENT COMPOMENT o
O
VALIDATE COMPONENT Pride & Prejudice and the Human Psyche
VIEW STATUS HISTORY AUSTEN, JAME
UPDATE COMPONENT STATUS Sample Organization
2013-03-29 09:39:17.000 AM EOT
DELETE COMPONENT
COPY APPLICATION
DELETE APPLICATION & | Application Information

3.6.3.1 Component Information Section

The Component Information section reflects the information entered when the component of a
multi-project application was added to the application and is read-only. The information includes
the following:

o Component Identifier
Unique, system-generated number assigned to the component in ASSIST.

o Component Short Name (not for Overall components)
The short name entered at the time the component was added. Select the Update Short
Name link in this field to change the short name for this component.
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o Component Type
The type (e.g., Core) selected from the list of component types when the component was
added to the application.
o Component Title
The title given to the component when added to the application.
o Component Project Lead
The component lead(s) as entered on the Sr/Key Person Profile tab for the component.
e Organization
The organization name as added in the R&R Cover tab for the component.
o Status
The current status (e.g., Work in Progress, Complete) for the component.

Tip: Hover over the status with your mouse for a short description of the status.

o Status Date
The date and time of the last status change for the component.

3.6.3.2 Application Information Section

The Application Information section reflects the information entered during the initiation process
and is read-only.

o Application ID

Unique, system-generated number assigned to the application in ASSIST.
e FOA Number

The Funding Opportunity Announcement number associated with the application.
e Project Title

Title of the application/project as entered by the person who initiated the application.
o PD/PI Name

Contact PI for the entire application.
o Organization

The lead applicant organization name of the submitting institution.
o Status

The current status of the entire application.

Tip: Hover over the status with your mouse for a short description of the status.

o Status Date
The date and time of the last status update.
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3.6.3.3 Delete a Component
IMPORTANT: This topic is applicable only to multi-project applications.

If you are the Signing Official, Administrative Official, or the PI of the lead organization -and/or-
you have Entire Application Editor privilege, you have access to the Delete Component feature in
ASSIST. The Delete Component features allows you to permanently delete individual components
of any status from the application.

IMPORTANT: Deleting components is a permanent action. Once deleted, a component cannot
be accessed, retrieved, or viewed. There is no way to recover the component.

NOTE: ASSIST also has a Delete Application feature for deleting an entire application. Individual
components do not need to be deleted first when deleting the entire application. Refer to the topic
titled Delete the Application for steps on deleting entire applications.

To delete a component:
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1. Open the Summary tab of the component you wish to delete.

2. From the Actions panel, select the Delete Component button.

fon » Component Informazion

—
Actions @ Core
BETURN T, ACPLICATION RER Cover | Cover Page||  Other Sites SriKey | RGRBudget|  RER Research
Supplement Project Person Subaward Plan
MAMAGE ACCESS Information Profile Budgst
ADD OPTIONAL FORM
ADD HEW COMPONENT &= Compenent Information
DISPLAY COMPOMENT STATUS
amponent ldentifier: 549-Core
SR AT 3 a 1t Short Ha Sample Short Hame Update Short Hame)
PREVIEW CURRENT COMPONENT -
VALIDATE COMPOMENT Can Pride & Prejudice and the Human Psyche
VIEW STATUS HISTORY Component Project Lead AUSTEN, JANE
UPDATE COMPONENT STATUS Banizatic Sample Organization
Stat
tus Date 2013-03-29 09:39:17.000 AM EDT
C DELETE COMPONENT )
COPY APPLICATION
DELETE APPLICATION
& | Application Information
Component Type
Application ID: 759
+ Overall P -00-000
Crime & Punishment and the Effects on Mental
Health
DOSTOEVSKY, FYODOR
UHIVERSITY
J012-11-05 03:14:53.000 PM EST
A confirmation message displays as follows: Y ou are about to delete this component. Once
this component has been deleted you will no longer be able to retrieve or view it. Do you
wish to continue with the delete?
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2

‘ Continue ' Go Back

3. Select the appropriate action:

You may cancel the action at this point by selecting the Go Back button. If you
choose Go Back, the delete process ends, you return to the summary tab from which
you began, and the following steps are no longer applicable.

_OR-—
To continue with the deletion, select the Continue button.

Upon continuing, a second confirmation displays as follows: Selecting Continue will remove
this component permanently from the application.

3 G CONTIMUE W

4. This warning provides a final means of aborting the deletion. Carefully select the appropriate
action:

To stop the deletion process, select the Go Back button. If you choose Go Back, the
delete process ends, you return to the summary tab from which you began, and the
following steps are no longer applicable.

_OR-

To confirm the action and permanently delete the component from the
application, select the Continue button. Remember that this action is
irreversible. Once the component is deleted, you cannot retrieve it.
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NOTE: You cannot delete a component if one or more of its forms are locked by yourself or
another ASSIST user. If a form is locked, you will see the following error on your screen after
continuing from the second confirmation screen:

The component cannot be deleted as the following form(s) are currently locked by <User ID> in:
<application ID>: <locked form>

The Application Information screen displays with the message Component successfully deleted.
Y ou will also notice that the component has been removed from the left-side panel of Component
Types.

Appiigation Information

Actions @ Application Information @
MANAGE ACCESS Tip: Some actions (e.g., Preview Application and Validate Application) are only available from thi
ADD NEW COMBOMENT APHICATEN INIOTM4atidn INK 10 ine QCMIMOE AD0Ve Can 08 Usa0 U return Lo this scresn —_
DISPLAY COMPOHENT STATUS G;J Camponent Successfully deleted

CHANGE COMPONENT ORDER

PREVIEW APPLICATION

WVALIDATE APPLICATION B Apphcatmn Information

VIEW STATUS HISTORY

UPDATE SLIBMISSION STATUS AR t Crime & Punishment and the Effects on Mental
Health
DOSTOEVSEY, FYODOR
COPY APPLICATION UHIVERSITY

When a component is deleted from an application, the Application Status History reflects this
action. The Status in the history show as 4bandoned. The Status Comment will indicate that the
component was deleted by displaying the following Component ID: <ID number> Deleted, along
with the name of the ASSIST user who performed the deletion.

» View Application Status Hiztory

Actions @ Application Status History @

RETWRM TO APPLICATION INFO
MANAGE ACCESS Status Date = Cratus Status Comment Status Type Update Usar

E, JAME

CISPLAY COMPONENT STATUS

C VIEW STATUS HISTORY _) (:'-_: 07 12:0

ADD MEW COMPONENT

Prepare an Application 76 April 15th, 2016



ASSIST User Guide

|See Also

o Updating the Component Short Name

o Application Information

3.6.3.4 Updating the Component Short Name

The Component Short Name is an optional field which can be entered when a component is
added to an application. The short name provides an alternative means for identifying the
component in case the system-generated component identifier is not known. The short name is
provided as a convenience and is used only in ASSIST. The Component Short Name field also
can be entered for the first time or updated from the Component Information page.

To update the component short name:

1. Access the Component Information page by selecting the Summary tab for the component or
by selecting the component from the Component Type navigational panel.
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7]

RETURN TO APPLICATION

Actions

MANAGE ACCESS

ADD OPTIONAL FORM

ADD HEW COMPONENT
DISPLAY COMPONENT STATUS
CHANGE COMPONENT ORDER

PREVIEW CURRENT COMPONENT
VALIDATE COMPOMENT
VIEW STATUS HISTORY

UPDATE COMPONENT STATUS

DELETE COMPOMENT
COPY APPLICATION

DELETE APPLICATION

Component Type

+ Overall

» Comporant Information

Core
R A RER Cover || Cover Page Other Sites Sr/key | R&R Budget RER Research
Supplement Project Person Subaward Plan
Information Profile Budget
o Component Information
349-Core

& | Application Information

Sample Short Hame |UEd.ﬂ|- Short Hame)
Core
Pride & Prejudice and the Human Psyche

AUSTEN, JAME

Sample Organization

2013-03-29 09:39:17.000 AM EDT

739
Pa-00-000

Crime & Punishment and the Effects on Mental
Health

DOSTOEVSKY, FYODOR

UNIVERSITY

20M2-11-05 03:14:53.000 PM EST

2. Click the Update Short Name link located in the Component Short Name field.
3. From the Update Short Name pop-up window, enter a new name 20 characters or less. The

name must be unique, not used as the short name of another component on the application.
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Core
ﬂ RER Covar | C ) L 5 RER R R I
| Component Information
s )
m L
o Application Information

4. Select the Submit button.

The Component Information updates with the new component short name.

|See Also

o Component Information

3.6.4 Change Component Order
IMPORTANT: This topic is applicable only to multi-project applications.

The Change Component Order screen is used to set the order in which your components appear in
the submitted application (i.e., the PDF version) for each particular component type. For example,
if your application contains four components of the component type Research, you can re-arrange
those four components into any order you wish. The component order can be changed for
components in the status of Work in Progress, Complete, or Final.
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» Change Component Order

Q Change Component Order

APPLICATION ]_'5"

INAL FORM

haose Component - x| NN

WAPOIMENT

DISPLAY COMPONENT STATUS
CHANGE COMPONENT ORDER
VIEW STATUS HISTORY

UPDATE SUBMISSION STATUS

NOTE: Although components within a particular component type can be re-ordered, you cannot
re-arrange the order of component types.

Access the Change Component Order screen by selecting the Change Component Order button
on the Actions panel. Once the screen is opened, follow the steps below to update the order of
components of a particular component type:

1. Select a component type from the Select Component Type drop-down list and click the
Select button. The component types displayed in the list depend on your application's FOA.
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Actions o

RETURM T APPLICATION
MANAGE ACCESS
ADD OPTIOMNAL FORM
ADD HEW COMPONENT
DISPLAY COMPOMENT STATUS
CHANGE COMPOMENT ORDER

VIEW STATUS HISTORY

. Can for Applications » Application Search Results » Apg » Change Component Order

Change Component Order @

Tip:

lange components order, enter a numeric al value in the Order fie

Career-Dey

Rescarch

Training

The screen updates to display the current Order, Component, Project Title, and Project Lead
for each component of the selected component type. Components display in the order in
which they were added to the application until they are re-ordered using this feature. Once
components have been re-ordered, they will display in the current (i.e., updated) order.

Actions 0

RETURN TO APPLICATION
MANAGE ACCESS
ADD OPTIOMAL FORM
ADD HEW COMPONENT
DISPLAY COMPOMENT STATUS
CHANGE COMPONENT ORDER
VIEW STATUS HISTORY

UPDATE SUBMISSION STATUS

COPY APPLICATION

DELETE APPLICATION

Component Type

+ Owverall

+ Career-Dev

= Research
adi-Research

& 3 SEa stions » App A & 1 Resy > Apg

1 » Change Component Order

Change Component Order @

Tip:
To ch

ange components order, enter a numerical v¥alue in the Order field.

Research

—
- Select

Project Lead
WHITMAN, WALT

Order Component Project Title

(Research 1)

) [Research 2] ¥ 2nd example of a Research BAUSTEN, JAME
ent type project.

3 (Research 3) a sample of my Ird Research LEE, HARPER
nent Type project.

4 B93-Research (Hesearch 4)

my dth sample of & Research
Componant Type project

T TN

SHAKESPEARE, WILLLAM

Use the text box in the Order column for each component being re-ordered to enter an order
value. Make sure to enter a unique value in each Order field. You will receive an error if
you attempt to save the order of components with duplicate order values.
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You may use decimal numbers (up to 2 places) and negative numbers to avoid re-numbering
every component. For example, to re-order a particular component to appear between the
first and second components, enter that component Order as /.5.

After updating the values, you can use the Refresh button to display the components in the
updated order. Refreshing the displayed order does not save the order and you can always
use the Cancel button to abort the action, even after refreshing the screen.

Change Component Order @

"[‘:I E:I:

B3] select

Component Project Titls Project Lead

G )

3. When satisfied with the component order, select the Save button to save your results and
return to the Application Information screen.
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Tip:

Change Component Order @

To change components order, enter a numerical value in the Order field.

Order Component
1 5d6-Research (Ressarch 1)

169-Research (Ressarch 3)

oy

199-Research (Research 2)

4 §93-Research (Research 4)

Select Component Type Resaarch

EA]  celect |

Praject Title
This fs a sample of my 15t Ressarch
Component Type project.
This is a sample of my 3rd Research
Component Type project.
This is my Znd example of a Ressarch
component type project.

This is my 4th sample of a Research
f.ur.upur.rnt Type project

C o ) e JEe

Project Lead
WHITMAN, WALT

AUSTEM, JANE
LEE, HARPFER

SHAKESPEARE, WILLLAM

You can see your changes reflected in the Component Type panel.

Component Type

ale o se Do

= Reswearch

S46-Research
(Research 1)

169-Research
(Research 3)

~

+ Training

|See Also

o Actions

o Application Information

o Component Information
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3.6.5 Edit Additional Component Type Forms

The forms of the component may be edited when the status is Work in Progress. The following
lists the basic steps for navigating and enabling forms for editing.

To edit component forms:

1. Select the Return to Application Info button on the Actions panel to return to the
Application Information page.

2. From the Application Information page expand the appropriate component from the
Component Type section.

3. Expand the component type to display the components.

4. Select the appropriate component.
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(7]

Actions

RETURN TO APPLICATION
MANAGE ACCESS

ADD OPTIOMAL FORM

ADD HEW COMPOMENT
DISPLAY COMPONENT STATUS
CHANGE COMPONENT ORDER

PREVIEW CLURRENT COMPONENT
WVALIDATE COMPONENT
VIEW STATUS HISTORY

UPDATE COMPOMENT STATUS

+ Owerall

DELETE COMPOMENT
COPY APPLICATION
DELETE APPLICATION

Component Tyvpe

The Component Information page displays for the selected component.
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7]

RETURN TO APPLICATION

Actions

MAHAGE ACCESS

ADD OPTIONAL FORM

ADD HEW COMPONENT
DISPLAY COMPONENT STATUS
CHANGE COMPONENT ORDER

PREVIEW CURRENT COMPONENT
VALIDATE COMPOMENT
VIEW STATUS HISTORY

UPDATE COMPONENT STATUS

DELETE COMPONENT
COPY APPLICATION

DELETE APPLICATION

Component Type

+ Overall

Core

o
5

=3

5

» Comporant Information

Cover Page Other Sites Srikey RER Budget RER Research
upplement Project Person Subaward Flan
Information Profile Budget
Component Information
%49-Core

Application Information

Sample Short Hame [Update Short Mame)
Core

Pride & Prejudice and the Human Psyche
AUSTEN, JAME

Sample Organization

2013-03-29 09:39:17.000 AM EDT

739
Pa-00-000

Crime & Punishment and the Effects on Mental
Health

DOSTOEVSKY, FYODOR

UNIVERSITY

2012-11-05 03:14:53.000 PM EST

5. Select the tab for the appropriate form.

6. Select the Edit button at the top of the form to open the fields for editing. Selecting this
button reserves the form, enables it for editing, and prevents others from editing it

simultaneously.

7. For forms with grouped sections, all editable data fields are expanded by default as shown
by the selected Expand All checkbox. Unselect the checkbox to collapse the fields on the

form.
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10.
1.

NOTE: Individual fields can be expanded (when applicable) by selecting the down arrow
on the right side of the field and collapsed by selecting the up arrow.

Complete the forms as necessary, paying attention to the validation warnings. These
validations exist to ensure that the proper and required information is entered correctly. Refer
to the help topic titled Form and Field Level Validations for more information.

For assistance with the information required on this form, please refer to the appropriate
Application Guide.

http://grants.nih.gov/grants/funding/424/SF424 RR Guide General VerC.pdf#4
Completing the SF 424 Research

For system help with entering data into form fields, refer to the specific form help topic
located in Overall Component Forms and/or Other Components section of the online help or
User Guide.

Select one of the save options at the bottom of the form to save the data:
a. To save the information and keep the form open for further editing, select the Save
and Keep Lock button.
b. To save the information and close the form, select the Save and Release Lock button
c. For multi-page forms only: To save the data on the current page of the form and to
display a new page for entry, select the Save and Add button. The Save and Add
button is not available on all forms.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button
on the confirmation - returns the form to read-only and does not save any of the entered
information onto the form.

Navigate to the other forms by selecting the corresponding tabs.
When unsaved data exists: When navigating from tab to tab without saving the data, a
warning message displays as follows:

Exiting without saving will result in losing the data entered. Do you wish to save before
exiting?

|Return to the form to save the data.

-OR-

|C0ntinue to next form without saving.
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For security reasons, ASSIST employs a session time-out feature which logs you out of

ASSIST when the system determines that there has been no activity for a specific amount of time.
Before doing so, ASSIST displays a warning message indicating the remaining amount of time
until the automatic logout occurs. To prevent the automatic time-out, select the Continue Working
button from the warning screen.
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4 Forms Data Entry

The forms of an application can be edited when the status of the application (or of a multi-project
component) is Work in Progress. This topic lists the basic steps for navigating and enabling forms
for editing. Before starting to enter data on a form, be prepared to enter data marked with an
asterisk (*) as these data elements are required to save the form.

To edit application forms:

1. Select the Return to Application button on the Actions panel to return to the Application
Information page.

2. Ifyou are working on a single-project application, refer to Step 3. For multi-project
applications:

a. From the Application Information screen expand and select the appropriate
component from the Component Type section. After being selected, the component
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will display on the Component Information screen.

2]

Actions
RETURN TO APPLICATION
MANAGE ACCESS
ADD OPTIONAL FORM
ADD HEW COMPOMENT
DISPLAY COMPOMENT STATUS
CHANGE COMPOMENT ORDER
PREVIEW CURRENT COMPOMENT
WALIDATE COMPOMENT
VIEW STATUS HISTORY

UPDATE COMPOMENT STATUS

DELETE COMPOMENT

COFY APFPLICATION

DELETE APPLICATION

Component Tvpe

+ Owerall
+ Admin-Core

+ Research-Core

3. Select the tab for the appropriate form.

el RaR Cover | Cover Page Other Sites Srikey Research
Supplement| Project Person Plan
Information Profile

Figure 5: Tabs for Each Form of a Component

4. Select the Edit button at the top of the form to open the fields for editing. Selecting this
button reserves the form, enables it for editing, and prevents others from editing it
simultaneously.
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5. For forms with grouped sections, all editable data fields are expanded by default, as shown
by the selected Expand All check box. Unselect the check box to collapse the fields on the
form.

NOTE: Individual fields can be expanded (when applicable) by selecting the down arrow
on the right side of the field and collapsed by selecting the up arrow.

6. Complete the forms as necessary, paying attention to the validation warnings. These
validations exist to ensure that the proper and required information is entered correctly. Refer
to the help topic titled Form and Field Level Validations for more information.

For assistance with the information required on this form, please refer to the appropriate
Application Guide.

http://grants.nih.gov/erants/how-to-apply-application-guide/forms-d/eeneral/g.200-sf-424-
(r&r)-form.htm

7. Select one of the save options at the bottom of the form to save the data:
a. To save the information and keep the form open for further editing, select the Save
and Keep Lock button.

b. To save the information and close the form, select the Save and Release Lock button.

c. For multi-page forms only: To save the data on the current page of the form and to
display a new page for entry, select the Save and Add button. The Save and Add
button is not available on all forms.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button
on the confirmation - returns the form to read-only and does not save any of the entered
information onto the form.

8. Navigate to and complete the other forms by selecting the corresponding tabs and following
the same steps.

9. When unsaved data exists: When navigating from tab to tab without saving the data, a
warning message displays as follows:

Exiting without saving will result in losing the data entered. Do you wish to save before
exiting?

Return to the form to save the data.
a. Select the Go Back button to return to the unsaved form.

b. Select the button for a save option at the bottom of the form.

c. Navigate to the next form again.
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-OR-

Continue to next form without saving.
a. Select the Continue button to move to the selected form without saving the changes
entered onto the current form.
b. Complete the new form as appropriate.
c. Repeat steps for navigating to other forms.

For security reasons, ASSIST employs a session time-out feature which logs you out of

ASSIST when the system determines that there has been no activity for a specific amount of time.
Before doing so, ASSIST displays a warning message indicating the remaining amount of time
until the automatic logout occurs. To prevent the automatic time-out, select the Continue Working
button from the warning screen.

4.1 SF 424 R&R Cover

For assistance with the information required on this form, please refer to the appropriate application
guide on the How to Apply page.

NOTE: The forms in these topics reflect FORMS-D, which must be used for applications with
due dates on or after May 25, 2016 (see the most recent NIH eSubmission Items of Interest). For
due dates prior to May 25, 2016 you need to use FORMS-C.

For guidance on completing the form in the ASSIST system, refer to the steps below:

Forms Data Entry 92 April 15th, 2016


http://grants.nih.gov/grants/how-to-apply-application-guide.htm
http://grants.nih.gov/grants/how-to-apply-application-guide.htm
http://grants.nih.gov/grants/how-to-apply-application-guide.htm
http://grants.nih.gov/grants/how-to-apply-application-guide.htm
http://grants.nih.gov/grants/how-to-apply-application-guide.htm
https://grants.nih.gov/grants/ElectronicReceipt/esub_items_interest_20160229.htm
https://grants.nih.gov/grants/ElectronicReceipt/esub_items_interest_20160229.htm
https://grants.nih.gov/grants/ElectronicReceipt/esub_items_interest_20160229.htm
https://grants.nih.gov/grants/ElectronicReceipt/esub_items_interest_20160229.htm
https://grants.nih.gov/grants/ElectronicReceipt/esub_items_interest_20160229.htm
https://grants.nih.gov/grants/ElectronicReceipt/esub_items_interest_20160229.htm
https://grants.nih.gov/grants/ElectronicReceipt/esub_items_interest_20160229.htm
https://grants.nih.gov/grants/ElectronicReceipt/esub_items_interest_20160229.htm
https://grants.nih.gov/grants/ElectronicReceipt/esub_items_interest_20160229.htm

ASSIST User Guide

1. Select the Edit button to enable the form for editing.

BLTETL Y Corrar Page Db ey iRy Resarch
Supplement  Project Parion Plae
Indermaticn Predils

Application for Federal Assistance

C )

2. Complete the required fields for each section. Required fields are marked with asterisks (*).

Some information, including the organization details in the Applicant Information section
and the fields within the Project Director/Principal Investigator Contact Information
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section, is carried over from the application initiation. These fields are disabled for editing
and are read-only.

The Descriptive Title of Applicant's Project is also carried over from the Application
Project Title provided on the Initiate Application page; however, this field may be edited if
necessary.

Tip: For components in multi-project applications, you can use the Populate from Overall
component's R&R cover button to auto-populate the fields in Section 5 with information
entered on the Overall component R&R Cover form.

3. To save the entered information, select the Save and Keep Lock button to keep the form
open for further editing -or- select the Save and Release Lock button to close the form after
saving.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button
on the confirmation - returns the form to read-only and does not save any of the entered
information onto the form.

4.2 PHS 398 Cover Page Supplement

For assistance with the information required on this form, please refer to the appropriate application
guide on the How to Apply page.

NOTE: The forms in these topics reflect FORMS-D, which must be used for applications with
due dates on or after May 25, 2016 (see the most recent NIH eSubmission Items of Interest). For
due dates prior to May 25, 2016 you need to use FORMS-C.

