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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: https://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.

Contact Us/Disclaimer i September 7, 2018


mailto:eRACommunications@mail.nih.gov?subject=Feedback
https://grants.nih.gov/support
mailto:commons@od.nih.gov
mailto:helpdesk@od.nih.gov

eRA Commons User Guide

DOCUMENT HISTORY

4/29/04

26.3.0

Document History (previous two calendar years)

1.0.0

Initial release

eRA Communications

2/2/2017

3.29.0.22

4.11.1

Added instructions

for Submitting
Final RPPR

eRA Communications

212116

3.29

4112

Added Institution
Registration and
updated to reflect
the changes in
January 2016.

eRA Communications

02/14/2017

3.29.2

4113

Added information
regarding the new
Section | -
Program
Outcomes which is
used with Final
and Interim RPPR

eRA Communications
& Documentation

3/2/2017

3.29.6

4114

Added Online
Registration and
updated to reflect
the changes in
March 2016.

eRA Communications

05/03/2017

3.29.6

4122

Changed linking in
RPPR form
instructions and
expanded

RPPR topics to
match online help

eRA Communications

06/08/2017

3.30.8

4.13.0

Added Carryover
Request for the
Prior Approval
module

eRA Communications

Document History

September 7, 2018




eRA Commons User Guide

Document History (previous two calendar years)

Changed Personal
Profile - Education
section to update
"Residency" to
"Post-Graduate
Clinical Training"

08/22/2017 |3.31.07 4.13.1 eRA Communications

Added Interim

Request for
09/26/2017 | 3.31.09 413.2 Additional eRA Communications
Materials (IRAM)
section.

Incorporated
updates
incorporated since
09/07/2018 |3.37.0 4.13.7 September 2017. | eRA Communications
See Latest
Updates online for
details and links

The most current version of this document will be available on the eRA website: http://era.nih.gov.

IMPORTANT: Did you know the information in this user guide is available as online help,
too? Access the Commons Online Help directly at http://era.nih.gov/erahelp/commons or click
the '?' icon anywhere within Commons for help specific to that screen.

Document History iv September 7,2018


https://era.nih.gov/erahelp/Commons/default.htm#Commons/Latest Updates.htm%3FTocPath%3D_____3
https://era.nih.gov/erahelp/Commons/default.htm#Commons/Latest Updates.htm%3FTocPath%3D_____3
http://era.nih.gov/
http://era.nih.gov/erahelp/commons

eRA Commons User Guide

TABLE OF CONTENTS

1 About eRA Commons ... ... 1
1 Start Latest Updates ... 2
1.0.1 September 6, 2018 L 2
1.0.2 August 22, 2018 Ll 2
1.0.3 August 10, 2018 2
1.0.4 July 24, 20018 2
1.0.5 June 11, 2008 2
1.0.6 January 4, 20008 . 2
1.0.7 December 28, 2017 2
1.0.8 November 8, 2017 . L 2
1.0.9 September 20, 2017 3
1.0.10 August 22, 2017 3
1011 June 8, 2017 3
1012 June 1, 2007 3
L.0.13 April 10, 2007 Lo 3
1.0.14 February 23, 2017 . 3
1.0.15 February 21, 2017 . 3
1.0.16 February 1, 2017 3
1.0.17 January 19, 2017 4
1.0.18 January 17, 2017 4
1.0.19 January 1, 2007 L 4
1.0.20 December 2016 .. 4
1.0.21 October 2016 . . 5

2 Welcome to Commeons! ... . 6
2.1 Logging into COMMONS _ ... ... ... .. 7

Table of Contents v September 7, 2018



eRA Commons User Guide

2.1.1 Accessing Commons with a Commons UserID ... 8
2.1.2 Session Expiration ... ... 12

2.2 Switching Institutions ... ... 12
2.3 Changing the Displayed Affiliated Institution ... 13
2.4 Logging out of COMMONS ... ... 15

3 Federated Institutions/Organizations Sign In ... ... 16
3.1 Accessing Commons with Your Organization Credentials ................................__. 16
3.2 Why Can't I Link My Commons Account? ... . ... 17

4 Password Policy ... .. . 19
4.1 First-Time Login . .. 19
4.2 Password Requirements ... ... ... 20
4.3 Reset Password ... ...l 20
4.4 Changing Your Password ... .. ... 22
4.5 Reset Your Expired Password ... ... .. 23
4.6 Resetting a Locked Account ... ... ... 24

S USser RoOeS ... 26
5.1 Account Administrator (AA) .. L 27
5.2 Administrative Official (AO) ... L 28
5.3 ASSIStaNt (AS ST ) oo 28
5.4 Business Official (BO) ... .. 28
5.5 Financial Conflict of Interest (FCOI) ... . ... .. 29
5.5.1 FCOI Assistant (FCOI_ASST)Role ........ . ... ... ... 29
5.5.2 FCOI Read-Only (FCOI View)Role ... ... 30

5.6 Federal Financial Report (FSR Role) ... ... ... ... ... 30
5.7 Internet Assisted Review (IAR) ... . 30
5.8 Program Director/Principal Investigator (PI) ... ... .. ... 31

Table of Contents Vi September 7, 2018



eRA Commons User Guide

5.9 Signing Official (SO) ... 32
5.10 Sponsor (SPONSOR) ... 33
5.11 Trainee (TRAINEE) 34

6 Modules .. .. i 35
7 Commons Demonstration Site ... ... 36
7.1 Accessing Commons Demonstration Facility ... 36
7.2 Creating a New Demo Account ... ... .. 37

8 Registering Institutions and Organizations ... ... 39
8.1 Institution Registration Request ... ... ... 39

9 Admin Module ... 46
9.1 ACCOUNTS - 46
9.1.1 Advanced Search ... ... 46
9.1.2 Create a New Commons Account for an Individual (e.g., PD/PI) ...................._. 48
9.1.2.1 Additional information: ... ... 53

0.2 Delegations ... ... 53
9.2.1 Delegate on Behalf of Another User ... ... 55
9.2.1.1 Delegating Progress Report Authority on Behalf of Another User ................ 55
9.2.1.2 Delegate Sponsor Authority on Behalf of Another User ............................ 58
9.2.1.3 Revoke Authority on Behalf of Another User ........................................ 62

9.2.2 Institutional Delegation ............. ... ... ... 65
9.2.2.1 Delegating Institutional Submit Progress Report Authority ......................_ . 65
9.2.2.2 Revoking Institutional Submit Progress Report Authority .......................... 69

9.2.3 Direct Delegations ... ... ... 72
9.2.3.1 Delegate Authority to Someone ... 73
9.2.3.2 Search Delegations _............... .. ... 76
9.2.3.3 Edit Delegations ... ... ...l 78

Table of Contents vii September 7, 2018



eRA Commons User Guide

9.2.3.4 Remove Delegations ... ... 79

10 Institution Profile Module (APF) ... .. 82
10.1 Navigating the Institution Profile ... .. .. .. 82
10.1.1 IPF Dashboard ... .. ...l 83
10.1.2 Main SeCtiOnS ... ... 84
10.1.3 Institution Profile Online Help Topics ....... ... ... 84
10.2 What's the Difference Between View and Edit? ... 85
10.2.1 Viewing the Information in the Institution Profile ... 85
10.2.2 Editing the Information in the Institution Profile ... .. 86
10.3 Institution Basic Information ... ... 88
10.3.1 Institution Name ... ... 91
10.3.1.1 Viewing Institution Name ... 91
10.3.1.2 Editing Institution Name ... ... 92
10.3.2 Institution Contact Information ... 93
10.3.2.1 Viewing Institution Contact Information ... 93
10.3.2.2 Editing Institution Contact Information ... .. 94
10.3.3 About the Institution ... ... .. 96
10.3.3.1 Viewing About the Institution Information ... 96
10.3.3.2 Editing About the Institution Information ... 97
Secondary DUN S 98
Opportunity Type Eligibility ... ... 100
Federal-Wide Assurance Numbers ... 100
Animal Welfare Assurance Number ... 102
10.3.4 Indirect Cost Negotiations _.......... ... 103
10.3.4.1 Viewing Indirect Cost Negotiations .................................................. 103
10.3.4.2 Editing Indirect Cost Negotiations ................................................... 104

Table of Contents viii September 7, 2018



eRA Commons User Guide

10.3.5 Signing Officials and TTO Administrators .............................................. 105
10.3.6 Institution Address ... ... 106
10.3.6.1 Viewing Institution Address ... ... 106
10.3.6.2 Editing Institution Address ... ... 107
10.3.7 Extramural Technology Transfer Administration ...................................... 109
10.3.7.1 Viewing Extramural Technology Transfer Administration ....................... 109
10.3.7.2 Editing Extramural Technology Transfer Administration ........................ 110
10.4 Institutional Assurances and Certifications ... 112
10.4.0.1 Editing the Assurances and Certifications .......................................... 113

11 Personal Profile Module ... . 116
12 Status Module ... L 117
12.1 Steps for AOR/SO to Check Submission Status ............................................ 117
12.2 How does an SO track submission status? ... 118
12.3 How Does an SO Reject the eApplication? ... ... ... 121
12.4 Steps for SO to Re-assigna Grant ... 122
12.5 Status Results for SOSs ... .. 126
12.6 Status for Program Directors/Principal Investigators (PIRole) .........................._. 131
12.6.1 Viewing Recent/Pending eSubmissions .................................................. 131
12.6.2 Viewing the List of Applications/Grants ......_.......................................... 133
12.6.3 Searching by Grants.gov Tracking Number ... 138
12.7 How does a PI track submission status? ... 139
12.8 Status Information ... .. 142
12.8.0.1 The screen displays the following sections of information: ...................._... 144
12.8.1 Additions for Review ... .. 151
12.8.2 Adminstrative Supplements ... ... 153
12.8.3 Institute/Center PRAM Requests ... ... ... ... 154

Table of Contents ix September 7, 2018



eRA Commons User Guide

12.8.4 Relinquishing Statements ... ... ... 155
12.8.5 Closeout FRAM Requests ... .. 157
12.9 How Does a PI See the Review Outcome? ... 158
12.9.1 To view your Summary Statement: ... 158
12.10 Viewing the Notice of Award (NOA) ... ... 161
12.11 Status Result - CloseoutCloseout Status .................................................... 164
12.11.1 Note about Interim RPPR and Final RPPR ... ... 165
12.11.2 Federal Financial Report (FFR) Module ............... ... 168
12.11.3 Submitting Y our Final Invention Statement (FIS) ..._..._..........................._. 169
12.11.3.1 Reporting Inventions on Your FIS ... ... ... ... 169
12.11.3.2 Claiming No Inventions on Your FIS ... ... ... 174
12.11.3.3 Updating Your Saved FIS ... ... ... 176
12.11.3.4 Submitting Your FIS ... . 177
12.11.4 Submitting Your Final Research Performance Progress Report .................._. 179
12.11.4.1 Note about Interim RPPR and Final RPPR ... ... ... 180
12.11.4.2 To submit your Final RPPR: ... ... ... ... 180
12.11.4.3 Final Progress Report Additional Materials (FRAM) ............................ 183
Uploading Final Report Additional Materials ............................................... 185
Submitting FRAM . 188

12.12 Status Result - Just In TimeJust in Time (JIT) ... ... ... 191
12.12.1 Uploading JIT Informationasa Pl ... ... ... ... ... 192
12.12.2 Uploading Saving JIT asan SO ... ... ... ... 195
12.12.3 Submitting JIT Information To Agency ........ ... 198
12.12.4 Viewing the Just In Time Report ... ... ... ... 199
12.13 No-Cost Extension (NCE) ... .. 199
12.14 Change of Institution ... ... 202

Table of Contents X September 7, 2018



eRA Commons User Guide

12 Prior Approval Module ... 203
12.15 List My Requests ... ... 204
12.16 Search for Existing Prior Approval Requests .............................................. 206
12.17 $500K Requests ... ... . 207
12.18 Withdraw a Grant Application ... ... 212
12.19 Requesting a No Cost Extension ... 217
12.20 Requesting a Change of PD/Plona Grant ... 224
1221 CarTyOVeT ..o 231

12.21.1 OVEIVIEW ..o 231
12.21.2 Eligibility Criteria ... .. . 231
12.21.3 Required Information and Documents ... 231
12.21.4 Validation on Submission ... 232
12.21.5 No Cost Extension and Carryover ....................................................... 232
12.22 Carryover Request Process ... ... .. ... .. 232
12.22.1 Initiate Carryover Request .......... ... ... 232
12.22.2 View Saved or Submitted Requests ........................ ... 235
12.22.3 Modify Request ... . . 237
12.23 Route a Prior Approval Request ... ... 240
12.24 Recall a Prior Approval Request ... ... .. 241
12.25 View History ofa Request ... . . ... . 241

13 Research Performance Progress Report (RPPR)Module ... .. 245
13.1 Initiating the RPPR . .. 245
13.2 Routing the RPPR ... . 251
13.3 RPPR Routing History ... ... . 253
13.4 Submitting RPPR to Agency ... ... 254

13.4.1 Submission Errors & Warnings for Multi-Project RPPRs ._........................ . 256

Table of Contents Xi September 7, 2018



eRA Commons User Guide

13.5 Overview of the Interim RPPR ... .. .. .. 256
13.5.1 Submitting Your Interim RPPR ... . ... 258
13.5.1.1 To submit your Interim RPPR: ... . . . ... ... ... 258
13.5.2 Interim Report Additional Materials IRAM) ... ... 261
13.6 Submitting Your Final Research Performance Progress Report ......................... 265
13.6.1 Note about Interim RPPR and Final RPPR ... . . .. ... 266
13.6.2 To submit your Final RPPR: ... . . .. . 267
13.7 Manage RPPR Screen ....... ... ... 269
13.8 RPPR Menu ... 270
13.9 NavIgation ... .. 271
13.10 How Do I Fill Out the RPPR Forms .................... ... .. ... ... 272
13.11 Editing the RPPR .. 272
13.11.1 Access Human Subjects System (HSS) ... . ... ... ... 275

13.11.1.1 Human subjects information may need to be updated in the following
SCENMATIOS: - ..o 275

13.11.1.2 To edit an existing study, log into eRA Commons and access the Human

Subjects link via the RPPR or Status tabs. ... 275
13.11.2 Accessing Single-Project RPPR for Editing .......................................... 282
13.11.3 Accessing a Multi-Project or Single-Project with Complicated Structure
RPPR for EQiting ... 283
13.11.4 Editing the RPPR Forms ... ... . . ... 286
13.11.5 Editing the RPPR Budget Forms ... . . ... . ... 288

13.11.5.1 Budget Form (H.1) ... . . 288

13.11.5.2 Subaward Budget Form (H.2) ... . ... 289

13.11.5.3 DUNS Number ... ... 290

13.11.5.4 SF 424 Research and Related Budget ... . .. ... 292

13.11.5.5 SF 424 Research and Related Sub Award Budget .............................. 292

Table of Contents Xii September 7, 2018



eRA Commons User Guide

13.11.5.6 PHS 398 Training Budget ... ... ... 292
13.11.5.7 PHS 398 Training Sub Award ... 292
13.12 Editing Inclusion Enrollment Data ... ... ... 293
13.12.1 Changes to Planned Enrollment ... ... 298
13.12.2 No Inclusion Enrollment Records Provided ........................................... 300
13.12.3 Submit New Planned Inclusion Record ................ . ... 302
13.12.4 Inclusion Enrollment Record (IER) Statuses .......................................... 302
13.12.5 When Should I Access HSS via the Status Module? ... 302
13.12.5.1 When to Use the Status Module Instead of RPPR ........................... ... 303
13.13 Checking for Errors and Warnings ... 303
13.13.1 Checking for Errors on Single-Project RPPRs ... . ... 303
13.13.2 Checking for Errors on a Multi-Project RPPR ... ... 304
13.14 Recalling the RPPR .. . 306
13.15 Viewingthe RPPR . . .. 307
13.16 Viewing the RPPR in Commons ... 307
13.17 PD/PI Assurance Report ... . ... ... 310
13.18 Public Access PRAM ..l 312
13.18.1 Initiating Public Access PRAM ... .. ... .. 312
13.18.2 Recalling Public Access PRAM ... . . ... 315
13.18.3 Submitting Public Access PRAM ... ... . 316
13.18.4 View Public Access PRAM for Multi-Year Funded Awards ....................... 319
13.19 IC (Agency) Requested PRAM ... . 320
13.19.1 Initiating Agency Requested PRAM ... ... . ... .. ... 320
13.19.2 Recalling Agency Requested PRAM ... ... . ... .. ... 323
13.19.3 Submitting Agency Requested PRAM ... .. ... ... 324
13.19.4 View Agency Requested PRAM from Status Information .......................__. 327

Table of Contents Xiii September 7, 2018



eRA Commons User Guide

14 Internet Assisted Review (IAR) ... .. 330
1S X rain 331
16 Administrative Supplement Request ... ... ... 332
17 Change of Institution Overview ... ... 333
171 Features ... 333
17,2 U SIS oo 333
17.3 Business Rules ... 334
17.3.1 Eligible Grants ... .. 334
17.3.2 Access to Relinquishing Statements ... 334
17.3.3 Relinquishing Statement Reviewers ... 334
17.3.4 Relinquishing Statement Routing Order ................. ... 334
17.3.5 Validation ... L 335
17.3.6 Other Rules ... 335
17.4 Relinquishing SO Responsibilities ... 336
17.4.1 Start or Edit a Relinquishing Statement ... 336
17.4.2 Search for Institution .. ... 340
17.4.3 Delete a Relinquishing Statement ... .. ... 342
17.4.4 Route to PD/PI .. 343
17.4.5 Submit a Relinquishing Statement ... ... ... 345
17.5 Program Director/Principal Investigator Responsibilities .................................. 348
17.5.1 Edit Relinquishing Statement ... .. ... ... 348
17.5.2 Route Relinquishing Statementto SO ... ... 351
17.5.3 Signing Official Search/View Relinquishing Statement .._.........._............ ... 353
17.5.3.1 Search for a Grant to Relinquish orto View RS ... 354
17.5.3.2 Search for Relinquishing Statements Submitted by Former Institution ...._._.. 358
17.5.4 PD/PI Search/View Relinquishing Statement ... 360

Table of Contents Xiv September 7, 2018



eRA Commons User Guide

17.6 eMail Notifications
17.6.1 eMail to the New Institution Contact eMail Provided on the RS Electronic Form 361

17.6.2 Confirmation eMail to PD/PI & SO from Former Institution Acknowledging

NIH Receipt of RS o 362
17.6.3 The Relinquishing Statement Routed eMail Notification ............................. 363
17.6.4 The Relinquishing Statement Returned eMail Notification ............................ 363
17.6.5 The Relinquishing Statement Acknowledged by NIH eMail Notification ....... .. 364

17.6.6 eMail Acknowledging RS Now Visible to New Institution After IPF is Entered

by NIH Internal User ... .. ... 364
17.6.7 Change of Institution Time Based Reminders .......................................... 365
17.6.7.1 Change of Institution Application Reminder Notice (30 Days after RS
Submit Date) . 365
17.6.7.2 RS Reminder Notice (30 Days after Change of Institution Application
Submit Date) . 366
17.7 Error MESSAZES . ... 366
I8 FFR Module .. 369
18.1 Whatis FFR? . 369
18.2 Report Submission Due Dates ... ... ... 369
18.3 FSR Role in COmMmMONS _......... ... ... 369
18.4 Features of FFR . . 370
18.5 Accessing FFR 370
19 Financial Conflict of Interest (FCOI) Module ... ... .. ... 372
19 Non-Research Amendments (for Non-Research Agencies) ..............................._. 374
19.1 PLInitiate ...l 374
19.2 SO Initiate ... . 376
19.3 View Amendments ... . 379
19.4 Request for Additional Materials - RAM ... ... 382
20 X T R A CT 385

Table of Contents XV September 7, 2018



eRA Commons User Guide

21 Reference Letters ... ... 386
22 Understanding Grant Numbers ... ... 389
22 ORCID . 390

Table of Contents

Xvi September 7, 2018



eRA Commons User Guide

LIST OF FIGURES
Figure 1: Welcome to the Commons ... 7
Figure 2: Commons Login ... ... .. 8
Figure 3: Commons Home Page ... . ... ... ... 9
Figure 4: User Information and Assigned Access Tabs ................................................ 9
Figure 5: Federal User Login Link ... . . . 10
Figure 6: Network Login Screen for Agency and NIH Users ......................................... 11
Figure 7: Commons Landing Page for Federal Users .................................................. 12
Figure 8: User Information and Assigned Access Tabs (SRO) ...................................... 12
Figure 9: Institution Name Displayed as a Link for Multiple Affiliations ........................... 14
Figure 10: Change Affiliation Screen ... ... .. 14
Figure 11: User Information with Updated Affiliated Institution ._...._._...._................... ... 14
Figure 12: Commons Logout Link ... .. . . 15
Figure 13: Change Password Screen ... ... 19
Figure 14: Change Password Confirmation ... 20
Figure 15: Forgot Password/Unlock Account Link ... 21
Figure 16: Reset Password Screen ... ... ... 21
Figure 17: Change Password Screen ... ... 23
Figure 18: Changing an Expired Password ... ... ... .. ... 24
Figure 19: Commons User Roles Diagram ... ... 27
Figure 20: Commons Navigation Bar ... ... 35
Figure 21: Commons Demo Facility Link ... ... .. 36
Figure 22: Create a New Demo Account Screen ...................................................... 37
Figure 23: Confirm the New Demo Account ... 38
Figure 24: Demo Account Created ... .. ... ... 38
Figure 25: Register Grantee Organization Link ... .. ... .. ... 40

List of Figures xvii September 7,2018



eRA Commons User Guide

Figure 26:
Figure 27:
Figure 28:
Figure 29:
Figure 30:
Figure 31:
Figure 32:
Figure 33:
Figure 34:
Figure 35:
Figure 36:
Figure 37:
Figure 38:
Figure 39:
Figure 40:
Figure 41:
Figure 42:
Figure 43:
Figure 44:
Figure 45:
Figure 46:
Figure 47:
Figure 48:
Figure 49:
Figure 50:

Figure 51:

Online Registration Screen ... ... 40
Register Institution Screen ... ... 42
Online Registration ... ... 43
IPF Assignment View ...l 44
Registration Information ... ... 45
Registration Successful ... ... 45
Account List Screen ... 47
Continuous Submission Eligibility Screen for Selected PI .........................._ ... 48
My Delegates Screen - Delegate Progress Report Link ... 55
Search to Delegate Progress Report Authority on Behalfofa PI ....................... 56
Delegate Progress Report Third Party Delegator Search Results ....................__. 56
Delegate Progress Report Third Party Delegatee Search Results ....................._. 57
Delegate Progress Report Screen and Checkbox ......................................... 57
Updated Search Results Show Progress Report Authority for Selected User ........ 58
My Delegates - Delegate Sponsor Link ... 59
Search to Delegate Sponsor Authority on Behalf of a Sponsor User .................. 59
Delegate Sponsor Third Party Delegator Search Results ..............................._. 60
Delegate Sponsor Third Party Delegatee Search Results ............................... 61
Delegate Sponsor Screen and Checkbox ... 61
Updated Search Results Show Sponsor Authority for Selected User .................. 61
Delegate Progress Report And Delegate Sponsor Links ................................ 62
Search to Revoke Progress Report Authority on Behalfofa PI ................... ... 63
Third Party Delegator Search Results for Revoking Authority ......................... 63
Third Party Delegatee Search Results ... ... ... 64
Unchecked Progress Report Box for Revoking Authority ............................._. 64
Institution Delegation Link for Granting Submit Progress Report Authority ......... 65

List of Figures

xviii September 7, 2018



eRA Commons User Guide

Figure 52: Candidates for Submit Progress Report Delegation ...................................... 66
Figure 53: Grant Delegation(s) Button ... ... .. 67
Figure 54: Delegation of Authority for Applicant Organization Certification and Acceptance .68

Figure 55: Institution Delegations Screen with Updated Current Submit Progress Report

Dl gations ... 69
Figure 56: Institution Delegation Link for Revoking Submit Progress Report Authority ... 69
Figure 57: Current Submit Progress Report Delegations ... 70
Figure 58: Revoke Delegation(s) Button ... .. ... ... 71
Figure 59: Confirmation for Revoking Submit Progress Report Authority ........................ 72
Figure 60: Institution Delegations Screen after Revoking User's Delegation ._..................... 72
Figure 61: My Delegates Screen - Search or Add Delegate Link ................................... 73
Figure 62: Search for Delegates ... ... ... 74
Figure 63: Select Link on the Search for Delegates Search Results .................................. 75
Figure 64: Delegate Authority (Authorities) Screen ... 75
Figure 65: Delegated Authorities Displayed in Search Results . ..................................... 76
Figure 66: My Current Delegations with Added Delegates .._........ . ... 76
Figure 67: Search or Add Delegates Link ... ... ... ... 77
Figure 68: Search for Delegates Search Results ... ... ... 78
Figure 69: My Current Delegates - Select Link ... ... ... ... 78
Figure 70: Delegated Authorities are Updated by Selecting or Unselecting Checkboxes ....... 79
Figure 71: My Current Delegates ... . 80
Figure 72: Unselecting the Checkbox Removes the Delegation ...................................... 80
Figure 73: Revoked Authorities are Removed from My Current Delegations ..................... 81
Figure 74: Sample Institution Profile ... ... . . . . 82
Figure 75: Institution Profile Dashboard ......... . ... . . 83
Figure 76: Personal Profile Online Help Icons ... .. .. ... . ... ... 85
Figure 77: Institution Profile (Basic Information) View Options .................................... 86

List of Figures XiX September 7,2018



eRA Commons User Guide

Figure 78: Institution Profile Edit Options ...
Figure 79: Institution Profile (Basic Information) in Edit Mode ......................................
Figure 80: Institution Basic Information ... ...
Figure 81: Institution Profile Summary Indicating Missing Information ......................._.._.
Figure 82: Institution Profile Error Message Within the Specific Component ...................._.
Figure 83: View, View All, & Edit Buttons on Institution Profile (Basic Information) ..........
Figure 84: Institution Name Component of IPF in View Mode ....................................
Figure 85: Institution Name Component of IPF in Edit Mode ......................................
Figure 86: Institution Contact Information Component of IPF in View Mode .....................
Figure 87: Institution Contact Information Component of IPF in Edit Mode .......................
Figure 88: About the Institution Component of IPF in View Mode .................................
Figure 89: About the Institution Component of IPF in Edit Mode .............................. ..
Figure 90: Secondary DUNS Text Fields Display when Add Button is Selected .................
Figure 91: Removing a Secondary DUNS ... .. 1

Figure 92: Federal-Wide Assurance Number Text Field Displays when Add Button is
Selected .. 1

Figure 93: Removing an FWA Number ... ... ... 1
Figure 94: Indirect Cost Negotiations Component of [PF in View Mode ......................... 1
Figure 95: Indirect Cost Negotiations Component of IPF in Edit Mode .......................... 1
Figure 96: Signing Official & TTO Administrator Component of IPF ... .. 1
Figure 97: Institution Address Component of IPF in View Mode ................................. 1
Figure 98: Institution Address Component of IPF in Edit Mode ................................... 1

Figure 99: Extramural Technology Transfer Administration Component of IPF in View
MOAe@ ... 1

Figure 100: Extramural Technology Transfer Administration Component of IPF in Edit
MO . 1

List of Figures XX September 7, 20

18



eRA Commons User Guide

Figure 102:
Figure 103:
Figure 104:
Figure 105:
Figure 106:
Figure 107:
Figure 108:
Figure 109:
Figure 110:
Figure 111:
Figure 112:
Figure 113:
Figure 114:
Figure 115:
Figure 116:
Figure 117:
Figure 118:
Figure 119:
Figure 120:
Figure 121:
Figure 122:
Figure 123:
Figure 124:
Figure 125:
Figure 126:
Figure 127:

Edit Assurances and Certifications Button ... 113
Editing Institutional Assurances and Certifications ..................................... 115
Reject eApplication Link ... ... .. 121
Reject eApplication Screen ... ... ... 122
Status Result - General Search ... ... 127
Status Screen for PTUsers ... . 131
Recent/Pending eSubmissions Option in Status ........................................ 132
Status Result - Recent/Pending eSubmissions .......................................... 132
List of Applications/Grants Links in Status ... 134
Status Result - List of Applications/Grants .............................................. 135
Sample of an Expanded Grant Family on Status List of Applications/Grants ..... 135
Search by Grants.gov Tracking Number ... 138
Grants.gov Tracking Number Search Results in Status ..........................._.__ 139
Status Information Screen ... 144
Contacts Section of Status Information ... 144
Additions for Review from Status Information ... 152
Administrative Supplements from Status Information ... 153
Institute/Center PRAM Requests from Status Information .......................... . 154
Relinquishing Statements from Status Information ..............................._..._. 156
Closeout FRAM Requests from Status Information ... .. 157
List of Applications/Grants Links in Status ... 158
Application ID Link ... 159
Summary Statement Link in Status Information ... 160
List of Applications/Grants Links in Status ... 162
Application ID Link ... .. 163
Notice of Award Link in Status Information ... 164

List of Figures

xXi September 7, 2018



eRA Commons User Guide

Figure 128: Sample Closeout Status Screen fora PI ... ... ... 167
Figure 129: Sample Closeout Status Screen foran SO ... 168
Figure 130: Process Final Invention Statement Link foran SO ... .. 170
Figure 131: Process Final Invention Statement Link fora Pl ... ... ... 170
Figure 132: SO View - Select the Yes Button to Report an Invention ............................. 171
Figure 133: PI View - Select the Yes Button to Report an Invention ............................_. 171
Figure 134: SO View - FIS Saved Invention ... 172
Figure 135: PI View - FIS Saved Invention ... ... ... 172
Figure 136: Saved FIS on Closeout Status ... 173
Figure 137: SO View - Process Final Invention Statement Link ... . 174
Figure 138: PI View - Process Final Invention Statement Link ... .. 175
Figure 139: SO View - Selecting the No Button to Indicate No Inventions ...................... 175
Figure 140: PI - View Selecting the No Button to Indicate No Inventions ....................... 176
Figure 141: Process Final Invention Statement Link ... . 177
Figure 142: Select the Change Button to Update Your FIS ... . ... ... 177
Figure 143: Process Final Invention Statement Link ... . 178
Figure 144: Submit Button for FIS ... .. . 178
Figure 145: Closeout Status Showing Submitted FIS ... ... 179
Figure 146: FRAM Update Link ... .. 186
Figure 147: Add Attachment Button for FRAM ... ... ... 187
Figure 148: FRAM Successfully Uploaded ... 187
Figure 149: FRAM Uploaded Status on Closeout .................................................... 188
Figure 150: FRAM Update Link on Uploaded FRAM ... ... ... ... 189
Figure 151: Submit Button on FRAM Screen ... ... 189
Figure 152: FRAM Submission Certification ... 190
Figure 153: FRAM Submission Success MesSsage ....................o..oooooiiiiiii. 190
List of Figures XXii September 7, 2018



eRA Commons User Guide

Figure 154: Just in Time Screen ... .. 193
Figure 155: File Uploaded for JIT ... .. . . 195
Figure 156: Just in Time Screen ... ... 196
Figure 157: Uploading Files for JIT ... . . ... .. 197
Figure 158: File Uploaded for JIT ... .. . . 198
Figure 159: Number of Submissions for JIT ... . . ... .. 199
Figure 160: Just In Time Report Link Within Status Information ... . 199
Figure 161: Extension SCreen ... ... 201
Figure 162: Extension Confirmation ... .. ... 201
Figure 163: Commons Home screen tab ... ... ... ... 203
Figure 164: View History screen as seen by PIs ... ... ... 242
Figure 165: View History screen as seen by SOs ... ... 243
Figure 166: Search for Requests ... ... ... .. 243
Figure 167: click View History ... ... . 243
Figure 168: View History page ... ... ... 244
Figure 169: List My Requests ... . ... 244
Figure 170: PD/PI Assurance Report Link on Manage RPPR ... ... ... .. 311
Figure 171: PD/PI Assurance Report Search Results for a Specific PT ........................... 311
Figure 172: PD/PI Assurance Search Results fora Date Range .................................... 312
Figure 173: Recall Button for Public Access PRAM ... ... ... ... 316
Figure 174: Recall Button for Agency Requested PRAM ... . . ... ... 324
Figure 175: Commons Status Screen Displaying Change of Institution Link ...._._..........._. 336
Figure 176: Status - Change of Institution Search Screen ... .. 337
Figure 177: Status Result - Change of Institution Screen ... 337
Figure 178: Starting a New Relinquishing Statement ... 338
Figure 179: RS in Accepted for Consideration Status ................................................ 338
List of Figures XXiii September 7,2018



eRA Commons User Guide

Figure 180: Manage Relinquishing Statement Screen Displaying Edit Feature .................. 339
Figure 181: Relinquishing Statement Screen ... 339
Figure 182: New Institution - Search Screen ... ... ... 340
Figure 183: New Institution - Search Screen ... ... ... 341
Figure 184: New Institution - Search Result Screen ... ... 341
Figure 185: Inserting New Institution ... .. ... 342
Figure 186: Manage Relinquishing Statement Screen Displaying Delete Feature ............._. 342
Figure 187: Delete Relinquishing Statement Screen Displaying Delete Message ............... 343
Figure 188: Route Relinquishing Statement Screen ... ... 344
Figure 189: Route Relinquishing Statement Screen ... 344
Figure 190: Manage Relinquishing Statement Screen ... 345
Figure 191: Relinquishing Statement Screen ... 346
Figure 192: Submit Relinquishing Statement To NIH Screen ..........................._......... 347
Figure 193: Manage Relinquishing Statement Screen ... 348
Figure 194: Status Result - List of Applications/Grants Screen ..................................... 349
Figure 195: Relinquishing Statement Screen ... 350
Figure 196: Relinquishing Statement Screen ... 351
Figure 197: Route Relinquishing Statement Screen ... ... 352
Figure 198: Route Relinquishing Statement Screen with OK Button .......................... ... 353
Figure 199: Status Screen Displaying Change of Institution Link _..............................._. 353
Figure 200: Status — Change of Institution Screen ... 354
Figure 201: Search for Grants Section on Status Results — Change of Institution Screen ...... 354
Figure 202: Status Result - Change of Institution Screen ............................................ 355
Figure 203: Manage Relinquishing Statement Screen ... ... 355
Figure 204: Action Column on Manage Relinquishing Statement Screen ........................ 355
Figure 205: Relinquishing Statement Screen ... 356
List of Figures XXiV September 7,2018



eRA Commons User Guide

Figure 206:
Figure 207:
Figure 208:
Figure 209:
Figure 210:
Figure 211:
Figure 212:
Figure 213:
Figure 214:
Figure 215:
Figure 216:

Relinquishing Statement PDF ... . ... 357
Action Column on Manage Relinquishing Statement Screen ......................_. 357
View Routing History Screen ... ... 358
Searching for Relinquishing Statements Submitted by the Former Institution .....358

Status Results - Search for Relinquishing Statements Screen ........................ 359
View Relinquishing Statement Screen ... 359
Status Result - List of Applications/Grants Screen ..................................... 360
Status Information Screen Displaying the Relinquishing Statement Hyperlink ...361

Relinquishing Statements Screen ... ... 361
Submit Reference Letter Link ... ..o 387
Submit Reference Letter Screen ... . 388

List of Figures

XXV September 7, 2018



eRA Commons User Guide

1 About eRA Commons

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

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

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

View summary statements and score letters following the initial review of your application
View the notice of award (NoA) and other key documents.

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

Submit the required documentation, including the Financial Status Report/Federal
Financial Report and

Final Research Performance Progress Report (Final RPPR) to close out your grant.

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

Submit an annual progress report electronically.

Manage personal and institutional profiles.

NOTE: All attachments should be submitted in PDF format with a maximum size of 6MB.
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1 Start Latest Updates
1.0.1 September 6, 2018

Updated Institution Profile Module (IPF) topic to show and describe the Opportunity Type
Eligibility section of the About the Institution section.

Added clarification language to Closeout Status and Submitting Y our Final RPPR topics regarding
the Interim and Final RPPRs.

1.0.2 August 22, 2018

Correction made to Delegations topic and table.
1.0.3 August 10, 2018
Status Information and How Does a PI See the Review Outcome? sections updated.

1.0.4 July 24, 2018

Added note in FCOI Initiation to avoid any non-numeric characters for SF1 >$600K.

1.0.5 June 11, 2018

Updates to have been made to Status and RPPR related to the new Human Subjects System (HSS)
which replaces the Inclusion Monitoring System (IMS).
Go to the HSS online help for more information.

1.0.6 January 4, 2018

ORCID may now be created or associated directly from the Personal Profile module.

1.0.7 December 28, 2017

Numerous screens in the Federal Financial Report (FFR) module have been updated to a more
secure GUL

1.0.8 November 8, 2017

Interim Requests for Additional Materials (IRAM) may now be made to request revised Outcomes
statements if the initial statements do not meet the purpose and definition of this section of the
Interim or Final RPPR report. Links to additional guidance and policies have been added.

Project Outcomes will begin to be made public via RePORTER for the purpose of transparency to
the pubic.
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1.0.9 September 20, 2017

Awarding agencies will be able to request additional materials for an Interim RPPR from the
principal investigator (PI) and signing official (SO) via eRA Commons. In turn, the SO will be
able to submit the additional materials via eRA Commons, in a process that is similar to the Final
Progress Report Additional Materials (FRAM) process.

See the section on Interim Report Additional Materials.

1.0.10 August 22, 2017

Personal Profile Module - Education

o The Residency information in the Education section of the Personal Profile has been
replaced by Post-doctoral Clinical Training Information.

1.0.11 June 8, 2017

Carryover requests have been added to the Prior Approval module. The steps to electronically
request a Carryover request mirror the No Cost Extension request process.

1.0.12 June 1, 2017

 Eligible SBIR/STTR grants will now have links to /nterim and Final RPPRs. Review the
Interim RPPR and Final RPPR sections for details.

o Format of Interim RPPR pop-up updated to contrasting color.

« Updated enforcement of SO restrictions on closeout links, main search page, JIT, FRAM,
and FIS pages.

1.0.13 April 10, 2017

Security and validation updates.

URLSs for "http://grants.gov..." sites updated to secure HTTP (i.e. https:/grants.gov...).
1.0.14 February 23, 2017

Prior Approval - Users may now request a change of the PD/PI on a grant.

1.0.15 February 21, 2017

Prior Approval - Users may now request a No Cost Extension (NCE) via Prior Approval.

1.0.16 February 1, 2017

New instructions issued for Submitting Your Final Research Performance Progress Report.
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1.0.17 January 19, 2017

SAMHSA grantees will now use ASSIST for non-competing continuation applications (non-
research only). They will initiate the application in eRA Commons and prepare and submit it in
ASSIST. Grantees will be able to track the application in eRA Commons through Status; they will
also be able to manage their entire non-competing continuation process for their grant using a new
Manage Continuations sub-tab in eRA Commons. Requisite changes will also be made to the
Grant Folder.

1.0.18 January 17, 2017

The Status Information screen has been reworked to incorporate an updated look and feel and to
consolidate information on applications into one consolidated landing page. This is part of a burden
reduction effort and should alleviate a great deal of searching and the need to access multiple
screens for the bulk of the application-related information.

1.0.19 January 1, 2017

Use of Final RPPR: eRA made changes to eRA Commons, RPPR, Inclusion Management
System, and the Grant Folder to accommodate the Final Research Performance Progress Report
(Final RPPR) replacing the Final Progress Report in eERA Commons effective Jan. 1, 2017 (for all
grantees, except small businesses). See the Dec. 20 News and Nov. 23 News.

1.0.20 December 2016

The Final Research Performance Progress Report (Final RPPR) will replace the Final Progress
Report (FPR) for grants closeout, effective January 1, 2017. The Final RPPR will be available for
use in eRA Commons on January 1, 2017.

The format of the Final RPPR is very similar to that of the annual RPPR. The notable differences
are that the Final RPPR only uses section D.1 for "Participants" and does not use sections F
(Changes), and H (Budget). Additionally, the Final RPPR does have a new section: Section I
(Outcomes).

Project Outcomes (Section I) will be made publicly available, allowing recipients the opportunity
to provide the general public with a concise summary of the public significance of the research.

The deadlines for submitting a Final RPPR remain the same — no later than 120 days from the
project end date.

NIH will maintain the business rule that allows the Signing Official (SO) to delegate the
submission of the Final RPPR or Interim-RPPR to a Program Director/Principal Investigator
(PD/PI).
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1.0.21 October 2016

« SAMHSA will now use Commons to initiate, track, and manage the progress of non-
research amendment applications.
o This functionality will now be found in the "Manage Post Award Amendments"

module under the "Non-Research" tab for eligible users.

o When a user initiates a non-research amendment in Commons, the system will open
up the application in ASSIST, with the appropriate forms, and the completion and
submission of the application will happen there.

o Subsequent to submission, the user will continue to:
m Track the application process

m Submit, view, and edit "Requests for Additional Materials" (RAM)

m View amendments in Commons.

o New Non-Research Tab Has Been Added to the Top Navigation
o As part of the expansion of eRA services to other federal agencies, the Non-Research
tab has been added for recipients of SAMHSA (Substance Abuse and Mental Health
Services Administration) non-research grants.
o The new tab is located after eRA Partners.
o Only those who receive SAMHSA non-research grants will need to access this tab to
manage post award amendments.
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2 Welcome to Commons!

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

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

o« Commons Login

Enter your Username and Password to access the Commons system and modules.

¢« ¢RA Service Desk

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

arca.

o System Notification Message

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

o Supported Related Resources

Useful links for avoiding Commons errors, self-help resources, electronic and application
submission as well as the link for the eRA Home Page can be found in this area.

o Commons Related Resources

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

this area.

o Register Grantee Organization

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

Registering Institutions and Organizations on Page 39.

e About the Commons

Check this area for links to Commons Frequently Asked Questions, training, the latest
Release Notes, etc.
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« Additional Links

Useful links such as to Grants.gov, iEdison, NIH, Loan Repayment, and others can be
found in this area.
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2.1 Logging into Commons

Commons requires users to enter a unique user ID (from 6 to 20 characters) and password for
authentication. Refer to the section of this document titled Password Policy on Page 19 for
additional password-related information.

The Commons Login area of the screen allows for two types of user to log into Commons: the
external Commons user and the internal NIH or Agency user. For steps related to external users,
please refer to the section of this document titled Accessing Commons with a Commons User ID.
For steps related to internal users (such as NIH, SRO, agency users, etc.) please refer to the section
of this document titled Accessing Commons with a Network ID (NIH or Agency).

Accessing Commons with a Commons User ID
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2.1.1 Accessing Commons with a Commons User ID

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

To log into Commons:

1. Navigate to the Commons system on the internet.

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

4. Click the Login button.

Commons Login
*Required field(s)

*Username

*Password

[ Login ” Reset ]

Forgot Passward/Unlock Account?

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

A successful login will show the username, institution, and your user roles in the Welcome section
of the screen as well as in the upper right corner of every Commons screen.
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IMPORTANT: Are you affiliated with multiple institutions? Make sure that the correct
institution is displayed after you log in. This will affect the information you can access in
Commons. Refer to the topic called Changing the Displayed Affiliated Institution on Page 13 for
more information.

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

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

3 www.hhs.gov

Welcome: Janice Galiotio
) A Commons o) D IH_GAtDE{CIfJ_H
& & Institution: Not Affiiated
A program of the National Instifutes of Health R:Iu: nsnm HCa&

Logout | Contact Us | Help

(Hnmt Admin  Instilution Prodile  Status RPPR  Internet Assisted Review  xTrain  xTRACT aﬂ.nplmars_)

Accessing Commons with a Network ID (NIH or Agency)

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

NOTE: Your Network ID is not your IMPAC II User Name.
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Officers (SROs).

Commons.

IMPORTANT: Some examples of federal users who may need to access Commons include
Office of Financial Management (OFM) staff who review grantees' Federal Financial Reports
(FFRs); administrators who manage/review appointments in XTRAIN; and Scientific Review

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

To log into Commons using your Network ID:

1. Navigate to the Commons system on the internet.

2. Find the section marked Federal User Login Here. Click the word Here, which is

displayed as a hyperlink.

Commons Login @
*Required field(s)

*Username

*Password

[ Login H Reset ]

Forgot Passward/nlock Account?

Federated Institutions/Organizations @

Gﬁieral User Login He@

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

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

—_OR-

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

= Inseryour PiV card inbo pour smart card reader
bedore attampting b lagin
User Name: | GeaVash_NIH
= For agsistance, read the instructions for
Fasswl  sssssssnsss | lchange Fassword — uzing man cads and cercates wilh 1H Login (PDF, 21 pages, 725 KB
P b B

Waming Hoboe

Thig k& a ULE Govemment compulisr Syshém, which may bé scoessed and used shily or auhorited Gommment busingess by authorized pérsonnel. Unauthodized actess o
use of this compuber syslam may suljact wolators fo criminal. o, andior admanistrative adion

il mformiation on this computer Sysbem may b intercepbed, recorded, read. copied, and disdosed by and to authoned personngd bor oficial purposes. induding aiminal
irvesigations. Such information includes sensitve dala encrypled ko comiply with conddantality and privacy requinements. ACCEss or use ol this compuber syslam by Sy
person, whether authonZed of unauthodised, constiules condent b Hese lerms, Thera 15 o right of piteddy i Bhils SySlerm

If ywou need assistance - Pleass call the NIH IT Servios Desk 301-456-4357 [5-HELF); 865-3139-4357 [k "."IE=_| or Sybenst 5 Mslg Desi Tickat

B\CIT ‘& (¢

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

A successful login will show the username, institution, and your user roles in the Welcome section
of the screen as well as in the upper right corner of every Commons screen.
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After you have signed into Commons, you may access the various tabs, links, and help screens, as
well as other available links.

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

(e (e o W e
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2.1.2 Session Expiration

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

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

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

Your grant record history will be kept together instead of being split across multiple accounts
If you have served as a Reviewer, your service on study sections will be recorded properly
and will be accounted for in determining eligibility for continuous submission (Policy:
https://grants.nih.gov/grants/peer/continuous submission.htm)

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

Follow these steps if you switch institutions:

1.

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

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

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

institution/organization disaffiliate you from that institution.

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

. Contact the eRA Service Desk if you realize that you have more than one Commons

account. They can help you merge the accounts together.
Keep your Commons Personal Profile updated. This includes the address fields and the end

dates of your employment.

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

2.3

Changing the Displayed Affiliated Institution

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

To select a specific institution to work with in Commons:

1.

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

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

Welcome: THOMAS JEFFERSCN
é OER , I0: JEFFERSOM.T
& / (nstitution: MOUNT YERNON COLLEGE
Pyt Cqm )

P BR

Logout | Contact Us | Help

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

3. Select the radio button of the institution.
4. Click the Submit button.
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The Commons home page displays, with the Institution fields updated to the selected affiliated
institution.

Wekess THOMAT EFFERIOH

mastice: |IYEESTY OF YRGELA

Apaasared by Nariomal faaiifaied of Neaiid psi i B
el | Canlact s | Hig

TN Admin inssnson Profle  Porsonal Profile  Stailus @SMAP  inbermel Assisted Review xTrain FERFSR Links ofts Panmers

Vislcome

i Srstem information Wessage Register Grantes ization
Thoimas beflerson A wysiems are Falable 3 iz bma
A T Alest T Commmas
I btusre LRV RGITY OF vildeas
o - Cormman alioe o b peform the lollowing s reves Beicer Baned on tha praleges associated wih his & ‘wl s Agiogd O i
A Commeons Help Desi pociliec t :

Welcome to Commons Screen 14 September 7, 2018



eRA Commons User Guide

The grant and institution information displayed on the Commons screens is for the selected
institution only. To switch to another institution, repeat the steps above.

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

2.4 Logging out of Commons

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

Elecirom ic Resaarc A Admimisiraiion { ng -~ E{:::_.{-I:T:; eastain
(e=E¥Nl Commons ) o) (Q =8,
i .'"ZIZ'.'.‘:-."-'.':‘

Spomsored by Natiomal Ffesiiéiufes of Nealth

CTN  Acmin institution Profle Personal Profile Stabes  oSHAP xTrain Links ofA Pariners
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3 Federated Institutionlerganizations Sign In

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

This topic provides information on the following:

o Federated log in with a linked Commons account

o Linking your Commons account

o Trouble-shooting issues linking your accounts

IMPORTANT: This is a pilot program. Not all Commons users will be able to use this feature.
Currently, only users with a scientific role at participating Institutions or Centers can use the
Federated login

3.1

1.
2.

Accessing Commons with Your Organization Credentials

Navigate to the Welcome to the Commons page.

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

Select the Sign In button.

. Your organization's sign in page displays.

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

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

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

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

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

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

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

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

If Commons cannot authenticate the Commons user ID or password you provided, the
following message will display:

Either the information entered is invalid or you are not enrolled in the

eRA Commons. To keep your information secure, we may lock your account if you
continue to enter incorrect login information. Please see your organization's account
administrator for assistance (ID: 200523).

Other issues may prevent Commons from linking your accounts. Please read all
messages and tips that appear on the screen during this process. You may also refer to
the section below titled Why Can't I Link My Commons Account? on Page 17 for
help.

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

3.2 Why Can'tl Link My Commons Account?

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

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

To do so, navigate to the Commons home page. Use the Commons Login fields to log into
Commons with your Commons ID and temporary password. Y ou should be prompted to change
the password.
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After successfully changing your password, log back in following the steps described in Federated
Institutions/Organizations Sign In on Page 16.

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

After successfully changing your password, log back in following the steps described in Federated
Institutions/Organizations Sign In on Page 16.

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

Once you follow the steps for changing the temporary password to one of your choosing, you can
log back in following the steps described in Federated Institutions/Organizations Sign In on Page
16.

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

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

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

4.1 First-Time Login

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

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

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

4 WS Dbt ol He G & Humas Sedce m bl i tes of Hi

. B i Electronic Research Administration
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Reset Password @

User IO
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A confirmation message displays if the password is valid and meets the NIH password standards.
If the new password does not meet the standards, an error message displays.

AMS | Reset Password
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Wi sent 00 e 2000 Db
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4.2 Password Requirements
The following list highlights the password requirements for eRA users:

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

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

o Lowercase letters
o Numeric characters

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

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

o May NOT contain your Username

o May NOT start or end with a number

o Cannot be reused within one year

o Must be changed every 90 days

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

« Accounts are locked after six (6) consecutive unsuccessful login attempts. Users can click
the Forgot Password/Unlock Account? link under the login fields of the Commons
homepage (https://commons.era.nih.gov/commons/index.jsp) to unlock their account(s). Be
advised that a temporary password will be forwarded to the account owner's email address
and 1s active for only 48 hours.

o Contact the eRA Service Desk if you are still experiencing the issue.

Read more information on the eRA Password Policy.

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

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

4.3 Reset Password

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

NOTE: If you know your password and just want to change it, use the change password feature
instead. Refer to the section of this document titled Changing Your Password on Page 22.

To reset your password:

1. Select the Forgot Password/Unlock Account? link on the Commons home page.
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2. Enter your User ID and Email address in the required fields of the Reset Password screen.
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3. Click the Submit button. The system returns to the Commons home page. Commons
generates a new, temporary password and sends it to the email address contained within the
user profile.

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

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

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

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

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

4.4 Changing Your Password

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

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

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

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

NOTE: Passwords display as dots for security purposes. Make sure to enter your password
carefully.

4. Select the Submit button.
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Change Password @

6 INFORMATION!

« Al eas esght (8) non-biank Charaschers in ength
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Current Password

Hew Password:

Confirm Mew Paiiword:

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

again.

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

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

4.5 Reset Your Expired Password

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

Y our new password must conform to the standards listed on the screen.

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

3.

4. Select Submit.

Re-enter the new password in the Confirm New Password field.

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

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

4.6 Resetting a Locked Account

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

SOs can reset locked accounts with the Manage Accounts feature.

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

Reactivating/Unlocking an Account
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Resetting a Password

IMPORTANT: If your account is not locked, but you've forgotten your password, you can
reset the password yourself. Refer to the section of this document titled Reset Password on Page
20.
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5 User Roles

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

roles to administrative roles.

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

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

e AO: Administrative Official of an organization.

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

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

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

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

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

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

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

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

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

o Project Personnel: Role assigned to an individual performing other project roles on a
project. Refer to the following guide notice for more
information: https://grants.nih.gov/grants/guide/notice-files/NOT-OD-13-097.html.
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e SO: Organization's Signing Official, who has the institutional authority to legally bind the
institution in grant-administration matters.

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

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

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

Principal Investigator,
Administrative Official
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Tip: *Other Transaction Authority (OTA) - Some screens and terminology may be different in
order to accommodate review of OTA, a type of award that is neither a grant nor a contract but a
different way of funding that is being used across NIH. These changes will typically not be visible
to NIH or agency reviewers.

5.1 Account Administrator (AA)

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

If you hold an AA role, you have privileges to perform the following tasks:
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« Create accounts and modify all Commons roles except IAR and FCOI roles

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

5.2 Administrative Official (AO)

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

SO and AO authorities should not be combined.

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

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

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

o View status and award information for all institution grants

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

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

NOTE: An AO cannot modify the Institution Profile.

5.3 Assistant (ASST)

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

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

« Edit your own personal profile (PPF) data

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

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

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

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

5.4 Business Official (BO)

A BO has signature or other authority related to administering grantee institution training grants.
Users with the BO role perform their tasks in the xTrain module of Commons.
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If you hold a BO role, you have privileges to perform the following tasks:

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

o List of Grants

o Grant Summary

o Routing History

o PDF-formatted Appointments/Amendments/Terminations

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

5.5 Financial Conflict of Interest (FCOI)

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

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

Initiate FCOI
View and Edit FCOI
Delete FCOI
Submit FCOI

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

5.5.1 FCOI Assistant (FCOI_ASST) Role

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

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

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

5.5.2 FCOI Read-Only (FCOI_View) Role

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

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

e Search FCOI
e View FCOI

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

5.6 Federal Financial Report (FSR Role)

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

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

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

5.7 Internet Assisted Review (IAR)

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

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

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

¢ Use the IAR module to submit critiques and preliminary scores for applications to be
reviewed at a meeting for which you are enabled
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NOTE: If affiliated with an institution, you can take advantage of other Commons features with
the IAR role.

Tip: *Other Transaction Authority (OTA) - Some screens and terminology may be different in
order to accommodate review of OTA, a type of award that is neither a grant nor a contract but a
different way of funding that is being used across NIH. These changes will typically not be visible
to NIH or agency reviewers.

If you are a Reviewer with an IAR role and are seeking help with the IAR module, check out the
IAR for Reviewers online help system: http://era.nih.gov/erahelp/IAR Rev/.

5.8 Program Director/Principal Investigator (Pl)

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

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

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

« Edit your personal profile (PPF)
o Delegate edit authority of your own PPF to others

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

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

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

« View Review outcome information and summary statements

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

o Delegate authority to someone with an ASST role to perform the same actions and receive

the same notifications as a you do as the PI

NOTE: PI users cannot delegate authority to submit appointments to the Agency.
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5.9

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

o List of Grants
o Grant Summary
o Routing History
o PDF-formatted Appointments/Amendments/Terminations
Initiate, update, route, and submit Appointments, Re-Appointments, and Amendments in
xTrain
Initiate, update, and route Termination Notices in xTrain
Initiate a progress report
Delegate progress report authority
Submit a progress report when given the authority by an SO

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

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

Signing Official (SO)

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

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

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

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

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

Submit electronic grant application(s) on behalf of the institution via Grants.gov (outside of
eRA Commons), if also registered with Grants.gov as the Authorized Organization
Representative (AOR)
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o View status of all grant applications originating from their institution and any errors or
warnings that may have been triggered

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

« Reject grant applications to address submission warnings

o View award information for all grants awarded to the institution

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

o Submit JIT information for a PD/PI

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

m List of Grants
m Grant Summary
m Routing History

m PDF-formatted Appointments/Amendments/Terminations

o Delegate progress report authority to someone on behalf of the PD/PI

o Delegate submit authority for progress reports to a PD/PI

o Submit a progress report to the Agency (NIH)

o Submit Final Research Performance Progress Report (Final RPPR)

o Submit a one-time No-Cost Extension on behalf of the PD/PI

o Assign the FCOI role for those using the Financial Conflict of Interest (FCOI) module

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

5.10 Sponsor (SPONSOR)

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

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

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

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

o Delegate Sponsor authority to another individual

5.11 Trainee (TRAINEE)

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

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

o View your PDF-formatted Appointments/Amendments/Terminations
» Update and route your Appointments/Amendments/Terminations

o View Appointments/Amendments/Terminations routing history
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6 Modules

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

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

LS. Department of Health & Human Services EJ www.hhs.gov

Wislcome: Janice Galiotio
* . /\ Commons ‘DIEF] o '”.G-‘»:-PUTT‘C'{J-H
. o Ingtitution: Not Affikated
A program of the National Instituies of Health Roles: SRA HCAA

Logout | Contact Us | Help

GW Admin  Institution Profile  Status  RPPR  Internet Assisted Review  xTrain  XTRACT eRAF!ﬂHG@

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

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

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

7.1 Accessing Commons Demonstration Facility

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

Etectronic Jun.-ur:a Adminiviraiion 'd-""“t el e 1§ ke
(( e R A Commons ) ‘%*(@“‘*‘*‘—"
Commaons Login & welcome t& thE’ cﬂmmﬂns Register Grantes Organization

"Riguited Bl Abaut the Commani

s " b e 2 Fiiepbals djbit i Biw= o
1 AN w . —— " . .\---I:J.-:.--. J-.\.:.:::-- =
‘Passwond S b COMTOnS MBS0 Fof Mairerancs InSmaton, Se¢ T gRA Schidued Wgsnterngreos Catends Additional Links.
« EsFORT
; . .
[Logn ] [Ruse .
Support Related Resources .
. .
e Paian A + [ENSCITONRC Submsisaion: LAAM boul Tv st Becusl AspRcalen smars ot AGking COmemn Ep .
+ Dralrss Meremarcirn: Taks st I

teatige
& ERCiromnes Aopic a0 SUBImes Bl
Federated Institutions/Organizations & & #RAHome Page: To Bnd Lommean
P

Commons Related Resources
Federal User Login Here

oR& Commons Halp Desk (D-M\-:-ll-ti": 7] F g e 3o o) I oot of e 2 ababbes of i M R Covmumeana i 3 -'-'.'-:_>

Warning Notice

Tg 15 @ L) 5. Govmmement COMeuss BysSm. which My b 20083504 and used ol for 3Uherond Govmmmant

Users with a demo account should log in using the username and password created for this
purpose; users without a demo account should create one. Refer to the section of this document
titled Creating a New Demo Account on Page 37.
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7.2 Creating a New Demo Account

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

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

To create a new demo account;

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

The Create a New Demo Account screen displays.

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

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

3. Select the Submit button.

Electronic Rescarch Adminislratian {,F'% (\ W
> e (=" o _f-.n!
( eR A Commons ) o (g! A p—
= Speasured by Nariaanal Fsspirares of Nealfrk Lo Floies: - , .
lelii] | SO LS | Hai

Tk Uinks oRS Parinars Help

Create a New Demo Account @

At lonmalion
il Harmae" GAGiGE
Last Hame" Washanigion
Ll Masd musd e 3 mitemum of § charsolirs 563 must &1 3l sdy b B uid
Possibie Roles User Ramae

50 Apeoun ” & 50 Gash_S0

P Account * = P Gash_F1

Dptonal Robss for S0 sl P COrFgm [Oiaa

B0 Bscoumnt O en

Teairsrg ACCoim ] Traicses s _Train

E-mail Acdress GWashngndmall com

[T e AN mean Coaliege|

[ Subrnt |
Suberit )
—_— m

A verification message displays the information entered.
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4. Review all entered information and select the Save button to create the demo account.

Create a New Demo Account @

Please verify the data you entered for the new account.

First Name : George
Last Name : Washington

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

Email Address : GWashingtong@email

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

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

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

5. Select the Continue link.

Create a New Demo Account &

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

50 User Name : GvWWash_S0 S0 Password : trainso1%
Pl User Hame : GWash_PI Pl Password : trainpi1s

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

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

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

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

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

8.1 Institution Registration Request

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

o Corporation - President, CEO
« Institute - Executive Director

o University - President, Dean, or Chancellor

You must have a valid and verifiable Dunn and Bradstreet (DUNS) number before proceeding
with the registration process.

NOTE: If your organization intends to only apply for OTA awards, a DUNS number is not
required for initial registration but will be required to submit applications.

If your institution does not have a valid DUNS number, you can obtain one at the following
website:

http://fedgov.dnb.com/webform

To register an institution within eRA Commons:

Registering Institutions 39 September 7,2018


https://grants.nih.gov/grants/policy/nihgps_2013/nihgps_ch2.htm
https://grants.nih.gov/grants/policy/nihgps_2013/nihgps_ch2.htm#determining_applicant_org_eligibility
https://grants.nih.gov/grants/policy/nihgps_2013/nihgps_ch2.htm#determining_applicant_org_eligibility
https://public.era.nih.gov/commons/public/registration/registrationInstructions.jsp
http://fedgov.dnb.com/webform

eRA Commons User Guide

1. On the Commons home page, select the Register Grantee Organization link.

9BJ.T Commons (‘@ Contact Us | Help
A program of the National Institutes of Health

[Re ister Grantee Or anizatinn]

Commons Login 9

Reqursdfelds) Welcome to the Commons | Aboutthe commons
*Username + Frequently Asked Questions

« Latest Release Notes

*Password "0 System Notification Additional Links

‘ = RaPNRT

2. The Online Registration screen displays. Read the instructional steps and click the Register
Now button.

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

eRA Partners
Online Registration

Only Signing Officials can register their institutions with the MIH. Follow these directions to register your institution.

iy

. Complete the online Institution Reqgistration Form and click Submit.

2. Agency will send you an email with the link to confirm your email address.

[¥%]

. Once email address is verified, the Agency will review your request and let you know of
the result via email.

4 Ifyour requestis denied, you will get an email notifying you of the reasan.

o

Ifyour Request is approved, you will get an email with your Commons user id and
temporary password.

-

Log in to Commaons with temporary password and system will prompt you to change
temporary password to the permanent one. Contact SO will be prompted to
electronically sign your registration request. (Flease review your registration information
carefully).

7. 0Once contact SO has electranically signed the request, your organization will be active in
Commons and you may Create and maintain additional accounts for your institution

staff.
Register Now
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3. The Register Institution screen displays. (view below)
Complete the required fields for the Registration Purpose, Institution Information and
Accounts Information sections noting the following:
« All fields followed by a red asterisk (*) are required

o You will see three new checkboxes to indicate for which opportunity you plan to
apply:

m NIH Grants/Contracts - This is the most common type of registration and is
required for any application that is funded by NIH.

m Non-NIH Grants/Contracts - This type of registration will allow you to submit
applications for other agencies that use NIH eRA systems (i.e. SAMHSA).

m Other Transaction Authority (OTA) opportunities - This type of opportunity is
for a type of funding that is neither grants nor contracts and is being used across
NIH.

e You can check more than one box. If your organization is applying only for OTA,
check that box and enter nine zeros (000000000) as your DUNS number, if your
organization does not have a DUNS number at the time of registration. Y ou must still
click the ‘Verify DUNS’ link even if you entered nine zeroes.