For guidance on completing the form in the ASSIST system, refer to the steps below:
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1. Select the Edit button to enable the form for editing.
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Summary  RER Cover Career Dov
Award Sup

PHS 398 Cover Page Supplement

PHS398 CoverPageSupplement v3.0 °

m View Burden Statement

1. Human Subjects Section

> Yes O )
o Yes ©
2. Vertebrate Animals Section
O Yes O}
Yas
¥ Mo
Ho

3. * Program Income Section

4. Human Embryonic Stem Cells Section

t: http:/ /stemcells.nih.gow/ research/ registry/
Cell Line(s): (Example: 0004)

5. Inventions and Patents Section (RENEWAL)

6. Change of Investigator/Change of Institution Section
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2. Complete the required fields for each section. Required fields are marked with asterisks (*).

Some information, including the Project Director/Principal Investigator section and the
contact name within the Applicant Organization Contact section, is carried over from the
application initiation. These fields are disabled for editing and are read-only.

Click here for an image of the form expanded for editing.
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Summary RER Cover C

PHS 398 Cover Page Supplement
PHS398 CoverPageSupplement v3.0 o

3. * Program Income Section

* Budget Period * Anticipated Amount (5) * Source(s)

Cell Line(s): (Example: 0004)

5. Inventions and Patents Section (RENEWAL)

Patents Yes o

sy Reported Yes () No

6. Change of Investigator/Change of Institution Section

Predix --- Setect Prefix --- | = |

Select Suffix - | = |

Forms| "

Save and Keep Lock

Save and Release Lock Cancel and Release Lock m
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3. To save the entered information, select the Save and Keep Lock button to keep the form
open for further editing -or- select the Save and Release Lock button to close the form after
saving.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button
on the confirmation - returns the form to read-only and does not save any of the entered
information onto the form.

4.3 Research & Related Other Project Information

For assistance with the information required on this form, please refer to the appropriate application
guide on the How to Apply page.

NOTE: The forms in these topics reflect FORMS-D, which must be used for applications with
due dates on or after May 25, 2016 (see the most recent NIH eSubmission Items of Interest). For
due dates prior to May 25, 2016 you need to use FORMS-C.

For guidance on completing the form in the ASSIST system, refer to the steps below:
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1. Select the Edit button to enable the form for editing.
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AN gdiable fields marke
your data entn

st b

el i arder Lo Saee this foem. Please -:_|<'|II':|_~| these data bal

5 Ll-;-l,_;:l'l' g

Summary | BER Cover || Cower Pags Sitars Sr iy R gr ok
SUBEhe T Pas s Plan
Profile
Research & Related Other Project Information o

R&R OtherProjectinfo v1.3 @

1. * Are Human Subjects imobed o Yes O Ma
1.a W YES to Human Subjects

Is the project exempt from Federal regulations? © Yes © Mo

I yes, check the appropriate exemption C'O:0:040s50e
number.
¥ no, is the IRE review Pending? o Yes © Ho

IRB Approval Date
Muman Subjects Assurance Humber

£ " Are Yertebrate Animals Used? o Yes o Ho

Z.a W YES to Vertebrate Animals

k= the LACUL review Pending? o Yes O Ho
BACIIC Approval Date
Animsl Welare Addurance Number
1. |z proprietary/ prodleged Iformation included in the applcation? o Yes © Ha

4.4, " Does this project hrve an actusl or potentisl impact - pesithve or negathe - on the emdronment?
o Yes O Ha

4.b. If yes, please explain:

d.c. If this project has an actual or potential impact on the srvdronment, has an sxemption been authorized or an

emdronmental assessment (BA) or emircnmental impact statement [EI5) been perfformed’ o Yes o Mo

4.4, i yes, please explain:

5. "5 the research parformanc & sibe designated, or ebgible to be desSgrated, as & historic place? O Yes © Ho
S.b. W yes, pleass explain:

&, " Does this project imeobee acthithes cutside of the United States or partnerships with international collaborators?
O Yes © Ho
b.a, If yes, identify countries:

6.b. Dptional Explanation:

7. * Project Sumamary/Abstract o AR i
&, * Project Harratie Terw ALtz P
9, Bibliography & References Tarwe AbEA i
Cited

10. Facilities & Other o AEER -
Resources

11, Equipment VPR "

12. Other Attachments

Attachment File Hame Wiew Attachment
Hathéng found to display.
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2. Complete the required fields for each section. Required fields are marked with asterisks (*).

3. To save the entered information, select the Save and Keep Lock button to keep the form
open for further editing -or- select the Save and Release Lock button to close the form after
saving.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button
on the confirmation - returns the form to read-only and does not save any of the entered
information onto the form.

Click here for an image of the form expanded for editing.
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All ediable fields marked with " must be el
your data entry

i 10 Savee this form. Please gather the

& data bedone beirqinning

Sumemary | RER Cover  Cover Page Sites Sy Ressarch
Sigenl@irsnt Paisam Flan
Profils
Research & Related Other Project Information ——
R&R OtherProjectinfo v1.3 @
Edit s Reaquilred fle
1. * Are Human Euh]:—ft-:. bvrokond Yes Ho

Is the project exempt from Federal regulatons? & Yes & Ho

if yos, check the appropriate exemption Ciririr4rsre
number.

i na, is the IRE review Pending? ™ Yes ¢ Ho

IRE Approval Date fren e

Human Subjects Assurance Number

2. " Are Vartabrats Andmals Lsad Yy Ha
Z.a H YES
Iz the IACUC resdew Pending? © Yes ¢ Ho
LACUC Approval Date =
Ankmal Welfare Assurance Mumber
1. * b proprietary/ privleged information included in the application? Yos Ho

4.a. * Dogs this project have an actual or potential impact - posithve or negative - on the envirpnmen?
Yes Ho
4.b, If yes, please explain:
4.c. If this project has an actual or potential impact on the emvironment, has an eoemption been authorized or an
emvironmental asisssment (EA] or emdronmentsl impact statement (EI5) been parformad? & Ye: & Ho

d.d. If yes, please explain:

5. * Is the ressarch performance site designated, or eligible to be designated, as a historic place? Tt Mo

5. If yes, please explain:
b * Dows this project imobe acthvities outside of the United States or partnerships with international collaborators?
Yas Ho
b.a. W yes, identify countries:

&.b. Optonal Explanation:

1. " Project Semmary/Absiract Add Attachment Delete Attachment Tew Atka ent

B. * Project Narrative EETEEDEIIE] 0ot Attecheent View Attachment
9. Biblicgraphy & References Add Attachment Delate Attachment 1ew Atka t

Cited

10. Facilities & Other Add Attachment [EEESESTERL TR T w Atka =t
Resources

11. Equipment

12. Other Attachments

Attachment File Hame Delote on Save Update Attachment View Attachment
Hathing found bo display.
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4.4 Project/Performance Sites

For assistance with the information required on this form, please refer to the appropriate application
guide on the How to Apply page.

NOTE: The forms in these topics reflect FORMS-D, which must be used for applications with
due dates on or after May 25, 2016 (see the most recent NIH eSubmission Items of Interest). For
due dates prior to May 25, 2016 you need to use FORMS-C.

For guidance on completing the form in the ASSIST system, refer to the steps below.
4.4.1 Primary Performance Site

1. Select the Edit button in the Primary Performance Site section of the page.

Summary | RER Cowver Cover Page Other Srary Rasearch
Supplemant  Project Persan Plan
linifior mation Profils

Primary Performance Site @

Organization Hame DUNG Address Action

Project/Performance 5ite Location(s)

Entry # Organization Hame DUNS Address Action

dizsplay
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The Project Performance Site Primary Location section opens for editing.

table s marked wil be

oL ata e
Summary || RER Cover | Cover Page Other Seary
Supplemant  Project Parion
Iinif o mation Profile

Rrssarch
Plan

: | &m submitting &n applcation s an indrddual, and nat on

academia, or other type of organization

Project Performance Site Primary Location

Populate from this component’s R&R Cover

- Select State -

UHITED STATES

Save and Release Lock

Save and Keep Lock

ahall af & company, staks, loeal or tribal govarnmeant,

Optional: Select the Populate from this component's R&R Cover button to populate the

fields with the Applicant Information entry from the application's R&R Cover.
Complete the required fields and any other appropriate information. Required fields are
marked with asterisks (*).
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4. Select one of the save options at the bottom of the form to save the data:
a. To save the information and keep the form open for further editing, select the Save
and Keep button.
b. To save the information and close the form, select the Save and Release Lock button.
c. To save the data on the current page of the form and to display a new page for entry,
select the Save and Add button.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button
on the confirmation - returns the form to read-only and does not save any of the entered
information onto the form.

The Edit and View buttons can be used to edit or view the added Primary Performance Site
information.

4.4.2 Project/Performance Site Location(s)

1. Select the Add Site button in the Project/Performance Site Location(s) section to add
additional sites.

Summary | RER Cower  Cover Page Other Srfay Rirsaarch
Supplement  Project Peron Flan
Irifior Pation Profile

Primary Performance Site @

Organization Name DUNS Address Action

Project/Performance 5ite Location(s) @

Entry # Organization Hame DUNS Address Action

The Project Performance Site Location section opens for editing.
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Summary || RER Cower || Cover Page Other Sriey Raesearch
Supplement  Project Perwon Flan
Information Profile
Project/Performancs Site Locations Summary

. " o S

academia, or other type of organization

Project Performance Site Location 1

Populate from this component’s RER Cover

LAHITED STATES -

Save and Keep Lock Save and Release Lock m | Cancel and Release Lock

: | am submitbing an application as an indnadual, and nat on behall of & company, state, local or tribal gowernmeant,

2. Optional: Select the Populate from this component's R&R Cover button to populate the
fields with the Application Information entry from the component's R&R Cover.

3. Enter the required fields and any other appropriate information.
Select one of the save options at the bottom of the form to save the data:

a. To save the information and keep the form open for further editing, select the Save

and Keep button.

b. To save the information and close the form, select the Save and Release Lock button.
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c. To save the data on the current page of the form and to display a new page for entry,
select the Save and Add button.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button on the
confirmation - returns the form to read-only and does not save any of the entered information onto
the form.

The Edit, Remove, and View buttons can be used to edit, remove, or view a
Project/Performance Site Location.

Click here for an image of the form with added locations.

Summary | RER Cover Cowver Page Other Sriey Raesearch
Supplement Project Parson Flan
Infor mation profile

Primary Performance Site @

Organization Mame DUMS Address Acton

it ] View |

Project/Performance 5ite Location(s)

Entry # Organization Hame DUINS Address Action

4.5 Senior/Key Person Profile

For assistance with the information required on this form, please refer to the appropriate application
guide on the How to Apply page.

NOTE: The forms in these topics reflect FORMS-D, which must be used for applications with
due dates on or after May 25, 2016 (see the most recent NIH eSubmission Items of Interest). For
due dates prior to May 25, 2016 you need to use FORMS-C.

For guidance on completing the form in the ASSIST system, refer to the steps below.
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4.5.1 Profile - Project Director/Principal Investigator (Project Lead)

The Project Director/Principal Investigator (Project Lead for components of a multi-project
application) information is carried over from the details entered during the application initiation.
Depending on the privileges assigned to you, this information can be edited and/or viewed.

To view the information, select the View button in the Action column for the PD/PI entry in the
PROFILE-Project Director/Principal Investigator section of the page.

Summary | RER Cover || Cover Page Other Sitet :" oy Fessarch
Supplement  Project p':ﬁﬁ Flan
Infor maticn ot

PROFILE - Project Director/Principal Investigator @

PDVP] Hame Project Role

PROFILE - Senior/Key Person(s)

Entry # CriKey Person Project Rols

ACon

Acton

To edit the information, perform the following steps:

1. Select the Edit button in the Action column for the PD/PI or (Project Lead) entry.

Surmmary || RE&R Cover | Cover Page Ortheer Sites :"rn"-' Rasearch
Supplement Project P.:ﬁﬁ Flan
Infor ation g

PROFILE - Senior/Key Person(s)

Entry # SriKey Person Project Role

PROFILE - Project Director/Principal Investigator @

POV Hame Praject Role

Acton

Actan

View

Forms Data Entry 109

April 15th, 2016



ASSIST User Guide

The Research & Related Senior/Key Person Profile (Expanded) section displays for the
PD/PI (or Project Lead).
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Sumemary | RER Cover | Cover Page | Othar Shtas Sritay Retararch
Supplement  Project Farion Plam
Information

Praofile

SEiERy PRrs NI

Research & Related Senior/Key Person Profile (Expanded)
R&R Key Person Expanded v2.0 @

PROFILE - Project Director/Principal Investigator

rivery from other |- Chooze & Person ---- M Add
ntial, &.g., agency login  |Pl_Crane Fopulate fields from Credentials
- Select Prefix "'_
Stephen
i
a5t Hame Crane

- Select Suffix --- %

.I_IrJITE[.I STATES v

i nda A

Add Attachment

Add Attachment

Save and Keep Lock Save and Release Loc
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2. Update the appropriate fields.
3. Select one of the save options at the bottom of the form to save the data:
a. To save the information and keep the form open for further editing, select the Save
and Keep Lock button.
b. To save the information and close the form, select the Save and Release Lock button.
c. To save the data on the current page of the form and to display a new page for entry,
select the Save and Add button.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button
on the confirmation - returns the form to read-only and does not save any of the entered
information onto the form.

4.5.2 Profile - Senior/Key Person(s)

Depending on the privileges assigned to you, actions are available for viewing, adding, editing,
and/or removing senior/key persons on a project.

4.5.2.1 Adding Senior/Key Person

1. Select the Add St/Key button from the PROFILE - Senior/Key Person(s) section of the
page.

Rassarch
Flan

tummary | RER Cover Cover Page Other Sited
Supplement Project
i finar Prutioan

Parson
Profile

PROFILE - Project Director/Principal Investigator @

POV Hame Project Role Ac tion

| Edit } View

PROFILE - Senior/Key Person(s)

Entry # SriKey Person Project Role Acton

The Research & Related Senior/Key Person Profile (Expanded) section displays for the new

Forms Data Entry 112 April 15th, 2016



ASSIST User Guide

Senior/Key Person.

2. Enter the person information using one of the following methods:

a. Select a name from the Add Sr/Key from other component drop-down list to choose a
person from another component and select the Add button.

Summary | RER Cover | Cover Page Other Sites :"rn_'? Rasearch
Supplement  Project P':.fl"‘ Flan
Infor mation Toine

Sr Ky Par o Summary

Research & Related Senior/Key Person Profile (Expanded)
R&R Key Per

PROFILE - Senior/Key Person 1

Percor L

=== (hoose a Person -

Fopulate fields from Credentals

-OR-

b. Enter the eRA Commons ID of a person into the Credential field and select the

Populate fields from Credentials button to populate the information based on the eRA
Commons ID.
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Summary | RER Cover Cowver Page Other Sites

ey Rasearch
Parsan

Supplement  Project = Flan
trifior ration Profile

Research & Related Senior/Key Person Profile (Expanded)

PROFILE - Senicr/Key Person 1

......

(:_ Chaksspears Populate felds from l}edenl:ll

-OR-

C.

Manually enter the first name, last name, address, and phone number information for
the person.

3. Select a role for the person from the Project Role drop-down list.

4. Complete any of the relevant optional fields.

5. Select one of the save options at the bottom of the form to save the data:

a.

To save the information and keep the form open for further editing, select the Save
and Keep Lock button.
To save the information and close the form, select the Save and Release Lock button.

c. To save the data on the current page of the form and to display a new page for entry,

select the Save and Add button.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button
on the confirmation - returns the form to read-only and does not save any of the entered
information onto the form.

The entered person displays on the Sr/Key Person Summary.
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S ey

Surmmary || RE&R Cover | Cover Page Ortheer Sites B Ressarch
Supplement  Project F"::.‘I"' Plan
Infor ation i

PROFILE - Project Director/Principal Investigator @

POSPI Hame Project Role Action

ctanhen Crans PO/PI Edit | View |

PROFILE - Senior/Key Person(s) WEELE]

One item found.
En try & 'Sr.l'l{l::; Person Projl:ct Fole AcHon
1 Wiliam Shakespears Corlnvestigator m
4.5.2.2 Viewing & Editing Senior/Key Person(s)
Select the View button to view the details of the person entry.
Summary || RER Cover | Cover Page Other Sitet .ir"“'_':f Rarsarch
Supplemant  Project P'!".""" Flan
trifor mation Frofie
PROFILE - Project Director/Principal Investigator @
PDVPI Hame Project Role Action
stephen Crane PO/PI Edit m
PROFILE - Senicr/Key Person(s)
One item found.
Entry & %ri/Key Person Project Role Action
1 William Shakespearse Co-lnvestigator @

To edit the person entry, perform the following steps:

1. Select the Edit button for the person entry.
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tummary | RER Cover Cover Page Othaer Sites :"' Wary Research
Supplement  Project P";‘.r‘ Flan
Infoer Pration .

PROFILE - Project Director/Principal Investigator @
PO/PI Hamie Project Role Acton
PROFILE - Senior/Key Person(s)

Entry & SriKey Person Project Role Ac Hon

2. Enter the appropriate fields.
3. Select one of the save options at the bottom of the form to save the data:
a. To save the information and keep the form open for further editing, select the Save
and Keep Lock button.
b. To save the information and close the form, select the Save and Release Lock button.
c. To save the data on the current page of the form and to display a new page for entry,
select the Save and Add button.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button
on the confirmation - returns the form to read-only and does not save any of the entered
information onto the form.

4.5.2.3 Removing Senior/Key Person(s)

To remove a senior/key person:
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1. Select the Remove button for the person entry.

tummary | RER Cover Cover Page Other Sited :‘ ¥y Rassarch
Supplement Project pailcai Flan

Inifoer Pration Frofia

PROFILE - Project Director/Principal Investigator @

PD/PI Hame Project Role Action

PROFILE - Senior/Key Person(s)

Entry & sriKey Person Project Hole EE;

A pop-up window displays confirming the deletion.

2. Select the Continue button to confirm the removal of the senior/key person entry (selecting
Go Back returns the Sr/Key Person Summary without removing the entry).

The Sr/Key Person Summary updates with the selected person removed from the PROFILE -
Sr/Key Person(s) list.

4.6 PHS 398 Research Plan

For assistance with the information required on this form, please refer to the appropriate application
guide on the How to Apply page.

NOTE: The forms in these topics reflect FORMS-D, which must be used for applications with
due dates on or after May 25, 2016 (see the most recent NIH eSubmission Items of Interest). For
due dates prior to May 25, 2016 you need to use FORMS-C.

For guidance on completing the form in the ASSIST system, refer to the steps below.

Forms Data Entry 117 April 15th, 2016


http://grants.nih.gov/grants/how-to-apply-application-guide.htm
http://grants.nih.gov/grants/how-to-apply-application-guide.htm
http://grants.nih.gov/grants/how-to-apply-application-guide.htm
http://grants.nih.gov/grants/how-to-apply-application-guide.htm
http://grants.nih.gov/grants/how-to-apply-application-guide.htm
https://grants.nih.gov/grants/ElectronicReceipt/esub_items_interest_20160229.htm
https://grants.nih.gov/grants/ElectronicReceipt/esub_items_interest_20160229.htm
https://grants.nih.gov/grants/ElectronicReceipt/esub_items_interest_20160229.htm
https://grants.nih.gov/grants/ElectronicReceipt/esub_items_interest_20160229.htm
https://grants.nih.gov/grants/ElectronicReceipt/esub_items_interest_20160229.htm
https://grants.nih.gov/grants/ElectronicReceipt/esub_items_interest_20160229.htm
https://grants.nih.gov/grants/ElectronicReceipt/esub_items_interest_20160229.htm
https://grants.nih.gov/grants/ElectronicReceipt/esub_items_interest_20160229.htm
https://grants.nih.gov/grants/ElectronicReceipt/esub_items_interest_20160229.htm

ASSIST User Guide

1. Select the Edit button to enable the form for editing.

Summary = RER Cower Cover Page  Modular R"-BT”':" Career Dev
Supplement  Budget Sl ard Sup

PHS 398 Research Plan
e h Plan v3.0 (7]

View Burden Statement

Introduction

Rezearch Plan Section

Human Subjects Section

Other Research Plan Section

Appendix

View
Appendix File Name Attachment

2. Add the appropriate Research Plan Attachments. Required fields are marked with an
asterisk (*).
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3. To save the entered information, select the Save and Keep Lock button to keep the form
open for further editing -or- select the Save and Release Lock button to close the form after
saving.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button
on the confirmation - returns the form to read-only and does not save any of the entered
information onto the form.

Click here for an image of the form expanded for editing.
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Summary = RER Cover Cover Page  Modular “‘:‘::r{n Career Dev
Supplement,  Budget o Award Sup

PHS 398 Research Plan
PHS398 Research Plan v3.0 @

View Burden Statement

Introduction

Research Plan Section

Add Attachment

Add Attachment Delete Atta il View ALt

Add Attachmment

Human Subjects Section

ERGEETS el Delete Altachmen! Wiew AL
Add Attachment
Add Attachnent

Add Attachment

Other Research Plan Section

Add Attachment
Add Attachment
Add Attachment

Add Attachment

Add Attachment

Add Attachment Delete Atta il View ALt

Add Attachment

Appendix
Add Attachment
Delete on Replace View

Appendix File Hame Save Attachment Attachment
Hothing found to display.,

Save and Keep Lock Save and Releass Lock incel and Release Lock

4.7 Research & Related Budget

For assistance with the information required on this form, please refer to the appropriate application
guide on the How to Apply page.
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NOTE: The forms in these topics reflect FORMS-D, which must be used for applications with
due dates on or after May 25, 2016 (see the most recent NIH eSubmission Items of Interest). For
due dates prior to May 25, 2016 you need to use FORMS-C.

ASSIST users who have been granted budget authority (View or Edit) may add, edit, and/or view
budget information using the R&R Budget tab.

NOTE: If a user does not have the View or Edit budget authority, the R&R Budget tab does not
display among the tabs for other component forms.

For guidance on completing the form in the ASSIST system, refer to the steps below.

IMPORTANT: Depending on the opportunity, you may be able to add up to five or ten budget
periods. Refer to your FOA.

4.7.1 Adding Budget Period 1

To add budget information for Period 1:
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1. Select the Edit button to enable the form for editing.

Summa E#H Cover || Cover Page Other Sites srfkey Research
y i
Supplement Project Person Plan
Information Profile
Rl Add Period

Research and Related Budget - Period 1

Edit and Get Lock

2. Complete the budget information as appropriate. Required fields are marked with an asterisk
(*).

3. To save the entered information, select the Save and Keep Lock button to keep the form
open for further editing -or- select the Save and Release Lock button to close the form after
saving.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button
on the confirmation - returns the form to read-only and does not save any of the entered
information onto the form.