« Ifregistering as both an NIH and OTA applicant, you must enter a valid DUNS
number. If you do not provide a valid DUNS number and enter nine zeros, you will
only be allowed to apply for OTA opportunities and you will not be able to apply for
NIH grants/contracts.

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

o The Institution Name may contain a maximum of 100 characters

o An Official’s Title may contain a maximum of 240 characters

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

NOTE: The phone number entered for the Signing Official (SO) will be used as the
initial contact number for the institution. This may be changed later.

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

o The DUNS Number is a unique nine-digit identification for single business entities.
After entering the DUNS number, click on the Verify DUNS button. This will
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validate the number and, if already in the system, will pre-populate some of the
remaining fields.

NOTE: More information about DUNS is located online at http:/www.dnb.com/us/.
Institutions that are only intending to apply for OTA awards may use nine zeros
(000000000) to register but will need to provide a valid DUNS number at the time of
award. Remember, you must still click the Verify DUNS link even if you entered nine
ZETOS.

Register Institution [ 7)
. OwmeRegsmatm |

Wel to the ERAC On-Line Registration Process.
Completing this process will register your institution into the ERA Commons and establish up to two accounts for your institution. Selected
staff at your institution can then create additional accounts appropriate to the needs of your institution.

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

* indicates required field

Registration Purpose

Select the type{s) of opportunities to which your organization will apply (check one or more options below): * 0
[CImy organization wishes to apply for NIH Grants/Contracts
O My organization wishes to apply for Non-NIH Grants/Contracts
O My organization wishes to apply for NIH other transaction authority (OTA) opportunities

Institution Information

DUNS Humber* | | |[ veritybuns Closeout E-mail * | |
Institution Name = NoA E-mail * | |
Street1:* City*
Street 2: State * I v

(20873) or (208733423)
Street 3: Zip Code *
Street 4: Country:

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

First Name = | | First Name * | |
Middie Name: | | Middle Name: | |
LastName* | | LastName* | |
mer | | rwer | |
vserdame [ | vserdame | |

Phone * | | Phone :* | |
Fax: | | Fax: | |
E-mail :* | | E-mail =* | |

4. Verify that all entered information is correct before selecting Save.
The Online Registration screen displays.
NIH displays a notice stating the submission was successful.
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5. Click Return Home

W5 Department of Health & Human Services
i
) A Commons
A program of the National Institutes of Health
Y eRA Pariners

Online Registration

Youf regisiration requést has been successhully submitiad 1o Agency. An e-mail will be sent io you shorly. Please follow the
instructions in the e-mail in order for MIH to verify your institution’s e-mail address

| Return Home ]

NIH sends an address confirmation e-mail to the designated SO.

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

The Email Verified screen displays when the SO clicks the link in the email that they receive
and confirms that the SO email address is valid.

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

NIH reviews the registration, which is now pending approval, and displays the Email
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Verified screen.

Eo3 www.hhs.gov

rartment of Health & Human Services

Welcome
- . \ Commons u—:) E:z:nnn Mot Afflabed
A program of the National lnstifutes of Health \-" > | Helo

I eRA Parners
Email Verified

Thie email for [ALPHASOS] has been verified.

HEH will review vour application pending far appaoval. Once reviewed, you will receie another email stating he status of your applicaion. Furthar instrudion will
be prosided to complete the registration process

Once the NIH has reviewed the registration request, a second email is sent stating the status
of the application (either approved or rejected). If the request is rejected, an email is sent
notifying you of the reason.

7. If approved, select the hyperlink in the e-mail message to confirm the registration process
and open the IPF Assignment View.

sment of Health & Hisman Seevites 2 www hs. g

WCom.
- ) A Commons im! ;:;.m Biok e
A proxras Gf M M’ FoiSfudng of Hoat ooy L | By

=TT =RA Pariaers

IPF Assignment View L2
Pl Bn. 3Eproend Foue reanbalon and bnked you reguifalion wish RNy itabase Dioen e b mbon, S come i makct your nabilion T
[Coafirm inyidehion Regint: s

P17 B Wi IR iceh Paftes TOMIT&1T
W] lnxbibytion Hama Yo7
Hsguesi] Duale: Hoid5050 12513

[res =<}

8. Click Yes on the IPF Assignment View screen.

After the SO confirms the Registration request, an email is sent containing the User ID and

temporary password.

Once the SO has re-logged in to Commons and changed the password, the Registration
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Information screen is displayed.

W
0J.W Commons fgﬁ( |°ﬂ‘;
A program of the National Institutes of Health Qw

Registration Information

In order to profect the of certain access tothe RA Commons senver is limited to authonzed users. The regisiration of authorized eRA Commons users will be administered by the Principal
Signing Ofcial. or their designes, sening as the grantee Commens Accounts

The grantee igning Ofcial sening as accounts, and signatody of this form, should be e OfMcial with instiutional autharity in 50 far as legally binding grants adminisiration
ackons with the NIH |nr.=uu-|a as il authority for of grant 1o the NIH. As Commons Accounts Administratod. this Official will have the authority lo
create, modity and delete Commons accounts for adalional Slgnnn Officials. Officials, Principal . Program Darectors, and other scientific andlor administrative staff for the grantese organization

Solety for e purpose of facilitating of ints, and i "Irom submiting grant applications to the NiH, the Principal Signing Official can extend authonty 1o a Primary Commons Accounts
Adminisiator. Designalion of such 3 Primary Commans Acoounts can be herein, as 50 long as boih Principal Signing and Primary Accounts are

signatories of this form,

YOMIT417
No Closoout E-mak  eRATest@mail i gov
963214780 oA E-mail: eRATest@mail nih. gov
TEST City: BETHESDA
State: (]
Zip Code: 20817
Country:
I T
Name Prefic Name Profic
First Name: TestSO First Name: TestAd
Meddie Name: Maddie Name:
Last Name: ActtS0 Last Name: TestAs
Suffic Suffic
Title: CEQ Title: Executve
User Hamae: ALPHASOS User Hame: BETARAS
Phone: 000-000-0000 Phone: 000-000-0000
Fax: Fax:
E-mail: eRATessBmail nib gov E-mait: eRATest@mail nih. gov
By clicking the “Accept” butlon, you the security and of the grantee theough the all Commens accounts established for the

grantes organization

9. Click Accept.

Once the SO has electronically signed the registration request, the organization will be active
in Commons.

Your Organization is now successfully registered in Commaons.
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9 Admin Module

The Admin module houses the features used to perform:

e Account Management

e Delegations

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

9.1 Accounts

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

o Manage Accounts
e Advanced Search
e Change Password

To access Accounts:

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

Refer to the topic Advanced Search on Page 46 for help with this feature.

For more information on creating and managing user accounts, refer to the Account Management
System's Online Help System (https://era.nih.gov/erahelp/ams new/).

9.1.1 Advanced Search

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

To perform an advanced search:

1. Select the Accounts tab from within the Admin module.
2. From within Accounts, select the Advanced Search tab to display the Account List screen.
3. Enter the search criteria. The percent sign (%) may be used as a wildcard (e.g., Sm%).
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The Search within your institution field is checked as a default and means that Commons
will only search for matching records within your institution. To include accounts outside of
your institution, uncheck this field before performing the search.

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

4. Select the Search button.

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

Account List 9

Commaons ID Last Nama Fiest Nama Midcle Namae
jausten1775

Search within your Institution ¥

Account Search Results 1- 1 out of 1 records  Prav 1 Nast All
userome  —_user0 3 emaladdross 3| AccouniSias | o | CstigbdyDotads | Addess | bimwn
University of Literature
1234 Pemnbarley Drive
Austen, Jame JAUSTEN1T7S  JAusten@email com Activis I5R Pl SPONSOR Mo Bulding 100 UMNIVERSITY OF LITERATURE
Mail Code 1234
Mansfield Park, NJ 07834

The search results include the following information:

e User Name

e User ID

o Email Address

¢ Account Status

¢ Role

o CS Eligibility Details
e Address

o Institution

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

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

Continuous Submission Eligibility Status:

Mot Eligible

To help recognize outstanding serace in the MIH paer review process and on NIH Advasory Groups, MIH has
implementad policy and procedures to allow appointed members of NIH rewew and Adwsory Groups, and peer
restewers with recent substantial serice (six times in the NIH specified 18 months penod). to submit their research
grant applications (R01. R21, or R34) on a continuous basis and 1o have these applications undergo mitial paer
reew in a bimely manner

What is Continyoys Submission? w
Continugus Submassion FACS w

Eligibility for Continuous Submission based on current how Eligibility Status
appointed membership

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

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

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

IMPORTANT: Users cannot create their own accounts. Commons accounts are created by
users with the roles mentioned above or via invitation, appointment, or institutional registration
(see additional links below).

To create a new account:

1. Select the Accounts tab from within the Admin module.
2. Select the Account Management option.

of Health & Human Services

Commons
A program of the National Institutes of Health

RPPR  Internet Assisted Review  xTrain
Accounts 5 R Reference Letters  Delegations
Account Ma

XTRACT

Account Administration
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The Search Accounts screen opens in a separate window. Y ou'll notice that there is no
Create New Account button displayed at this time. Y ou cannot create a new account until
you perform a search for the account first. This measure is in place to help avoid the creation
of duplicate accounts.

AMS
Manage Accounts AMS User Reports

Search Accounts @
@ Search Criteria

[] search only within my organization @

NOTE! You must enter at least one search field, besides User Type and Account Status.

User Type Account Status User ID
Commons B Al B

Last Name First Name Middle Name

Email Roles @

© Backfo top

NOTE: By default, the "Search only within my organization" checkbox is not checked so
that existing accounts for investigators and other scientific roles may be located and affiliated
instead of creating new accounts. PI roles, for example, are intended to be used throughout
the investigator's career regardless of their current affiliation(s).

3. Search for the person (Last Name, First Name) whose account you are creating. A fter
performing the search, if no existing account is found, the Create New Account button
becomes enabled.
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4. Select the Create New Account button.

AMS

Manage Accounts  AMS User Reports

Search Accounts @

© ERROR!

« Try to broaden your search by adding more search parameters.
s Create an account.

We searched for accounts but No Records were Found. Here are several error resolution suggestions.

@ Search Criteria

[] Search only within my organization @

NOTE! You must enter at least one search field, besides User Type and Account Status.

User Type Account Status User ID
Commons E| Al E|

Last Name First Name Middle Name
Crabtree Budge

Email Roles ©

Create New Account © Backtotop

The Create Account screen displays. The User Type should default to Commons and the
Primary Organization should default to that of your own. The User Type field can be

changed if necessary.
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AMS
Manage Accounts AMS User Reporis

Create Account @

All fields are reguired unless they're marked (Optional)

User Information
User Type

Commons E|

UserID

Primary Organization
[Your institution name]

Contact Information

Email Confirm Email

Roles @

+ Add Roles

Last Name First Name Middle Name (Optional)

@ Go Back

5. On the Create Account screen, enter the Personal Information fields. Note that all fields

except Middle Name are required.

o User Type: Select Commons from the drop-down list if it is not already displayed.

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

o Organization: This field defaults to your organization and cannot be changed. If an

individual needs to be affiliated with your organization and already has a non-

administrative account with another institution (primarily Primary Investigators - PI),

search for them outside of your organization and affiliate their existing account with

your institution.
e First Name
e Middle Name
o Last Name
e E-mail

o Confirm e-mail
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6. After entering Personal Information, you can assign a role to the account. Click on the +
Add Roles button to open the AMS | Add Roles tool. A separate window will open. The
organization will default to the current user's institution and cannot be changed. Below the
Organization field is the list of roles available to the type of user selected.

AMS | Add Roles

Organization

[Your institution name]

Role(s) (to muiti-select, please use ctrl or shift keys)

FSR - Financial Reporting users
GRADUATE_STUDENT - Graduate Student
PACR. - Public Access Compliance Role
POSTDOC - POSTDOC
PROJECT_PERSOMMNEL - Project Personnel
SCIEMTIST - Scientist
S0 - Signing Official

Bponsor Users

ainee

IUATE - Underaraduate

7. Select the role or roles required for the new account. You may use multi-select in order to
choose multiple roles to add at one time.

8. Click on the Add Role(s) button when all roles have been selected. You will be taken back
to the Create Account screen and the new roles will be listed.
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Contact Information
Last Name First Name Middle Name (Optional)
Crabtree Budge
Email Confirm Email
CB@mcmanus. it CB@mcmanus.lit
Roles @
|+ AddRoles { % Remove Al
Showing 1 - 1 of total 1
Role(s) “ Organization(s) ¥ Action
=] [Your institution name] ® Remave

9. Ifitis necessary to add additional roles (now or later), repeat the same steps.

10. When all necessary roles are displayed, click on the Create button and the new account will
be created. Clicking on the Clear button will reset the page to blanks except for the default
institution.

11. Optional: 1f a role is either no longer required or if it was added in error, use the x Remove
button to eliminate that role for that account.

9.1.2.1 Additional information:

e eRA Commons Registration & Accounts

o eRA Commons Accounts: Who and How and Where click here for one-page PDF version

o Institution Registration and Account Creation (Training Videos)

9.2 Delegations

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

Commons users may delegate specific authorities to other Commons users for their own accounts
such as when a PI delegates the Progress Report authority to another PI or a Sponsor delegates to
an assistant. Additionally, administrative users such as SO may delegate certain authorities on
behalf of another Commons user. For example, an SO may grant an ASST user the Sponsor
authority on behalf of a Commons Sponsor user.
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Listed below is a table of the types of delegation authorities in Commons, along with who may
grant that authority and whom may receive it.

Table 1: Delegation Authorities

SO, AA,AO Enables the Pl to work on
Progress Report (on behalf Pl progress reports for another PI -
Includes Interim and Final RPPR
of PI)
Active .
... | Enables the authorized user to work
user within

Progress Report | PI the on progress reports for the PI -
Includes Interim and Final RPPR

Institution
SO, AA
Sponsor (onbehalf | ASST AIIovys the ASST to access the
of XTrain module
SPONSOR)
Status Pl ASST Allows the ASST to work with the
Status module
Active

Enables another user in the same

PPF All users ;Jhs:rwnhm institution to edit someone else's
Institution personal profile
Enables the Pl to submit RPPR and
. MYPR reports -- now needed for Pl if

Submit SO P! they are to submit Interim and Final

RPPR
. PI, Enables the ASST to work with the
xTrain SPONSOR ASST xTrain module

NOTE: Delegations are not permanent and can be revoked at any time.
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9.2.1 Delegate on Behalf of Another User

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

9.2.1.1 Delegating Progress Report Authority on Behalf of Another User

NOTE: This topic discusses delegating authority for another user's account. Refer to the section of
this document titled Direct Delegations on Page 72 if you would like information for delegating
authority to your own account.

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

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

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

3. Select the link called Delegate Progress Report.

Sponierad By ) Nasiana d Faarirures af Naalek

Hiamat: E iil i Profile  Personsl Profls  Staius ¢SRAP xirsn Links &RA Pammers

My Delegates ©

= Elderranie BReseareh Admisiareasian - f‘"-% - ;:':;f:-:;r-_:;%ﬂ“w
(@E=E¥S Commons ) o (@ i=Enll

o Bl T kdlily 12 Sebegats W lalowing selnoriy{sihonted] PP

iy Cunrint Dedisga o
Pl P 3 Brua)

Ha eoords weee refurmaed

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

The search parameter fields can be used with the percent sign (%) wild card.
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4. Enter the appropriate search criteria using the wild card (%) if necessary.
5. Select the Search button to perform the search.

Efecironic Research Adminisfrafion e (tags W
(e=E¥SM Commons ) (@ =5,

L
Apeasared by Natlamal Faptidates af Meallh wen 50

ezt | Sntact U | b

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

Delegate Progress Report @

Tom My we Tais Bearch 10 delegate Progress Report Suthornty on behall of 3 Princpal irastigaior

Search Critens
Commons 1 | Hama [P Uiy Mamay
Jeflarson The's

Vistr G T mRACENT SRR By i T TR i r e I O leraa

=

ity by b ol vt

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

6. Choose the Select link to indicate the PI on whose behalf you are designating authority.

Elacironic Resvarch Admimisiraiion o o e b il LR
(@S Commons ) o (@ =200

Fpoasered by Nailenad Fapiifaier of Nealik Fal Sﬂﬂ
et | Cariact LIS | ks

Hexmap ﬂ btation Profile Perional Profle Status #SMAD xTian Links #28 Parthers

Delegate Progress Report @

Vi Ty kil Bl Siarch B3 elep ol Progeess Regon duthornty on Bahall of & Princpsl imssagaoe

Search Criteris
Coimieond ik Lait Haits Firsa Haime e MaiTian
Jeferson The'se

it e ST B SR SR B ST I SRR R AT A OF laNAaN

[ Sesch || Clear | [ Cancel |

Search Resuts
Ward Gty Sbagalir racend

[ - | R - I K |

o, Thomaa FROGRESS REPOST JFFERTON T

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

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

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

The matching records display in the Search Results table.
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8. Click the link called Select to select the appropriate person from the list.

Elfecironic Kevearch Adminisiraiion WecoTe Ganor e Ydahangion
- = {a CER 0 WASHINGTON
Commons i -
qvq_ﬁ* Azéen 50

kiezonk | Sondad Uis | Help

[l linastion Profls  Personal Profle s IHAR wTrsin LA Patn s

Delegate Progress Report ©

‘Mo hapow selecied lo delegate Progress Report Aufhorly on behall of JefTerson, Thomas

Search Crieria

Comimeans i Lot Hama Firs! Mama Lkl Naema
ALEAES )

Viowr G DR @ meROCENT SEBNCT Sy GRen M I CRRECie Br i Tioie Liani O laatea

/—"'__ _'\[ﬂ,- Ciear | [ Cancel |

Search Resulls
{one Thind padty delegatee’ 1econd lund. ]
T T T
MDA, A AL m |
1o My Cunent Celegat

& i s

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

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

NOTE: Selecting the Cancel button will cancel the action without delegating any authority to the
user.

Rsed 50
Lot | zarfad Ve | Help

Delegate Progress Report @

(e Commons ) o (@ ==l

sered by Narls wres #F Neaieh

Dibegaite Pregress Repor Aoty
On bahal of Jefferson, Thomas ou have seleted i delegabe acoess B ADARS, JOHM; ADAMS. K P

Wil My s sign T following debsgabon | ] Progress Repon
G==n

Bt b b Corvari Dleiies

The Search Results area updates to show the Progress Report authority marked with a check.
Commons grants the Progress Report authority for the delegated user, who receives an email
informing of the change. The delegated PI is now able to submit progress reports for the selected
PIL.
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Eleciron ic Mexearc A Admimisfrarion ir"“% (\ Wighoma Gaor g Washinglon
: CER D Wk SRl T O
> '
( eR ‘.-\ Cﬂmmons ) % Battuten Meard Virer dollege
Spampared by Nartfeaal fartitates of Mealis e :::.!sloﬂi:'.';].‘.'.'f -

T E Irrililuton Profile Pesonal Profile st eSMAP xTraim Lisks #fh Partners

Delegate Progress Report @

You haro sebecied B0 delegate Progress Regod sofhordy on behall of Joffersom, Themas:

SearchCnlena
Commimesres. 1D Lasi Nama [Fired Rama Wiadiclr Maima
ADANE.|

FOu Cl DETinT 8 WA BearTh By Lusng e "N chavacher, for sxampie’ asing s OF larsna

Semch || Chear || Cascel |
Soarch Rirsuns
e T padty celegabed’ recold Iound |
e [ e ] — E———
ADAMS, 0N PROGRLSS SER0aT ADAMES 3 =g

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

9.2.1.2 Delegate Sponsor Authority on Behalf of Another User

NOTE: This topic discusses delegating authority for another user's account. Refer to the section of
this document titled Direct Delegations on Page 72 if you would like information for delegating
authority to your own account.

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

To delegate Sponsor authority on behalf of a Sponsor:

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

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

3. Select the link called Delegate Sponsor.

Admin Module 58 September 7, 2018



eRA Commons User Guide

Kilgavronle Resgearch ddmisisrrarion Winzeme Jeonge Wathrgion
. ™ ﬁ OIN ] O WASHMOTON
e R / Commons ot P Wart v Cobege
& i
Spamiarad By Narieaal Fsarirares &f Naahik E - —

L | Contact s | kst

Homs m Isfhubon Profile Personal Profile Stahm eSMAP xTran Links Rl Pardeers

My Delegates @

Tou have Bat 2008 10 delegate e lllgeng aulhortiauhote sl PPF

Ry Current Dalegations
fa peconds lound

rll'.l THCTR O Wikl L

M Frogress Etigzane gl NecEbinSen Dessaalan  Soardh oF g Deleaahs

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

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

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

Rzien SO
Epampared by Navismnal Pwarirares of Neafrd
L] ¥ 204 | ConlactUs | Htlp

|Ilo-t ﬁﬂ Insfifuiion Profie  Personal Profile  Sisfes o3HAP xTrain Links R4 Pariners
Delegate Sponsor @

Yiou Mary s Bis search 1o crlegate Sponsor sulhonty on behall of 3 Sponser Usar

Saarch Criteria
Cosimimeona i Bl Haafre Firdl astes blsck®i Hairse
L] Ja

Vit Cih ST B AT SER S CENG BN N R, B TN e R e

[ Seach |] Ciewr | [ Cancel |

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

6. Choose the Select link to indicate the Sponsor on whose behalf you are designating
authority.
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Elccironic Research Adminisirarion Wisiopeme: Cescige Vashingion
(@==¥Sl “Commons ) (R —

Rodg 50
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A message displays at the top of the screen as follows: You have selected to delegate Sponsor
Authority on behalf of: <Name>.

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

7. Enter the search parameters necessary for locating the ASST user being given authority and
select the Search button.

The matching records display in the Search Results table.

8. Click the link called Select to select the appropriate person from the list.

Elccironic Rescarch Adminisication Wieioome: e g Weashinglon
(_ Commons ) @(@ S en cke

Hpompared by Narlanal Tairiversd af NHeafrk

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

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

NOTE: Selecting the Cancel button cancels the action without delegating any authority to the
user.

(i Commans ) Q==

Az
Fpoasseed by Nardenal Fasrivures of Neaiek o

Logout | Contadt Uk | Heln

Homa m mmmmm-wmm#m

Delegate Sponsor @

Didegate Sponsor Autharty
O Esphiall of Mlaeison, Jamis . pou D SHected 1o dekgate Scoass 10 Linooin, Al sham, A_LINCOLK, ASST

Yo may assign T following delegation
(o)) o

Bt 16 Ms Current el b

The Search Results area updates to show the Sponsor authority marked with a check. Commons
grants the Sponsor authority for the delegated user, who receives an email informing of the change.
The delegated ASST user is now able to perform xTrain functions for the selected Sponsor.
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The Sponsor, on whose behalf delegation was granted, can see the delegated user by accessing the
My Current Delegations information.

9.2.1.3 Revoke Authority on Behalf of Another User

NOTE: This topic discusses revoking authority for another user's account. Refer to the section of
this document titled Direct Delegations on Page 72 if you would like information for delegating
authority to your own account.

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

To revoke authority on behalf of another user:

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

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

3. Select the link called Delegate Progress Report to revoke Progress Report authority.
_OR-—

Select the link called Delegate Sponsor to revoke Sponsor authority.

ledarronile Resgearch Admisisresarion E e VepiEs Lo
: Eleqvroanic & areh Adsisisreari -l."-'# ?] - :r'.u:f::-:': Atharl
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LA | Bl
Hioamie IafituSion Frofile  Perscnal Profils  Status & SMAP xTran Links  #RA Farimers

My Delegates ©

Vou have B by 1o delegate T folloming authorty(auhontes] PR
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G ML o Wl Tl
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Depending on the link selected, either the Delegate Progress Report or Delegate Sponsor screen
opens with search parameters displayed for locating and selecting a specific user on whose behalf
the authority is being revoked. The parameters include Commons ID, Last Name, First Name,
and Middle Name. The screen includes a Search button and Cancel button as well as a Return
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to My Current Delegates link for leaving the search screen and returning to the previous
Commons screen.

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

4. Enter the appropriate search criteria using the wild card (%) if necessary.
5. Select the Search button to perform the search.
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The matching records display within the Search Results on the page.

6. Choose the Select link to indicate the user on whose behalf you are revoking authority.
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Search parameters display for searching and selecting the user for whom to revoke the authority.
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7. Enter the search parameters necessary for locating the appropriate user and select the Search
button.

The matching records display in the Search Results table.

8. Click the link called Select to select the appropriate person from the list.
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The screen shows the selected user’s name with the authority and a marked checkbox.

9. Unmark the checkbox for the authority being revoked.
10. Select the Save button.

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

9.2.2 Institutional Delegation

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

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

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

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

The My Delegates screen opens.

3. Select the link called Institution Delegation.
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The Institution Delegations screen displays. This screen shows Current Submit Progress Report
Delegations in a table at the top and Candidates for Submit Progress Report Delegation in a
table at the bottom.
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The Candidates for Submit Progress Report Delegation table is used for delegating the
authority while the Current Submit Progress Report Delegations is used for viewing or
revoking the authority of those who already possess it.

NOTE: This section walks through the steps for granting the authority. Refer to the section of this
document titled Revoking Institutional Submit Progress Report Authority on Page 69 for the steps
on revoking the authority.
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The Candidates for Submit Progress Report Delegation table includes all users in the institution
who are eligible for Submit Progress Report authority. The table includes the Name and
Commons ID of each user along with a Submit Progress Report checkbox for selecting that
user. The Select All and Clear All buttons also exist for selecting all users in the table or clearing
any current selections made.

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

The Return to My Current Delegates link exists at the bottom of the screen for cancelling any
action and returning to the previous Commons screen.
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4. From the Candidates for Submit Progress Report Delegation table, mark the individual
Submit Progress Report checkbox(es) to indicate the appropriate user(s) for Submit
Progress Report delegation.

—OR-

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

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

5. With the appropriate names checked, select the Grant Delegation(s) button.
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The Institution Delegations screen updates to display a certification and acceptance agreement.
From this screen, certify acceptance that by delegating the selected users to submit RPPR and
MY PR reports, you are granting them the ability to answer the following statement on your behalf:

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

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

Institution Delegations @

i P T LI D Hiblingy B sl Prroagrril IRegent foe ot Iniiulion

Cusrent Subenil Progress Repot Delegatons

[ ——
Rmport
B s BUCHRAH_J O
T T JEFTERLCN O
R Oty (Ee) (G
Camadates for Subemit Progress Repor Delegaton
e ] Goeees [ e
Report
Crvelared, Grirer CLEVELAME: 0
Filmors, Milard FLLMORE W 0O
Giaatei, Jnmey JUARFELD 0
Orwt, Ubymsea 5 LSGRANT 0
oz, sl Hovr s HARFESON i 0
Ficcrver, Herberl H_HOOVER 0
lchinisry, Widliam WKLY 0 -
Gumet Debegatisn(s) E IE'

Admin Module 68 September 7, 2018



eRA Commons User Guide

9.2.2.2 Revoking Institutional Submit Progress Report Authority

To revoke Institutional Submit Progress Report authority from one or more users within the same
institution:

1. Select the Admin tab from the Commons menu.

2. Select the Delegations option from the Admin menu.

The My Delegates screen opens.

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

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

NOTE: This section walks through the steps for revoking the authority. Refer to the section of this
document titled Delegating Institutional Submit Progress Report Authority on Page 65 for the steps
on granting the authority.

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

NOTE: Each table has its own set of buttons to control either granting or revoking the delegation.
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The Return to My Current Delegates link exists at the bottom of the screen for cancelling any
action and returning to the previous Commons screen.

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

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

5. With the appropriate names checked, select the Revoke Delegation(s) button.
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The Institution Delegations screen displays a confirmation message. The screen prompts for
confirmation that the selected users should have their authority revoked. The screen lists the Name,
Title, and Address information (if available) for each selected user from the previous screen.

6. Select the I Agree button to confirm.

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

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

o Delegate Progress Report authority

A PI may delegate his Progress Report authority to any active user within his same

institution.
o Delegate Status authority

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

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

o Delegate xTrain authority

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

9.2.3.1 Delegate Authority to Someone

NOTE: This topic discusses delegating authority directly to another user or to someone who needs
to access your own account information. Refer to the section of this document titled Delegate on
Behalf of Another User on Page 55 if you would like information for delegating authority to a user
on behalf of someone else.

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

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

The My Delegates screen opens. If applicable, the My Current Delegations area of the screen
displays a table of existing delegations. This table indicates No records found if no delegations
exist. Refer to the section of this document titled Edit Delegations on Page 78 for steps on editing
existing delegations.

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

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

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

5. Select the Search button.

NOTE: Selecting the Cancel button cancels the search and returns the previous screen.
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Matching users display in the Search Results area. The results include the user’s name, role(s),
Commons ID, and delegated authorities. Any marked checkboxes under the Progress Report,
Sponsor, Submit, PPF, Status, and xTrain authorities indicate that the user already has the specific
authority.

NOTE: Only the available authority for delegation displays in the table.

If multiple users match the entered search parameters, they may display over several pages. To
navigate through the search results, use the next and previous page arrows to move back and forth
one page or use the first page and last page arrows to navigate to the beginning or end of the search
result list.

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

6. Find the appropriate user to whom to delegate authority. Click the Select link for that user.
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The Delegate Authority (Authorities) screen displays with a confirmation as follows: You have
selected to delegate access to: [Name, Commons ID, Role].

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

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

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

8. Select the Save button.
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Commons grants the specified authority for the selected users, who receive an email informing
them of the change. The Search Results area updates with the assigned authorities marked.
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9. Optional: Repeat the steps as necessary to delegate other users.
10. Select the Return to My Current Delegations link to return the My Delegates screen.

My Current Delegates shows the delegated user with a checkmark in the associated column for
each authority granted.
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9.2.3.2 Search Delegations
To search for users to view their delegations:

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

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

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

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

5. Select the Search button.

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

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

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

Admin Module 77 September 7,2018



eRA Commons User Guide

Elecironic Rescarch Admimizsiraiicn T mw
((_ Commons ) @@ I i

Epeavered by Nailemal Pasiiteies of Neaith Lot | Sontecl U | Hatn

Search for Delegates @

This Saaedh My B U 1 308 raw Sebgalis of Bl T poles of your cuiment Sebegaies

Saarch Crileri
Cosmimed ID BsL Harvse [Firsl Naimi L Roda{#)
[ra Wl g a ol domn Gl
Wz kinley wm ™ oy i oo mutinie
A0 o R et
Vi i paipern @ wildcand pedech By iaing e N chiveciee B seamiphe lasina® OF faroa
r_ |,|Sw\chubﬂl||_tmj
Resuis
{Ona record found. |
T U A - ET
Report
Mckriey Wdlam AZET CKPLE Y Spwc)

Fomie 13 U8y et Dabag Mg

9.2.3.3 Edit Delegations
To edit the delegations already assigned to users for your own account:

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

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

3. Click Select link associated with the user whose delegations are being edited.
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The Delegate Authority (Authorities) screen shows the selected user and the authorities available
for delegation to that user. Marked checkbox(es) next to authority indicate that the authority has
been granted.
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4. Edit the user’s delegations by marking or unmarking the checkboxes. Authorities can be
marked to add or unmarked to revoke.

5. Select the Save button to save the changes.

NOTE: Selecting the Cancel button cancels the action and returns the My Delegates screen.
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Commons grants and/or revokes the specified authority for the selected users, who receive an email
informing them of the change. My Current Delegates shows the delegated user with a checkmark
in the associated column for each authority granted. If all authorities are revoked, that user no
longer displays in the table.

My Delegates @
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9.2.3.4 Remove Delegations
To remove the delegations already assigned to users for your own account:

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

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

3. Click the Select link associated with the user whose delegations are being revoked.
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The Delegate Authority (Authorities) screen shows the selected user and the associated authorities.
A marked checkbox next to an authority indicates that the authority has been granted.

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

NOTE: Selecting the Cancel button cancels the action and returns the My Delegates screen.
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Speasered By Naiional fmaritwiesr of Meairk

Sapbec | Dodepanoeds
e N S0 B0 SalIgate BCOASE 12 WIkON, Woodnows WIL SON WE ASST

Wi My Sdign B ioBming deegaseniil EMME xTRAN Esl-l'hrl
( sew [] Resm Cancel

Foiarm i by SuaTent Doie-tanes

Commons revokes the specified authority for the selected user, who receives an email informing of
the change. My Current Delegates shows the delegated user with checkmarks removed from the
associated columns for each authority revoked. If all authorities are revoked, that user no longer
displays in the table.

My Delegates @
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10 Institution Profile Module (IPF)

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

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

The IPF includes information such as:

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

Institutional Assurances

Email addresses for electronic distribution of NoA and other communications notifications

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

10.1 Navigating the Institution Profile

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

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

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

A third section of the Institution Profile is the dashboard, which remains on all views of the profile
providing general information about the profile.
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10.1.1 IPF Dashboard

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

mformation.

dii- U.5. Department of Health & Human Services

210Ji% Commons
A program of the National Institute

Home Admin | Institution Profile | Parsonal Profile

Basic Information | Assurances and Cerfications
r/':'-s,l‘.ulcn:":‘llal-:' \ |r‘|StIL

UNIVERSITY OF
LITERATURE

IPF Code: 1234567

Institl
& Baszic Information
& Assurances & Certifications )
Institt
Accounts:
3534 Affilated Accounts
Profile updated; Abou
0BI11/2018
ORI Certification Expires:
04722015 | ndire
5AM Registration Expires:
01/032/2018
Sign

eRA Commons Help Desk

Hours: Mon-Fri, TAM-EPM EDIT/EST
Web: hitp.//era nih.govhelp' |n5tit:_
Toll-free; B66-504-9552
Phone: 301-402-7469
TTY: 301-451-5939 Extra

Contact initiated outside of business hours
wia Wab or voice mail will ba returned the

Qe-m business day _/

Institution Profile Information:

« Name of the institution
e IPF Code

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

« Basic Information

o Assurances & Certifications

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

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

General Information:

o Accounts:Number of affiliated accounts within the organization

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

o ORI Certification Expires: Date on which ORI certification expires
o SAM Registration Expires: Date on which ORI certification expires

eRA Service Desk Information

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

10.1.2 Main Sections

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

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

10.1.3 Institution Profile Online Help Topics

Select any of the question mark icons ('?") within the Institution Profile to access content specific
help. The help icons are located on each Institution Profile page heading as well as within each
component's heading within the Basic Information section. The icons will lead you to a help topic
specific to the icon you selected (e.g., the icon on the Institution Name component heading opens
the help topic pertaining to the Institution Name component of the Institution Profile).
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LS, Department of Health & Human Serdces

) A Commons

A program of the National Instifutes of Health

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

| Basic Information | Assurances and Cerifications
UNIWVERSITY OF

Institution Basic ]nfc-rmatio
LITERATURE

IPF Coda: 123454 i .
Institution Namd

& Basic Information

& Assurances & Certifications . . .
Institution Contact Informatio

Accounts:

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

10.2 What's the Difference Between View and Edit?

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

10.2.1 Viewing the Information in the Institution Profile

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

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

o Click on the heading of the individual component

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

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

« Select the View All button to display the summaries of all components of your profile (select
Hide All to hide them)
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DA Commons
A program of the National Institutes of Health

m National Institutes of Heath
Ot of Extramurnl Hessch

COMMONS\DEWEY | Dewey Degcimal

nstitution Profile for

UNIVERSITY OF
LITERATURE

IPF Code: 1234567

Home Admin | Institution Profile | Personal Profile Status RPPR  xTrain Admin Supp eRA Partners

Basic Information | Assurances and Certifications

Institution Basic Information @

Institution Name @
@ Basic Information
& Assurances & Certifications Profile Name UNIVERSITY OF LITERATURE
Commons Prefered Name:
Accounts: =
3534 Affiliated Accounts
e o |+
Profile updated: Institution Contact Information @ _
061172014
ORI Certification Expires: About the Institution ® rd e
04/30/2015 o
eRA Commons Help Desk Primary DUNS 001234567
Hours: Mon-Fri, TAM-8PM EDITEST Secondary DUNS
Web: hitp:era nih govihalp/ Federal-Wide Assurance Numbers:  FWA00000123
Tollfree: 866-504-9552 Animal Welfare Assurance Number:  D15-00123 (A1234-01)
Phone: 301-402-7469 5 : | R
at y titut h tion
Y 301451_5939 rganization lype institution of mgher education
Cwnership Control State Government
Contact initiated outside of business hours
wia Web or voice mail will be retumed the
next business dar . o
/ Indirect Cost Negotiations @ s+
Signing Officials and TTO Administrators @ 1+
Institution Address @ o Q

10.2.2 Editing the Information in the Institution Profile

If you hold the SO role, you can edit any available component of your institution's profile by
selecting the Edit button on the section's header. This expands the tile and displays the fields for

editing. You can then update the information as necessary.
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4~ US. Department of Health & Human Services Help ContactUs Logout

IR0V Sommens (D) s it
A program of the National institutes of Hoalth

COMMONS\DEWEY | Dewey Dec.lmal

Home Admin | Institution Profile | Personal Profle  Status RPPR  xTrain  Admin Supp  eRA Parners

Basic Information ] Assurances and Certifications

Institution Basic Information @

UNIVERSITY OF —
LITERATURE
IPF Code: 1234567 T
o Institution Name @ (\+
@ Basic Information
@ Assurances & Certifications . . . ’
Institution Contact Information @ ol
Accounts:
3534 Affiliated Accounts
Profile updated: AbCl L.It the |n3tltutl0n (] L
06/11/2014
ORI Certification Expires: 2 S
oot P Indirect Cost Negotiations @ s |+

eRA Commons Help Desk
Hours: Mon-Fri, TAM-8PM EDIT/EST Signing Officials and TTO Administrators @ |+
Web: http./fara nih. govihelp!
Toll-free: 866-504-9552
Phone: 301-402-7469 Institution Address @ s |+
TTY: 301-451-5939

Contact infiated autaide ofbusiness hours — Eytramural Technology Transfer Administration @ Q f

next business day.

+ View All

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

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

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

NOTE: Hiding or closing individual components of the Basic Information section is not the same
thing as saving the information. If you navigate away from the personal profile, your changes will
be lost. You must select the Save All button to save your changes!
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U.5. Department of Health & Human Services Help ContadUs Logout

|
m) National Insﬁmtauf"
Offics of Fxerarun Russarctt i

COMMONS\DEWEY | Dewey Degimal

4

20 JiW Commons
A program of the National instifutes of Health

Home Admin | Institution Profile | Personal Profile  Status RPPR  xTrain  Admin Supp eRA Partners

| Basic Information l Assurances and Cerifications

Institution Profite for Institution Basic Information @

UNIVERSITY OF - .
LITERATURE C oy o e

WPF Code: 1234567

Institution Name @
@ Basic Information

@ Assurances & Certifications B . .
Institution Contact Information @
Accounts:

3534 Affilisted Accounts Required Field(s

“Motice of Award Email ContactSO@universitymail edu NIH wall use this address to send all
Profile updated: notices when a grant is awarded
06/11/2014 .

Announcements and Notfications ContactSO@universitymail edu MNIH waill use this address for grant
ORI Certification Expires: Email reminders, system notifications, and
043012015 : other messages

* Closeout Comespondence Email SampleCloseautE ymail edu HIH will use this email address to
eRA Commons Help Desk send any Closeout related

communications

Hours: Mon-Fn, TAM-8PM EDIT/EST
Web: hitp-//era nih govihelp! “Contact Mame Dewey Decimal MNIH wall use this name as the

primary contact for this institution

Toll-free: 866-504-9552
Phone: 3014027469 “Contact Phone 2015551212
TTY: 301-451-5939

*Contact Email DDecimal@universitymail edu

Contact initiated outside of business hours

wia Web or voice mail will be returned the

nexd business dey About the Institution @ +
Indirect Cost Negotiations @ +
Institution Address @ +
Extramural Technology Transfer Administration @ +

ve All ll Discard Changes

+ View All

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

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

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

Institution Profile Module 88 September 7,2018



eRA Commons User Guide

A" U5, Department of Health & Human Services

YW Commons
A program of the National Institutes of Heaith

Home Admin | Institution Profile | Parsonal Profile Status RPPR  xTrain  Admin Supp eRA Partners

Basic Information | Assurances and Centifications

nsution Profile for Institution Basic Information @

UNIVERSITY OF
LITERATURE

IPF Code: 1234567

Institution Name @
& Basic Information

@ Assurances & Certifications i . R
Institution Contact Information @
Accounts:
3534 Affiliated Accounts

Profile updated: About the Institution @
06/11/2014

ORI Cenrtification Expires:

0413012015 Indirect Cost Negotiations @

eRA Commons Help Desk

Web: hitp./fera nih.gowhelp/
Toll-ree: 866-504-9552
Phone: 301-402-7469 Institution Address @
TTY: 3014516939

Contact initiated outside of business hours

next business day.

Hours: Mon-Fri, TAM-8PM EDIT/EST Signing Officials and TTO Administrators @

via Wob o¢ voice mail will be returnad the Extramural Technology Transfer Administration @

Help ContactUs  Logout

COMMOMNS!

WEY | Dewey Degimal

2+

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

the Institution Basic Information is read-only.

Each component contains certain required information. If any of this information is missing from a
section, a message displays across the top of the screen, the Basic Information link in the
dashboard displays in red font, and the header of the component in error displays in red.
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]
- US. Department of Health & Human Services

) A Commons
A program of the National Institutes of Health

Home Admin .Instilulion Profde. Personal Profile  Status RPPR  xTrain  Admin Supp eRA Pariners

Basic Information | Assurances and Certifications

Institution Basic Information @

Institution Profile for

UNIVERSITY OF
LITERATURE

IPF Code: 1234567

€ The DUNS 1D is too long: it cannat be longer than 9 characters

@ Basic Information Instltutlon Name o

@ Assurances & Certifications

Accounts:

3534 Affliated Accounts Institution Contact Information @

Profile updated:
061172014

About the Institution @

ORI Centification Expires:
04/30/2015

eRA Commaons Help Desk Indirect Cost Negotiations @

Hours: Mon-Fri, TAM-8PM EDIT/EST
Web: hitp:/lara nih govhelp!
Toll-free: B66-504-9552

Phone: 301-402-7469

TTY: 301-451-5939

Signing Officials and TTO Administrators @

Institution Address @
Contact initiated outside of business hours
via Web or voice mail will be retumed the
next business day.

Extramural Technology Transfer Administration @

Help ContactUs Logout

m) National Institutes of Health
Oria of Dutrarars ovsarch

COMMON:

| Dewey Degimal

|

2l

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

field level.

About the Institution &

Primary DUNS: 123456789
Secondary DUNS: @ The DUNS ID is too long: it cannot be longer than 8 characters
45678910112

123456111

123456222

123456333

Federal-Wide Assurance Numbers:  FWADDD01234
FWADDDDSETE

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

Owmership Control: State Government

You can expand the component tiles partially for viewing (read-only) or entirely for editing. Tiles

can be expanded:
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By clicking on the heading of an individual component

By selecting the View All button to expand all components

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

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

Institution Basic Information @

Institution Name @

Institution Contact Information @

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

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

NOTE: To the left of the Institution Basic Information, you find the Institution Profile
dashboard. This dashboard provides quick access information to items such as number of accounts,
last updated date, status of required fields, etc. The dashboard is discussed in greater detail inside
the topic titled Navigating the Institution Profile on Page 82.

10.3.1 Institution Name

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

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

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

 Clicking the component tile header

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

The information displays as read-only:
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o Profile Name

o Commons Preferred Name (if existing)

Help ContactUs Logout

- Us. Department of Health & Human Services
4 .
il 1 o _i-"\'_
o Commons - jonal Insttutes of Health
al A . . & Extrwruml Ressarch
A program of the National Institules of Health A
co EY | Dewey Degimal

Home Admin .Instillﬂionpmﬁlei Personal Profile  Status RPPR  xTrain  Admin Supp eRA Partners

Basic Information | Assurances and Cerifications

Institution Profie for Institution Basic Information @
UNIVERSITY OF
LITERATURE

IPF Code: 1234567

Institution Name @

@ Basic Information

@ Assurances & Certifications Profile Name UNIVERSITY OF LITERATURE
Commons Preferred Name:
Accounts:

3534 Affilisted Accounts

Profile updated: Institution Contact Information @ 4

10.3.1.2 Editing Institution Name

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

Select the Edit button on the Institution Name panel header to display the Commons Preferred
Name field for editing and as necessary. The Preferred Name is not a required field.

‘x U.5. Department of Health & Human Services Help ContactUs Logout

3
£ 1 i, |
[D A Commons b Mational Institutes of Health
- . . h! Extrarwrnd Rosenrh
A program of the National Institutes of Health EY | Dewey Degimal
| Dewey De

Home Adman lnstimionpruilel Personal Profile  Status RPPR  xTrain  Admin Supp eRA Partners

Basic Information | Assurances and Certifications

Institution Profie for Institution Basic Information
UNIVERSITY OF
LITERATURE

WPF Code; 1234567

Institution Name @ e

& Basic Information
@ hssurances & Certifications Profile Name: UNIVERSITY OF COLORADO DENVER

Commans Preferred Name
Accounts:
3534 Affiliated Accounts

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

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

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

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

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

10.3.2 Institution Contact Information

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

10.3.2.1 Viewing Institution Contact Information

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

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

The information displays as read-only:

« Notice of Award Email

« Announcements and Notifications Email
e Closeout Correspondence EMail

o Contact Name

« Contact Phone

o Contact Email
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E

A us. Department of Health & Human Services

210N\ Commons
A program of the National Institutes of Health

Institution Profile for

UNIVERSITY OF
LITERATURE

IFF Code; 1234567

@ Basic Information

@ Assurances & Centifications

Accounts:
3534 Afiliated Accounts

Profile updated:
07/08/2014

ORI Certification Expires:
0473072015

eRA Commons Help Desk

Hours: Mon-Fri, TAM-BFM EDIT/EST
Web: hitp//era nih gowhalp

Tollfree: B66-504-9552

Home Admin | Institution Profle | Personal Profile Status RPPR FFRFSR  xTrain Admin Supp eRA Partners

Basic Information | Assurances and Certifications

Institution Basic Information @

Institution Name @

Help ContactUs Logout

ational Institutes. of Health
Wicw of Extrwrund Resessh "

JEWEY | Dewey Degimal

+ View All

# +

Notice of Award Email

Announcemants and Netifications
Email

Closeout Correspondence Email

Contact Name:

Contact Phone

\Comact Email

ﬂ]st[tutian Contact Information @

ContactSO@universitymail_edu

ContactSO@universitymail o

SampleClossoutEmail@university. adu

Dawey Decimal

2015851212

DDecimal@universitymail

& \

NIH will use this address to send all
nolices when a grant is awarded

MIH will use this address for grant
reminders, system notifications, and
other messages.

NIH will use this email address to
send any Closeout related
communications

NIH will use this name as the
primary contact for this institution

/

10.3.2.2 Editing Institution Contact Information

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

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

fields:
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;.

A U5 Department of Health & Human Services

A Commons
A program of the National Institufes of Health

Help ContactUs Logout

m National Institutes of Health®
[ of Extrarual Asssach by
DEWEY | Dewey Degimal

Institution Profile for
UNIVERSITY OF
LITERATURE

IPF Code: 1234567

@ Basic Information

@ hssurances & Cenrtifications

Accounts:
3534 Affiliated Accounts

Profile updated:
07/08/2014

ORI Centification Expires:
04730/2015

eRA Commons Help Desk
Hours: Mon-Fri, TAM-8PM EDIT/EST

Web: hitp://era nib gowhelp/
Tollfree: 866-504-9552

Home Admin | Institution Profile | Personal Profile  Status RPPR FFRFSR  xTrain  Admin Supp eRA Partners

Basic Information | Assurances and Certifications

Institution Basic Information @

Institution Name @

Institution Contact Information @

“Motice of Award Email

*Anncuncements and Notifications
Email

* Closeout Correspondence Email

“Contact Name:

“Contact Phone

*Contact Email

Contact SO@universitymail edu

Contact SO@universitymail edu

SampleCloseouwtEmail@universitymail edu

Dewey Decimal

2015551212

DDecimal@universitymail com

* Required Field(s)

NIH will use this address to send all
notices when a grant is awarded

NIH will uge this address for grant
reminders, system notifications, and
other messages

NIH will use this email address to
send any Closeout related
communications.

HIH will use this name as the
primary contact for this institution

About the Institution @

o Notice of Award Email

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

« Announcements & Notifications Email

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

general correspondence.

¢ Closeout Correspondence Email

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

o« Contact Name

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

o« Contact Phone

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

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

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

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

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

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

10.3.3 About the Institution

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

10.3.3.1 Viewing About the Institution Information

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

o Clicking the component tile header

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

The information displays as read-only:

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

o« Animal Welfare Assurance Number
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e Organization Type

o Ownership Control

20 iYW Commons
A Frogram of the National insfifufes of Health

N

m) National Institutes: of Heat
Ofice of Dxtraoure! Rssearch

COMMON

i

Institution Profile for

UNIVERSITY OF
LITERATURE

IPF Code; 1234567

@ Basic Information

@ Assurances & Centifications

Accounts:
3534 Affiliated Accounts

Home Admin | Institution Profile | Personal Profile  Status RPPR  xTrain  Admin Supp eRA Pariners

Basic Information | Assurances and Certifications

Institution Basic Information @

DEWEY | Dewey DeCimal

Profile updated:
05/02/2018

ORI Certification Expires:
04/30/2019

SAM Registration Expires:
01/03/2019

eRA Commons Help Desk

Hours: Mon-Fn, TAM-8PM EDIT/EST
Web: hitp-/fera nih govihelp/

Toll-free: §66-504-9552

Phone: 301-402-T469

TTY: 301-451-5939

Contact initiated owtside of business

hours via Web or voice mail will be
returned the next business day.

Institution Name @ _,'T ,J[
Institution Contact Information @ /)
About the Institution @ 'T Nt

Primary DUNS:
Secondary DUNS:

Opportunity Type Eligibility

Federal-Wide Assurance
Mumbers:

Animal Welfare Assurance
Number:

Organization Type:

Owmnership Control:

012345873

¥ Your arganization is eligible to apply for NIH Grants/Contracts @
Information
four organization is eligible to apply for Non-MIH Grants/Contracts
O Information
Wour organization is eligible to apply for MIH other fransaction
authority (OTA) opportunities
@ Information

FWADDDD1234

Institution of higher educsation

State Government

10.3.3.2 Editing About the Institution Information

If you hold the SO role within an organization, you can edit the fields in the About the Institution
component of the Institution Profile.
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Accounts:
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Profile updated:

D6/11/2018

ORI Certification Expires:
DIIW2013

SAM Registration Expires:
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eRA Commons Help Desk
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Web: hitp//era nih govhelp'

Toll-free: BE6-504-9552

Phone: 301-402-7469

TTY: 301-451-5939

Contact intiated outside of business hours

via Wb or voice mail will be returnad the
next business day.

Home Admin | Institution Profile | Personal Profle  Status RPPR  xTrain  Admin Supp eRA Partners

Basic Information | Assurances and Certifications

Institution Basic Information @

Institution Name @

Institution Contact Information ®

Help ContactUs Logout

b |
National Institutes of Health™ |
Orfice of Extrmund Ao -

INS\DEWEY | Dewey Degimal

About the Institution ®

Primary DLNS:

Secondary DUNS:

Opportunity Type Eligibility

Federal-Wide Assurance
Numbers:

Animal Welfare Assurance
Number:

Organization Type:

Owmership Control:

012345678

' vour organization is eligible to spply for NIH Grants/Contracts 6@
Information
Ovour organization is eligible to apply for Mon-MIH Grants/Confracts
@ Information
Ovaour organization is eligible to apply for MIH other fransaction
authaority (OTA) opportunities
8 Information

(@i remos|

Institution of higher education

State Government

Indirart C.net Nanntiatinne @

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

required:

Secondary DUNS

The Secondary DUNS field allows SOs to edit, add, and remove additional DUNS numbers for
the institution as necessary.

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

Primary DUNS 001234567

Secondary DUNS )

ED

Opportunity Type Eligibility | *Your organization is eligible to apply for MIH Grants/Contracts &
Information
vawr organization is eligible to apply for Non-NIH Grants/Contracts
@ Information
O vour organization is eligible to apply for NIH other transaction
authaority (OTA) opportunities
@ Information

Federal-‘Wide Assurance Numbers FWANODN01Z3

Animal Welfare Assurance Mumber: | 54123401

Remove

Organization Type Institution of higher education

Owmership Control State Govemmant

o To edit a secondary DUNS number, simply update the value in the editable text fields.
o To remove a secondary DUNS, select the Remove button next to the appropriate DUNS
number. At the confirmation, select Yes to complete the action.
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About the Institution @
Primary DUMNS: 074055113
L=
Secondary DUNS: 012345678 -] m
— S ————
Confirmation needed
Cppor cis @
Really remove this DUNS number (012345673)7 ontracts
]
Feders é | No |
Mumbs
Add
Animal Welfare Assurance
Mumber:
Organization Type: nstitution of higher education
Oramership Control: State Government

Opportunity Type Eligibility

There are three eligibility options. At least one of these options must be selected for the Institution
to be eligible to submit grant applications. Information links for each type of opportunity provide
additional information. The three types are:

m NIH Grants/Contracts - This is the most common type of registration and is required for any
application that is funded by NIH.

m Non-NIH Grants/Contracts - This type of registration will allow you to submit applications
for other agencies that use NIH eRA systems (i.e. SAMHSA).

m Other Transaction Authority (OTA) opportunities - This type of opportunity is for a type of

funding that is neither grants nor contracts and is being used across NIH.

NIH Grants/Contracts - The Institution certifies that it is eligible to apply for grants or contracts
that are

Federal-Wide Assurance Numbers

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

Institution Profile Module 100 September 7, 2018



eRA Commons User Guide

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

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

About the Institution @ -

Primary DUMS: 074855113

Secondary DUNS: m

Cpportunity Type Eligibility » Your organizstion is eligible to spply for MIH Grants/Contracts €8
Information

O your organization is eligible to apply for Mon-MIH Grants/Contracts
8 Information
O vour organization is eligible to apply for MIH other fransaction
authority (OTA) opportunities
 Informstion

Federa |-".l.'|.|'l-dE Assurance FWADDOD1234 | m

Mumbers:

Animal Welfare Assurance

Number:
Crganization Type: Institution of higher educsation
Cwmership Control: State Government

o To edit an FWA number, simply update the value in the editable text fields.
e To remove an FWA number, select the Remove button next to the appropriate number. At

the confirmation, select Yes to complete the action.
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About the Institution @

Primary DUMS: 074055113
Secondary DUNS: m
Opportunity Type Eligibility »| ¥our organization is eligible to apply for NIH Grants/Contracts 6

nformation
O vour organization is eligible to apply for Mon-MIH Grants/Contracts
@ Information
O vour organization is eligible to apply for MIH other fransaction
authority (OTA) opportunities
8 Information

Fed Flide Ass
SHErEEUGE Assuranes EUEIEEEE | Femove
Mumbers:

Confirmation needed
Really remove this Federal-Wide Assurance Mumber (FWADDOEETED)?

Animal Wel
Mumber:

Crganizatic

Cwmership

Indirect Cost Negotiations @

Animal Welfare Assurance Number

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

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

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

When you are done, select the Save All button at the top or bottom of the profile to save the
changes. You can edit other components of the profile before saving your changes by selecting the
View buttons of those components. The Save All button will save the changes made in all
components.
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If you do not wish to save your changes, select the Discard Changes button instead.

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

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

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

10.3.4 Indirect Cost Negotiations

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

10.3.4.1 Viewing Indirect Cost Negotiations

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

o Clicking the component tile header

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

The information displays as read-only:

o Negotiator Name
« Last Negotiation Date
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UNIVERSITY OF
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Institution Name @ )+
& Basic Information -
@ Assurances & Certifications R . R 2
Institution Contact Information @ I+
Accounts: o
3534 Affiliated Accounts
Profile updated: About the Institution ® s+
0702014 _
ORI Centification Expires: . - .
04302015 Indirect Cost Negotiations @ &£
eRA Commons Help Desk Negotiator Name: The name of the agent wno
. negotiated the most recent indirect
Fours Mo £, AW EOMEST Last Negatiation Date November 16, 2011 goot agrescacnt, ond the dato of that
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N Signing Officials and TTO Administrators @ #)(d

10.3.4.2 Editing Indirect Cost Negotiations

If you hold the SO role within an organization, you can edit the fields in the Indirect Cost

Negotiations component of the Institution Profile.
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A program of the National Institutes of Heailth
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m)ﬂ tional Institutes of Health
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Insttution Profile for Institution Basic Information @

UNIVERSITY OF
LITERATURE

Hours: Mon-Fri, TAM-8PM EDIT/EST
Web: hitp.l'era nih gowihelpd
Toll-free: 866-504-9552

Last Negotiation Date: [ | MMODYYYY

IPF Code: 1234567 T
Institution Name @ v
@ Basic Information -
@ Assurances & Certifications . . N
Institution Contact Information @ +
Accounts: =
3534 Affiliated Accounts
Profile updated: About the Institution @ +
077092014 VIEW
ORI Cenrtification Expires: . A
oot Indirect Cost Negotiations @ -
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«cost agreement, and the date of that
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Select the Edit button on the Indirect Cost Negotiations panel header to display all editable fields
available in this component. The following fields are available for editing, but are not required:

o Negotiator Name

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

o Last Negotiation

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

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

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

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

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

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

10.3.5 Signing Officials and TTO Administrators

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

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

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

The information for each person displays as read-only.

e Name

e Phone Number
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o Email Address

& Basic information

@ Assurances & Certifications

Accounts:
3534 Affiliated Accounts

Profile updated:
07/09/2014

ORI Cenification Expires:
43072015

eRA Commons Help Desk

Hours: Mon-Fri. TAM-8PM EDIT/EST
Web: hitp/fera nih govhelp!

Toll-free: 866-504-9552

Phone: 301-402-7469

TTY: 301-451-5939

Contact initiated outside of business hours

via Web or voice mail will be retumed the
next busingss day.

Indirect Cost Negotiations @

N

/_Signing Officials and TTO Administrators @ - \

rsitymail.edu

Crane (S0)
0002
wersitymail edu

mail. edu

Shakespeare (30)
0007

s{@universitymail edu /

Institution Address @ s+

Extramural Technology Transfer Administration @

10.3.6 Institution Address

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

10.3.6.1 Viewing Institution Address

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

o Clicking the component tile header

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

The information displays as read-only:

o Address
e Phone
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e Fax
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IPF Code: 1234567 =
Institution Name @ s+
@ Basic Information -
@ Assurances & Certifications . R . »
Institution Contact Information @ s+
Accounts: E =
3534 Affiliated Accounts
Profile updated: About the Institution @ _-_'_ ‘Q_‘
07/0%2014 - -
ORI Certification Expires: = T
0473012015 Indirect Cost Negotiations @ )+
eRA Commaons Help Desk
Hours: Mon-Fii, TAM.8PM EDIT/EST Signing Officials and TTO Administrators @ ° +
Web: hitp fera nih govhelp! E VIEW
TolHree: §66-504-0552 X .
Phone: 301-402-7469 Institution Address @ O
TTY: 301-451-5939 .
Addrass: UNIVERSITY OF LITERATURE
Contact initiated outside of business hours GRANTS AND CONTRACTS
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next business day. UNITED STATES
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Extramural Technology Transfer Administration @ *4

10.3.6.2 Editing Institution Address

If you hold the SO role within an organization, you can edit the fields in the Institution Address
component of the Institution Profile.
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Instttion Profis for Institution Basic Information e
UNIVERSITY OF S
LITERATURE Discard Changes
IPF Code: 1234567 . =

Institution Name @ +

@ Basic Information
@ Assurances & Certifications R . .

Institution Contact Information @ +
Accounts:
3534 Affiliated Accounts
Profile updated: About the Institution ® +.
061172014 .
ORI Certification Expires: = e
40015 Indirect Cost Negotiations @ +
eRA Commons Help Desk / \
Hours: Mon-Fri, TAM-3PM EDIT/EST Institution Address @ w
Web: http-/fera nih.gowhelp/ * Required Field{s) o
Toll-free: 866-504-9552 “Street Address UNIVERSITY OF LTERATURE
Phone: 301-402-T469
TTY: 301-451-5939 GRANTS AND CONTRACTS
Contact initiated outside of business hours *City: THISTOWN
wia Web or voice mail will be retumed the
next business day “Cou niry’ UNITED STATES

*State/Province NEW JERSEY
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‘Phaone 2015551234

\_ Fax 2015554567 Y.

Extramural Technology Transfer Administration @

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

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

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

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

e Phone

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

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

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

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

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

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

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

10.3.7 Extramural Technology Transfer Administration

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

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

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

You can view the information in the Extramural Technology Transfer Administrations
component of the profile by:
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o Clicking the component tile header
« Selecting the View button from the Extramural Technology Transfer Administrations

component tile header

The information displays as read-only:

o Address

o Contact Name

o Phone

e Email

e Are batch uploads allowed by this organization?

e The month that begins the utilization period

o Are the inventions submitted by the organization assigned for administration and

reporting by the user?

Signing Officials and TTO Administrators @ /
UNIVERSITY OF L t
LITERATURE Institution Address @ £ +
IPF Code: 1234567
@Basic Information /E_xtramural Technology Transfer Administration @ 4 A
® Assurances & Ceifications

Address 123 Main Straet

Accounts: U
3634 Affilisted Accounts ]Ulju EY 0783
Profil dated:
fotile updaie Contact Name Albert Einstein
0702014
. Phana 2015651234
ORI Cerification Expires:
043002015 Email greatideas@universitymail. edu
Ara bateh uploads allowed by this No
eRA Commons Help Desk organization?
Howrs: Mon-Fn, TAM-8PM EDITEEST The month that begins the utilization August
Web: hitp-/ara nih gowhelp period
Toll-free: 866-504-9552 Are the inventions submitted by the  Yes
Phone: 301-402-7469 organization assigned for
administration and reponting by the
TTY: 301-451-5939 \user'P /
Contact initiated outside of business hours
W Wi hs::nre\:;c:“nm:l will be retumed the

10.3.7.2 Editing Extramural Technology Transfer Administration

If you hold the TTO _Admin or SO role within an organization, you can edit the fields in the
Extramural Technology Transfer Administration component of the Institution Profile.
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Institution Name @
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Indirect Cost Negotiations @

Institution Address @

Discard Changes

-

Street Address

City

Country
State/Province
Zip/Postal Code
Contact Name
Phone:

Email

Are batch uploads allowed by this No
organization?

The month that begins the utilization [Select Manth =]
period .

Ae the inventions submitted by the  [No [+]
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* Required Freld{s)

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

o Street Address

. City

o Country

o State/Province

o Zip/Postal Code

o Contact Name

e Phone
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o Email

o Are batch uploads allowed by this organization?

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

e The month that begins the utilization period

Select a value from the drop-down list.

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

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

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

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

10.4 Institutional Assurances and Certifications

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

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

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

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

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

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

Assurances and Certifications

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

The list is available for viewing by anyone who has access to the Institution Profile. Read-only
check marks display next to each assurance or certification in the list along with the date on which
the institution indicated compliance.

Policy: Not all assurances and certifications may be applicable to each institution. For a complete
definition of each assurance, please refer to Part III (Policies, Assurances, Definitions and Other
Information) of the SF424 (R&R) Application Guide.

10.4.0.1 Editing the Assurances and Certifications

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

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

Institutional Assurances and Certifications @

Edit Assurances And l'.‘-elllﬁ-:aill:lns

Status

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

041302015

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

o Age Discrimination Assurance
« Civil Rights Assurance
» Handicapped Individuals Assurance

o Inclusion of Children Policy
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¢ Sex Discrimination Assurance

o Women and Minority Inclusion Policy

This institution complies with all laws and regulations regarding:

o ClinicalTrials.gov Requirement

o Conflict of Interest Assurance

o Delinquent Debt Assurance

o Drugfree Workplace Assurance

o Impact of Grant Activities on the Environment and Historic Properties
« Institutional Debarment Assurance

o Lobbying Assurance

o Smoke-Free Workplace

Research at this institution meets all requirements for:

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

o Human Subjects

o PI Assurance

 Prohibited Research

o Recombinant DNA and Human Gene Transfer
o Research Misconduct

o Research With Human Embryonic Stem Cells
o Select Agent Research

o Transplantation of Human Fetal Tissue

o Vertebrate Animals

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

When you are done, select the Save All button at the top or bottom of the profile to save the
changes. If you do not wish to save your changes, select the Discard Changes button instead.
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Accounts:
3534 Affiliated Accounts

Profile updated:
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Home Admin | Institution F‘mﬁla_ Personal Profile  Status RPPR  xTrain  Admin Supp eRA Partners

Institutional Assurances and Certifications @

The Office of Research and Integrity Centification Status is: Assurance OK

This centfication expires on: 0413072015

Assurances and Certifications

Age Discrimination Assurance

This institution complies with all laws, policies and regulations prohibiting discrimination based on
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Civil Rights Assurance

071092014
ORI Certification Expires: 12/09/2005
43072015 12/09/2005
eRA Commons Help Desk
Hours: Mon-Fri. TAM-8PM EDIT/EST

eb: hittp /fera nib. govhelp/ r
Web: hitp://ara, nih. gov/hel, 1270872008
Tollfree: 866-504-9552
Phone: 301-402-7469 12/03/2005

TTY: 301-451.5939 i0a00e

El

&l

7

Handicapped Indriduals Assurance
Inclusion of Children Palicy
Sex Discrimination Assurance

nchsion Palicy

explain Your answer

(explain your answer)

Help ContadUs Logout

Natonal Insttutes of Heali
e of Exramnl Frsarch

COMMONS\DEWEY | Dewey Dagimal

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

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

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

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

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

Name and ID: Personal information such as name, contact information, date of birth
Demographics: Race, ethnicity, gender
Employment: Current employment and past employment history

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

a Reviewer

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

xTrain module

Education: Degree and Post-Graduate Clinical Training Information
Reference Letters: Letters of reference submitted to NIH

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

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

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

(https://era.nih.gov/files/personal profile userguide.pdf).
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12 Status Module

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

o Track the status of a grant applications through the submission process
o View all their applications as well as NoAs and other key documents
o Complete several post-submission and post-award transactions

o Access and update Human Subjects information through the Human Subjects System

(HSS).

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

Refer to the section of this document titled Steps for AOR/SO to Check Submission Status on Page
117 if you have an SO or AO role.

Refer to the section of this document titled Status for Program Directors/Principal Investigators
(PI Role) on Page 131 if you have a Pl role.

12.1 Steps for AOR/SO to Check Submission Status

Utilizing eRA Commons, all Signing Officials are able to check the status of the applications that
have been submitted for their organization.

Steps:

1. Login to eRA Commons with your Signing Official (SO) account username and password.
2. Click the “Status” tab and select the "Recent/Pending eSubmissions' search option in
the left hand navigation.
3. Enter desired search criteria and hit the ""Search" button. The search criteria options are;
o Accession Number

o Grants.gov Tracking #

o eSubmission Status (Select from drop-down)
o All

o Pending Verification
o Rejected
o Received Date

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

view the search screen...

Status Recent/Pending eSubmissions @
Accession Number
General Search
Just In Time Grants.gov Tracking #
Pending Progress eSubmission Status Al E|
Report
R " Received Date:
ecently
Awarded From | 03/12/2016 B
Recent/Pending To  06/10/2016 s
eSubmissions
Closeout Search

4. The corresponding search results include all appropriate links for the applications. These are
the same links that appear in the Status Result - General Search results. Refer to the help
topic titled Status Result - General Search for information on search results.

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

o Check the “eSubmission Status” column to determine if your application status is
“eSubmission Error” or “Pending Verification”.
o If'the status is "eSubmission Error", you have two options to view the errors or warnings.
« select the Show Prior Errors link from the Show All Prior Errors
« Select the Application ID displayed as link to open Status Information. Any existing
submission errors or warnings display at the top of Status Information. Refer to the
section of this document titled Status Information on Page 142 for more information

on this screen.

« Select Reject eApplication to reject the eSubmission of an application. Refer to the help
topic titled Rejecting the eApplication.

12.2 How does an SO track submission status?

All Signing Officials are able to verify the status of the applications that have been submitted for
their organization utilizing eRA Commons.

Steps:

1. Loginto eRA Commons with your Signing Official (SO) account username and password.
a. Click the “Status” tab and select the "Recent/Pending eSubmissions" search option in
the left hand navigation menu. (image)
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Home Admin Institution Profile  Personal Profile RPPR xTrain xTRACT FCOI
Status @
General Search
Pending Progress Report Type  Activity Code Instity
Recently Awarded Grant Ilumber| | | | |

= RecentPending eSubmissions
Closeout Accession Ilumber| |
Change of Institution .
Pending Human Subjects Action Gmnts.gm'Tmclung#| |
Re-assign Grant Last

P'Il'lnmE|

Application Status | All

Eligible for FFATA Reporting [

Eligible for Hurricane Sandy Reporting | |

b. On the next screen, enter desired search criteria and click the "Search" button. Search
criteria options;

o Accession Number: A unique value assigned to applications before an NIH
grant number is assigned.

o Grants.gov Tracking # 4 value is assigned by Grants.gov when the application
is electronically submitted.

o eSubmission Status (A/], Pending Verification, or Rejected)

» Received Date Enter a range of dates for the received date using the “From”
and “To” fields.
Either enter the date(s) manually in the MM/DD/YYY'Y format or by selecting

the calendar icon
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Status Recent/Pending eSubmissions @

Accession Number
General Search

Just In Time Grants.gov Tracking #
Pending Progress eSubmission Status = | E‘
Report
Received Date:
Recently
Awarded From  (3/12/2016

Recent/Pending To  06/10/2016

El

eSubmissions

Closeout Search

NOTE: The corresponding search results include all appropriate links for the
applications. These are the same links that appear in the Status Results - General

Search results.

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

1. Check the eSubmission Status column to determine if your application status is
“eSubmission Error” or “Pending Verification”.

2. Use one of the two following methods to view the error messages and warnings. (view

example).
/ i H Showing 11 - 20 of total 20
ik Example of Recent/Pending search (SO view) ewing °
Show 10 [v] perpage « 1 »
Show All

Application Grants.gov eSubmission eSubmission Prior
D “  Tracking # + Status = Proposal Title s PDI/PI Name + Status Date s Errors s Action =
AN:7654321 2 NT11122233F eSubmission Error  Txt2stopdbaby: AnRCTto  Phnerl, Olga 10/13/2011 Show Prior

reduce smoking and improve 15:04:35 Errors and

mother child health Wamings

NOTE: Errors will stop the submission process and need to be addressed via a
change/corrected application. Warnings will not stop the process but it is still critical to check
the warning messages to ensure that any referenced issue does not apply to your application.

o Method 1: Select the Show Prior Errors and Warnings link from the Show All
Prior Errors column.
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o Method 2: If the status is "Pending Verification", select the Accession Number
(AN ######) displayed in the Application ID column to open the Status
Information. Submission errors or warnings are displayed at the top of the Status
Information page during the two day review period before the submission deadline.
Refer to the section of this document titled Status Information on Page 142 for more

mformation on this screen.

3. If warranted, select Reject eApplication in the Action column to reject the eSubmission of
the application. Refer to the help topic titled Rejecting the eApplication.

12.3 How Does an SO Reject the eApplication?

When warranted, an SOs can request to reject the eSubmission of an application using the Reject
eApplication screen. Only Signing Officials have this option, and the application must not have
been previously verified or rejected by the SO.

To reject an eApplication:

1. Loginto eRA Commons with your Signing Official (SO) user ID and password.

2. Select Status from the menu bar and then select the Recent/Pending eSubmissions (or
General Search) option to locate the application being rejected.

3. From the search result screen, select the Reject eApplication link in the Action column.

eSubmission Prior

PD/PI Name ¥ StatusDate % Errors ¥ Action =
06/M15/2016 Show Prior Transmittal
09:10:04 Errors and Sheet |

Warnings [ Reject
eApplication

The Reject eApplication screen displays.
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Reject eApplication (7]

Application Information

Grant Number: 146303
Pl Name: AN17283%4 AN, PETER A
Proposal Title:  ___..

Reject eApplication

This application has had a very bad hair day.

Required Comment:

4. Enter the required comment in the provided text box. This message will be part of the
rejection email notification.

5. Select the Reject button (select Cancel if you need to cancel the action). The contact PI will
receive an email notification that the SO has rejected the application.

12.4 Steps for SO to Re-assign a Grant

Signing Officials may use the "Reassign Grant" option from the Status menu in eRA Commons to
change the assignment of a grant from one existing department or component to another existing
department or component within their institution.

NOTE: This functionality is only available to Signing Officials from grantee organizations that are
classified as Institutions of Higher Education. This tool cannot be used to create new departments

or components.

To re-assign one or more grants, log into eRA Commons with an account that has the SO
(Signing Official) role and select the Status option from the menu bar.

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

Home Admin Institution Profile  Personal Profi ' Status ISSIST Prior Approval
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This will display the Status menu on the left. Select the "Re-assign Grant" option from the
list.

Home Admin Institution Profile  Personal Profil ASSI

Status 9

Important Note:
Please provide additional search parameters to narrow down your searche
existing issue of delay in data retrieval.
= General Search
Justin Time
Pending Progress Report
Recently Awarded

RecentiPending eSubmissions
Closeout Accession Numbsg

Change of Institution .
Pending Inclusion Action R
Re-assign Grant -

m STEP 1: Selecting "Re-assign Grant" from the menu will open a search window. In this

Grant Numbg

window, provide the search criteria for the grant or grants in question. The search can be
done on any combination ofj; all or part of a grant number; Contact PI name; or major
Department/Component. Once the search criteria has been entered, click on Search.

Home Admin Insfitution Profile Perscnal Profile | Status | ASSIST  Prior Approval RPPR xTrain ¥TRACT Admin Supp eRA Parners Mon-Research

Status Re-assign Grant e

General Search TESTTEST

Step 1: Search and choose grants

Just In Time
Pending Progress Report Type Act IC Serial # Year

Grant# | T ACT C SERIAL # R
Recently Awarded

Contact Pl Last Name Contact Pl First Name

RecentPending
eSubmissions Last Mame F Ame
Closeout School Department

SCHOOL OF MEDICINE AMD HEALTH SCIENCES - Select a department -
Change of Institution 1 Elecl a aeparmen

Pending Inclusion Action

e Select a sehool
Re-ass=ign Grant
COLLEGE OF EDUCATION AND HUMAM DEVELOPMEMT

COLLEGE OF ARTS AND SCIEMCES

COLLEGE OF ENGINEERING AND MINES m
COLLEGE OF NURSING & PROFESSIONAL DISCIPLINES

SCHOOL OF AEROSPACE SCIENCES

EMERGY AMD ENVIRONMENTAL RESEARCH CENTER
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The search results will be displayed. You have options on this screen to select the grants that
are to be moved as well as to change how many results are displayed per screen. Clicking on
the box above the list to the left will select all of the grants visible. You may also select a
smaller subset of grants or just one.

Once you have made your selections, click on Next.

NOTE: You can move all of the grants visible on a page at one time however you will not
be able to combine results on other pages into the current re-assignment step. Another
reassignment procedure will need to be performed in order to move grants on other pages.

Home Admin Insfitufion Profile  Personal Profile | Status | ASSIST Prior Approval RPPR xTrain xTRACT Admin Supp

Status Re-assign Grant e
General Search Step 1: Search and choose grants
Type Act IC Serial # Year
Just In Time Grant #

) Contact P Last Name
Pending Progress Report

Recently Awarded School
SCHOOL OF MEDICINE AND HEALTH SCIENCES -
RecentPending eSubmissions
Show| 10 v |entries Clear
Closeout —
O Grant = Project Title = Contact PDIPI Name = = School Name = Depariment =
Change of Insfitution
O | ROIDESEE88812 TRPCI, Caleium, and Saliva  Haves, Jade (117 SCHOOL OF MEDICINE ~ BIOCHEMISTRY AND MOLECULAR
Pending Inclusion Action
O | RO1DE288233-11 TRPC1, Calcium, and Saliva  Hayes, Jade 3 SCHOOL OF MEDICINE — BIOCHEMISTRY AND MOLECULAR
Re-assign Grant . L
M | R21DET7777702 Galecting as novel alammins il MARTINEZ, CARMEN 017 SCHOOL OF MEDICINE ~ MICROBIOLOGY AND IMMUNOLOG
P20GMGE6666-04 Center for Biomedical Resean  Freeman, Derrick 7 SCHOOL OF MEDICINE ~ PHARMACOLOGY, PHYSIOLOGY, A
[0 | RO1ES99999906 Environmental tovins and ster  Mitchell, Dylan u17  SCHOOL OF MEDICINE ~ BIOCHEMISTRY AND MOLECULAR
7l | RO1AIO0D0000HI2  Lung innate immunity against  SONG, EMILY ‘7 SCHOOL OF MEDICINE  BIOCHEMISTRY AND MOLECULAR
0| RO1DKGEEEEE02 Schisfen mediation of intestin -~ BRONSOMN, KEMBER w16 SCHOOL OF MEDICINE ~ NONE
O P20GMIE7654-15  Morth Dakota INBRE Hesltha  Fuller, Kayla ‘7 SCHOOL OF MEDICINE PATHOLOGY
O ROIMH444444-04 The role of novel endolyscsor  Kendrick, Alex 17 SCHOOL OF MEDICINE PHARMACOLOGY, PHYSIOLOGY, A
0] P30GM33333303 COBRE Center for Neurodeg'  Kendrick, Alex M7 SCHOOL OF MEDICINE  PHARMACOLOGY, PHYSIOLOGY, A
Showing 1 to 10 of 33 entries Previous 2 3 4 Ned
< >

m STEP 2: The next step is to select the School and Department to which the selected grants
should be moved. Use the drop-down menus to make the selections (only existing schools
and departments will be shown) and then click on Next.
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Re-assign Grant e

TEST TEST
Step 1: Search and choose granis

Step 2: Choose department

School
SCHOOL OF MEDICINE AND HEALTH SCIENCES -

Department

i PATHOLOGY = |

STEP 3: The summary is shown next. This will indicate the number of grants being moved

and to which destination. If the information is correct, click on Submit.

Re-assign Grant e

TEST TEST
Step 1: Search and choose granis

Step 2: Choose department

(
Step 3: Summary

Pleasze verify the information and press the 'Submit' button to save.
Mumiber of grants selected for re-assignment: 3 (Note: You can see the full list of grants in "Step 1)

Grants will be re-assigned to:

School: SCHOOL OF MEDICINE AND HEALTH
SCIENCES

Department PATHOLOGY

You will receive a final confirmation of the reassignment.
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Confirmation of Grant Assignment

Success .o

3 grant(z) have been re-gssigned to SCHOOL OF MEDICINE AND HEALTH SCIENCES -
PATHOLOGY.

OK

o Items Of Note:

o Functionality is only available to Signing Officials from grantee organizations that are
classified as Institutions of Higher Education.

o Assignments are immediate in Commons. The new assignment can be viewed on the
Re-assign Grant search page.

o Assignments will be visible in RePORTER on the following Monday.

o Search criteria is limited to the current and future fiscal years, for awarded grants or
pending type 5 grants.

o Grants on one page can be moved at one time, i.e. grants returned on multiple pages

will require multiple moves.

12.5 Status Results for SOs
Status Result - General Search

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

NOTE: The Status Result - General Search screen differs from the results displayed for PI users.
Refer to the section of this document titled Status for Program Directors/Principal Investigators
(PI Role) on Page 131 for more information.

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

The figure below represents a sample of various action links that could be displayed and may not
reflect realistic search resullts.
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Status Result - General Search @

Tips and Notes:

« PD/PI column shows Contact Pl for multi-Pl grants
= Modinat Test for April Release 2017

Home Admin Institution Profile  Personal Profile ASSIST  Prior Approval RPPR_ xTrain

XTRACT  Admin Supp

eRA Partners Non-Research

A G[ﬂ.lllS.ﬂO" Budget Show All Prior
Applcation/award 1D Proposal Tite POPIName & 4| Budget , o

2R37DK123456-13 Mitigating KAOS Retrogressoreffect  ADAWS, DON f‘“‘eﬁ’vz’;“"p";“;’:w 05/01/2003 Human Subjects
5R37DK000123-15 ‘Ongoing Cone of Silence Diganostics PLATT, EDWARD fﬂeﬁzrvzj:r:pr;:?r;ly 08/01/2008 g}ﬁ&m
ZRATAIN01Z313 DeivaracmDecrassing Extovsmeress BERNE folonships ony 0119172008
5R37TDA999999-14 EESTRENENSI IR  [SEe ooy 1210171999 Human Sublecls
AR37GM123456 31 Ot of oo Mo erreing - =/e2!  FRENCH,VICTOR | It MO 0710112010

Kl1-1000f442 1234501

ExporttoExcel || ShowQuery || Print Hitlist

The results include the following information:

Application ID

The application ID is provided as a link, which when selected opens the Status Information
screen. Status Information includes grant/application information such as status history,
study section, contacts, etc. Refer to the section of this document titled Status Information on
Page 142 for more information.

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

This column shows the number assigned when the application was submitted electronically
to Grants.gov. This is a non-sortable field.

Proposal Title

The project name submitted on the application is displayed in this column.

NOTE: In the Proposal Title field, NFP (no further processing) is added to the application
title to indicate that the application will not be referred for review.

PD/PI Name

This is the Contact PI on the application.

Application Status

This column displays the status of the application. Status values include:
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Awarded
Pending
Withdrawn
Terminated
Not Funded
Returned
Received

eSubmission Error

o Budget Start Date
e FFATA

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

e Show All Prior Errors

This column displays the Show All Prior Errors link. Selecting this link opens the

Errors/Warnings for Prior Failed eSubmissions screen, providing any errors or warnings

received for the application during eSubmission.

o Action (links)

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

depending on the application. Possible links are as follows:

RPPR

Opens the RPPR Menu screen for editing or submitting an Research Performance
Progress Report (RPPR). Refer to the section of this document titled Research
Performance Progress Report (RPPR) Module on Page 245.

Public Access PRAM

Opens the Progress Report Additional Materials (PRAM) screen for submitting Public
Access PRAM. Refer to the section of this document titled Research Performance
Progress Report (RPPR) Module on Page 245
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¢ IC Requested PRAM

Opens the Progress Report Additional Materials (PRAM) screen for submitting
IC Requested PRAM. Refer to the section of this document titled Research
Performance Progress Report (RPPR) Module on Page 245.

o Fellowship Face Page

Displays for Fellowship Awards only

o Progress Report Face Page

Only for paper grants not SNAP eligible

o JIT

This link is displayed for applications eligible to submit Just In Time materials.
Selecting the link opens the Just In Time screen. Refer to the section of this document
titled Status Result - Just In TimeJust in Time (JIT) on Page 191.

« Extension

This link opens the No-Cost Extension (NCE) feature. Refer to the section of this
document titled No-Cost Extension (NCE) on Page 199.

o Closed

This link opens the Closeout Status screen, which provides information on a closed
grant. Refer to the section of this document titled Status Result - CloseoutCloseout
Status on Page 164.

o Requires Closeout

This link opens the Closeout Status screen, which provides a means for uploading the
required documents for closeout. Refer to the section of this document titled Status
Result - CloseoutCloseout Status on Page 164.

« Reject eApplication

Available only to SO users, select this link to reject an electronically submitted
application. If rejected, the status of the application is updated to Refused. Refer to the
help topic titled Rejecting the eApplication.
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Transmittal Sheet

Opens the Transmittal Sheet on which is listed the institution name, proposal title,
PI name, grant number, accession number, and proposal receipt date.

Administrative Supplement

For grants having at least one administrative supplement request either in progress or
submitted, but not reviewed. This link is used to view the status of the request.

Manage Relinquishing Statement

Available to SOs and used to access the feature for initiating an electronic

relinquishing statement

Relinquishing Statement

Used to access the feature for editing and re-routing the electronic relinquishing

statement

Sandy Quarterly Report

For grants identified as NIH Hurricane Sandy Recovery awards. The link opens the
Sandy Quarterly Report for editing, saving, and/or submission.

Human Subjects

Provides access to the Human Subjects System (HSS) for viewing and managing
inclusion enrollment data for off-cycle reporting, before the progress report is due.
This link is available only for those grants requiring inclusion data. For more
information about HSS via Status, refer to the separate Human Subjects System

Online Help.

IMPORTANT: To submit inclusion enrollment data with a progress report, HSS
must be accessed via the RPPR Section G. Special Reporting Requirements rather
than through the Human Subjects link in the Status module. Refer to the NIH and
Other PHS Agency Research Performance Progress Report

(RPPR) Instruction Guide for more information.
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12.6 Status for Program Directors/Principal Investigators (Pl Role)

The Status module allows those with a PI role to review basic aspects of the status of applications
sent to the NIH, including pending review, review outcome, pending Advisory Council action, and
award status.

Refer to the section of this document titled Steps for AOR/SO to Check Submission Status on Page
117 if you hold an SO role.

Upon entering the Status module, a PI is taken to a landing page with three options:

o Recent/Pending eSubmissions: Select this option to view a list of recent or pending
electronic submissions of grant applications.

« List of Applications/Grants: Select this option to view a list of of applications/grants on
which the PI user is the contact PI or one of multiple PIs (MPI)

o Search by Grants.gov Tracking Num: Use this field and the Search button to display
information for a specific grant application by tracking number.

Status: Pl Search

wing list of applications represents a result of the seanch by Grants gov Tracking # or a kst of all Recent/Pending eSubmissions. If you do not see a complete kst of your RecentPending

ons, please cick Recent/Pending & Submissions menu tab again

Recent/Pending eSubmissions

jons that require action (e.g.. to view emors/warnings) prior to submisskon completion > |

icial

List of Applications/Grants
= Funded Grants > |

= Successfully submitied applications, both paper and electronic
* Revi ignment status, review results, summary stalements, and Notices of Award
= Other Commons features (e.g., Just In Time, eSNAP, Closeout, Financial Siatus Report) for previously submitted applications/grants

Search by Grants gov Tracking Num

Enter the Grants.gov Tracking Mumber into the following box for easy access o a specific grant application

NOTE: A PI may grant a Commons user with the ASST role access to the Status module. ASST
users granted this authority can view the status results as the PI would, however, the ASST user
will not have access to the links found in the Action column. Refer to the section of this document
titled Direct Delegations on Page 72 for information on delegating Status.

12.6.1 Viewing Recent/Pending eSubmissions

Select the Recent/Pending eSubmissions option to display search results meeting the following
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criteria:

» Applications that require action prior to submission

« Applications available for viewing prior to submission (2 business day correction window)
o Applications that have been refused by the SO

Status: Pl Search

The following list of applications represents a result of the search by Grants.gov Tracking # or a st of all Recent/Pending eSubmissions. If you do not see a complete kst of your Recent/Pending
! & Clic, gesubmisslons meny tab again

eSubmissi

Recent/Pending eSubmissions

« Applcations that require action (&.g., 1o view emors\warnings) prior 1o submisskon compheton
« Apphcations thatl are availlabke 10 view (during businéss day Cormechon window) prior to sSubmission completion
= Applications thal have been rejected by Signing Official

List of Applications/Grants

+ Funded Grants ™
» Successtully submitted applications, both paper and electronic

= Review assignment status, review resulls, summary statements, and Notices of Award

= Other Commons features (e.g., Just In Time, eSNAP, Closeout, Financial Status Report) for previously submitied applications/grants

Search by Grants gov Tracking Num

Enter the Grants. gov Tracking Number into the following box for &asy acoess 1o a spacific grant apphcation

Search |

The results display in the Status - Recent/Pending eSubmissions screen in a table format. If the
number of records returned by the search exceeds the amount allowed on the screen, you can use

the page number links and/or navigation arrows at the top of the results table to scroll to the
remaining records.

<« Retum to Fl Search

Status Result - Recent/Pending eSubmissions ¢

The following list of applications represents the résult of the search by Grants.gov Tracking # or a list of all Recent/Pending eSubmissions. Ify

0U do not see a comphete list of your Recent/Pending
eSubmissions, please click RecentPending eSubmissions menu tab again

Grants.gov Application eSubmission eSubmission Status

Tracking# o Status Proposal Title POIPI Name  Date Show All Prier Emors

GRANTOD0123456 eSubmission Error  The Taming of the Flu SHAKESPEARE 06/16/2015 10:38:14 | snow Emors and wam: ngs
WILLLAM

GRANTO012367 eSubmission Error  All's Well that Ends Well with Advancements in Medicine SHAKESPEARE, 06/17/2015 02:31:42 [ Show Emors and Wamings |
WILLLAM L

The following information is included in the table:

Grants.gov Tracking #

This column shows the number assigned when the application was submitted electronically to
Grants.gov. This is a non-sortable field.
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Application ID

The application ID is provided as a link, which when selected opens the Status Information screen.
Status Information includes grant/application information such as status history, study section,
contacts, etc. Refer to the section of this document titled Status Information on Page 142 for more
information.

eSubmission Status
This column shows the status of approval for the application.
Proposal Title

The project name submitted on the application is displayed in this column.

NOTE: In the Proposal Title field, NFP (no further processing) is added to the application title to
indicate that the application will not be referred for review.

PD/PI Name

This is the Contact PI on the application.
eSubmission Status Date

This is the date of the latest status update.
Show All Prior Errors

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

Tip: Use the Export buttons —located at the top and bottom of the screen— to view the information
in an Excel spreadsheet.

To return to the search screen, select the Return to PI Search link at the top of the page.
12.6.2 Viewing the List of Applications/Grants

The Status Result - List of Applications/Grants screen provides a collected source of information
pertaining to a PI's grants/applications. The screen allows Pls to view basic information for their
grants; to review detailed information for their grants, including assignments, summary statements,
notices of award; and to access other modules in Commons for completing tasks such as progress
report, financial statement, etc.

To access the Status Result - List of Applications/Grants screen, click the List of
Applications/Grants section of the screen.
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Status: Pl Search

The following list of applications represents a result of the search by Grants.gov Tracking # or a st of al Recent/Pending eSubmissions. If you do not see a comphete kst of your Recent/Pending
&Submissions, please click Recent/Pending eSubmissions menu tab again

Recent/Pending eSubmissions

« Applications that require action (e.g.. to view emors/warmings) prior to submisskon completion [
« Applications that are available 1o view (durin busingss day correction window) prior to submission completion —
« Applications that have been rejected by Signing Official

List of Applications/Grants

» Funded Grants

« Successfully submitted applications, both paper and electronic

= Review assignment status, review results, summary statements, and Notices of Award

« Other Commons features (e.g.. Just In Time, eSNAP, Closeout, Financial Status Report) for previously submitied applications/granis

Search by Grants gov Tracking Num

Entér the Grants. gov Tracking Number intd the following box for £asy access 1o a specific grant apphcation

Search |

The initial results display the applications collapsed into groups of grant families. From the initial
display, you can see the application number (or Application ID Not Yet Assigned where
applicable); the number of applications/grants within the family; the contact PD/PI; and the title.

Tip: To find the total number of your applications/grants, look for the number displayed next to the
screen title.

To expand the field and display all grants/applications associated with a family, select the plus sign
(+) for that particular grant family.
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« Return 1o PI Search
Notes & Tips:

= Impertant: The NIH provides the JIT (Just in Time) link in the Commons for scored applications. Please awall instructions from the NiH on whether to complete this information

The following list of applcations/grants represents a result of the search by Grants.gov Tracking # or a complete list of all your applications/grants. If you do not see a complete list of your
applications/grants, please ciick List of Applications/Grants menu 1ab again

Status Result - List of Applications/Grants @

[@ Export

Application ID Not € 01/01/2016 - 1213172017 (Project SHAKESPEARE, WILLIAM (PD/PI) Measure for Measure & Other Scientific +

Yet Assigned Period) Methodologies (Title)

R21MH123456 ©  06/01/2014 - 05/31/2016 (Project MARLOWE, CHRISTOPHER (PD/P1) The Tragicall History of the Life and Death ==
Period) of Doctor Faustus (Titie)

US4MH123456 ©  07/01/2010 - 06/30/2015 (Project SHAKESPEARE, WILLIAM (PD/P1) Much Ado About Childhood Obesity +
Period) in the United States (Title)

U790A000456 (1] 05/08/2015 - 06/12/2015 1 SHAKE SPEARE, WILLIAM (PD/PI) A Midsummer Night's Dream and Other +

Known Sleeping Disorders

« Return Lo Pl Search
Notes & Tips:

= Important: The NIH provides the JIT (Just in Time) link in the Commons for scored applications. Please awall instructions from the NIH on whether 1o complete this information

The following list of applications/grants represents a result of the search by Grants. gov Tracking # or a compiete list of all your applications/grants. If you o not see a complete list of your
appacations/grants, piease cick List of Applications/Grants menu 1ab again

Status Result - List of Applications/Grants ¢

[ Export

Application ID Not € 01/01/2016 - 12/31/2017 (Project SHAKESPEARE, WILLIAM (PD/PI) Measure for Measure & Other Scientific et
Yet Assigned Period) Methodologies (Title)
R21MH123456 ©  06/01/2014 - 05/31/2016 (Project MARLOWE, CHRISTOPHER (PD/P1) The Tragicall History of the Life and Death -
Period) of Doctor Faustus (Title)
Grants.gov eSubmission Current Application Status Available
Application 1D 'I'r:eklng! Proposal Title PDIPI Hame Status Status Date Actions
SR21MH123456- A Tragicall History of the Life and Death MARLOWE Pending 0512212014
0z of Doctor Faustus CHRISTOPHER (P1)
SHAKESPEARE,
WILLIAM (MF1)
1R2Z1MH123456- GRANT123456T8F A Tragicall History of the Life and Death MARLOWE, Submission Awarded, Non- 057222014
™ of Doctor Faustus CHRISTOPHER (Pl)  Complete fellowships only
SHAKESPEARE,
WVILLIAM (MP1)

Once expanded, the following information is displayed:

Application ID

The application ID is provided as a link, which when selected opens the Status Information screen.
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Status Information includes grant/application information such as status history, study section,
contacts, etc. Refer to the section of this document titled Status Information on Page 142 for more
information.

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

This column shows the number assigned when the application was submitted electronically to
Grants.gov. This is a non-sortable field.

Proposal Title

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

This is the Contact PI on the application.
eSubmission Status

The submission status of the application.
Current Application Status

This column displays the status of the application.
Status Date

The date on which the current status was set.
Available Actions (buttons)

Use the buttons in this column to access other modules or features within Commons. Available
actions vary depending on the application. Possible actions include:

RPPR

Opens the RPPR Menu screen for editing or submitting an Research Performance Progress Report
(RPPR). Refer to the section of this document titled Research Performance Progress Report
(RPPR) Module on Page 245.

Public Access PRAM

Opens the Progress Report Additional Materials (PRAM) screen for submitting Public Access
PRAM. Refer to the section of this document titled Research Performance Progress Report
(RPPR) Module on Page 245.

IC Requested PRAM

Opens the Progress Report Additional Materials (PRAM) screen for submitting IC Requested
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PRAM. Refer to the section of this document titled Research Performance Progress Report
(RPPR) Module on Page 245.

Fellowship Face Page

Displays for Fellowship Awards only
Progress Report Face Page

Only for paper grants not SNAP eligible
JIT

This link is displayed for applications eligible to submit Just In Time materials. Selecting the link
opens the Just In Time screen. Refer to the section of this document titled Status Result - Just In
TimeJust in Time (JIT) on Page 191.

Extension

This link opens the No-Cost Extension (NCE) feature. Refer to the section of this document titled
No-Cost Extension (NCE) on Page 199.

Closed

This link opens the Closeout Status screen, which provides information on a closed grant. Refer to
the section of this document titled Status Result - CloseoutCloseout Status on Page 164.

Requires Closeout

This link opens the Closeout Status screen, which provides a means for uploading the required
documents for closeout. Refer to the section of this document titled Status Result -
CloseoutCloseout Status on Page 164.

Transmittal Sheet

Opens the Transmittal Sheet on which is listed the institution name, proposal title, PI name, grant
number, accession number, and proposal receipt date.

Administrative Supplement

For grants having at lease one administrative supplement request either in progress or submitted,
but not reviewed. This link is used to view the status of the request.

Relinquishing Statement
Used to access the feature for editing and re-routing the electronic relinquishing statement
Sandy Quarterly Report

For grants identified as NIH Hurricane Sandy Recovery awards. The link opens the Sandy
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Quarterly Report for editing, saving, and/or submission.
Inclusion

Provides access to the Human Subjects System (HSS) for viewing and managing inclusion
enrollment data for off-cycle reporting, before the progress report is due. This link is available only
for those grants requiring inclusion data. For more information about HSS via Status, refer to the
separate Human Subjects System Online Help.

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

Tip: Use the Export buttons —located at the top and bottom of the screen— to view the information
in an Excel spreadsheet.

To return to the search screen, select the Return to PI Search link at the top of the page.

12.6.3 Searching by Grants.gov Tracking Number

To search for an application by its Grants.gov tracking number, enter the tracking number into the
Tracking Number field of the Search by Grants.gov Tracking Num section and select the
Search button.

Status: Pl Search

The following list of applications represents a result of the search by Granis.gov Tracking # or a st of al Recent/Pending eSubmissions. If you do not see a complete kst of your Recent/Pending
ESubmissions, please cick Recent/Pending #Submissions menu tab again

Recent/Pending eSubmissions

Wamings) prior to submission completion » |

usiness day comection window) prior to submission completion

List of Applications/Granls
« Funded Grants TI

« Successfully submitied applications, both paper and ekectronic
« Review assignment status, review resulls, summary stalements, and Notices of Award
= Other Commons features (e.g.. Just In Time, eSNAP. Closeout, Financial Status Report) for previously submitied applications/grants

Search by Grants gov Tracking Num

Enter the Grants gov 'Iaf_'!.l.’.fi Mumber into the following box for easy access 10 a specific grant appication

| Search |
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The Status Result - Recent/Pending eSubmissions screen returns only the application matching the
entered tracking number. Y ou can view Errors/Warnings for Prior Failed Submissions by
selecting the Show Prior Errors and Warnings button.

To return to the search screen, select the Return to PI Search link at the top of the page.

Return to P1 Search

Status Result - List of Applications/Grants

GRANTO00123456

Grants.gov Tracking Number Application ID esubmission Status Froposal Title

eSubmission Emor

POD/PI Name eSubmission Status Date

061672015 10:38:14

12.7 How does a Pl track submission status?

The designated Contact PD/PI is able to view status information relating to their newly submitted
applications during the "viewing window" (the first two business days after submission up to the
submission deadline).

After the deadline, any applications which remains in the Pending status will also be visible.

NOTE: A PI may grant a Commons user with the ASST role access to the Status module. ASST
users granted this authority can view the status results as the PI would, however, the ASST user
will not have access to the links found in the Action column. Refer to the section of this document
titled Direct Delegations on Page 72 for information on delegating Status.

Steps to access status information:

1. Login to eRA Commons with your Principal Investigator (PI) account username and
password.

2. Click the “Status” tab and then select the "Recent/Pending eSubmissions" search option in
the sub-menu bar or in the body of the page. (view screenshot)
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pme-—8{umiT rstitttien Profile  Personal Profile @Ei-1{/-@ ) RPPR
Recent/Pending eSubmissions List of Applications/Grants Search by C|

Status

ATTENTION: The Commons Pl Status Page has been temporarily returned to the

ecent/Pending eSubmissions
ire action (e.g., to view errors/warnings) prior to

® Applications that are available to view (during two business day corref
® Applications that have been rejected by Signing Official

3. The next screen will display the results.

Status Result - Recent/Pending eSubmissions @

The following list of applications represents a result of the search oy Grants.gov Tracking # or a list of all RecentPending eSubmissions, if you do not see 3 complete list of your RecentPending eSubmissions, please dick
RecentPending & Submissions menu tab again

Bl1-120t12 10

Grants.gov Tracking - Application |eSubmission P Tite POPI N " e Submission Status - Show All Prior Ermors

# L] Status Date

GRANT00000001 AN:2000000 Eror |Multi-3cale mapping project for this, thal, and the other thing. SHAKESPEARE, |2006-10-03 04:24:52 Show Prior Errors and Wamings
WILLIAM

GRANTO0000010 AM.2000010  eSubmission Error | Scientific research that is groundireaking. SHAKESPEARE, |2007-02-14 16:15:31 Show Prior Errors and Warmnings
WILLLAM

GRANT00000100 AM2000100  eSubmission Emor  Meuronal Signaling and other hardto explain medical stuff SHAKESPEARE,  2007-10-3015:37:10 Show Prige Erorg 3nd Wamings
WILLIAM

[Exportio Excel | [ShowQuery | [PrintHinist]

Tip: Use the Export buttons —located at the top and bottom of the screen— to view the information
in an Excel spreadsheet.

To return to the search screen, select the Return to PI Search link at the top of the page.

The following information is included in the table:

Grants.gov Tracking #

This is the number assigned when the application was submitted electronically to
Grants.gov.

Application ID

A unique value assigned to applications before an NIH grant number is assigned

eSubmission Status

This shows the status of approval for the application.

Proposal Title

This is the project name submitted on the application.
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NOTE: In the Proposal Title ficld, the designation of NFP (no further processing) is added
to the application title to indicate that the application will not be referred for review.

PD/PI Name

This is the Contact PI on the application.
eSubmission Status Date

This is the date of the latest status update.

Show All Prior Errors

This column displays the Show Prior Errors and Warnings link. Selecting this link opens
the Errors/Warnings for Prior Failed eSubmissions screen and displays any errors or
warnings received for the application during eSubmission.

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

1. Check the eSubmission Status column to determine if your application status is
“eSubmission Error” or “Pending Verification™.

NOTE: Errors will stop the submission process and require a change/corrected application
but warnings will not. It is still critical to check the warning messages to ensure that the issue
referenced does not apply to your application.

2. Use one of the two following methods to view the error messages and warnings. (show
screenshot)

Status Result - Recent/Pending eSubmissions (2]

The following list of applications represents a result of the search by Grants.gov Tracking # or a list of all Recent/Pending eSubmissions. If
you do not see a complete list of your Recent/Pending eSubmissions, please click Recent/Pending e Submissions menu tab again.

Kl1-10f1 103
Grants. gov Appllcatlon eSubmission PD/PI esubmssmn
Status Proposal Title Name Status Date Show All Prior Errers
GRANT1: Pendmg Skeletal FRIEDMAN, [2016-06- ~_|show Prior Errors and Warnings
Nrr Verification  [Manifestations of 09:10:04
Renal PTH and MILTON

FGF23 Resistance in

Kidney Disease

[ Exportto Excel || Show Query | [ Print Hitiist |

o Method 1: Select the Show Prior Errors and Warnings link from the Show All
Prior Errors column to the right.

o Method 2: If "Pending Verification", select the Accession Number (AN :###H##1#)
displayed in the Application ID column to open the Status Information page.
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Submission errors or warnings are displayed at the top of theStatus Information page
during the two day review period before the submission deadline. Refer to the section
of this document titled Status Information on Page 142 for more information on this

screcn.

12.8 Status Information

Status Information is a collection of grant information and links to grant-related documents stored
in one place. Status Information is accessed by selecting the Application Number (hyperlink)
from any result screen in the Status module.
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Contacts

Administration: Scientific Review
Administrator(SRO)

Name: Admin, SRO

Phone: 301-555-5555

Email: eRaTest@mail.nih.gov

Administration: Grants Management
Specialist{GMS)

Mame: Specialist, Grant

Phone: 301-555-5555

Email: eRaTest@mail.nih.gov

Administration: Program Official(PO)
MName: Official, Program

Phone: 301-555-5555

Email: eRaTest@mail.nih.gov

Latest Update

Application Source: Grants.gov
Methods and Algorithms for Cancer
Research and Management (R21)
eRA Service Desk

Hours: Men-Fri, 7AM-8PM EDIT/EST
\Web: http-//grants.nih.gov/support
Toll-free: 866-504-9552

Phone: 301-402-7469

FOA: [PA15-123] - Development of Innovative

Contact initiated outside of business hours via Web
or voice mail will be returned the next business day.

Status Information @
Filter
1 R21 CA123458-01
Status: Application awarded

Pl Name: Cantor, Georg

© Status
Status: Application awarded.
Last Status Update Date: 06/24/2014

Pl Name: Cantor, Georg

Proposal Receipt Date: 10/24/2013

Project Period Begin Date: 07/01/2014
Project Period End Date: 06/30/2018

Application Source: Grants.gov

FOA: [PA15-123] - Development of Innovative Methods and Algonthms for Cancer Research and Management (R21)

@ Other Relevant Documents
e-Application

Summary Statement

Latest NGA

Notice(s) of Grant Award (PDF)
Abstract (Awarded Grant)

Just In Time

eSubmission Cover Letter

@ Additions for Review

Document Event Log

@ Review

Application

Award Document Number: RCA123456A

FSR Accepted Code: N

Snap Indicator Code: Y

Impact Score: 21

Percentile: 13.0

Early Stage Investigator Eligible: N
New Investigator Eligible: N

Eligible for FFATA Reporting: Yes

@ Institute/Center Assignment

Institute or Center

x Expand All

Project Title: Algorithmic Cancer Forecasting and Disruption

NIH Appl. ID: 7654321

Institution Name: COLLABORATORIUM UNIVERSITY
School Name: SCHOOL OF MATHEMATICAL MEDICINE
School Category: ORGANIZED RESEARCH UNITS
Division Name: NONE

Department Name: NONE

Proposal Title: Prediction of Cancer Progression and Associated Markers to Develop

Innovative Disruption and Treatment

Current Award Notice Date: 07/28/2014

eApplication Status: Submission Complete

07/28/2014 , 06/24/2014

06/13/2014 Times Revised(2)

Study Section

Scientific Review Group: ZRG1

Council Meeting Date (YYYY/MM): 2014/05
Meeting Date: 02/24/2014

Meeting Time: 08:30

Study Roster: View Meeting Roster

Assignment Date

NATIONAL CANCER INS E (Primary) 1072472013

NATIONAL CANCER INSTITUTE (Primary) 11/04/2013

© sStatus History

Effect Date Status Message
06/18/2014 Award prepared: refer questions to Grants Management Specialist.
06/12/2014 Pending administrative review. Refer any questions to Program Official or Grants Management Specialist
04/07/2014 Council review completed
02/27/2014 Scientific Review Group review complated: Council review pending. Refer any questions to Program Official
11/07/2013 Scientific Review Group review pending. Refer any questions to the Scientific Review Administrator.
10/24/2013 Application entered into system

@ Awards

Direct Amount
$256,498 $139,791

© Reference Letter(s)

This list shows Reference Letters associated with this particular Application. Principal Investigator can see a list of all Reference

Facilities And Administrative

Fee Amount

50 $396,289

Letters within Personal Profile - Reference Letters section on eRA Commons

Y & Print |

Application ID: 1 R21 CA123456-01

NIH Appl. ID: 7654321

Advisory Council (AC)
Meeting Date: 06/02/2014
Meeting Time: 08:30

Total Amount
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12.8.0.1 The screen displays the following sections of information:
Contacts: Names, phone numbers, and email addresses for grant-related contacts
The Name, Phone, and Email displays for the following contacts:

« Scientific Review Officer (SRO*)
o Grants Management Specialist (GMS)
o Program Official (PO)

Contacts

Administration: Scientific Review
Administrator(SRO)

Name: Admin, SRO

Phone: 301-555-5555

Email: eRATest@mail.nih.gov

Administration: Grants Management
Specialist{GMS)

Name: Specialist, GM

Phone:

Email: eRATest@mail.nih.gov

Administration: Program Official(PO)
Name: Official, Program

Phone: 301-555-5555

Email: eRATest@mail.nih.gov

Latest Update: Displays the latest changes affecting the application.

Latest Update

Application Source: Grants.gov
FOA: [PA13-302] - RESEARCH PROJECT
GRANT (FARENT RO1)

eRA Service Desk: This section contains the contact information and operating hours for the
Service Desk. The Service Desk is able to address most technical, functional, and account-related
questions.
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eRA Semwice Desk
Hours: Mon-Fri, TAM-8FM EDIT/EST

‘Web: httpigrants.nih.gowsupport

Tollfree: 866-504-9552
Phone: 301-402-7469

Contact initiated outside of
business hours via Web or voice
mail will be returned the next
business day.

Screen Tools: Under the title of the screen (Status Information) is a row that contains tools to
manage the screen content.

x Expand All || Collapse Al

« Filter provides a text field that is used to search for specific content on the screen. This tool

does not search the previously listed sections on the left of the page (Contacts, Latest
Update, or eRA Service Desk)

o Expand All and Collapse All will affect each of the sections under the screen title except
the application information section. Expand All will open all of the remaining sections to
show all of the contents of that section. Collapse All will hide the content of those sections

and only show the title of the section. This applies to;
o Status

o Other Relevant Documents
o Additions for Review

o Institute/Center Assignment
o Status History

o Awards

o Reference Letters

NOTE: Individual sections may be expanded or collapsed individually.

« Print initiates a print of all of the content of the screen in a print-friendly format. The content
in collapsible sections will print regardless of whether or not the sections are expanded or
collapsed.

Application Information: At the top of the screen, under the screen tools, is a section which
contains the following application information:
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Application number
Status

Project Title

PI Name

NIH Appl. ID
Application ID

1 R21 CA123456-01

Status: Application awarded.

Pl Name: Cantor, Georg NIH Appl. ID: 7654321

Project Title: Algorithmic Cancer Forecasting and Disruption

Application ID: 1 R21 CA123456-01

Status: Includes basic information describing the current disposition of the application using the
following data points:

Current Status of the Application
Last Status Update Date

PI Name

Institution Name

NIH Appl. ID

School Name

School Category

Division Name

Department Name

Proposal Receipt Date
Proposal Title

Project Period Begin Date
Project Period End Date
Current Award Notice Date
Application Source
eApplication Status

FOA
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@ Status

Status: Application awarded.
Last Status Update Date: 06/24/2014

Pl Name: Cantor, Georg Institution Name: COLLABORATORILIM NIH Appl. ID: 7654321
UMNNWVERSITY

School Name: SCHOOL OF
MATHEMATICAL MEDICINE

School Category: ORGANIZED RESEARCH
UNITS

Division Name: NONE
Department Name: NONE

Proposal Receipt Date: 10/24/2013 Proposal Title: Prediction of Cancer Progression
and Associated Markers to Develop Innovative
Disruption and Treatment

Project Period Begin Date: 07/01/2014  Current Award Motice Date: 07/28/2014
Project Period End Date: 06/30/2018

Application Source: Grants.gov efpplication Status: Submission Complete

FOA: [PA15-123] - Development of Innovative Methods and Algornthms for Cancer
Research and Management (R21)

NOTE: In the Proposal Title field, NF'P (no further processing) is added to the application
title to indicate that the application will not be referred for review.

Other Relevant Documents: Includes links to grant-related documents.

The following links may be available within Other Relevant Documents depending on the
application/grant:

e Abstract

o Administrative Supplement(s)

e Appendix 1 — 10 Submitted File Name

e Closeout Final Report Additional Material Request (FRAM)
o« Component Appendices

o e-Application

o Final Invention Statement

o Final Research Performance Progress Report (Final RPPR)
o Fellowship Proposal Face Page
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¢ FRAM Submission

o Institute/Center Progress Report Additional Material Request
e Justin Time

« FFR/FSR

o Notices of Grant Award

e Multi Year Progress Report(s)

o Notices of Grant Award (PDF)

e Progress Report Face Page

o Progress Report Additional Material (PRAM)
¢ Relinquishing Statement(s)

o Research Performance Progress Report

e Summary Statement

e Unfunded Progress Report

e xTrain Training Appointment(s)

e xTrain Termination Notice(s)

@ Other Relevant Documents
e-Application

Summary Statement

Latest NGA
Motice(s) of Grant Award (PDF) 07/28/2014 |, 06/24/2014

Abstract (Awarded Grant)

Just In Time 06/13/2014 Times Revised|2)

eSubmission Cover Letter

Additions for Review: Contains supplemental documents/files that were provided to the SRO to
further support the application and/or individual sections.

@ Additions for Review

Document Event Log

Review: This section contains the following subsections and content:
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« Application:
o Award Document Number
o FSR Accepted Code
o Snap Indicator Code
o Impact Score (PI only)
o Percentile (PI only)
o Early Stage Investigator Eligible
o New Investigator Eligible
o Eligible for FFATA Reporting
o Study Section
o Scientific Review Group
o Council Meeting Date
o Meeting Date
o Meeting Time
o Study Roster
e Advisory Council
o Meeting Date

o Meeting Time

@ Review

Application Study Section
Award Document Number: RCA123456A Scientific Review Group: ZRG1

FSR Accepted Code: N Council Meeting Date (YYYY/MM): 2014/05
Snap Indicator Code: Y Meeting Date: 02/24/2014

Impact Score: 21 Meeting Time: 08:30

Percentile: 13.0 Study Roster: View Meeting Roster

Early Stage Investigator Eligible: N
New Investigator Eligible: N

Eligible for FFATA Reporting: Yes

Advisory Council (AC)
Meeting Date: 06/02/2014
Meeting Time: 03:30
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Institute/Center Assignment: Displays the assignment history for the application.

The following information is displayed within Institute or Center Assignment:

¢ Institute or Center

o Assignment Date

@ Institute/Center Assignment

Institute or Center Assignment Date
MNATIONAL CAMCER INSTITUTE (Prnimary) 10/24/2013
MATIOMAL CANCER INSTITUTE (Primary) 11/0472013

Status History: Provides a history of the life of the application from submitted to awarded.
The following is displayed within Status History:

o Effect Date
o Status Message

@ Status History

Effect Date Status Message

06/18/2014 Award prepared: refer questions to Grants Management Specialist.

06122014 Pending administrative review. Refer any quastions to Program Official or Grants Managemeant Specialist.
04/07/2014 Council review completed.

02/272014 Scientific Review Group review completed: Council review pending. Refer any questions to Program Official.
11/07/2013 Scientific Review Group review pending. Refer any questions to the Scientific Review Administrator.

1072472013 Application entered into system

Awards: Details on awarded dollar amounts.

The following award dollar information is available:

e Direct Amount
o Facilities and Administrative

o Fee Amount
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o Total Amount

@ Awards
Direct
Amount Facilities And Administrative Fee Amount Total Amount
$225,000 $102,082 50 $327.082

Reference Letter(s): A list of submitted references letters.
If there are associated reference letters, the following information is available.

e Referee Name

Organization Affiliation

Department

Email
Submitted

@ Reference Letter(s)

This list shows Reference Letters associated with this particular Grant Application. Principal
Investigator can see a list of all Reference Letters within Personal Profile - Reference Letters section
on eRA Commons

PIs can also view reference letter information in the Reference Letter section of their
Personal Profile. Refer to the Reference Letters topic of the Commons online help system for more
information.

Tip: *Other Transaction Authority (OTA) - Some screens and terminology may be different in
order to accommodate review of OTA, a type of award that is neither a grant nor a contract but a
different way of funding that is being used across NIH. These changes will typically not be visible
to NIH or agency reviewers.

12.8.1 Additions for Review

As the applicant, after submitting an application, you might send your Scientific Review Officer
(SRO*) additional material that either clarifies or supplements information found on the original
submission. When the SRO uploads this material, it is available to you via the Status Information
screen.

Selecting the Additions for Review link from the Other Relevant Documents section of Status
Information opens the Additions for Review screen. This screen provides links to the additional
material along with other associated information.
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Additions for Review Back bo Grant Foldar
Grant Number 1 RO1 ABS4321-01 )
Pl Name{s) HAuden, W.H.

Project Title The Age of Ansisty Disssdens
Appl, Status Pending RG Review
Institution SAMPLE UMNERSITY

Appl ID 1238587

| RO1AIG54321.01 1

Group Document Date
Supplemental liaterisl Post-submission materisl 10252012 11:35 Al

The top of the screen displays general grant information including:

Grant Number
PI Name(s)

For multiple PIs, the names display in alphabetical order with Contact PI name in bold font

with the word (Contact) following the name.

Project Title
Appl. Status
Institution

Appl ID

Below this section, you can find information specific to the uploaded material(s):

Group

Displays the category to which the item belongs. Categories include Updated Pages;
Supplmental Material; Collaboration Letters; Modified Budget Pages; Accepted Publication;
Biographical Sketches; and Other.

Document

Displays the document file name as a link, which opens the uploaded document. This

document can be viewed, updated, and saved.

Date

The date the document was uploaded.
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Tip: *Other Transaction Authority (OTA) - Some screens and terminology may be different in
order to accommodate review of OTA, a type of award that is neither a grant nor a contract but a
different way of funding that is being used across NIH. These changes will typically not be visible
to NIH or agency reviewers.

12.8.2 Adminstrative Supplements

Selecting the Administrative Supplement(s) link from the Other Relevant Documents section
of Status Information opens the Administrative Supplements screen. This screen provides read-only
access to administrative supplements created for the particular grant.

Administrative Supplements are requests for (or the award of) additional funds during a current
project period to provide for an increase in costs due to unforeseen circumstances.

Administrative Supplements
Grant Humber 5 RO1 EB123456-00
Pl Hame(s) Austen, Jane; Bennet, Elizabeth (Contact); Darcy, Fitowilliam
Project Tithe Pride & Prejudice and the Human Payche
Appl. Status Application awarded

Institution UNIVERSITY OF PEMBERLEY
AppliD 8537158
Show Current Support Year Admin Supplements @ Show All Support Years Admin Supplements
Identifying Information Accession Number Supplement Status Submitted Date Comments for Grantee

3R01 EB123456-09 1234567 Submitted to Agency 2014-05-05 02:56:28 PM These are my sample comments!

Close

The top of the screen displays general grant information including:

¢ Grant Number
« PI Name(s)

For multiple Pls, the names display in alphabetical order with Contact PI name in bold font
with the word (Contact) following the name.

o Project Title
o Appl. Status
« Institution

e« ApplID

Below this section, you can find information specific to the administrative supplements, displayed
in a table format. You can opt to view the current support year or all support years by selecting the
appropriate radio button:

e Show Current Support Year Admin Supplements
o Show All Support Years Admin Supplments
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The table includes the following columns of information:

« Identifying information

Displays the grant number as a link, which opens the Administrative Supplement Request
PDF.

o Accession Number
o Supplement Status
o Submitted Date

o Comments for Grantee

Select the Close link to exit the screen.

12.8.3 Institute/Center PRAM Requests

Selecting the link for Progress Report Additional Material PRAM) from the Other Relevant
Documents section of Status Information opens the Institute/Center PRAM Requests screen. This
screen provides read-only access to all current IC PRAM requests along with associated data.

Institute/Center PRAM Requests 7]

Grant Number 5 RO01EB123455-09

Pl Name{s) Austen, Jane; Bennet, Elizabeth (Contact); Darcy, Fitzwilliam

Project Tithe Pride & Prejudice and the Human Psyche

Appl. Status Application awarded.

Institution UNINVERSITY OF PEMBERLEY

Appl 1D 8537158

Identitying Information Requested Date Humber of Remindern|s) Sent Last Reminder Sent Date
Sampls PRANM Reguast#1 2014-08-05 10:02 AW (1] 2014-06-05 10:02 AM

Progress Report Additional Material

ME2014 Times Revised (1)

Public Access PRAM aNotifications are systam-genarated upon submission of @ RPPR with non-compliant publication(s), and are not reflacted in the chan above.

The top of the screen displays general grant information including:

¢ Grant Number
o PI Name(s)

For multiple PIs, the names display in alphabetical order with Contact PI name in bold font
with the word (Contact) following the name.

e Project Title
o Appl Status
« Institution
e ApplID
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Below this section, you can find information specific to the submitted PRAM.
 Identifying Information

Displays the identifying name for the information provided by the IC PRAM request sender,
displayed as a link. Select the link to open a read-only copy of the I/C PRAM Request
details sent to the grantee.

e Requested Date
o Number of Reminders Sent
o Last Reminder Sent Date

At the bottom of the screen is a link next to the title Progress Report Additional Material. Select
this link to open a consolidated report of all submitted materials responding to the PRAM request.
The link itself shows the last updated date of the PRAM and the number of times revised.

The Progress Report Additional Materials file opens as a PDF document. The file is formatted to
provide an information header section for each PRAM submission followed by the attached
documents provided during that submission. If multiple submissions of IC Requested PRAM were
completed, the additional materials are separated in the document with the most recent submission
displayed first followed by earlier submissions in reverse chronological order. Information in the
document can be navigated using the provided bookmarks on the left.

12.8.4 Relinquishing Statements

Selecting the link for Relinquishing Statement(s) from the Other Relevant Documents section
of Status Information opens the Relinquishing Statements screen. This screen provides access to
read-only versions of all relinquishing statements associated with the grant.

A relinquishing statement is required as part of the Change of Institution process allowing an
extramural grantee institution to transfer an active grant to another institution. The process is
initiated by the Signing Official of the institution that holds the award, who submits a
Relinquishing Statement in eRA Commons and identifies the institution that will take over the
award.
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Relinquishing Statements (7]

Grant Number 1RE5E DE1Z3456-01

Pl Hame{s) Shakespeare, Willsam

Project Titke AIr's Well Thiat Ends Well with Advancements in Medicing

Appl, Status Application awarded

Institution SRATFORD-UPON-AVON UNNERSITY

Appl ID 1234567

Document Name Status & Submitted Date Comments for Grantae
Belinguishing Statement Submitted to Agency 2014-06-04 09:29:18

Close

The top of the screen displays general grant information including:

Grant Number
PI Name(s)

For multiple PIs, the names display in alphabetical order with Contact PI name in bold font
with the word (Contact) following the name.

o Project Title
o Appl. Status
« Institution
e« ApplID

Below this section, you can find information specific to the relinquishing statement(s) for the grant.
e Document Name

The relinquishing statement name is displayed as a link, which opens a read-only version of

the form.

o Status

The status of the submitted form.

o Submitted Date

The date on which the organization's SO submitted the form.

o Comments for the Grantee

Where applicable, displays comments entered by Agency staff directed to the grantee.
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12.8.5 Closeout FRAM Requests

Selecting the link forCloseout Final Report Additional Materials Request (FRAM) from the
Other Relevant Documents section of Status Information opens the Closeout FRAM Requests
screen. This screen provides read-only access to all current Closeout FRAM requests along with

associated data.

Closeout FRAM Requests

Grant Number 1R15 MH123456-01

Pl Name{s) Auden, W.H.

Project Titke The Age of Anaiety Disorders
Appl. Status Awarded Mon-fellowships only
InStitution UNNVERSITY OF LITERATURE
ApplID 123456

Requested Date

2014-09-22 11:43 AM
2014-08-22 11:42 AM
2014-09-22 11:41 AM

Number of Remindar(s) Sent
0
]
0

Back to Grant Folder

Last Reminder Sent Date
2014-09-22 11:43 AM
2014-09-22 11:42 AM
2014-08-22 11:41 AM

The top of the screen displays general grant information including:

¢ Grant Number
o PI Name(s)

For multiple PIs, the names display in alphabetical order with Contact PI name in bold font

with the word (Contact) following the name.

e Project Title
« Institution
e« ApplID

Below this section, you can find information specific to the submitted FRAM.

o Identifying Information

Displays the identifying name for the information provided by the FRAM request sender,

displayed as a link. Select the link to open a read-only copy of the FRAM Request details

sent to the grantee.

o Requested Date
o Number of Reminders Sent

« Last Reminder Sent Date
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12.9 How Does a Pl See the Review Outcome?

Review Outcomes are found in Summary Statements. These statements are PDF documents
combining reviewers' written comments and the Scientific Review Officer's (SRO*) summary of
the discussion surrounding your application during the review meeting.

Policy: Scoring System and Procedure

As a P, you can view your application's Summary Statement using the Status Information screen
once it has been released by the SRO following the review meeting.

12.9.1 To view your Summary Statement:

1. Log into Commons.
2. Select the Status tab from the Commons menu.
3. Click on the List of Applications/Grants section.

Home Admin Institution Profile Personal Profile ASSIST Prior Approval RPPR xTrain xTRACT Admin Supp eRA Pariners

Non-Research

Status: Pl Search

The Status screens have been updated. If you have any questions about the new Commons Status look and feel please contact
the eRA Service Desk .

The following list of applications represents a result of the search by Grants.gov Tracking # or a list of all Recent/Pending eSubmissions. If you
do not see a complete list of your Recent/Pending eSubmissions, please click Recent/Pending e Submissions menu fab again.

Recent/Pending eSubmissions

» Applications that require action {e.g., to view emorsfwarnings) prior fo submission completion >
= Applications that are available to view (during two business day correction window) prior to submission complefion
» Applications that have been rejected by Signing Official

* Funded Awards -

* Successfully submitted applications, both paper and electronic

* Review assignment status, review results, summary statements, and Motices of Award

» Other Commons features (e.g., Just In Time, eSNAP, Closeout, Financial Status Repori) for previously submitted
applications/awards

Search by Grants.gov Tracking Mum

Enter the Grants.gov Tracking Number into the following box for easy access to a specific award application

Tracking Mumber Search
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The results display in either a Grouped or Flat view format. Y ou may toggle between those
views as desired. The application ID will be provided as a link which, when selected, opens
the Status Information screen.

Home Admin Institution Profle Personal Profile Status ASSIST Prior Approval RPPR Internet Assisted Review xTrain xTRACT
Admin Supp eRA Pariners Mon-Research

4 Return to Pl Search
Notes & Tips:
* Important: The NIH provides the JIT (Just in Time) link in the Commons for scored applications. Please await instructions from the MIH
on whether to complete this information
The following list of applicationsfgrants represents a result of the search by Grants.gov Tracking & or a complete list of all your
applications/grants. If you do not see a complete list of your applications/grants, please click List of Applications/Grants menu tab again.

Status Result - List of Applications/Awards @ © Flat View
RO1AID84918
05/01/2010 - 07/31/2023 (Project Pericd) o

CARTER, PEGGY (PD/PI)
Plasmid-Bacteria Coevolution ...