Click here for an image of the form expanded for editing.
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Forms

Summary | REBR Cover | Cover Page Other

RE&R Budget

* Organizational DLMNS
Enter Hame of Organization

* Budget Type

Budgat Pariad: 1

Additional Senior/Key

w0

Total Funds requested for all Senbor

I r
B ey Ferson

Tatal Ser

B. Qther Personnel

Graduate Students
Undergraduate
Students
Secretarial/ Clerical

Total Humber Other Personnel

Total Other Personnel

Total Salary, Wages and Fringe Benef

ts (4=B)

Equipment Description

Fausoment [bam

Key Parsons in

Humber Monthe
of
Personnal Project Role Cal Acad. Sum.
Post Doctoral
Associates

F Project © Subaward/!Consortium

Sites Srikey Research
upplement Project Person Plan
Information Profile

Cumilative

Research and Related Budget - Period 1 o

R&R Budget v1.1'@

Edit and Get Lock
Expand All Reguired fleld

The Organizational DUNS and Enter Mame of Organization on the Project Budget are populated from the Applicant
Organization Information on the 5F 424 (RER) Cover of this component. i you wish to change these items, please do
wa on the 5F 424 (RER) Cover of this componant: you will mot ba sbla to adit the responte hars,

*Seart Date  [10/31/2012 i)
—
End Date
* Cenior/Key Person B. Other Persomnnal
A. Senigr/Key Person
Fumnds

Person  Project Base Manths Requested Fringe Requested

Hame Rale Salary (3)  Cal Acad.  Sum.  Salary (5)  Benefits (5) (5 Ac ton
Harper  Profect 0L00 0.0 0.00 0.0 .00 0.00 0.00 m
Lew Lead

thie attached file 5
3
Requested Fringe Benefits Funds
Salary (%) ) Reguested {5} Remove
5
5
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4.7.2 Adding Another Budget Period

When adding additional budget periods, the information from the previous budget period is carried
over and auto-populated into the fields. This information can be edited as necessary.

To add an additional budget period:

1. Select the Add Period button.

“ Budget Period saved

Summary RER Cover  Cover Page Orther Sites SriKey ] Research
Supplement Project Person PMan
Infarmation Profile

FERa | Add Period

Research and Related Budget - Period 1
RER Budo: [ 7]

Edit and Get Lock

Research and Related Budget - Period X displays (where X is the specific budget period
being added).

2. Enter and/or edit the budget information for the specific period.

3. To save the entered information, select the Save and Keep Lock button to keep the form
open for further editing -or- select the Save and Release Lock button to close the form after
saving.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button on the
confirmation - returns the form to read-only and does not save any of the entered information onto
the form.

4.7.3 Editing and Viewing an Entered Budget

Depending on the authority granted, you may view and/or edit existing budget information for any
of the entered budget periods. To edit budget information:
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1. Select the link for the period to view or edit (e.g., Period 3 link).

Project

0 Budget Period saved

Summary R&R Cover | Cover Page Other Sites SriKey RER Budget Ressarch
Supplement Project Person Plan
Information Profile

Research and Related Budget - Period 2

Edit and Get Lock

2. Select the Edit button to edit the information.
3. Update the budget information as necessary.

4. To save the entered information, select the Save and Keep Lock button to keep the form
open for further editing -or- select the Save and Release Lock button to close the form after
saving.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button on the
confirmation - returns the form to read-only and does not save any of the entered information onto
the form.

4.7.4 Deleting a Budget Period

With Edit Budget authority, an ASSIST user may remove entire budget periods from a component.
To delete an entire budget period:
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1. Select the link for the period being removed (e.g., Period 3 link)

* Component. edior mation

Project

0 Budget Period saved

Summary RE&R Cover | Cover Papge Other Sites Srikey RER Budget Research
Supplement Project Person Plan
Information Profile

Research and Related Budget - Period 2

RE&R Budget v1.1 o

Edit and Get Lock

2. Select the Edit button to enable editing.

3. Click the Remove Budget Period button.

Save and release Lock | Cancel and r se Loc Remove Budget Period

A confirmation window displays.

4. Select the Continue button to confirm the deletion request.

NOTE: Selecting the Go Back button returns the budget period form without deleting it.

The R&R Budget tab information displays, with the link for the removed budget gone. This
information is now deleted. The deleted budget period is also removed from the Cumulative
Budget information.

4.7.5 Viewing Cumulative Budget

To view the cumulative budget of multiple budget periods, select the Cumulative link.
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» Componsnt. bedior maticon

Project

0 Budget Period saved

Summary RE&R Cover | Cover Pape Other Sites Srikey RER Budget Ressarch
Supplement Project Person Plan
Information Profile
Period1 Perigd2 Perio
Research and Related Budget - Period 2
R&R Budget v1.1 @
Edit and Get Lock
E Expand All

The Research and Related Budget - Cumulative Budget displays as read-only.
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Summary | RER Cover || Cover Page Other Sites LT FER Budget R
Supplement Project Parson Plan
Information Praofile

Research and Related Budget - Cumulative Budget ©

4.8 R&R Subaward Budget

For assistance with the information required on this form, please refer to the appropriate application
guide on the How to Apply page.
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NOTE: The forms in these topics reflect FORMS-D, which must be used for applications with
due dates on or after May 25, 2016 (see the most recent NIH eSubmission Items of Interest). For
due dates prior to May 25, 2016 you need to use FORMS-C.

The R&R Subaward Budget form must be added to the application or to the component of a multi-
project application as an optional form. Refer to the help topic titled Add Optional Forms for more
information.

IMPORTANT: The option exists to download, complete offline, and upload subaward budget
forms into ASSIST. Refer to the section of this topic titled Completing Subaward Form Offline
for detailed steps.

For guidance on completing the form in the ASSIST system, refer to the steps below.
4.8.1 Adding a Subaward
To add a subaward:

1. Select the Add New Subaward button.

Summany RER Cover Cawar r-'d'r::- Orthisr St SriKey RER E:ut_‘i:-:-l ““ Reiearch
Supplameant F"uje-ﬁ.'. Parion Subaward PMan
nfarmation Profile Budget

Complete the subawardee budget(s) in accordance with the R&R Budget instructions.

p—————————,
{ Add Mew Subaward | Remove All Subawards
S ———

Subsward Organization Ac tion

The Research and Related Budget - Period 1 for Subaward <X> page displays.
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Forms
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Information Profile Budget
L] - ericd
subaward 1
Research and Related Budget - Period 1
R&R Budget v1.1 @
Edit and Get Lock
E Expand All
Al i ganization
t Typ  Project & Subaward/Consortium
t Periad: 1 tart Dt E
A Kz Parzan -
A. Senior/Key Person
Funds
Person  Project Base Maonths Requested Fringe Requested
Hasme Rale Salary (5) Cal.  Acad.  Sum. Salary (5)  Benefits (5) (1] M Han
Mathing found to display.
Addidonal Senior/ Key
| Funds re or A ¥ reons in th -] d 5
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2. Complete the budget information as appropriate. Required fields are marked with an asterisk
(*).

3. To save the entered information, select the Save and Keep Lock button to keep the form
open for further editing -or- select the Save and Release Lock button to close the form after
saving.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button
on the confirmation - returns the form to read-only and does not save any of the entered
information onto the form.

4. Repeat steps, selecting Add New Subaward for each additional subaward.

The added subawards display in a table from which they can be accessed using the Edit,
Remove, and View buttons.

RER

Summary RBR Cover | Cover Page Other Sites Srikey RER Budget Ressarch
Supplement Project Paruon s"’*"‘"*"trd Pan
Information Prafile
Complete the subawardee budget(s) in accordance with the R&R Budget instructions.

Add Hew Subaward | Remove All Subawards

Subaward Organization AcBion

| Edit § Remove J View
[ Edit J§ Remove ] View

4.8.1.1 Adding Another Budget Period to a Subaward

To add an additional budget period to a subaward:
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1. From within the subaward form, select the Add Period button.

) Subaward Budget Period saved
Summary LR Lover Page Other Sites Srikey RER Budget RER Research
supplement ; Subavrard
Project Perion B Plan
Information Profile Budget
Subaward 1
Research and Related Budget - Period 1
R&R Budget v1.1 @
[] Expand ANl

The Research and Related Budget - Period X displays (where X is the specific budget

period being added).
; RER
Surmmary RER Cover || Cover Pape Other Sites Sy RER Budpst Ressarch
) S-uDﬂlem:E-t Project Persan - Subaward Plan
Infarrmation Profile Budget
perioa 1 (Feriod 1) Cumdative
Subaward 1
Research and Related Budget
R&R Budget v1.1 o
[J Expand All
1234567890000
Univgrsity
 Project F Subaward/Consortium
11/30/2012 I
11/30/2012 2
2. Enter the budget information for the specific period.
April 15th, 2016
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3. To save the entered information, select the Save and Keep Lock button to keep the form
open for further editing -or- select the Save and Release Lock button to close the form after
saving.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button on the
confirmation - returns the form to read-only and does not save any of the entered information onto
the form.

4.8.1.2 Editing and Viewing an Entered Budget for a Subaward
To view and/or edit the subaward budget period:

1. From within the subaward form, select the link for the period to view or edit (e.g., Period 3

link).
RER
Summary R&R Cover || Cover Pape Other Sites SriKey RER Budpet Research
Supplement Project Person Subaward Plan
Information Profile Budget
RTTILTR Add Pericd

Research and Related Budget - Period 1

View the information.
Select the Edit button to edit the information.
Update the budget information as necessary.

ok Wb

To save the entered information, select the Save and Keep Lock button to keep the form
open for further editing -or- select the Save and Release Lock button to close the form after
saving.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button on the
confirmation - returns the form to read-only and does not save any of the entered information onto
the form.

4.8.1.3 Viewing Cumulative Budget for a Subaward

To view the cumulative budget for a particular subaward, access the form and select the
Cumulative link.

Forms Data Entry 133 April 15th, 2016



ASSIST User Guide

Summary RER Cover | Cover Page Other Sites Srilkey RER Budget RER Research
Supplement Project Person Subaward Plan
Information Profile Budget
Period 1 Period? Persad 3 m.ﬁdd Period
Subaward 1

Research and Related Budget - Period 1

RER Budost vi 1@
RO DUDSEL V.

The Research and Related Budget - Cumulative Budget displays as read-only.
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Summary RER Cover || Cover Page Other Sites Srlley
Supplement 'Prujl.-f.l Parcon
Information Profile

RER Budget

Pericd Pericd 2 FPericd3 Cumulative m

RER
Subaward
Budget

Reisarch
lan

Research and Related Budget - Cumulative Budget @

4.8.2 Removing Subawards

Subawards can be removed individually or all at once. The steps below provide detail for each

method.
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4.8.2.1 Removing an Individual Subaward

To remove an individual subaward:

1. Select the Remove button from the Action column for the particular subaward being

removed.
Summary RER Cover | Cover Page Other Sites Sriey RER Budget < tR&R 4 Research
Supplement Project Person 'g e Plan
Information Profile undget
Complete the subawardee budget(s) in accordance with the R&R Budget instructions.
| 1dd New Subaward | Remove All Subawards |
Subaward Organization Action
Subaward? MyOrganizaton W

A confirmation window displays.

2. Select the Continue button to complete the removal.

Summary RER Cower || Cover Page Other Sites Srikey HER Budget [ IE:I?R d Research
Supplement Project Person ""E]_ a—r Plan
Information Profile Sudget
Resé- otice: -\1
— s IBAWAR F TES . i iy s A
Comp ECK T 1 the RER Budget instructions.
Add M
Action

4.8.2.2 Removing All Subawards

To remove all subawards at one time:
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1. Select the Remove all Subawards button from the R&R Subaward Budget tab main page.

Summary | REBR Cover | Cowver Page  Other Sites S Wy modular [ ::!Fl I e
Supplemant  Project Parian Baudget "; :"l' Plan
Infor mation Profile e

Research and Related Subaward Budget @

Prepare the subawardee budget(s) online within ASSI5T or download, complete and attach

the subaward budget formis).

Add Mew Subaward F:n,-rnm'n,- Al Subawards

A confirmation window displays.

2. Select the Continue button to move forward and delete the subawards. (Selecting Go Back
cancels the action.)

- - RER
Summary | RBR Cover Cover Page Other Sites Seikey RE&R Budget Research
Suppl ement Project Parion S'Eb"w‘“d Plan
Information Profile udget

Res l{- . -\1

the RER Budget instructions.

E I
=]
3
k=]

e ————
(@ Contoue Pl Goack |

\‘ _) Action
Cubaward? My Organization m m m

4.8.3 Completing Subaward Form Offline

Applicants have the ability to complete the R&R Subaward Budget forms offline. To do so, the
forms must be downloaded, completed and saved to a local device, and then uploaded to ASSIST.

To complete subaward budget forms offline:
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1. Select the Download Subaward Form button.

RER

Summary | RER Cover || Cover Pags Other Sit Sriiary Modular [ b Rataarch
supplement  Project Perisn Baudget "'; :"l‘ Plan
Invfeef Pruatican Profile e

Research and Related Subaward Budget @

Prepare the subawardee budget(s) online within ASSI5T or download, complete and attach
the subaward budget formis).
»)

I_'.h.wnl{:-n-!j Subaward Forn

Add Mew Subaward

Remove Al Subawards

Attach Subaward Form

The Research & Related Budget form opens in another browser window. Complete the form
and save it locally. Instructions for filling out the form are located in the application guide:
http://grants.nih.gov/grants/funding/424/SF424 RR Guide General VerC.pdf#4 8

Special Instructions for Preparing.

2. Access the R&R Subaward Budget screen in ASSIST.
3. Select the Attach Subaward Form button from the screen.

RER

Summary | RER Cover || Cover Page Other Sites SriMary Modular [ e j Ressarch
Supplement Project Perion Budget -l; d-urlq Plam
Infor maticn Profile i

Research and Related Subaward Budget @

Prepare the subawardee budget(s) online within ASSIST or download, complete and attach

the subaward budget formis).

Add Hew Subaward

Remove Al Subawards Attach Subaward Form

4. When prompted, use the Browse button to search for and select the budget form from your
local device and the Submit button to add it to ASSIST.
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RRSubawardBudgetForm.pdf || Drowss...

ASSIST validates the PDF file to ensure that it meets the format requirements of the FOA.
Files of an invalid format cannot be uploaded.

5. The Research and Related Subaward Budget screen updates to include the added subaward
in the table at the bottom of the screen. Use the Edit, Remove, and View buttons to manage
the subaward as necessary.

Research and Related Subaward Budget @

Prepare the subawardee budget(s) online within ASSIST or download, complete and attach
the subaward budget formi(s).

Subaward Organization Ac tion

4.9 Career Development Award Supplemental

For assistance with the information required on this form, please refer to the appropriate application
guide on the How to Apply page.

NOTE: The forms in these topics reflect FORMS-D, which must be used for applications with
due dates on or after May 25, 2016 (see the most recent NIH eSubmission Items of Interest). For
due dates prior to May 25, 2016 you need to use FORMS-C.

For guidance on completing the form in the ASSIST system, refer to the steps below:
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1. Select the Edit button to enable the form for editing.
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Forms

Career Dav

Summary  RER Cover oird S0

PHS 398 Career Development Award Supplemental Form

PHS398 CareerDevelopmentAwardSup v3.0

View Burden Statement

Intreduction

Candidate Section

Research Plan Section

Other Candidate Information Section

Mentor, Co-Mentor, Consultant, Collaborators Section

Environment and Institutional Commitment to Candidate Section

Human Subjects Section

QOther Research Plan Section

Appendix
Wiew
Appendix File Hame Attachment
Hothing found to display.
Citizenship

* 1,5, Citizen or Mon-Citizen MationalP © Yes © Ho
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2. Attach the applicable sections using the Add Attachment buttons.

NOTE: If needed, use the Delete Attachment buttons to remove attachments or the View
Attachment buttons to view them.

Click here for an image of the form expanded for editing.
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Forms

Summary = RER Cover

PHS 398 Career Development Award Supplemental Form
PHS398 CareerDevelopmentAwardSup v3.0 o

Intreduction
i i De & AL
Candidate Section
4. Ca Add Attachiment [EIECSIICITERTS TS w ALLaC
Goalks f
Research Plan Section
Add Attachment w ALt
Add Attachment a ALt
W ALL
Add Attachment W ATz
Add Attachment v Atta

Add Attachment

Add Attad

Add Attachment

Add Attachment

Data Safety Monitoring Plan Add Attachment

and Add Attachment

fren Add Attachment
Other Research Plan Section

16. als Add Attachment

Add Attachn

Detete on
Appendix File Name Sawve
Hothing
Citizenship
1.5, or Hon-Citizén National? g [ []

priate Non-U.5. Cit

ERLEAET TS Delete Attachment

Replace
Attachment

Wiew
Attachment
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3. To save the entered information, select the Save and Keep Lock button to keep the form
open for further editing -or- select the Save and Release Lock button to close the form after
saving.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button
on the confirmation - returns the form to read-only and does not save any of the entered
information onto the form.

4.10 PHS 398 Research Training Program Plan

For assistance with the information required on this form, please refer to the appropriate application
guide on the How to Apply page.

NOTE: The forms in these topics reflect FORMS-D, which must be used for applications with
due dates on or after May 25, 2016 (see the most recent NIH eSubmission Items of Interest). For
due dates prior to May 25, 2016 you need to use FORMS-C.

For guidance on completing the form in the ASSIST system, refer to the steps below:

Forms Data Entry 144 April 15th, 2016


http://grants.nih.gov/grants/how-to-apply-application-guide.htm
http://grants.nih.gov/grants/how-to-apply-application-guide.htm
http://grants.nih.gov/grants/how-to-apply-application-guide.htm
http://grants.nih.gov/grants/how-to-apply-application-guide.htm
http://grants.nih.gov/grants/how-to-apply-application-guide.htm
https://grants.nih.gov/grants/ElectronicReceipt/esub_items_interest_20160229.htm
https://grants.nih.gov/grants/ElectronicReceipt/esub_items_interest_20160229.htm
https://grants.nih.gov/grants/ElectronicReceipt/esub_items_interest_20160229.htm
https://grants.nih.gov/grants/ElectronicReceipt/esub_items_interest_20160229.htm
https://grants.nih.gov/grants/ElectronicReceipt/esub_items_interest_20160229.htm
https://grants.nih.gov/grants/ElectronicReceipt/esub_items_interest_20160229.htm
https://grants.nih.gov/grants/ElectronicReceipt/esub_items_interest_20160229.htm
https://grants.nih.gov/grants/ElectronicReceipt/esub_items_interest_20160229.htm
https://grants.nih.gov/grants/ElectronicReceipt/esub_items_interest_20160229.htm

ASSIST User Guide

1. Select the Edit button to enable the form for editing.

Summary  RER Cover Cover Page| Modular Research J):ﬂil'ﬂ'nﬂ Career Dev
Supplement,  Budget Plan ;E:,‘m Mward Sup

PHS 398 Research Training Program Plan
:3| S 3

398 ResearchTrainmingP
' [Edit Wiew Burden Statement

ogramPlan v3.0 ™

Intreduction

Training Program Section

Faculty, Trainees and Training Record Section

Other Training Program Section

Appendix

WView
Appendix File Hame Attachment

2. Attach the applicable sections of the research plan using the Add Attachment buttons.

Forms Data Entry 145 April 15th, 2016



ASSIST User Guide

NOTE: If needed, use the Delete Attachment buttons to remove attachments or the View

Attachment buttons to view them.

Click here for an image of the form expanded for editing.

Summary  RBR Cover Cover Page| Modular | Rescarch [kl Career Dev
Program
Supplement,  Budget Plan Plan Award Sup

PHS 398 Research Training Program Plan

PHS5398 ResearchTrainingProgramPlan v3.0

Wiew Burden Statement

Introduction

Training Program Section
A

Add Attachment EEESIEIEIIETS

Faculty, Trainees and Training Record Section

Other Training Program Section

Add Attachment

Add Attachment

Add Attachment

Appendix

Add Attachment

Delete on Replace
Appendix File Hame Save Attachment

Save and Keep Lock Save and Release Lock . Canc : :.l"r. ::3.- l‘?’.l

Add Attachement [EEESE TGS T T t w Attachn

el Delete Attachment

Add Attachment Dhelizte ARt I t w Attachn

Yiew
Attachment
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3. To save the entered information, select the Save and Keep Lock button to keep the form
open for further editing -or- select the Save and Release Lock button to close the form after
saving.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button
on the confirmation - returns the form to read-only and does not save any of the entered
information onto the form.

4.11 PHS 398 Training Budget

For assistance with the information required on this form, please refer to the appropriate application
guide on the How to Apply page.

NOTE: The forms in these topics reflect FORMS-D, which must be used for applications with
due dates on or after May 25, 2016 (see the most recent NIH eSubmission Items of Interest). For
due dates prior to May 25, 2016 you need to use FORMS-C.

ASSIST users who have been granted budget authority (View or Edit) may add, edit, and/or view
budget information using the Training Budget tab.

NOTE: If a user does not have the View or Edit budget authority, the Training Budget tab does
not display among the tabs for other component forms.

For guidance on completing the form in the ASSIST system, refer to the steps below.

4.11.1 Adding Budget Period 1

To add budget information for Period 1:
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1. Select the Edit button to enable the form for editing.

Summary RER Cower Cowver Page g Modular Research  Training Career Dov
Supplement Gudget Budget Plan Program = Award Sup
Plan
1P Cumulativ

ative Add Period

e

3 | ralmn

PHS 398 Training Budget - Period 1

dget v1.0 @

View Burden Statement

he Organizational DUNS and Enter Hame of Organization
Organization Information & SF 424 (Rizk ¥ f
DER) nat

43557900000

THE REGENTS OF THE UNIV. OF CALIF., UNIV. OF CALIF., SAN DIE

& Project

the Applicant

2. Complete the budget information as appropriate. Required fields are marked with an asterisk

(*).

3. To save the entered information, select the Save and Keep Lock button to keep the form
open for further editing -or- select the Save and Release Lock button to close the form after

saving.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button
on the confirmation - returns the form to read-only and does not save any of the entered
information onto the form.

Click here for an image of the form expanded for editing.
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Application Information @

Summary  RER Cover Cover Page
Supplement

Budget |y Plan

Training Maodular Resparch Training Career Dev

Program  Award Sup
Plan

! Period 1 Cumulative Add Period

PHS 398 Training Budget - Period 1
PHS398 TrainingBudget v1.0 @

Organization Information on the 5F 424 (RER) Cover. If y

(R&R) Cover; you will not be able to edit the response here

A, Stipends Tuition/Fees

Humber of
Trainees

Undérgraduate:
Humber per Stipend Level:

First Junior 5
Yeear, Soph.
Predoctoral:  Singhe Degree

[ual Degree

Tatal Predoctoral

0 1 Fa 3 4

Hon-degree

Seaking
Degree
Seeking
Tatal
Perstdoctoral

]

B. Other Direct Costs

rainee
Training Redated Expenses

Total Direct Costs from RE&ER Budget Form (if applicable)
Consortium Training Costs (if applicable)

Total Other Direc

sis Requested

C. Total Direct Costs Requested (A « B)

D. Indirect (F&A) Costs

[

E. Total Direx % Requested (C + D)

il Indirect|Fiea)

jca tion

F. Budget Ju

( al DUNS 8043557900000
Organization Hame THE REGEMTS OF THE UNIV. OF CALIF., UNIV. OF CALIF., SAN DIE
* Budget Type ® Project © Subaward! Consortim
* Start Date
* End Date

Postdoctoral: Hurnber Per Stipend Level

1 b 7

Totak §

Total Stipends + Tuition/Fees Requested &

Funds Requested (5)

Total Indirect (FEA) Costs Requested §
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April 15th, 2016



ASSIST User Guide

4.11.2 Adding Another Budget Period

When adding additional budget periods, the information from the previous budget period is carried
over and auto-populated into the fields. This information can be edited as necessary.

To add an additional budget period:
1. Select the Add Period button.