Current
Application/Award Grants.gov eSubmission Application Status Available
1D Tracking# Proposal Title PD/PI Name Status Status Date Actions

ZR01AI123456- GRAMT12245675 Plasmid-Bacteria CARTER, Submission Pending IRG  11M4/2017
06A1 Coevolution ... PEGGY (FI) Complete Review

JRO1AI000000-05 GRAMNT99999998 PLASMID-BACTERIA CARTER Submission Council review 07172017 4T

COEVOLUTION ... FESSTPFD  compiete completed
BRO1AIDDD12305 Plasmids as Vectors CARTER, Awarded. 04/08/2014  Closed
. PEGGY (PI) S o
ERSKINE, )
ABRAHAN (MPI) 'e';'“'“ps
anl

4. Select the application ID link for the specific application.

The Status Information screen displays. The Status Information screen includes a section
called Other Relevant Documents. This section houses links to various application-related
documents, including the Summary Statement.

5. Select the link titled Summary Statement. It will open in a separate window.
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@ Other Relevant Documents
e-Application

Appendiappendix1_toc. pdf

Appendix 2:appendixa ctot08protocol pdf

Appendix 3:appendixb datacollectioninstrument. pdf

Summary Statement

Latest NGA

Notice(s) of Grant Award (PDF)

Abstract (Awarded Grant)

Just In Time

esSubmission Cover | etter

06/20/2017 , 07/15/2015

06/30/2012 Times Revised(1)

Abbreviated review information is found in the Review section of the Summary Infomations

screen. Expand this section to see the following:

« Application:

o Award Document Number

o FSR Accepted Code

o Snap Indicator Code

o Impact Score (PI only)

o Percentile (PI only)

o Early Stage Investigator Eligible

o New Investigator Eligible

o Eligible for FFATA Reporting
o Study Section

o Scientific Review Group

o Council Meeting Date

o Meeting Date
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o Meeting Time
o Study Roster

e Advisory Council

o Meeting Date

o Meeting Time

@ Review

Application

Award Document Number: RCA123436A
FSR Accepted Code: N

Snap Indicator Code:

Impact Score: 21

Percentile: 13.0

Study Section

Scientific Review Group: ZRG1

Council Meeting Date (YYYY/MM): 2014/05
Meeting Date: 02/24/2014

Meeting Time: 08:30

Study Roster: View Mesting Roster

Advisory Council (AC)
Meeting Date: 06/02/2014
Meeting Time: 08:30

Early Stage Investigator Eligible: N
New Investigator Eligible: N

Eligible for FFATA Reporting: Yes

Tip: *Other Transaction Authority (OTA) - Some screens and terminology may be different in
order to accommodate review of OTA, a type of award that is neither a grant nor a contract but a
different way of funding that is being used across NIH. These changes will typically not be visible
to NIH or agency reviewers.

12.10 Viewing the Notice of Award (NOA)

Policy: Notice of Award Policy

Notices of Grant Awards (NOA) are sent to the email address specified in the Institutional Profile.
The SO can update the NOA address through the institutional profile update function.

NOA:S are also available for viewing within the Status Information screen.
To view the NOA:

1. Log into Commons.
2. Select Status from the Commons menu.
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3. Select the List of Applications/Awards section.

Home Admin Institution Profile Personal Profilc [ Status JASSIST Prior Approval RPPR xTrain xTRACT Admin Supp cRA Pariners

Non-Research

Status: Pl Search

The Status screens have been updated. If you have any questions about the new Commons Status look and feel please contact
the eRA Service Desk .

The following list of applications represents a result of the search by Grants.gov Tracking £ or a list of all Recent/Pending eSubmissicons. If you
do not see a complete list of your Recent/Pending eSubmissions, please click Recent/Pending eSubmigsions menu tab again.

Recent/Pending eSubmissions

* Applications that reguire action (e.g., to view ermorsfwarnings) prior to submission completion >
= Applications that are available to view (during two business day correction window) prior to submission completion
= Applications that have been rejected by Signing Official

* Funded Awards >
* Successfully submitted applications, both paper and electronic

* Review assignment status, review resultz, summary statements, and Netices of Award

+ Ofher Commons features (e.g., Just In Time, eSMNAP, Closeout, Financial Status Report) for previously submitted

applicaticns/awards

Search by Grants gov Tracking Mum

Enter the Grants.gov Tracking Mumber inte the following box for easy access to a specific award application

Tracking Mumber Search

The results display in Grouped or Flat view. The application ID within this table is provided
as a link, which when selected, opens the Status Information screen.
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Home Admin Institution Profile Personal Profile Status ASSIST Prior Approval RPPR  Internet Assisted Review xTrain xTRACT
Admin Supp eRA Parners Mon-Research

4 Return o Pl Search
Hotes & Tips:
* Important: The MIH provides the JIT (Just in Time) link in the Commons for scored applications. Please await instructions from the MIH
on whether to complete this information
The following list of applications/grants represents a result of the search by Granis.gov Tracking # or a complete list of all your
applications/grants. If you do not see a complete list of your applications/grants, please click List of Applications/Grants menu tab again.

Status Result - List of Applications/Awards e © Flat View
RO1AI084918
05/01/2010 - 07/31/2023 (Project Period) o

CARTER, PEGGY (PD/PI)
Plasmid-Bacteria Coevolution ...

Current
Application/Award Grants.gov eSubmigsion Application Status Available
Tracking# Proposal Title PD/Pl Name Status Status Date Actions

D
2R01AI123456- GRAMT12245578 Plasmid-Eacteria CARTER, Submission Pending IRG  11/14£2017
06A1 Coevelution ... PEGGY (Pl Complete Review

2R014/999999-05 GRAMNTI9999939 PLASMID-BACTERIA CARTER Submission Council review 0772017 | T

COEVOLUTION ... PESGYPl  complete completed
BRO1AIND0123-05 Plasmids as Vectors GCARTER, Awarded. 04/082014  Closed
of ... PEGGY (Pl MNaon- RFFR
ERSHINE, )
ABRAHAM (MPI) fellowships

only

4. Select the application ID link for the specific application.

The Status Information screen displays. The top of Status Information includes a section
called Other Relevant Documents. This section houses links to various application-related
documents, including the NOA. The NOA link is displayed as a date next to the field titled
Notice(s) of Grant Award (PDF).

5. Select the NOA link. It will open in a separate window.
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Contacts

Administration: Grants
Management Specialist{GMS)
Name: Zhivago, Yuri

Phone: 301-555-5556

Email: eRaTestf@mail.nih.gov

Administration: Program
Official(PO)

Name: Guichard, Larissa
Phone: 301-555-5555

Email: eRaTest@mail nih.gov

Latest Update

Progress Report Due Date:
10M6/2010

Application Source: Esnap
FOA: [PADT-OTO] -
RESEARCH PROJECT
GRANT (PARENT RD1)

eRA Service Desk
Hours: Mon-Fri, TAM-GPM
EDIT/EST

Web:
hitp-ffgrants.nih.qov/support

Status Information @

x Expand All | Collapse Al m

5 R01 Al051463-07
Status: Application awarded. Project Title: Repair of HCMV-Induced DNA Damage in Infected Cells

Pl Name: IVANOVA, ANNA NIH Appl. 1D: 9359993 Application ID: 3 ROT AN23456-07

© Status
@ Other Relevant Documents

Latest NGA

Motice(s) of Grant Award (PDF)  05/26/2011 , 11/10/2010

Abstract {Awarded Grantl

© Additions for Review

© Review

© Institute/Center Assignment

© Status History

Toll-free: 866-504-9552
Phone: 301-402-7489
Contact initiated outside of
business hours via Web or
voice mail will be returned the
next business day.

© Awards

© Reference Letter(s)

12.11 Status Result - CloseoutCloseout Status

Policy: Closeout policy information

Closeout is a feature that allows a grantee to electronically file the information necessary to
complete grant closeout requirements. It interfaces with the Closeout system used by Agency staff
to track and monitor this business process. NIH will close out grants as soon as possible after
expiration of a grant that is not to be extended or after termination of a grant. Closeout includes
timely submission of all required reports and adjustments for amounts due the grantee or NIH.
Closeout of a grant does not automatically cancel any requirements for property accountability,
record retention, or financial accountability. Following Closeout, the grantee remains obligated
to return funds due, because of later refunds, corrections, or other transactions, and the Federal
Government may recover amounts based on the results of an audit covering any part of the
period of grant support.
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If you hold an SO, PI, or FSR role, you can access the Closeout Status screen to perform the
following:

Track your grants that are in Closed status
Submit reports required for closeout

Submit any requested additional material (FRAM) related to your Final Research
Performance Progress Report (Final RPPR)

Access the FFR module of Commons to initiate and submit Federal Financial Reports (you
must hold an FSR role)

12.11.1 Note about Interim RPPR and Final RPPR

The Interim RPPR (IRPPR) is used when you are submitting a Competing Renewal
application (Type 2). If you opt NOT to apply for a Competing Renewal, complete the Final
RPPR as you normally would within 120 days of the project end date. If you are going to
complete a Competing Renewal application (or have already submitted such an application),
you will submit an Interim RPPR. This must be submitted within 120 days of the project end
date.

If you are awarded the renewal, the Interim RPPR will be treated as your annual RPPR and
no other progress reporting will be needed for that segment of the study. If the application is
NOT awarded, then the Interim RPPR will be accepted as the Final RPPR.

The Closeout Status screen is accessed via links on the Status result screens (Status Result -
Closeout or Status Result - General Search for SOs; Status Result - List of Applications/Grants for

PIs).

The links you may see on your results screen include:

Requires Closeout: Grant has not completed the closeout process

Closed: Grant has completed the closeout process

In Unilateral Closeout: Grant is currently in the process of being unilaterally closed (see
note below)

Unilaterally Closed Grant has been unilaterally closed by the IC (see note below)

NOTE: The U.S. Department of Health and Human Services (HHS) has issued a directive to
Agencies on new policies for closeout of grant awards. NIH has revised its policies and
procedures to align with the OER Policy Announcement 2014 regarding the guidance on
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implementation of HHS GPAM Chapter 1101 (Closeout), including Unilateral Closeout.

The policy chapter directs Institutes/Centers (ICs) to initiate a unilateral closeout — a closeout
without the cooperation of the grantee — 180 days after the project end date if it has not received
acceptable final reports required by the terms and conditions of an award. A fter making
reasonable efforts to obtain the final reports ICs must close all awards no later than 270 days after
the project end date. This substantially decreases the timeframe in which NIH must officially
close a grant after the project end date.

At the top of the Closeout Status screen, the following Application Information displays:

e Grant Number

o PI Name

¢ Closeout Contact Name
¢ Closeout Contact Email
¢ Closeout Contact Phone
e Project Period

o Proposal Title

Below this information is the Closeout Submission Requirement including Instruction, Status
of the requirement, Result of Actions, and Date of action. Also included are the available Action
link(s), which vary and may include:

o FFR (Create New and View links)
o Final RPPR (Process Final RPPR; View; FRAM; and View FRAM links)

« Final Invention Statement (Process Final Invention Statement and View links)

Refer to the related topics for more information about FFR, Final Research Performance Progress
Report, and Final Invention Statements.

IMPORTANT: At the top of the screen, text will indicate if the grant is in unilateral closeout or
has been unilaterally closed, as applicable, and the date on which this occurred. While In
Unilateral Closeout, links will be available in the Action column unless they have been closed
by Grants Management Staff, in which case you will not see the links. When Unilaterally
Closed, links will not be available. The message on the screen indicates whether links have been
disabled.

IMPORTANT: eRA has recently updated the Closeout screens for Pls (and delegates) based on
our new standards. SOs will see similar changes in a future release. Refer to the appropriate steps
and images provided for your eRA Commons role.
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Home Admin Institution Profile Personal Profile Status ASSIST Prior Approval RPPR Internet Assisted Review xTrain xTRACT
Admin Supp eRA Pariners

« Return to Search Resulis

Closeout Status @

Application Information

Grant Number: PD/PI Name: Closeout Contact Name:
5RO1DK123456-13 FATHERS, SAM MCCASLIN, ISAAC
Project Period: Closeout Status: Closeout Contact Email:
09/30/1999 to 07/31/2016 Requires Closeout eRATest@mail.nih.gov
Proposal Title: Date Of Status Change: Closeout Contact Phone:
Role of Nitric Oxide in Interstitial Cystitis 301-555-5555

Closeout

Submission

Requirement Instruction Status Result of Actions Date Action

FFR For FFR submission, you Not

must have the Commons FSR Started
role.

Final RPPR Only the SO or the Plofthe  Not Process Final RPPR

Grant may process the Final Received

RPPR.
Final For Submission, Final Mot I Process Final Invention Statement ]
Invention Invention Statement requires  Received
Statement verification by the Signing

Official of the Institution.

Home Admin Institution Profile  Personal Profile ASSIST Prior Approval RPPR  xTrain xTRACT Admin

Closeout Status (7]

Form Approved OMB Mo. 0925-0002

Application Information
Grant Number: 5R0O1DK123456-13 PD/PI Name: FATHERS, SAM
Closeout Contact Name: MCCASLIN, ISAAC Closeout Contact Email: eRATest@mail.nih.gov
Closeout Contact Phone: (301) 555-5555 Project Period: 09/30M1999 to 07/31/2016
Proposal Title: Roale of Mitric Oxide in Interstitial Cystitis
Closeout Status: Requires Closeout Date of Status Change:

Closeout
Submission Instruction Result of Actions Action
Requirement

For FFR submission, you must have the (Mot

Commons FSR role. Started
Final RFFR  |Only the SO or the Pl of the Grant may Mot Process Final RPFFR
process the Final RPPR Received
Final Invention|For Submission, Final Invention Mot Process Final Invention Statement

‘Statement ‘Statement requires verification by the Received

'Signing Official of the Institution
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Home  Admin Institution Profile  Personal Profile ASS5IST  Prior Approval RPPR  xTrain xTRACT Admin

Closeout Status 0

Form Approved OMB MNo. 0925-0002

Application Information
Grant Humber: SRO1DKA123456-13 PD/PI Name: FATHERS, SAM
Closeout Contact Name: MCCASLIM, ISAAC Closeout Contact Email: eRATest@mail.nih.gov
Closeout Contact Phone: (301) 555-5555 Project Period: 09/30/1999 to 07/31/2016
Proposal Title: Role of Mitric Oxide in Interstitial Cystitis
Closeout Status: Reqguires Closeout Date of Status Change:

For FFR submission, you must have the |Mot

Commons FSR role. Started
Final RFFR  |Only the SO or the Pl of the Grant may Mot Process Final RPFPR
process the Final RPPR Received
Final Invention |For Submission, Final Invention Mot Process Final Invention Statement

Statement ‘Statement requires verification by the Received
‘Signing Official of the Institution

\Additional Additional Material
Material

12.11.2 Federal Financial Report (FFR) Module

A Federal Financial Report (FFR) is a statement of expenditures associated with a grant.
Recipients of federal funds are required to complete an FFR to report the status of funds to the
sponsor of the grant.

If you have the FSR role, you can use the FFR module to search for grants and associated FFRs
for your institution. In the FFR module, you can perform the following tasks:

o Create a new FFR
o View an FFR

e Submit an FFR

o Revise an FFR

With the FSR role, you can also access the FFR module from the Closeout Status screen.

The Commons Online Help System contains detailed information on the FFR module. You can
access the FFR topics at the following
site: http://era.nih.gov/erahelp/commons/#Commons/FFR/ffr _intro.htm. If you prefer a PDF format
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user guide, refer to the Federal Financial Report (FFR) Expenditure Data User Guide at
http://era.nih.gov/files/ffr user guide.pdf.

12.11.3 Submitting Your Final Invention Statement (FIS)

Y ou must submit a Final Invention Statement within 90 days following the termination of a grant
award. The statement should include all inventions that were conceived or first reduced to practice
during the course of work under the grant or award, from the original effective date of support
through the date of completion or termination.

Policy: Refer to the Procedure for Submission of Final Invention Statement and Certification for
more policy related information.

All actions are performed from the Submit Final Invention Statement screen, which is accessed via
the Closeout Status screen. From here, SOs and PIs to do one of the following:

« Certify that no inventions were conceived or first reduced to practice during the course of
work

o Add and submit information on inventions conceived/used during the course of work

NOTE: Although a PI can create the FIS, only a SO can submit it to Agency.

12.11.3.1 Reporting Inventions on Your FIS

IMPORTANT: eRA has recently updated the Closeout screens for Pls (and delegates) based on
our new standards. SOs will see similar changes in a future release. Refer to the appropriate steps
and images provided for your eRA Commons role.

If you hold an SO or PI role, you can add inventions to the Final Invention Statement.
To add inventions to the FIS:
1. Select the Requires Closeout link for the grant from Status search results.

The Closeout Status screen displays. Final Invention Statement is listed in the Closeout
Submission Requirement column. The Action column should include a link for
Process Final Invention Statement.
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2. From Closeout Status, select the Process Final Invention Statement link.

Closeout Status @
Form Approved OMB Mo. 0925-0002
Application information
Grant Humber: SROMNS000001-13 PDPI Name: FRNN, HUCK
Closeout Contact Name: JANE DOE Closaout Contact Email: JaneDoe@email com
Classout Contact Phone: 301-555-1111 Project Pariod: 03012010 ba 1203172012
Proposal Tith: Scientific Research Study that Will Change the Warld
Closenut Submission Resultof
| e | weaw ] s o] e
FFRIFSR For FFR /FSR submisgion, you must have the Commaons FSR role Mot Started Creale New
Final Progress Report Oniy the 50 or the Pl of the Grant may process the Final Progress Report MNat Received Propas e
Final invention Statement For Submission, Final Irvention Statement requires verification by the Signing Official ofthe Mot Recehed Process Final imvention Statement
Instution

« Return to Search Results

Closeout Status @

Application Information

Grant Number: PD/P1 Name: Closeout Contact Name:
SROTNS000001-13 FINN, HUCK DOE, JANE
Project Period: Closecut Status: Closeout Contact Email:
07/01/2005 to 0373172011 Requires Closeout JaneDoe@email com
Proposal Title: Date Of Status Change: Closeout Contact Phone:
Scientific Research Study that will Change the World 037317201 301-855-1111
Closeout
Submission
Requirement  Instruction Status Result of Actions Date Action
FFR For FFR submission, you must have the Accepted Accepted by (FSR) 09122011

Commons FSR role
You must have FSR role to view the document

Final Progress  Only the SO or the Pl of the Grant may process FPR Recelved Submitted by HUCK FINN (P1) 012172016 View
Report the Final Progress Report.
Final Invention  For Submission, Final Invention Statement Mot Received I Process Final Invention Statement
Statement requires verification by the Signing OfMicial of the
Institution

The Submit Final Invention Statement screen displays. From this screen you can:

« Cancel out of the processing of the FIS
« Indicate that no inventions were created during the course of the project

o Report inventions created during the course of the project

Refer to the section of this document titled Claiming No Inventions on Your FIS on Page
174 for information on submitting an FIS with no inventions.

Follow the steps below to submit a report and claim an invention.
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Submit Final Invention Statement @

Form Approved OMB No. 0925-0002

Grant Humber; SROINS000001-13 POP Name: FINN. HUCK

Closeoul Contact Name: JANE DOE Closeoul Contact Email: JaneDoe@email. com
Closeoul Contact Phame: 301-555-1111 Projict Period: 030172010 19 123172012
Proposal Tithe: Scientific Res earch Sudy that Will Change the World

() ) (Conce]

wdentified by the “View Imention Statement™ link and, if acceptable, Submit the Final Imenticn Statement to HHS for that grant

To process a Final Imvention Statement (HHS Form 588). the indnidual perfarming the intial submission-whether that parson is the Program DirectorPrincipal Investigator (FD/PI) on the grant or a Signing
Official {S0}=at the nstitution must determine whether inventions are to be reported. I inventions are reported, the specific imventions must be listed. Following this process, the SO should review the repon

Submit Final Invention Statement @

Application Information

Grant Number; PD/PI Name:
SROINS000001-13 FINN, HUCK
Project Period: Closeout Status:
07/01/2005 to 03/31/2011 Requires Closeout

Date Of Status Change:

Scientific Research Study that will Change the World 03/31/2011

Proposal Title:

& Return to Search Result:

Closeout Contact Name:
DOE, JANE

Closeout Contact Email:
JaneDoe@email com
Closeout Contact Phone:
301-555-1111

Manage Inventions

-1

3. Select the Yes button.

The Add Invention screen opens. From this screen, SOs and PIs may perform the following

actions:

4. To add a new invention:
a. Fill in the required fields.
¢ Title of Invention

o« Name of Inventor
o Date Reported to DHHS
b. Select the Add Invention button.

The added invention displays in the Saved Invention section of the screen.

5. Repeat the steps above to add all of your project's inventions.
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6. Optional: If you need to remove an invention, you can do so by selecting the Remove link
in the Action column under the Saved Invention section.

Add Invention @
Farm Approved OME Mo, 0925-0002
‘Grant Numbser: SROTNSD00001-13 PO/PY Hame: FIMNMN, HUCK
Closeout Contact Hame: JANE DOE Closeout Contact Email: JaneDoe@email com
Closeoul Contact Phone: 301-555-1111 Project Period: 03012010 to 123172012
Progosal Title: Sdentific Research Siudy that Will Change the Wodd
Add New * indicates required fislds
Title of Imvention ™
* Date Reported o DHHS ™ (MMEEAYT
e e (st be Today's date o Betore) B
Savied Invention
Hame of Imventor Title of Imvention Date Reporied 1o DHHS Action
@-u_chlnn My Invention 06MTR013 Remove ¥
[ cancel |

« Return to Search Results

Add Invention @

Application Information

Grant Number: PDIPI Name: Closeout Contact Name:
SROINS000001-13 FINMN, HUCK DOE, JANE

Project Period: Closeout Status: Closeout Contact Email:
07/0172005 to 03/31/2011 Requires Closeout JaneDoe@email com
Proposal Title: Date Of Status Change: Closeout Contact Phone:
Scientific Research Study that will Change the World 033172011 301-555-1111

Add Mew Inventions

" indicates required fieglds
Title of Invention * Name of Inventor * Date Reported to
DHHS ™
(Must be Today's date or
Before)
(]
=
Saved Invention
Date Reported
Name of Inventor Title of Invention to DHHS Action
Huck Finn My Invention 01/01/2016 Bemove
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7. Select the Save button.
In a separate window, a certification statement displays.

1 hereby certify that, to the best of my knowledge and belief, all inventions are listed which
were conceived or first actually reduced to practice during the course of work under the
referenced DHHS grant or award for the specified period. Further, this report does not in
any way relieve our obligation to promptly and fully report all inventions directly to the
National Institutes of Health, as required by the terms of the grant or award.

If you are a PI saving an invention, you will also see the following statement added to the
certification message:

Note that a user with the SO privilege must verify the Final Invention Statement prior to
submission.

8. Select the OK button to continue.

You can select Cancel if you have made a mistake and need to return to the Submit Final
Invention Statement screen.

When you save the report, the status of the FIS updates depending on whether you are an SO or a
PL

Status = Saved (if SO) or Awaiting SO Verification (if PI)
o Result of Actions = Submitted by <your name>
o Date = Current date/date you saved the information

o Action = Process Final Invention Statement link

The SO must verify and submit the FIS. Refer to the section of this document titled Submitting
Your FIS on Page 177 for more information.

Closeout Status @
Form Approved OMB No. 0925-0002

Grant Number: SRDINSO00001-12
Closeout Contact Hame: JANE DOE
Clogeout Contact Phone: 301-555-1111
Proposal Tite:

POPI Nama: FINN, HUCK
Cleseout Contact Email: JaneDoe@email com
Projéct Pefiod: 0012010 13 122972012

Scientific Research Study thal Will Change the Word

Closaout Submisskon
Requirement

Instruction

FFRIFSR

Final Irvention Stalement

For FFR | FSR submission, you must have the Commons FSR role

Signing Official of the instiution

For Submigsion, Final invention Statermnént requires veriication by the

Mat Started

St

Craals New

AL L R

Submitted by BECKY THATCHER, 06N7/2013 Prociss Final Irnvintion Stalgment
150)

Back
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12.11.3.2 Claiming No Inventions on Your FIS

IMPORTANT: eRA has recently updated the Closeout screens for Pls (and delegates) based on
our new standards. SOs will see similar changes in a future release. Refer to the appropriate steps
and images provided for your eRA Commons role.

If you hold an SO or PI role, you can create a Final Invention Report indicating no inventions.
To create a Final Invention Statement certifying that no inventions exist:
1. Select the Requires Closeout link for the grant from Status search results.

The Closeout Status screen displays. Final Invention Statement is listed in the Closeout
Submission Requirement column. The Action column should include a link for
Process Final Invention Statement.

2. Select the Process Final Invention Statement link.

Closeout Status @
Form Approved OMB Mo. 0925-0002
Application Information
Grant Number: EROANSH00001-13 PDPI Name: FINN, HUCK
Closeout Contact Mame: JANE DOE Cleseout Contact Email: JaneDoe@email com
Cloeseout Contact Phones 301-555-1111 Project Period: Q012010 b0 1232012
Proposal Titke: Scientific Research Study that Will Change the Warld
Clyseout Submission ~ Resuli of
B N N =
FFRIFSR Fot FFR I FSR submizsion, you must have the Commons FSR role Mot Staned Crazles New
Final Progress Report Only the S0 or the Pl of the Grant may process the Final Progress Report Mot Received Progas Qrass Beog
Final Imsention Statement For Submission, Final Invention Stalement requires verification by the Signing Official ofthe Mot Recehved Proess Final invention Stalement
Insttution
Back |
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Closeout Status @

« Return to Search Results

Application Information

Commons FSR role
‘You must have FSR role to view the document

Final PI'Og[ESS Only the S0 or the Pl of the Grant may process Mot Received

Report the Final Progress Report
Final Invention  For Submission, Final Invention Statement Mot Received
Statement requires verification by the Signing Official of the

Institution

Grant Number: PD/PFl Name: Closeout Contact Name:
SRO1NS000001-13 FINM, HUCK DOE, JANE
Project Period: Closeout Status: Closeout Contact Email:
07/01/2005 to 03/31/2011 Requires Closeout JaneDoe@email com
Proposal Title: Date Of Status Change: Closeout Contact Phone:
Scientific Research Study that will Change the Warld 0373172011 301-555-1111
Closeout
Submission
Requirement Instruction Status Result of Actions Date Action
FFR For FFR submission, you must have the Accepted Accepted by (FSR) 091272011

Process Final Progress Report

q Frocess Final Invention Statement D

The Submit Final Invention Statement screen displays.

3. Select the No button.

Submit Final Invention Statement @

Form Approved OMB No. 0925-0002

Grant Humbser: SROINSD00001-13 PDPI Name: FINMN, HUCK

Closeout Contact Name: JANE DOE Closeoutl Contact Email: JaneDoe@email com
Closeout Contact Phome: 301-555-1111 Project Period: 0012010 19 1203172012
Proposal Title: Scientfic Research Study that Will Changs the Word

(Fed (o) ) Cancat

identified by the “View Imention Statement” link and, if acceptable, Submit the Final Invention Statement ta HHS for that gram

To precess a Final Invention Statement (HHS Foom S68). the indeidual perfarming the initial submission—whether that parson is the Pregram DirectenPrincipal Investigator (PODUPT) on the grant o a Signing
Official (SO}-at the institution must determing whether inventicns are to be reported. Ifimwntions are reported, the specific imventions must be listed. Following this pracess. the SO should review the repont
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« Return to Search Results

Submit Final Invention Statement @

Application Information

Grant Number: PDIPI Name: Closeout Contact Name:
SROINS000001-13 FINN, HUCK DOE, JANE

Project Period: Closeout Status: Closeout Contact Email:
0770172005 to 03731/2011 Requires Closeout JaneDoe@email com
Proposal Title: Date Of Status Change: Closeout Contact Phone:

Scientific Research Study that will Change the World 03/31/2011 301-555-1111

Manage Inventions

In a separate window, a certification statement displays.

I hereby certify that, to the best of my knowledge and belief, no inventions were conceived or
first actually reduced to practice during the course of work under the referenced DHHS
grant or award for the specified period.

4. Select the OK button to confirm.

You can select Cancel if you have made a mistake and need to return to the Submit Final
Invention Statement screen.

When you save your FIS, the Closeout Status screen will update to show the following:

» Status = Saved
o Result of Actions = Submitted by <your name>

o Action = Process Final Invention Statement link

The SO must verify and submit the FIS. Refer to the section of this document titled Submitting
Your FIS on Page 177 for more information.
12.11.3.3 Updating Your Saved FIS

If you hold an SO role, you can change a saved Final Invention Statement to add invention(s) or to
change the certification.

To change your FIS:

1. Select the Process Final Invention Statement link from Closeout Status.
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Closeout Status @
Form Approved OMB Mo. 0925-0002
Application Information
Grant Humber; EROINED00001-13 POPI Name: FINH, HUCK
Closeout Contact Name: JANE DOE Closecut Contact Email: JaneDoe@email.com
Closeout Contact Phone: 301-555-1111 Project Period: 0012010 to 123172012
Proposal Titke: Scientific Research Study thal Will Changs the Word
Closesut SUbMisson Result of
I N I - O T
FFRIFER Fot FFR I FSR submission, you must have the Commons FSR role Mot Staned
Final Pragress Repart Oinily the SO or the PI of the Grant may process the Final Progress Report Mot Received Procas arass Ren
Final Irvention Statlement For Submission, Final Imvention Statement requires verification by the Signing Official ofthe Mot Received Pri Final Irvertion Stalem.
Institution
Back |

The Submit Final Invention Statement screen displays. The options available on this screen
include:

« View Invention Statement (<inventions reported> -or- <no inventions reported>) link
o Submit (only if you have an SO role)
e Change

e Cancel

Submit Final Invention Statement @
Form Approved OME Mo. 0925-0002

Grant Number: SROTNSOO001-13 POPI Hame: FINN. HUCK

Closeout Contact Name: JANE DOE Closeout Contact Email: JaneDos@email com
Closeout Contact Phone: 301-555-1111 Project Pefiod: O012010 1o 12312012
Proposal Title: Scienlific Research Sudy that Will Change the Workd

View Inveation Statement (ventions reported)

Submé | | Change | | Cancel |

5. To change your FIS, select the Change button.

When Change is selected, you have the option to re-select Yes or No to indicate whether
inventions are being reported. Select the No button if you wish to certify that no inventions are
being reported. Otherwise, follow the next steps to update your saved inventions on the FIS.

6. To update the inventions on your FIS, select the Yes button.

The Add Invention screen displays. From here, you can add another invention or remove saved
inventions. Refer to the section of this document titled Reporting Inventions on Your FIS on Page
169.

12.11.3.4 Submitting Your FIS

If you hold an SO role, you may submit a Final Invention Statement.
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To submit the FIS:

1. Select the Process Final Invention Statement link from the Closeout Status screen.

Closeout Status @
Form Approved OMB No. 0925-0002
Application Information
Grant Humber; EROINED00001-13 POPI Name: FINH, HUCK
Closeout Contact Name: JANE DOE Closecut Contact Email: JaneDoe@email.com
Closeout Contact Phone: 301-858-1111 Project Period: 03012010 ta 123172012
Proposal Titke: Scigntific Reseanch Study thad Will Change the Ward
Closeout Submission Result of
Il N BN - D TN
FFRIFSR Fot FFR IFSR submission, you must have the Commaons FSR role Mot Staned Craales New
Final Progress Report Oinily thie SO or the PI of the Grant may process the Final Progress Report Mot Recehad Procas arass Ren
Final Irvention Statlement For Submission, Final Imvention Statlement requires verification by the Signing Official ofthe Mot Received Pri Final Irverition Stalem
Institution
Back |

The Submit Final Invention Statement screen displays. As an SO, your options include:

o View Invention Statement (<inventions reported> -or- <no inventions reported>)
o Submit (available only to SO role)
¢ Change

e Cancel

Submit Final Invention Statement @
Form Approved OMB No_ 0825-0002

Grant Numbar: SROTNSHG0001-13 PDPI Name: FINM. HUCK

Chaseout Contact Hame: JANE DOE Closeout Contact Email: JaneDos@email com
Closeout Contact Phone: 301-555-1111 Project Period: 03012010 19 123172042
Proposal Tile: Sdenltific Research Study that Will Change the Workd

View Invention Stalement {Inventions reported)

Sunmd | | Change | [ Cancal |

2. Select the View Invention Statement link to look the FIS over and verify its accuracy. The
report will open in a separate window as a PDF document.
3. Select the Submit button.

In a separate window, a certification statement displays.

1 hereby certify that, to the best of my knowledge and belief, all inventions are listed which were
conceived or first actually reduced to practice during the course of work under the referenced
DHHS grant or award for the specified period. Further, this report does not in any way relieve
our obligation to promptly and fully report all inventions directly to the National Institutes of
Health, as required by the terms of the grant or award.
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4. Select the OK button to confirm and continue.

Once you have submitted the report, you cannot update it. If you need to hold off on submission,
you can select Cancel to return to the Submit Final Invention Statement screen.

Once you've submitted the FIS, the status details update as follows:

« Status = Received

o Result of Actions = Verified by <your name>

o Date = Current date/date you submitted the report
o Action = View link

The FIS is now available to view using the View link on Closeout Status. It can also be viewed
from the Status Information screen for the grant.

Closeout Status @
Form Approved OMB Mo. 0925-0002

Appilication information
Grant Humiber: SROTMSI00001-13 POVPY Hame: FINM. HUCK
Cioseout Contact Name: JANE DOE Closeout Contact Email: JaneDoe@email.com
Closeout Contact Phone: 3015881111 Project Period; 0301200 to 123172012
Proposal Tite: Scentific Reseanch Study that Will Change the Workd
Rl R N R N N
FFRIFSR For FFR / F3R submission, you must have the Commons FSR role Mol Staned Cragts New

Fina pgrass Bano Only tha S0 of hs ol the ant may pracsss e Fing ngress Rapo blod Racadsed DIGCas
Final invenlion Stabernent For Submission, Final invention Staternent requires verification by the Signing  Received Verified by BECKY THATCHER  08H7/2013 View
Official of the Insution (500

[Back

12.11.4 Submitting Your Final Research Performance Progress Report

As of January 1, 2017, a Final Research Performance Progress Report (Final RPPR) is required
for any grant that has ended and any grant that is not to be extended through award of a new
competitive segment. The report is due within 120 days of the end of the project period. This report
should be prepared in accordance with instructions provided by the awarding component. See NIH
Implementation of Final Research Performance Progress Reports (Final RPPR) — Guide Notice
NOT-OD-17-022

Effective February 9, 2017, if the recipient organization has submitted a renewal application on or
before the date by which a Final Research Performance Progress Report (Final-RPPR) would be
required for the current competitive segment, then submission of an "Interim RPPR" via eRA
Commons is now required. The Interim RPPR (IRPPR) will be used for the submission of a
Competing Renewal application (Type 2). See NIH Implementation of the Interim RPPR while a
Renewal Application is Under Consideration (Guide Notice NOT-OD-17-037).
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Both the Interim RPPR and the Final RPPR are currently identical in process and information
required. The difference between the two is when and where they are made available to initiate
and submit. The Interim RPPR link will be made available to the Signing Official (SO) in the
Status screen when a grant is eligible for submission of a Competing Renewal application.

The Final RPPR is only available as part of the Closeout process and the Process Final RPPR link
only appears on the Closeout Status screen.

The format of the Interim RPPR and the Final RPPR will be the same as the current annual RPPR,
making it easier for recipients to navigate through both the Interim and the Final RPPR, based on
familiarity with the existing format of the annual RPPR.

Differences between Interim/Final RPPR and the annual RPPR are few:

o In the Interim/Final RPPR, only Section D.1 is required in the Participants section
« Sections F: Changes and Section H: Budget are not part of the Interim/Final RPPR

o Section I: Outcomes is new. Section I is required for both the Interim/Final RPPR

12.11.4.1 Note about Interim RPPR and Final RPPR

o The Interim RPPR (IRPPR) is used when you are submitting a Competing Renewal
application (Type 2). If you opt NOT to apply for a Competing Renewal, complete the Final
RPPR as you normally would within 120 days of the project end date. If you are going to
complete a Competing Renewal application (or have already submitted such an application),
you will submit an Interim RPPR. This must be submitted within 120 days of the project end
date.

o Ifyou are awarded the renewal, the Interim RPPR will be treated as your annual RPPR and
no other progress reporting will be needed for that segment of the study. If the application is
NOT awarded, then the Interim RPPR will be accepted as the Final RPPR.

12.11.4.2 To submit your Final RPPR:

1. Select the Requires Closeout link for the grant from Status search results.

The Closeout Status screen displays. Final RPPR is listed in the Closeout Submission
Requirement column. The Action column should include a link for Process Final RPPR.

2. From Closeout Status, select the Process Final RPPR link.

Clicking the Process Final RPPR link opens the Final RPPR Menu screen:
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Final RPPR Menu @

Grant Number: SR21HL123456-02
Institution: STARFLEET ACADEMY, MEDICAL RESEARCH
PDI/Pl Name: Kirk, Tiberius J
Project Title: Andronesian Encephalitis Can Lead to Genelic Degeneration
Due Date: MIA
Current Reviewer:
Status: Mot Started
L4
Initiate | Check for Ermrors | WView | View Routing History | Route | Recall | Submit | Cancel |

3. Click the Initiate button to create the Final RPPR.

The Final RPPR Menu will then change, providing the user with the option to Edit the Final
RPPR:

The RPPR has been successfully initiated.

Application Information
Grant Number: 5R21HL123456-02
Institution: STARFLEET ACADEMY, MEDICAL RESEARCH
PDIPI Name: Kirk, Tiberius J
Project Title: Andronesian Encephalitis Can Lead to Genelic Degeneration
Due Date: RTEN
Current Reviewer: McCaoy, Leonard B
Status: PDVPI Work in Progress
L

;hheck for Errors | Viewl View Routing History | R-::-utel Recall | Submit | Cancel |
Nn-.-/
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4. Clicking Edit opens the navigation to the various sections of the Final RPPR:

B Accomplishments C Products D Participants EImpact G Special Reporting Req | Outcomes

A. Cover Page (7]

Savel Cancel |

Grant Information A.4 Recipient Organization Information
Grant Number:  S5R21HL123456-02 Organization Name: STARFLEET ACADEMY, MEDICAL RESEARCH
Project Title: Andronesian Encephalilis Can Lead to Genetic Degeneration Address: STARFLEET ACADEMY MEDICAL RESEARCH
1 WARP SPEED DRIVE
A.1 Program Director/Principal Investigator (PD/PI1) Information o SAN FRANSISCO CA 09876
Name: Kirk, Tiberius J DUNS: 98TE54321
E-mail: lamKirok@sfa.ea.edu EIN: 1234567890A1
Ph : (111} 555-1701
one (1) Recipientin: &

A.l.a
Is there a change of contact PD/Pl on a multiple-Pl award?

@NA OYes OHNo

If yes, provide the eRA Commeons ID of the new contact PDVPI

I o Reporting Period

Project/Grant Period

Start Date: 08M15/2011 End Date: 05/31/2013

A.1.b Not Applicable

A.2 Signing Official Information Start Date: 06/01/2012 End Date: 05/31/2013
Name: Requested Budget Period
E-mail:
Phone: Start Date: 06/01/2012 End Date: 05/31/2013

A.3 Administrative Official Information

Name: | Report |.+"~.nnua| V) Other I—

Frequency: Frequency:
E-mail:

Phone:

EM A Cover Page | B Accomplishments | © Products | D Paricipants | E Impact | G Special Reporting Reg | | Qutcomes

5. Complete each section as required. See How to Do I Fill Out the RPPR Forms for help
completing each section.

Be sure to click SAVE when moving between sections or unsaved data may be lost.
When done, click Cancel to return Final RPPR Menu screen.

In the Final RPPR Menu screen, there are several action buttons at the bottom that you can
use to complete the Final RPPR:
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Final RPPR Menu @

Grant Number: SR21HL123456-02

Institution: STARFLEET ACADEMY, MEDICAL RESEARCH

PDIPI Name: Kirk, Tiberius J

Project Title: Andronesian Encephalitis Can Lead to Genetic Degeneration
Due Date: RTEN

Current Reviewer: Boyd, Stacey

Status: PDIF1 Work in Progress

Editl Check for Errors | Viewl Wiew Routing History | Ruutel Recalll Suhmitl Cancel | ‘

For more information on these options, see:

Final Progress Report Additional Materials (FRAM)

Interim RPPR Overview

Editing the RPPR Forms

Checking for Errors and Warnings

Viewing the RPPR

Routing the RPPR

Recalling the RPPR

Submitting RPPR to Agency

The Cancel button closes the Final RPPR Menu screen.
12.11.4.3 Final Progress Report Additional Materials (FRAM)

A Final Research Performance Progress Report (Final RPPR) is required for any grant that has
ended and any grant that is not to be extended through award of a new competitive segment. This
report should be prepared in accordance with instructions provided by the awarding component.

NOTE: Refer to the topic titled Submitting Your Final Research Performance Progress Report on
Page 265 for information related to the Final RPPR.

The Final Progress Report Additional Materials (FRAM) feature provides a means for grantees to
enter, review, route, and submit information in response to specific request(s) by the Program
Official (PO) for additional information related to the Final RPPR.
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While reviewing a submitted Final RPPR, the PO may determine that additional materials related
to the submitted report are required. In this case, the PO will submit a request for this information
referred to as a FRAM request. When a FRAM request is made, the PI is notified via email; Final
RPPR status on Closeout Status is updated to FRAM Requested; and a FRAM Update link
appears in the Closeout Status screen. The link is located as an action on the Final RPPR Report
line for Closeout Submission Requirement.

This topic discusses the steps for uploading, viewing, and submitting FRAM.

IMPORTANT: For Revised Project Outcomes, please review the following information.

To submit revised Project Outcomes, SOs should follow the IRAM process for outcomes for
Interim RPPRs and the FRAM process for outcomes for Final RPPRs with the exception that a
text box will be provided to enter the new Outcomes text and then select Upload instead of an
Add Attachment button as with other RAM requests.

Final Progress Report Additional Materials (FRAM) e

Grant Information

Grant Number: 5R01MH123456-19 PDIPI Name: Talktome, Youcan
Institution: MR ROGERS NEIGHBORHOOD UNIVERSITY Project Title: Psychological Reslliency: Productive Engagement with Contrary Oplnons

FRAM

Document Upload

Please provide additional materials:

File Name Diate Uploaded Uploaded By

Ko documents have been uploaded

Revised Outcome

Please provide Revised Outcomes here. Note, text in this field will be publicly available in RePORTER.

f For NIH Section | Outcomes will be made publicly available, thus allowing recipients to provide the general public with a concise summary of the
cumulative outcomes or findings of the project at the end of a competitive sagment. For NIH awards the length should not exceed half a page In additon, for
the intenim or final RPPR the summary of cutcomas or findings of the award must be written in the following format

« |s writen for the general public in clear, concise, and comprehensible language
= s suitable for dissemination 1o the general public, as the information may be available electronically
+ Does not include propnetary, confidential mformation or trade secrets

Please rafer to the following link for samples of accaptable projact cutcomes
hitos Varants nih govlgrantsirpoczamole proiect outcomss BPPR him

Total remaining allowed limit is 2000 charactars

Cancel | Preview [EeErCEl  Delete

Project Outcomes provide information regarding the cumulative outcomes or findings of the
project.
Note that outcomes will be made publicly available, allowing recipients to provide the general
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public with a concise summary of the cumulative outcomes or findings of the project at the end
of a competitive segment. The name of the Primary Investigator/Project Director will be attached
to the public posting in RePORTER.

For NIH awards the length of the Outcome statement should not exceed half a page. In addition,
the summary of outcomes or findings of the award must be written in the following format:

*#* Is written for the general public in clear, concise, and comprehensible language

*** Is suitable for dissemination to the general public, as the information may be available
electronically

*** Does not include proprietary, confidential information or trade secrets

Please refer to the following link for samples of acceptable project outcomes:
https://erants.nih.gov/grants/rppr/sample project outcomes RPPR.htm

See NIH notices NOT-OD-17-022 and NOT-OD-17-037 for additional details on this
requirement.

Uploading Final Report Additional Materials

When FRAM is requested by the reviewing PO, an email notification will be sent to the PI (and
SO) describing the additional information being requested. It is the PI who is responsible for
uploading this requested FRAM via the Closeout module in Commons.

To upload FRAM:

1. Navigate to the Closeout Status screen.

2. Locate the Final RPPR line item under the Closeout Submission Requirement column.

If a PO has requested additional material related to the Final RPPR, the Status will show
FRAM Requested, the Result of Action column will show FRAM Requested By <PO
Name>, and the FRAM Update link will appear in the Action column of this line item. If
this information is not there, the request was not made.
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3. Select the FRAM Update link.

« Return to Search Results
Closeout Status @
Application Information
Grant Number: PD/Pl Name: Closeout Contact Name:
5RO1DK123456-13 FATHERS. SAM MCCASLIM, ISAAC
Project Period: Closeout Status: Closeout Contact Email:
09/30/1999 to 07/31/2016 Requires Closeout eRATest@mail.nin.gov
Proposal Title: Date Of Status Change: Closeout Contact Phone:
Role of Nitric Oxide in Interstitial Cystitis 301-555-BRA5
Closeout
Submission
Requirement Instruction Status Result of Actions Date Action
FFR For FFR submission, you Mot
must have the Commons FSR Started
role.
Final Progress Only the SO or the Pl of the Mot
Report Grant may process the Final Received
RPPR.
Final For Submission, Final Mot [ Process Final Invention Statement
Invention Invention Statement requires Received
Statement verification by the Signing
Official of the Institution.

The Final Progress Report Additional Materials (FRAM) screen appears. From this screen,
the PI has the ability to either; upload an attachment meeting the requirements of the
requested information or, for Revised Outcomes (Section I of the RPPR), a text field in
which to enter the Revised Outcomes text.

Tip: Y ou can view the original request for information from the Status Information screen.
The Closeout Final Report Additional Materials Request (FRAM) link located in Other
Relevant Documents section of Status Information will show the original request.

4. Use the Add Attachment button to search for and select the appropriate document from
your local computer. The attached document must be in PDF format and no larger than
6MB.
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Final Progress Report Additional Materials (FRAM) 2]

Grant Information

Grant Number: AR16MH 12346601

PD/PI Name: Aupden, WH.

Project Title: The Age of Anxiety Disorders
Institution: UNIVERSITY OF LITERATURE

Please provide additional Matenials

Upload Attachment Add Attachment |

After passing system validations, the screen will display a message as follows: FRAM was
successfully uploaded and is ready for processing by the SO in your institution.

FRAM attachments can be viewed at any time using the View Attachment or View button on the

screen. Before being submitted to Agency, FRAM attachments can be deleted using the Delete
Attachment button.

Grant Information

Grant Number: IR1EMH 12345601

PP Name: Auden, WH.

Project Title: The Age of Arodety Disorders
Institution: WUNIVERSITY OF LITERATURE

Please provide additional Materials

Upload Attachment: ple Document pdl i t C Dwlate Attachmant [ View Attachmant D

(Back]
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When FRAM is attached, the Closeout Status screen updates to show FRAM Updated in the
Status column and FRAM Updated By <PI Name> in the Result of Action column. You will
notice that the FRAM Update link remains as an available action. Attachments for additional
requests can be uploaded using this link and following the same steps described above. Subsequent
uploads will be appended in the stored PDF document viewable in Status Information.

Closeout Status @
Form Approved OMB Mo. 0925-0002
Application Information
‘Grant Number: TR1SMH123456-01  PO/PI Name: ALDEN, W.H.
Closeout Contact Name: ENMA STREST Closeout Contact Email:
Clogeout Contact Phone; 301-555-1234 Project Period: 08017201010 1073172014
Proposal Title: The Age of Arxiety Disorders
Closeout
Submission Result of Actions Date Action
Requirement
FFRJ/FSR Fof FFR | FSR submission, you must have the Commons FSR Mot Stafted
role
Final Progress Only the SO or the Pl of the Grant may procass the Final FPR Received | Submitted by AUDEN, WH. (P1) 09182014 View
Report Progress Report
FRAM FRAM Uploaded by Auden, W.H. (PT) 100022014 [FRAM Update
Uploaded
Final Invention For Submission, Final Invention Statement requires verification Mot Receved P Fingl invendion ment
Statement by the Signing Official of the Inskitution

The SO is now able to submit FRAM. Refer to the steps in the section titled Submitting FRAM for
details on how an SO submits FRAM to Agency.

IMPORTANT: Please note that after the SO submits FRAM, the FRAM Update link on
Closeout Status will be replaced by the View FRAM link and updates can no longer be made.

Submitting FRAM

Once a response to a FRAM request has been uploaded by the PI using the Final Progress Report
Additional Materials (FRAM) screen, the SO can submit the material to Agency. Only those with
an SO role in Commons can submit FRAM.

To submit FRAM:

1. Navigate to the Closeout Status screen for the specific grant.

2. Locate the Final Research Performance Progress Report line item under the Closeout
Submission Requirement column.
If the PI has uploaded the additional material successfully, the Result of Action column
will show FRAM Updated By <PI Name>. The FRAM Update link will appear in the
Action column of this line item.

3. Select the FRAM Update link.
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Closeout Status @

Form Approved OMB No. 0925-0002

Application Information
Grant Number: 1R15MH122456-01  PD/PI Name: AUDEN, W.H
Closeout Contact Name: ENMA STREST Closeout Contact Email:
Closeout Contact Phones 301-555-1234 Project Peniod: 08012010 10 10312014
Proposal Title: The Age of Anxiaty Disorders
Closeout
Submission Instruction Result of Actions Date Action
Requirement
FFRIFSR For FFR | FSR submission, you must have the Commons FSR  Not Stafed
role
Final Progress  Onlythe SO or the Pl afthe Grant may process the Final FPR Received [Submitted by AUDEN, WH. {F1) 09182014 View
Report Progress Report
FRAM FRAM Uploaded by Auden, W.H. (P1) 1000212014
Uploaded
Final L1 For Final tion Statement requires verification Not Received P Final | m
Statement by the Signing Official of the Institution

The Final Progress Report Additional Materials (FRAM) screen appears with the Submit
button enabled.

4. Optional: To view the FRAM response before submitting it, select the View Attachment
button.

5. To submit the FRAM, select the Submit button.

Final Progress Report Additional Materials (FRAM) (2]

Grant Infermation

‘Grant Number: 1R15MH123456-01

POP1 Name: Auden, W.H

Project Titke: The Age of Anxiety Disorders
Institution: UNIVERSITY OF LITERATURE

Please provide additional Materials

Upload Attachment: |Sample Document pal t ¢ |[  Delete Attachment ][ View Attachment

Status Module 189 September 7,2018



eRA Commons User Guide

6. Before the submission is completed, a certification message will appear on the screen. Select
the I Agree button to confirm this certification and to complete the process.

Submit FRAM to Agency

In submitting these Final Progress Report addiional materials, the S0 (or PDIPI with delegated authority), cerifies that the grantee organization is in compliance with the terms and conditions specified in the MNotice of
Award and Grants Policy Statement, and verifies the accuracy and validity of all administrative, fiscal, and scientfic Information in the progress report. The SO (or PDIFI with delegated authority) further certifies that the
ﬂ'amﬂ@ nraam:arwn will be GCCOUMG bl for the appropriate use of any funds awarded and for thie performan ce of the grant-supported project o acthities resulling from the repor. Dy

, OF isrep i ation could resullin administrative actions such as withdrawal of a progress repon, suspension andior termination of an award, dabarment of indhiduals, as well as DUSSINE
criminal penames The grantee |nshhmc|n may be liable for the reimbursement of funds associated with any inappropriate or fraudulent conduct of the project activity.

Application Information
‘Grant Number: 1R15MH123456-01
Institution: UNNERSITY OF LITERATURE
PDIPI Name: Auden, WH
Project Title: The Age of Arudety Disorders

Cance |

After a successful submission, the screen will display a message as follows: The final progress
report additional materials have been successfully submitted to Agency. The Closeout Status
screen will show FRAM Submitted By <SO Name> in the Result of Action column, and the
FRAM Update link available before the submission is replaced by the View FRAM link.
FRAM cannot be edited after submission to Agency.

Final Progress Report Additional Materials (FRAM) 7]

6& final prograss report additional materials have been successhully submitied ta Agan C_.)

Grant Information

Grant Humber: 1 R15MH123456-01

PO/PI Hame:; Auden, WH

Project Title: The Age of Anxisty Disorders
Institution: UNIVERSITY OF LITERATURE

Flease provide additional Materials

Upload Attachment: [ Add Atachment

Additionally, email notification is sent to both the SO who submitted the FRAM and to the PI
of the grant. A separate notification is sent to the PO of the grant. Commons will generate a
PDF document containing all documents adding for the FRAM request. This document can be
accessed within the Status Information screen under Other Relevant Documents.
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NOTE: The PO may rescind the approval of the Final RPPR submission at any time. If this event
occurs, the FRAM Update link will be made available for submitting FRAM.

IMPORTANT: SOs can continue to add additional attachments even after submission to
Agency (before acceptance of the Final RPPR). Any subsequent documents will be added to the
PDF generated by Commons.

12.12 Status Result - Just In TimeJust in Time (JIT)

The JIT feature of the eRA Commons allows the electronic submittal of additional grant
application information after the completion of the peer review, and prior to funding. The PD/PI
and the SO work together to complete and submit Other Support, Budget, [ACUC, IRB, and/or
Human Subject Assurances information directly to the NIH when that information is requested.

NOTE: If you have the PI role, you may upload and save JIT information; however, you must be
an SO to submit it to NIH.

The JIT feature is available for applications meeting established business criteria. In general this
feature becomes available for applications that fall within a certain percentile or priority score
range; however, applicants should not submit any JIT information until specifically requested by
the agency. These requests can be eRA-system generated e-mails or contacts directly from the
specific awarding agency via email and/or phone.

NOTE: A1l JIT attachments should be submitted in PDF format with a maximum size of 6MB.

Policy: JIT policy information also is available online. Look for the Just-in-Time section of the
NIH Grants Policy Statement.

In Commons, the Just In Time screen is accessible from each of the following:

o JIT link on Status Result - Just In Time (SO)
o JIT link on Status Result - General Search (SO)
o JIT link on Status Result - List of Applications/Grants (P])

IMPORTANT: The JIT screen for Pls and PI delegates has recently been updated to reflect
eRA's new standards. eRA plans to update the SO's screen in a future release. Please refer to the
appropriate steps below, based on your Commons role.
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12.12.1 Uploading JIT Information as a PI
As a P, you have the ability to upload and save JIT information.
To upload JIT files:

1. Access the Just in Time screen through the JIT link on the Status result screen(s) Action
column.

NOTE: The JIT link is removed once an application has been awarded.

The Just in Time screen displays. The Application Information section can be used to verify that
information for the correct application is being submitted.
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JustIn Time ®
MNote: After 45 minutes of inactivity your session will timeout and you will need to restart. Please save your data regularly to prevent loss.

Just in Time (JIT) allows the Principal Investigator (PI) or Signing Official (S0) to provide Other Support, Budget Upload, Other Upload, JACUC, IRB, and Human Subject Assurances Just In Time
information directly to the NIH when that information is requested. Guidance follows:

+ Although a Pl may save this information through Commons. only an SO may submit it fo MIH.

= Any element of the JIT form may be submitied at different times while the JIT link is available.

* Once the information has been submitted to the NIH, it will be available for viewing in Status in the Other Relevant Documents section.

* "Mumber of Submissicn' provides the user with the number of times the JIT form was submitted to Agency.

= All elements on the JIT form can be submitted multiple times and will be appended to the JIT report, with the Iatest version at the top of the report.

= Ifthe application invelves care and use of vertebrate animals or involves Human Subjects, verification of the date of the respective IACUC or IRB approval is required on this 'Just in Time' page.

Application Information

Award Number: 1ROTHD12345601
Pl Name: JONES, GEORGEANN
Proposal Title:  Mewborn iron deficiency

Please provide active and pending support for all key personnel. Other Support includes all financial resources, whether Federal, non-Federal, commercial or institutional, available in
direct support of an individual's research endeavors, including but not limited to research awards, cooperative agreements, contracts, and/or institutional awards. Training awards,
prizes, or gifts do not need to be included.

To provide the NIH Other Support, follow the suggested format available at Other Support and upload the document using the Upload button provided below. Altematively, you can drag and drop
a file unto the respective panel. Please note that when you upload a document it is automatically attached to your application.

Other Support File Budget Upload Other Upload
File Name: File Name: File Name:
None Mone Mone
Date Created: Date Created: Date Created:
None MNone Mone
Number of Submissions: Number of Submigsions: Number of Submissions:
1 o 1
X Upload o Delete X Upload o Delete X Upload 1 Delete

IACUC Date: [mmiddfyyyy  |B2 Number of Submissions: ()

The institution must verify approval by the Institutional Animal Care and Use Committee (|ACUC) of those components of the application related to the care and use of animals. By
specifying a date and saving this form you confirm that IACUC approval of this application was awarded on that date. If the IACUC required any modifications in the care or use of animals
as described in the Research Plan, those changes must be submitted to the appropriate MIH Grants Management office. The OLAW Assurance Number listed for your Institution is

Crosicsn

Genome Data Sharing Certification. An Institutional Certification is expected prior to funding award for all research generating large-scale human genomic data under the NIH Genomic
Diata Sharing Policy. The Institutional Certification is a document from the authorized Institutional Signing Official of the institution submitting the data, and assures that the data submission
and sharing is appropriate (see Cerific ations for templates). If a final Institutional Certification is not available at Just-In-Time, you may submit a provisional Institutional Certification along
with other Just-In-Time documents. A final version of the Institutional Certification may be uploaded in the "Additional Information” section of your grant folder at a later date. ¥ou should
keep Program Staff of the funding IC informed of the expected date of submission of the final Institutional Certification.

Genome Data Sharing Certification

File Name:
MNone

Date Created:
None

X Upload @ Delete

Number of Submissions:
0

E Save Repart

2. Upload the appropriate file types.
e Other Support File

o Budget Upload

e Other Upload

e Human Subject Education

« Genome Data Sharing Certification
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Other Support is always available. If the application involves care and use of vertebrate
animals or involves Human Subjects, verification of the date of the respective IACUC or
IRB approval is required on this Just-in-Time screen.

Tip: For instructions regarding certifications and assurances, please refer to the /nstitutional
Assurances and Certifications (IPF) instructions. Both PD/PIs and SOs may view the
current status of the assurances and certificates but only SO's (or TTO's if no SO has been
assigned) are able to make changes to the information.

It is requested that active and pending support for all key personnel be provided. Other
Support includes all financial resources, whether Federal, non-Federal, commercial or
institutional, available in direct support of an individual's research endeavors, including but
not limited to research grants, cooperative agreements, contracts, and/or institutional awards.
Training awards, prizes, or gifts do not need to be included.

To provide Other Support information, follow the suggested format available at
http://grants1.nih.gov/grants/funding/phs398/othersupport.doc and upload the document
using the Upload button provided.

a. Select the Upload button for the appropriate type of file to open the corresponding
upload file screen.

-OR-

b. Drag and drop the file from your file directory into the appropriate section of the
JIT screen.

The panel shows an Upload Complete message. The panel also displays the name of the file
and the date it was uploaded.

Please provide active and pending support for all key personnel, Other Suppert includes all financial reseurces, whether Federal, non-Federal, commercial or institutional, available in direct support of an individual's
research endeavors, including but not limited to research grants, cooperative agreements, contracts, and/or institutional awards. Training awards, prizes, or gifts do not need t be ncluded

To provide the MIH Other Support, follow the ley’y’?'lECf(l'"E[ available at Other Support and upload the document using the Upload button provided below. Alternatively, you can drag and drop a file unto the respective panel Please note
that when you upload a document it is automatically attached to your application

Other Support File Budget Upload Cther Upload
+ Uplaad Complete.  Upload Complete.
File Name:
File Name: File Name: MNone
Sample Document paf Sample2 Doc.pdf Date Created:
Date Created: Date Created: None
01/25/2018 01/25/2018 Number of Submissions:
Number of Submissions: Number of Submissions: )
1] 0
| - - L upload (| @
[ & Upload ‘ B Delete & Upload || @ Delete —_—
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3. Enter IRB information as appropriate:
o IRB Date
e Assurance Number

4. Select the Save button.

After saving the information, a confirmation message displays indicating that the information was
saved and that a user with the required authority must still submit the information. Only an SO can
submit JIT.

NOTE: Commons performs validations upon saving. If required information is missing, error
messages will appear on the screen to guide you.

12.12.2 Uploading Saving JIT as an SO
SO users have the ability to upload and save JIT information.
To upload JIT files:

1. Access the Just in Time screen through the appropriate JIT link on the Status result screen(s)
Action column.

o Status Result - Just In Time (SO)
e Status Result - General Search (SO)

NOTE: The JIT link is removed once an application has been awarded.

The Just in Time screen displays. The Application Information section can be used to verify that
information for the correct application is being submitted.
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Just In Time @

Just in Time (JIT) allows the Principal Investigator (P1) or Signing Official (SQ) to provide Other Support, Budget Upload, Other Upload, [ACUC, IRB,
and Human Subject Assurances Just In Time information directly to the MNIH when that information is requested. Guidance follows:

Although a Pl may save this information through Commaons. only an SO may submit it to MIH.

Any element of the JIT form may be submitted at different times while the JIT link is available.

Once the information has been submitted to the MNIH, it will be available for viewing in Status in the Other Relevant Documents section.

‘Mumber of Submission’ provides the user with the number of times the JIT form was submitted to Agency.

All elements on the JIT form can be submitted multiple times and will be appended to the JIT report, with the latest version at the top of the
report.

+ [fthe application involves care and use of vertebrate animals or involves Human Subjects, verification of the date of the respective IACUC or IRB
approval is required on this ‘Just in Time' page.

Application Information

Award Number: 2ROTHD123456-19A1
Pl Name: JONES. GEORGEAMNN
Proposal Title: Mewborn Iron Deficiency

Please provide active and pending support for all key personnel. Other Support includes all financial resources, whether Federal, non-Federal,
commercial or institutional, available in direct support of an individual's research endeavors, including but not limited to research awards,
cooperative agreements, contracts, and/or institutional awards. Training awards, prizes, or gifts do not need to be included.

To provide the NIH Other Suppor, follow the suggested format available at hitp./grants1.nih.goviarantsfundina/ph=398/0thersupport.doc and upload the
document using the Import button provided below.

Humberoi

Other Support File: NOT UPLOADED
Budget Upload: NOT UPLOADED
Other Upload: NOT UPLOADED

IACUC Date inMMDDYYYYformat| | EummDvyyy) SUmber ol SubmSions

The institution must verify approval by the Institutional Animal Care and Use Committee (JACUC) of those components of the application related to the
care and use of animals. By specifying a date and saving this form you confirm that IACUC approval of this application was awarded on that date. Ifthe
IACUC required any modifications in the care or use of animals as described in the Research Plan, those changes must be submitted to the appropriate
MIH Awards Management office. The OLAW Assurance Number listed for your Institution is A9999-00 .

Genome Data Sharing Certification. An Institutional Certification is expected prior to funding award for all research generating large-scale human
genomic data under the MIH Genomic Data Sharing Policy (hitpe/gds.nih.gow03policy2.html). The Institutional Certification is a document from the
autharized Institutional Signing Official of the institution submitting the data, and assures thatthe data submission and sharing is appropriate (see
http:#fgds.nih.gowlnstitutional cerifications html for templates). If a final Institutional Certification is not available at Just-in-Time, you may submit a
provisional Institutional Certification along with other Just-In-Time documents. Afinal version of the Institutional Cerification may be uploaded in the

"Additional Information” section of your award folder at a later date. You should keep Program Staff of the funding IC informed of the expected date of
submission of the final Institutional Certification.

Humberof

Genome Data Sharing Certification: NOT UPLOADED

| Submit || Save || Wiew Just In Time Report |

2. Upload the appropriate file types:
o Budget Upload

Other Upload

Human Subject Education

Genome Data Sharing Certification
Other Support File
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Other Support is always available. If the application involves care and use of
vertebrate animals or involves Human Subjects, verification of the date of the
respective [ACUC or IRB approval is required on this Just-in-Time screen.

It is requested that active and pending support for all key personnel be provided.
Other Support includes all financial resources, whether Federal, non-Federal,
commercial or institutional, available in direct support of an individual's
research endeavors, including but not limited to research grants, cooperative
agreements, contracts, and/or institutional awards. Training awards, prizes, or

gifts do not need to be included.

To provide Other Support information, follow the suggested format available at
http://grants1.nih.gov/grants/funding/phs398/othersupport.doc and upload the

document using the Import button provided.

a. Select the Upload button for the appropriate type of file to open the corresponding
upload file screen.

b. From the upload screens, select the Choose File button to search for and select the file
to upload.
c. Select the Upload File button.

Just In Time

Grant Number: AR01CABOOOOT-01

PiName: JOYCE, JAMES

Proposal Title: Porirait of the Artist as a Young Man through Adufthood

Other Support File

.  ________________________________ sekafe________________________________________|
File Name: [Choose File | M) file chosen [cancal]
Upload File

The uploaded file displays under the File Name column with a status of Completed.

Other Support Fise:

Please provice active and pending suppartfor all key parsonnel. Other Support includes al financial resources, whether Federal, non-Federal, commercial or institutional, available in direct Support of an individual's
research endeavors, including but not limited contracts, andior ds. Training awards, prizes, of gifis do not need to be included

Ta provice the NIH Other Supoont. follow the susgested format availasle at hitn fiarants 1 nih g suppod do¢ and upload the document using the Imeor utton srevided below.

_—n_-__ Nember of Submssions

Sampie Document paf 08052013 COMPLETED |import | | Remove | 1

Budget Upload: NOT UPLOADED [impon |
Other Upload: NOT UPLOADED [impoa |
LACUC Date in MLLDDIYYYY format 1

Eumoorvm e

The ingtiution mustverify approval by he Instiulional Animal Care andUse Commitige (LCUC) of those companents of the application related to the care and use of animals, By specifying a date and saving this form
you confirm that ILCUC appeoval of this agplication was granted on hat date. If e LACUC required any modiicalions in the care of use of animals as descrided in the Research Plan, those changes must b submitted
to e apgropeiate NIH Grants Management ofice. The GLAW Assurance Number isted for your InsBuSion is A3033-01

[Submit| [Save | [View Justin Time Repen |
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3. Enter IRB information as appropriate:
o IRB Date
e Assurance Number

4. Select the Save button.

After saving the information, a confirmation message displays indicating that the information was
saved and that a user with the required authority must still submit the information.

If you are an SO, the Submit button is enabled at this time, and you can submit the information to
NIH.

NOTE: Commons performs validations upon saving. If required information is missing, error
messages will appear on the screen to guide you.

12.12.3 Submitting JIT Information To Agency

If you hold the SO role, you have the ability to submit the JIT report. Only SO users can submit
JIT.

To submit JIT:

1. Access the Just In Time screen for the appropriate application.
2. Optional: If not already uploaded, upload the appropriate JIT information.

3. Optional: Select the View Just In Time Report button if you wish to review the report
before submitting it.

4. Select the Submit button.

The Applicant and Organization Certification and Acceptance message displays as a pop-up.

5. Select the OK button to continue.

NOTE: Commons performs validations upon submission. If required information is missing, error
messages will appear on the screen to guide you.

Once submitted, the report is available for viewing from within Status Information. Status
Information is accessed by selecting the application ID (displayed as a link) from any of the Status
result screens. Refer to the section of this document titled Status Information on Page 142.

Y ou can resubmit JIT information as many times as necessary. Each section of the JIT information
can be submitted separately and more than once as long as at least one field element has been
completed. After each submission, the Just In Time screen displays the Number of Submissions
for each piece of information.
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Fleans provede schve and perdng suppod for all bey personnel Other Sucpor? ncludes ol Snancial rescir cas, whathar Federal non-Federal. commarcial or nadtuSonal, svadabie in direcs support of an nddual s
PERATCH SEE, FRChing Dl iR Bmiled 6 PERESTCh QTBNLE, COMMSTEI SOTRSTHTE, CHITBCIS, SHIr NSSIUBonsl swerds. Traning Swends, press, of (il o3 not nesd 1 5e nokded

To provice i HiH Crher Suppord, follow e suggeied lormal available s DRp oranis | nih govigrnts® Yoy BP0 O 0 M upkadd e decusment using i impon bullon proviced balow

e ————
L Fe ] Flame [ DeseCeesied | dwae | | Mamberof Submissions

Ctiver S Fie: HOT UPLOADED Impor

Buiged Uploact HOT UPLOADED mgon |

Crttwer Uiphoad: HOT UPLOADED I'nwﬂl
I —

A8 Date in MWDOAYTY Sormat | Buwoormr, =

¥t PR Sn Mkl Cirtly 13 MIF TUl e BiCh BhAitad N Ml g pletalon hid re il Rodrviden B33 00 (IR Sgaprirvdal By A0 IRE regialived B OHRP ufddr pour Mufmbn SuBie et AS4uwrands umbs Tl
remure B 20010 N b Gotaned eﬂhlm-tmewtw 3l e, By Bpety ﬂgar:l!t :lnr' u mgh i3 Form, 04 Cavtly ik ou e eRB POV For TS reseanch. Phase su"m:m“ CHRF Human Suscs
MSHLERFE PUTIET IYEAT) DTl IS OF PUMIEARIS: Bk S3CLNMA WM y0uT Inckiiuben: | PHece Sukect one rumisr =)

When a resubmission has occured, the Status result screens display the JIT link with an indication
of the number of times revised.

12.12.4 Viewing the Just In Time Report
If you are an SO or a PI you can view the Just In Time report from the JIT screen.

To view the report, select the View Just In Time Report button (SOs) or the View Report button
(PIs) at the bottom of the screen.

If the JIT information has already been submitted to NIH, the Just In Time report can be viewed
from a link within Status Information. The link displays as the date of the last submission plus the
number of times submitted and is located under the Other Relevant Documents section.

Status Information is accessed by selecting the application ID (displayed as a link) from any of the
Status result screens. Refer to the section of this document titled Status Information on Page 142.

Other Relevant Documents
e-Application

Appendix Appendix |

Appendix 2: Appendix ii

pendix 3. Appendix i
Justin Time DE/29/2009 Times Revised(2) )
eSubmission Cover Letter

Additions for Review (0 documents)

12.13 No-Cost Extension (NCE)

NIH Standard Terms of Award include the provision for grantees to extend the final budget period
of a previously approved project period one time for a period of up to 12 months, without
additional NIH funds. This action must be taken before the project period ends, and grantees are
required to notify NIH when they have exercised this authority.
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Policy: Extension of Final Budget Period of a Previously Approved Project Period without
Additional NIH Funds

Grantees may extend the final budget period of the project when the following conditions are met:

« Ifno additional funds are required by the NIH awarding office

o Ifthere will be no change in the project’s originally approved scope

In order to mandate an extension, one of the following criteria must be applicable:

« Additional time beyond the established expiration date is required to ensure adequate
completion of the originally approved project

o Continuity of NIH grant support is required while a competing continuation application is
under review

« The extension is necessary to permit an orderly phase-out of a project that will not receive

continued support

NOTE: The fact that funds remain at the expiration of the grant is not, in itself, sufficient
justification for an extension without additional funds.

To facilitate this process, the No-Cost Extension (NCE) feature exists in Commons, allowing
SO users to request NCE in one month increments up to 12 months. Accessible through Status
results, the link for accessing the feature is available 90 days before the project end date and is
removed at midnight on the project end date.

IMPORTANT: NIH requires grantees to use the No-Cost Extension feature and will not accept
notification via any other channels.

NOTE: If you are not eligible for an automatic no cost extension, you can request prior approval
from NIH for a no cost extension when the grant meets certain conditions. Please see Prior
Approval: Requesting a No Cost Extension for details.

To submit a No-Cost Extension:

1. Search for a particular grant using the Status - General Search screen.

2. Select the Extension link from Action column of the appropriate grant on the Status Result -
General Search screen.

The Extension screen opens.

3. Select the number of months by which to extend the grant by selecting an option from the
Extend drop-down list. Selecting an option updates the date in the This will extend the
project to text box.
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In extending the final budget period of the project period, the grantee agrees to update all required
certifications, including human subjects and animal welfare, in accordance with applicable
regulations and policies.

Grantees may not extend project periods previously extended by the NIH awarding office. Any
additional project period extension beyond the one-time extension of up to 12 months requires
prior NIH approval.

4. Select the Extend Project Date button.

Extension ¢

This Grant is eligible to be axtendad for up to 1 year. Note that only a S0 has the ability to perform a project extension and that you may do this only once through the Commaons.

Grant Number: SROTEY000002-05
Pl Hame: FINCH, ATTICUS
Proposal Title: Study on Genetics and Age-Related Degeneration

To extend the period, select the number of months for which you would like to extend the project period far this grant

Project End Date: 8312013
Extend: ™ | 3 Z‘

This will extend the projectto  11/30/2013

Extend Project Date

A confirmation screen displays a message You selected to extend the project period for this grant
for <#> months.

5. Select the Confirm button to continue.

Extension

Grant Number: SRO1EYO00002-05

Pl Name: FINCH, ATTICUS

Proposal Title: Study on Genetics and Age-Related Degeneration

You have selected to extend the pariod of performance of this grant by 3 months.

« By notifying NIH of this one-time extension of the period of performance, you certify that the exdension s not
1) being exercised merely for the purpose of using unobligated balance, 2) prohibited by the tarms and
conditions of the Federal award. or 3} requesting addifional Federal funds. Furiher, it does nof invalve any
change in the approved objectives or scope of the project

Cancel

Upon notification, the NIH awarding office will revise the project period ending date and provide
an acknowledgment to the grantee.

NOTE: When an extension without cost is submitted but cannot be processed due to an internal
business error, the link displays in Status Result as Extension Error. This link will continue to
display until the error has been corrected. Instruction will be given on whom to contact if you need
to have the error corrected before resubmitting. Once the error has been corrected, the No Cost
Extension will be processed, and the appropriate eNotifications sent.
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12.14 Change of Institution

The Change of Institution process in eERA Commons allows extramural grantee institutions to
submit Relinquishing Statements electronically via Commons. Relinquishing Statements (RS) are
the official documents relinquishing interests and rights to Public Health Service (PHS) research
grants and typically accompany a change of institution or successor in interest request.

The Manage Relinquishing Statement and Relinquishing Statement screens are accessible via the
Status module.

For more information, refer to the collection of topics within the Commons Online Help for
Change of Institution (http://era.nih.gov/erahelp/commons/default. htm#Chglnst Overview.htm) or
the Commons Change of Institution User Guide (http://era.nih.gov/files/ccoi_userguide.pdf).
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12 Prior Approval Module

Policy: See section 2.3.7.2 under "Policies Affecting Applications"

NIH Policy allows grantees a level of discretion when making changes to
budgeting or grant-related activities. However, some changes require written
prior approval. Users can access the eRA Commons Prior Approval module at:
https://public.era.nih.gov/priorapproval/landing.jsp.

The Prior Approval module allows Principal Investigators (PIs) and Signing
Officials (SOs) to respond to prior approval invitations from the granting
agency (see note below) or to withdraw from successfully submitted grant
application that has not yet been awarded.

In addition, SOs may also request a change of the PD/PI on a grant and
request No Cost Extensions when the grant meets specific conditions.

NOTE: To initiate a $500K request, please contact your Program Official. (see the 500K section
for more detail)

To access the Prior Approval Landing screen:

1. Loginto eRA Commons
2. Select the Prior Approval tab on the Commons Home screen.

i) A Electronic Research Administration

A program of the National Institutes of Health

Home Admin Inslitution Profile Personal Profile Statu§  Prior Approval BRPPR  xTrain xTRACT Admin Supp

a. PIs will see the option to initiate a Withdrawal Request, respond to a
500K invitation, or to List My Requests on the Prior Approval
landing screens.
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b.

Prior Approval @

Initiate a Prior Approval Request | Existing Prior Approval Requests

Select the type of request you wish to initiate. To view Prior Approvals pending review, please select List My Requests.

Request type:
Withdrawal Request

£ List my Requests

SOs will see options to initiate a Withdrawal Request, Change of
PD/PI, No Cost Extension, Carryover, as well as options to list
existing requests and to search for requests.

Prior Approval @

Initiate a Prior Approval Request ‘ Existing Prior Approval Requests

Select the type of request you wish to initiate To view Prior Approvals pending SO review, please select List My Requests.
To search for Prior Approval requests from your institution please select Search for Request.

Request type:
No Cost Extension

Withdrawal Request iE List my Requests Q Search for Requests
Carryover Request

Change of PD/PI Request

Please refer to the specific sections for full instructions on the various
request options, and general request management.

12.15 List My Requests

Users can utilize List My Requests on the Prior Approval landing screen to view existing Prior
Approval Requests.

List My Requests is available to both PIs and SOs.

The PI view of List My Request displays all Prior Approval Requests for applications on which
the PI is the Contact PL.

The SO view of List My Request displays all Prior Approval Requests in status Pending SO for
the institution. If the SO would like to see a Prior Approval that is not in Pending SO status, they
should use the Search Prior Approval feature.

1. To access the List My Request list, select List My Requests from the Prior Approval
Landing screen.
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Exisfing Prior Approval Requesis

Existing Prior Approval Requests

To view Prior Approvals pending review, please select List My Requests. To view Prior Approvals pending SO review, please select List My Regquests

To search for Prior Approval requests fram your institution please select Search for Request

Q, Search for Requests

o The user is taken to the hitlist of Prior Approval requests.

List my Requests @ -
: Pl View
Show 10 |=|entnes « Back to Prior Approval
RequestlD +~ RequestType = Prior Approval Status 5 Application ID * ProjectTitle = Action
2040 Withdrawal In Progress Pl 1 RO1 A123456-01 Project Title Modify
2041 500K In Pragrass 50 1 R01 A999999402 Project Title 2 View PDF
Wiew History
Showing 110 2 of 2 entries
Preaious MNext
List my Requests
Show | 10 :- enires SO Vlew « Back 10 Prior Approva
Reguast Prigr Approval
[ +] - Typa * PlHame = Orant Number 3= Application Trte * Actions
10024 500K AR Significant Request Moty
1o SO0k A Significant Request Moty
10020 500K iy Significant Request Moty
10017 Wihdrawal Rid A Genati Adagilations 1o Andbeotics: Roke in MRSA Perststent Endovascular Mooy
Infecitions
10008 WEhdr el RE1NSI Tasgeting R155H pa7T_VCF to treal BMPED_ALS, a rare degeneratie Mocty
SO
Showing 1 89 & of & énlries

2. Select the grant you with to initiate the request for.
3. The system will initiate the request and redirect the user to the Modify
Request screen.

NOTE: If the request was initiated in error, the user may choose to delete the request via the
Delete button on the Modify Request page.

NOTE: If the request was routed to a reviewer and needs to be recalled, please follow those
instructions in the Recall section.
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12.16 Search for Existing Prior Approval Requests

Only SOs can access the Search for Requests option under the Existing Prior Approval Requests
on the Prior Approval landing screen.

An SO must be affiliated with the institution that initiated the request.

NOTE: PIs use the List My Requests option to see a hitlist of requests where they are the current
reviewer. See the List My Requests topic for more information.

To search for a request:

1. To search for existing requests, select Search For Requests.

Existing Prior Approval Requesis

To view Prior Approvats pending SO review, piease select List My Requests

To search for Prior Approval requests from your institution please sebect Search for Request

= List my Requests | Q Search for Requests ]

2. The "Search Prior Approval Requests" screen will open. On this screen, use any of the
available search fields to find requests for the institution.

Home Admin Institution Profile  Personal Profile  Status  ASSIST | Prior Approval RPPR xTrain xTRACT  Admin Supp

eRA Partners Mon-Research

Search Prior Approval Requests @

« Back to Prior Approval
Pl Lookup (by Last Name, First
Request ID Request Type Request Status Name})
Select a request type E| Select a status B les
LESS, ISAMORE (LESSI)

Activity Code IC Serial Submission Date Range: From

E| zerial num date start = date end =
Clear Search Search

3. Users may search on the following criteria:
m Request ID

m Request Type (select from "Withdrawal Request or "500K Request")
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nn

m Request Status (select from "Submitted to Agency", "In Progress SO", or "In Progress
PI").
m PI Lookup (names of valid, matching PlIs begin to appear as the user begins typing)
m Activity Code, IC, Serial
m Submission Date Range (From: and To:)
4. After entering search criteria, select the Search button to perform the search. Selecting

Clear Search clears the search boxes in preparation for another search.
m Once Search has been selected, the screen expands to display a hit list of all requests

based on the search criteria.

Show 1 | @Ntnes
Request ID » Request Type * Pl Hame * [Request Status = Application ID F Project Title ¥ Actions
3003 Withdrawal Pl Name Submitied to Agency 1 RO A123546-00 Project Title \igw PDF
View History
0z Withdrawal P Name In Progress S0 1 ROT A123546.00 Progect Tile Modity
2040 Withdrawal F1 Name In Progress Pl 1 RO A1 23546-01 Project Titke View
Showing 110 3 of 3 entries -

5. Choose available View and Modify options from the Actions column.

m View PDF Opens a read-only PDF version of the request
m View History - to view the progress of the request

m Modify opens the Modify Request screen to allow editing

m View the request - opens the View Request screen that displays a read-only version of
the request.

12.17 $500K Requests

Any applicant planning to submit a grant application with $500,000 or more in
direct costs in any one budget year (excluding consortium F & A costs) is
required to contact their Program Official (PO) and obtain agreement from the
funding agency six (6) weeks prior to their application submission.

If the PO determines that they wish to receive the request through an
electronic process, they will initiate an invitation to the PI which will open up a
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request in the Prior Approval module. The PI and the Notice of Award email
of the organization on the invitation will receive an email notifying them of the

invitation.

NOTE: The option to submit a $500K request will not be visible in the Prior
Approval module of eRA Commons until the PO has initiated the invitation.

Select the Prior Approval tab in eRA Commons to begin the process.

Respond to $500K Request from PO

1. Onthe Prior Approval landing page, under the Existing Prior Approval
Requests section, click on the List My Requests button (PI), or Search

for Requests button (SO).

Prior Approval @

Home Admin Institution Profile Personal Profile Status ASSIST | Prior Approval | RPPR
xTrain XTRACT Admin Supp eRA Pariners_Non-Research

Initiate a Prior Approval Request

initiate. please select List My Reguests.

==

Select a request typeﬂ

Go

‘ Existing Prior Approval Requests

Select the type of request you wish to To view Prior Approvals pending review,

Admin Supp eRAPartners MNon-Research
S0 Vie

Existing Prior Approval Requests

Prior Approval @

Initiate a Prior Approval Request

Selectthe type of request you wish to
initiate. List My Requests.

please select Search for Request.
Request type:

Select a request type E|

Home Admin Institution Profile  Personal Profile  Status  ASSIST | Prior Approval |RPPR xTrain  ¥TRACT

To view Prior Approvals pending SO review, please felect

To search for Prior Approval requests from your ingtution

i~

=0

= List my Requests Q, Search for Requesis
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NOTE: Signing Officials will be taken to a search screen and will have the
option to search for requests in their institution using a variety of search
criteria. If the request is in the status of "In Progress SO", the SO may
proceed to modify the request. However, if the request is in another
status, the SO will need to perform a recall in order to modify it.

2. For PIs, the next screen will show a hit list of Prior Approval requests that
are available to modify. Select the "Modify" link in the Action column.
The Request Type will be "500K" and the Prior Approval Status will be
"In Progress PI".

For SOs to modify the request, they will need to be the current reviewer
or they will need to perform a recall as noted above in order to become
the current reviewer. Once the requestisin the "In Progress SO" status,
the SO will be able to modify the request.

Home Admin Institution Profile Personal Profile  Status  ASSIST  Prior Approval RPPR xTrain xTRACT Admin Supp eRA Pariners

Non-Research
.
List my Requests @

Show | 10 ﬂ enfries « Back to Prior Approval
RequestlD » RequestType <& Prior Approval Status & Application I £ Project Title £
g 5| i
5064 S00K Submitted to Agency CA test View PDF  View History

9

5063 SO00K In Progress Pl CA MiA Modify

Showing 1to 2 of 2 entries Erevious et

Show | 10 E'entries

Request Recall process
D - Reguest Type

S50 View after

Request Status ApplicationiD % Project Title ¢

5089 500K WEDD, Submitted to Agency  OD Test Title !
CHARLOTTE View PDF
View History
5088 S00K_ WEEB, In Progress S0 CA Monsurgical -
CHARLOTTE — Treatment of m
Thoracic Aortic
Aneurysms
Showing 110 2 of 2 entries
Previous - MNext
PI
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1. The Prior Approval Request 500K - Modify Request screen displays.

Home Admin Institution Profile Perzonal Profile  Status  ASSIST | Prior Approval  RPPR xTrain xTRACT Admin Supp
eRA Partners  Mon-Research

Prior Approval Request sook - Modify Request @
Mote: Required fields are marked with an ™

Request ID
5063
Principal Investigator (PI) Organization
CHARLOTTEWEEB UNNERSITY OF CAVATICUS
Project Title* FOA* Anticipated Submission Date®
=
Activity Code IC Serial Program Official Program Official Email
CA WHITE, E.B. eRATest@miail nih.gov

Justification-

Total remaining allowed limit is 500 characters.
Supporting Documents

X Upload Drag up to 10 files here to uplead

File Name Date Created Action

Queries pdf D8/03/72016
[ Cancel ” Wiew History l Submit

The system will pre-populate these fields:

« Principal Investigator (PI)
« Organization
o IC (to which the application will be submitted)
« Program Official information (based on the invitation from the
PO.)
2. The following required [*] fields must be populated in order to

continue the process:
« Project Title

« FOA
« Anticipated Submission Date
« Justification

SO
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1. The Prior Approval Request 500K - Modify Request screen displays.

Home Admin Institution Profile Personal Profile  Status  ASSIST | Prior Approval  RPPR xTrain  xTRACT
Admin Supp eRAParners Non-Research

Prior Approval Request 500k - Modify Request @

Note: Required fields are marked with an ™

Request ID

5063

Principal Investigator (P} Organization

WEBE, CHARLOTTE UNIVERSITY OF CAVATICUS

Project Title* FOA" Anticipated Submission Date*
[Project Title (as it will be submitted)] =]

Activity Code IC Sernal Program Official Program Official Email

CA WILLIAMS, GARTH eRATest@mail.nih.gov

Justification®
[Provide an abstract-type of justification here for the project. The character limitis 500]

Total remaining allowed limit is 407 characters.

Supporting Documents

o Upload Drag up to 10 files here to upload.

File Name Date Created Action
Queries.pdf 09/08/2016

NI - (] oo |

2. Onthe modify screen, the SO must provide the following information
in order to continue the process:

. Project Title

« FOA (Funding Opportunity Announcement Number)

. Anticipated Submission Date - The date the application is
expected to be submitted. This date may not be in the past, or
more than 120 days in the future.

« Justification - This is a brief description of the justification to
submit for over $500K. The character limit 500.

NOTE: If the $500K request is being submitted for a Renewal (Type
2) application, the user may also provide the Activity Code and Serial
Number of the grant family.
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3. When finished, click the appropriate button at the bottom of the
$500K - Modify Request screen for the next action.

Submitting the $500K Request
All required (*) fields must be populated before submission.

o The PI may now submit the request.

« If the PI chooses to do so, they may route the request to an SO for review
and final submission.

« Upon a successful submission, the system will send an email notification
the submitter, as well as to the associated PI, informing them that the
request was submitted to the Agency.

1. Click Submit.

The Submit Confirmation screen will appear.

Submit Confirmation

Do you wish to submit this 500K request?

2. Click Yes and a Success notification will appear at the top of the screen.

Success: Your 500K request has been successfully submitted to agency.

12.18 Withdraw a Grant Application

NOTE: Both PIs and SOs may initiate Withdrawal Requests but only an SO may
submit them.

Initiate a Withdrawal request:

1. From the Prior Approval landing screen drop-down menu, select
Withdrawal Request from Request type: and click Go.
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Prior Approval @

Initiate a Prior Approval Request

Selectthe type of request you wish to initiate.

Request type:

‘Select arequesttype

Withdrawal Request
Change of PDYPI Request

Mo Cost Extension Request
L= -

« The system displays a hitlist of all grant applications eligible for
withdrawal in the Withdrawal - Available Grants screen. The type of
information displayed is based on the users' role.

« A PI will see grants that are eligible for withdrawal on which they are
the contact PI.

Prior Approval Request withdrawal - avaitable Grants @

The followang granis are eligibde for withdrawal. Please select one grant and chick the Initiate Withdrawal Request button

Show 10 ~ | entres
Grants.gov Tracking # & Application|D & Project Title ¥ Application Status § eSubmission Status Date
GRANT 012345 1R1234567-01 Tithe of Grant Application Panding IRG Raview 2016-01-25 1843340

Showing 1 to 1 of 1 entries

« An SO will see grants eligible for withdrawal at their institution. The
SO also has the ability to search by entering; Grants.gov Tracking #;
Application ID (Grant Number); or the PI name, and then selecting
the Search button.

NOTE: When searching by PI, the hitlist will only show those grants
on which that investigator is the contact PI. If the investigator is
associated with a Multi-PI grant, but is not the contact PI, those
grants will not be part of the search results.
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Prior Approval Request witharawal - availabie Grants @
The foliowng grants are elgible for withdrawal Please select one grant and chck the Initiate Withdrawal Request bution
Search Grants.gov Tracking & Search Application ID Search Pl
L S {
Show 1 - | enfries
Grants.gov eSubmission Status
Tracking # % Application ID % Project Title % Application Status % PlName %+ Date -
GRANT123456TBA 1AD1AB123458.07  Tithe of Grani Apphcation Pending IRG Review Fi Hame 2016-01-28 1908550
GRANT123456TBB 1ADIAB123456.01  Titke of Grand Application 2 Pending IRG Review Pl Hame 2016-01-28 17:03.55.0
- 2 3 4 =] & Mena
N | Inatiate Withdrwal Request ]

« Applications that have gone through council review and any with the
following statuses will not display in the hit list.
o Awarded
o Withdrawn
o Canceled

2. Select one grant application by clicking the radio button on the left.
3. Select the Initiate Withdrawal Request button to initiate the

withdrawal request.
« The user is redirected to the Modify Request screen, where they can

add justifications and supporting documents for the request
withdrawal (see Modify Prior Approval Requests).

NOTE: There are times that the agency may be taking action on the
application that will prevent users from withdrawing their application through
Prior Approval system. In these cases, the system will display the following
error: There is a pending agency action on Application, please submit your
withdrawal request to Division of Receipt and Referral.

Once the Withdrawal Request is ready to submit, an SO must perform that
action. See Submit a Withdrawal Request for more information.

Modify an Existing Prior Approval Request

Once a Prior Approval Request is initiated, it is available for modification by the
current reviewer.

Users are taken to the Modify Request screen when the user selects:
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« The Initiate button from the Available Grants screen
« The Modify button from either the List My Requests hitlist, or the Search
Prior Approval Request hitlist.

To Modify the Request:

The Modify Request screen contains a read-only heading section and request
information.

Prior Approval Request withdrawal - Medity Request @
rNt}lB: Requred fields. ara marked with an *
Request ID -
2040 This area
Principal Investigator (F1) Grants gov Tracking Application 1D —
Pi Name: GRANTSIM 2345676 1 RO AfZ3458.01 Cann01 be
Project Tithe EdltEd
Propct Tiile S —_—
[ Justification: ) 3
Enter pustificabion for withdrawal of apphcation here . - "
Use this area
Total remainmng allowed limil s 4000 characlers .
to provide
Supporting Documents informaﬁon
£ Upload —and to manage
the Prior
File Narme Date Created Action Appro“fal
@ PO1 - progect 1- R1.pdf D5ME2016 Wi Dbtz Request
1 Cancel View History m Route | Dt m

Users may perform the following actions on the Modify Request screen:

1. Enter or modify Justification.

2. Upload PDF documents (not to exceed 5MB. Some limits on the number of
documents may apply per FOA or PO direction). The user may also delete
uploaded PDF documents.

Select the View History button to see the actions taken so far.

Route the request (from SO to PI or vice versa).

Delete the request.

Select the Save button to save any changes on the screen.

Select the Cancel button to return to the Prior Approval landing page.

N U kW

NOTE: $500K requests cannot be deleted

Submit a Withdrawal Request

NOTE: Only a Signing Official (SO) can submit a withdrawal request and only
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when the SO is the current reviewer of the report.

Tip: Grantees are strongly encouraged to review the Withdrawal Request prior
to submission, to ensure all relevant information and attachments are

provided.

To submit the Withdrawal Request to agency:

1. Select the Modify button from the Action column of the List My Requests
screen. Users are automatically directed to the Modify Request screen.

Home Admin lnsifution Profile  Persond?
List my Requests

show 1 = | entries Prior App
Regquest Fricr A|

4] - Tip# 4 acvons
10024 SO0K, Moy
0 500K Moy
002 SO0, WOy

0 Wihdrawa oy
10008 NEhdre Foddy

| N

showing 1 09 & of & &

Prior Approval Request{indrawal - Modity Request)@
Mote: Reguired fiekds are marked with an
Request ID
3003
Principal Investigator (P1) Grants.gov Tracking
Pl Name GRANTS1Z3456789

Application ID

1 R01 AN23456-01
Project Tithe

Progect Title

Justification

Enles justiication for withdrawal héne

Supporting Documents
1 Upload . !

File Mame Date Created Action
No documants provided

Cancel Wiew History LG Foule | Delele @

2. Once the required justification has been entered, and all supporting
documents have been uploaded, select the Submit button from the
bottom of the Modify Request screen.

3. A confirmation box displays. Click Yes.

Confirmation

Are you sure you wish 1o submit 1o Agency?

- A message displays on the screen indicating that the request
has been successfully submitted.
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Success: Your withdrawal request has been successfully submitted to agency.

« A notification is sent to the submitting SO and PI(s) that the
Withdrawal request has been submitted to Agency.

12.19 Requesting a No Cost Extension
Requests for No Cost Extensions (NCEs) may only be initiated by a Signing Official (SO).
A No Cost Extension may be requested in the following situations:

o Ifthe Grant has previously had a No Cost Extension and less than 90 days remain before
project period End Date.

o The Grant has previously had a No cost Extension and the application is within 270 days
after the end of the project period End Date has passed, but the grant has not been closed.

o The Grant does not have an expanded authority and less than 90 days remain before the
project period end date.

o The Grant does not have an expanded authority and the application is within 270 days after
the end of the project period end date has passed, but the grant has not been closed.

Users may modify these requests until they are submitted to the agency.

NCEs may not be submitted if they contain errors but they may be submitted with warnings.
NCE request may not be submitted for grants for which the closeout process has begun.
Initiate a No Cost Extension

Log into Commons and select the Prior Approval tab.

From the drop-down menu in the Initiate a Prior Approval Request section, select the option for
a No Cost Extension and click the Go button.

Initiate a Prior Approval Request

Select the type of request you wish to initiate.

Requesttype:| Selectarequesttype > Go

Select a request type

Mo Cost Extension
Withdrawal Reguest
Change of PDIPI Request
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The No Cost Extension - Modify Request screen will open. All fields and listed documents are
required in order to submit the request.

Home Admin
eRA Partners Non-Research

All fields and documents are required

Application Information

Name of PD/PI
Burns, George

PD/PI User ID
GEORGE_BURNS

Type Act IC Serial# Year Suffix
5U01TES123456-10

Institution
UNIVERSITY OF VAUDEVILLE

Institution Profile  Personal Profile Status ASSIST | Prior Approval

RPPR xTrain xTRACT Admin Supp

Prior Approval Request No Cost Extension - Modify Request @

Program Official
Birnbaum, Mathan
eRATest@mail nih.gov
(240) 555-5555

Grants Management Specialist
Allen, Gracie
eRATest@mail.nih.gov

(919) 316-4666

Application Title

Functional Genomics of Chemical-Induced Acute Lung Injury

Project Period
09/29/2006 - 04/30/2017

Budget Period
05/01/2015 - 04/30/2017

Request Detail

Request ID: 652

Number of Months
5 [=]

Amount of Unobligated Balance
0

Proposed Budget Period End Date

Do Assurances Remain in Place?
Yes

Proposed Project Period End Date

Does Pl Maintain Measurable Effort?
Yes

=] [~

Progress Report

File Name

ProgressReport_test pdf

Drag up to 1file(s) here to upload.

Date Created Action

02M10/2017 View Delete

Budget Document

X Upload

File Name
Budget_fest.pdf

Drag up to 1file(s) here to upload.

Date Created Action

02/10/2017 View Delete

Justification Decument

File Name

Justification_test.pdf

Drag up to 1file(s) here to upload.

Date Created Action

021072017 View Delete

[cancer ][ view History | ([N Derete | [N

Saving the request for later completion and submission (if needed)

If it is necessary to complete the request at a later time, click on the Save button. A confirmation
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message will be displayed if all required fields have been completed.

Prior Apprcval Request Mo Cost Extension - Modify Request @

& Success: Request saved successfully.

Modifying a request

Between the time that a request has been initiated and before it is submitted to the agency, an
SO may modify the request.

The SO may perform this action by clicking on either List My Requests (if the SO initiated it), or
Search for Requests (if a different SO initiated the request) from the Prior Approval landing

page.

Existing Prior Approval Requests

To view Prior Approvals pending S0 review, please select List My Requests.

To search for Priar Approval requests from your institution please select Search for Request.

= List my Requests Q, Search for Requests

From the resulting hitlist, select the Modify link in the Action column. This will take the user to the
Modify Request screen.

Home Admin Institution Profile Personal Profile  Status ASSIST | Prior Approval  RPPR xTrain  XTRACT Admin Supp €RA Pariners Non-Research

List my Requests @

Show 10 E| entries « Back to Prior Approval
RequestID ~ RequestType % PlName % Application ID + Project Title + Action
751 Change Of Pl TAM. RIVER TRF1AG123456-01 FIREFLY TEST PROJECT ALPHA Modify
652 No Cost Extension  Reynolds, Malcom "Mal" ~ 5U01ES123123-10  FIREFLY TEST PROJECT BETA
400 Change Of Pl Frye, Kaylee 1KOT1HL999999-01 FIREFLY TEST PROJECT CHARLIE Modify

Showing 1 to 3 of 3 entries

Previous MNext

On the Modify Request screen, update the information as appropriate. At this stage, all of the action
buttons at the bottom are available. You may choose to,
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o Submit - if all of the information is entered and accurate

o Save - if additional updates may still be required

« View History - to see the actions that have been taken so far and who performed the action
o Cancel - if the current actions should not be saved

o Delete - to remove the request entirely.

Home Admin Institution Profile Personal Profile Status ASSIST  Prior Approval RPPR  XTrain  XTRACT Admin Supp
eRA Partners Non-Research

Prior Approval Request No Cost Extension - Modify Request @

Application Information

PD/PI User ID Name of PD/PI Grants Management Specialist Program Official

GEORGE_BURMNS Burns, George Allen, Gracie Birnbaum, Mathan
eRATest@mail.nih.gov eRATest@mail.nih.gov
(919) 316-4666 (240) 555-5555

Type Act IC Serial# Year Suffix Application Title

5U01ES123456-10 Functional Genomics of Chemical-induced Acute Lung Injury

Institution Budget Period Project Period

UNIVERSITY OF VAUDEVILLE 05/01/2015 - 04/30/2017 09/29/2006 - 04/30/2017

Request Detail

Request ID: 652

Number of Months Proposed Budget Period End Date Propesed Project Period End Date

5 B2
Amount of Unobligated Balance Do Assurances Remain in Place? Does Pl Maintain Measurable Effort?

0 Yes [x] | Yes B

Progress Report

Drag up to 1file(s) here to upload.

X Upload
File Name Date Created Action
ProgressReport_test pdf 02M10/2017 View Delete

Budget Document

2 Upload Drag up to 1file(s) here to upload.

File Name Date Created Action

Budget_test.pdf 0210/2017 View Delete

Justification Document

2 Upload Drag up to 1 file(s) here to upload.

File Name Date Created Action

Justification_test. pdf 02/10/2017 View Delete

(ancr ) e oy ) RN ot ) (D

Status Module 220 September 7,2018



eRA Commons User Guide

Canceling a request

When you click on the Cancel button your browser will leave the Modify Request page and go
back to the previous page. You will be presented with a confirmation message to confirm your
actions. Once Yes is clicked, you will be taken back to the previous page. If you have saved any
information in the Modify Request page, it will still be available to update later.

Confirmation

Are you sure you woukd like to Cancel? All changes will be lost,

Deleting a request

If you decide to delete the request while on the Modify Request page, simply click on the Delete
button and any activity you have performed will be deleted and the screen will return to the prior

page.

If you have saved information and are no longer on the Modify Request page, you may still look
up the request from the Prior Approval landing page. Click on the List My Requests button to list
requests that you have initiated, or click on the Search for Requests button and perform a search
to find the request to be deleted.

From the resulting hitlist, for either method, click on the Modify link in the Action column for the
desired request. This action will open the Modify Request page. At the bottom of the page, click on
the Delete button. You will be presented with a confirmation message to confirm your actions.
Once Yes is clicked, you will be taken back to the Prior Approval landing page.

Submitting the request to the agency

When all fields have been populated and all required files have been uploaded, click on Submit to
send the request to the Agency. A confirmation message will be displayed asking for a second
confirmation that you wish to submit. Click on the Yes button on that message to submit. Once the
system validates that all required fields have been completed and all required documents uploaded,
a message will be displayed indicating a successful submission.
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Confirmation

Are you sure you wish to submit to Agency?

v

Prior Approval Request 1o cost Extension @

B Success: No Cost Extension request has been successfully submitted to Agency

If the grant has been closed, it will not be eligible for an NCE and an error message will display.

© Error: This grant has been closed and is no longer eligible for a No Cost Extension

View the history of the request

Use either the List My Requests or the Search for Requests button to find the request.

Existing Prior Approval Requests

To view Prior Approvals pending SO review, please select List My Requestis.

To search for Priar Approval requests from your institution please select Search for Request.

= List my Requests Q, Search for Requests

In the resulting hitlist, select the Modify or View History link in the Actions column. The link will
say Modify until the request has been submitted to the agency. After a successful submission, the
link will change to View History.
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List my Requests @

Pl View

Show 10 « | entnes

« Back to Prior Approval

RequestID < RequestType 5 Prior Approval Status = Application ID * ProjectTitle < Action

2040 ‘Withd rawsal In Progress Pl 1 RO1 A123456-01 Project Title Modify
2041 Mo CostExtension  In Progress 50 1R01 4999993402 Projact Title 2 View PDF
View History

Showing 1to 2 of 2 entries

Previous MNeaxt

List my Requests .
SO View
Shew | 1 | enitries « Back 10 Prior ADprova
Raeguest Prigr Approval
5] - Type = Pl Name = OGrantNumber 3 Application Tide * Actons
10024 500K EMEAD, MOATIMER AA Test Application 1 Mooty
z
10021 Mo Cost Extension =ssGsn, E0G23 A Test Application 3 hoch
10020 S00K VA A Test Application 3 Moty
10017 Mo Cost Extension =a RIINE1I31I30141  Genetic Adsptations to Antibictics: Role in verious persistent  View FDF
endovsculer infections Wiew History
10008 Withdrzwal AUNEES, EFFIE RTINS1Z34E50141  Targeting R155H pB7_VCP to trest & variety of rare Mogity

degenerstive nenvous system disorders

Showing 1 10 5 of S entries

Clicking on the Modify link will open up the same Modify Request screen used for the initial
information. At the bottom of the screen, click on the View History button to see the history of the
request.

Clicking on the View History link from the search results Action column or the View History

button from the Modify Request screen will open up the View History screen that will show what
actions have taken place on the request.

Prior Approval Request @ no CostExtension- View History
Request ID
20897

Principal Investigator (P1)
Grint, Rupe

Application ID

AAA23456TRD
Action Taken By - Event + Action Date * Request Status * Comment L
Malfoy, Draco Initiate 04/04/2016 In Progress SO
Malfoy, Draco Submit 04/04/2016 Submitted to Agency

Showing 1 te 2 of 2 entries

Status Module 223 September 7, 2018



eRA Commons User Guide

12.20 Requesting a Change of PD/PI on a Grant

When it is necessary to change the PD/PI(s) on a grant, an SO may use the Prior Approval
module to create and submit the request to the agency.

PD/PIs will not see the option for a change of PD/PI(s) when they log in to Commons and access
the Prior Approval module.

The following are the available functions and who may process them:

Initiate: any SO

Modify/Save: Current Reviewer
Delete: Current Reviewer
Route: Current Reviewer
Submit to Agency: any SO

View: actor who is not the current reviewer
m Current Reviewer is determined by the role of user and the Change of PD/PI Status
(for example, if an Change of PD/PI is SO Pending, any SO can work on the request.)

Initiate a Change of PD/PI Request

1.

2.

User selects Change of PD/PI Request from the Request type: drop-down menu.

Prior Approval @

Initiate a Prior Approval Request

Select the type of request you wish to
initiate.

Request type:

|. [ Change of PD/PI Request | EI

System displays eligible grants as outlined below:
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Home Admin Institution Profile Personal Profile  Status  ASSIST | Prior Approval RPPR xTrain  ¥TRACT Admin Supp eRAParners Mon-Research

Prior Appl’OVE' Request Change of PD/PI - Available Grants @
The following grants are eligible for Change of PI. Please select one grant and click the Initiate Change of Pl button.

Search Grant Number Search Pl

Clear Search Search

Show | 10 E\entries

Grant Number = Project Title = PlName + Budget Period End Date
< 1R15DE123456-01 Genome Data Mining Tester, First 06/30/2019
1RD1GME54321-01  Mechanisms of regulation of DMA repair helicases Tester, Second 07i312017
4 1R15E5123456-01A1 The Role ofthe Peritoneum Pathogenesis TESTER, THIRD 071312017
{RD1GM123456-p1  Integration of Small RMAS in Control of Saimonella Pathogenicity  TESTER, FOURTH 07/31/2017
7)  1R21HL123456-0141 Development of a Liposomal Nanostimulator Tester, Fifth 0713112017
2RO1GMO00123-05  Phosphatidic acid regulation of mTOR signaling TESTER, SIXTH 0713112017
2 1K2241123456-0141 Defining novel mechanisms of influenza virus gene regulation Tester, Seventh 06/3042017
1R21HLES4321-0141 An objective noninvasive single-cell method to identify HSC TESTER, EIGHTH 06/3002017
2 1R21MHB54321-01  MNovel DNAzyme sensors for lithium and sodium Tester, Ninth 06/3002017
1R21HLE54321-0141 The 23rd Annual Midwest Microbial Pathogenesis Conference TESTER, TENTH 06/30/2017

Showing 1 to 10 of 30 entries

Previous 2 3 Mext

I Initiate Change of PI

3. o Grant year is the most recent awarded year in the segment

Grant family is not past the Project Period End Date

Grant is not a Fellowship
Grant is from an IC/Agency that supports Change of PD/PI

o Administrative Supplements cannot have a Change of PD/PI initiated

4. SO selects a grant and initiates request:

NOTE: If the grant selected already has a pending Change of PD/PI request already
pending in the PA Module, the system will display an error message. This error message
will contain the pending request number which is a link from which user can access the
pending request.
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Prior Approval Request Change of PD/PI - Available Grants @

@ Error: There is already a Change of PDIP| Reguest pending in Commons for 1R01NS092641-01A1; | Request #651 ‘

« If no pending request exists, the system assigns a Prior Approval ID number to the
request

o Request is set to: In Progress SO

o The user is taken to the Change of PD/PI Modify Request page
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Home Admin Institution Profile Personal Profile Status ASSIST Prior Approval RPPR xTrain XTRACT Admin Supp

eRA Partners Non-Research

Prior Approval Request change of PDIPI - Modify Request @

Application Information

PD/PI User ID Name of PD/PI Grants Management Specialist Program Official

CRYSTALMAX Crystal, Billy Max, Miracle Maontoya, Inigo
eRATest@mail.nih.gov eRATest@mail.nih.gov
301-555-5555 301-555-5555

Type Act IC Serial# Year Suffix Application Title

1K0D1HL123456-01 Efficacy of revitalization medicine coated in chocolate

Institution Budget Period Project Period

UNIVERSITY OF FLORIN 08/01/2016 - 07/31/2017 08/01/2016 - 07/31/2021

Request Detail

Request ID: 400
PD/PI Assigned to Current Grant Year

PD/Pl Name PDIPI ID
Crystal, Billy CRYSTALMAX
Level of Effort in Person Months
PD/PI Name PD/PI ID Contact PD/PI Calendar Academic Summer
Last name, First name I:l
Biosketch Other support

£ Upload i Upload
Add/New

PD/PI Name  PD/PIID Contact PD/PI cal Aca sum Bio Sketch  Other Support Action
Crystal, Billy CRYSTALMAX Y Modify Delete

Effective Date

Justification Document

[ [ (5] [ ( |"
2 Upload Drag up to 1 file(s) here to upload.

File Name Date Created Action

No documents provided

l Cancel H View History ] Save
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The Change of PD/PI Modify Request page consists of a read only header, OPERA -
mandated questions (which may be optional), and IC specified document uploads.

The current reviewer may modify the following on a Change of PD/PI Modify Request:

Add a PD/PI
Remove PD/PI
Mark PD/PI as Contact PD/PI
Add Level of effort for PD/PI (calendar, or academic and/or summer)
Effective Date
Justification
Leadership for Grants that will become MPI
Upload Bio Sketch (for each PD/PI)
o Limit one (1) PDF per PD/PIL, and file may not exceed 6 MB.
Human Subjects checkbox
Other Support upload (for each PD/PI)
Other Documents (up to 10, 6 MB size limit per file)
IC specific upload

4. When information for a new PD/PI is entered, click on the Add/New button. A confirmation
pop-up will open, click the Yes button to confirm the change.

Replace existing PD/PI

Do you wish to Replace existing PD/PI

5. The SO may Save the request at this time if the request is not ready to submit. When the
Save button is clicked, a message should appear at the top of the page indicating that the
request has been saved.

Prior Approval Request change of PD/PI - Modify Request @

B Success: Request saved successfully.
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Submit the request to the agency

When all fields have been populated and all required files have been uploaded, click on Submit to
send the request to the Agency. A confirmation message will be displayed asking for a second
confirmation that you wish to submit. Click on the Yes button on that message to submit. Once the
system validates that all required fields have been completed and all required documents uploaded,
a message will be displayed indicating a successful submission.

Confirmation

Are you sure you wish to submit to Agency?

Prior Appl’OVE' Request Change of PD/PI - Available Grants @

& Success: Change of PDIPI Request has been successfully submitted to Agency

Other actions that occur are:

o System generates a PDF of the request including uploaded documents
« System sends notifications (SO, GMS, PO)

o System Stores PDF in Grant Folder for internal and external users

Cancel a request

When you click on the Cancel button your browser will leave the Modify Request page and go
back to the previous page. Y ou will be presented with a confirmation message to confirm your
actions. Once Yes is clicked, you will be taken back to the previous page. If you have saved any
information in the Modify Request page, it will still be available to update later.

Confirmation

Are you sure you woukd like to Cancel? All changes will be lost,

] -

Delete a request

If you decide to delete the request while on the Modify Request page, simply click on the Delete
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button and any activity you have performed will be deleted and the screen will return to the prior
page.

If you have saved information and are no longer on the Modify Request page, you may still look
up the request from the Prior Approval landing page. Click on the List My Requests button to list
requests that you have initiated, or click on the Search for Requests button and perform a search
to find the request to be deleted.

From the resulting hitlist, for either method, click on the Modify link in the Action column for the
desired request. This action will open the Modify Request page. At the bottom of the page, click on
the Delete button. You will be presented with a confirmation message to confirm your actions.
Once Yes is clicked, you will be taken back to the Prior Approval landing page.

View the history of the request

Use either the List My Requests or the Search for Requests button to find the request.

Existing Prior Approval Requests

To view Prior Approvals pending S0 review, please select List My Requests.

To search for Prior Approval requests from your institution please select Search for Request.

= List my Requests Q, Search for Requests

In the resulting hitlist, select the Modify or View History link in the Actions column. The link will
say Modify until the request has been submitted to the agency. After a successful submission, the
link will change to View History.

Home Admin Institution Profile  Personal Profile  Status  ASSIST  Prior Approval RPPR xTrain  xTRACT Admin Supp eRAPariners Mon-Research

List my Requests @

Show| 10 EI entries « Back to Prior Approval
Request Request
D - Type 2 Pl Name = Application ID 2 Project Title = Action
350 Change Of PI Porter, EleanorH. 1R21MH123456-01 Case studies observing the effect of optimism in outcomes Modify
306 Change Of Pl Mills, Hayley 1R15DE123456-01 Recoveryresults comparing the effedivness of Wiew PO

WiewHistory

9006 Withdrawal Pickford, Mary 1RZ1EY1234560141  Studyingthe Pollvanna effect on corneal transplant Modify
recoveryoutcomes

postivemental attitude comparedto placebos

Clicking on the Modify link will open up the same Modify Request screen used for the initial
information. At the bottom of the screen, click on the View History button to see the history of the
request.
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Clicking on the View History link from the search results Action column or the View History
button from the Modify Request screen will open up the View History screen that will show what
actions have taken place on the request.

Home Admin Institution Profile  Personal Profile  Status  ASSIST  Prior Approval | RPPR FFR xTrain  ¥TRACT FCOI
Admin Supp eRAParners MNon-Research

Prior Approval Request change of PD/PI - View History @

Request ID Principal Investigator (Pl) Grant NHumber
350 PORTER, ELEAMNOR H TRZ21MH123456-01
Project Title

Case studies observing the effect of optimism on outcomes

Action Taken By Event Action Date Request Status Comment
‘Whittier, Follyanna SUBMIT 02/0872017 Request Submitted
Whittier, Pallyanna INITIATE 02/08/2017 Request Initiated

12.21 Carryover
12.21.1 Overview

Carryover is a process through which unobligated funds remaining at the end of the budget period
may be carried forward to the next budget period. The carryover of funds allows the Grantees to
use the unused prior year funds in the current budget period. Grantees are allowed to carryover
funds automatically if they have the expanded authority for their application for all others, Grantees
need to submit a carryover request to their respective Grants Management Specialists and Program
Officials who will review their request.

12.21.2 Eligibility Criteria

To be eligible for a Carryover request through the Prior Approval module, the Grantees should
have satisfied the following conditions:

o The grant is still active, meaning the project period has not ended, or a Prior Approval NCE
request has been submitted by the institution requesting additional time and the grant has not
gone into closeout or unilateral closeout.

o The grant does not have an Expanded authority (Expanded authority is based on the activity
code of the application, or set by the IC in GM Module).

o The request date is within the current budget period date.

o The grant is not for a Fellowship application.

12.21.3 Required Information and Documents

Grantees who satisfy the above conditions are allowed to submit their request through the Prior
Approval module available in their Commons system. When submitting their request, enter the
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amount of the funds to be carried over in the Request Details section. In the remaining sections,
upload the following PDF documents.

o Explanation of unobligated balance
o Detailed Budget

« Scientific Justification
12.21.4 Validation on Submission
When the request is submitted, the NIH system will verify;

o That all required fields have been filled out.

o The system will display a warning message if:
o There are any Prior year outstanding FFRs (Federal Financial Reports) that need to be
submitted.

Or

o Any prior year FFR has been submitted and rejected by the agency and the grantee
has resubmitted the FFR.

12.21.5 No Cost Extension and Carryover

If the grant is eligible for a No Cost Extension when the Carryover request is initiated, the system
will provide the ability to initiate a No Cost Extension. A No Cost Extension request can be
initiated if either of the following conditions are satisfied

o If Project period end date is with 90 days.

Or

o The Project Period End Date has passed, and the grant is not in closeout or unilateral

closeout.

12.22 Carryover Request Process
12.22.1 Initiate Carryover Request

To initiate a Carryover request, the SO will open the Prior Approval module in Commons and
select Carryover from the Initiate a Prior Approval Request drop-down menu.
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Prior Approval @

Initiate a Prior Approval Request

Select the type of request you wish to initiate.

Request type:

Mo Cost Extension

Carryover Request
est

All grants eligible for Carryover will be displayed. From the displayed grants, select the one for
which the request is to be initiated and then click the Initiate Carryover button.

Home Admin Insftution Profile Personal Profile Status ASSIST | Prior Approval | RPPR  xTrain  XTRACT Admin Supp eRA Pariners Non-Research
Prior Approval Request carmyover - Available Grants @
The following grants are eligible for a Carryover. Please select one grant and click the Initiate bution fo get starfed.
Search Grant Number Search PI
ast name ame
Clear Search

Show | 10 v | entries
Grant Number - Project Title = Pl Name = Budget Period End Date =
SUM1HL 12345602 Genomics of Human Cardiovascular Lineages QUIGLEY, MATTHEW 0712112017
5UM1AI999999-04 HIV CENTERS FOR UNDEREPRESENTED POPULATIONS SAN GIACOMO, LAURA 1113002017

(@] SUM1AIM23456-11 CD4 Collaborative Clinical Trial Unit ZAPPA, WILLIAM 1113002017

5UH3TRO99999-04 ADVAMCEDFIELD DEVICES FORBLOOD TESTS FORHIVAMND OTHER ~ BROWN, JONATHAN 071312017

(9] SUH3TR123456-04 Early Identification of Pregnancies at Risk for Placental Dysfundion DAVITT, KAREN 073112017
5U54HL999999-05 Integrating Data for Analysis, Anonymization, and Sharing KRAPE, EVELYN 063072017
5U54HD123456-33 Center for Reproductive Science and Medicine MARSTOMN, ELLIOT 07/3112016
5l54CA999999-07 Energetics & Breast Cancer FOSTER, KYLIE 05/312017
SUS4CA123456-07 Cancer Center Comprehensive Partnership EHLERS, JERCME 083172017
5U24DK999999-05 MIDDK Network Coordinating Unit SWEET, JOMATHAN 113002017

Showing 1to 10 of 93 entries Previous 2345 10 | Next

Cancel Initiate Carryover

The Modify Request screen for Carryover will open.

Status Module

233

September 7, 2018




eRA Commons User Guide

Home Admin Institution Profile Personal Profile Status ASSIST | Prior Approval | RPPR xTrain  ®xTRACT Admin Supp eRA Partners
Non-Research
Prior Approval Request camyover - Modify Request @
¥ y q

Application Information

PDIPI User ID Name of PDVPI Grants Management Specialist Program Official

GADGETGLUY BROWM, JOMNATHAN Summer, Crea Adams, Don
eRATest@mail.nih.gov eRATest@mail.nih.gov
240-555-0000 301-555-0000

EZITA Type Act IC Serial# Year Suffix Application Title

SUMTA123456-11 ADVAMCEDFIELD DEVICES FORBLOOD TESTS
FORHN AMD OTHER DISEASES

Institution Budget Period Project Period

GADGET UNIVERSITY at DiC 12/01/2016 - 11/3002017 01/01,2007 - 11/30/2020

Request Detail

Request ID: 1234
Amount of funds to be carried over

Explanation of Unobligated Balance

Drag up to 1 file{s) here to upload.

X Upload
File Name Date Created Action

Mo documents provided

Detailed Budget

2 Upload Drag up to 1 file(s) here to upload.

File Name Date Created Action

No documents provided

Scientific Justification

2 Upload Drag up to 1 file(s) here to upload.

File Name Date Created Action

No documents provided

Cancel View History Delete

« Each section of the Modify Request page is required. These sections include:
o Application Information - Pre-populated from system information. If the grant is a
Multi-IC grant, the PO shown will be the one associated with the primary IC.
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o Request Detail - The Request ID is system-generated. The amount of funds to
carryover must be entered. This field only accepts numbers and period with values up
to two decimals.

o Explanation of Unobligated Balance - Upload a single PDF document in this
section detailing why funds were not spent.

o Detailed Budget - Upload single a PDF document in this section with a budget that
incorporates how the carryover funds will be spent.

o Scientific Justification - Upload a single PDF document in this section that explains
the need for the carryover funding from a scientific perspective.

o Click on Save to preserve any changes made. A message will be displayed to indicate a
successful save and they system will remain on the page.

o Once all information has been entered and uploaded, click on Submit. This will validate the
request to ensure all required items have been included and mark the application as
"Submitted to the agency".

o Once either Save or Submit is selected, the View History button will be available to show
the progression of changes made to the request.

« If changes made to the Modify Request screen should not be kept, click the Cancel button.
This will take the user back to the page from which they entered the Modify Request page.

« Ifthe Carryover request should be removed, select the Delete button. A pop-up message will
appear to confirm the action. If "Yes" is selected, all information related to the request will
be removed. If "No" is selected, the system will stay on the Modify Request page.

12.22.2 View Saved or Submitted Requests

o Once a Carryover request has been saved or submitted, it can be viewed again by selecting
either the List my Requests or the Search for Requests button.
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= List my Requests

To search for Prior Approval requests from your institution please select Search for Request.

‘ Existing Prior Approval Requests

To view Prior Approvals pending SO review, please select List My Requests.

Q, Search for Requests

o Choosing List my Requests will display a list of a/l prior approval requests. For institutions

with several prior approval requests, it may be more efficient to use the Search for

Requests option instead. This gives the option to search specifically for Carryover requests.

Search Prior Approval Requests @

Request ID Request Type

requestid Select a request type

Activity Code IC

Withdrawal Request

Mo Cost Extension Request

( Carryover Request I

Change Of PI Request
500K Request

Home Admin Institution Profile Personal Profile Status  ASSIST | Prior Approval  RPPR xTrain  xTRACT Admin Supp eRAPartners MNon-Research

« Backto Prior Approval
Pl Lookup (by Last Name, First Name)

E Last name, Firstname

Submission Date Range: To

Request Status

Select a status

Submission Date Range: From

date start =] date end =]

Clear Search

o The resulting hitlist will display only Carryover requests. The options in the Action column

will be determined by the status of the request.

o Those that are In Progress SO will have a Modify option.

o Those with a status of Submitted to Agency will have the options to View History and

View PDF.
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Home Admin Institution Profile  Personal Profile  Status  AS3IST | Prior Approval  RPPR ¥Train xTRACT Admin Supp eRAPartners
MNon-Research

Search Prior Approval Requests @

« Back to Prior Approval

Request ID Request Type Request Status Pl Lookup (by Last Name, First Name)
request id Carryover Request E Select a status Izl L ast name, First name

Activity Code IC Serial Submission Date Range: From Submission Date Range: To
activity code E serial num date start = date end =

Clear Search Search

Show | 10 Bentries

Request Request Request
D - Type = PlName = Status = Application ID = Project Title = Actions
B Carryover PARKER, In Progress S0 SUSACAT23456405 Energetics & Breast (Wodiy )
MARY-LOUISE Cancer -
s Carryover MOSES, FRANK Submitted to SUS4CA12345607 Cancer Center Wiew History
Agency Partnership View PDF
e Carryover WILLIS, BRUCE InProgress 50 SUM1AI123456-11 HIV CENTERS FOR Modify
UMNDEREFPRESEMNTED
POPULATIONS
R Carryover ROSS, SARAH Submitted to 5UB4HL 12345605 Integrating Data for View History
Agency Analysis, and Sharing View PDF
i Carryover ROSS, SARAH Submitted to AUS4HL 12345605 Integrating Data for View History
Agency Analysis, and Sharing View PDF
#EEE Carryover DREYFUSS, Submitted to 2T32GM123456-26 BIOPHYSICS TRAINING  View History
RICHARD Agency PROGRAM View PDE
B Carryover MIRREN, HELEN Submitted to 524D A12345602 Consortium Coordinating  View History
Agency Center View PDE
FEEE Carryover SIMONOV, IVAN Submitted to 2T32MH123456-16A1 Training Program in View History
Agency Coagnitive Meuroscience View PDF
i Carryover DUNMNING, Submitted to SU0TNS12345605 Modulators for the View History
ALEXANDER Agency Treatment of Alzheimer View PDF
FEER Carryover ROSS, 5ARAH Submitted to 554HL 12345605 Integrating Data for View History
Agency Analysis, and Sharing \iew POF

Showing 1to 10 of 46 entries

Previous - 2 3 4 5 Mext

12.22.3 Modify Request

o Asindicated above, use the options in the Existing Prior Approval Requests window to
locate the request to be modified.

¢ Click on the Modify link in the Actions column.

Status Module 237 September 7,2018



eRA Commons User Guide

o The Modify Request screen will open showing what the information that has been entered
and uploaded.
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Home Admin Institution Profile Personal Profile Status  ASSIST | Prior Approval  RPPR xTrain  xTRACT Admin Supp eRAFarners

MNon-Research

Prior Approval Request carryover - Modify Request @

Application Information

PDVPI User 1D Name of PDIPI Grants Management Specialist Program Official

GADGETGUY BROWM, JONATHAN Summer, Cree Adams, Don
eRATest@mail.nih.gov eRATest@mail.nih.gov
240-555-0000 301-555-0000

EZT3 Type Act IC Serial# Year Suffix Application Title

SUMTA123456-11 ADVAMCEDFIELD DEVICES FORBLOOD TESTS
FORHIV AND OTHER DISEASES

Institution Budget Period Project Period

GADGET UNIVERSITY at DiC 12/01/2016 - 11/30/2017 01/01/2007 - 11/30/2020

Request Detail

Request ID: 1234
Amount of funds to be carried

over
Explanation of Unobligated Balance
x Upload Drag up to 1 filefs) here to upload.
File Name Date Created Action
20120726012430-2. pdf 06/012017 View Delete

Detailed Budget

+ UD|Oﬂd Drag up to 1 file(s) here to upload.
File Name Date Created Action
20120726012430-2 pdf 06/01/2017 View Delete

Scientific Justification

4 Upload Drag up to 1 files) here to upload
File Name Date Created Action
20120726012430-2 pdf 06/01/2017 View Delete

No Cost Extension

You have submitted Mo Cost Extension Request #1234 on 05/26/2017, you may view your request here 1234,
You have submitted Mo Cost Extension Reguest #3999 on 05/11/2017, you may view your request here 9999
You have submitted Mo Cost Extension Request #0000 on 04/05/2017, you may view your request here 0000
Your project period ends on 05/31/2017, do you wish to initiate another No Cost Extension Request?

' Yes
'-._.-'No

Cancel View History
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o In the Modify Request screen, the amount requested may be changed and any uploaded
documents may be replaced by deleting the current document and uploading the new one.
Click Save if more data will be added later or Submit if the request is complete.

e No Cost Extensions already submitted for the grant will be listed and the request number will
be a hyperlink to view that request. An option will also be given to initiate another NCE.
Either the "Yes" or "No" radio button must be selected to save or submit the request.