Summary | RER Cover Cover Page  Other Sited S Mary Training | MG  Training
Supplement | Project Perion Program RGN <.k s d
ninrrmation Prodile Flan Eudget

PHS 398 Training Budget - Period 1

PHS 398 Training Budget - Period X displays (where X is the specific budget period being
added).

2. Enter and/or edit the budget information for the specific period.

3. To save the entered information, select the Save and Keep Lock button to keep the form
open for further editing -or- select the Save and Release Lock button to close the form after
saving.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button on the
confirmation - returns the form to read-only and does not save any of the entered information onto
the form.

4.11.3 Editing and Viewing an Entered Budget

Depending on the authority granted, you may view and/or edit existing budget information for any
of the entered budget periods. To edit budget information:
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1. Select the link for the period to view or edit (e.g., Period 3 link).

Summary | RER Cover | Cower Page  Other te1 Srifey

5 Training Trairing
Supplement Project Parian Prosgram Subaward
Informaticn Profile Plan Budget

(7]

PHS 398 Training Budget, Cumulative Budget

2. Select the Edit button to edit the information.
3. Update the budget information as necessary.

4. To save the entered information, select the Save and Keep Lock button to keep the form
open for further editing -or- select the Save and Release Lock button to close the form after

saving.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button on the
confirmation - returns the form to read-only and does not save any of the entered information onto

the form.

4.11.4 Deleting a Budget Period

With Edit Budget authority, an ASSIST user may remove entire budget periods from a component.

To delete an entire budget period:

1. Select the link for the period being removed (e.g., Period 3 link)

Summary | RER Cover | Cower Page  Other te1 Srifey

5 Training Trairing
Supplement Project Parian Prosgram Subaward
Informaticn Profile Plan Budget

(7]

PHS 398 Training Budget, Cumulative Budget

2. Select the Edit button to enable editing.

3. Click the Remove Budget Period button.

Seave and Keep Lock Save and release Lock [ Cancel and refsass Lock'

Remove Budget Perod

A confirmation window displays.
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4. Select the Continue button to confirm the deletion request.

NOTE: Selecting the Go Back button returns the budget period form without deleting it.

The PHS 398 Training Budget tab information displays, with the link for the removed
budget gone. This information is now deleted. The deleted budget period is also removed
from the Cumulative Budget information.

4.11.5 Viewing Cumulative Budget

To view the cumulative budget of multiple budget periods, select the Cumulative link.

Summary || RBR Cover  Cover Page  Other Sites Sr Mey Training T;‘"‘"“'i Trainirg
Lupplement Project Perion Program Sudget Subaward
infor mati rodile Plan Budget

PHS 398 Training Budget - Period 1

G
7

The PHS 398 Training Budget - Cumulative Budget displays as read-only.
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Sursmary | RAR Cover | Cower Page  Other Sitaes Sy Training | [l Traiving
Supplement  Praject Parion Program Budget [P
Irfor mation Profils PFlan Budiget

@
PHS 398 Training Budget, Cumulative Budget @

Postdoc toral:

Jther

4.12 Training Subaward Budget

For assistance with the information required on this form, please refer to the appropriate application
guide on the How to Apply page.

NOTE: The forms in these topics reflect FORMS-D, which must be used for applications with
due dates on or after May 25, 2016 (see the most recent NIH eSubmission Items of Interest). For
due dates prior to May 25, 2016 you need to use FORMS-C.
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The Training Subaward Budget form must be added to the component as an optional form. Refer

to the help topic titled Add Optional Forms .

For guidance on completing the form in the ASSIST system, refer to the steps below.

4.12.1 Adding a Training Subaward

To add a subaward:

1. Select the Add New Subaward button.

Summary | RER Cover Cover Page  Training | Modular JJ'::"'i“‘Bd
Supplement  Budget Busdget ﬂud::

Training Subaward Budget
PHS5398 Training Subaward Attachment(s) -.2.00

View Burden Statement

Instructions

This form allows you to attach a PHS 398 Training Budget form for each subaward/consortium associated with your
application. Use the *Download Subaward Form® button to extract a blank copy of the PHS 398 Training Budget form,
complete the form in accordance with agency instructions, and attach the completed form using the “Attach Subaward Form®
button.

Important

Attach Training Subaward Budget forms, using the blocks below, Remember that the files you attach must be PHS 398
Training Budget POF forms, which were previously extracted using the process outlined above. Attaching any other type of
file may result in the inability to submit your application to Grants. gov

Prepare the subawardee budget(s) online within ASSIST or download, complete and attach
the subaward budget form(s).

Add New Subaward Remave All Subawards Download Subaward Form Attach Subaward Form

Subaward Organization Action

The PHS 398 Training Budget- Period 1 for Subaward <X> page displays.
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Summary  REBR Cover Cover Page  Training Madular ﬂl:::lﬂj.'j
Supplement  Budget Budget -llli‘uﬂ-g:l

Subaward 1

PHS 398 Training Budget - Period 1
PHS398 TrainingBudget v1.0

Project by rd/ Comsort
* Start Date =
* End Date [
A, Stipends Tuitions Fees
Number of
Traineses
Undergraduate:
[} o e Stipend Level
Juinbor § Senkor
‘fear/Soph.
Predoctoral:  Single Degree
Dual Degree

i} i} Total Predoctoral 0.00

Postdoctoral: pet Per Stipend Level
o 1 Fl i 4 3 & 7

Sk

0 0, Total 0 0 0 0 0 0 0 0 0.00
Pastdoctoral
Orther

Totals § 0.00

Total Stipends + Tuition/Fees Reguested 5

B. Other Cosis

Trainee Travel it
Training Felated Expenses 5
Total Direct Costs from RER Budget Form (if applicable) 5
Consortium Training Costs (if cable) S
Tatal Other Direct Costs Requested g

C. Total Direct Costs Requested (A + B)

D. Indirect (FRA) Costs

. (FEeA
1.
2.
Total Indirect (FiA) Costs Requested S
E. Total Direct and Indirect{FiA) Costs Requested (C + D) g

F. Budget Justification

Save and Keep Lock Save and Release Lock

Fusits Requested

0.00

0.00

0.00
0.00

i
(>

0.00

0.00
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2. Complete the budget information as appropriate. Required fields are marked with an asterisk
(*).

3. To save the entered information, select the Save and Keep Lock button to keep the form
open for further editing -or- select the Save and Release Lock button to close the form after
saving.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button
on the confirmation - returns the form to read-only and does not save any of the entered
information onto the form.

4. Repeat steps, selecting Add New Subaward for each additional subaward.

The added subawards display in a table from which they can be accessed using the Edit,
Remove, and View buttons.

Summary | RER Cover Cover Page Other Sitws Sr Wy Tralring Traimirg __“u_ﬂ!;d
Supplement Project Person Programi Budget M*"'t
Information Profile Plan o

Training Subaward Budzet

- =y . I

Complete the subawardee budget(s) in accordance with the Training Budget instructions.

Add Mew Subaward | Remove All Subawards

Subaward Organization Acton

Subaward? MyOrganization m m

4.12.1.1 Adding Another Budget Period to a Training Subaward

To add an additional budget period to a subaward:
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1. From within the subaward form, select the Add Period button.

Surmmary | RBR Cover | Cover Page  Other Sited S /Mey Training Trairing
Supplement  Project Perian Frogram Budget
Infer mation Prodile Plan

Trainireg
Subaward
Busdget

PHS 398 Training Budget - Period 1
PHS398 TrainingBudget v1.0 @

The PHS 398 Training Budget - Period X displays (where X is the specific budget period

being added).
Sumnmary | RER Cover Cover Page  Other Sites Sr My Traiming | Trabnirg ;’I‘i":""t;
supplement Project Férson Fragram Budget H"r‘"
Informaticn Profile Plan gt
Parics 1 .s-;l..".';’: Add Period

Ma2%6 lraimng g2t

Budgeat . i F ct & b rur
11/01/2013
End Date  Tya/p1/2013

Enter the budget information for the specific period.

3. To save the entered information, select the Save and Keep Lock button to keep the form
open for further editing -or- select the Save and Release Lock button to close the form after

saving.
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NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button on the
confirmation - returns the form to read-only and does not save any of the entered information onto
the form.

4.12.1.2 Editing and Viewing an Entered Training Budget for a Subaward
To view and/or edit the subaward training budget period:

1. From within the subaward form, select the link for the period to view or edit (e.g., Period 3
link).

fumemary | RER Cover || Cover Page Other Lites Srikey Training Training iuT't-_:!wud
Supplement Project Paarson Program Budget

Infor mation Profile Plan Budget

PHS 398 Training Budget - Peric_rd 1

View the information.
Select the Edit button to edit the information.
Update the budget information as necessary.

kv

To save the entered information, select the Save and Keep Lock button to keep the form
open for further editing -or- select the Save and Release Lock button to close the form after
saving.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button on the
confirmation - returns the form to read-only and does not save any of the entered information onto
the form.

4.12.1.3 Viewing Cumulative Training Budget for a Subaward

To view the cumulative training budget for a particular subaward, access the form and select the
Cumulative link.
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Summary | RER Cover | Cowver Page Other Sites Srikey Training Training ET'I':I“'"?J
Supplement| Project Parson Program Budiget -'lé AT
Information Profile Plan udget

Period 1 Period 2 Period lw

Subaward

PHS 398 Training Budget - Period 1

PHS398 Training

The PHS 398 Training Budget - Cumulative Budget displays as read-only.
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Summary | BRR Cover Cover Page Other ites Se/Key Training Trakuing SLr:.mmirl
Supplement | Project Person Program Budget !:M:
nfcor makicn Profile Flan dge
Pericd 1 Period 2 Perigd 3 Cumulative R RETIES]

PH5 398 Training Budget, Cumulative Budget ©

Undergraduats:
Predoc toral:
Postdoc toral:

4.12.2 Removing Training Budget Subawards

Training budget subawards can be removed individually or all at once. The steps below provide
detail for each method.

4.12.2.1 Removing an Individual Training Budget Subaward

To remove an individual subaward:
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1. Select the Remove button from the Action column for the particular subaward being

removed.
Summary  RER Cover |Cowver Page Othsar Siteet iy Trairing Trainirg ___'-rIAi-uintL
Supplemaent | Project Person Frogram Evsdgat ":_"‘_;"""
Infarmathan Profile Plan fadpet

Training Subaward Budget

Training Subaward Budget v2.0
Complete the subawardee budget(s) in accordance with the Training Budget instructions.

Add Hew Subaward | Remove All Subawards

Subaward Organization Action

Subasardl University m

Subaward? My Organizaton

A confirmation window displays.

2. Select the Continue button to complete the removal.

Summary || RER Cover || Cover Page|  Other St ey || Traleing | Tranieg | [ERMANG
Supplemaent] Project Person | Frogram | Budpet |[ERGaeie
iniemsonpblan Ermiile ak..L Budget
¥
oDTiIcCe
Trdin
Trdin !L BAWARD? IF YES L MTIMUE® AM

Cognpg  SUBAWARD/CONSORT IUM/CONTRALTUA 15 1 the Training Budget instructions.

Go Back

I\h_ ot e |mm-'-/ Action

4.12.2.2 Removing All Training Budget Subawards

To remove all subawards at one time:
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1. Select the Remove all Subawards button from the Training Subaward Budget tab main page.

Summary  RER Cover | Cover Page Othsisr shews S MWy Tralring Trabnlrg __Tr:‘"'"i
Supplemaent | Project Person | Program | Budget [aleiald

Infarmation Prafile Plan

Budget

Training Subaward Budget

Training Subaward Budget v2.0 o

Complete the subawardee budget(s) in accordance with the Training Budeet instructions.

Add Hew Subaward | Remove All Subawards

Subsaward Organization Action

Subaward? My Organization m

A confirmation window displays.

2. Select the Continue button to move forward and delete the subawards. (Selecting Go Back
cancels the action.)

Summary | RBR Cover || Cover Page|  Other Sites Srikey Trabinirg Training ;L'=_"_."'|;
Supplement  Praject Parsod Program Budget b
Infor mation Praofils Plam Gudget
Tt‘ﬁ'l_ h JO ice: |
Coamp  ANL ECK THE OT RECT I 1 th§ Training Budget instructions.

AdiN

Go Back

Action

Mazacd] / ez

4.13 Planned Enroliment Report for Other Components

For assistance with the information required on this form, please refer to the appropriate application
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guide on the How to Apply page.

The Planned Enrollment Report form must be added to the application or to the component of a
multi-project application as an optional form. Refer to the help topic titled Add Optional Forms .

For guidance on completing the form in the ASSIST system, refer to the steps below.
4.13.1 Adding a Planned Enrollment Study
To add a planned enrollment study:

1. Select the Add New Planned Enrollment Study button. If this is the first study you are
adding, you can also select the Edit button for Study 1 located in the Action column of the

displayed table.
tummary | RER Cover Cover Page Other Sites SriMary RER Budget Rewsarch | Cumulative EF'L::'IMd 4
Supplemant Project Perion Flan I iarsion L rn:n
Iinformation Profile Report Repor

Add Mew Planned Enrollment Study Bl Remove All Planned Enrollment Studies

Study
Humber Study Title Action

The Planned Enrollment Report opens for editing.
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Summury | RER Cover (over Faga Dt hsinr Silai S MWy RAR Budget Retearch | Cumilatieg
Supplemant Praject Farritrm Plam Tt Lr b
Al af i Pialile Rasit
Planned Eni Repart Summa

Planned Enrollment Report

Study 1 of 1

This report format should HOT be used for collec ng data from study partcipants.

Seect -]
Ethmic Categories
Hot Hispanic or Lating Hispanic or Lating Total
Racial Categories Female Hale Female Male
i a
1atr

1}
a

= | T a
i

A 0
Total ] 0 0 1] a
Save and Keep Lock Save and Release Lock Save and Add |l Cancel and R: e Lock |

2. Complete the required fields and any other appropriate information. Required fields are
marked with an asterisk (*).
3. Select one of the save options at the bottom of the form to save the data:
a. To save the information and keep the form open for further editing, select the Save
and Keep Lock options.
b. To save the information and close the form, select the Save and Release Lock button.
To save the data on the current page of the form and to display a new page for entry,
select the Save and Add button.
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NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button
on the confirmation - returns the form to read-only and does not save any of the entered
information onto the form.

4. Select the Planned Enrollment Report Summary link to return to the table of enrollment
studies.

“ Planned Enrollment Report updates saved

Summary RER Cover Cover Page Othsr St Sriey | RABR Budget Rewearch | Cumulative
Supplemant |  Project Pariam Plars Ip Lok b
Indar frathan Prafile Rapas e

@-" nrad Enrgdment Report jumma _-__;)

Planned Enrollment Report

PlannedReport v1.0 L

The added studies display in the table from which they can be accessed using the Edit, Remove,
and View buttons.

Summary || RER Cover | Cover Page Other Sited Sy RER Budget Ressarch |Cumulativ EF.L:'IMH 4
Supplemant Project Prion Plan Ineclission nro '“:'ﬂ
Inif oor Priatioan Profile Baport Repar

Add Hew Planned Enrollment Study Remove All Planned Enrollment Studies

r ds, Page 1
Study
Humber Study Title Action
1 Sample Enrollment Study for Indiidual Component mmm
2 My Second Planned Enrollment Study mmm
Third Sample Study Title [ Edit ] Remove ] View ]

4.13.2 Viewing and Editing the Enroliment Studies

To view and/or edit a planned enrollment study:
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1. Select the appropriate button for the specific study to be viewed or edited:

Summary | RER Cover Cover Page Other Site Srifary RER Budget Rewsarch | Cumulative E:Frl:l od 4
Supplement  Project Peraon Plan Inaclsion Lot '
Iinformation Profile Report op

Add Hew Planned Enrollment Study Remove All Planned Enrollment Studies

Study
Humbser Study Title Action

i et ] enoe J view ]

To view the information:

a. Select the View button to see the form in read-only.

b. Note that once within the read-only form, you can select the Edit button at the top of
the form to enter edit mode.

To edit the information:

a. Select the Edit button for the study.
b. Make your changes.
c. Select one of the save options at the bottom of the form to save the data:
1. To save the information and keep the form open for further editing, select the
Save and Keep Lock options.
ii. To save the information and close the form, select the Save and Release Lock
button.

iii. To save the data on the current page of the form and to display a new page for
entry, select the Save and Add button.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue
button on the confirmation - returns the form to read-only and does not save any of the
entered information onto the form.

2. Select the Planned Enrollment Report Summary link to return to the table of enrollment
studies.
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n Planned Enrollment Report updates saved

Summary | RER Cover Cover Page Othesr Shars Sriey | RABR Budget Research
Supplemaent | Project Person Plar
Informaticn Profile

@-" s Errgdment Report 3 '.v'.‘.'.*.‘.'.*.-".'_;__‘_.)

Cumulative
Inclusion
Rabpesr

Planned Enrollment Report

.09

PlannedReport v

4.13.3 Removing Individual Planned Enroliment Study

You can remove the studies individually using the buttons found in the Action column of the

summary table. To remove an individual study:

1. Select the Remove button for the specific study.

Summary | RER Cover || Cover Page Other Sites Sriey | RER Budget Ressarch |Cumulative FF'L:‘_"IM_" 4
Supplement Project Person #lan inclirinn n;.. Ly
Tinfos mation Profile Report port

Add Hew Planned Enrollment Study Remove All Planned Enrollment Studies

Study
Humber Study Title Action
1 Sample Enrollment Study for Indhvidual Component m m m

Third Sample Study Title

o

3 of ¥ records, Page

A confirmation message pops up prompting you to continue or cancel this action.
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2. Select the Continue button to continue removing the study.

Sumemary | RER Cover | Cover Page Othar Tites Sriey | BRR Budget| Research | Cumulative Ph“n-rd I
fupplement | Project Parsmn Plan PR Erirollment
irdar mation Prafile Repart S
_ Iment Studies
A WAN | |
St
Hum Action
Remore ] View ]
| Remove J View ]

If you wish to cancel, select the Go Back button.

4.13.4 Removing All Planned Enroliment Studies

You can remove all studies at the same time rather than removing each individual study. Removing
all studies also removes the entire form from the component.

To remove all studies:

1. Select the Remove All Planned Enrollment Studies button at the top of the form.

Swmemary | RER Cover | Cover Page Other Sites Srikey EER Budget Ressarch Cumulstiee
fupplement,  Project FParson Plan Imchusion
Infiormation Profile Report

Add Hew Planned Enrollment Study ' Remove All Manned Enrollment Studies.

Study

Humber Study Title Action
1 Sample Enrcllment Study for Indridual Component m
Fi My Second Planned Enrollment Study mmm

A confirmation message pops up prompting you to continue or cancel the action.
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2. Select the Continue button to remove all forms.

Sumimary | RER Cover | Cover Page Other Sites Srivey ERR Budget Research || Cumulative I l""'"'d i
Supplement Project P son Plan Irsclusiicen e el
Information Frofile Roepaarit Rapart

= | —

[ Add iment Studies |
N
Sh X
un Action
(st ] Remove J View ]
| Edit § Remove ] View
| Edit ]| Remove J View ]

If you wish to cancel, select the Go Back button.

|See Also

o Add Optional Forms

4.14 Cumulative Inclusion Enrollment Report for Other Components

For assistance with the information required on this form, please refer to the appropriate application
guide on the How to Apply page.

NOTE: The forms in these topics reflect FORMS-D, which must be used for applications with
due dates on or after May 25, 2016 (see the most recent NIH eSubmission Items of Interest). For
due dates prior to May 25, 2016 you need to use FORMS-C.

The Cumulative Inclusion Enrollment Report form must be added to the application or to the
component of a multi-project application as an optional form. Refer to the help topic titled Add
Optional Forms .

For guidance on completing the form in the ASSIST system, refer to the steps below.
4.14.1 Adding a Cumulative Inclusion Enroliment Study
To add a cumulative inclusion enrollment study:

1. Select the Add New Cumulative Inclusion Enrollment Study button. If this is the first study
you are adding, you can also select the Edit button for Study 1 located in the Action column
of the displayed table.
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Curmulatioe

Summary | RAR Cower || Cover Page Othar Sitars Srikey ||RER Budget| Ressarch x
Irsg i
Supplement  Fraject Parfien Flan ==
Infor mation Frafila B

Add Hew Cumulative nclusion Enrollment Study ) Remove All Cumulative Inclusion Studies

.- @ Ttem II\-"J"'J
Study
Humber Study Titls Acton
L Remave
The PHS398 Cumulative Inclusion Report opens for editing.
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Summary | RER Cover | Cover Page Other
Supplement | Project
Information

Shes

Sri¥ey ||RER Budget
Parson
Profile

Ressparch
Flan

Cymutative Inclusion Enrplment Beport Sammanry

amulative
Irschusson

Repart

Study 1 af 1

Save and Keep Lock

Racial
Categories Female Male
American 0 0
Inidian
Alaska
Hative
Azhan 0 1]
Hative 0 i}
Hawaitan
or Other
Pacific
Iskander
Black or 0 0
African
American
White 0 0
More than 0 il
One Race
Unknown 0 i
or Not
Reported
Total 1] 0

Hot Hispanic or Latino

Unknown
/Hot
Reported

0

Save and Release Lock

Cumulative Inclusion Enrollment Report

PH5398_CumulativelnclusionReport v1.0 ©

Ethnic Categories

Hizpanic or Latino

Female
0

Unlmnown

fHot

Male  Reported

o

o

o

o

o

)

Save and Add

This report format should HOT be used for collecting data from study participants.

Unknown/Mot Reported
Ethnicity
Unknown
fHat
Female Male  Reported
a 0 0
i ] ]
a 0 0
1 0 0
1 0 0
i ] ]
a 0 0
1] ] 0
Cancel and Release Lock

Taotal

2. Complete the required fields and any other appropriate information. Required fields are
marked with an asterisk (*).
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3. Select one of the save options at the bottom of the form to save the data:
a. To save the information and keep the form open for further editing, select the Save
and Keep Lock options.
b. To save the information and close the form, select the Save and Release Lock button.

c. To save the data on the current page of the form and to display a new page for entry,
select the Save and Add button.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button
on the confirmation - returns the form to read-only and does not save any of the entered
information onto the form.

4. Select the Cumulative Inclusion Enrollment Report Summary link to return to the table of

enrollment studies.
u Cumulative Inchssion Report updates saved
e e AR R e e
Irdar Prafile Repart
' Cpaniiakive |1
Cumulative Inclusion Enrollment Report
PHS398_CumulativelnclusionReport v1.0 @
Edit
Study 1 af 1
Thiz report format should HOT be uzad for collecting data from study partcipanits.
Sample Component Level Study T

The added studies display in the table from which they can be accessed using the Edit, Remove,
and View buttons.
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Sumimary  RER Cover  Cowver Page Othar e o Wy RER Budget Rewarch t"""“:“lf“_.r"
Fupolamamnt Project Paron Plan Irchumicn
i oo Pt o Prolile Report

Add Hewe Cumulative Inclusion Enrollment Study Remoree All Cuomulative Incluvion Studies

Study
Ac Hon

Humber Study Title

4.14.2 Viewing and Editing the Enroliment Studies

To view and/or edit a cumulative inclusion enrollment study:

Select the appropriate button for the specific study to be viewed or edited:

furmwrary | RBR Cover  Cover Page Other Siten Sriey | RER Budgel| Ressarch |[Rniiedibid
Supplement  Praject Far won Plan T
b er Paltioy Profile Raport

Add Hew Cumulative Inclusion Enrollment Study Remove All Comulative Incluvion Studies

Study
Study Title AcHon

Humbier

To view the information:

a. Select the View button to see the form in read-only.

b. Note that once within the read-only form, you can select the Edit button at the top of

the form to enter edit mode.