12.23 Route a Prior Approval Request
The routing feature is found towards the bottom of the Modify Request screen.

If a requestis In Progress PI, the PI can route it to the SO. If the requestis In
Progress SO, the SO can route it to the PI.

To route a Prior Approval Request to the next reviewer:

1. Select Route from the bottom of the Modify Request screen.
« The Confirmation screen displays.

Confirmation

Do you wish to route this request?

Comments:

Cancel Route to SO

2. [Optional] Enter comments in the Comments box to provide information
to the next reviewer.
3. Click the Route to [SO/PI] button. The system will notify the recipient of
a request that is pending their action.
« If the Routing is successful, a message displays on the Prior Approval
Request screen.

Prior Approval Request withdrawal - View Request @

B Success: Your request was successiully routed
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NOTE: The person who routed the Prior Approval Request can no longer edit
the report. The modifying feature is now only available to a new reviewer.

12.24 Recall a Prior Approval Request

Prior Approval Requests that have been routed to a reviewer can be recalled by
the previous reviewer. An SO may recall a request even if they were not the
last reviewer.

After the status of the request becomes, "Submitted to Agency”, it can no
longer be recalled.

To recall a request:

1. Select the Recall button from the View Request screen.

« A message displays on the screen indicating that the request has
been successfully recalled.

Prior Approval Request withdrawal (View Request
Succass: Your reguest was successiully routed )
Raequest ID
25198
Principal Investigator (P1) Grants.gov Tracking
i Hame GRANTS1 7345678 TR0 AIZ3450e
Project Title

Pregeel Tie

Justification

Erfer justificabion hare

Supporting Documents
X Upload

File name Date Created Action

& PO1 - project 1 - R1.pdf 05118/2016 View

Cancel

The request is now displayed in the Modify Request screen, and is available to
be Modified, Saved, Routed, Deleted, Submitted, Canceled, or View History.

12.25 View History of a Request

The View History screen enables users to view the progress of requests.
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View History is an option before the request is submitted. The button is displayed at the bottom of
the Modify Request or View Request screens.

Prior Approval Request withdrawal - Modify Request @

Mote: Requeed fekds are marked with an

Request ID

2040

Principal investigator (P1) Grants.gov Tracking Application D
Montoya Inigo GRAMTI|23456T8P IR01AA 2345601
Project Title

Alcohol Brand Research Amang Underage Drinkers

Justification®

Todal remaining allowed limit i 4000 characters

Supporting Decuments

X Upload
File Name Date Created Action
& PO1 - progect 1 - R1_pdf 05ME2016 Wiaw Dalata

Cancel View History Sawe [T Dedede

PIs and SOs access the Modify screen slightly differently.

Before Submission, PIs may access the link through the Action column in the My Requests hitlist
and select Modify and then View History.

Prior Approval Request withdrawal - view History @

Request ID Principal Investigator (P1) Application 1D
2015 P Name 1 1 RO ATZ3456-01
Project Title

Progect Trile:

Action Taken By Ewvent Action Date Request Status Comment
Actioner 1 Initsabe: 040772016

Actoner 1 Roube 04072016 In Progress S0 fest
Actioner 1 Recall 04072016 In Progress Pl

AChoner 2 Irutsabe: 04272016 In Progress Pl

Actioner 2 Roubg OS272016 In Progiess SO

Recall Q5272016 In Progiess P

Showing 1 to & of § entrias

Before SubmissionSOs may access the link through the Action column of the Search Prior
Approval hitlist and select Modify and then View History.
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Prior Approval Request withdrawal - view History @

Request ID Principal Investigator (Pl) Application ID
3011 Pl Name: 1 RD1 A123458-01
Project Title

Complement activation fragment CSa and CSaR1 Involvernent in AD Pathogenesis

Action Taken By Event Action Date Request Status Comment
Actioner 1 Initiate 0B/0172018 In Progress SO
Actiones 1 Submit 06022016 Submitied io Agency

Showing 1 to 2 of 2 enines

Post Submission

View a History of Requests - Post Submission for SO

Login to eRA Commons
Click Prior Approval tab
Click Search for Requests

b=

Search for Requests with a status of Submitted to Agency

Search Prior Approval Requests @

« Back by Prigd Appircral

Regquest ID Requesi Type Request Slatus Pl Leokup (BY Last Name, First HName)
Spbect A request pe lv Sutwmifled 1 Agency b
Activity Code [+ Serial Submission Date Range: From Submission Date Range: To
~ = =
| Clear Seach
5. When the results return, click View History
Shaw [10 |w#} entres.
ReguestiD - Reguest Type = PilName +* Regquest Status + Application 1D Project Title = Actions
5085 5001 000000, SUSAN  Submitled 10 Agency 00 Test Thie View POE
M
5083 Withdranwal Deancy Hancy Sutsmitied 10 Agency IR OCOOT073-07 Conceplual Sysieminthe ... ooc

Impaired

6. The View History page will be presented.
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Request 1D
8989

Project Title
Tes! Tikle

Action Taken By
ASERBER

LSAN SNER. SANAN

Prior Approval Request 5ok

Event

Infliate

Subemit

Showing 1102 of 2 entries

iew History @

Principal Investigator (P1)

INER SNER. SAMNER.

Action Date Request Status
oaM22e In Progress Pl
091272016 Subimitted o Agancy

Application ID

Commént

View a History of Requests - Post Submission for PI

b=

Login to eRA Commons
Click Prior Approval tab
Select List My Requests
Click View History

List my Requests @
Snov.llt} i erinies

Request Request Prior Approval

[[x] ~ Type & Status

5002 wWithdrawal In Progress P

50 Wahdrawal Submitied to Agency

Application 1D

1ROTMN 0231083
a1a1

IRMMHLOZ 209709

& Project Title

The Susclensis channel in SCiemsis

Sulfosiroke  Inerapeubc RArgEl i SChemic ischemic  stroke

« Back bo Prior Approval

= Action

Modify

Wiew History
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13 Research Performance Progress Report (RPPR) Module

The RPPR module allows extramural grantee institutions to electronically submit Research
Performance Progress Reports (RPPR) to the Grants Management community.

RPPR module features include:

« Electronic initiation of an RPPR

« Electronic routing of an RPPR to authorizing officials at the applicant institution for review
and approval prior to submission to the agency

o Viewing of RPPR routing history

« Error checking capabilities

« Electronic submission of an RPPR

e Creation of Interim RPPR

« Electronic submission of Interim RPPR

o Creation of Final RPPR

« Electronic submission of Final RPPR

« Ability for an SO to delegate authority to a PD/PI for submitting an RPPR

o PDF generated version stored in the electronic grant folder (Commons Status Information
screen)

A detailed instruction guide exists online featuring additional field-by-field guidance for
completing the report. Refer to the NIH and Other PHS Agency RPPR Instruction Guide
(https://grants.nih.gov/grants/rppr/rppr instruction guide.pdf).

13.1 Initiating the RPPR

Only the PD/PI or the PD/PI delegate may initiate an RPPR. When there are multiple PIs (MPI),
only the Contact PI or the PD/PI delegate of the Contact PI may initiate the report.

To initiate, the user can choose from one of two ways to access the RPPR functionality:

1. Access RPPR from Status.

a. Select the Status tab from the Commons menu options.

b. Select the List of Applications/Grants link from the Status screen or from the menu
options.
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) A Electronic Research Administration
A program of the National Institutes of Health

Home Admin Institution Profile  Personal Profile| Status § ASSIST Prior Approval RPPR xT

Status: Pl Search

The following list of applications represents a r It of the search by Granis.gov Tracking # or a list
complete list of your Recent’Pending eSubmisjons, please click Recent/Pending e Submissions 1

» Applications that require action a., to view errorsfwarnings) prior to submission complel
Applications that are available @ view (during two business day correction window) priar tc
s Applications that have been ected by Signing Official

Funded Grants

Successfully submitted applications, both paper and electronic

* Review assignment status, review results, summary statements, and MNotices of Award
Other Commons features (e.g., JustIn Time, eSMNAFP, Closeout, Financial Status Report) fc

Search by Grants gov Tracking Num

Enter the Grants.gov Tracking Mumber into the following box for easy access to a specific grant a

a. From the Status Result - List of Applications/Grants screen, locate the grant and select
the RPPR link from the Actions drop-down menu in the Available Actions column
for the specific grant (use Flat View). The RPPR link for the current reporting period
is available once the Notice of Award for the prior year has been issued. This link
remains available until the RPPR for the current reporting year has been submitted.

For multi-year funded awards, the link will display as RPPR Year <X>, the <X>
representing the reporting year. The link for a multi-year funded award is available
two months prior to the RPPR due date for the current reporting period and remains
available until the RPPR is submitted. Note that AHRQ has not yet implemented the
RPPR for multi-year funded awards.

NOTE: While RPPR Year <X> links for multiple years may appear at the same time
in Status, you are prevented from initiating a reporting year's progress report until the
progress report(s) of the previous year(s) has been submitted.

RPPR Module 246 September 7,2018



eRA Commons User Guide

Status Result - List of Applications/Grants &
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1. Access RPPR from RPPR tab.

a. Select the RPPR tab from the Commons menu options.

The Manage RPPR screen displays. Manage RPPR is used to view the progress
reports to which the user has access and allows the user to select a progress report in
order to perform various actions. PD/PIs or users delegated PD/PI updating authority
uses the Manage RPPR screen to view their own progress reports. SOs and AOs use
the screen to search for grants from their institutions and/or for grants routed to them

for review.

the Manage RPPR screen.

Select the specific grant by clicking the hyperlink in the Grant Number column on
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Manage RPPR @

Seleel Giant MumBe Nk i manags B RPPR

Grat Apples Alss
v recoed Soueed

Gentmumber | FomEeme | mmeatme | puetme | Swms | CurentBeviewss |
Jozmanameng ) demerson, Thomas & o Wil e o Dlivry o Wil L Care BRI [rep—

Ifan RPPR exists already, Commons displays the report for editing.

The RPPR Menu screen displays. The options for the uninitiated report are Initiate and Cancel.
Once an RPPR is in progress, the buttons for other options are enabled.

NOTE: For multi-year funded awards, the following message displays when attempting to initiate
an RPPR if the previous year's report has not been submitted:

The Multi-Year RPPR for the previous year must be submitted prior to initiating this Multi-Year
RPPR.

In this case, the option to initiate is disabled.

RPPR Menu @
! #af RPPR
ADDECON MG oS
Grant Mumbse: RASCAI4EET-D1A1
I L COLLEGE AT STRATFORD-LIPON-AVON
PP Nama: EHAKESPEARE. WALLIAM (Torkact) Martowe, Chrislophar
Projct Te: A Ms3surmimer Highl s Cream and Glher Known Sleeping Disorders
Doort Dot 02012013
Carent Revewer:
oty Mt Tiated
‘] Cancel

The RPPR Menu screen includes the following fields:
Grant Number

This is the complete number of the grant

Grantee Institution

This field contains the name of the applicant’s institution
PD/PI Name

The PD/PI of the grant award for which the progress report is being prepared. In the case of MPIs,
a list of PD/PI names displays with the Contact PD/PI indicated by the word Contact.

Project Title
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The project title of the grant
Due Date
NIH

The due date of the progress report for awards issued under the SNAP (Streamlined
Noncompeting Award Process) provisions is the 15th of the month preceding the month in which
the budget period ends (e.g., if the budget period ends 11/30, the due date is 10/15). If the award is
not issued under SNAP provisions, the progress report is due the first of the month preceding the
month in which the budget period ends (e.g., if the budget period ends 11/30, the due date is 10/1).
If the due date falls on a weekend or federal holiday, the due date is automatically extended to the
next business day. Progress reports for Fellowships are due two months before the beginning date
of the next budget period. Occasionally the Notice of Award (NoA) will indicate a different due
date which will supersede these dates. Grantees should consult the NoA to determine when SNAP
procedures apply.

AHRQ

All AHRQ progress reports due in FY 2015 (10/1/14 — 9/30/15) and beyond are due 3 months
before the anniversary of the award. For example, for an FY2014 award issued with a start date of
2/1/14, the annual progress report is due 11/1/14 (i.e., three months before the FY2015 budget
period start date (i.e. anniversary date) of 2/1/15). However, if the budget period start date is
between 1/1/15 and 4/1/15, grantees will not be penalized if the progress report is received 2
months before the next budget period start date rather than 3 months. If the due date falls on a
weekend or federal holiday, the due date is automatically extended to the next business day.

Current Reviewer

The name of the current reviewer or organization (e.g., PD/PI name, NIH). This value is blank
before the RPPR is initiated.

Status

The current state of the progress report. Possible values are as follows: Not Started, PD/PI Work in
Progress, Reviewer Work in Progress, and Submitted to Agency.

Buttons

The displayed and enabled buttons vary depending on the status of the RPPR and/or the limitations
of the current user’s role.

Initiate: Begins the RPPR process. Available for grants with a status of Not Started. Access
is granted to PD/PIs and PD/PI delegates. An RPPR can be initiated even if required
information in the Personal Profile and Institution Profile sections is missing. If any of this
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information is incorrect or missing, a prompt will appear to correct/complete the information
after initiating the report. Processing may continue on the RPPR without making the
corrections; however, the RPPR will not pass validations for submission to the agency until
the errors are corrected.

Edit: Opens the RPPR for edits. Available for progress reports with a status of Work in
Progress (WIP). Access is granted to PD/PIs or PD/PI delegates when the PD/P1 is the
current reviewer, AOs when the AO is the current reviewer, and SOs when the SO is the
current reviewer. The Edit button allows the user to view and edit RPPR information.

View: Opens the RPPR report in PDF format, as it will be seen by the agency. Available for
progress reports with a status of Work in Progress (WIP) or Submitted to Agency. Access is
granted to PD/PIs, PD/PI delegates, and reviewers. Until the RPPR is submitted to agency,
the PDF report shows a status of Draft and a blank submission date.

Check for Errors: Checks the RPPR for any errors or warnings. Available for progress
reports with a status of Work in Progress (WIP). Access is granted to any user with access to
the grant. The RPPR can be validated at any time while in the status of WIP and can be
validated multiple times.

View Routing History: Opens a page that displays a routing history table. Available for
progress reports with a status of Work in Progress (WIP) or Submitted to Agency. Access is
granted to PD/PIs, PD/PI delegates, and reviewers.

Route: Routes the RPPR to the next reviewer for further review or corrections. Available
for progress reports with a status of Work in Progress (WIP). Access is granted to the current
reviewer. A PD/PI delegate cannot route an RPPR to the next reviewer.

Recall: Recalls RPPRs that have been forwarded to another reviewer and resets the user as
the current reviewer. Available for reports with a status of Work in Progress (WIP). Access
is granted to the last reviewer (who recalls the report from the current reviewer). Signing
Officials and PD/PIs can recall an RPPR even if they are not the last reviewer whenever it
has a status of Reviewer Work in Progress. This is useful in situations when a RPPR has
been routed to the wrong person or to someone who is unavailable.

Submit: Submits the RPPR to the Agency. Available for reports with a status of Work in
Progress (WIP). Access is granted to the SO when the SO is the current reviewer and to the
PD/PI when the PD/PI has been delegated Progress Report authority.

NOTE: A PD/PI with Progress Report authority cannot submit a non-SNAP or F RPPR.

Cancel: Closes the RPPR Menu screen and returns the user to the previous screen.
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2. Select the Initiate button to begin the RPPR.

RPPR Menu @

PRESID
POPYHama: Jafferson. Thomas
Projeci Tri:  Forw Lizded for e Doy of Wel-CRikd Care
Duse- Db D2

[ntiaze | [(Cancel ]

Once initiated, Commons creates the report in a PD/PI Work in Progress status and sets the current
reviewer. A message displays as follows:

The RPPR has been successfully initiated.

NOTE: If at any time initiation fails due to business rules validations, error or warning messages
display on the screen.

Once initiated, the editing process can begin. The RPPR is accessed for editing via the

RPPR Menu screen. The editing feature for single-project RPPRs is different from those of multi-
project RPPRs. The steps for accessing each type of RPPR are outlined in other topics. Refer to
Accessing a Single-Project RPPR for Editing or Accessing a Multi-Project or Single-Project with
Complicated Structure for Editing as appropriate.

13.2 Routing the RPPR

IMPORTANT: If you are looking for help routing PRAM, select this link: Routing PRAM

Progress reports in Work in Progress (WIP) status can be routed to others for review or corrections
by the current reviewer of the report. The routing feature is found on the RPPR Menu screen.

NOTE: A PD/PI delegate cannot route an RPPR to the next reviewer.

To route an RPPR to the next reviewer:
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1. Select the Route button from the RPPR Menu.

RPPR Menu &
L fuvbcaboniirmato ]
et Weeta: SO 0D

o FRESOENTIL UNVERSITY

POV Rarmic Salgraod, Thimdai

Propsct Tilic A e Ml fod B Dby o8 Wal-Child Ciee

Do Db BANSS012

Curfisnll Ririiaer JlgrRoa, Thimai

Statui PP WOk i Pedgieid

Chok for Emers | [V ] [ View Routing Festery [| Roue |) Cancel

NOTE: The figure above shows a single-project RPPR's RPPR Menu, however, multi-
project RPPRs have a similar Route button on their own RPPR Menu screen.

The Route RPPR to Next Reviewer screen displays. From this screen, the next reviewer can
be chosen from a list of reviewers, and comments can be added.

Select a reviewer from the Next Reviewer drop-down list.

3. Optional: Enter comments in the Comments box to provide information to the next
reviewer.

4. Select the Submit button.

Route RPPR to Next Reviewer @

Nastss: JEFFERSCR, THOMAS (G Mt KIIHDI 25600
G ALY PRESIDENTIAL UNNERGITY

Hast Risraes C\'.'ASHNGIGN, GEORGE |50] v_)

Commints. Enfer s eful commants in s jasd Sekd!

/

5. When routed by the PD/PI only: The PD/PI Assurance statement displays. Select the I
Agree button to continue.

Route RPPR to Next Reviewer ©

FIVF & ssurance

| ety Bl Bl SLabieTol s Radiin 300 U, SomMplete 3nd Socusite 15 T Basl of my knowlesage. | Sm dwies Bl oy Falee. Sclloul, or raudulant ERements of came may Subjed ma 15 crmingl ol of
SOt i pinaBad A4 PO | aorae 1o Secsl reckponiibels 1290 P A ciinbis tantud of T o B0 5 pronichl T eOuited peSniicl Pforsh i 3 SrEsl i Iracdnded &l 8 iFigl oF ok fubmiidisn

| Agres JiConcl |

The RPPR Menu displays once again. If the routing is successful, the message on the screen reads
as follows:

The RPPR was successfully routed to [Selected Reviewer User ID], [Selected Reviewer Name].
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The person who routed the RPPR can no longer edit the report (Edit button becomes disabled).
The editing feature is now available only to the new reviewer. The RPPR status is updated to
Reviewer Work in Progress.

[The RPPR was sucessiully routed to WASHIMNGTOMN, Gearge Washingion

I Application Information

Grant Number: S5K23HD1 23456-03

Institution: PRESIDEMTIAL UNIVERSITY

PD/PI Name: Jeflerson, Thomas

Project Title: A Mew Model for the Delivery of Well-Child Care
Due Date: 05152012

Current Reviewer: Washington, Gaarge

Status: Reviewer Work in Progress

[ Check for Erors | [View ][ View Routing History

13.3 RPPR Routing History

From initiation to submission to Agency, the routing of an RPPR is captured for auditing purposes.
PD/PIs, PD/PI delegates, and reviewers can view the routing history for Work in Progress or
Submitted to Agency RPPRs at any time, even when not they are not the current reviewer.

To view the routing history:

1. Select the View Routing History button from the RPPR Menu screen.

RPPR Menu &
irand Mamber; R TIHDI2 2S00
PRESIDENTIAL UNNERSITY
PO N Jefegan, Thamas
Project Titk: A My L5 o B Dilivary of Wll-Child Caig
[CTF e ]
Carranl Rirsreni: Wt g, (a0ipE
B Foibirate! Vo i Frogiiss
Edit [ Check for Emors |'~'Iﬂn— \irw Routing History T}Mu. i&m-t”ﬁnﬂ]
e —
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The Routing History screen displays showing the Reviewer Name, Action, Notification
Sent (date and time), Date of Action, Next Reviewer Name, and Comments (when
available).

Routing History @

| RedewerMama ] scson | | Mext Ao Hame | Comments
MPargon, Thamas Iniale D-20-300E 10037 22
Jularson, Thamad Roouba D-03-2042 033 50 00323012 G250 WWasringion, Geange

Hemerien, Thamas Hacal Ca-03-3002 04400 O-00-2012 03 8418 Jeferiom, Thomak

2. To close the screen, select the Back button.

13.4 Submitting RPPR to Agency

Grantees are strongly encouraged to view the RPPR prior to submission to ensure that the correct
information and attachments are provided. Refer to the section of this document titled Viewing the
RPPR on Page 307.

Completed and validated RPPRs in a status of Work in Progress can be submitted to the Agency
for acceptance. This act is performed by the Signing Official (SO) when the SO is the current
reviewer of the report. For SNAP awards only, PD/PIs may also submit the report if they have
been delegated submit authority by the SO.

NOTE: A PD/PI with Progress Report authority cannot submit a non-SNAP or F RPPR.

To submit the RPPR to agency:

1. Select the Submit button from the RPPR Menu screen.

RFPR Menu ©
G N SR XD 235800
[T PRESIDEMNTIAL UNNERSITY
POV Jufarion, Thsug
Progect Tioks: i b adel fod e Dapleviery of Wail-Chid Caee
Den Dt bt i g
TN R RN, Jeoeg
SiB0u! Forairmer Wori in Frogeess
[Edit] [__Check for Emoes. | [V | [ View Routing Histery | [Rouse | (] Suberit [ Cancel |
—

The Submit RPPR screen displays a certification statement.
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In submitting this RPPR, the SO (or PD/PI with delegated authority), certifies to the best of
his/her knowledge that the grantee organization is in compliance with the terms and
conditions specified in the Notice of Award and Grants Policy Statement, and verifies the
accuracy and validity of all administrative, fiscal, and scientific information in the progress
report. The SO (or PD/PI with delegated authority) further certifies that the grantee
organization will be accountable for the appropriate use of any funds awarded and for the
performance of the grant-supported project or activities resulting from the progress report.
Deliberate withholding, falsification, or misrepresentation of information could result in
administrative actions such as withdrawal of a progress report, suspension and/or
termination of an award, debarment of individuals, as well as possible criminal penalties.
The grantee institution may be liable for the reimbursement of funds associated with any
inappropriate or fraudulent conduct of the project activity.

2. Select the I Agree button to sign off on certification.

The RPPR is validated for systemic and business rules. If there are any validation failures,
they are indicated by error messages on the RPPR Menu screen. Errors must be corrected in
order to submit the RPPR.

If warnings exist, they are displayed on the RPPR Menu screen. Although the RPPR can be
submitted with warnings present, the warning messages should be reviewed to determine if
an issue should be addressed.

3. If Warnings Exist: To address issues associated with warnings, select the Cancel button,
correct the issue, and resubmit the RPPR again. To continue with submission despite the
warnings, select the OK button.

If all validations pass, the RPPR Menu screen displays the following message: The RPPR has been
successfully submitted to PHS.

RPPR Menu @

o PP i ia Sonn” o sl il Sl il i S

ranl Huenbsst: SROIMOT FILEG-03
I b PRESDENTIAL LBmERETY

POYM Namae Selarken, TH
Pricjisct Tithic

[ser Dl [k

Gurrisnd Rirviever

Shatus: Subiraled 15 ASbnty

[Wiew ][ Wiew Routing Hislory | Cancel |

The current reviewer is updated to the awarding agency, the RPPR status is updated to Submitted
to Agency, and the RPPR Submission date is recorded. The routing history is updated to reflect the
submission to Agency.
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Any citations associated with the RPPR in C.1. Publications are officially associated with the
award in MyNCBI.

If inclusion enrollment data are reported in the RPPR, this information will be provided in a
structured data form and updated into the eRA inclusion data system for NIH staff review and
acceptance. The data then becomes the data of record for the particular grant year.

When an RPPR is submitted to Agency, email notification is sent to the PD/PI (Contact PI) on the
grant and the SO and AO assigned to the RPPR.

13.4.1 Submission Errors & Warnings for Multi-Project RPPRs

Upon submission, multi-project RPPRs are validated for systemic and business rules just as are
single-project RPPRs. However, for multi-projects, the errors and warnings are displayed
differently. When errors and/or warnings are found on multi-project RPPRs, the RPPR Menu
screen displays the Overall messages followed by the messages of the other components.

All errors must be corrected in order to submit the RPPR.

If warnings exist, they are displayed on the RPPR Menu screen under the errors. Although the
RPPR can be submitted with warnings present, the warning messages should be reviewed to
determine if an issue should be addressed.

Click here to view a sample of possible error messages.

RPPR Menu @

Error Messages

I Overall - Section B. Accomplishments: (I0: 201315)

B 5.1 an answeris required. (1D 201238)

I B2 Ananswer is required, (ID: 201240)

L B.3. An answer is required. (1IDC 201241)

I B4 An answer is required: select Nothing to Report or enteriupload response. (I0: 201243)
O Bs anansweris required: s elect Nothing to Repor or enteriupload response. (1I0: 201244)
& B & Ananswer is required, (ID: 201245)

B Overall - Section C. Products: (ID: 201316)

B C.1An answer is required. (ID: 201248)

B 2 Ananswer is required: select Nothing to Report or enterupload response. (I0: 201247)
B overall - Section G. Special Reporting Requirements: (I0: 201320)

B G 1. An answer is required: select Mothing to Report o enteriupload rasponse. (I 201275)
0 G 4.3 Ananswer s required. (ID: 201278)

B G4 b Indusion enrollment submission is required. (ID: 201872)

B Core.6808 . Section A. Caver Page: (ID: 201309)

| R b. The project lead for the component is reguired. (10 2002611

B Core-6608 - Section G, Special Reporting Requirements: (10 201320)

B G 4.2 anansweris required (ID: 201278)

W G Anansweris required. (10: 201281)

W Core-B208 . Section H. Budget: (1D 200263)

W 4.1, A budget is required. (ID: 200268)

B section H. Budget: (ID: 200263)

M H 1 Atleastone component must have a Funds Requested amount greater than 0. Check the calculations to ensure this amount is comect prior to submission. (ID: 200264)

13.5 Overview of the Interim RPPR

As of January 1, 2017, a Final Research Performance Progress Report (Final RPPR) is required
for any grant that has ended and any grant that is not to be extended through award of a new
competitive segment. The report is due within 120 days of the end of the project period. This report
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should be prepared in accordance with instructions provided by the awarding component. See NIH
Implementation of Final Research Performance Progress Reports (Final RPPR) — Guide Notice
NOT-OD-17-022

Effective February 9, 2017, if the recipient organization has submitted a renewal application on or
before the date by which a Final Research Performance Progress Report (Final-RPPR) would be
required for the current competitive segment, then submission of an "Interim RPPR" via eRA
Commons is now required. The Interim RPPR (IRPPR) will be used for the submission of a
Competing Renewal application (Type 2). See NIH Implementation of the Interim RPPR while a
Renewal Application is Under Consideration (Guide Notice NOT-OD-17-037).

Both the Interim RPPR and the Final RPPR are currently identical in process and information
required. The difference between the two is when and where they are made available to initiate
and submit. The Interim RPPR link will made available to the Signing Official (SO) and the
Principal Investigator (PI) in the Status screen when a grant is eligible for submission of a
Competing Renewal application.

The Final RPPR is only available as part of the Closeout process and the Process Final RPPR
link only appears on the Closeout Status screen.

NOTE: If a system check by the Agency does not detect that there is a pending Type 5 renewal
application associated with the award when the grant goes into a Closeout Module, any Interim
RPPR that has been started will be converted to a Final RPPR and will be accessible through the
Closeout link in the Status column.

The format of the Interim RPPR and the Final RPPR will be the same as the current annual RPPR,
making it easier for recipients to navigate through both the Interim and the Final RPPR, based on
familiarity with the existing format of the annual RPPR. Differences between Interim/Final RPPR
and the annual RPPR are few:

o In the Interim/Final RPPR, only Section D.1 is required in the Participants section
 Sections F: Changes and Section H: Budget are not part of the Interim/Final RPPR
o Section I: OQutcomes is new. Section I is required for both the Interim/Final RPPR

Since a renewal application is competitive, there is no guarantee it will be funded. Therefore the
following scenarios should be noted:

Competing Renewal

Action

Application Status

Not submitting a Competing Renewal Submit a Final
application RPPR no later than
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Competing Renewal
Action

Application Status

120 days from the
project period end
date

Submit an Interim
RPPR no later than

120 days from the
project period end
date
Funded | _NOt
Submitting a Competing Renewal Funded
application The The

Interim Interim
RPPRis | RPPRis
accepted | accepted
as the as the
annual Final
RPPR RPPR

13.5.1 Submitting Your Interim RPPR
13.5.1.1 To submit your Interim RPPR:

1. Select the Interim RPPR link for the grant from Status search results.

The Interim RPPR link will appear for both the Principal Investigator (PI) and the Signing
Official one day after the budget period end date and before the award moves to Closeout.

2. Clicking the Interim RPPR Link opens the Interim RPPR Menu screen:
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Interim RPPR Menu ©@

Application Information

Grant Number: SR21HL123456-02
Institution: STARFLEET ACADEMY, MEDICAL RESEARCH
PDVPI Name: Kirk, Tiberius J
Project Title: Andronesian Encephalitis Can Lead to Genetic Degeneration
Due Date: A
Current Reviewer:
Mot Started
Initiate Check for Errors | Wiew | View Routing Histony | Route | Recall | Submit | Cancel |

3. Click the Initiate button to create the Interim RPPR.

The Final RPPR Menu will then change, providing the user with the option to Edit the
Interim RPPR:

The RPPR has been successfully initiated.

Application Information
Grant Number: SR21HL123456-02
Institution: STARFLEET ACADEMY, MEDICAL RESEARCH
PDIPI Hame: Kirk, Tiberius J
Project Title: Andronesian Encephalitis Can Lead to Genetic Degeneration
Due Date: MNIA
Current Reviewer: McCaoy, Leonard B
Status: PDVPI Work in Progress
Editl eck for Errors | View | Wiew Routing History | Route | Recall | Submit | Cancel |

4. Clicking Edit opens the navigation to the various sections of the Interim RPPR:
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B Accomplishments C Products D Participants Elmpact G Special Reporting Req | Outcomes

A. Cover Page (2]

Save | Cancel |

Grant Information A.4 Recipient Organization Information
Grant Number: 5R21HL123456-02 Organization Name: STARFLEET ACADEMY, MEDICAL RESEARCH
Project Title: Andronesian Encephalitis Can Lead to Genetic Degeneration Address: STARFLEET ACADEMY, MEDICAL RESEARCH

1WARP SPEED DRIVE
SAN FRANSISCO CA 09876

A.1 Program Director/Principal Investigator (PD/PI) Information o

DUMNS: 987654321

Name: Kirk, Tiberius J EIN: 1234567890A1
E-mail: lamKirok@sfa.ea.edu o I
Phone: (111)585-1701 Recipient ID:
Ala Project/Grant Period
Is there a change of contact PDVPI on a multiple-Pl award?

@A Oves OHo Start Date:  08/15/2011 End Date: 05/31/2013
If yes, provide the eRA Commons ID of the new contact PDIPI Reporting Period

I Start Date: 06/01/2012 End Date: 05/31/2013

A.1.b Not Applicable

Requested Budget Period
A.2 Signing Official Information

Start Date: 06/01/2012 End Date: 08/31/2013
Name:

Report I.»"«.nnual v Other I
E-mail: Frequency: Frequency:
Phone:

A.3 Administrative Official Information

Name:

E-mail:

Phone:

Save | Cancel | A Cover Page | B Accomplishments | C Products | D Paricipants | E Impact | G Special Reporting Req | | Qutcomes

5. Complete each section as required. See How to Do I Fill Out the RPPR Forms for help
completing each section.

Be sure to click SAVE when moving between sections or unsaved data may be lost.
When done, click Cancel to return Interim RPPR Menu screen.

In the Final RPPR Menu screen, there are several action buttons at the bottom that you can
use to complete the Interim RPPR:
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Interim RPPR Menu ©
Grant Number: SR21HL123456-02
Institution: STARFLEET ACADEMY, MEDICAL RESEARCH
PDVPI Name: Stanley, William C
Project Title: Andronesian Encephalitis Can Lead to Genetic Degeneration
Due Date: NIA
Current Reviewer: McCoy, Leonard B
Status: PDIPI Work in Progress
[
Edit Check for Errors | View | View Routing History | Route | Recall | Submit | Cancel | r

For more information on these options, see:

o Final RPPR

o Editing the RPPR Forms

o Checking for Errors and Warnings
o Viewing the RPPR

o Routing the RPPR

o Recalling the RPPR

o Submitting RPPR to Agency

The Cancel button closes the Interim RPPR Menu screen.
13.5.2 Interim Report Additional Materials (IRAM)

The Agency may use Interim Report Additional Materials IRAM) to provide a means for the
grantee to enter, review, route, and submit information in response to specific request(s) by the
Program Official at the IC (or AHRQ, if applicable) for additional information following the
submission of an Interim RPPR.

As with the RPPR, a PD/PI (or Contact PI in the case of multiple PIs) can enter the IRAM.

However, only the SO can submit the IRAM to the agency.

IMPORTANT: For Revised Project Qutcomes, please review the following information:

To submit revised Project Outcomes, SOs should follow the IRAM process for outcomes for
Interim RPPRs and the FRAM process for outcomes for Final RPPRs with the exception that a
text box will be provided to enter the new Outcomes text and select Upload instead of an Add
Attachment button as with other RAM requests.
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Interim Progress Report Additional Materials (IRAM) e

Grant Number: 4R01HL123456-04

PD/PI Name: Talktome, Youcan

Institution: MR ROGERS NEIGHBORHOOD UNIWERSITY

Project Title: Psychological Resiliency: Productive Engagement with Contrary Opinions

Document Upload
Please provide additional materials:

File Name Date Uploaded Uploaded By

Mo documents have been uploaded

P )

Revised Outcome

Please provide Revised Outcomes here. Note, text in this field will be publicly available in RePORTER.

gFor MNIH Section |.Qutcomes will be made publicly available, thus allowing recipients to provide the general public

with a concise summary of the cumulative outcomes or findings of the project at the end of a competitive segment. For
MNIH awards the length should not exceed half a page. In addition, for the interim or final RPPR the summary of outcomes
or findings of the award must be written in the following format:

« s written for the general public in clear, concise, and comprehensible language;
« Is suitable for dissemination to the general public, as the information may be available electronically;
« Does not include proprietary, confidential information or trade secrets

Please refer to the following link for samples of acceptable project outcomes:
https://grants_nih.gov/grants/rpprisample_project_outcomes_RPPR.htm

B I || == 4z

Characters: /2000 y
. J

Cancel Preview Save Delete @

Project Outcomes provide information regarding the cumulative outcomes or findings of the
project.

Note that outcomes will be made publicly available, allowing recipients to provide the general
public with a concise summary of the cumulative outcomes or findings of the project at the end
of'a competitive segment. The name of the Primary Investigator/Project Director will be attached
to the public posting in RePORTER.
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For NIH awards the length of the Outcome statement should not exceed half a page. In addition,
the summary of outcomes or findings of the award must be written in the following format:

* Is written for the general public in clear, concise, and comprehensible language

* Is suitable for dissemination to the general public, as the information may be available
electronically

* Does not include proprietary, confidential information or trade secrets

Please refer to the following link for samples of acceptable project outcomes:
https://erants.nih.gov/grants/rppr/sample project outcomes RPPR.htm

See NIH notices NOT-OD-17-022 and NOT-OD-17-037 for additional details on this
requirement.

The link for the request will be displayed in the Available Actions column as "IRAM".

Home Admin Instifution Profile  Personal Profile  Status  ASSIST  Prior Approval RPPR  Intemet Assisted Review xTrain xTRACT Admin Supp eRA Pariners Non-Research
« Return to Pl Search
Notes & Tips:
* Important: The MIH provides the JIT {Just in Time) link in the Commons for scored applications. Please await instructions from the NIH on whether to complete this information
The following list of applicationsigrants represents a result of the search by Grants.gov Tracking # or a complete list of all your applications/grants. If you do not see a complete list of your
applications/grants, please click List of Applications/Grants manu tab again.
Status Result - List of Applications/Grants @ € v Grouped View IECRICT
ROTHL123456 L7 ] 05/01/2012 - 01/31/2021 LEE. JUN-FAN [FD/FI) Human Mesenchymal Stem Cell -
{Project Period) Microvesicles for the Treatment of
Acute Lung Injury (Trie)
Grants.gov PDIPI eSubmission Current Application Status
Application ID Trackingg Proposal Title Name Status Status Date Available Actions
AR0THL123456- Human Mesenchymal Stem Cell Microvesicles  |LEE, JUN-FAN (PI) Awarded. Non- D3/312016 RPFR | | Interim RFPR
05 for the Treatment of Acute Lung Injury fellowships only
1RO1THL123456- GRANTE7E54321  Human Mesenchymal Stem Cell Microvesicles | g JunN-FAN jPI) Submission Awarded. Mon- 05/02/2012 JIT {times revised-1)
o for the Treatment of Acute Lung Injury Complete fellowships only
SROTHL123456- Human Mesenchymal Stem Cell Microvesicles | EE JUN-FAN (Pl Awarded. Non- 03/31/2015 RPPR
M for the Treatment of Acute Lung Injury fellowships only
Status Result - List of Applications/Grants @ © Grouped View ISR
Filter:
Show| so v | perpage u »
Current
Application Grants.gov PDIPI eSubmission Application Status Available
1D + Tracking# ¢ Proposal Title + Name + Status + Status “ Date ¢ Actions
BR2TNS123456- Siating, stalin-related gene, LEE. JUM-FAN Awarded. Non- 082002015 TR
02 and Parkinson's disease risk  (P1) fellowships only L
1R21NS09999%- GRANT12345678  Statins, statinrelated gene,  |LEE JUN-FAN  Submission Awarded. Non- pg RPPR
01A1 and Parkinson's disease risk  (P1) Complete fellowships only Inclusion
) ) . Interim RPPR
SROTNS123456- Prospective Study of Restless LEE,JUN-FAN  ‘Submission Awarded. Mon- o7
03 Leg Syndrome PN Complete fellowships only IRAM
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When the link is clicked, the IRAM screen will open and provide an Upload button. Click this
button to select the PDF file that satisfies the agency request as well as any appropriate comments
related to the request and/or file.

NOTE: For Revised Outcomes, the text box will be used to directly enter (or copy and paste) the
Revised Outcomes text and then it may be uploaded as per the IMPORTANT: information box
above. The text box caption will read, "Please provide Revised Outcomes here. Note, text in this
field will be publicly available in RePORTER."

The character limit for the comments is 2,000 characters.

Home Admin Institution Profile  Personal Profile | Status | ASSIST Prior Approval RPPR Intemet Assisted Review xTrain xTRACT Admin Supp eRA Parners Non-Research

Recent/Pending issions  List of Applications/Grants  Search by Grants.gov Tracking Num

In submitting these Final Progress Report additional materials, the SO (or POVPI with delegated authority), cerlifies that the grantee organization is in compliance with the terms and conditions specified in the Motice
of Award and Grants Policy Statement, and verifies the accuracy and validity of all administrative, fiscal, and scientific information in the progress report. The SO (or PDVPI with delegated authority) further certifies
that the grantee organization will be accountable for the appropriate use of any funds awarded and for the performance of the grant-supported project or activities resulfing from the progress report. Deliberate
withholding, falzification, or misrep ion of information could result in administrative actions such as withdrawal of a progress report, suspension andlor termination of an award, debarment of individuals, as well
as possible criminal penalties. The grantee institution may be liable for the reimbursement of funds associated with any inappropriate or fraudulent conduct of the project activity.

Interim Progress Report Additional Materials (IRAM) o

Grant Information

Grant Number: 4R0HL 123456405 PD/PI Name: Lee, Jun-Fan
Institution: UNIVERSITY OF CALIFORMIA, SAN FRAMCISCO Project Title: Human mesenchymal stem cell microvesicles for the freatment of acute lung injury

Please provide additional materials:

File Mame Date Uploaded Uploaded By

Mo decuments have been uploaded

Please provide comments:

Total remaining allowed limit is 2000 characters.

Cancel Preview Delete m

After selecting the appropriate document, you will be returned to the IRAM screen where you may
enter comments and then use the buttons at the bottom of the page to:

o Cancel - No changes will be made and you will be returned to the Status Results page

o Preview - This will open the submission to allow you to view the uploaded document and
comments that will be sent to the Agency.

o Save - The selected document and comments (if any) will be saved for future submission.

o Delete - The selected document will be removed and a different document may be uploaded.

o Submit - Send the document and comments to the Agency.
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Y ou may also upload additional documents [limit 10] as well as View or Delete individual
documents.

Home Admin Institution Profile  Personal Profile | Status | ASSIST  Prior Approval RPPR  Intemet Assisted Review xTrain xTRACT Admin Supp eRA Parners MNon-Research

RecentPending eSubmissions  List of Applications/Grants  Search by Grants. gov Tracking Mum

In submitting these Final Progrezs Report additional materialz, the SO (or POVPI with delegated suthority), cerifies that the grantee organization iz in compliance with the terms and conditions specified in the Notice
of Award and Grants Policy Statement, and verifies the accuracy and validity of all administrative, fiscal, and scientific informaticn in the progress report. The SO (or PDVPI with delegated authority) further ceriifies
that the grantee organization will be accountable for the appropriate use of any funds awarded and for the performance of the grant-supported project or activities resulfing from the progress report. Deliberate
withholding, falsification, or misrepresentation of information could result in administrative actions such as withdrawal of a progress report, suspension andfor termination of an award, debarment of individuals, as well
as possible criminal penalties. The grantee institution may be liable for the reimbursement of funds associated with any inappropriate or fraudulent conduct of the project activity.

Interim Progress Report Additional Materials (IRAM) e

Grant Information

Grant Number: 4R.0HL 12345605 PD/PI Name: Lee, Jun-Fan
Institution: UNMNERSITY OF CALIFORMIA, SAN FRANCISCO Project Title: Human mesenchymal stem cell microvesicles for the treatment of acute lung injury

Please provide additional materials: 1 Upload
File Name Date Uploaded Uploaded By
IRAM_Doc_1.pdf 091412017 Lee, Jun-Fan \iew

Pleaze provide comments:

[Provide related comments here]

Total remaining allowed limit iz 2000 characters.

[ Cancel Preview Delete m]

See Also:

o Submitting Y our Interim RPPR

o Submitting Final RPPR

o Editing the RPPR Forms

o Checking for Errors and Warnings
o Viewing the RPPR

o Routing the RPPR

o Recalling the RPPR

o Submitting RPPR to Agency

13.6 Submitting Your Final Research Performance Progress Report

As of January 1, 2017, a Final Research Performance Progress Report (Final RPPR) is required
for any grant that has ended and any grant that is not to be extended through award of a new
competitive segment. The report is due within 120 days of the end of the project period. This report
should be prepared in accordance with instructions provided by the awarding component. See NIH
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Implementation of Final Research Performance Progress Reports (Final RPPR) — Guide Notice
NOT-OD-17-022

Effective February 9, 2017, if the recipient organization has submitted a renewal application on or
before the date by which a Final Research Performance Progress Report (Final-RPPR) would be
required for the current competitive segment, then submission of an "Interim RPPR" via eRA
Commons is now required. The Interim RPPR (IRPPR) will be used for the submission of a
Competing Renewal application (Type 2). See NIH Implementation of the Interim RPPR while a
Renewal Application is Under Consideration (Guide Notice NOT-OD-17-037).

Both the Interim RPPR and the Final RPPR are currently identical in process and information
required. The difference between the two is when and where they are made available to initiate
and submit. The Interim RPPR link will be made available to the Signing Official (SO) in the
Status screen when a grant is eligible for submission of a Competing Renewal application.

The Final RPPR is only available as part of the Closeout process and the Process Final RPPR link
only appears on the Closeout Status screen.

The format of the Interim RPPR and the Final RPPR will be the same as the current annual RPPR,
making it easier for recipients to navigate through both the Interim and the Final RPPR, based on
familiarity with the existing format of the annual RPPR.

Differences between Interim/Final RPPR and the annual RPPR are few:

o In the Interim/Final RPPR, only Section D.1 is required in the Participants section
« Sections F: Changes and Section H: Budget are not part of the Interim/Final RPPR

o Section I: Outcomes is new. Section I is required for both the Interim/Final RPPR

13.6.1 Note about Interim RPPR and Final RPPR

o The Interim RPPR (IRPPR) is used when you are submitting a Competing Renewal
application (Type 2). If you opt NOT to apply for a Competing Renewal, complete the Final
RPPR as you normally would within 120 days of the project end date. If you are going to
complete a Competing Renewal application (or have already submitted such an application),
you will submit an Interim RPPR. This must be submitted within 120 days of the project end
date.

o Ifyou are awarded the renewal, the Interim RPPR will be treated as your annual RPPR and
no other progress reporting will be needed for that segment of the study. If the application is
NOT awarded, then the Interim RPPR will be accepted as the Final RPPR.
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13.6.2 To submit your Final RPPR:
1. Select the Requires Closeout link for the grant from Status search results.
The Closeout Status screen displays. Final RPPR is listed in the Closeout Submission

Requirement column. The Action column should include a link for Process Final RPPR.
2. From Closeout Status, select the Process Final RPPR link.

Clicking the Process Final RPPR link opens the Final RPPR Menu screen:

Final RPPR Menu @

Grant Number: 5R21HL123456-02
Institution: STARFLEET ACADEMY, MEDICAL RESEARCH
PD/PI Name: Kirk, Tiberius J
Project Title: Andronesian Encephalitis Can Lead to Genelic Degeneration
Due Date: NIA
Current Reviewer:
Status: Mot Started
r

Initiate | Check for Ermrors | ‘-.-'ie‘-;—;‘l View Routing History | Route | Recall | Submit | Cancel |

3. Click the Initiate button to create the Final RPPR.

The Final RPPR Menu will then change, providing the user with the option to Edit the Final
RPPR:
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The RPFPR has been successfully initiated.

Application Information
Grant Number: SR21HL123456-02
Institution: STARFLEET ACADEMY, MEDICAL RESEARCH
PDIPI Name: Kirk, Tiberius J
Project Title: Andronesian Encephalitis Can Lead to Genelic Degeneration
Due Date: MIA
Current Reviewer: MeCoy, Leonard B
Status: PDIPI Work in Progress
o

;hheck for Errors | Viewl View Routing History | Route | Recall | Submit | Cancel |
h-..—“/

4. Clicking Edit opens the navigation to the various sections of the Final RPPR:

B Accomplishments C Products D Participants EImpact G Special Reporting Req | Outcomes

A. Cover Page (7]

Save | Cancel |

Grant Information A.4 Recipient Organization Information
Grant Number:  S5R21HL123456-02 Organization Name: STARFLEET ACADEMY, MEDICAL RESEARCH
Project Title: Andronesian Encephalilis Can Lead to Genetic Degeneration Address: STARFLEET ACADEMY MEDICAL RESEARCH
1 WARP SPEED DRIVE
A.1 Program Director/Principal Investigator (PD/PI1) Information o SAN FRANSISCO CA 09876
Name: Kirk, Tiberius J DUNS: 98TE54321
E-mail: lamKirok@sfa.ea.edu EIN: 1234567890A1
Ph : 111) 555-1701
one (1) Recipientin: &

A.l.a
Is there a change of contact PD/Pl on a multiple-Pl award?
@nia OYes ONo

If yes, provide the eRA Commeons ID of the new contact PDVPI

I o Reporting Period

Project/Grant Period

Start Date: 08M15/2011 End Date: 05/31/2013

A.1.b Not Applicable

A.2 Signing Official Information Start Date: 06/01/2012 End Date: 05/31/2013
Name: Requested Budget Period
E-mail:

Phone: Start Date: 06/01/2012 End Date: 05/31/2013

A.3 Administrative Official Information

Name: I Report I Annual ~ Other I

Frequency: Frequency:
E-mail:

Phone:

EM A Cover Page | B Accomplishments | © Products | D Paricipants | E Impact | G Special Reporting Reg | | Qutcomes

5. Complete each section as required. See How to Do I Fill Out the RPPR Forms for help
completing each section.
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Be sure to click SAVE when moving between sections or unsaved data may be lost.

When done, click Cancel to return Final RPPR Menu screen.

In the Final RPPR Menu screen, there are several action buttons at the bottom that you can
use to complete the Final RPPR:

Final RPPR Menu @

Grant Number:
Institution:

PDIPI Name:
Project Title:

Due Date:

Current Reviewer:
Status:

Application Information

ER21HL123456-02

STARFLEET ACADEMY, MEDICAL RESEARCH

Kirk, Tiberius J

Andronesian Encephalitis Can Lead to Genetic Degeneration

MIA
Boyd, Stacey
PDIPI Work in Progress

Editl Check for Errors | View | Wiew Routing History

| Ruutel Recalll Suhmitl Cancell ‘

For more information on these options, see:

Final Progress Report Additional Materials (FRAM)

Interim RPPR Overview

Editing the RPPR Forms

Checking for Errors and Warnings

Viewing the RPPR

Routing the RPPR

Recalling the RPPR

Submitting RPPR to Agency

The Cancel button closes the Final RPPR Menu screen.

13.7 Manage RPPR Screen

The Manage RPPR screen is the portal into all RPPR functionality. The screen displays when you
select the RPPR tab from the Commons menu and provides the following information related to

your RPPR:

RPPR Module

269

September 7,2018




eRA Commons User Guide

Grant Number
PD/PI Name
Project Title
Due Date
Status

Current Reviewer

To process your RPPR, select the grant number displayed as a hyperlink within the Grant
Number column. Selecting this link opens the RPPR Menu screen from which you can access all
features including initiating, editing, routing, etc.

Click here for sample image:

Manage RPPR ©

Seledt Grant Number Bnk to manage the RFPR.

Grant Applications
0ne recond found.

SHIRENIMEE  Jefferson, Thomas A New Model fior the Dedvery of Wed-Chid Care 0552012

POV Work in Progress  Jeferson, Thomas

13.8 RPPR Menu

The RPPR Menu screen provides access to various functions used to complete and process your
RPPR. You access these features using the buttons found on this screen.

The following buttons are found on the RPPR Menu screen:

Initiate

Edit

Check for Errors
View

View Routing History
Route

Recall

Submit

Click here for a sample image.
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RPPR Menu &
Grani Numbsar: SKZIHD123456-03
Institution: FRESIDENTIAL UNNVERSITY
PIVPI Mamie: Jefarzon, Thomas
Project Tite: & Mew Modei for e Deltvery of Weil-Child Care
D Dato: 0sME2012
Current Rividwier: Juferson, Thomas
Status: POVP Wark in Progress
[Edt] [ Checkfor Emors | [View] [ View Routing History | [[Route

NOTE: Not all buttons will be enabled. Depending on your Commons role and/or the status of the
report, some buttons may be disabled.

Individual help topics exist for each of the features. Please refer to the specific help topics linked
below.

13.9 Navigation

The RPPR is completed using the eRA Commons system. The report in Commons consists of
separate screens for each of the sections listed below:

A. Cover Page

B. Accomplishments

C. Products

D. Participants (only section D.1 for FRPPR)
E. Impact

F. Changes (not used for FRPPR)

G. Special Reporting Requirements

H. Budget (not used for FRPPR)

I. Outcomes (only used for FRPPR)

Users may work on various sections in any order, however, it is important to click the Save button
in the navigation bar before leaving a screen in order to retain data entered on that screen. Upon
submission to the awarding agency, the system will generate a PDF of the progress report, which
may be viewed from the RPPR Menu screen using the View button.

Once submitted, the Final RPPR, in PDF format, is accessible in Commons via the Status
Information screen. Refer to the section of this document titled Viewing the RPPR in Commons on
Page 307
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i
ﬂ .S, Department of Health & Human Services £ www.hhs.gov
K

_ Welcome: Jane Dos
(‘oipg ID: JANE_DOE
- . A Commons ) i Institution: UNNERSITY OF PITSBURGH AT PITSBURGH
A program of the National Institutes of Health Roles: Pl AR

Logout | Contact Us | Help

Home Admin Institution Profile  Personal Profile  Status ASSIST  Prior Approval @iy Internet Assisted Review xTrain  XTRACT
Admin Sunn  aRAPartners  Mnn_Recearch Grantlict  Manage RPPR

B Accomplishments C Products D Participants Elmpact FChanges G Special Reporting Req H Budget | Outcomes

A. Cover Page O

Chapter 6 of the NIH Research Performance Progress Report (RPPR) Instruction Guide provides
instructions for completing Sections A-I of the report.

13.10 How Do I Fill Out the RPPR Forms

Chapter 6 of the NIH Research Performance Progress Report (RPPR) Instruction Guide provides
instructions for completing Sections A-I of the report.

Please refer to the following sections of the instruction guide when completing your report:

o Cover Page - Section A (PDF section 6.1, pg. 69)

o Accomplishments - Section B (PDF section 6.2, pg 70)

o Products - Section C (PDF section 6.3, pg. 75)

« Participants - Section D (PDF section 6.4, pg. 82)

o Impact - Section E (PDF section 6.5, pg. 88)

o Changes - Section F (PDF section 6.6, pg. 89)

o Special Reporting Requirements - Section G (PDF section 6.7, pg. 91)
o Budget - Section H (PDF section 6.8, pg. 102)

e Outcomes - Section [ (PDF section 6.9, pg. 104)

13.11 Editing the RPPR

Once an RPPR is initiated, its status becomes PD/PI Work in Progress and it becomes available
for editing. The PD/PI or delegate uses the Edit option for viewing and completing the report.
Additionally, this option is available to the SO or AO when that user is the current reviewer of the
report.

NOTE: For RPPRs with multiple PD/PIs (MPI awards), only the Contact PD/PI has access to the
Edit feature unless the Contact PD/PI has granted progress report authority to other PD/PIs.
Without this authority, MPIs can only view the RPPR PDF and its routing history.
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There are two means of accessing the progress report for editing. These are similar methods used
for initiating the report and are as follows:

1. Access RPPR from Status.

a. Select the Status tab from the Commons menu options.
b. Select the List of Applications/Grants link from the Status screen or from the menu
options.

) A Electronic Research Administration
A program of the National Institutes of Health

Home Admin Institution Profile  Personal Profile| Status § ASSIST Prior Approval RPPR xT

Status: Pl Search

The following list of applications represents a regilt of the search by Grants.gov Tracking # or a list
complete list of your Recent/Pending eSubmisglins, please click Recent/Pending e Submissions 1

s Applications that require action ga., to view errorsfwarnings) prior to submission complel
» Applications that are available Jfview (during two business day correction window) prior tc
# Applications that have been iected by Signing Official

s Funded Grants

» Successfully submitted applications, both paper and electronic

* Review assignment status, review results, summary statements, and MNotices of Award

s Other Commons features (e.q., JustIn Time, eSMAP, Closeout, Financial Status Report) fc

Search by Grants gov Tracking Num

Enter the Grants.gov Tracking Mumber into the following box for easy access to a specific grant a

c. From the Status Result - List of Applications/Grants screen, locate the grant and select
the RPPR link from the Action column for the specific grant. For multi-year funded
awards, the link will display as RPPR Year <X>, the <X> representing the reporting
year.
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Status Result - List of Applications/Grants @

Mohes & Tigs:

& Impomant Ths MM prosided B AT Liusl in Time) nk n e - L4 ga of Bkl it 30 0 10r SSERCIBnG recaiing 3 Doty 10008 o Bateten B0 0 80 000 paoRiSls 1
Ereiged. PIRkEs Sl Ao Fom B MIH of wBafie 1o complets s isformation

The following kst of applcalions/grants reenesents @ resull of B Search by Grants gov Tracking @ o a compleie st of all your appicationsigrants. If you 00 5ot Se4 2 compbule S5t of your applicalions/grants, please ook
ILisd of Appcabon s Graaty ~ny Tl agas

Bt-aera 1@

Grants.gon Tracks " SR . "
R a— m o, e

A Maew Ligael For B Doy oF Vpll-CTild Gl JEFFERTZON, Gubmigsien sl Non-Tllgagfigs only DR
THCMAS Campl
&7 (RANT JI0SETER & Naw LBscal for Bl Dobanry oF Wll-Chid Cite JEFFERSON, SubMIIN A Hon-Tellowsiies Shily OTA0
THOMAS: Comiplita
ORANTETESEITIP & New Madel for B Dalbenry of Wiell-Child Cae JEFFERSON, Submissian Whadrawen by BC - Ofhast Version OTHZ204D
THIOMAS! Compista Encumbaed B
A Harw LBgae! Foe B Doy of Wnll-Child Caee JEFFERSZON, Fanging QR
e

[ Esportns Excl || Sibew Quarey | [ Print Himaa |

Status Result - List of Applications/Grants a

Motes & Tips:

. I'rw'l.ﬂ Thot 1M provices he AT Lustn Time) ni in S Commeons For applscalions necesdng 2 parcsnsie of less fhan 30 or for appBcalons recsiing 2 peonly soone of befween 10 and 60 no pescenble is
d Paase fram e NI on wheiher 10 complets Bhis informaiion

Tha folowarg Wil ool SPOIRCESSRLGEM (REORLItE & Dbl of Ml SRR by Granti §ow Traciong War o LS S o il W yieg 32050 18 3 LS o
LA ol Apgebec atwstrh Granld rridfu LAD J3aen

AN pleaie S

Bv1erty 10
BRI o e ; "
Trackisg # Picgoaal Title P Hame &
BRICAT T 150 CRAMTIZIONGTF | Afs Well Thul Ends Well Mﬁ.ﬂi Tommeidesn  ASdaradbabeely  TLOBD0TN Trandsem Shes
W A ML S 1 Tl b VeI oy I
Wedane

PRNSCATMSET-01 ) P GRAMTTT111111F A Lyl Mighry SR SPIARE. Sotmeiien  Awdoed Pash- ORI (AFPE Yeal 2 | BPPR Yeie ) ) IEAniSmn Shesl  Aaren Supci ety
Cidem Bnd Ofr Kinan  WALLIA Compiets TswaRiEs oy

Sieapine Cisarders

IRNSCAEA21-01 GRAMTIZISETER | The Twa Nobls Kinsmen & SHAESFEARE, Sutmession  Pending RO OTTR013 Trangmvial Shesl
Study on Genelics and DA WALLIW Compiete  Fedew

| EwpofiEsoel || StowOuery || Prietrimist |

-OR-
1. Access RPPR from RPPR tab.

a. Select the RPPR tab from the Commons menu options.

b. Select the specific grant by clicking the hyperlink in the Grant Number column on
the Manage RPPR screen. SOs/AOs must perform a query first.

Manage RPFR @

Sebel Ganl NusBel link i manigs By RPPR

e AP Sl
nc-lh-.
-:mm-—m_m-z-lm:l
W Jermer s, Thissss & Py Ut W g Dbty of Vol Crit G

The appropriate RPPR Menu screen — either for single-project or multi-project RPPRs —
displays with editing options.
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13.11.1 Access Human Subjects System (HSS)

The Human Subjects System can be accessed by Principal Investigators (PIs) or Signing Officials
(SOs) through either the RPPR or through the Status screen in eRA Commons

13.11.1.1 Human subjects information may need to be updated in the following
scenarios:

o Post-award for updates to the Research Performance Progress Report (RPPR)

o Pre-award (post review) for just-in-time information or correction of human subjects data

o Off-cycle updates as required in the Funding Opportunity Announcement or terms and
conditions of award

o Corrections to human subject data

13.11.1.2 To edit an existing study, log into eRA Commons and access the Human
Subjects link via the RPPR or Status tabs.

Home Admin Institution Profile  Personal Profile  Status  ASSIST  Prior Approval RPPR  Internet Assisted Review xTrain xTRACT Admin Supp eRA Pariners Mon-Research

« Return o Pl Search
Motes & Tips:

= Important: The NIH provides the JIT (Just in Time) link in the Commons fol=eoremrs Bese await instructions from the NIH on whether to complete this information

The following list of applications/grants represents a result of the search by Granis.gov Tracking # or a complete list of all your applicaticns/grants. If you do not see a complete list of your
applications/grants, please click List of Applications/Grants menu tab again.

Status Result - List of Applications/Awards @ & ETIEINET | Faees
RO3CA123456 @ 09182012 - Luc, Jean S Implementation Evaluation of a Awarded. Non-fellowships only [l
12/29/2015 (Project (PDIPI) Cervical Cancer Screening (Title)
Period)
Application/Award Grants.gov eSubmission Current Application Status
] Tracking# Proposal Title PDNPI Name Status Status Date Available Actions
BRO3CA123456-02 Implementation Evaluation of a Cervical Cancer LUQUE Awarded. Mon- 08M19/2014 5 BEE
Screening Initiative JOHN (PI) fellowships only
MRO3CA123123-M  GRANTO000123  Implementation Evaluation of a Cervical Cancer  Luc, Submission Awarded. Mon- (i :2)
Screening Initiative Jean S (Pl) Complete fellowships only
R21CA000123 @ 12012017 - Luc, Jean § Cervical Cancer in Peruvia (Title) Not Discussed o
11/30/2019 (Project (PDIPI)

Period)
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Home Admin Institution Profile  Personal Profile ASSIST Prior Approval RPPR  xTrain xTRACT Admin Supp eRA Partners Non-Research

Status Result - General Search (2] SO

Tips and Notes:

» PD/Fl column shows Contact Pl for multi-Fl grants.
= Modinat Test for April Release 2017

- Grants.gov _ Application Budget Show All Prior
Application/Award ID Tmckm‘:]# Proposal Title PDIPI Name & 5&"1“5 = mn‘['me¢ FRATA TR

9R37TDK123456-13 Mitigating KAOS Retrogressoreffect | ADAMS, DON fﬂeﬁ:\?::i'pr;%nr;ly 05/01/2003

5R37DK000123-15 Ongoing Cone ofSilence Diganostics  |PLATT, EDWARD fﬂeﬁ:\?::i'pr;%nr;ly 08/01/2008 ﬁé““m”

2RITAI00123:13 Demoredn Doctessin Excessencss BERNIE folowships ony 0110112006

SRITDAS99999:14 BTy e AN 1O ™ iolowships ony _|1201/1999 (famen Subiecs
Exportto Excel || ShowQuery || Print Hitlist

o The Application Information screen is displayed, showing a summary of your grant. Click
on the Human Subjects Post Submission tab. This will take you to a summary page Study
Record(s) screen where all study records and delayed onset studies associated with your
grant are displayed.
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Actions @

VALIDATE

VIEW STATUS HISTORY

UPDATE SUBMISSION STATUS

Home = Search for Applications = Application Information

1 Hide Mavigation

4 Show Help

Application Information @

HSCT Post
Submission

5 | Application Information

Grant Number:

ROTHG123456

Application ldentifier:

99999 (Post Award Action)

Application Project Title:

Design and analysis of human gene mapping studies

PD/PIl Name:

Humperdink, Budge

Organization:

UNIVERSAL UNIVERSITY

Project Pericd:

04/01/2018 - 03/31/2023

Status:

Work in Progress Submit

Status Date:

2018-05-21 12:23:24.000 PM EDT

o Click on the View button to bring up a study.

o To update the human subjects information on that study, including inclusion enrollment data,
click the Edit button at the top of the screen.
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Actions @

RETURM TO SUMMARY
VALIDATE

VIEW STATUS HISTORY

Home = Search for Applications > Application Information

4 Hide Navigation

Application Information @

HSCT Post
Submission

Summary

4 Show Help

Clinical Trial Post Submission
Clinical Trial Post Submission v1.0 @

Study Record(s)

Study
D

Study Title

Research Consortium of HPV-related
Cervical Cancer

123123

Clinical
Trial?

Yex

Showing 1 - 1 of total 1

Last
Submission

Study Status Date
WorkinProgress 03/29/2018
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¢ Inclusion data is found at the end of Section 2.

SECTION 2 - STUDY POPULATION CHARACTERISTICS -

2.1. Conditions or Focus of Study Action
Mothing found to display

Add Hew Condition

1.2. Eligibility Criteria

Enter up to 15000 characters

Characters Remaining: 12000
2.3. Age Limits Minimum Age 0| Minutes Maximum Age NSA (Mo limil]

. A
-4. Inclusion of LSl =Tl Replace Attachment | Delete Attachment

Women, Minorities,
and Children

1.5. Recruitment and LRI TSl Replace Attachment | Delete Attachment

Retention Plan
Recruiting

2.6. Recruitment Status
2.7. Study Timeline LR e G Replace Attachment | Delete Attachment

Inclusion Enrollment Report(s)

Add Mew Inclusion Enrcllment Report

Entry # Enrollment Location Type Enrollment Location Action

123123 Domestic test location

P )

o There are two ways to edit the existing Inclusion Enrollment Report (IER) data for
Cumulative (Actual) counts:
1. You can update the cells online in the existing report itself.
2. Oryou can download a spreadsheet template for entering participant-level data by
clicking on the ‘Download Participant Level Data Template’ button.
m Fill the template out with data and then upload the spreadsheet by clicking on

the ‘Upload Participant Level Data Attachment’ button. This uploaded data will
populate the cells in the report.
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®m You can click on the ‘Download Current Participant Level Data’ button to
download the file containing the data for your own records.

Cumulative (Actual)
Ethnic Categories

Unknown/Mot Reported
Met Hispanic or Latino Hispanic or Latino Ethmicity Total
Unknown Unknown Unknown
Racial FMat /Mot /Mot
Categories Female Male Reported Female Male Reported Female Male  Reported
American 0
Indian/Alaska 42 3 0 7 (i 0 0 0 0
Mative
0
O 0 0 0 0 0 0 0 0 0
Native 0 0 0 0 0 0 0 0 0 0
Hawaiian or
Other Pacific
Islander
e s o 676 510 0 15 20 0 0 0 o 122
African
American
0
White 3526 2663 0 300 214 0 0 0 0
More than 0
One Race 0 0 0 0 0 0 0 0 0
Unknown or 0
Not Reported 0 ] 0 0 0 0 0 0 0
Total 0 0 1] 0 240 0 0 0 0 240

Need Help @

Participant level data file (C5V):

Download Participant Level Data Template Upload Participant Level Data Attachment

Download Current Participant Level Data Remove Current Participant Level Data
Save and Keep Lock Save and Release Lock Save and Add Cancel and Release Lock

Notes:

o Ifyou plan to upload the data, you must use the template by selecting the
Download Participant Level Data Template. This will be a CSV file that can be
updated with new totals.

o Once the new totals have been entered into the template and the file has been saved,
use the Upload Participant Level Data Attachment button to upload the file
which will update the Cumulative counts.

o Individual-level participant data on sex/gender, race, ethnicity and age at enrollment
will be required in progress reports for competitive applications submitted for due
dates on or after January 25, 2019 (See NIH Guide Notice NOT-OD-18-116). Since
NIH will be piloting providing individual level data starting in June, we encourage
you to get familiar with the template as we believe it will cut down on duplicate
entry and save you time.
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o For the Planned counts, the cells must be updated online in the report itself.

Planned
Ethnic Categories
Mot Hispanic or Latino Hispanic or Latino Total
Racial
Categories Female Male Female Male
American 0
Indian/ Alaska 4 ° ! b
Mative
1]
Asian 0 0 0 0
Mative 0 0 0 0 0
Hawaiian or
Other Pacific
Islander
Black or 676 510 15 10 1211
African
American
0
White 3526 2663 300 214
More than 0
0 0 0 0
(One Race
Total 0 0 0 230 230

« The entire study can be previewed before submission by clicking on the Preview Study
button on the left navigational column under Actions.

Actions @

RETURN TO SUMMARY

[ PREVIEW STUDY ]

VALIDATE

VIEW STATUS HISTORY

If the PI is making changes:

o The PI can click the Save and Release Lock button to save the changes.

o The submission status changes to Work in Progress.

PI changes status to Ready for Submission.

Signing Official (SO) gets an email that the application is ready for submission.
SO logs into ASSIST, finds the application and submits it.
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If the SO is making changes:

The SO can click the Save and Keep Lock button to save the changes.

The submission status changes to Work in Progress.

SO changes status to Ready for Submission.

The Submit action becomes active on the Application Information page.
SO clicks on the Submit button

Only the SO can submit the application to NIH. The submission sends all updated study records
associated with the application to NIH at one time.

Program officials and grant specialists are notified automatically of study changes and can review
those changes. Some changes may require prior approval.

13.11.2 Accessing Single-Project RPPR for Editing

For single-project awards, the RPPR Menu screen displays with buttons for the following available
options:

« Edit

o Check for Errors

o View

« View Routing History

e Route

¢ Cancel

NOTE: Once an RPPR has been routed for review, the Recall and Submit buttons are enabled.
These functions are covered in other topics.

RPPR Menu @

Grant Number; SKIZHD 23456-03

Ines-tituition; FRESIDENTIAL UNNMERSITY

PD/PI Hame: Jefferson, Thomas

Project Title: A New Model for the Delivery of Well-Child Care  Low-Income Children
Due Date: 05M15/2012

Current Reviewer:
Status: Mot Stared

[ Check for Ermors |[ View Routing History ] Route )
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Select the Edit button to open the RPPR for editing.

Refer to the section of this document titled Editing the RPPR Forms on Page 286 for more
information on editing the forms.

13.11.3 Accessing a Multi-Project or Single-Project with Complicated
Structure RPPR for Editing

A multi-project RPPR is a progress report submitted for a funded program (activity code) which
has multiple, interrelated components sharing a common focus or objective.

A component (for the purposes of applications and progress reports) is a distinct, reviewable part of
the multi-project application or progress report for which there is a business need to gather detailed
information identified in the funding opportunity announcement (FOA).

Components typically include general information (component organization, project periods,
project title, etc.), performance sites, personnel, and budget. The FOA defines the construction and
naming convention for the application; the funded application defines the construction and naming
convention for the progress report.

For multi-project awards, the RPPR Menu screen displays with buttons for the following available
options found within the Application Information section of the screen:

e View
o View Routing History
e Route

o Cancel

NOTE: Once an RPPR has been routed for review, the Recall and Submit buttons are enabled.
These functions are covered in other topics.
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RPPR Menu @

Application Information

Grant Number: SP20MD123458-01

Institution: UNIVERSITY OF THE US

POVPI Name: WASHINGTON, GEORGE; Jefferson, Thomas (Contact)
Project Tithe: Samgle Research Project

Due Date: 010172014

Current Reviewer: Franklin, Benjamin

Status: PDVPI Work in Progress

2

View || ViewRouting History || Route | F= bmit Can:sl)

IC'oes the project have components? (& Yes Ho e

— Program Director(PO) :

Overall Sample Research Project Washington, George Edit Check for Errors
Component Type Component Project Title
Select One - Add Component |
jone item found.
e el e IS
Care for Samole Research Project Edit Component | Check for Errors | Delete |
Overall

Below the Application Information is a table showing the Overall ID, Project Title, Program
Director/Principal Investigator (PD/PI) Name, and an Actions column with links.

The RPPR Menu for a multi-project RPPR without components does not include the component

table. Additionally, the No radio button on the Does the project have components? field is
selected.

Refer to the figure below for an example of a single-project with complicated structure RPPR.

RPPR Menu @

Application Information

Grant Humber: SU10HD1 23455-15

Ins titution: UHNERSITY OF THE US

POVPI Narme: WASHMGTON, GEORGE

Project Title: Another Sample Research Project
Due Date: n2mzee

Current Reviewer: WASHMNGTON, GEORGE

Status: POVPI Werk in Progress

view | [ View Routing History || Route || Recall || Submit | [ Cancel

f0oes the project have components?  Yes '@ No o

- Program Director(PO)
Cveral Anther Samps Research Projct WASHNGTON, GEORGE Edit Chack for Errors

To edit the RPPR for the Overall, select the Edit link from the Actions column.
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RPPR Menu @

Application Information

Grant Number; SP20MD123456-01
Institution: UNIVERSITY OF THE U3
POVPI Name: WASHINGTON, GEORGE; Jefferson, Thomas (Contact)
Project Tite: Sample Research Project
Due Date: 010152014
Current Reviewer: Frankdin, Benjamin
Status: PO/PI Work in Progress
View View Rouing History | | Route | Cancel
IDoes the project have components? 5 Yes Mo 9
- Program Director{PD)N ’
ﬁ i Principal Investigator(P1) Name: Ackoes
Overall Sample Research Project Washington, George @- eck for Errors
.
Component Type Component Project Title
Select One - Add Component |
jone item found.
O I R S
Core-57723 Core for Sample Research Project Edit Component | Check for Errors | Delete |

Individual Components

If the award has individual components (e.g., a multi-project award), each component must be
reported in the RPPR. To add components, select the Yes radio button next to the question Does
the project have components? Selecting Yes displays the Add Component feature for the
individual components.

NOTE: Any individual components previously added will already be displayed in a table beneath
this feature. In this scenario, the Does this project have components? option is disabled. This
includes components which were part of a previously submitted progress report for the grant.

To add an individual component:

1. Select the correct option from the Component Type drop-down list.
2. Enter the Component Project Title.

3. Select the Add Component button.
Added individual components display in a table beneath the Overall, showing the
Component ID, Component Type, Component Project Title, and available links in the
Actions column.

4. Select the Edit Component link in the Actions column for the component to edit its RPPR.

Refer to the section of this document titled Editing the RPPR Forms on Page 286 for more
information on editing the RPPR forms.

Click here to view a sample image.
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RPPR Menu @

Application Information

Grant Number: SP20MD1234556-01
Institution: UNIVERSITY OF THE US
PDIPI Name: WASHINGTON, GEORGE; Jeferson, Thomas (Contact)
Project Tithe: Sample Research Project
Due Date: 01012014
Current Reviewer: Franklin, Benjamin
Stabus: FO/PI Work in Progress
[View|[  View Routing History | [ Route | [ Submit | [ Cancel |

[Does the project have components? @ Yes No 9

1 Ti Program Director{PD)/
Overall Sample Research Project Washington, George Edit Check for Errors

|~

Component Type: * Component Project Title

Select One - Add Component

Care |

Admin Core Component -

[l

Training [ Uy sample project .

Career Development
L Other

Individual components can be removed from the RPPR by selecting the corresponding Delete link
from the Actions column of the specific component, followed by the OK button on the
confirmation pop-up message. The delete option is not available for Overall.

IMPORTANT: If you choose to delete a component, all data related to this component —
including all budget data — will be lost. This data cannot be recovered once it has been deleted.

13.11.4 Editing the RPPR Forms

After selecting the appropriate editing option, the RPPR section 4. Cover Page displays. The
Cover Page includes information about the grant, PD/PI, signing and administrative officials,
organization, and project/reporting/budget periods. Some of this information may be auto-
populated. For more information on the Cover Page, refer to section 6.1 Section A — Cover Page
located in the NIH Research Performance Progress Report (RPPR) Instruction Guide.

1. Update the information as necessary and select the Save button.

The Cover Page includes tabs at the top and links at the bottom of the page for navigating to
the other sections (e.g., Accomplishments, Participants), which may be completed in any
order. Before navigating to and from any of these sections, it is always necessary to select
the Save button to save all changes on the current page. Navigating away from any page on

the RPPR without selecting Save results in the loss of any information entered prior to the
last save.
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=]

2. Sections can be completed in any order. To navigate and populate the other sections of the
RPPR, select the appropriate link from the top or bottom of the page. The same navigational
links appear on each section of the RPPR.

3. Complete the appropriate fields of the report.

Details for completing each section are discussed in the Instruction Guide
(https:/grants.nih.gov/grants/rppr/rppr _instruction guide.pdf). Many of the fields on these

pages, however, behave in a similar manner.

Click here to display examples of common field types.

Add New

To use the Add/New feature, enter or select data into the appropriate fields. Select the
Add/New button to add the data to the table. After being added, items can be edited or
deleted from the table using the Action links.

or provide the following for each foreign country: Dollar Amou

(] AddMew Jﬁarj e

5000

Country D

Amount of Award Spent in Foreign Countries

5000

| -
AUSTRALLA

Edit Dalete

Text Box

All text boxes on the RPPR have character limits. The number of characters available is

reflected beneath each text box as characters are entered.
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List the major goals below (NH recommended length 5 up to 1 pagg Limit is 8000 characfe_r;y approximalely 3 pages.)

(Ihe major goal of this project is..)

Qatal remaining allowed limit is 7964 charaﬂe@

Changing Saved Responses

While in WIP status, answers may be changed. A warning message displays as follows:
The entered/uploaded response will be deleted. Do you wish to continue?

The user editing the information can choose to Continue or Cancel the action. Choosing
Continue deletes the previous response, removes any attachments, and disables the relevant
fields associated with the question. Choosing Cancel cancels the change.

4. Select the Save button before navigating to the next page.
5. To return to the RPPR Menu, select the Cancel button.

When an RPPR is ready for review and submission, it is routed to the next reviewer. Refer to the
section of this document titled Routing the RPPR on Page 251

13.11.5 Editing the RPPR Budget Forms
13.11.5.1 Budget Form (H.1)

To add a budget, choose an option from the drop-down list and select the Add Budget button. The
added budget type appears in the first table. Use the Edit link in the Action column to open the
form for editing. Select the Save button before exiting the form. Most awards now use the SF424
R&R budget form. However, training awards may use the SF424 and/or the PHS 398 training
budget. The PHS Additional Indirect Costs budget form is available as an optional form for the
Overall component of a multi-project award with multiple institutions/organizations. Please contact
the Grants Management Specialist assigned to your grant if you have questions on the appropriate
form to use.

Budget types include:

o SF 424 Research & Related Budget form
o PHS 398 Training Budget
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o PHS Additional Indirect Costs form

NOTE: Budget types can be deleted by selecting the Delete link from the Action column for the
specific budget. After deleting a form, be sure to save the RPPR before navigating away from the
H.Budget tab. Save buttons are located at the top and bottom of the screen.

13.11.5.2 Subaward Budget Form (H.2)

To add a subaward budget, choose an option from the drop-down list and select the Add
Subaward button. The added budget type appears in the second table. Use the Edit link in the
Action column to open the form for editing. Select the Save button before exiting the form.

Subaward budget types include:

o SF 424 Research & Related Subaward Budget form
o PHS 398 Subaward Training Budget

NOTE: Subaward budget types can be deleted by selecting the Delete link from the Action
column for the specific subaward.

Click here to display an image of the RPPR H.Budget screen.
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H. Budget @

Please click the Save button before leaving this page. Otherwise, all changes will be lost.

[Sou) Coen]

H1. Budget Form
For training awards, grantees should select the applicable RPPR budget type (e.9., 5F424 (R&R) or PHS 398 Training Budget) from the drop down menu. For a small number of NIH training awards the grantes
Is required to submit both the SF424 (R&R) and PHS 3938 Training Budget; the RPPR will accommodate this,

If complating the SF424 (RER), follow the instructions in the SF424 (R&R) Application Guide for NIH and Other PHS Agencies, Section |, 4.7 R&R Budget Component, sections A-K. The budget justification should
be uploaded as item K, and must include detailed justification for those line items and amounts that represent a significant change from previously recommended levels (e.g.. total rebudgeting greater than
25 percent of the total award amount for this budget period).

If complating the PHS 388 Training Budget, follow the instructions in the SF424 (R&R) Application Guide for HIH and Other PHS Agencies, Section |, 8.5 PHS 398 Training Budget Component, items A.F. The
budget justification should be uploaded as item F, and must include detailed justification for those line items and amounts that represent a significant change from previously recommended levels (e.g., total
rebudgeting greater than 25 percent of the total award amount for this budget period).

s(alecla budget to add from the dropdown list:
Plaase select a budget type -
I T
PHS 388 Training Budget 5000  Eoit Dalete
SF 424 Research and Related Budget 50.00 Edit Delate
H2. Subaward Budget Form
For awards with ‘consortium the may select up to 30 subaward budgets. To complete a detailed budget for a subaward/consortium, follow the SF424 [R&R) Application Guide for

NIH and Other PHS Agencies, Section |, 4.8 Special mslrucmsfor Preparing Applications with a Subaward Consortium or 8.6 PHS 398 Training Subaward Budget Attachment(s) Form.

|~
Select a subaward budget to add from the dropdown list:

Please select a budget type - [ Add Subaward Budget
[ swpee | -_ | cton |
PHS 398 Training Sub Award $0.00 Edit Delels
SF 424 Research and Related Sub Award Budget 1 $0.00  Edit Dalate
N

[Save] [ Cancel | 4 cover page | B accomplishments | € Progucts | D Participants | E lmpact | F Changes | G Special Repoding Req | H Budget | LQutcomes

NOTE: Remember to save the information before exiting the form by selecting one of the Save
buttons located at the top and bottom of the form.
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13.11.5.3 DUNS Number

For single-project RPPRs, the DUNS number will automatically populate the DUNS number of
the grantee organization on the budget form.

SF424 Research & Related Budget

Save Cancel

OMB Mumber. 0925-0001

* Organizational DUNS [ 1924 ] Budget Period: 1
* Start Date

* Organization Name

. * End Date
Budget Type Project  Subaward/Consortium

For multi-component RPPRs the grantee must enter the DUNS and Organization Name fields, as
the DUNS number will not automatically populate the DUNS number.

To add the DUNS number:

Enter the DUNS number into the Organizational DUNS field or select the magnifying glass icon
to search for and select the DUNS number. You can search using a secondary DUNS number,
however, the form will reflect the primary DUNS after you select the organization.

The Organizational DUNS field updates with the information and the Enter Name of
Organization field updates to reflect the new DUNS.

To add the organization name:

Enter the organization name into the Organization Name field or select the magnifying glass icon
to search for and select the new organization name.

The Organization Name field updates with the information and the Organizational DUNS field
updates to reflect the new organization.

NOTE: If subaward budgets are completed, the system will not calculate the budget line item F.5
for the main budget (click to view figure). Total consortium costs for the main budget MUST be
computed and entered manually into budget line item F.5.
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F. Other Direct Costs
Funds Requested ()

1. Materials and Supplies 5
2. Publication Costs 5
3. Consultant Services ]
} Mices 5

5. Subawards/Consortium/ Contractual Costs 5 )
. EETFEES 3
7. Alerations and Renovations 5
8 3
9. $
10, - £
Total Other Direct Costs 5

13.11.5.4 SF 424 Research and Related Budget
For assistance with the information required on the forms, please refer to the Application Guide.

Policy: https://grants.nih.gov/grants’/how-to-apply-application-guide/forms-e/general/g.300-r&r-
budget-form.htm

13.11.5.5 SF 424 Research and Related Sub Award Budget
For assistance with the information required on the forms, please refer to the Application Guide.

Policy: https:/grants.nih.gov/grants’how-to-apply-application-guide/forms-e/general/g.310-r&r-
subaward-budget-attachment(s)-form.htm

13.11.5.6 PHS 398 Training Budget
For assistance with the information required on the forms, please refer to the Application Guide.

Policy: https://grants.nih.gov/grants’/how-to-apply-application-guide/forms-e/general/g.330-phs-
398-training-budget-form.htm

13.11.5.7 PHS 398 Training Sub Award
For assistance with the information required on the forms, please refer to the Application Guide.

Policy: https:/grants.nih.gov/grants’how-to-apply-application-guide/forms-e/general/g.340-phs-
398-training-subaward-budget-attachment(s)-form.htm
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13.12 Editing Inclusion Enrollment Data

This topic discusses inclusion data in the Human Subjects System (HSS) as accessed and
processed via your RPPR. For more information on HHS or accessing HSS via Commons, please
refer to the HSS Online Help.

To update inclusion enrollment data, select the Human Subjects link from question G.4.b of
section G. Special Reporting Requirements. For additional information on inclusion procedures
in the RPPR, please review Chapter 6.7 Section G—Special Reporting Requirements of the NIH
and Other PHS Agency Research Performance Progress Report (RRPR) Instruction Guide.

IMPORTANT: Before selecting the Human Subjects link, select the Save button on the RPPR
to save all your work in Section G. Failure to do so will result in a loss of data on your report.

NOTE: If this link is selected more than 60 days before the progress report due date, the following
warning is displayed:

Based on the due date of this RPPR, inclusion data is not yet needed. If you proceed, access to the
inclusion data via Commons/Status will be blocked. You cannot undo this action. Are you sure you
want to proceed?

Selecting Cancel will abort the action and HSS will not be opened. Continuing will result in
inclusion data being blocked for editing when accessed via Commons Status (View action only).
In this event, you will see the following message when accessing via Status: RPPR has been
initiated. Currently, the data is editable accessing via RPPR only.

The ability to edit [ERs via the Commons Status module will be restored after the successful
submission of the RPPR and until the award of the current year.

Click this link to display an image of the screen.
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G.4 Human Subjects

G.4.a Does the project involve human subjects? a ® Yes L) No

Is the research exempt from Federal regulations? e Yas ® No

Does this project invalve a clinical trial? 0 % Yes O No
If yes, is this an NIiHdefined Phase Il Clinical Trial? 0 Yes @ HNo

G4.b Inclusion Enreliment Data o

Please review the box below to determing if this project meets the definition of clinical research and requires the reporting of cumulative enroliment of subjects and the distribution of sexigender, ethnicity and race
Click herg for complete instructions about this requirement

~

Inclusion Enroliment Report
Please click on the link below to view and update inclusion data records associated with this award

Human Subjects f————

-

G.A4.c ClinicalTrials.gov 0

The Inclusion—Manage Inclusion Enrollment Records (IERs) screen displays showing the
Inclusion Enrollment Records (IERs) with a status of Requires Updates. Once cumulative form
updates have been made as required, the status of the IER(s) becomes Inclusion Updated.
However, this only occurs when cumulative data is updated. It is possible to see multiple IERs in
difference statuses.

Click this link to display an image of the screen for a single project.

Inclusion - Manage Inclusion Enroliment Records (IERs) @

Grant £ ERO1CA123456-03
Pl Hame: Shakespeare. William

Betumn to RPPE  Submit Mew Planned Inclusion Record ﬂ

IER ¢ @ IER Status @ Study Title Last Updated Date Action @

l':.'II"'-'\I
161587 Requires Updates This is a Sample Study Title 06/1002014 12-13 AM Edit Planned Enrallmant
Edit Cyrmylative Enrollment

Click this link to display an image of the screen for a multi-year funded award.
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Inclusion - Manage Inclusion Enrolilment Records (IERs) @

Grant #: 1RO1CAB54321-01
Pl Hame: Shakespeare, William
Return to Progress Report
IER # @ IER Status @ Study Title Last Updated Date Action @

FY: 2015 Submit New Planned Inclusion Record @

Wiew
1010414 Previous FY Data The Sample Study Title of This IDR 037122015 01:17 PM Edit Planned Enrollment
Edit Cumulative Fnrollment

Wiew

1010477 Previous FY Data Another Study Title to Another Sample IDR 03/12/2015 01:17 PM Edit Planned Enrgllment
Edit Cumuylative Enrollmant
1026222 Receved by Agency Here is an Example of a Study Title Too Long to Disp__More 0872372015 02:57 PM Edit Planned Enrollmen
i s at e nrgdl man
FY: 2014
Accepted (Original . L -
1010414 . hmlmm% The Sample Study Title of This IOR 09/12/2014 01:11 PM View
110477 | Aecepted (Onginal Another Study Title to Anather Sample IDR 09/12/2044 01:11 PM Visw

Submigssion)

For multi-year funded awards, only inclusion counts for the current IER fiscal year can be
reported. Once an RPPR is considered late, you will not be able to update and submit inclusion
data through the HSS. HSS will indicate this with a message as follows: Because this RPPR is
late, the Human Subjects System is unable to accept the data.

RPPR for current sequential year of multi-year award will be considered late after corresponding
anniversary of the budget/project period start date. For example, the RPPR for sequential year 1 is
late after 1st anniversary of the budget/project period start date.

Select the Edit Cumulative Enrollment link in the Action column to access the Edit Cumulative
Inclusion Data screen and perform the required updates.

The Edit Cumulative Inclusion Data screen contains the following information:
Header Fields

o Grant#
e PI Name

The name of the contact PI on the application record.

o Inclusion Enrollment Record (IER) #

Displays the system-generated identification number of the Inclusion Enrollment Record.
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« IER Status
Shows the status of the record.
o Study Title
The study title of the IER, pre-populated with the existing title and editable.

Cumulative Inclusion Enrollment Report Fields

o Study Title

Displays the study title for the IER, pre-populated from the Planned Enrollment Form.

o Comments

An optional text field for entering cumulative enrollment comments. If any comments for
cumulative form were entered before, this field is pre-populated when editing an existing
IER.

The cumulative enrollment form includes racial categories along the left side the of the table and
ethnic categories, divided by sex/gender, along the top of the table. The individual enrollment
count cells are editable and set to zero by default, when populating a new IER. When editing an
existing form, these values are pre-populated with any other value previously entered. The total
fields are calculated by IMS and sum up as rows and columns accordingly. The total values are not
editable fields.

NOTE: The cumulative inclusion form includes fields for entering Unknown/Not Reported race,
ethnicity, and sex/gender data.

Update the values in the individual enrollment count cells as necessary, and select the Save button.
To leave the form without saving any changes, select the Cancel button instead. Saving and
canceling both return you to the Manage Inclusion Enrollment Records screen.

POLICY: For additional information on racial and ethnic categories or inclusion policy and
procedures, refer to PHS Supplemental Instructions for Human Subjects or the OER inclusion web

page.

Click this link to display an image of the screen.
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Edit Cumulative Inclusion Data @

Grant # 1P20NR123456-01A1

Pl Name: SHAKESPEARE, WILLIAM

Inclusion Data Record (IDR} #: @ 1026033

IDR Status: 0 Grantee Updates in Pragress

Study Title: Sample Study Title for this Sample IDR

Cumulative Inclusion Enroliment Report

“Study Title: @ [Sample Study Title for this Samgle IDR

Comments: |These are my sample comments

Ethnic Categories
Racial C Not Hispanic or Lating Hispanic or Latino Unknown/Not Reported Flnﬂll'.l"’ Total
Unknown/Hot UnknownHot Unknown/Hot
Famale Malke Reported Female Male Reported Female Male Reported

American Indianf Alaska . .
Native 33 60 v 25 5 0 2 o 126
Agian 21 20 0 0 0 2 0 0 43
Mative Hawaiian or Other
Pacific Islander 9 9 9 9 9 g g g o
Black or African American 12 15 1 2 1 0 0 o 3
wnite o7 40 F 5 10 o 1 q | e
More Than One Race 3 4 0 10 10 0 0 0 2
Unknown or Not Reportad 1 0 0 0 2 [ o o 3
Total ar 139 3 42 28 2 3 3 o nr
=

HSS will perform validations to make sure the data can be saved. Warnings or errors may appear

on the screen preventing you from saving your information.

o Ifyou enter and save Os on the form when enrollment data previously was migrated from the

previous NIH inclusion data system, you will receive a warning message before the data can

be saved

Warning: You are about to submit zeroes for your cumulative inclusion enrollment data

when data in the previous OMB-approved format exists. Would you like to proceed?

Select Proceed to continue or Cancel to abort the action.

o Planned enrollment count overall total must be greater than 0 before cumulative enrollment

data can be entered. If planned enrollment counts equal 0, you will receive the following

€1ror:

Planned Enrollment count must exist before entering Cumulative enrollment Data

« Ifan overall total value is less than the prior year total, you will receive a warning message

before data can be saved:
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Warning: Some (or all) enrollment counts are less than previous F'Y. Do you want to
continue?

After updating the cumulative enrollment data, the status of the IER(s) status will change to
Inclusion Updated and the links for editing the information remain available. This status only
occurs when cumulative data is updated. Updating the planned data does not meet the requirement
of the progress report. When only planned data is updated, the IER status remains at Requires
Updates.

13.12.1 Changes to Planned Enrollment

If there are changes from the planned enrollment originally approved for funding, contact the
program officer to discuss updating/revising the planned enrollment. Please refer to Chapter 6.7
Section G—Special Reporting Requirements of the NIH and Other PHS Agency Research
Performance Progress Report (RRPR) Instruction Guide for more information.

Select the Edit Planned Enrollment link in the Action column of the Inclusion—-Manage
Inclusion Enrollment Records (IERs) screen to access the Edit Planned Inclusion Data screen.

The Edit Planned Inclusion Data screen contains the following information:

Header Fields

e Grant#
e PI Name

The name of the contact PI on the application record.
o Inclusion Enrollment Record (IER) #
Displays the system-generated identification number of the Inclusion Enrollment Record.
This field is displayed only when editing existing IER
« IER Status
Shows the status of the record.
This field is displayed only when editing existing IER
o Study Title

The study title of the IER, pre-populated with the existing title and editable when editing an
IER.

This field is displayed only when editing existing IER
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Click this link to display an image of the screen.

Grant #:

Pl Hame:

Inclusion Data Record (IDR) &: (2]
IDR Status: 0

Study Title:

Edit Planned Inclusion Data®@

1P20NR123456-0141
SHAKESPEARE. WILLIAM
1026033

Grantee Updates in Progress

Sample Study Title for this Sample IDR

Planned Enroliment Report

*Study Title: @  [Sample Study Title for this Sample IDR

"Foreign/Domestic: 0 Domastic E‘

Comments:  Thase are sample comments that you can enter
into this field

"Required field(s

Racial Categories Ethnic Categories Total
Mot Hispanic or Latino Hispanic or Latino
Female Male Female Male
Amenican Indian/ Alaska Native 35 55 25 5 123
. Agian 201 20 o 0 40
Mative Hawaiian or Other Pacific Islander 0 0 0 0
| Black or African Amencan [ | 18 o 0 28
White 30 38 4 & T8
| More Than One Race il 4 10 100 26
| Total 97 138 39 H 295

Planned Inclusion Enrollment Report Fields

o Study Title

The study title of the IER, pre-populated with the existing title and editable when editing an

IER.

For a new IER, this field displays blank. Enter the new IER's study title into the field. This is

required.

o Foreign/Domestic

This field indicates whether the IER involves participants from a non-US site (i.e., foreign)

or a US site (i.e., domestic). This field is pre-populated when editing an existing IER.

When creating a new IER, select the value from the drop-down list. This is a required field.
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o Comments

An optional text field for entering comments. This field is pre-populated when editing an
existing IER and blank when creating a new IER. If editing existing Planned Enrollment,
you should first discuss with the Program Officer and may want to consider adding a
comment here to explain the change.

The planned enrollment form includes racial categories along the left side the of the table and
ethnic categories, divided by sex/gender, along the top of the table. The individual enrollment
count cells are editable and set to zero by default, when populating a new IER. When editing an
existing form, these values are pre-populated with any other value previously entered. The total
fields are calculated by IMS and sum up as rows and columns accordingly. The total values are not
editable fields.

POLICY: For additional information on racial and ethnic categories or inclusion policy, refer to
PHS Supplemental Instructions for Human Subjects or the OER inclusion web page.

Update the values in the individual enrollment count cells as necessary, and select the Save button.
To leave the form without saving any changes, select the Cancel button instead. Saving and
cancelling both return you to the Inclusion—Manage Inclusion Enrollment Records screen.

IMS will perform validations to make sure the data can be saved. Warnings or errors may appear
on the screen preventing you from saving your information.

o Ifyou enter and save Os on the form when enrollment data previously was migrated from the
previous NIH inclusion data system, you will receive a warning message before the data can
be saved:

Warning: You are about to submit zeroes for your planned enrollment when data in the
previous OMB-approved format exists. Would you like to proceed?

Select Proceed to continue or Cancel to abort the action.

13.12.2 No Inclusion Enroliment Records Provided

When inclusion monitoring is required and no IERs exist, RPPR system will NOT allow the
submission of the progress report without IER(s). For the current FY it will display an error
message and require that you either submit a new enrollment record or provide an explanatory
comment for the missing IERs.

Click this link for an image of the screen.
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Inclusion - Manage Inclusion Enroliment Records (IERs) @

Grant & SROTNR123456-04
Pl Narme: Shakespears, William

Retum to Progress Repord Submit Mew Planned Inclusion Record 'ﬂ

NIH policy requires inclusion to be monitored, but no inclusion enrollement record(s) (lERs) have been provided. Please
submit inclusion records by clicking the link above or provide an explanation in the box below (100 characters max).

Add to Progress Report Cancel and go back

This is true for the current FY of a multi-year award as well. For the past FY's (when the progress
report is late), a standard message is displayed in lieu of the error message as follows: NIH policy
requires inclusion to be monitored, but no Inclusion Enrollment Record(s) (IERs) have been
provided.

This standard message will appear on both the screen and the PDF version of the progress report.

Inclusion -Manage Inclusion Enrollment Records (IERs) @

Grant #: 1R15GM123456-01
Pl Hame: Shakespeare, William

Retum {0 Prograss Repaor

MIH policy requires inclusion to be monitored, butno incusion enrollement record (s) (IERs) have been provided. Please
submit indusion records by clicking the link above or provide an explanation in the box below (100 characters max).

2015 Submit New Planned Inclusion Record

Add to Progress Report [l Cancel and go back

2014

MIH policy requires inclusion to be monitored, but no inclusion data record(s) (IDRs) have been provided
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To provide an explanation, enter your comments into the provided text box and select the Add to
Progress Report button. For multi-year funded awards, the ability to provide an explanation is
available only for the current year.

NOTE: Selecting any of the links or buttons other than Add to Progress Report will cancel the
action of adding and saving your comments. Any entered comments will be lost unless you select
the Add to Progress Report button.

The entered explanation is viewable on the RPPR PDF and on the Inclusion—-Manage Inclusion
Enrollment Records (IERs) screen when accessed via Commons Status. For information on access
through Commons Status, refer to the IMS Online Help.

NOTE: Submitting a new IER after the submission of this explanation, but before submission of
the RPPR to Agency, removes the explanation comment from the progress report. See the section
below for information on submitting a new planned inclusion record.

13.12.3 Submit New Planned Inclusion Record

Select the Submit New Planned Inclusion Record link to access the Edit Planned Inclusion
Data screen and submit planned enrollment and create a new IER. For multi-year funded awards,
this link is available only for the current fiscal year. Upon a successful save of a new IER,
attributes (Study Title, Foreign/domestic indicator/planned comments), Planned Inclusion Data (as
entered), and Cumulative Inclusion Data (as zeroes) are also created; the new IER is assigned a
unique IER #; and the IER status is set to Grantee Updates in Progress (when accessing through
Status in Commons).

13.12.4 Inclusion Enroliment Record (IER) Statuses
A status will be maintained for each study version. There will be two primary values used:

Received by Agency: any new study version will have this status. Studies that initially come in on
initial submission will have this status, and any post-submission of the study will have this status.

Accepted: when an award occurs, any studies for which the award is the primary project will have
the latest version. The latest version will also be labeled with the relevant FY of the award.

13.12.5 When Should | Access HSS via the Status Module?

HSS is used to view and maintain inclusion data associated with your grant(s) and can be accessed
in one of two ways, both through the eRA Commons system: via the Status module —or— via the
RPPR Section G. Special Reporting Requirements.
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13.12.5.1 When to Use the Status Module Instead of RPPR

There are a number of reasons why you might need to access inclusion data through Commons
Status rather than through your progress report. For example:

« Before award of a competitive application, changes may be necessary to the inclusion data
submitted with the application via Grants.gov.

o Post-award, there may be a requirement to provide more frequent updates to inclusion
enrollment in addition to any reporting associated with the RPPR.

Inclusion data cannot always be updated using Status. When application is undergoing peer
review, the inclusion data is not accessible in the Human Subjects System. Also, after a grant is
awarded, only the View links will be available for the IERs associated with fiscal year award. The
data for a given fiscal year is locked when the award is issued and no further updates can be made.
At that point, you can make updates via Status for the record associated with the next fiscal year.

For details on using the Status module for accessing HSS, please refer to Access HSS. You can
also access the HSS Online Help by selecting the help icons (@) on any of the HSS screens.

13.13 Checking for Errors and Warnings

At any time before an RPPR is submitted to agency, an error check can be performed to verify that
the report passes the business rules and system validations in place. Any user who has access to the
RPPR may perform the error check.

Refer to the section of this document titled Checking for Errors on Single-Project RPPRs on Page
303 for more information on error checking single-project RPPRs.

Refer to the section of this document titled Checking for Errors on a Multi-Project RPPR on Page
304for more information on error checking multi-project RPPRs.
13.13.1 Checking for Errors on Single-Project RPPRs

To perform an error check on the RPPR for single-project RPPRs, select the Check for Errors
button from the RPPR Menu screen.

RPPR Menu ©

Aggisc abion ko mataon
G ank HurmBear: ST IR 2S00
[T PRESIDENTIAL UNNERSTY
PCIPY Maima i Thigeug
Progiec T & hiwr r.
[Tt 1 SEMSE12
Curmin Raviewer
Sranrs: Mol Siaeed

vty ol Wall-Child T Lowweinosma Childeen

[Ed-‘."i‘_ Chack for Erors ‘J}r-[ Vi Fiouting History ‘F‘-rl.l‘.l:' ._:-IIK'I';
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If errors or a warning exist, the appropriate error or warning message displays for each failed
occurrence. All errors must be corrected prior to submission; the system will prevent
submission of an RPPR containing errors. However, the system will not prevent submission of an
RPPR when a warning message is displayed.

Error Messages

Socmon B. Accomplishiments (I 201315

B1 A0 afvienl i reguired. (100 2012088

BLZ An anwed i reguined. (100 201240

BUE An afiid H wad (1D 201241
Paoinsg B0 Ripd of anSetuplisd iesponse. 000 20a2ad)
3 B0 R o B apdaad fs ponse. (0 2
R of $rdpinpsa e kiponge 0D 2Huias

BE An afriwie i
Sachon C. Products: (100 200 316)

C 1 AN arcswed b8 reguined. (I 201248

=8 & drviwr o rlgquined il Nolung 15 Bapernt o anticusload misoms 1 201248

C 5.4 An anawer is required: select Hofing io Repot or sniesupioad responsa. (100 201250
C5E AN SASw iS5 Dot S Homind 13 Rapa of artercpiaad eipoade a0 201281
Sechon G, Special Reporting Requrssents: 00 701120

1. e MW S reguired Sedec] Molfang 1o Foeport of enlenuplond rsgorde. (I 201275
a5 AR Sdelt B dlquansd OO 20120

E 5. A answer i required. OO 20 Z30)

GA. e aawaT B redguined. 00 20054

G0 A reginkd Seld (8 migging 00 230092

3 0. A anNSW i eguired Sebec] Mo Foreign Componant of snlenupioad responsa. (10 201283
G 90 A Sivield 1 neauiest. (00 201388

If all validations pass, a message displays indicating: No errors found on validation.

13.13.2 Checking for Errors on a Multi-Project RPPR

To perform an error check on the Overall or individual component of a multi-project RPPRs, select
the Check for Errors link from the Actions column of the RPPR Menu screen for the Overall or
individual component being validated.

NOTE: Refer to the section of this document titled Accessing a Multi-Project or Single-Project
with Complicated Structure RPPR for Editing on Page 283 for information on adding individual
components to the RPPR.
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RPPR Menu @

Application Information

Grant Number: SP20MD123458-01
Institution: UNIVERSITY OF THE US
POVPI Name: WASHINGTON, GEORGE; Jefferson, Thomas (Contact)
Project Tithe: Samgle Research Project
Due Date: 010172014
Current Reviewer: Franklin, Benjamin
Status: PDVPI Work in Progress
View || ViewRouting History || Route | F= omit || Cancel

IC'oes the project have components? (& Yes Ho e

— Program Director(PD)
Overall

Sample Research Project Washington, George ditf” Check fgr
Component Type Component Project Title
Select One - Add Component |
jone item found.
Core-£773 Care Core for Samoie Research Prolect Edit Companent (Ehesk for Errors) Delete |

If errors or a warning exist for the chosen component, the appropriate error or warning message
displays for each failed occurrence. Select the Check for Errors button of the other components
to perform a check against them.

All errors must be corrected prior to submission; the system will prevent submission of an
RPPR containing errors. However, the system will not prevent submission of an RPPR when a
warning message is displayed.

RPPR Menu @

Error Messages

B Core-6772 - Section A. Cover Page: (D: 201309)

[N 515 The project lead for the component is required, (I 200261)

[ Core-6772 - Section B. Accomplishments: (ID: 201215)

W 5.1 an answer is required. (ID: 201238)

B B.1.4 An answer is required. (D: 201238)

B 8.2 An answer s required. (0: 201240)

B B4 Anonsweris required: select Nothing to Report or enteriupioad response. (D: 201243)
B B.5 Ananswer is required: select Nothing to Repart or enteriupload response. (D 201244)
[ B 6 Ananswer s required. (I0: 201245)

M Core6772 . Section C. Products: (D- 201316)

B C.3. An answer i required: salect Nothing 1o Report or enteriupioad response. (D: 201248)
i €54 Ananswer is required: select Hothing to Report or enterfuplad response. (D 201250}
B C5B Anansweris required: select Nothing to Report or enter/upioad response, (ID: 201 281)
B Core.6772 - Section E. Impact: (D 201318)

b £33 4n answer is required: select Hothing to Report or describe impact on technology transfer. (ID: 2002200
i Core.6772 - Section F. Change: (0: 201318)

(B F2 An answer is required: select Hothing to Report or enterfupload response. (ID: 201270)
3.8 An answer i required: select No Change or enteriuplond respanse. (D 201271)

[l F3bAn answer s requined: select Mo Change or enterupload respanse, (ID: 201272)

b F3.c ananswer is required. selset Ho Change of enteriupload responss, (D: 201273)

o F3.a An answer i required: seisct Ho Change or enterfuplosd response. (D 201274)

B Core6772 - Section G. Special Reporting Requirements: (O: 201320)

B G.4a Ananswer is requred. (D: 201278)

B G& Anansweris required. (D 201281}

Warnlng Message
[hﬂ 1. The Funds. Requested amount for one or more budget(s) is 50 (zero) dollars. Check the calculations to ensure this amount s corredt prior to submission. (ID: 200265)

If all validations pass, a message displays indicating: No errors found on validation.
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13.14 Recalling the RPPR

RPPRs that have been routed to a reviewer can be recalled by the person who performed the
routing action. This is useful in situations when the report was routed to the wrong person or the
reviewer is unavailable. The last reviewer of the report is able to recall it; however, Signing
Officials at the Institution and the Contact PD/PI who are not the last reviewer can also recall the
report when it is in a status of Reviewer Work in Progress.

NOTE: A PD/PI delegate does not have the ability to recall the RPPR.

To recall an RPPR, select the Recall button from the RPPR Menu screen.

RPPR Menu @

SHIIHDA 23458603
PREGIDENTIAL UNNERSITY
JelSerson, Thomas

A Ky Meachel fow B Dopliveery o Woell-Child Care
SEMBEIZ
Wiashingion, Gepge

Firsldrwrar Work in Progeess

Chack foe Emors | [Werw | [ View Rowting Hatory | (T-hﬁl‘} Cancal |

A message displays on the screen indicating: The RPPR has been successfully recalled. You have
been set as the Current RPPR Reviewer.

The status of the RPPR is updated to PD/PI Work in Progress or Reviewer Work in Progress, the
reviewer from whom the RPPR is recalled receives an email informing him of the action, and the
RPPR routing audit history is updated to reflect the action.

Additionally, the Edit and Route buttons are enabled, providing the new reviewer with the ability
to continue editing the RPPR or to route it to another reviewer.
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[The RPPR has been successfully recalled. You have been set as the Current RPPR Reviewer.

Grant Number: SK23HDM 23456-03

Institution: PRESIDENTIAL UNIVERSITY

PD/PI Hame: Jeflerson, Thomas

Project Title: A MNew Model for the Delivery of Well-Child Care
Due Date: 0552012

Current Reviewer: Jeflerson, Thomas

Status: PDFI Work in Progress

[Edit“ Check for Emrors ][mew][ View Routing History “Ruute]

13.15 Viewing the RPPR

Grantees are strongly encouraged to view the RPPR prior to submission to ensure that the correct
information and attachments are provided. Refer to the section of this document titled Submitting
RPPR to Agency on Page 254.

PD/PIs, PD/PI delegates, and reviewers can view a PDF version of an RPPR in Work in Progress
(WIP) or Submitted to Agency status to see how it will be seen by the Agency. Until the RPPR is
submitted to agency, the PDF report shows a status of Draff and a blank submission date.

To view the RPPR form, select the View button from the RPPR Menu screen.

RPPR Menu &

Grani Rember SKI2 DA FI458-03
InSnLL FRESIDENTIAL UKNERBITY
PO Hamee: JaPfarson, Thomas
Progect Tite: A M Wosde Tor B Dty of Waell-Child Care
[0 OEHS2012
Carrent Reverwer Washingion, Beorge
Sistes: Rudewar Waork in Progress
[Ede] [ CheckrEmors (| View]]  View Roving restory || Reut [Sutma | [ Cancel
— =

13.16 Viewing the RPPR in Commons

The RPPR, in PDF format, is accessible in Commons within the Status Information screen. To
view the RPPR, perform the following steps:
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1. From Commons, select the Status menu option.
2. Select the link for List of Applications/Grants.

) A Electronic Research Administration
A program of the National Instifutes of Health

Home Admin Institution Profile  Personal Profile| Status | ASSIST Prior Approval RPPR XT

Status: Pl Search

The following list of applications represents a r It of the search by Granis.gov Tracking # or a list
complete list of your Recent’Pending eSubmisjons, please click Recent/Pending e Submissions 1

s Applications that require action ga., to view errorsfwarnings) prior to submission complel
» Applications that are available Jfview (during two business day correction window) prior tc
# Applications that have been iected by Signing Official

* Funded Grants

& Successfully submitted applications, both paper and electronic

» Review assignment status, review results, summary statements, and MNotices of Award

» Other Commons features (e.g., JustIn Time, eSMNAP, Closeout, Financial Status Report) fc

Search by Grants.gov Tracking Num

Enter the Grants.gov Tracking Number into the following box for easy access to a specific grant a

e e

3. From the Status Result — List of Applications/Grants screen, select the hyperlink for the
specific Application ID.
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Notes & Tips:

Status Result - List of Applications/Grants @

« Imporiant Tha HEH provces T T (st i Tima) Bk in T COMImans for appicalions eceiing 3 peroenile of s Tian 33 of o appEcalons reosng & Briony S0on of Bebwsen 10 and 50 fin peroesile is
eouaned. Pladin Iwll NEEuSaed Borm P MM o6 Wil 12 Somobits Bl lesgtion. Farfanmons, Tos i 5 SyElem peobinm with T Commons, which Shows T T ik for NICEA, Spclcatind
(Felowshigs and Traning Jopcaions] Piease S0 nod submi B AT reormason For Trese oes of Jo0icalions Tough e Commons. Fiease Submil JT informalion for kaning prants. and slowships Teough
vl of 2 ol T iquitied & Sigrana OBad (500 8 pour NIBRSSA 1 S0d T coguid] 12 B Pl TROAR pou Sl ool COSpa S50

Tl Fediirwvieie) Bt o7 BSpRENSCASPRNS IIOIESINEN & reBull of B SRMCh by GIants pow Tescking B of § compiots RS0 ol 5 Tour SOPICRSSALRIINtE. If you 50 el Sb & Somakuie BEL of your BECECISSARIOIINtS, Blekis chek
Wil of Applcations Granls man B agan

Br-aera 1@
# Submenman e ———

S IHE T A M Mgl for B Chaltvary of Wl-Child Cace JEFFERGOM, [r— Racarded Mondipmahpn oty DRTTGONY

THOMAS Compisty
LIS T1A] GRAMTIZISETIP A N ladal lor v Delivery of Wel-Child Cane JFFERGOM, b Laarded Montsloanhen iy O [T

THOMAS gty B

LEIEn 00 | ORANTHIERITIF A N lodal o v Delivery of Wel-Child Cate HETERSEN, b WEhdwen by IC - O veaien DT
THOWAS Sy Enoumbeed

& Miw W2as] 150 9o Dbty o Tl-Chad Caew JETFERSON, Fastng T

THOMAS

[ EmpenisEne || Snowousy || Pris s |

The Status Information screen displays with the Other Relevant Documents section in the

top right corner.

4. The progress reports for incrementally-funded and multi-year funded awards are displayed

differently in Other

Relevant Documents.

a. For an incrementally-funded RPPR: Select the e-Application link from the Other
Relevant Documents section of the Status Information screen.

General Grant Information
Status:

Institution Name:
School Hame:
School Category:
Division Hame:
Department Hame:
Pl Hame:
Application I0:
Proposal Title:

Proposal Receipt Date:

Status Information

Pending administrative review. Refer any questions to
Program Official or Grants Management Spedalist
PRESIDENTIAL UMNERSITY

SCHOOL OF MEDICINE

SCHOOLS OF MEDICINE

MOME

PEDIATRICS

Jeffarson, Thomas

SROTHDT 23456-03

A Mew Model for the Delivery of Well-Child Care

Last Status Update Date:  0317/2011
Budget Start Date: 07012012
Budget End Date: 083002013
Progress Report Due Date: 05012012
Current Award Motice Date:
Application Source: Paper
Project Period Begin Date: 07/15/2010
Project Period End Date:  05/30/2015
eApplication Status:
FOM: [PADS-043] - MENTORED PATIENT-ORIENTED
HIH Appl. ID: 1234567
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a. For multi-year funded awards: Select the appropriate year's link in the Research
Performance Progress Report section. Links will appear as follows: RPPR Year
<X><MM/DD/YYYY>.

Status Information

[Proposal Receipt Date:
lLast Status Update Date:

01/06/2014
02r24r2010

|General Grant Information er Relevant Documents
Status: Application awarded e-Application
Institution Name: College al Stratford-Upan-Avon = =
School Name: SCHOOL OF MEDICINE
School Category: SCHOOLS OF MEDICINE Latest NGA
Devision Name: NONE Notice(s) of Grant Award 1
IDepartment Name: PEDIATRICS (PDF) LELEE
Pl Name: SHAKESPEARE, WILLIAM (Contact) Marlowe, Christoper A " r
tapplication 1D: 1R15CAZ34567-01A1
. 021172010 Times Reviged{1)
Proposal Titke: A Widzummer Nights Dream and Other Known Sleeping Disorders Justin Time 1112010 Times R -

Resaarch Perfarmanca PPR Year 1 19

ICurrent Award Motice Date: 020122010 Progress Report
IApRlication Source: Grants. gov
Project Period Begin Date: 04/01/2010 m:;mﬁtm P 1 11
[Project Period End Date: 0273172014 (PRAM)
leApplication Status: Submission Complete - = -
FOA: [PA00-123] - ACADEMIC RESEARCH EMHANCEMENT AWARD ! =
JHIH Appd. ID: 1234567

orfespondence

Date Description Action

The PDF version of the RPPR opens in a separate window.

NOTE: The submitted RPPR can also be accessed from the RPPR Menu screen. The View button
opens the PDF version of the RPPR.

13.17 PD/PI Assurance Report

The PD/PI Assurance Report displays instances when PI users agreed to the PD/PI Assurance
message upon routing or submitting a Research Performance Progress Reports (RPPR).

If you hold an SO role, you have access to this information. To view this information:

1. Select the RPPR tab from the Commons menu.
2. From the Manage RPPR screen, select the PD/PI Assurance Report option.
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Home  Adimus—— rProfie— Porsonal Profile  Status (JETTTI “yTrain  Admin Supp  eRA Partners

Manage RPPR @

Form Appraved OME No. 0925-0002

Tyew  Ambity  ICCood  Senl Newos  Sugetn el SuMiz Code
Grant Number:
[PDVPI Last Narma:
Current Reviewer Last Namae;
Status: Al =

Select Grant Humber link to manage the RPFR:
Grant Applications

The PD/PI Assurance Report screen opens. Y ou can perform a search for a specific PI or by
a range of dates for all Pls in the organization. You can search by PD/PI Name, a range of
dates, or both. A search with no specified PI will return the records for all PIs in the
organization.

2. Enter your search criteria and select the Search button.

The search results display at the bottom of the screen.

PD/PI Assurance Report g

Law

PP Name -

Fimt

6
iifedcpar
[Date Range From 07/09/2012 EH“{)DW\‘] To 0B/0S/2013 Eﬁlﬂl.htltl.’\'\"r"(:

(searen | | Clear |
POIPI Assurance Search Resulis 1- 2 out of 2 records  Prev 1 Nead &)

Poeivame ______________Juserm ___________ iagwenan __________________ Jacwe |
ROIEY000005-03 Shakespeare, William THEBARD 2012-07-23 01:17-20 ROUTE
ROMEY000005-03 Shakespeare, William THEBARD 2012-07-24 14:15:26 SuUBIT
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PD/PI Assurance Report
Search Criteria

POVPI Hame

Date Range From (01092013 | E@wmoory  To p1mazo1s | Bamoomom

[Searcn | [Clear

PDIP| Assurance Search Results 1- 12 ot of 12 records  Praw 1 Nast All
poptame " Jusew  Jawceomws  lhcwn |

RO1FD000001-04 Bennet Lizzie PROUDES 2013-01-10 20:04:44 SUBMIT
RO1DKO00004-0151 CAULFIELD, HOLDEH CATCHER 2013-01-10 21:14:24 SUBMIT
RO1GMOD0002-31 DOYLE, ARTHUR C SHERLOCK 2012-01-10 19:06:30 SUBMIT
ROAEY000002-05 FINCH, ATTICUS SCOUTSDAD 2013-01-10 122048 ROUTE
ROTNS000001-13 FINN, HUCK TOMSFRIEND 2013-01-14 1231:53 SUBMIT
RO1GMODOO01-17 FITZGERALD, F SCOTT GATSBY 2013-01-14 18:19:42 SUBMIT
ROTMHO00001-23 GOLDING, WILLIAM THEFLIES 2012-01-14 003918 SUBMIT
RO1CAG00001-01 JOYCE, JAUES ULYSSES 2013-01-14 18:14:17 SUBMIT
RO1EYD00004-03 LEE, HARPER MOCKINGEIRD 2013-01-11 18:35:50 SUBMIT
ROVEYD00001-01 Sawyer, Tom HUCKSPAL 2013-01-14 2247:48 SUBMIT
ROVEYD00005-03 SHAKESPEARE, WILLIAM THEBARD 2013-01-11 18:30:35 ROUTE
ROAEY000003-07 TORRANCE, JACK SHINING 2013-01-14 13:21:32 SUBMIT

13.18 Public Access PRAM

The Public Access Progress Report Additional Materials (PRAM) feature provides a means for the
grantee to enter, review, and submit information in response to the automated notification sent
when an NIH grantee organization submits an RPPR with non-compliant publications. The system
sends the automated email to the PD/PI requesting verification that all publications are in
compliance with the NIH Public Access Policy. The SO and AO assigned to the RPPR on the
cover page will receive a copy (cc:) of the email. While an email response to the GMS and PO is
acceptable at this time, the grantee is encouraged respond using the Public Access PRAM feature
in eRA Commons. AHRQ does not currently use the PRAM feature for public access compliance
notifications.

Using the PRAM feature, grantees can upload and submit a My NCBI PDF report demonstrating
that previously non-compliant papers reported on the RPPR are now compliant. Compliant papers
have a status of Complete, N/A (not applicable), PMC Journal in Process, or In process at
NIHMS. Please see http://publicaccess.nih.gov/include-pmcid-citations.htm for additional
information. If unable to provide the verification of compliance, grantees can upload and submit
justification for why specific publications cannot be brought into compliance.

As with the RPPR, a PD/PI (or Contact PI in the case of multiple Pls) can enter the Public Access
PRAM, but can only submit it if the PD/PI is delegated with Submit Progress Report authority.
Otherwise, only the SO can submit the PRAM to Agency.

13.18.1 Initiating Public Access PRAM

The PD/PI (Contact PI) or PD/PI Delegate can initiate Public Access PRAM by following the
steps below:
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1. Access the Status Result — List of Applications/Grants screen.
2. Select the Public Access PRAM link from the Action column of the appropriate grant.

Status Result - List of Applications/Grants ©
Hasties & Tips:

& Imporiant Thas MM provices B JIT Lt in Tima) Bk in e Commons for Spplicafions recaaang 3 percentibe of leas Bian 30 of fod Spplcalons recsuing 3 oy sooe of Batwisen 10 3nd 60 0 no perceniiy i
prodd e il nifuctasd i B M S0 whalhar 3 Somilels Bay infor=loe

T foliowing il of applcalions/orants represents a reswl of fhe search by Grants gov Teacking & of a oemplebs ki of all pour applscaoraiorants. 1 you o mof s4e 3 complels lisi of pour applcalonsigrans. please ook
Lisst of Applcafoes Grangs many b agan

- 1poiiea 1308

- S Grants gory Tracking PO . Caarant Reviralen -
m.:bml:l' L -l" E S Y m
o] 3345600

A biirws o ot v Coaienr of Vel Child Can JEFFERBOM, Fanaieg F0A0NE | REP
THOMAS
£ (MP1} ORANTOOTISE  Crimes & Fursshment 3nd e ESacts on Misrtsl Meah  JEFFERBON, Submissson Fandang U012 | Toanemial Shee
THOMAS | Complits
ORBMNTOOTIEEET  TheFoed Budgs of Courage and Oer Sin Dmerdess  JEFFERTOMN, Submis sen APpECBOn RIS DA il o DAZ20012
THOMAS Coomipleha TR
Expont Io Excel Show Query | [ Print Hilst

The Progress Report Additional Materials (PRAM) screen displays.Grant Information
including Grant Number, PD/PI Name, Project Title, Institution, Status, and Current
Reviewer displays at the top of the screen. The Public Access Compliance section at the
bottom contains guidance for responding to the automated email requesting evidence of
compliance with a field and buttons for uploading and maintaining attachments.

3. Use the Add Attachment button to browse and select the My NCBI PDF or another
PDF document providing justification. Note that selecting the Cancel button closes the
screen instead.

4. Enter a response in the text box in 2,000 characters or less and select the Route button at the
bottom of the screen.

Progress Report Additional Materials (PRAM) (7]

Grant Humber: SK23HD123456-03

[PDVPI Hame: JEFFERSON, THOMAS

Project Title: A Mew Model for the Delivery of Well-Child Care
Institution: PRESIDENTIAL UNIVERSITY

Status: POPI Work in Prograss

Current Reviewer: Jeflerson, Thomas

Public Access Compliance
Provide verification that all publications ara in compliance with the NIH Public Access Policy

« Verify compliance with the NIH Public Access Policy by upleading a My NCBI POF repor demonsirating that previously non-compliant papers repored on the RPPR are now compliant
Citations must have one of the Tollowing statuses: "Complate™, "MA™ (nol applicable) , "PMC Journal in Process™, “In process at NIHMS™.

« Ifunable to provide verification, provide a justification for why the specific publication(s) cannot be brought into compliance.

@uadhnuchmam: [Eample Document par | Delete Attachment || View Attachment | )
View [ View Routing History ([ | Route | ) Cancel
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NOTE: The options for Delete Attachment and View Attachment display once an
attachment has been uploaded.Save, View, and Route History may be selected at this time.
Selecting the option for Cancel closes the screen without saving or routing the PRAM
information.

5. Optional: Select the View Attachment button to view the document. Select the Delete
Attachment button to remove the document.

When the Route button is selected, the Route PRAM to Next Reviewer screen displays. A
list of all available reviewers exists in the drop-down for Next Reviewer.

6. Select an SO from the Next Reviewer drop-down list.
7. Enter text into the Comments field as necessary. This is not a mandatory field.
8. Select the Submit button to continue.

Route PRAM to Next Reviewer @

Mamir JEFFERSON, TroMas Girard Kumiber- ERCIIHDA PIE5E-03
Car arites Il utes PR S0 PITIAL LW ey

(] Mext s WASHINGTON, GEORGE a0, 50§ v:)
Comments: Hesw e miy 5-3miple comemanis aboud enbenng FRAM informadion

= =

The Route PRAM to Next Reviewer screen displays the PD/PI Assurance statement.

9. Read the assurance statement and select the Submit button to agree to the content and
continue routing the PRAM to the next reviewer.

Route PRAM to Next Reviewer ©

PN Aoy o e
carlly ot e ladirmpnds Rt 3nh Brue. complell 3nd Socurabe 10 T Bait of rmy Endwiedon. | 3m Jevies Tial sy Milie, ScBSous. o Baadulent SESMents of ams may Pebiec me 5 camingl oivil, or
SSminiiratel EnagE A PLWPL | 300 5 300801 ipaniibilty 150 T ACeSBRE Condadt of I BE 0l 55 B prinicde B flguIngd Srogoeds rEpdrts i 4 orant i S Sid 38 3 redull &f Bl Submitision

[Soome owen]

The Progress Report Additional Materials (PRAM) screen displays with a message indicating that
the PRAM was successfully routed to the selected reviewer. Additionally, the status is updated and
shown as Reviewer Work in Progress. At this point, the PD/PI can only view the PRAM and may
not edit it. To be able to allow the PD/PI to edit the PRAM, the SO needs to route the PRAM back
to the PD/PI using steps similar to those above.

At the time of routing, an email is sent to the PD/PI and the selected SO (or other Next Reviewer)
to notify them of the event.
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Progress Report Additional Materials (PRAM) e

@‘R-‘d’.l was successfully routed to WASHINGTOMN1, George Wash mg:r;n)

Grant Number, SK23HD123456-03
PDVPI Name: JEFFERSON, THOMAS
Project Title: A Mew Model for the Delivery of Well-
Institution: PRESIDENTIAL UNIVERSITY
(’ Status: Reviewer Work in Progress
L] Current Reviewer: Washington, George
Public Access Compliance
Provide verification that all publications are in compliance with the NIH Public Access Policy

« Verify compliance with the NIH Public Access Policy by uploading a My NCBI PDF report demonsirating that previously non-compliant papers reported on the RPPR are now compliant.
Citations must have one of the following statuses: “Complete”, "MIA" (not applicable), "PMC Joumal in Process™, “In pracess at NIHMS®

« Ifunable to provide verification. provide a justification for why he specific publication(s) cannot be brought into compliance.