To edit the information:

a. Select the Edit button for the study.
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b. Make your changes.

c. Select one of the save options at the bottom of the form to save the data:
1. To save the information and keep the form open for further editing, select the
Save and Keep Lock options.

1. To save the information and close the form, select the Save and Release Lock

button.

iii. To save the data on the current page of the form and to display a new page for

entry, select the Save and Add button.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue
button on the confirmation - returns the form to read-only and does not save any of the

entered information onto the form.

2. Select the Cumulative Inclusion Enrollment Report Summary link to return to the table of

enrollment studies.
u Cumulative Inchrsion Report updates saved
Sumemary || RBR Gover ||Cover Page||  Other Sites Srikey | RER Budget| Resesrch |[Rauiisidhid
5 Fraject Ps st Fla Irechuion
Infar mation Frafile Report
L Cumulativs Inciu e Gy ..:}
Cumulative Inclusion Enrollment Report
A
- f:'z'
Study 1 af 1
| rEpar i uld HOT be uzed for collectng data from study participants.
Sample Component Level Study Tithe 1

4.14.3 Removing Individual Cumulative Inclusion Enroliment Study

You can remove the studies individually using the buttons found in the Action column of the

summary table. To remove an individual study:
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1. Select the Remove button for the specific study.

Comulative

Swmmary  BER Cover | Cover Page Other Sites Lridey EER Budget| Research
Supplement|  Project Person Plan
information Profile

Imclusion
Report

Add Mew Cumulative Inclusion Enrollment Study Remove All Cumulative Inclusion Studies

Study
Humber Study Title Action
1 Sample Component Level Study Title 1 Edit m m
Sample Component Level Study Title Humber 2 m m m

cample Component Level Study Humber 3 @

A confirmation message pops up prompting you to continue or cancel this action.

2. Select the Continue button to continue removing the study.

Summuary | RER Cover Cover Page Other it L ey RER Budget Rewearch
Supplemaent Project Person Plan
infcrmaticn Prafile

| [ it ] onove ]
=3

If you wish to cancel, select the Go Back button.

4.14.4 Removing All Cumulative Inclusion Enrollment Studies

Y ou can remove all studies at the same time rather than removing each individual study. Removing
all studies also removes the entire form from the component.

To remove all studies:
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1. Select the Remove All Cumulative Inclusion Studies button at the top of the form.

Summary | RER Cover Cover Pags Othar Sieas S Wy RAR Budgest Redsarch E':Il.-!IuL.:l,'-\-ll-
Supplement  Project Parion Plan Ll
Inf or matien Prafile

re—

Add Mew Cumulative Inclusion Enrollment Study Remove All Cumulative Inclusion Studies

3 of 3 records, Page 1 of 1

Study
Humber Study Title Action
1 Sample Component Level Study Title 1 | Edit ]| Remove J View ]
L Sample Component Level Study Title Humber 2 mm
Sample Component Level Study Humber 3 mmm

A confirmation message pops up prompting you to continue or cancel the action.

2. Select the Continue button to remove all forms.

Surmmary || R&R Cover | Cover Page Other Sites Srivey ||RER Budget
Supplement  Froject P s
Infor mation Profile

Sample Component Level Study Humber 3 [ Remeve |

If you wish to cancel, select the Go Back button.

|See Also

o Add Optional Forms

4.15 PHS Inclusion Enrollment

For assistance with the information required on this form, please refer to the appropriate application
guide on the How to Apply page.
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The PHS Inclusion Enrollment Report form is used for all applications involving NIH-defined
clinical research. This form is used to report both planned and cumulative (or actual) enrollment,

and describes the sex/gender, race, and ethnicity of the study participants.

For guidance on completing the form in the ASSIST system, refer to the steps below.

4.15.1 Adding a PHS Inclusion Enroliment Report

To add an Inclusion Enrollment Report:

1. Select the Add New Inclusion Enrollment Study button. If this is the first report you are
adding, you can also select the Edit button for Study 1 located in the Action column of the

displayed table.

Application Information @

Inclusion
Enrollment
Report

Summary RE&R Cover

PHS Inclusion Enrollment Report

PHS Inclusion Enrollment Report v1.0 o
@m@ Remove All Inclusion Enroliment Studies

Study Murmber Study Title Action

' _Edit | Remove J View |

The PHS Inclusion Enrollment Report.

The PHS Inclusion Enrollment Report Summary opens.

Forms Data Entry 177

April 15th, 2016



ASSIST User Guide

Application Information @

Summary = RER Cover

PHS Indusion Enrollment Report Summary

PHS Inclusion Enrollment Report
PHS Inclusion Enrollment Report v1.0 o

Edit View Burden Statement

This report format should NOT be used for collecting data from study participants.

* Study Title(must be unique): Sample Component Level Study Title 1

* Delayed Onset Study? Yes @ Mo
If study is not delayed anset, the following selections are required:
Enrolment Type Planned @ Cumulative (Actual)
Using an Existing Dataset or Resource @ Yes Mo
Enrollment Location @ Domestic Foreign
Clinical Trial @ Yes Mo
NIH-Defined Phase Il Clinical Trial Yes @ Mo
Comments
Ethnic Categories
Mot Hispanic or Latino Hispanic or Latino Unknawn /Mot Reported Ethnicity
Racial Unknowrn Unknown Unknown
Categorie /Hat /Mot /Not
5 Fernale Male Reported  Fernale Male Reported  Female Male Reported
American 10 10 0 0 0 0 0 0 0
Indian/
Alaska
Hative
Aslan 5 5 0 0 0 0 0 0 0
Native 0 0 0 0 0 0 0 0 0
Hawaiian
or Other
Pacific
Islander
Black or 0 0 0 0 0 0 0 0 0
African
American
White 50 50 0 0 0 0 0 0 0
More than 0 0 0 10 10 0 0 0 0
One Race
Unknovwm 0 0 0 0 0 0 20 20 10
or Not
Reported
Total 65 65 0 10 10 0 20 20 10

Save and Add

Cancel and Release Lock

Forms
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Figure 6: PHS Inclusion Enroliment Report Summary

2. Complete the required fields and any other appropriate information. Required fields are
marked with an asterisk (*).
3. Select one of the save options at the bottom of the form to save the data:
a. To save the information and keep the form open for further editing, select the Save
and Keep Lock options.
b. To save the information and close the form, select the Save and Release Lock button.

c. To save the data on the current page of the form and to display a new page for entry,
select the Save and Add button.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button
on the confirmation - returns the form to read-only and does not save any of the entered
information onto the form.

4.15.2 Viewing and Editing the Inclusion Enroliment Report
To view and/or edit a cumulative inclusion enrollment study:

1. Select the appropriate button for the specific study to be viewed or edited:

Application Information @

Inclusion
Summary | RGR Cover [ S

Report

PHS Inclusion Enrollment Report
°HS Inclusion Enrollment Report v1.0

Add New Inclusion Enrollment Study Remaove All Inclusion Enroliment Studies

Study Murnber Study Title Action
1 Sample Component Level Study Title 1 m

Figure 7: Editing the Inclusion Enrollment Report
To view the information:

1. Select the View button to see the form in read-only.

NOTE: Note that once within the read-only form, you can select the Edit button at the top of the
form to enter edit mode.

To edit the information;
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1. Select the Edit button for the study.
2. Make your changes.

3. Select one of the save options at the bottom of the form to save the data:
a. To save the information and keep the form open for further editing, select the Save
and Keep Lock options.
b. To save the information and close the form, select the Save and Release Lock button.
c. To save the data on the current page of the form and to display a new page for entry,
select the Save and Add button.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button
on the confirmation - returns the form to read-only and does not save any of the entered
information onto the form.

4. Select the PHS Inclusion Enrollment Report Summary link to return to the table of
enrollment studies.

Application Information @

o Inclusion Enrollment Report updates savec

Inclusion
Enrollment
Report

G—ic- Indusion Enrollment Report '\'_'D

PHS Inclusion Enrollment Report

Summary | R&R Cover

IHIC % 7 By, [y
PHS Inclusion Enrollment

Figure 8: Inclusion Enrollment Report Displaying Summary Link
5. Click the PHS Inclusion Enrollment Report Summary link to return.

4.15.3 Removing Individual Cumulative Inclusion Enrollment Study

You can remove the studies individually using the buttons found in the Action column of the
summary table. To remove an individual study:

1. Select the Remove button for the specific study.
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Application Information @

Inclusion
Enrollment

Report

Summary = RER Cover

PHS Inclusion Enrollment Report
PHS Inclusion Enrollment Report v1.0 o
Add Mew Inclusion Enrollment Sty Remove All Inclusion Enrollment Studies

One item found,

Study Humber Study Tithe Action

Sample Component Level Study Title 1

A confirmation message pops up prompting you to continue or cancel this action.

2. Select the Continue button to continue removing the study.

Figure 9: Delete Confirmation screen

3. If you wish to cancel, select the Go Back button or click the X.

4.15.4 Removing All Cumulative Inclusion Enroliment Studies

Y ou can remove all studies at the same time rather than removing each individual study. Removing
all studies also removes the entire form from the component.

To remove all studies:

1. Select the Remove All Cumulative Inclusion Studies button at the top of the form.

Forms Data Entry 181 April 15th, 2016



ASSIST User Guide

Application Information @

Inclusion

Summary = RER Cover Enroliment

PHS Inclusion Enrollment Report

PHS Inclusion Enrollment Reporful 0. 3%
Add New Inclusion Enroliment Study Remove All Inclusion Enrollment StLr

Study Nurnber Study Title Action

A confirmation message pops up prompting you to continue or cancel the action.

2. Select the Continue button to remove all forms.

If you wish to cancel, select the Go Back button.

Add Optional Forms

4.16 PHS Assignment Request Form

For assistance with the information required on this form, please refer to the appropriate application
guide on the How to Apply page.

NOTE: The forms in these topics reflect FORMS-D, which must be used for applications with
due dates on or after May 25, 2016 (see the most recent NIH eSubmission Items of Interest). For
due dates prior to May 25, 2016 you need to use FORMS-C.

The PHS Assignment Request form is used for capturing assignment requests.

This form replaces certain information from the application cover letter attachment, and Users
should use this form for:

 requesting an assignment to an institute/center for funding consideration
 requesting an assignment to a particular study section for initial peer review
« identifying individuals who may not be appropriate to review their application

« identifying scientific areas of expertise needed to review the application.

This form is only visible to receipt and referral staff and scientific review officers, who may need to
act on the information.

For guidance on completing the form in the ASSIST system, refer to the steps below.
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4.16.1 Adding an Assignment Request Form
To add an Assignment Request form:

1. Select the Edit button.

The Assignment Request Form displays.
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Application Information @

PHS Assignment Request Form
PHS Assignment Request Form v1.0 @

Edit

Funding Opportunity Humber:  |AB.AA0D001

Funding Opportunity Titke: Forms D

Awarding Component Assignment Request (optional)

If you have a preference for an Awarding Component (e.9., NIH Institute/ Center) ass . please use the link below to
identify the most appropriate assignme nber b hort abbreviation (e.g., HCI for Hational Cancer Institute) in
“Assign to/ Do Mot Assign To Awarding Component” sections below. Your first cholce should be in column 1. All requests will be
considerad; however, loous of réview i predetermined for some applications and assignment réquests cannot abways be
honared.

Information about Awarding Components can be found here: hitps:/ /grants. nih.gov/ grants
fphd_assigniment_information, himdAwardingConmponents

Assign o Awarding Component:
Do Hot Assign to Awarding Component:

Study Section Assignment Request (opticnal)

If you have a preference for a study section assignment, please use the link below to identify the most appropriate study
section then enter the short abbreviation for that study section in “Assign to/Do not Assign to Study Section™ sections below.
Your first choloe should be in colurnn 1. ALl requests will be considered; however, locus of réeview is predetermined for some
applications and assignment requests cannot abvays be honored.

For example, you would enter “CAMP™ if you wish to request assignment to the Cancer Molecular Pathoblology study section
of enter “IRGT HDM-R™ if you with 1o request assignment to the Healthcare Delivery and Methodologies SBIR/STTR panel for
informatics. Be careful to accuratety capture all formatting (e.g., spaces, hyphens) when you type in the request.

Information about Study Sections can be found here: hitps://grants.nih.gov/grants
Iphs_assignment_informs:

Asskan 1o Study Section:

Oinity 20 charac ters allowed

Do Hot Assign Lo Study Section:

Oy harac bers allgwed

List Individuals who should not review your application and why (optional)

1000 characters alkwed

|dentify Scientific areas of expertize needed to review your application (optional)

Mote: Please do not provide names of individuss

1 ' 3 4 5
Expertise:

Dby 40 charac bers allewed
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Figure 10: Assignment Request Form

2. Complete the required fields and any other appropriate information. Required fields are
marked with an asterisk (*).
3. Select one of the save options at the bottom of the form to save the data:
a. To save the information and keep the form open for further editing, select the Save
and Keep Lock options.
b. To save the information and close the form, select the Save and Release Lock button.
c. To delete the form and return to the original application, select the Remove Form
button.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button on the
confirmation - returns the form to read-only and does not save any of the entered information onto
the form.

4.16.2 Viewing and Editing the Assignment Request Form
To view and/or edit an assignment request form:

Once the Save and Release Lock has been selected, the details of the form are displayed as read-
only.

To further modify the form, select the Edit button.
4.17 Additional Indirect Costs

For assistance with the information required on this form, please refer to the appropriate application
guide on the How to Apply page.

NOTE: The forms in these topics reflect FORMS-D, which must be used for applications with
due dates on or after May 25, 2016 (see the most recent NIH eSubmission Items of Interest). For
due dates prior to May 25, 2016 you need to use FORMS-C.

ASSIST users who have been granted budget authority (View or Edit) may add, edit, and/or view
budget information using the Additional Indirect Costs tab on a multi-project application (Overall
Component).

NOTE: If a user does not have the View or Edit budget authority, the Additional Indirect Costs
tab does not display among the tabs for other forms.

For guidance on completing the form in the ASSIST system, refer to the steps below.
4.17.1 Adding Budget Period 1

To add budget information for Period 1:
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1.

Select the Edit button to enable the form for editing.

Overall Component

Summary | RAR Cover || Cover Page Othavy Shtas Srikay 'hl';"_“:i_‘i‘?“"' Rasaarch
Supplement  Praject Padsad darect Plan
|nfor mation Profile

Coats

! Period 1 Cumulative Add Period

PHS Additional Indirect Costs - Budget Period 1

PHE AAdA#ramsl | e N Tt T | |
PHS Additional Indirect Costs v1.0

C= )

2. Complete the budget information as appropriate. Required fields are marked with an asterisk

(*).

3. To access the Indirect Costs pop-up screen for entering cost information:

a. Select the Add Indirect Cost button.

PHS Additional Indirect Costs - Budget Period 1

PHS Additional Indirect Costs v1.0 o

Indirect Costs

e Ims

0&/30/3015

Indirect Cost Rate Indirect Cost Base Funds Requested

Indirect Cost Type %) 5 (5 Ac tion
Hothing found to display.
Total Indirect Costs
Budget Justification
Add Attachment
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b. Enter the data fields on the Indirect Costs pop-up window. Required fields are marked
with an asterisk (*). Select the Add button when finished.

H. Indirect Costs

o N

Q T )

4. Repeat the steps above to include all indirect costs types as necessary.

5. To save the entered information, select the Save and Keep Lock button to keep the form
open for further editing -or- select the Save and Release Lock button to close the form after
saving.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button
on the confirmation - returns the form to read-only and does not save any of the entered
information onto the form.

Click here for an image of the form expanded for editing.
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» Component Information

Overall Component

Summary BER Cover Cover Page Othar Sites Er ey "‘;dj.t"m:l Ressarch
Supplement | Project Person "E:r:: Plan
Information Profile o

T Period 1 Cumulative Add Peried

PHS Additional Indirect Costs - Budzet Period 1
PHS Additional Indirect Costs v1.0 L7

Indirect Losts

Indirect Cost Rate Indirect Cost Base Funds Regquested

Indirect Cast Type (%) {5 (%) Ac thon

Add Indirect Cost

Total Indirect Costs

Budget Justification

Add Attachment

Save and Keep Lock Save and Release Lock [ H and Release Lock m

4.17.2 Adding Another Budget Period

When adding additional budget periods, the information from the previous budget period is carried
over and auto-populated into the fields. This information can be edited as necessary.

To add an additional budget period:
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1. Select the Add Period button.

Indarect
Conts

Supplemesnt Project Paricn Flan
Infor mation Profile
-

Summary || RAR Cover || Cover Page Oithar Sibad SrKary Additional Raagarch

Period 1 Cumulat --‘ Add Period ’

PHS Additional Indirect Costs - Budget Period 1

Edit

070172015

PHS Additional Indirect Costs - Budget Period X displays (where X is the specific budget

period being added).

2. Enter and/or edit the budget information for the specific period.

3. To save the entered information, select the Save and Keep Lock button to keep the form
open for further editing -or- select the Save and Release Lock button to close the form after

saving.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button on the
confirmation - returns the form to read-only and does not save any of the entered information onto

the form.

4.17.3 Editing and Viewing an Entered Budget

Depending on the authority granted, you may view and/or edit existing budget information for any

of the entered budget periods. To edit budget information:

1. Select the link for the period to view or edit (e.g., Period 3 link).

Summary || R&R Cover || Cover Page Dethar Sabed SriKary '“';’dm:“wl Rasgarch
Supplement Praject P i C rect Flan
Information Profis o

PHS Additional Indirect Costs - Budget Period 1
DHE Additianal Indiract Cacte vi 1 @

Q1 r2ms
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2. Select the Edit button to edit the information.
3. Update the budget information as necessary.

4. To save the entered information, select the Save and Keep Lock button to keep the form
open for further editing -or- select the Save and Release Lock button to close the form after

saving.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button on the
confirmation - returns the form to read-only and does not save any of the entered information onto

the form.

4.17.4 Deleting a Budget Period

With Edit Budget authority, an ASSIST user may remove entire budget periods from a component.

To delete an entire budget period:

1. Select the link for the period being removed (e.g., Period 3 link)

Additional
Indirect
Coata

Rasgarch
Flan

Summary || R&R Cover || Cover Page Dethar Sabed SriKary
Supplemeent Praject P icn
Information Profis

Period 1 Pericd 2 Cumulative Add Periad

PHS Additional Indirect Costs - Budget Period 1
DHE Additianal Indiract Cacte vi 1 @

Q1 r2ms

2. Select the Edit button to enable editing.

3. Click the Remove Budget Period button.

Save and Keep Lock Save and Release Lock | el and Rel 2 I‘ Remove Budget F'eric-d

A confirmation window displays.

4. Select the Continue button to confirm the deletion request.

NOTE: Selecting the Go Back button returns the budget period form without deleting it.
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The PHS Additional Indirect Costs tab information displays, with the link for the removed
budget gone. This information is now deleted. The deleted budget period is also removed
from the Cumulative Budget information.

4.17.5 Removing the Entire Additinal Indirect Costs Form

The PHS Additional Indirect Costs form is an optional form which can be removed if it is
not needed for the application. With Edit Budget authority, an ASSIST user may remove the
form from the application.

To remove the form:

1. Click the Remove Form button while within the PHS Additional Indirect Costs form.

Remowve Budget Perioc

Save and Keep Lock Save and Release Lock | Cancel and Release Loc ' Remove Form '

A confirmation window displays.

2. Select the Continue button to confirm the removal of the entire form. Select the Go
Back button to return to the budget period form without removing it.

IMPORTANT: Removing the form deletes the form and all its contents from the
application. This action cannot be reversed.

4.17.6 Viewing Cumulative Budget

To view the cumulative budget of multiple budget periods, select the Cumulative link.

Summary | RER Cover | Cover Page Orthar Sites Srikey lef:w;n_:l Raesearch
Supplement  Project Parscn e Flan

Information Profite Costs

PHS Additional Indirect Costs - Budget Period 1

- wll i I s B R -, St widaka ¥ (¥

The PHS Additional Indirect Costs — Cumulative Budget displays as read-only.
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Overall Component

PHS Additional Indirect Costs - Cumulative Budgzet

ndirect Costs

4.18 Cumulative Inclusion Enrollment Report for Other Components

For assistance with the information required on this form, please refer to the appropriate application
guide on the How to Apply page.

NOTE: The forms in these topics reflect FORMS-D, which must be used for applications with
due dates on or after May 25, 2016 (see the most recent NIH eSubmission Items of Interest). For
due dates prior to May 25, 2016 you need to use FORMS-C.

The Cumulative Inclusion Enrollment Report form must be added to the application or to the
component of a multi-project application as an optional form. Refer to the help topic titled Add
Optional Forms .

For guidance on completing the form in the ASSIST system, refer to the steps below.
4.18.1 Adding a Cumulative Inclusion Enroliment Study
To add a cumulative inclusion enrollment study:

1. Select the Add New Cumulative Inclusion Enrollment Study button. If this is the first study
you are adding, you can also select the Edit button for Study 1 located in the Action column
of the displayed table.
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Curmulatioe

Summary | RAR Cower || Cover Page Othar Sitars Srikey ||RER Budget| Ressarch x
Irsg i
Supplement  Fraject Parfien Flan ==
Infor mation Frafila B

Add Hew Cumulative nclusion Enrollment Study ) Remove All Cumulative Inclusion Studies

.- @ Ttem II\-"J"'J
Study
Humber Study Titls Acton
1 Remave
The PHS398 Cumulative Inclusion Report opens for editing.
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Summary | RER Cover | Cover Page Other
Supplement | Project
Information

Shes

Sri¥ey ||RER Budget
Parson
Profile

Ressparch
Flan

Cymutative Inclusion Enrplment Beport Sammanry

amulative
Irschusson

Repart

Study 1 af 1

Save and Keep Lock

Racial
Categories Female Male
American 0 0
Inidian
Alaska
Hative
Azhan 0 1]
Hative 0 i}
Hawaitan
or Other
Pacific
Iskander
Black or 0 0
African
American
White 0 0
More than 0 il
One Race
Unknown 0 i
or Not
Reported
Total 1] 0

Hot Hispanic or Latino

Unknown
/Hot
Reported

0

Save and Release Lock

Cumulative Inclusion Enrollment Report

PH5398_CumulativelnclusionReport v1.0 ©

Ethnic Categories

Hizpanic or Latino

Female
0

Unlmnown

fHot

Male  Reported

o

o

o

o

o

)

Save and Add

This report format should HOT be used for collecting data from study participants.

Unknown/Mot Reported
Ethnicity
Unknown
fHat
Female Male  Reported
a 0 0
i ] ]
a 0 0
1 0 0
1 0 0
i ] ]
a 0 0
1] ] 0
Cancel and Release Lock

Taotal

2. Complete the required fields and any other appropriate information. Required fields are
marked with an asterisk (*).
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3. Select one of the save options at the bottom of the form to save the data:
a. To save the information and keep the form open for further editing, select the Save
and Keep Lock options.
b. To save the information and close the form, select the Save and Release Lock button.

c. To save the data on the current page of the form and to display a new page for entry,
select the Save and Add button.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button
on the confirmation - returns the form to read-only and does not save any of the entered
information onto the form.

4. Select the Cumulative Inclusion Enrollment Report Summary link to return to the table of

enrollment studies.
u Cumulative Inchssion Report updates saved
e e AR R e e
Irdar Prafile Repart
' Cpaniiakive |1
Cumulative Inclusion Enrollment Report
PHS398_CumulativelnclusionReport v1.0 @
Edit
Study 1 af 1
Thiz report format should HOT be uzad for collecting data from study partcipanits.
Sample Component Level Study T

The added studies display in the table from which they can be accessed using the Edit, Remove,
and View buttons.

Forms Data Entry 195 April 15th, 2016



ASSIST User Guide

Sumimary  RER Cover  Cowver Page Othar e o Wy RER Budget Rewarch t"""“:“lf“_.r"
Fupolamamnt Project Paron Plan Irchumicn
i oo Pt o Prolile Report

Add Hewe Cumulative Inclusion Enrollment Study Remoree All Cuomulative Incluvion Studies

Study
Ac Hon

Humber Study Title

4.18.2 Viewing and Editing the Enroliment Studies

To view and/or edit a cumulative inclusion enrollment study:

Select the appropriate button for the specific study to be viewed or edited:

furmwrary | RBR Cover  Cover Page Other Siten Sriey | RER Budgel| Ressarch |[Rniiedibid
Supplement  Praject Far won Plan T
b er Paltioy Profile Raport

Add Hew Cumulative Inclusion Enrollment Study Remove All Comulative Incluvion Studies

Study
Study Title AcHon

Humbier

To view the information:

a. Select the View button to see the form in read-only.

b. Note that once within the read-only form, you can select the Edit button at the top of

the form to enter edit mode.

To edit the information:

a. Select the Edit button for the study.

April 15th, 2016
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b. Make your changes.

c. Select one of the save options at the bottom of the form to save the data:
1. To save the information and keep the form open for further editing, select the
Save and Keep Lock options.

1. To save the information and close the form, select the Save and Release Lock

button.

iii. To save the data on the current page of the form and to display a new page for

entry, select the Save and Add button.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue
button on the confirmation - returns the form to read-only and does not save any of the

entered information onto the form.

2. Select the Cumulative Inclusion Enrollment Report Summary link to return to the table of

enrollment studies.
u Cumulative Inchrsion Report updates saved
Sumemary || RBR Gover ||Cover Page||  Other Sites Srikey | RER Budget| Resesrch |[Rauiisidhid
5 Fraject Ps st Fla Irechuion
Infar mation Frafile Report
L Cumulativs Inciu e Gy ..:}
Cumulative Inclusion Enrollment Report
A
- f:'z'
Study 1 af 1
| rEpar i uld HOT be uzed for collectng data from study participants.
Sample Component Level Study Tithe 1

4.18.3 Removing Individual Cumulative Inclusion Enroliment Study

You can remove the studies individually using the buttons found in the Action column of the

summary table. To remove an individual study:
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1. Select the Remove button for the specific study.

Comulative

Swmmary  BER Cover | Cover Page Other Sites Lridey EER Budget| Research
Supplement|  Project Person Plan
information Profile

Imclusion
Report

Add Mew Cumulative Inclusion Enrollment Study Remove All Cumulative Inclusion Studies

Study
Humber Study Title Action
1 Sample Component Level Study Title 1 Edit m m
Sample Component Level Study Title Humber 2 m m m

cample Component Level Study Humber 3 @

A confirmation message pops up prompting you to continue or cancel this action.

2. Select the Continue button to continue removing the study.

Summuary | RER Cover Cover Page Other it L ey RER Budget Rewearch
Supplemaent Project Person Plan
infcrmaticn Prafile

| [ it ] onove ]
=3

If you wish to cancel, select the Go Back button.

4.18.4 Removing All Cumulative Inclusion Enrollment Studies

Y ou can remove all studies at the same time rather than removing each individual study. Removing
all studies also removes the entire form from the component.

To remove all studies:
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1. Select the Remove All Cumulative Inclusion Studies button at the top of the form.

Curmulative

Summary | RER Cover Cover Pags Othar Sieas Sriey | RAR Budgest Redsarch
supplemant |  Project Parom Plam
Inf or matien Prafile

I lurigan

re—

Add Mew Cumulative Inclusion Enrollment Study Remove All Cumulative Inclusion Studies

3 of 3 records, Page 1 of 1

Study
Humber Study Title Action
1 Sample Component Level Study Title 1 | Edit ]| Remove J View ]
i Sample Component Level Study Title Humber 2 mm
Sample Component Level Study Humber 3 mmm

A confirmation message pops up prompting you to continue or cancel the action.

2. Select the Continue button to remove all forms.

" . "

Surmmary || R&R Cover | Cover Page Other Sites Sriary RER Budget Curmislatrod
Supplement  Froject P s
Infor mation Profile

1-3of 3

)

St
Hun BT FORM I M THIS Action
1 m m m
2 [ Edit | Remove |
Sample Component Level Study Number 3 m

If you wish to cancel, select the Go Back button.

|See Also

o Add Optional Forms

4.19 Planned Enroliment Report for Other Components

For assistance with the information required on this form, please refer to the appropriate application
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guide on the How to Apply page.

The Planned Enrollment Report form must be added to the application or to the component of a
multi-project application as an optional form. Refer to the help topic titled Add Optional Forms .

For guidance on completing the form in the ASSIST system, refer to the steps below.
4.19.1 Adding a Planned Enrollment Study
To add a planned enrollment study:

1. Select the Add New Planned Enrollment Study button. If this is the first study you are
adding, you can also select the Edit button for Study 1 located in the Action column of the

displayed table.
tummary | RER Cover Cover Page Other Sites SriMary RER Budget Rewsarch | Cumulative EF'L::'IMd 4
Supplemant Project Perion Flan I iarsion L rn:n
Iinformation Profile Report Repor

Add Mew Planned Enrollment Study Bl Remove All Planned Enrollment Studies

Study
Humber Study Title Action

The Planned Enrollment Report opens for editing.
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Summury | RER Cover (over Faga Dt hsinr Silai S MWy RAR Budget Retearch | Cumilatieg
Supplemant Praject Farritrm Plam Tt Lr b
Al af i Pialile Rasit
Planned Eni Repart Summa

Planned Enrollment Report

Study 1 of 1

This report format should HOT be used for collec ng data from study partcipants.

Seect -]
Ethmic Categories
Hot Hispanic or Lating Hispanic or Lating Total
Racial Categories Female Hale Female Male
i a
1atr

1}
a

= | T a
i

A 0
Total ] 0 0 1] a
Save and Keep Lock Save and Release Lock Save and Add |l Cancel and R: e Lock |

2. Complete the required fields and any other appropriate information. Required fields are
marked with an asterisk (*).
3. Select one of the save options at the bottom of the form to save the data:
a. To save the information and keep the form open for further editing, select the Save
and Keep Lock options.
b. To save the information and close the form, select the Save and Release Lock button.
To save the data on the current page of the form and to display a new page for entry,
select the Save and Add button.
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NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button
on the confirmation - returns the form to read-only and does not save any of the entered
information onto the form.

4. Select the Planned Enrollment Report Summary link to return to the table of enrollment
studies.

“ Planned Enrollment Report updates saved

Summary RER Cover Cover Page Othsr St Sriey | RABR Budget Rewearch | Cumulative
Supplemant |  Project Pariam Plars Ip Lok b
Indar frathan Prafile Rapas e

@-" nrad Enrgdment Report jumma _-__;)

Planned Enrollment Report

PlannedReport v1.0 L

The added studies display in the table from which they can be accessed using the Edit, Remove,
and View buttons.

Summary || RER Cover | Cover Page Other Sited Sy RER Budget Ressarch |Cumulativ EF.L:'IMH 4
Supplemant Project Prion Plan Ineclission nro '“:'ﬂ
Inif oor Priatioan Profile Baport Repar

Add Hew Planned Enrollment Study Remove All Planned Enrollment Studies

r ds, Page 1
Study
Humber Study Title Action
1 Sample Enrollment Study for Indiidual Component mmm
2 My Second Planned Enrollment Study mmm
Third Sample Study Title [ Edit ] Remove ] View ]

4.19.2 Viewing and Editing the Enroliment Studies

To view and/or edit a planned enrollment study:
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1. Select the appropriate button for the specific study to be viewed or edited:

Summary | RER Cover Cover Page Other Site Srifary RER Budget Rewsarch | Cumulative E:Frl:l od 4
Supplement  Project Peraon Plan Inaclsion Lot '
Iinformation Profile Report op

Add Hew Planned Enrollment Study Remove All Planned Enrollment Studies

Study
Humbser Study Title Action

i et ] enoe J view ]

To view the information:

a. Select the View button to see the form in read-only.

b. Note that once within the read-only form, you can select the Edit button at the top of
the form to enter edit mode.

To edit the information:

a. Select the Edit button for the study.
b. Make your changes.
c. Select one of the save options at the bottom of the form to save the data:
1. To save the information and keep the form open for further editing, select the
Save and Keep Lock options.
ii. To save the information and close the form, select the Save and Release Lock
button.

iii. To save the data on the current page of the form and to display a new page for
entry, select the Save and Add button.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue
button on the confirmation - returns the form to read-only and does not save any of the
entered information onto the form.

2. Select the Planned Enrollment Report Summary link to return to the table of enrollment
studies.
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n Planned Enrollment Report updates saved

Summary | RER Cover Cover Page Othesr Shars Sriey | RABR Budget Research
Supplemaent | Project Person Plar
Informaticn Profile

@-" s Errgdment Report 3 '.v'.‘.'.*.‘.'.*.-".'_;__‘_.)

Cumulative
Inclusion
Rabpesr

Planned Enrollment Report

.09

PlannedReport v

4.19.3 Removing Individual Planned Enroliment Study

You can remove the studies individually using the buttons found in the Action column of the

summary table. To remove an individual study:

1. Select the Remove button for the specific study.

Summary | RER Cover || Cover Page Other Sites Sriey | RER Budget Ressarch |Cumulative FF'L:‘_"IM_" 4
Supplement Project Person #lan inclirinn n;.. Ly
Tinfos mation Profile Report port

Add Hew Planned Enrollment Study Remove All Planned Enrollment Studies

Study
Humber Study Title Action
1 Sample Enrollment Study for Indhvidual Component m m m

Third Sample Study Title

o

3 of ¥ records, Page

A confirmation message pops up prompting you to continue or cancel this action.
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2. Select the Continue button to continue removing the study.

Sumemary | RER Cover | Cover Page Othar Tites Sriey | BRR Budget| Research | Cumulative Ph“n-rd I
fupplement | Project Parsmn Plan PR Erirollment
irdar mation Prafile Repart S
_ Iment Studies
A WAN | |
St
Hum Action
Remore ] View ]
| Remove J View ]

If you wish to cancel, select the Go Back button.

4.19.4 Removing All Planned Enroliment Studies

You can remove all studies at the same time rather than removing each individual study. Removing
all studies also removes the entire form from the component.

To remove all studies:

1. Select the Remove All Planned Enrollment Studies button at the top of the form.

Swmemary | RER Cover | Cover Page Other Sites Srikey EER Budget Ressarch Cumulstiee
fupplement,  Project FParson Plan Imchusion
Infiormation Profile Report

Add Hew Planned Enrollment Study ' Remove All Manned Enrollment Studies.

Study

Humber Study Title Action
1 Sample Enrcllment Study for Indridual Component m
Fi My Second Planned Enrollment Study mmm

A confirmation message pops up prompting you to continue or cancel the action.
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2. Select the Continue button to remove all forms.

Summary || RER Cover | Cover Page Other Sites Srikey BER Budget| Research || Cumulative [
Supplement |  Project Parson Plan b
Information Profibe Report Rapart

[ Add iment Studies
AN
St .
Hun l 1 Ac ton
CEic ] Remore ] Viw
[ Edit ] Remove ] View |
[ Edit | Remove J View ]

If you wish to cancel, select the Go Back button.

|See Also

o Add Optional Forms

4.20 PHS 398 Modular Budget

For assistance with the information required on this form, please refer to the appropriate application
guide on the How to Apply page.

NOTE: The forms in these topics reflect FORMS-D, which must be used for applications with
due dates on or after May 25, 2016 (see the most recent NIH eSubmission Items of Interest). For
due dates prior to May 25, 2016 you need to use FORMS-C.

ASSIST users who have been granted budget authority (View or Edit) may add, edit, and/or view
budget information using the Modular Budget tab on a single-project application.

NOTE: If a user does not have the View or Edit budget authority, the Modular Budget tab does
not display among the tabs for other forms.

For guidance on completing the form in the ASSIST system, refer to the steps below.

4.20.1 Adding Budget Period 1

To add budget information for Period 1:
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1. Select the Edit button to enable the form for editing.
Summary RER Cover f..’:::“mt‘?:.‘.‘; E lar "‘I.::\:l‘.l‘.l::

PHS 398 Modular Budget - Period 1 @

Indirect (F&A) Type Indirect (F&A) Rate (%) Indirect (FRA) Base [5)

Funds Requested (5)

2. Complete the budget information as appropriate. Required fields are marked with an asterisk

(*).

3. To save the entered information, select the Save and Keep Lock button to keep the form
open for further editing -or- select the Save and Release Lock button to close the form after

saving.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button
on the confirmation - returns the form to read-only and does not save any of the entered

mformation onto the form.

Click here for an image of the form expanded for editing.
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Summary  RER Cover Cover Page .;",mf': Carper D
Supplement Hadge Award Sup

?Period 1 Cusnudative Add Period

PH5 398 Modular Budget - Period 1 L

View Burden Statement

A. Direct Costs

irect{FiA) 0.00[=]

B. Indirect (FEA) Costs

Indirect (Fiea) Indirect (FEA) Funds Requested
Indirect (F&A) Type Rate (%) Baser (5) (5) Action

A,

Add Additional Indirect Cost

FieA) Rate Agre

C. Total Direct and Indirect (FEA) Costs (A + B) Funds. Requested (3)

fget Justifications

Add Attachment

Add Attachment

Save and Keep Lock Save and Release Lock || Cancel and Release Lock F v it |

4.20.2 Adding Another Budget Period

When adding additional budget periods, the information from the previous budget period is carried
over and auto-populated into the fields. This information can be edited as necessary.

To add an additional budget period:
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1. Select the Add Period button.

Summary  RER Cover Cover Page Other Sites Sr ey r';n-:h..lu Revearch
Supplermaent Project Perion udget Plan
infarmaticn Profile

wmulat .*‘ Add Period .‘

PHS5 398 Modular Budget - Period 1 0

PHS Modular Budget - Budget Period X displays (where X is the specific budget period
being added).

2. Enter and/or edit the budget information for the specific period.

3. To save the entered information, select the Save and Keep Lock button to keep the form
open for further editing -or- select the Save and Release Lock button to close the form after
saving.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button on the

confirmation - returns the form to read-only and does not save any of the entered information onto
the form.

4.20.3 Editing and Viewing an Entered Budget

Depending on the authority granted, you may view and/or edit existing budget information for any
of the entered budget periods. To edit budget information:

1. Select the link for the period to view or edit (e.g., Period 3 link).

RER Cover  Cover Fage Othepr Sikai SNy Madular Rariparch
Supplement Project Parsan Budget Plan
nf ormation Profile

eriod 1 ?----..::‘:-.--_-.1-.-.-.- Add Period

PHS 398 Modular Budget - Period 1 7

2. Select the Edit button to edit the information.
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3. Update the budget information as necessary.

4. To save the entered information, select the Save and Keep Lock button to keep the form
open for further editing -or- select the Save and Release Lock button to close the form after
saving.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button on the
confirmation - returns the form to read-only and does not save any of the entered information onto
the form.

4.20.4 Deleting a Budget Period

With Edit Budget authority, an ASSIST user may remove entire budget periods from a component.
To delete an entire budget period:

1. Select the link for the period being removed (e.g., Period 3 link)

EER I R R Cover | Cower Fage|  Dbhar Shtes AP Mocular IR b
Supplement| Project Person Budget Plan
il TR Prafils

Pericd 1 ?----..:::-.--_-.1-.-.-.- Add Period

PHS 398 Modular Budget - Period 1 7

2. Select the Edit button to enable editing.

3. Click the Remove Budget Period button.

Save and Keep Lock Save and Release Lock [FCancel’and Rel | II Remove Budeet F'eric-d

A confirmation window displays.

4. Select the Continue button to confirm the deletion request.

NOTE: Selecting the Go Back button returns the budget period form without deleting it.

The Modular Budget tab information displays, with the link for the removed budget gone.
This information is now deleted. The deleted budget period is also removed from the
Cumulative Budget information.
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1. Select the Continue button to confirm the deletion request.

NOTE: Selecting the Go Back button returns the budget period form without deleting it.

The PHS Additional Indirect Costs tab information displays, with the link for the removed
budget gone. This information is now deleted. The deleted budget period is also removed
from the Cumulative Budget information.

4.20.5 Removing the Entire Additinal Indirect Costs Form

The Modular Budget form is an optional form which can be removed if it is not needed for
the application. With Edit Budget authority, an ASSIST user may remove the form from the
application.

To remove the form:

1. Click the Remove Form button while within the PHS Modular Budget form.

Save and Keep Lock Save and Release Lock | Cancel and Release Lock |

Remove Budeet Perioc

l Remove Form '

A confirmation window displays.

2. Select the Continue button to confirm the removal of the entire form. Select the Go
Back button to return to the budget period form without removing it.

IMPORTANT: Removing the form deletes the form and all its contents from the
application. This action cannot be reversed.

4.20.6 Viewing Cumulative Budget

To view the cumulative budget of multiple budget periods, select the Cumulative link.

Summary | RER Cover | Cover Page Other Sitas Srikey H"d”h: Research
tupplement,  Project Parson Budge Plan
Infiormation Profile

PHS 398 Modular Budget - Period 1 0

The PHS 398 Modular Budget - Cumulative Budget displays as read-only.
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Summury | RER Cover  Cover Page DOther Sites Seary e Raaaarch
Supplement  Project Paraon Budig#l elan
nif crmation Profile

4.21 SBIR/STTR Information

For assistance with the information required on this form, please refer to the appropriate application
guide on the How to Apply page.

NOTE: The forms in these topics reflect FORMS-D, which must be used for applications with
due dates on or after May 25, 2016 (see the most recent NIH eSubmission Items of Interest). For
due dates prior to May 25, 2016 you need to use FORMS-C.

For guidance on completing the form in the ASSIST system, refer to the steps below.
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1. Select the Edit button to enable the form for editing.
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Forms

Home > Application Information

Application Information @

Supplement |  Project Peron Flan
Infarmation Frofile
SBIR/STTR Information OME Number: 4040-0001

Expiration Date: 064 3072016

SBIR STTR Information v1.1 ‘@

* Required field(z)

* Program Type (select only one)
o 5BIR
o STTR

o Both (See agency-specific instructions to determine whether a particular agency allows a single submizsion for
both SBIR and STTR)

* SBIR/STTR Type (select only one)
o Phasel
o Phase ll

o Fast-Track (See agency-specific instructions to determine whather a particular agency participates in Fast-
'fr.prl-c]

Questions 1-7 must be completed by all SBIR and S5TTR Applicants:

© Yes " la Do you certify that at the time of award your organization will meet the eligibility criteria for a small
o Ho business as defined in the funding epportunity announcement?

* 1b. Anthcipated Humber of personnel to be employed at your organization at the time of sward.

0 Yes " 2. Does this application include subcontracts with Federal laboratories or any other Federal
& Ho Government agencies?

* If yes, insert names of the Federal Laboratories/agencies:

© Yas "3 Are you located in a HUBZone? To find cut if your buzsiness & in a HUBZone, wie the mapping utility
o N proided by the Senall Business Administration at its web site: http:/ feavw.sba.gor

o Yes *4. Wil all research and development on the project be parformed in fts entivety in the United States?
& Ha If na, provide an explanation in an attached file,

* Explanation: View Attachment

© Yes " 5. Has the applicant and/or Program Director /Principal Investigator submitted proposals for essentially
o Ha equivalent work under other Federal program solicitations or recebsed other Faderal awards for
essentially equivalent work?

* If yes, inzert names of the Federal Laboratories/agencies:

© Yes "6 Disclosure Permission Statement: If this application does not result in an award, & the Government

o Ha permitted to disclose the title of your proposed project, and the name, address, telephone number
and e-mail address of the official signing for the applicant organization, to organizations that may be
interested in contacting you for further information (e.g., possible collaborations, investment)?

* 7. Commercialization Plan: If you are submitting a Phase Il or Phase I/Phase Il Fast-Track Application,
include a Commercialization Plan in accerdance with the agency announcement and/or agency-
specific instructions.

* Attach File: View Attachment

SBIR-Specific Questions:
Questions § and ? apply only to SBIR goplications. [f you are submitting QNLY an 5TTR application, leave guestions
& and ¥ blank and proceed to question 10,

O Yes " 8. Have you receised SBIR Phase Il awards from the Federal Government? If yes, provide a company
o Ho commercialization history in accordance with agency-specific instructions using thiz attachment.

* Attach File: View Attachment

O Yas " 9. Wil the Project Dirertnr."F‘rhci;ul Investigator have his/her primary employment with the smaill
o Ha business. at the time of award?
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2. Complete the required fields for each section. Required fields are marked with asterisks (*).

Some questions are specific to SBIR or STTR applications. This is indicated on the screen.

Tip: For assistance with attachments, please refer to the topic titled Manage Attachments.

3. To save the entered information, select the Save and Keep Lock button to keep the form
open for further editing -or- select the Save and Release Lock button to close the form after
saving.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button
on the confirmation - returns the form to read-only and does not save any of the entered
information onto the form.

4.22 PHS Fellowship Supplement

For assistance with the information required on this form, please refer to the appropriate application
guide on the How to Apply page.

NOTE: The forms in these topics reflect FORMS-D, which must be used for applications with
due dates on or after May 25, 2016 (see the most recent NIH eSubmission Items of Interest). For
due dates prior to May 25, 2016 you need to use FORMS-C.

For guidance on completing the form in the ASSIST system, refer to the steps below.
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1. Select the Edit button to enable the form for editing.
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Forms

Home = Application Information

Application Information @

| Summary | RER Cover | Other | Sites | Sy

Project Peron
Information Frofile
PHS Fellowship Supplemental Form OMB Number:

PHS Fellowship Suppplemental v2.0 @

)

A, Application Type:

¥ Expand Al * Required field(s)

From 5F 424 (R&R) Cover Page. The response provided on that page, regarding the type of application being submitted,
s repeated for your reference, as you attach the appropriate sections of the Research Plan.

" Type of Application O Hew © Resubmission © Renewal © Continuation © Revision

B. Ressarch Training Plan

Please attach applicable sections of the research plan, below.

l.Introduction to Application View Attachment
{for BESUBMISSI0N applications only )

* 1. Specific Aims View Attachment

* 3. Research Strategy View Attachment
4. Progress Report Publication View Attachment
List

{for REHEWAL appidication oy
Human Subjects

Please note: The following item & taken from the Research & Related Other Project Information form. The
response provided on that page, regarding the involvement of human subjects, is repeated here for your
reference as you provide related responses for this Fellewship application. If you wish te change the answer to
the item shown below, please do 5o on the Research & Related Other Project Information form; you will not be
able to edit the response hers,

* Are Human Subjects involved? o Yes; © Ho
5. Human Subjects Invelvement Indefinita? o Yes O Mo
6. Clinical Trial? o Yes © No

1. Agency-Defined Phase Il Clinkcal Trial? o Yes © Ho

8. Protection of Human View Attachment
Subjects

9. Inclusion of Wermen and View Attachment
Minorities

10. Inclusion of Children View Attachment

Other research Training Plan Sections

Please note: The following item & taken from the Research & Related Other Project Information form, The
response provided on that page, regarding the use of vertebrate animals, & repeated here for your reference as
you provide related responses for this Fellowship application. I you wish to change the answer to the tem
shown below, please do so on the Research & Relabed Other Project Information form; you will not be able to
edit the response here.

* bre Vertebrate Animals used? o Yes © No

1. Vertebrate Animal Use Indefinite? o Yes O Ha

12, Vertebrate Animals View Attachment
11, Select Agent Research View Attachment
14, Resource Sharing Plan(s) View Attachment

* 15, Respective Contributions Viewe Attachment
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2. Complete the required fields for each section. Required fields are marked with asterisks (*).

Some questions are specific to SBIR or STTR applications. This is indicated on the screen.

Tip: For assistance with attachments, please refer to the topic titled Manage Attachments.

3. To save the entered information, select the Save and Keep Lock button to keep the form
open for further editing -or- select the Save and Release Lock button to close the form after
saving.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button
on the confirmation - returns the form to read-only and does not save any of the entered
information onto the form.

4.23 Form and Field Level Validations

ASSIST component forms include validation features at the field level created to identify
formatting errors or missing required data well in advance of the submission process. These checks
are performed when information is first entered into a field or when the component form is saved.

NOTE: This topic discusses the validations for improperly formatted data and missing required
data. This topic does not discuss validating the entire application for submission. Refer to the help
topic titled Validating the Application for information on submission validation.

4.23.1 Field Data Format Validations

Many component forms contain fields requiring certain types of data (e.g., numeric data in salary
fields). ASSIST features field level validation on many form fields to ensure that they information
being entered is in the proper format. In these specific fields, ASSIST validates the data upon entry
(or after moving the cursor from the field) and immediately displays a pop-alert indicating that the
format is not as expected.

( m—rm )
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When this occurs, read the error message and select the OK button. The field containing the error
remains red - and cannot be navigated away from - until the erroneous data is fixed or cleared out.

4.23.2 Required Field Validations

Many of the component forms in ASSIST include fields requesting required information that must
exist before the application can be submitted. Required fields are marked with a red asterisk (*).
Although the information in these fields is required for submission, component forms can be saved
without this information. This is useful when not all the required information is known at the time a
form is started. A component form can be started, saved, and completed later when the information
is known.

When saving a form with missing required fields, a notice displays indicating that data entry errors
were found and providing the options to Continue saving the form as-is or to Return to correct
errors.

ta
W e Return to correct crn:!r

SLIFHTA i Way RER Budpst RER Research

JupmpnETEET F ey r BTS00 Subawrard Flan
Informatian - Profile E-I.Id'.:-.".

Project/Performance 5ite Location(s)

To aid in the identification of incomplete forms, ASSIST employs a missing information icon - a
red exclamation point (!) - on the summary page of incomplete component forms. The icon
indicates the section or field with missing data. If the icon is seen on the summary page, simply edit
the appropriate section of the form and provide the required information before saving again.

NOTE: Not all forms contain summary pages.
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Summary RER Cover Cover Page Dther Srikey HER Budget AR Research
Supplement Project Person Subaward Plan
Infarmation Profile Budget

Primary Performance Site 7

Organization Hame DUNS Address Action

JE% Mabn Strest m

Anytown, IL 60614

UNITED STATES

Project/Performance Site Location(s) [ agdsite ]

Entry # Organization Hame DUNS Address Action
nukl
UHITED STATES

NOTE: Missing required information can also be identified by performing a component validation.
Refer to the help topic titled Validating an Individual Component.
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5 Application Submission Status Workflow for Multi-Project
Applications

IMPORTANT: This topic is applicable only to multi-project applications.

As your multi-project application evolves, its status is updated to reflect the current stage in the
submission process. This may be a manual status update or an automatic update performed by
ASSIST (i.e., system-generated).

The following provides a definition of the various status levels of an application.
Work in Progress: Allows editing of an application

All Components Final: Indicates that all components are in a status of Final (if not
Abandoned); also indicates that the application is ready for the Validate Application process

All Components Validated: System-generated status set when the Validate Application
process runs error-free

Ready for Submission: Manual status which should be set after all internal reviews have
taken place

Submitted: System-generated status set after submitting the application to Grants.gov

Submission Errors: System-generated status indicating that the validation process returned
errors

Abandoned: Manual status applied to indicate that the application is no longer being
worked on

NOTE: The ability to update an application's status is dependent on the status of its components. If
an application's components are not in the proper status, certain application status updates cannot
be made. Refer to the table in the Update Application Submission Status topic for the valid
conditions for updating the application status.

The figure below provides a general overview of the typical flow of an application from Work in
Progress to Ready for Submission status.
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ASSIST Application Submission Status Workflow
Start at number1)
'
N 1. Component Statusis - 3. Mark Component “Final”
“Work In Progress” Repeat for each ind. Component
2b. Mark Component “Complete”
and bad/trash component
“Abandoned” Repeat as necessary
4. Application: Update Submission -
Status to “All Components Final”
6. Application status changes to
Error-Free
! “All Components Validated”
k.
5. Validate entire Application
Contains |errors
5a. Application: Update Submission
itatus to “Work in Progress”
Sb. Change errored Component 6c. Make necessary corrections to
Status to “Work In Progress” applications and Validate
ISee Also

o Display Component Status

Update Application Submission Status
Update Component Status
View Application Status History

o View Component Status History

5.1 Display Component Status

Selecting the Display Component Status button from the Actions panel opens the Status Summary.
This screen displays a status summary of the entire application and its components.

IMPORTANT: This topic is only applicable to multi-project applications.

The information on the screen is as follows:

o Component ID (for individual components only)
o Status
o Next Steps
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The Next Steps gives a description of what type(s) of status update can be performed against the
component in its current status.

> Status Summary

Application Status @

0 To update a status start by selecting the Update Submission Status button in the left column from:
« Aavy form in an Application for the Application

« Component Summary for a Component

Status MHext Step

Waork in Progress Update status to All Components Final once all components are in 4 Final or Abandonad
status

Component Statuses

Componant ID Stabus Hext Steps

York in Frogress Work in progress stabus may be updated to

|See Also

o Application Submission Status Workflow for Multi-Project Applications
Update Component Status

Update Application Submission Status

View Application Status History

o View Component Status History

5.2 Update Component Status

IMPORTANT: This topic is only applicable to multi-project applications.

ASSIST users with the appropriate privilege may update the status of an individual component of a
multi-project application when necessary as follows:
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Table 1: Valid Component Status Changes

Complete
Abandoned*

Work in Progress Final

*Note: An Overall
component cannot be

abandoned

Final
Complete

Work in Progress
Final Work in Progress
Abandoned Work in Progress

NOTE: In order for an application to be submitted, at least one component of the application must
be marked as Final. All other components must be in Final or Abandoned status.

To update the status of a component:

1. Select the Return to Application Info button on the Actions panel to return to the
Application Information page.

2. From the Application Information page expand the Overall or other component type from
the Component Type section of the navigation panel to display the list of components
within the section.

3. Select a component.

4. Click the Update Component Status button.

The Update Status window opens.
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Admin-Core

l EER Budpet Research
Plar

% Application Information

5. Select the appropriate status from the Select the new status drop-down list.
6. Complete the status update:
a. Enter a comment in the provided text box.

b. Select the Add comment button.

-OR-

c. Select the link titled or continue without adding a comment to update the status
without entering a comment in the provided text box.

A notification of the change in status is sent to the appropriate individual(s). The application status
is changed to the selected status.

NOTE: When marking a component as Final, ASSIST validates if any senior/key persons with a
bio-sketch exist on another component marked as Final. Only one bio-sketch may exist per

senior/key person on an application. Refer to the help topic titled Verify Senior/Key Personnel for
information on this topic.

5.3 Component Status History

IMPORTANT: This topic is only applicable to multi-project applications.
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From the Component Information page, select the View Status History button to display the
Component Status History page.

» Cormparit |AfaramiLion

—-—
al .
_'l:".in|'..~cﬂ ('Dle
AN RSO Rl RiR Cover | Cover Page| Other Sites Sr/Key | RER Budget|  RER Research
Supplement|  Project Person Subaward Plan
MAMNAGE ACCESS Information Profile Budget
ADD OPTIOMAL FORM
At AT 2 & Component Information
DISPLAY COMPOMENT STATUS
949-Core
CHANGE COMPONENT ORDER
R O ORER, Sample Short Hame  [Update Short Hame|
PREVIEW CURRENT COMPOMENT Core
WVALIDATE COMPOMENT i Pride & Prejudice and the Human Psyche

( VIEW STATUS HISTORY > t AUSTEN, JANE

UPDATE COMPOHENT STATUS S e

2013-03-2% 09:3%:17.000 AM EDT

DELETE COMPOMENT

COPY APPLICATION

& | Application Information

DELETE APPLICATION
789
Pis-00-000
Component Type

Crime & Punishment and the Effects on Mental
Health

e DOSTOEVSKY, FYODOR

+ Core I UNIVERSITY

2012-11-05 03:14:53.000 PM EST

The Component Status History page displays the following information for each status change
made to the component:

o Status Date
This is the time and date on which the status of the component was updated. Updates to the
status are performed using the Update Component Status button for the specific
component.

o Status
This field displays the status of the component.

o Status Comment
This field displays comments regarding the component status update. Comments are optional

when updating the status; therefore, this field may be blank.
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o Update User
This field indicates by whom the status was updated. It may display the system name

(ASSIST) or the actual user who updated the application (Last Name, First Name).

Click here from an image of the page.

Core Component Status History

Status Date = Status Status Comment Update User

|See Also

o View Application Status History

5.4 Update Application Submission Status
To update the submission status of the application:

1. Select the Return to Application Info button on the Actions panel to return to the
Application Information page.

2. From the Application Information page select the Update Submission Status button from
the Action list.

The Update Status window opens.
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Application Information

|_Add comment |l Cancel

3. Select the appropriate status from the Select the new status drop-down list.

4. Complete the status update:
a. Enter a comment in the provided text box.

b. Select the Add comment button.

-OR-

c. Select the link titled or continue without adding a comment to update the status
without entering a comment in the provided text box.

A notification of the change in status is sent to the appropriate individual(s). The application status
is changed to the selected status.

5.4.1 Multi-Project Application Status Flow
The normal flow of status changes for a submitted multi-project application is as follows:

Work in Progress >> All Components Final >> All Components Validated >> Ready for
Submission >> Submitted

The table below lists the valid application status changes and conditions.
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Table 2: Valid Application Status Changes for Multi-project Applications

At least one
component,
including the
Overall, must be
marked as Final,

Work in Progress All Components Final
All  components
must be marked as
either Final or
Abandoned

Work in Progress Abandoned

All Components Final Work in Progress
All Components Final Abandoned
This status is set by
ASSIST once an
All Components Final All Components Validated application in Al

Components Final
status passes
validations.

All Components Validated

Ready for Submission

All Components Validated

Work in Progress

All Components Validated

Abandoned

Ready for Submission

Work in Progress

Ready for Submission

Abandoned

Submitted

Work in Progress

Agency status is
Pending Verificatio-
n or Refused

Submission Errors

Work in Progress

Abandoned

Work in Progress

Application
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Refer to the help topic titled Update Component Status for information on updating the status of
individual components.

5.4.2 Single-Project Application Status Flow
The normal flow of status changes for a submitted single-project application is as follows:
Work in Progress >> Ready for Submission >> Submitted

The table below lists the valid application status changes and conditions.

Table 3: Valid Application Status Changes for Single-project Applications

Work in Progress Abandoned
Work in Progress Ready for Submission
Ready for Submission Work in Progress
Ready for Submission Abandoned
Agency status is
Submitted Work in Progress Pending Verificatio-
n or Refused
Submission Errors Work in Progress
Abandoned Work in Progress

5.5 View Application Status History

From the Application Information page select the View Status History button to display the
Application Status History page.

IMPORTANT: You can access Application Information any time by selecting the Return to
Application Info button on the Actions panel.

Application 230 April 15th, 2016



ASSIST User Guide

@ Application Information @

PREVIEW APPLICATION

ALIBATE ABBLICATION 5 Application Information

1 VIEW STATUS HISTORY ]

Crime & Punishment and the Effects on Mental

UPDATE SUBMISSION STATUS I
Health

COPY APPLICATION UNIVERSITY

The Application Status History page displays the following information for each status change to
the application:

Status Date

This is the time and date on which the status of the application was updated. Updates to the
status are performed using the Update Component Status button for the specific
component.

Status

This field displays the status of the application. Depending on the type of status update, this
field may display the submission status, Grants.gov processing status, or Agency status.
Status Comment

This field displays comments regarding the status update. Depending on the type of status
update, this field may display the comments entered upon submission or Grants.gov error
details when applicable.

Status Type

This field displays the type of status update performed -ASSIST, Grants.gov, or Agency.
Update User

This field indicates by whom the status was updated. It may display the system name
(ASSIST) or the actual user who updated the application (Last Name, First Name).

Click here for an image of the page.
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Application Status History @

Status Date ] Status

2012-10-02 12:51:45 PM All Components Final
2012-10-02 12:52:07 PM All Components Valdaved
2012-10-02 12:52:24 PM Ready for Submission
2012-10-02 12:53:12 PM Submitted

Status Comment

Validated with Mo Errars

Submitted to Grants.pe
with Tracking
GRANTOD1Z345

1
Status Type

Submission

Lo

4 of

Jovyg

4 recaords

Jdoyce

Jogc

Jowcs

Update Usar

Jam e
SAME
JAme

|See Also

o View Component Status History

Application
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6 Generating a Preview of the Entire Application

With the appropriate privilege(s), ASSIST users may view, print, and/or locally save a preview of
the application image from the Preview Application screen.

From this screen, you may perform the following actions:

o Generate and view an initial image preview
o View a previously generated image preview

« Generate subsequent image preview(s)

The Preview Application screen is accessed by selecting the Preview Application button on the
Application Information page Actions panel.

Tip: Select the Return to Application button on the Actions panel to return to the Application
Information page.

6.1 Generating and Viewing the Initial Application Image

To generate an initial preview request:
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1. Select the Generate Preview button from the Preview Application screen.

Preview Application 2

Tips:

Lser Status Date — Status Ac ton

NOTE: If a preview request was generated prior to this request, information on that preview
will display in the table. Refer to the help topic titled Viewing a Previously Generated Image
for more information.

ASSIST queues the request for the preview. The table on the screen updates with the
requester information and the status of the request, which could be Waiting to Process,
Processing, Failed, and Preview Available.

While the request is processing, the Refresh Status button can be used to update the status
and to check on the progress of the request. When the request processing is completed, the
View button displays in the Action column.

2. Optional: Use the Refresh Status button to update the status and monitor the progress until
completed.
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- - - e
Preview Application @

Tips:

User Status Date - Status Action

Refresh Status

3. Select the View button to view the application image.

eiiw ABphicatian

Preview Application @

Tips:

User Status Date - Stabus M Hon
Yiew
Generate Prevdew

The application image displays in a separate window. From here, you can review, print,
and/or save the image locally if needed.

4. Close the window displaying the PDF.

NOTE: Although unlikely, it is possible that another ASSIST user accessing the application at the
same time could generate a preview request for the application while you are in the Generate
Preview screen. If this occurs, you will see the following error message when you attempt to select
the Generate Preview button while the other request is processing: 4 '‘Generate Preview' request
is pending for this application. You may generate another preview when all pending requests have
processed.

6.2 Viewing a Previously Generated Image

To view an application image previously generated:
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1. Open the Preview Application screen.

The screen displays information about the prior preview request. This includes the User who
submitted the request, the Status Date, the Status of the request, and the View button in the
Action column.

2. Select the View button to view the image.

v Application

Preview Application @

Tips:

User Status Date Stabus M Hon

Yiew

The application image displays in a separate window. From here, you can review, print,
and/or save the image locally if needed.

3. Close the window displaying the PDF.

6.3 Requesting a New Application Image
Even if an image currently exists, a new preview can be generated. To request a new preview:
1. Open the Preview Application screen.

The screen displays information about the prior request. This includes the User who
submitted the request, the Status Date, the Status of the request, and the View button in the
Action column.
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2. Optional: Select the View button to view the existing image.
3. Select Generate Preview button to generate the new request for an image.

Preview Application @

Tips:

ASEIST a . .

User Status Date Stabus Action

Wigw

Generate Preview

ASSIST queues the request for the preview. The table on the screen updates with the
requester information and the status of the request, which could be Waiting to Process,
Processing, Failed, and Preview Available. This information is displayed beneath the
previous request.

While the request is processing, the Refresh Status button can be used to update the status
and to check on the progress of the request. When the request processing is completed, the
View button displays in the Action column. The new image replaces the previously
generated one.

Preview Application @

Tips:

458

Uzer Status Date = bty Action
la .
Refresh Status
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4. Select the View button to view the application image.

The application image will display in a separate window. From here, you can review, print,
and/or save the image locally if needed.

5. Close the window displaying the PDF.

NOTE: Although unlikely, it is possible that another ASSIST user accessing the application at the
same time could generate a preview request for the application while you are in the Generate
Preview screen. If this occurs, you will see the following error message when you attempt to select
the Generate Preview button while the other request is processing: A 'Generate Preview' request
is pending for this application. You may generate another preview when all pending requests have
processed.

o Application Information

o Previewing a Component or Form

6.4 Previewing a Component or Form
IMPORTANT: This topic applies only to multi-project applications.

With the appropriate privilege(s), ASSIST users may view and print previews of an application's
forms or of the individual components of a multi-project application.

6.4.1 Previewing the Current Form

While working on a form of an application, you can open a preview of what that form looks like as
a PDF document.

To preview the form you are working on:
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1. Select the specific form to preview by clicking its tab.
2. From the Actions panel, select the Preview Current Form button.

» Application Information

(7] Application Information @

ACDOnNs
RETURH TO APPLICATION
MANHAGE ACCESS

ADD OPTIONAL FORM Siamenary

C PREVIEW CURRENT FORM )

VALIDATE APPLICATION ) )
Research & Related Other Project Information

VIEW STATUS HISTORY

UPDATE SUBNMISSION STATUS

COPY APPLICATION

DELETE APPLICATION

3. Select the appropriate option to open the document file.

A PDF version of the specific form is generated and displayed within a new browser
window.

Optional: Select the print option to print the PDF or the save option to save the PDF locally.
5. Close the window displaying the PDF.

6.4.2 Previewing a Component

NOTE: This applies only to multi-project applications.

1. From the Component Information page, select the Preview Current Component button
from the Action section.
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Actions @

RETURN TO APPLICATION
MAMAGE ACCESS
ADD OPTIOHAL FORM
ADD MEW COMPONENT

DISPLAY COMPOMNENT STATUS

CHAHGE COMPOHENT ORDER

' PREVIEW CURRENT COMPONENT '-

VALIDATE COMPONENT

VIEW STATUS HISTORY

UPDATE COMPOMENT STATUS

Admin-Core

EERie itk Cover | Cover Page|  Dthar Tt Sriey | RER Budget
Supplement Profect Perien
Information Frofile

Rartararch
Plan

& Component Information

021-Admin-Core

Update Short Hame)

Admin-Core

Sample Admin-Core Component for multi-project

2015-01-17 11:37:43 000 AM E

A PDF version of the component is generated within a new browser window, showing the
component forms and attachments.

NOTE: Application and component summaries and tables of contents are generated only
when previewing the entire application, not for individual components. Refer to the help
topic titled Generating a Preview of the Entire Application for information on previewing an

entire application.

2. Optional: Select the print option to print the PDF or the save option to save the PDF locally.

3. Close the window displaying the PDF.

Generating a Preview of the Entire
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7 Validating the Application

IMPORTANT: This topic is applicable only to multi-project applications.

Before an application can be submitted, it must pass various system and business validations at
both the overall application and individual component levels. Validation checks are triggered
automatically whenever the status of the application or component is updated by an ASSIST user;
however, validation checks can also be run manually if chosen. ASSIST users can choose to
validate the entire application or individual components as desired. To validate the entire
application, a user must have the Entire Application Editor - All (both Budget and Non-Budget)
Access level. To validate a component, a user must have the Editor - All (both Budget and Non-
Budget) Access level for that component. Refer to the help topic titled Manage Access

7.1 Validating the Entire Application
To perform validations on the entire application:

1. Select the Return to Application Info button on the Actions panel to return to the
Application Information page.

2. Navigate to the Application Information page.
3. Select the Validate Application button under Actions.

The system begins validating the application. If there are errors or warnings, they are listed on the
Application Errors and Warnings Results page, which opens as a separate window. Errors must be
corrected before the application can be submitted.

With no errors or warnings, a message displays as follows: No errors or warnings were found.
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NOTE: ASSIST does not perform validations on components in Abandoned status.

Refer to the help topic titled Application Errors and Warnings Results for information on displayed
errors and warnings.

7.2 Validating an Individual Component
To perform validations on an individual component:

1. Navigate to the appropriate component by expanding it and selecting it from the
Component Type section of the left-side navigation panel.
2. Select the Validate Component button under Actions.

The system begins to validate the Component. If there are errors or warnings, they are listed on the
Application Errors and Warnings Results page, which opens as a separate window.

ASSIST cannot perform all validation checks on the application if required components or required
forms are missing. When this occurs, error messages to this effect display on the Application
Errors and Warnings Results page.

If no errors exist and no warnings are necessary, a message displays as follows: No errors or
warnings were found.

IMPORTANT: If you experience difficulties with the Validation function, it may be due to
your browser having a popup blocker enabled. To correct this, please ensure you include an

exception into your browser's security settings, listing the URL as: *.nih* to allow popups from
the NIH.
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8 Application Errors and Warnings Results

When an application (or component of a multi-project application) fails validation, any errors and
warnings are listed on the Application Errors and Warnings Results page, which opens as a
separate window. At the top portion of the page, ASSIST displays the application (or component)
against which the validation was run.

The bottom portion of the page displays the errors or warnings found during validation. While
warnings should be reviewed, errors must be addressed in order for an application to be submitted.
The information in this table includes:

o Component ID & Title (multi-project applications only)

For multi-project applications, lists the component (Overall or other) for which the error or

warning exists
e« Form Name

Lists the form containing the field prompting the error or warning
e Error Message

Explains the issue causing the error or warning
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o sarch for Applications » Appiication Search Results » Application Information » Application Er rors and Warnings Results
. . . .
Application Errors and Warnings Results @
5| Application Information
Application ldentifier: 753
FO&A Mumber: P &=00<000
Application Project Title: The Red Badge of Coursge and Other Skin
Cizorders
POV Pl Mamae: Crane, Staphean
Ovganization: LUMNVERSITY
Errors
Component ID & Tites Farm Hame = Error Massage =
Drearall Chae kbt Reguired farm i nutsiﬂ-,':. Plapze camplate the required form 2o that all
validations can be performed.
Orenrall Siter Required form ks miszsing. Please complate the required form so that all
validations can be performed.
Crenrall Research Plan Required form is missing. Please complete the required form so that all
validations can be performed.
d21-Project Cower Page Supplement Required form is missing. Please complete the required form so that all
validations can be performed.
d11-Project Other Project Required form is missing. Please complete the required form so that all
Information validations can be performed.
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Application Errors and Warnings Results @

5| Application Information

Application ldentfier: 3156

FOA Humber: PA-45-678

Project Tithe: Emotions: Pride & Prejudice
BEMMET, ELIZABETH
UNIVERSITY OF PEMBERLEY

& Errors

Total Errors to be corrected before the application can be submitted: B

Farm Mame Errar Message
GLOBALVALIDATION Only one budget form should be included with your application. (000.27)
SriKey Person Profile  The Biographical Sketch attachment is required for Senior/Key Person Eizabeth Bennet (005.26.3)
Srikey Person Profile The organization name for Key Parson Fitswilliam Ddl\'.'}' must be provided (005.35.1)
SriKey Person Profile  The Bicgraphical Sketch attachment is required for Senior/Key Person Fitowillaim Darcy (005.53.3)
RER Budget Only one budget with a budget type of Project may be submitted for the application. (020.3.1)
Modular Budget For Modular Budget period 1, Total Direct and Indirect Costs must be greater than zero. (018.13.1)
Maodular Budget The Total Direct Costs in budget perod 1 must equal the Direct Cost less Consortium FEA plus

Consortium FEA. (018.5.1)

Ressarch Plan The Specific Ams attachment iz required. (010.2.1)

A Warnings

Total Warnings to be corrected at Applicant discretion: 3

Form Hame ‘Warning Message
R&R Cover The e-mail address for the Person to Be Contac ted was not included. The ADR email address also
provided on the SF 424 RR cover page will be uted instead. {001.27.1)
Other Project In most cases, a Bibliography and References Cited attachment should be included. [004.22.1)
Infermation
Maodular Budget In most cases, a Personnel Justification attachment should be included. (019.6.1)

The information in the sections for errors and warnings is sortable by selecting the up/down arrows
next to the table headings. Selecting the arrows sorts the information in numeric or alphabetic order
based on the column heading selected.

o Validating the Application
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9 Verify Senior/Key Personnel

ASSIST allows a biosketch to be uploaded for each senior/key person entry on a complex
application. Only one biosketch may be submitted per senior/key person in the final application,
even if that person is on multiple components within the application.

Upon updating a component to Final status, ASSIST checks to see whether a biosketch for a
senior/key person exists on another component marked as Final. If a user has added two or more
biosketches for the same Senior/Key Person, ASSIST requests that one of them be selected as the
biosketch to include with the application.

ASSIST considers senior/key person entries to be the same person if the Senior/Key Person Profile
or PD/PI Profile Credentials match. If senior/key person entries exist where credentials are not
provided for both entries, then ASSIST considers senior/key persons to be a potential match if the
First Name, Last Name, and Organization Name match.

When ASSIST finds that a bio-sketch for a senior/key person on the current component being set
to Final potentially matches another senior/key person with a bio-sketch on an existing Final
component, the Select Senior/Key Person page displays prompting you to indicate whether these
are the same person before prompting you to choose which biosketch to use.

i
|

Select Senior/Key Person

Senior/Key Person on 29%-Core: A Study Senior/Key Person on other component Check if they
in Scarlet Fever already marked Final are the same
Identification Completed :

Conversely, if ASSIST determines that the persons are a definite match, based on the same entered
credentials, the system does not require you to indicate if the persons are the same, and
automatically displays the Select Biosketch page instead.
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Select Biosketch

Biosketch uploaded from ano ther
Senior/Key Person Biosketch uploaded for this component component

™y F959-Core: A Study in Scarlet Fever .:::, 949-Core: Pride & Prejudice and
: the Human Psyche

Submit Biosketches [ ICMICEISERNEEEINNES

The steps for completing both pages are detailed in the sections that follow.

9.1 ASSIST Identifies Potentially Matched Persons

When ASSIST identifies two key persons as a potential match, the Select Senior/Key Person page
displays. The page includes a table displaying the senior/key person of the current component
(being marked as Final) next to the component previously marked as Final containing the

potentially same senior/key person.

Select Senior/Key Person

Check if they
are the same

Senbor/Key Person on 29%-Core: A Study Senior/Key Person on other componant

already marked Final

-. Pride & Prejudice and the Human O

in Scarlat Fever

ldentification Completed  JICEMESISERIISCINRGS)
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1. Ifthe listed senior/key persons are different, leave the Check if they are the same checkbox
unchecked.

Senior/Key Person on 293-Core: A Study Senior/Key Person on other component Check if they
in Scarlet Fever already marked Final are t?f =AM
nan Doyle 4 &2 Pride & Prejudice and the Huma

Identification Completed | CancelS C

-OR-

If the listed senior/key persons are the same person, click the Check if they are the same
checkbox to place a checkmark in the box.

Senior/Key Person on 2%3-Core: A Study Senior/Key Person on other component Check if they
in Scarlat Fever already marked Final are the same

Identification Completed §Camcel Status Changs

NOTE: To cancel the action without completing the identification, click the Cancel Status
Change button and the Continue button on the subsequent confirmation pop-up message.
Selecting the cancel option results in the biosketch selections not being saved and the
component not being updated to Final.

2. Select the Identification Completed button.
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Select Senior/Key Person

Senbor/ ey Person an 29%-Core: A Study Senbar/ Key Parson an other component Chacl if Ky
in Scarlet Fever already marked Final are the same
h T L] F ice and the Human

(@ 1contification c‘-‘"“-"'-'-**

The Select Biosketch page displays.

Select Biosketch

Biosketch uploaded from another
Senior/Key Person Biosketch uploaded for this component component

™ F99-Lore: A Study in Scarlet Fever ,:: 949-Core: Pride & Prejudice and
J =
the Human Psyche

Submit Biasketches | Cancel Status Change |

3. Continue with the steps detailed below to complete the Select Biosketch page.

9.2 ASSIST Determines that Persons are a Match

ASSIST displays the Select Biosketch page after you indicate that potentially matching senior/key

persons are the same person (on the Select Senior/Key Person page) -OR- when

ASSIST determines that two senior/key persons have the same credentials and are therefore a
match. This page lists the senior/key person and the titles of the components containing biosketches
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for that person. The biosketches are viewable by clicking the component title, which is displayed
as a link.

Select Biosketch

Biosketch uploaded from another
Senior/Key Person Biosketch uploaded for this component component

99-Lore: A Study in Scarlet Fever 7y 949-Core: Pride & P '--j..-'.'i-'-- and
- st =
the Human Psyche

Submit Biosketches : : :

1. Optional: Select the component title link listed under Biosketch uploaded for this
component column to view the biosketch for the current component being updated as Final
or the component title link listed under Biosketch uploaded from another component
column to view the biosketch for the component previously set to Final status.

Biosketch uploaded from another

Senior/Key Person EBiosketch uploaded for this component component

Oy ed3-Core: A Study in Scarlet Fever ™y " 349-Core: Pride & Prejudice and
B ) he Human Psyche

2. Select the biosketch to include in the application by either clicking the radio button for the
current component or the radio button for the previously finalized component. Selecting the
current component indicates that the biosketch for the component being finalized should be
used for the application, and the other one removed. Selecting the previously finalized
component's radio button indicates that the biosketch on the component previously set to
Final status should be used, and the one on the current component should be removed.
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NOTE: Select the Cancel Status Change button to cancel the action without selecting a
biosketch. Selecting the cancel option results in the biosketch selection not being saved and
the component status not being updated to Final.

3. Select the Submit Biosketches button to complete the selection of which biosketch to submit
with the application.

Select Biosketch

Biosketch uploaded from another

Senior/Key Person Biosketch uploaded for this component component

( =) :_!,.-“"" Core: A Study in Scarlet Fever -D 49-Core: Pride & Prejudice and
- the Human Poyche

Submit Biosketches

The unselected biosketch is removed from the Senior/Key Personnel form the corresponding
component.
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10 Application Submission

When an application is complete, it needs to be submitted to the offering agency using the submit
feature in ASSIST. An application can be submitted when it passes all validations and the status of
the application is Ready to Submit. Only ASSIST users with the appropriate privileges can submit
an application.

Refer to the help topic titled Validating the Application for information on performing validations.

Refer to the help topic titled Update Application Submission Status for information on updating the
status of an application.

You are here: Application Submission > Submit the Application

Revised 3/24/2016

Refer to the Application Submission System & Interface for Submission Tracking (ASSIST) User Guide for a complete PDF version
of this help.

10.1 Submit the Application

Users with the proper privileges may electronically submit the application via ASSIST. In order for
an application to be submitted, the application status must be Ready for Submission. An application
can only be updated to Ready for Submission status when it has passed all system and business
validations.

Refer to the steps below for submitting either a multi-project application or a single-project
application as appropriate.

10.1.1 Submitting Multi-Project Applications
To prepare a multi-project application for submission:

1. Verify that at least one component of the application is in Final status and that the other
components are in either Final or Abandoned status.

2. Verify that the status of the application is All Components Final.

3. Perform validations against the application using the Validate Application button from the
Actions section.

When an application passes validations, its status is updated to 41/ Components Validated.

4. Update the application to Ready for Submission using the Update Submission Status
button from the Actions section.

To submit an application:
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Only a Signing Official for the Applicant Lead Organization, who is an Authorized Organizational
Representative, can submit the application.

1.

With the application in Ready for Submission status, select the Submit Application button
from the Application Information screen. The button is located next to the Status field and is
only enabled when the application is in Ready for Submission status.

ASSIST prompts the user for the Grants.gov Authorized Organization Representative
(AOR) credentials.

Enter the AOR credentials in the Username and Password fields and select the Enter
button.

NOTE: These are the Grants.gov credentials and not the ASSIST or eRA Commons
credentials.

The information is passed from ASSIST to the Grants.gov system for further processing. In
ASSIST, the application is updated to a status of Submitted. The dates and times of the
submission are recorded. These details can be viewed in the View Status History page. In
addition, ASSIST sends notification to the appropriate parties to inform them that the
application has been submitted. This includes the SO and PD/PI.

10.1.2 Submitting Single-Project Applications

To prepare an application for submission:

1.

3.

Optional: Perform validations against the application using the Validate Application button
from the Actions section.

Update the application to Ready for Submission using the Update Submission Status
button from the Actions section.

Optional: Provide a comment if desired.

To submit an application:

Only a Signing Official for the Applicant Lead Organization, who is an Authorized Organizational
Representative, can submit the application.

1.

Update the application to Ready for Submission using the Update Submission Status
button from the Actions pane.

ASSIST perform validations when the status is updated. If the application fails validation,
any errors and warnings are listed on the Application Errors and Warnings Results page,
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which opens as a separate window. Errors must be corrected before submitting the
application.

IMPORTANT: Although you may submit your application with existing Warnings,
please make sure to review all warnings and correct the necessary items.

With the application in Ready for Submission Status, select the Submit Application button
from the Actions area.

ASSIST prompts you for the Grants.gov Authorized Organization Representative (AOR)
credentials.

. Enter the AOR credentials in the Username and Password fields and select the Enter

button.

NOTE: These are the Grants.gov credentials and not the ASSIST or eRA Commons
credentials.

The information is passed from ASSIST to the Grants.gov system for further processing. In
ASSIST, the application is updated to a status of Submitted. The dates and times of the
submission are recorded. These details can be viewed in the View Status History page. In
addition, ASSIST sends notification to the appropriate parties to inform them that the
application has been submitted. This includes the SO and PD/PI.

|See Also

o Update Component Status

o Update Application Submission Status

o Validating the Application

¢ View Submission Details

10.2 View Submission Details

After submitting an application to agency, ASSIST users may view the status details of the
application. To view these details:

1.

Perform a search to locate and select the application.

The Application Information page displays general information including the application
Status. The Grants.gov Tracking # will be displayed in the
Application Information Summary after Grants.gov has received the submission.

2. Select the View Submission Status Details link located next to the Status of the application.
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Application Information @

»_| Application Information

=| FOA Information

GJ Submitcion Status :".'".ﬂl'.D

£012-10-23 0022713000 P EDT

The submission status details display for ASSIST, Grants.gov, and the Agency.
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Application Information @

Application ldentifier: il

FOA Humber: P A-00)-000 '
Project Tithe: The Red Badge of Courage and Other Skin Disorders

POV Pl Hame: CRAME, STEPHEN

Organization: LUNNERSITY

Grants.gov Tracking & GRAMTI0 12345

Last Status Check Thu Oct 25 13:30:53 EOT 2012 1

ASSIST

Swbmission Date: Thu Qct 25 13:26:39 EOT 2012

Submitting AQR: James Joyce

ASSIST Submission 5tatus: Submitted

Submission Status Date: Thu QOct 25 12:27:13 EDT 2012
Grants.gov

Grant.gov Tracking #: GRANTO0 23454

Grants.gov Recebed Date: Thu et 25 13:27:05 EOT 2012

Grants.gov Processing 5tatus: Received by Agency

Grants.gov Status Date: Thu et 25 13:29:06 EOT 2012

Agency

View any Agency Submission Warnings

Agency lracking ~: 1234547 [To View Commons Status Details)
Agency Status: PROCESSED
Agency Status Date: Thu Oet 25 13:30:39 EOT 2012

© 2012 HIH. All Rights Reserved,
12 12:31:14 EST | Screen |d: ASSISTO042E2121

Version: 2.00.00

Screen Rendered: 12707730

Application Information

Application information is displayed above the submission status details. This information includes:
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Application Identifier

This field displays the unique identifier of the application in ASSIST.

¢ FOA Number

This field displays the Funding Opportunity Announcement number associated with the

application.
o Project Title
This field displays the title of the project associated with the application.
o PD/PI Name
This field displays the name of the Contact PI for the application.
o Organization
This field displays the lead organization for the application.
o Grants.gov Tracking #

This field displays the Grants.gov tracking number. This field is blank if the Grants.gov has
not yet received the application.

o Last Status Check

This field displays the date and time of the most recent successful request to check the status,
either by a user or by the system.

o Check for Status Updates button
This button is used to perform an update of the status details.

ASSIST
ASSIST Status details include the following:

o Submission Date

This field displays the date and time at which the application was submitted in ASSIST.
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Submitting AOR

This field displays the name of the ASSIST user who submitted the application, based on the
AOR credentials entered upon submission.

ASSIST Submission Status
This is the ASSIST status of the application.

Submission Status Date

This field displays the date and time at which the latest submission status update occurred.

Grants.gov

If information is available, Grants.gov status details include the following:

View Grants.gov Submission Errors link

This link displays if there are submission errors detected at Grants.gov. Select the link to
view a list of errors and warnings from Grants.gov.

Grants.gov Tracking #

This field displays the Grants.gov tracking number. This field is blank if Grants.gov has not
yet received the application.

Grants.gov Received Date

This field displays the date and time at which Grants.gov received the application.
Grants.gov Processing Status

This field displays the latest Grants.gov application processing status.

Grants.gov Status Date

This field displays the date and time at which the latest Grants.gov status update occurred.

Agency

If information is available, Agency status details include the following:
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o View Agency Submission Errors and Warnings link

This link displays if there are submission errors and/or warnings detected at the grantor
Agency. Select the link to view a list of errors and warnings from the grantor Agency.

o Agency Tracking #

This field displays the unique identifier for the application given by the grantor Agency upon
receipt of the application. Selecting the tracking number hyperlink opens the eRA Commons
Status Information screen, from which you can view the agency generated application (e-

Application).
Status Information
General Grant Information
Status: Applicabon entered inlo system
Institution Hame: UNIVERSITY
Schood Name:
School Category:
Devisson Hame:
Departmant Hame:
P Namse: CRANE. STEPFHEN
Apphcation 10 1P20-
Proposal Titke: PA-00-000 Action
Proposal Receipt Date: 100252012
Last Status Updaite Date: 10252012
Current Award Notice Date:
Applcabon Seurce: Grants gov
Project Period Begin Date: 07012014
Project Period End Date: 04202019
eApphcaton Sates: Submessien Complets
FO& [PADO-000] - MEH Commiplex Research type comiponents. only
NEH Appl. I0x 1234567
Effective Date Status Message Institute or Center Assignment Date
Awvard Document Number Scientic Revew Group:
FSR Accapted Code N Couwncl Mestng Date(Y YA} 201401
Snap inacator Code
Revwew Outcome Avalable No
Swmmary Statement Available: Ho
Earty Stage imrestigator Elgible
Hrw Irmen 3t gator Elgitde
Elgitie for FFATA Reporting
Reference Letter(s)
This kSt Shows REMMNCE LEMES 3350080 with This particular Grant Application. PRincipal IrmesSgalor Can $&& 3 st of all Reference LeBers within Personal Prole - Refersnce LeBers $eC80n on #RA Commans
[T
Admintstration Hame Phone Email

NOTE: If you are an unauthorized user, you will receive an error message when you
attempt to access the link.

o Agency Status
This field displays the latest grantor Agency application processing status.
o Agency Status Date

This field displays the date and time at which the latest grantor Agency status update
occurred.
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|See Also

¢ View Post-Submission Errors

You are here: Application Submission > View Post-Submission Errors

Revised 3/24/2016

Refer to the Application Submission System & Interface for Submission Tracking (ASSIST) User Guide for a complete PDF version
of this help.

10.3 View Post-Submission Errors

When an application is submitted, the offering agency performs certain validations against the
application. If errors exist, the application is put into a status of Submission Errors. ASSIST users
with the proper authority can view these errors and make corrections before re-submitting the
application to the Agency.

The errors and warnings returned by the Agency and Grants.gov are viewable from the status
detail page for the application. To view post-submission errors on an application:

1. Perform a search to locate and select the application.

2. Select the View Submission Status Details link in the Status field of the
Application Information page.
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Application Information @

»_| Application Information

=| FOA Information

Hational Institutes of Health

The application status details display in a separate window. Refer to the help topic titled
View Submission Details for information about this page. When Grants.gov post-submission
errors exist, the View Grants.gov Submission Errors link displays. If Agency errors and
warnings exist, the View Agency Submission Errors and Warnings link displays.

3. Select the appropriate link to view the errors and warnings.
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Application Information @

Application |dentifier 759

FOA Humber: P A-00-000

Project Tithe: The Red Badge of Courage and Other Skin Dizorders
POVPI Hame: CRAME, STEPHEN

Organization: UNNERSITY

Gramte.pov Tracking & GRAMTO0 123454

Last Status Check: Thu QOct 25 13:30:53 EOT 2012

Chack far Status Updates

ASSIST

Submission Date: Thu Oet 25 13:26:37 EOT 2012

Submitting ADR James Jowee

ASSIST Submission 5itatus: Submission Errors

Lubmission Status Date Thu Oct 25 13:27:13 EOT 2012
Grants.gov

Wiew Grants.gov Submission Errors

Granmt.gov Tracking #: GRAMTO0123456

Grants.gov Recebed Date Thu Oet 25 13:27:05 EOT 2012

Grants.gov Processing Status: Received by Agency

Gramte,gov Status Dats Thu Oet 25 13:29:05 EOT 2012
Agency

||: View Agency Submission Errors and Warnings )

Agency lracking #:

Apency Status: ERROSYAL

Agency Status Date: Thu Det 25 13:30:39 EOT 2012

1012 HIH. All Rights Reserved,
Sereen Rendered: 12/07/2012 12:31:14 EST

Version: 2.00,00

Screen |d: ASSISTOO42E2121

10.3.1 Agency Errors and Warnings Results

The Agency Errors and Warnings Results page shows errors and warnings detected during
application processing by the grantor Agency. The page is divided, showing Application
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Information on the top and separate sections for Errors and Warnings beneath. Errors must be
corrected before the application can be re-submitted to Agency. Applications can be submitted
when warnings exist, but those warnings should be reviewed and considered.

The Errors and Warnings tables include the following fields:
o Component ID & Title (multi-project applications)

This is the component of the multi-project application for which the error or warning was
detected

e Form Name

This is the specific form on which the error or warning was detected.

o Error Message or Warning Message

This is the error or warning message. For errors, this message contains details for the error
with guidance for resolving the issue. For warnings, this message provides further

explanation of the warning.
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Agency Errors and Warnings Results @
% | Application Information
pplication ldentfier: o
FOA Humber: Pri-000-000
Application Project Title: The Red Badge of Courage and Other Skin Disorders
PD/PI Hame: CRAME, STEPHEN
ganization: UHNERSITY
Errors
Component ID & Title Form Hame Error Message

Crearall R&R Cover This application is a duplcate of a previous submission for the same
council round. ¥ this submission is in response to error(s)/warningis)
submit again using the ‘Changed/Corrected Application’ Type of
Submission on the 5F 424 RE cover page. if submitting to NHIH, follow the
HIH duplicate submission policy: NOT-OD-09-100. [001.1.2)

Warnings

Component ID & Title Form Hame Warnkng Mestage
Orearall Other Projact Il mast cazes, & Bibliography and Referancss Cited attachmeant thould
Information be included. [(D04.22.1)

Orvarall SriKey Pervon Profila Mo degress are Hsted in the Commons Profile or have basn submitted on
the RR Senior/Key Profile form for the Contact POVPL I the degrees
listed in the sRA Commons are not current, please update them in the
efA Commons. Instructions on updating profile information are available
at hetpa: / /e ommons. era.nih. gov/ commons-halp/ 216 htm. (005.24.1)

159-Adimin-Core Other Project In most cases, a Bibliography and References Cited attachment should

Infarmation be imcludad. (004.22.1)

15%-Admin-Corg wri/Key Person Profile Mo degrees are listed in the Commons Profile or have been submitted on
the RR Senior!/Key Profile form for the Contact POVPL. If the depress
listed in the sHA Commons are not current, please update them in the
efA Commons. Instructons on updating profile information are available
at https:/ fcommons. era.nib.gov/ commons-help/ 216 htm. (005.24.1)

15%-&dmin-Core RER Budgst Bath academic and calsndar months have been included for test test for
budget year 1 on the 424 RR Budget page (sectio B). Please use
either calendar months or a combination of acade and summer
maonths. f effort does not change throughout the year, use the
calendar months column. If effort 5 between academic and summer
months, leave the calendar months column blank and wse only the
academic and summer months columns. {006, 14.1)

10.4 Revise a Submitted Application

ASSIST users with the authority to edit an entire application may revise an application even after it
has been submitted. This is necessary when an application is in Submission Errors or Agency
Errors status and needs to be corrected and re-submitted.

To revise and resubmit an application:
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1. From the Application Information page select the Update Submission Status button from
the Action list.

The Update Status window displays.

2. Select the Work in Progress status from the Select the new status drop-down list.

3. Complete the status update:
a. Enter a comment in the provided text box.

b. Select the Add comment button.

-OR-

c. Select the link titled or continue without adding a comment to update the status
without entering a comment in the provided text box.
4. Select the component needing revision from the Component Type section of the page.
5. Select the Update Component Status button from the Actions section of the page.

6. Update the status of the component to Work in Progress by selecting it from the drop-down
box, entering comments, and selecting the Add Comment button.

Once the status of the component is Work in Progress, the appropriate component form(s) can be
updated. Navigate to the appropriate forms, make the changes, and re-submit the application. Refer
to the help topic titled Submit the Application for information on submitting the application.
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