Upload Attachment; 1111111 paf View Attachmant

(View|[  View Routing History | [ Gancel

13.18.2 Recalling Public Access PRAM

Public Access PRAM that has been routed to a reviewer can be recalled by the person who
performed the routing action until the PRAM has been submitted to the Agency. This is useful in
situations when the report was routed to the wrong person or the reviewer is unavailable. The last
reviewer of the report is able to recall it; however, Signing Officials at the Institution and the
Contact PD/PI who are not the last reviewer can also recall the report when it is in a status of
Reviewer Work in Progress.

NOTE: A PD/PI delegate does not have the ability to recall the PRAM.

To recall an Public Access PRAM, select the Recall button from the Progress Report Additional
Materials (PRAM) screen.
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Progress Report Additional Materials (PRAM) [ 7]

Grant Number: SK23HD123456-03
PDPI Name: JEFFERSON, THOMAS
Project Title: A Mew Model for the Delivery of Well-Child Care
Institution: PRESIDENTIAL UNIVERSITY
Slatus: Reviawar Work in Progress
Current Reviewer: Washington, Gearge
Public Access Compliance
Provide verification that all publications are in comnpliance with the NIH Pyblic Access Policy

« Verify compliance with the NIH Public Access Policy by uploading a My NCEBI POF report demonsirating that previously non-compliant papers reported on the RPPR are now compliant
Citations must have oneé of the Tollowing statuses: "Complete™, ™A (nol applicable) , "PMC Journal in Process”, “In process at NIHMS™

e [funable fo provide verification, provide a justification for why the specific publication(s) cannot be brought inte compliance.

Upload Attachment: |SamplePRAN paf | View Attachment |

(View [ View Routing History | [ Cancel |

A message displays on the screen indicating: The PRAM has been successfully recalled. You have
been set as the Current PRAM Reviewer.

The status of the PRAM is updated to PD/PI Work in Progress if recalled by the PI or Reviewer
Work in Progress if recalled by the SO; the reviewer from whom the PRAM is recalled receives an
email informing him of the action; and the PRAM routing audit history is updated to reflect the
action.

Additionally, the ability to delete the attachment is restored and the Route button is enabled,
providing the current reviewer the ability to update the PRAM and route it to another reviewer.

13.18.3 Submitting Public Access PRAM

When the Public Access PRAM is in Reviewer Work in Progress status, the Signing Official (SO)
can submit it to the Agency. PD/PIs may also submit the information if they have been delegated
Submit Progress Report authority by the SO.

To submit the Public Access PRAM:

1. Access the Status screen.
2. Enter the appropriate query parameters to locate the grant and select the Search button.

The Status Result — General Search screen displays with the matching information.
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3. From the Action column, select the link for PRAM.

Status Result - General Search @

Tips sad Noles:

w PO i Shoaws Contsc P1fed rl-P1 gt

\Grantige Tracking Thdget SLart Shorw Al Pricef
m— P T Y I Y S M

T A Mot o B Duthary o ek Chs| EFFERSON, g WSOAE e BrEER (Fite focess PRATY

Esgotia Excel Sharw Duey P Hillist

Bi-iafi 108

The Progress Report Additional Materials (PRAM) screen displays. The screen displays
Grant Information on top and the PD/PI comments in the text box at the bottom of the
screen. In addition to submitting the PRAM, from this screen, the SO also may View the
PRAM as a PDF, Route it to another reviewer (or back to the PD/PI), and view the Route
History. Select any of the appropriate buttons to perform these actions. Follow the steps
below to continue submitting the PRAM.

Progress Report Additional Materials (PRAM) (7]

GI'&III Information

Grant Number: SK2IHD123456-03

PDPI Name: JEFFERSON, THOMAS

Project Title: A New Madel for the Delivery of Well-Child
Institution: PRESIDENTIAL UNIVERSITY

Status: Reviewer Work in Progress

Current Reviewer: Washinglon, George

Pubdic Access Compliance
Provide verification thal all publications are in compliance with the MIH Public Access Policy

» Yerify compliance with the NMIH Public Access Policy by uploading a My MCEI PDF report demaonstrating that presiously non-compliant papers reported on the RPPR are now compliant
Citations must have one of the following statuses: “Complete”, M4 (not applicable) . “PMC Journal in Process”, In process at MIHMS"

« Hfunable to provide verification, provide a justification for why the specific publicaion(s) cannot be brought into compliance

Upload Attachment: [1101111pal | Delste Attachment | [ View Attachment |

(View| [ View Routing History | [ Route | ( Submiz'jc:ancai

4. Select the Submit button.

The Submit PRAM to Agency screen displays. By continuing from this screen, the SO
certifies that the submitting organization is in compliance with the terms and conditions
specified in the Notice of Award and Grants Policy Statement. The SO also verifies that the
information provided in the PRAM is valid and accurate.
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Submit PRAM to Agency

N sasbemiming s Frogeess Rapon adasonal malenals, B 50 (of POVP] wilh delegaled authorly), Comies Tal B grantee Srgancalion is in comaliancs wilh T bems and condiBans speclied in B Holior of Ssand
aredl Geandy Foboy Thaltemagenl andd verden e Soceracy and validly of ol pdminivirabon, Scal. and gosniic informalion in Bue pesgeess reppn The 50 (o POPTwilh debegaled sulhornly] luher carbBas Bl Bha granies
SIpAnZaEn will Be Bcrountabie ko B Aperoonisie wse of by kends Swaeced Bnd for T performance of T Srasi-SUpporied Brophol of OB MSaiiag Bom B progness non Delibenie sasheidng, isfcaton, of
mismspresenkaion of informadon could resull i adminisialive aclons such 2 wihdrawal of 3 propress ceporl. suspension andior dermingbon of 3 award. debarmaenl of individuals, a8 well a3 possible owminal
i T Griesbi WABRASNA Mily B NSH K Bl BITBUTTEMEnt o Rt S50 000 Wilh Sy IRSECTOBAINE &7 IFhuSubivl i o M posiel Bl

Grani Fusmber: SHIIHD FISE-03 Dus Debe:  2043-02-05

Wt PRESIDEMTIAL UNNERSTY Currenl  yypsmingion, Georpe
PP Haama JUFFERGOM, THOMAS .
Progeci Tie: B, By byl 0 ol vy OF Waedl Creda Ot

St Folrstirast VOrK in Frogress

5. Read certification agreement. Select the I Agree button to continue submitting the
information. (Selecting the Cancel button closes the screen and returns the Progress Report
Additional Materials screen without submitting the material.)

The Progress Report Additional Materials (PRAM) screen displays with a message
indicating that the PRAM was successfully submitted. The current reviewer is updated to the
awarding agency, the PRAM status is updated to Submitted to Agency, and the PRAM
submission date is recorded. The routing history is updated to reflect the submission to
Agency.

Progress Report Additional Materials (PRAM) (2]

The progress report additional materials have been succassfully submitted to F'HS)-

Grant Number: EK23IHD123456-03
PO/PI Hame: JEFFERSOM, THOMAS
Project Tithe: A MNew Model for the Delivery of Well-Child
Institution: PRESIDENTIAL UNIVERSITY
(’ Status: Submitted to Agency
i Current Reviewen HIH

Public AcCess Compliance
Provide verification that all publications are in compliance with the NIH Public Access Policy

= Verity compliance with the NIH Public Access Policy by uploading & My NCBI PDF repen demonstrating that previously non-compliant papers reponed on the RPPR are now compliant
Citations must have ona of the following statuses: "Complete”, TNIA” (not applicable) . "PMC Joumal in Process”, “In process at NEHMS™

« Ifunable to provide verification, provide a justification for why the specsfic publication(s) cannot be brought inta compliance.

Upload Attachment  [1111711.pal L te ALl t View Altachment |

View View Routing History Cancel

When PRAM is submitted to Agency, an email notification is sent to the PD/PI (Contact PI) on the
grant, the submitting SO, the SO assigned to the RPPR, and AO assigned to the RPPR and the
Public Access PRAM link will no longer be available.

NOTE: To view the submitted PRAM, select the View button on the Progress Report Additional
Materials (PRAM) screen. This option opens the PRAM PDF in a separate window. The Public
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Access PRAM will appear as the final page of the PDF document. See below for display of IC
Requested PRAM.

13.18.4 View Public Access PRAM for Multi-Year Funded Awards

After submitting Public Access PRAM for multi-year funded awards, users with access to the grant
information may view the PRAM via the Status Information screen. Status Information is accessed
by selecting the Application ID hyperlink from the Status Result — General Search (SOs) and
Status Result — List of Applications/Grants (Pls) screens.

Status Result - List of Applications/Grants (7]
Hodes & Tigri

= important Tha WEH prosides B JIT Cusd in Time) lisk in S Commang o spphoalions mecehing 5 percenily of bess e 30 of b0 applcaSony recehing ¥ prionily sooes of bebawen 10 and §0 if ey patceniie i
provided. Please Swall nFuchond Bom T NI on whelhr 1 Complede Fes lormalion

This RoBowing st of apphcabonaiprants represents a resull of T search by Gramts gov Traciang W o 3 compbele Bl of 3l your JCCECAMONSIOrants. I vou G0 Aol S8e 3 Complete NSOl your ApEBCIBONEQrants, pleass dick
Lind of Applications Grants masnis lah agan

B-1an 1@
Curreat
[AFTIET LATEENY
Applcation 0y oposal Titke Applcation
1BACAN 248401 GRANTIZI000NP WS Well ThatEnds Well  SHAKESPEARE, Submissssn mn-nm; 11082011 | Trang el

Wilh Adahonmanls in WILLLAK Compiety Wilhdruan by IC
Hadsoing

;i-wmnnnw AMIGIUMMATNIghTS  SHAKESPEARE. Submissin  Awdrowd Nen-  G2Q42070 EPFSTeaiZ) RFPE Yes ) | Inaiaishesl  Aawin Susplements
Deeam a5d Othed Known  WILLIAM Complete Tebowships only

Sieening Disceders

AEC43 -0 GRANTIZHSETEP Treh T Noble Kingman: & SHAKESPEARE. Submisgion  Penhiing RG OTNTR0Y IrEnielsl STl
Sudy on GeneBcs and DMNA WILLIAW Camnpiete Riirw
Esporito Eacel | Shaw Quary Prink Hiisd

From the Status Information screen, select the hyperlink in the area marked Progress Report
Additional Material (PRAM) in the Other Relevant Documents section. The PRAM links for
multi-year funded awards display as PRAM Y ear <X> <date submitted>.

Status Information
|General Grant Information r Relevant Documents
Statiis: Application awarded a-4pplication
Institution Name: Collega 2l Stratford-Upon-Avon
School Name: SCHOOL OF MEDICINE Summar Statement
school Category: SCHOOLS OF MEDICINE Latest NGA
Devision Name: HONE Hatice(s) of Grant Award
IDepartmant Name: PEDIATRICS (PDF} L0010
[Pl Name: SHAKESPEARE, WILLIAM (Contact), Marlowe, Christoper Abstract (Awarded Grant)
Wpplication I0: IR1SCA234567-01A1
Proposal Titke: A Midsummer Nights: Dream and Other Known Sleeping Disorders Justin Time 112010 Tim -
IProposal Receipt Date: 01/06/2014 25ubmission Cover Lelter
lLast Status Update Date: 022412010 Research Performance
. BPPR Year 1 0SI00/2011
ICurrent Award Notice Date: 0301/2010 Progress Report
IAPRIICAton Source; Grants.gov Progress Report
IProject Period Begin Date: 04/01/2010 Additional Material PRAM Year 1 05/20/2011
[Project Period End Date: 03312014 | (PRAM)
leApplication Siatus: Submission Complete =
FOA: [PADO-123] - ACADEMIC RESEARCH ENHANCEMENT AWARD Agditions for Review {0 decuments)
NIH Appl. 1D: 1234567
Correspondence
Referral
Date Description Action
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13.19 IC (Agency) Requested PRAM

The Agency Requested Progress Report Additional Materials (PRAM) feature provides a means
for the grantee to enter, review, route, and submit information in response to specific request(s) by
the program official (PO) at the IC (or AHRQ, if applicable) for additional information following
the submission of an RPPR.

As with the RPPR, a PD/PI (or Contact PI in the case of multiple PIs) can enter the PRAM, but
can only submit it if the PD/PI is delegated with Submit Progress Report authority. Otherwise,
only the SO can submit the PRAM to Agency.

NOTE: Agency requested PRAM is not available for multi-year funded awards at this time.

13.19.1 Initiating Agency Requested PRAM

The PD/PI (Contact PI) or PD/PI Delegate can initiate Agency Requested PRAM by following the
steps below:

1. Access the Status Result — List of Applications/Grants screen.
2. Select the Agency Requested PRAM link from the Action column of the appropriate grant.

Status Result - List of Applications/Grants @
Hotes & Tips:

= Important: The NiH provides the JIT (Justin Time) link in the Commens for applications receiving a percentile of less than 30 or for applications receiving a priority score of between 10 and 60 if no percentile is
provided. Please await instructions: from the MIH on whether to complete this information

The fallowing list of applications/grants reprasents a result of the Search by Grants gov Tracking # o a completa list of all your applicationsigrants_ If you do nol See a complate list of your applications/grants, please elick
List of Applications/Grants menu tab again.

- A Grants.gov Tracking| POVP1 " e Submission - A |Status
v R N

Bl1- 10001108 1200

A New Madel for the Deliver of Well-Child Care JEFFERSON, Pending 09302012 RPPR

THOMAS Ag
iy 04 (MPI) GRANTOD123456  Crirme & Punishment and the Effects on Mantal Health  JEFFERSON, Submisgion Pending 08262012 Tt
THOMAS Complete
GRANTO0234567  The Red Badge of Courage and Other Skin Disorders  JEFFEREON, Submission Application has been entered ino 082272012 Transmittal Shoet
THOMAS Complete computer

|_Exportto Excel | Show Query || Print Hitlist_|

The Progress Report Additional Materials (PRAM) screen displays. Grant Information,
including Grant Number, PD/PI Name, Project Title, Institution, Status, and Current
Reviewer, displays at the top of the screen. The Additional Materials Requested by
Agency section at the bottom provides a means for adding the requested materials. Up to
100 attachments can be submitted, but all attachments must be in the form of PDF files.

3. Select the Add Attachment button in the Additional Materials Requested by Agency
section of the screen.
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Progress Report Additional Materials (PRAM) @

Grant Number:
POPI Name:
Project Title:
Institution:

Status:

Current Reviewer:

SK2IHD123456-03

JEFFERSON, THOMAS

AMNew Madel for the Delvany of Well-Child Cara
PRESIDENTIAL UNNVERSITY

Mot Started

Upload file(s):

Additional Materials Requested by Agency

Please provide addiional materials

Add Attachment |

(View] [ View Routing History | [ Route | [ Cancel

4. Use the Upload Attachment pop-up Browse and Upload buttons to search for and attach the
appropriate file. Repeat for all necessary attachments.

The Additional Materials Requested by Agency section updates to show a table of all
attachments. The table displays the Document Name and Action links of View and Delete
for each attachment.

5. Optional: Select the document’s View link in the Action column to view the attachment.

6. Optional: Select the document’s Delete link in the Action column to remove the attachment.

NOTE: The options for View and Route History may be selected at this time. Selecting the
option for Cancel closes the screen without saving or routing the PRAM information.
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7. Select the Route button to send the PRAM for review.

Progress Report Additional Materials (PRAM) @

Grant Number: SK2IHD123456-03

PODIPI Nami: JEFFERSOM, THOMAS

Project Title: A Mew Model for the Delivary of Well-Child Cara
Institution: PRESIDENTIAL UNIVERSITY

Status: Not Staried

Current Reviewer:

Additional Materials Requested by Agency

Please provide additional materials

Upload file(s): Add Attachment |
[_Action |
‘Sample Documant paf view Delete
Sample2 Doc.pal vigw Delete
View View Routing History (] [ Route | ) Cancel

When the Route button is selected, the Route PRAM to Next Reviewer screen displays. A
list of all available reviewers exists in the drop-down for Next Reviewer.

8. Select a name from the Next Reviewer drop-down list.

Enter text into the Comments field as necessary. This is not a mandatory field.
10. Select the Submit button to continue.

Route PRAM to Next Reviewer @

Mamax JEFFERSON, THOMAS (Grang Mamiser: SRIIHI 25803
i anitie PRE S FTRAL Lt Ry

[] Miecxt B WASHINGTOM, GEORGE |A0, 50§ "-'_-:}
ot

Hise a0 My SAMiple Comimants aboul enbeing FRAM informaion

Coma J Corcal]

The Route PRAM to Next Reviewer screen displays the PD/PI Assurance statement.

11. Read the assurance statement and select the Submit button to agree to the content and
continue routing the PRAM to the next reviewer.
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Route PRAM to Next Reviewer &

PO Assaranc o

calily hal e slalemants Rarsn Jog bue complels and aomrale | Ba Bedl of ey bnpafedor. | am Jeaaee Bl any Balie BciBicus o Baaadulend slafements o dams may selied ma b oomingl vl or
il il Sbn i Al PO | Sgdid %S00R0 rddednriibalily 10 B 008N Dondul OF i o Sjbdd &t B) prindde B fisquardd prograds reports 8 Grant ek ek 30d 33 3 didull o Bl Submiidion

| Submé [P Cancel |

The Progress Report Additional Materials (PRAM) screen displays with a message indicating that
the PRAM was successfully routed to the selected reviewer. Additionally, the status is updated and
shown as Reviewer Work in Progress. At this point, the PD/PI can only view the PRAM, the
attachments, and the Route History; the PD/PI may not edit the PRAM. To be able to allow the
PD/PI to edit the PRAM, the SO needs to route the PRAM back to the PD/PI using routing steps
similar to those above.

At the time of routing, an email is sent to the PD/PI and the selected SO (or other Next Reviewer)
to notify them of the event.

Progress Report Additional Materials (PRAM) @

Gne PRAM was successfully routed to WASHINGTON1, George Washi ngt:D

Grant Information

Grant Number: SK23HD123456-03

PDP Hame: JEFFERSON, THOMAS

Project Title: A Mew Model for the Delivery of Well-Child Care
Institution: PRESIDENTIAL LINWERSITY

Status: Reviewer Work in Progress

Currient Reviewer: Washington, George

Additional Materials Requested by Agency
Please provide additional materials

Upload file(sk

| Action |
Sample Document pdf View
Sample2 Docpdf View

[\flaw] View Fouting Histary ] [ Recall ] Cancel

13.19.2 Recalling Agency Requested PRAM

Agency Requested PRAM that has been routed to a reviewer can be recalled by the person who
performed the routing action up until the submission of the current PRAM attachment(s) to the
Agency. This is useful in situations when the report was routed to the wrong person or the
reviewer is unavailable. The last reviewer of the report is able to recall it; however, Signing
Officials at the Institution and the Contact PD/PI who are not the last reviewer can also recall the
report when it is in a status of Reviewer Work in Progress.

NOTE: A PD/PI delegate does not have the ability to recall the PRAM.
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To recall an Agency Requested PRAM, select the Recall button from the Progress Report
Additional Materials (PRAM) screen.

Progress Report Additional Materials (FRAM) 7]

Grant Information
Grant Humber: 2HIIHD123456-03
PD/PI Name: JEFFERSON, THOMAS

Project Tithe: A New Model for the Delivery of Well-Child Care
Institution: PRESIDENTIAL UMIVERSITY

Status: Redewer Work in Progress
Current Raviewear: Washington, Gaorga

Additional Materials Requested by IC

Flease provide additional materials
Upload file{s):

PRAM_sampledocument pdf View

[Visw] [ View Routing History | [ Cancel |

A message displays on the screen indicating: The PRAM has been successfully recalled. You have
been set as the Current PRAM Reviewer.

NOTE: Only items which have not already been submitted can be recalled. If prior Agency
Requested PRAM submissions to the Agency exist, these attachments are not included in the
recall.

The status of the PRAM is updated to PD/PI Work in Progress if recalled by the PI or Reviewer
Work in Progress if recalled by the SO; the reviewer from whom the PRAM is recalled receives an
email informing him of the action; and the PRAM routing audit history is updated to reflect the
action.

Additionally, the ability to delete the attachment is restored and Add Attachment and Route
buttons are enabled, providing the current reviewer the ability to update the PRAM and route it to
another reviewer.

13.19.3 Submitting Agency Requested PRAM

When the Agency Requested Progress Report Additional Materials (PRAM) is in Reviewer Work
in Progress status, the Signing Official (SO) can submit it to the Agency. PD/PIs may also submit
the information if they have been delegated Submit Progress Report authority by the SO.

To submit the PRAM:
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1. Access the Status screen.
2. Enter the appropriate query parameters to locate the grant and select the Search button.

The Status Result — General Search screen displays with the matching information.

3. From the Action column, select the link for Agency Requested PRAM.

Status Result - General Search @
Tips and Notes:

= POPI column shows Contact Pl for multi-Pl grants

E1-10r1 13

A Grants.gov Tracking POPI Budget Stan Show AN Prior
- S -"ﬂ'“@ AppicsRe Sy, - s Errors “
A Mew Model for the Delivery of Well-Child JEFFER&ON

Agency Requested PRAM
Care THOMAS Pending 050172013 Yes RPPY | Agency Requested PRAM

[ ExpottoExcel | [ ShowQuery |[ Print Hitist |

The Progress Report Additional Materials (PRAM) screen displays. The screen displays
Grant Information on top and the files attached by the PD/PI in the Additional Materials
Requested by Agency portion at the bottom. The attached files may be viewed or removed
and additional PDF files may be added if necessary.

4. Optional: Select the document’s View link in the Action column to view the attachment.

5. Optional: Select the document’s Delete link in the Action column to remove the attachment.

6. Optional: Select the Add Attachment button to attach additional files. Up to 100 PDF files
may be attached.

Before submitting, the SO also may View the PRAM as a PDF, Route it to another
reviewer (or back to the PD/PI), and view the Route History. Select any of the appropriate
buttons to perform these actions. Follow the steps below to continue submitting the PRAM.
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7. Select the Submit button.

Progress Report Additional Materials (PRAM) &

‘Grant Information

Grant Number: EK23HD123456-03

POPI Hames JEFFERSON, THOMAS

Project Title: A New Model far the Dealivery of Wiall-Child Care
Institution: PRESIDENTIAL UNWVERSITY

Status: Reviewer Work in Progress

Current Reviewer: Washington, Gaorge

Additional Materials Requested by Agency

Please provide agaitional materials

Upload file(s): [ Add Aftachment

[ Action |
Sample Document pdf View Delete
Sample2 Docpdf View Delete

View| [ View Routing History | [ Route ([ Submit | ) Cancel

The Submit PRAM to Agency screen displays. By continuing from this screen, the SO
certifies that the submitting organization is in compliance with the terms and conditions
specified in the Notice of Award and Grants Policy Statement. The SO also verifies that the
information provided in the PRAM is valid and accurate.

8. Read certification agreement. Select the I Agree button to continue submitting the
information. (Selecting the Cancel button closes the screen and returns the Progress Report
Additional Materials screen without submitting the material.)

Submit PRAM to Agency

N sasbemiming TS Frogeess Rapon adasonal malenals, B 50 (of POVP] wilh delegaled authorly), Comies Tal B grantee Srgancalion is in complanc wilh T hems and condiBans speclied in B Holior of Asand
aredl Geandy Foboy Thltemagenl andd verden e Soceracy and validly of ol pdminiyirabon, Spcal. and gosniic informalion in Fue pesgeess reppn The 50 (o POPTwilh debegaled sulhornly] fusher carbBas Bl Bha granies
SIGANZEES Will B6 BCCountaie 1ol Bl AEEToSnisie ke of My RanSs Swieohd Bnd or Te DETSrMance of T Srani-SUPEOried Brophol of OB pSaiing Bom B BroSness ngon Delbane samhoicing, lissoaton, of
misreEne seniaton of nformabon could resull in adminisiaive JcBons BUCh 38 wEhdrawal of 3 DROQPESS PRl BUBDENSIN andior lerminalon of a0 Jwrd. detarmen! of iIndaduals. a5 eell 33 possiie cumanal
g, T oricsed iaSRSon My B MSH K Bl EMBUrESment o Rl J58000E wilh Sy INSECIOSN & iriudulinl condu of M posec Bl

& odeC t0e Wl TR Ly

Grani Fsmbar; I TR DuwDafe: 20010395

[T e FRESIDENTIAL LNNERSITY Comenl g ein Georpe

PO e JAFRRGOM, THOMAS Piircsirareet:

Pregect T e M R o Dty of Wil Chald Cate Fras Folfabiraet V0K i Frogress

Sl

The Progress Report Additional Materials (PRAM) screen displays with a message indicating that
the PRAM was successfully submitted. The current reviewer is updated to NIH, the PRAM status
is updated to Submitted to Agency, and the PRAM submission date is recorded. The routing
history is updated to reflect the submission to Agency.
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Progress Report Additional Materials (PRAM) @

The progress report requested additional matenals have been successfully submitied o PHS,

Grant Information

Grant Numbser: SK2IHDA23456-03

PO/ Hame: JEFFERSOMN, THOMAS

Progect Tithe: A MNew Model for the Delivery of Well-Child Care
Institution: PRESIDENTIAL UNIVERSITY

Status: Submitted

Current Reviewer:

Additional Materials Requested by Agency

Please provide addiional matirials
Upload file{s):

TVIEW._ _' View Routing History '_ Cancel

When PRAM is submitted to Agency, an email notification is sent to the PD/PI (Contact PI) on the
grant, the submitting SO, the SO assigned to the RPPR, and AO assigned to the RPPR.

Once the IC Requested PRAM is submitted, the View button remains on the PRAM screen to
provide a preview of the latest PRAM submission; however, the ability to view or delete the
individual attachments is removed. The ability to upload and submit additional attachments remains
until the grant is awarded. Follow the steps provided in the Initiating Agency Requested PRAM
section to add additional attachments (starting with Step 3).

NOTE: If multiple PRAM submissions were completed, selecting the View button only provides a
preview of the latest PRAM submission. To view all submissions as one document, access the
Status Information screen for the grant and select the PRAM link. Refer to the section of this
document titled View Agency Requested PRAM from Status Information on Page 327 for more
information.

13.19.4 View Agency Requested PRAM from Status Information

After submitting Agency Requested PRAM, Commons users with access to the grant information
may view the PRAM via the Status Information screen.

The Status Information is accessed by any of the following methods:

Select the Grant Number hyperlink from the Progress Report Additional Materials (PRAM)
screen
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Progress Report Additional Materials (PRAM) @

Grant Information

Grant Numbeér: EK23H

PDPI Name: JEFFERSOMN, THOMAS

Project Tithe: A Mew Modil for the Deleveny of Will-Child Carne
Institution: PRESIDENTIAL UNIVERSITY

Status: Mot Startad

Current Reviewer:

Additienal Materials Requested by Agency
Plaasa provida additional materials

Upload file{s) Add Attachment

View View Routing History 1| Canced

Select the Application ID hyperlink from Status Result — List of Applications/Grants (PIs)

Status Result - List of Applications/Grants @

Hotes & Tips:

& Important: Thi NIH provides the JIT (Justin Time) link in the Commans for applications recening a percentile of less than 30 or for applications récehing a prionty score of between 10 and 60 if no percentile is
provided. Please awaitinstructions from the NIH on whether to complete this information.

The following list of applicationsigrants represents a result of the search by Grants.gov Tracking # or a complete list of all your applicationsigrants. if you do not see a complete list of your applications/grants, please dick
List of Applications/iGrants menu tab again.

Kl1-1000f108 1203

—_— " Grants.gov Tracking eSubmission - ication Status & [StEtus .

A New Modal for the Deliver of Well-Child Care JEFFERSON, Pending 092002012 REPR|
THOMAS
1.04 (MPI) GRANTO0123456 Crime & Punishrment and the Efects on Mental Health  JEFFERSOMN, Submission Pending 026/2012
THOMAS Complete
AN 1234567 GRANTOD234567  The Red Badge of Courage and Other Skin Disorders  JEFFEREOM, Submission Application has been entered inlo 08/22/2012  Tranzmiftal Shasl
THOMAS Complete computer

Agency Reguested PRAN
Transmitial Sheel

| EwpottoExcel || Showouery |[ PrintHitist |

Select the Application ID hyperlink from Status Result — General Search (SOs)

Status Result - General Search @
Tips and Notes:

« PO/PI column shows Contact P1for mulli-Pl grants.

El1-10f1 103

PN Delivery of Well-Child ﬁsenw Pending herErs v RPFR | Agancy Requested PRAN

[ ExporttoExcel | [ Show Query | [ PrintHilist |

From the Status Information screen, select the hyperlink in the area marked Progress Report
Additional Material (PRAM) in the Other Relevant Documents section.
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Status Information

Aprrral Grast lormaton Chier Rebevani Docements
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Soheaod Hammar: SCHOOL OF MEDICINE
S hpnd Tategory SCHOOLT OF WEDICINE
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Fi Bame: Jeferson Thomas
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Lasst Siafus Updabe Dabs: 0720017

Husdgel 52ar Dale [ELR i

Bustiget £l Data D14
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The Progress Report Additional Materials file opens as a PDF document. The file is formatted to
provide an information header section for each PRAM submission followed by the attached
documents provided during that submission. If multiple submissions of Agency Requested PRAM
were completed, the additional materials are separated in the document with the most recent
submission displayed first followed by earlier submissions in reverse chronological order.
Information in the document can be navigated using the provided bookmarks on the left.

%El- ":’.fﬁ!@ﬂ -'"':3’73":': E]E J,A,E;)l" Comment
U Boskmarks (ol B
= = Frogress Report Additions Materials FINAL

e Grants. Managemant Progiess Repert Additionsl Wateriads

Additional Materials reguested o - e ———— -
& by IC 2013-04-13 1457020 s M :

[F sample Document pat PO Aeferson Thamas

et Tt & Hirw Wscial or g Duplsvery o WB-Chi Care
P <pene i [ T Hr iy Dl B-Child Car
PRAL faemitbpd oo 20130408 1 ST 0
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by IC 2013-04-08 15-10:04.0 Fie Upaden Samele Doument o
[ samples.pat Fis Uploaded Semp Docedt
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14 Internet Assisted Review (IAR)

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

If you hold the TAR role - and you are enabled for review meeting(s) - you can access the features
included in the module.

IAR has its own online help system for Reviewers. If you hold an IAR role, you can access the
IAR online help system for Reviewers by selecting any of the question mark (?) help icons on the
screens within the module or access it directly via this link: http://era.nih.gov/erahelp/IAR Rev.

NOTE: Currently, the IAR online help is geared towards Reviewers and is only available from the
screens accessible by users with IAR roles. An IAR online help system for SROs is planned for
the future.
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15 xTrain

The xTrain module provides external and internal users with online capabilities for working with
trainee appointments and the termination notices of trainees and fellows.

If you hold one of the following roles, you can access xTrain and its features:

« TRAINEE

e PI

e SO

« BO

o SPONSOR

o ASST (when delegated by SPONSOR or PI)

xTrain has its own online help system. Y ou can access the xTrain online help by selecting any of
the question mark (?) help icons on the screens within the module or access it directly via this
link http://era.nih.gov/erahelp/xTrain.

Policy: Ruth L Kirschstein National Research Service Awards

Policy: Reporting and Assurance Requirements for Institutions Receiving Awards for Training of
Graduate Students for Doctoral Degress
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16 Administrative Supplement Request

The Administrative Supplements module in eRA Commons allows authorized staff at extramural
grantee institutions to initiate and submit an electronic request for additional funds within the scope
of the approved project.

The following features are available:

« Initiate, edit, delete and route an Administrative Supplement request
o View an Administrative Supplement request

» View routing history

For more information, refer to the Administrative Supplements topic of the Commons Online Help
System (http://era.nih.gov/erahelp/commons/) or the eRA Commons Administrative Supplement
Module User Guide (http://era.nih.gov/files’eRA Commons Admin-Supp UG.pdf).
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17 Change of Institution Overview

The Commons Change of Institution process allows the extramural grantee institution to submit an
electronic version of a Relinquishing Statement (RS) to the Grants Management community for
processing and allows the other grantee institution that is proposed to take over the relinquished
grant to access the submitted RS.

The institution holding the grant must complete a Relinquishing Statement through eRA Commons
that states it is giving up the grant and identifies the receiving institution. The receiving institution
must submit an application via Grants.gov using the Parent Funding Opportunity Announcement
listed at https://grants.nih.gov/grants/guide/parent announcements.htm. Please look for an NIH
Guide Notice.

NOTE: This functionality only applies to NIH grants. This is an open pilot. This means that either
the electronic process documented here can be used or the traditional paper process can be used.

17.1 Features
The Commons system has the following features to accommodate a Change of Institution:

« Create, view, update, save, submit, and route the RS via the Commons Status screen
e Create RS in PDF format upon submitting the RS to the Agency

o Event generated and time sensitive eMail Notifications to appropriate users

17.2 Users

The following users are involved in the Change of Institution process.

1. Signing Official (SO)
a. The original institution’s SO can perform the following RS functions: Start a new one,
View, Edit, Save, Route, Cancel, Delete and Submit RS to Agency.

b. The receiving institution’s SO can perform the following functions: View RS

2. Project Director/Principal Investigator (PD/PI)
a. The original institution’s PD/PI can perform the following RS functions: View, Edit,
Save, Cancel changes, and Route the RS to the SO for submitting to the Agency.
3. NIH Internal User
a. The internal user can perform the following RS functions: View, Save, Cancel
changes, and Link the RS.
4. Grants Management Official (GMO) or Grants Management Specialist (GMS)
a. The GMO or GMS can perform the following RS functions: View, Receive, and
Return the RS.
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17.3 Business Rules
17.3.1 Eligible Grants

All awarded and active grants are eligible to be relinquished except for the ones with the following
statuses:

02 — Withdrawn

21 — Ineligible organization - application withdrawn

e 30— Withdrawn by Institute/Center (IC)

o 34 — Administratively withdrawn by IC prior to review or council

Subprojects, Institutional Allowances, and Supplements are excluded from being eligible.
RS(s) may be submitted for any activity code.
17.3.2 Access to Relinquishing Statements

Only users with the SO authority at the grantee institution can access the Change of Institution
option on the Commons Status screen.

The RS can be accessed only by the SO for grant applications from their grantee institution eligible
for transfer.

Only the SO for the grantee institution has the authority to submit the RS to the Agency.

The RS can be accessed by the PD/PI for grantee applications where the PD/PI role is the current
reviewer of the RS.

The internal user is able to access the RS in Submitted or Accepted for Consideration status and is
able to update the New Institution Name, IPF code and DUNS number of the new institution to
which a grant is relinquished.

17.3.3 Relinquishing Statement Reviewers

If the SO initiated the RS and routed it to the PD/PI, then the PD/PI can review, edit specific fields,
save and route the RS back to the SO.

Any SO at the grantee institution is able to create, review, edit, save, route, and submit the RS.
17.3.4 Relinquishing Statement Routing Order

The next reviewer in the list of valid next reviewers is always the contact PD/PI on the application.
The current user is not shown in the list of valid next reviewers on the RS. If SO is the current
reviewer, then the contact PD/PI is the next reviewer by default.

If the PD/PI is the current reviewer, the SO who initiated the RS is the first and default entry in the
list on the RS. All other users with the SO role appear alphabetically by last name after the first
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entry. The information displayed for each valid next reviewer is as follows: Name (LAST,
FIRST).

If the SO routes the RS to the PD/PI, the Route to Next Reviewer screen is named: Route to
PD/PL

If the PD/PI routes the RS to the SO, the Route to Next Reviewer screen is named: Route to SO.

The RS can be routed back and forth between the SO and the PD/PI for an unlimited number of
times.

17.3.5 Validation
PD/PI verification is not required. The SO is able to submit the RS without routing it to the PD/PL.

The PD/PI has edit capability only for the New Institution Name information and Contact
information in the new Institution Section of the RS.

Saving the RS does not execute any validations. The RS is validated upon submitting it to the
Agency. The exception is that new Institution data is validated upon routing the RS by the PD/PI
to the SO.

The RS cannot be submitted to the Agency with validation errors, but the RS can be submitted to
Agency with validation warnings.

RS(s) submitted for pre-award are not validated for the costs relinquished. They can be zero or the
original application’s requested funds amounts.

17.3.6 Other Rules

The system allows multiple RS submissions. The SO is able to submit a new RS only if no RS has
been submitted or if the existing RS(s) have been acknowledged (Accepted for Consideration or
Refused status) by the Grants Management Specialist (GMS) user.

The RS can be deleted by the SO from the relinquishing institution if it is in the SO Work In
Progress (WIP) state and has never been submitted to the Agency.

All submitted and accepted versions of the RS(s) are visible to the receiving institution.

Grant applications for the new institution should be submitted within thirty days after the
Relinquishing Statement is submitted from the former institution.

The Relinquishing Statement should be submitted within thirty days of the grant application for the
new institution.
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17.4 Relinquishing SO Responsibilities

17.4.1 Start or Edit a Relinquishing Statement

The Change of Institution process is initiated by the Signing Official for the original grantee
institution that has agreed to relinquish responsibility for an active grant. This must occur before the
expiration of the approved project period.

1. On the Commons Status screen, click on the Change of Institution link.

- g

Eléceronie Reicareh Admisisrration

(@=z¥el Commons )

T ——
Troe Achvily Code naSulon Code Senal Hem Supped Tr Sulfi

Gram Humier
Botasion Number
Gramds.gov Tracking @
Lasi First
P Rama
Applcation Stabes <1 -
Bucpst Saaet Dot prom 02032010 |[Emwoornrn 1o 0030 B mwoorrn
Budget End Date Fram Haucosrrn  1e 8 oo
C¥ganzaton Horschy Schocd
AL -
Drtgion [
ALL = ALl =

a3 B3

Wbloomie
Instsbon: LRIVEREITY OF CALIFORMNLA S5N DIEGD

Aularity. 20 Log-out
emsured by Navienal fmusivwres of Healsh
Hosme Admin _Insfitution Profile  Personal Profils HEHAP uTrain Links oRA Parinoers
bl
Status ©
mporiand Hobe:

Flaais provde addiionsl sessch parametin 10 Asow down yoor teanchies by Pl Firsl and List rama. This will enable sesch resulls o rsnew dala promplly and svoid exitting itaue of Seliry in data relnieval
- g ares =

The system displays the Status — Change of Institution search options.

2. To find the grant to relinquish, complete at minimum the required fields: Institution Code

and Serial Num.

NOTE: The required fields are noted by an asterisk.
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3. Click the Search button.
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( Commons ) ot .
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(ot Humtssr

The system displays the search results on the Status Result — Change of Institution screen.

NOTE: The RS functionality is not available from other Status search result’s screens.

4. After the grant to be relinquished is found, click on the Manage Relinquishing Statement
link on the Status Result — Change of Institution screen.

Efecirandc Resvarch Adminiziraiion AT
i UNNERSITY OF CALFORMA
(( eR Commons ) — ' i
Saasaered by Narioasl Pastivaies of Hesirk R
P Bcaman vk buten Prolile P ional Prolile eMLP xlrpis Links efUA Parners.

Status Result - Change of Institution ©

| wsree [ PRt | ougesaoed | dgeisdowed | -
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[ EscawEss [ Quety_| [ Frstrims |

The system displays the Manage Relinquishing Statement screen.

If the award is in a no cost extension or within three months of the project period end date,
the following informational pop-up message appears:

You have selected an award in a no-cost extension/within three months of the
project period end date. NIH Institutes & Centers (ICs) policies may limit
change of grantee organization requests based on the amount of time
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remaining on the award. Please contact the awarding IC to determine IC
policy.
If this pop-up message screen appears, click the OK button to proceed to the Manage

Relinquishing Statement screen.

5. To start a new RS: Click the Start a new RS button.

NOTE: If an RS has already been submitted, a new RS cannot be submitted unless the prior
RS(s) shows a status of Accepted for Consideration or Refused.
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6. To edit a RS that is in progress: Click the Edit link.

NOTE: To edit an RS, the RS’s status must be SO Work in Progress (WIP) or Returned.

Change of Institution Overview 338 September 7,2018




eRA Commons User Guide

Wpkoome
Inaii i URIVERSITY OF CALIFORIEA
Aoty B0 [E--=-1

Manage Relingquishing Statement &

PP M FANT , SAMLUIEL rand Msamiasr SR 2351 T
(Grariben InANILon Rbledu shng M Grase URINVERSITY OF CALIFORPRA
| Addciresn: OO0 LA DR DEFT 504

LA OLLE T URTED STATES S30850614

it RIS NG SRUS! Tl B Sl 150 Il ST SIS I B kS SO il B Bwiinighs By K

Fodltapairilane SLalements)

SRT) 1 2 T 561 3 FRHIT, EAMRSEL B0 Wi in Progeess ok b iy Ruoaing Heslor

=

When either the Start a new RS button or Edit link is selected, the system displays the
Relinquishing Statement screen.
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7. Complete or edit the RS Form as follows:

Change of Institution Overview 339 September 7,2018




eRA Commons User Guide

NOTE: The required fields are noted by an asterisk. The following fields are required: New
Institution Name, Contact Email at the Institution, Requested Termination Date

(MMDDYYYY), and Direct Cost $.

a. Click the Search button in the New Institution Name section to search for the
receiving institution within the NIH eRA Commons database. For more information
please refer to the topic titled Search for Institution on Page 340.

b. Complete the remaining fields: Contact Email at the Institution, Requested
Termination Date (MMDDYYYY), Direct Cost $, and Indirect Cost $.

c. Type, NONE, in the Equipment Transferring with the Project section if there is no
equipment to be transferred.

8. To save the RS, click the Save button.

The system displays the RS Form on the Relinquishing Statement screen and sets its status to SO
Work in Progress.

17.4.2 Search for Institution

When the Search button is clicked for the New Institution Name: ficld on the Manage
Relinquishing Statement screen, the system displays the New Institution — Search screen.
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To search for an institution:
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1. Type in the receiving institution’s name, IPF or DUNS number and click the Search button.

New Institution - Search

Atleast one search criteria is reguired.
Institution Name: | keuka|
IPF Number:

DUNS Humber:

2. Ifthe receiving institution is found, click on the receiving institution’s IPF Code.

New Institution - Search @

AT WAL ong BeInCh CIRend i negued

e lituon Marma: Kaukh [ Bearn
iFF Blumsbar

ORI S Bl

To seled e Insbiudon - Oick oo IFF nember

OManizaton IFF Code DUNS Humiber Location
KELUWA COLLEGE £ Vakasiran KELRA PRI, WY, 14478

The system inserts the receiving institution’s name, DUNS number and IPF Code in the
appropriate text boxes on the Relinquishing Statement screen.

If a new institution is registered with the eERA Commons, it is highly recommended to
choose it from the search results. DUNS Number and IPF code are pre-populated from the
institutional profile file.

The IPF Code is used to link the submitted RS to the receiving institution and to make it
viewable for SO at the receiving institution.

3. Ifthe receiving institution is not found, type the receiving institution’s name in the New
Institution Name text box and click the Insert button.
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New Institution - Search @

At least one search criteria i required.

Institution Name:
IPF Number:
DUNS NHumber:

i the required Institution has not been found - type the Institution name in the box provided below and insert into Relinquishing Statement form
@ Institution Name: Brown University )

The system inserts the new receiving institution’s name in the appropriate text box on the
Manage Relinquishing Statement screen.

NOTE: If the receiving institution is not registered in the NIH eRA Commons (IPF Code is not
provided), it may not be able to view the relinquishing statement until it is registered in the eRA
Commons. The New Institution needs to register in the eRA Commons and contact the eRA

Service Desk for assistance in linking the relinquishing statement to the new institution account.

17.4.3 Delete a Relinquishing Statement

The RS may be deleted if the RS is in SO Work in Progress state and has never been submitted to
the Agency.

1. To delete an RS, click the Delete link on the Manage Relinquishing Statement screen.
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The system displays the RS in a non-editable form and the following message appears on the
Delete Relinquishing Statement screen:

Please confirm that you would like to delete the following relinquishing
Statement.

If you no longer wish to delete the RS, you may abort the action by selecting the Cancel
button.

2. Click the Delete button on the Delete Relinquishing Statement screen to delete the RS.
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If the Delete button is clicked, the system deletes all data associated with the RS and returns
to the Manage Relinquishing Statement screen.

17.4.4 Route to PD/PI
SOs can route the relinquishing statement to the PD/PI for if necessary.

To route the RS to the appropriate PD/PI:
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1. Click the Route to PI button on the bottom of the Relinquishing Statement screen.

The Route Relinquishing Statement screen appears. The Next Reviewer field displays the

contact PD/PI.
Edecironic Rasearch Admimisrrarios WERITH
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. Optional: Enter comments as necessary.
3. Select the Route to PI button.

The system displays Route Relinquishing Statement screen with the confirmation message
and sends an email notification to the PD/PI regarding the RS. For more information please
refer to the section titled eMail Notifications.
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4. Click the OK button to go back to the Manage Relinquishing Statement screen.

The system returns to the Manage Relinquishing Statement screen.
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The Status of RS field displays PD/PI Work in Progress. If the routing process was
canceled (Cancel button) before completion, the Status of RS field displays SO Work in
Progress.

17.4.5 Submit a Relinquishing Statement
Only an institution's Signing Official can submit a Relinquishing Statement to the Agency.

To submit the Relinquishing Statement:
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1. Click the Submit button on the Relinquishing Statement screen.
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NOTE: The institution name and contact information are required at the time of submission
to the Agency.

The system displays the Submit Relinquishing Statement to NIH screen. The Certification
Acceptance Statement is displayed and reads as follows:

APPLICANT ORGANIZATION CERTIFICATION AND ACCEPTANCE:

In view of the fact that we do not wish to nominate another program director/principal
investigator or continue the research project at this Institution, this is to signify our
willingness to terminate this grant as of [Requested Termination Date] and to relinquish all
claims to any unexpended and uncommitted funds remaining in the grant as of that date, as
well as to all recommended future support of this project.

That portion of the estimated unexpended balance which has been received will be returned
to the Public Health Service, upon request, with a final adjustment, if required, to be made
after the grant account has been audited
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1 certify that the statements herein are true, complete and accurate to the best of my
knowledge and belief, and accept the obligation to comply with Public Health Services
terms and conditions if a grant is terminated as a result of this application. I am aware that
any false, fictitious, or fraudulent statements or claims may subject me to criminal, civil, or
administrative penallties.

2. Click the I Agree button to submit the RS or click the Cancel button to exit the screen.
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If the Cancel button is clicked, the following screen message appears:

This relinquishing statement will not be submitted to the National Institutes of
Health without agreement to the ORGANIZATION CERTIFICATION AND
ACCEPTANCE statement.

If the Cancel button is clicked, the following screen message appears:

This relinquishing statement will not be submitted to the National Institutes of
Health without agreement to the ORGANIZATION CERTIFICATION AND
ACCEPTANCE statement.

When the I Agree button is clicked, the system displays the Manage Relinquishing
Statement screen with the following message:

The Relinquishing Statement has been submitted to NIH.
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The system also creates the RS PDF file. If the system takes from thirty seconds to two
minutes to generate the RS, then the system displays an informational message.

The next reviewer is internal NIH user.

The system returns to the Manage Relinquishing Statement screen. The Status of RS field
displays Submitted to Agency.

For post-awarded and post-review applications, email notifications are sent to; the
centralized IC mailbox; the currently assigned GMS; and the PO. For pre-review
applications, email notifications are sent to; the Division of Receipt and Referral (DRR); the
SRO, if assigned; and the receiving institution contact email provided on the RS electronic
form. For more information please refer to the section titled eMail Notifications.

3. To View the RS or View Routing History, click the appropriate link. Please refer to the
topics titled Signing Official Search/View Relinquishing Statement on Page 353 or PD/PI
Search/View Relinquishing Statement on Page 360 for more information.

17.5 Program Director/Principal Investigator Responsibilities

If the Relinquishing Statement is routed to a PD/PI, the RS may be edited and routed back to the
SO at the relinquishing institution. The PD/PI may edit only the institution information and contact
email address.

17.5.1 Edit Relinquishing Statement
Perform the following steps to find and edit a Relinquishing Statement:

1. Find the appropriate grant on the Status Result — List of Applications screen and click the
Relinquishing Statement link.
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NOTE: If there are multiple Pls for a grant, the letters MPI appear to the right of the
Application ID.

The system displays the Relinquishing Statement screen.

2. Ifnecessary: To add or change the institution information on the RS form, click the Search
button in the New Institution Name section to search for the receiving institution within the
NIH eRA Commons database. For more information please refer to the Search for Institution
topic.

The system inserts the new receiving institution’s name in the appropriate text box on the
Manage Relinquishing Statement screen.
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4. Ifnecessary: Complete the Contact Email at the Institution address.

NOTE: The email address should be in the following format: user name@domain_
name.com.
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If the email address is not entered, an error message is produced. For more information
please refer to the section titled Error Messages.

5. Perform one of the following on the Relinquishing Statement screen:
a. To save the edits to the RS, click the Save button.

b. To cancel editing the RS, click the Cancel button.

17.5.2 Route Relinquishing Statement to SO

After the appropriate edits have been made to the RS, the RS is routed back to the SO for
submission to the Agency. To route the RS back to the SO:

1. Select the Route to SO button on the Relinquishing Statement screen.

If the new institution name has not been provided, then the following warning message is
displayed:

The New Institution Name has not been provided. This information will be required at time
of submission to agency.
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If the new institution’s name is not blank, the new institution’s IPF number has to be
provided. If the IPF number is not provided, then the following warning message is
displayed:

You have selected an institution not registered in the NIH eRA Commons. Please verify the
institution information. The new institution may not receive notification and will not be able
to view the relinquishing statement until it is registered in the NIH Commons. The New
Institution will need to register in the eRA Commons and contact the eRA Service Desk to
access the relinquishing statement.

The system displays the Route Relinquishing Statement screen. The Next Reviewer is the
relinquishing SO. If there is multiple SOs at the relinquishing institution, the Next Reviewer
drop down menu can be used to select the appropriate SO to route the RS to that person.
The names are displayed as last name, first name.

2. Click on the Route to SO button to route the RS to the SO.

If you wish to abort the action, selecting the Cancel button to return to the Relinquishing
Statement screen.
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If the Route to SO button is clicked, the system displays the Route Relinquishing Statement
screen with an OK button. The following message is displayed: The relinquishing statement
was routed to <next reviewer commons user id>.
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3. Click the OK button to complete the routing to the relinquishing SO.

An email notification is sent to the selected SO notifying that the RS has been routed back. For
more information please refer to the section titled eMail Notifications.

17.5.3 Signing Official Search/View Relinquishing Statement
Perform the following steps to search for a grant to relinquish or to view an RS:

1. Click the Change of Institution link on the Status screen.
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The system displays the Status — Change of Institution screen.
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17.5.3.1 Search for a Grant to Relinquish or to View RS

NOTE: This search is designed for the SOs at the original (relinquishing) institution. For steps on
performing a search as a PD/PI, refer to the topic titled PD/PI Search/View Relinquishing

Statement on Page 360.

1. Enter the appropriate search criteria in the Search for Grants section on the Stafus —
Change of Institution screen. At minimum the required fields must be populated: Institution

Code and Serial Num.
2. Select the Search button.
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The system displays the Status Results — Change of Institution screen.
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2. Click on the Manage Relinquishing Statement link.
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The system displays the Manage Relinquishing Statement screen.

If the RS has been routed to the PD/PI by the SO or the RS has been submitted to the
Agency, then the View and View Routing History links appear.
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If the RS has been submitted to the Agency and returned from NIH for corrections or the
RS’s status is SO Work in Progress, then the Edit and View Routing History links appear.

NOTE: For editing the RS, refer to the section titled Manage Relinquishing Statement.

3. To view the RS, click the View link.

View View Routing History
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If the RS has not been submitted to NIH, then the system displays the non-editable
Relinquishing Statement screen. Y ou can select the Cancel button on the Relinquishing
Statement screen to return to the Manage Relinquishing Statement screen.
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If the RS has been submitted to NIH, then the system displays the RS in PDF format in a
separate window.
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Approved for usa through 0673072012
OME No, 09250001
Department of Health and Human Senvicas, Public Health Serace
Official Statement Relinquishing Interests and
Rights in a Public Health Service Research Grant

Date: 04/01/2011
Name of Institution: UNIVERSITY OF CALIFORNIA
Address (cify and state): 9500 GILMAN DR, DEPT 0934
LA JOLLA, CA, UNITED STATES 920930934
Principle Investigator/Program Director. BEACH, SANDY
on Public Health Service grant number 5DP10D123456-02 will resign position at this institution and has
expressed a desire to continue his/her research project at the CLARKSON UNIVERSITY.
Contact email at the new Institution: light. bud@clarkson.edu

In view of the fact that we do not wish to nominate another principal investigator or continue the research
project at this Institution, this is to signify our willingness to terminate this grant as of 06/01/2011 and to
relinquish all claims to any unexpended and uncommitted funds remaining in the grant as of that date, as
well as to all recommended future support of this project.

Equipment costing $5,000 or More Unexpended Balance - Estimated
Transferring with the project (itemize)

NOME The unexpended balance on termination date of
$95,000.00 calculated on basis of total amount
awarded for the grant year, will be approximately

Direct cost - $60,000.00
Indirect cost - $35,000.00

That portion of the estimated unexpended balance which has been received will be returned to the
Public Health Service, upan reguest, with a final adjustment, if required, to be made after the grant
account has been audited.

Official Authorized to Sign Application

Signature
S0 BEACH, 3anNDY Submitted through the Commons

Typed Name
BEACH, SANDY

Title
Signing Official

4. Optional: To view the RS routing history, click the View Routing History link.

View View Routing History
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The system displays the View Routing History screen. The following statuses may be seen
depending on where the RS is in the process: SO Work in Progress, PD/PI Work in
Progress, Submitted to Agency, Returned, Accepted for Consideration, Submitted to Agency
and Linked, or Accepted for Consideration and Linked.
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5. Click the Back button to return to the Manage Relinquishing Statement screen.

17.5.3.2 Search for Relinquishing Statements Submitted by Former Institution

SOs have the ability to search for Relinquishing Statements submitted by the former institution.
This search is performed using the Search for Relinquishing Statements section on the Status —
Change of Institution screen.

To search for RS submitted by the former institution:

1. Enter the appropriate grant information in the Search for Relinquishing Statements search
fields and select the Search button.

Tope achly Code atAon Code Senal Mus Supodod 71 Sl
ot i B arrbeas

If no search parameters are entered, the search returns all the RS(s) linked to the current
institution by Institutional Profile File (IPF).

If the current institution has not been registered with Commons before the RS is submitted,
the search does not return any results until the RS is updated with the IPF and/or the DUNS
number.

If the system determines that no Relinquishing Statements have been linked to the receiving
institution, then the following warning message appears:
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No relinquishing statements have been associated with your institution. Please contact eRA
Service Desk.

The system displays the Status Results — Search for Relinquishing Statements screen.

2. Click the View Relinquishing Statement link.
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The system displays the View Relinquishing Statement screen. Relinquishing Statements
with a status of Accepted for Consideration or Submitted to Agency are displayed.

3. Click the View link for the appropriate RS.
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The system displays the RS in PDF format in a separate window. If the PDF file does not
exist, the system displays the following message: Document Not Found.

4. Click the Cancel button to return to the Status Result — Search for Relinquishing Statements
screen.
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5. Submit the application via Grants.gov using the Parent Funding Opportunity Announcement
listed at https://grants.nih.gov/grants/guide/parent announcements.htm. Please look for the
NIH Guide Notice.

17.5.4 PD/PI Search/View Relinquishing Statement

Once a Relinquishing Statement has been submitted to the Agency, it is viewable within the
Commons Status Information screen.

Perform the following steps to view the submitted form.

1. On the Status Result — List of Applications/Grants screen, click on the appropriate grant
number link in the Application ID column.
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The system displays the Status Information screen.

2. From the Status Information screen, click on the Relinquishing Statement link in the upper
right hand corner.
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The system displays the Relinquishing Statements screen.
Relinquishing Statements
Grant Number 5 RO1 MH9999993-05
Pl Name(s) BEACH, SANDY _
Project Title Melatonin in Menopausal Depression
Appl. Status Application awarded.
Institution UNIVERSITY OF CALIFORMIA
Appl 1D 9999999
ument Name Status < Submitted Date Comments for Grantee
Relinguishing Statementf Accepted for Consideration 2012-04-16 11:19:35
S iy
Close

3. Click the Relinquishing Statement hyperlink to view the Relinquishing Statement PDF.

17.6 eMail Notifications

17.6.1 eMail to the New Institution Contact eMail Provided on the RS
Electronic Form

Subject: eRA Commons: Relinquishing Statement for Grant <Grant Number>Submitted
To: New institution contact email provided on the RS electronic form
eMail Content: <Do not reply warning>

A relinquishing statement for NIH Grant Number <Grant Number> has been submitted

electronically through eRA Commons identifying this email address as a contact for the new
institution.
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You may view this relinquishing statement by going to the Change of Institution Search in Status
and executing a query for the relinquishing statement.

NIH prior approval is required for the transfer of the legal and administrative responsibility for a
grant-supported project or activity from one legal entity to another before the expiration of the
approved project period (competitive segment). The proposed new grantee must submit a change
of institution application. See the NIH Grants Policy Statement for policies regarding change of
institution requests.

If your institution is not registered in the NIH eRA Commons, you will need to register in the eRA
Commons and contact the eRA Help Desk for assistance in linking the relinquishing statement to
your new Institution account.

If you have any questions about this email, please contact the eRA Help Desk via the web at
http.//ithelpdesk.nih.gov/eRA/, by phone 1-866-504-9552 (tty: 301-451-5939) or
commons@od.nih.gov <mailto:commons@od.nih.gov> or the Grants Management Olfficer or
the Grants Management Specialist identified in the Notice of Award (NoA).

Please access the NIH Commons at [URL to Commons Home Page]

17.6.2 Confirmation eMail to PD/Pl & SO from Former Institution
Acknowledging NIH Receipt of RS

TO: PD/PI, SO (who actually submitted the RS)
SUBJECT: eRA Commons: Relinquishing Statement for Grant <Grant Number> Submitted
eMail Content: <Do not reply warning>

A relinquishing statement for Grant <Grant Number> was electronically submitted to NIH and
may now be viewed in the eRA Commons on the Status Information screen.

If you logged in as PD/PI, go to Status - List of Applications/Grants and select the link associated
with the Grant Number.

If you logged in as SO, you can access the Status Information page by going to Status, executing
a query for the grant, and selecting the link associated with the Grant Number. Also, you can
view the submitted relinquishing statement through the Manage Relinquishing Statement page.

NIH must review and acknowledge the receipt of the relinquishing statement before a change of
institution can be processed.

If you have any questions about this email, please contact the eRA Help Desk via the web at
http.//ithelpdesk.nih.gov/eRA/, by phone 1-866-504-9552 (tty: 301-451-5939) or
commons@od.nih.gov <mailto:commons@od.nih.gov> or the Grants Management Olfficer or
the Grants Management Specialist identified in the Notice of Award (NoA).
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Please access the NIH Commons at [URL to Commons Home Page]

17.6.3 The Relinquishing Statement Routed eMail Notification

Subject: eRA Commons: Request That You Review Relinquishing Statement for Grant
<Grant Number>

To: PD/PI, SO - Individual selected by the current user as the next reviewer using the Route
button

<User Last Name>, <User First Name> has completed processing the Relinquishing Statement
for Grant <Grant Number>, and has forwarded it to you.

Please review the Relinquishing Statement in the NIH eRA Commons system and take the
appropriate action for its eventual submission to the NIH. Please be aware that the correct new
institution name and the contact email address provided on the relinquishing statement are
necessary for the appropriate interactions between the awarding IC and grantee institutions
involved in the process of the grant transfer.

Please use the link provided below to access the eRA Commons login screen.
The previous reviewer comments on why this action was taken are as follows: [Comments].

Footer:

If you have any questions about this email, please contact <Initiator First Name> <Initiator Last
Name> at <mailto:initiator _email_addr>, who initiated this action.

If you have any questions about the change of institution request process at NIH, please contact
the Grants Management Officer or the Grants Management Specialist identified in the Notice of
Award (NoA).

If you have any questions about this email, please contact the eRA Help Desk at our preferred
method of contact hitp.//ithelpdesk.nih.gov/eRA/ or call 1-866-504-9552 (tty: 301-451-5939) or
commons@od.nih.gov <mailto:commons@od.nih.gov>.

Please access the NIH Commons at [URL to Commons Home Page]

17.6.4 The Relinquishing Statement Returned eMail Notification

Subject: eRA Commons: Relinquishing Statement for Grant <Grant Number> has been
Returned by NIH

To: SO (who submitted RS to the agency), Centralized institution mailbox.
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Relinquishing Statement for grant <Grant Number> has been reviewed by NIH and routed back
to you with the following comments: [Comments]

Footer:

If you have any questions about this email, please contact Grants Management Specialist
<[Initiator First Name> <Initiator Last Name> at <mailto:initiator _email addr>, who initiated
this action.

If you have any questions about this email, please contact the eRA Help Desk at our preferred
method of contact hitp.//ithelpdesk.nih.gov/eRA/ or call 1-866-504-9552 (tty: 301-451-5939) or
commons@od.nih.gov <mailto:commons@,od.nih.gov>.

Please access the NIH Commons at [URL to Commons Home Page]

NOTE: <initiator email addr> is the Employment address.

17.6.5 The Relinquishing Statement Acknowledged by NIH eMail
Notification

Subject: NIH Automated Email: Relinquishing Statement for Grant <Grant Number>
Received

To: SO (who submitted RS to agency), Centralized institution mailbox, PD/PI
NIH has acknowledged the receipt of the Relinquishing Statement for grant <Grant Number>.
Footer:

If you have any questions about this email, please contact <Initiator First Name> <Initiator Last
Name> at <mailto:initiator _email_addr>, who initiated this action.

If you have any questions about the change of institution request process at NIH, please contact
the Grants Management Officer or the Grants Management Specialist identified in the Notice of
Award (NoA).

If you have any questions about this email, please contact the eRA Help Desk at our preferred
method of contact http.//ithelpdesk.nih.gov/eRA/ or call 1-866-504-9552 (tty: 301-451-5939) or

commons@od.nih.gov <mailto:commons@od.nih.gov>.

Please access the NIH Commons at [URL to Commons Home Page]

17.6.6 eMail Acknowledging RS Now Visible to New Institution After IPF
is Entered by NIH Internal User

TO: PD/PI assigned to the grant, SO who submitted the RS from the former institution, new
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institution contact email provided on the RS electronic form

SUBJECT: eRA Commons: Relinquishing Statement for Grant <Grant Number> is visible to
the New Institution

eMail Content: <Do not reply warning>

A relinquishing statement for Grant <Grant Number> was linked to the new institution by NIH
and may now be viewed in the eRA Commons by going to the Change of Institution Search in
Status and executing a query for the relinquishing statement.

Footer:

If you have any questions about this email, please contact the eRA Help Desk via the web at
http.//ithelpdesk.nih.gov/eRA/, by phone 1-866-504-9552 (tty: 301-451-5939) or
commons@od.nih.gov <mailto:commons@od.nih.gov> or the Grants Management Olfficer or
the Grants Management Specialist identified in the Notice of Award (NoA).

Please access the NIH Commons at [URL to Commons Home Page]

17.6.7 Change of Institution Time Based Reminders

17.6.7.1 Change of Institution Application Reminder Notice (30 Days after RS
Submit Date)

Recipients: New institution contact email provided on the RS form

From: eRANotifications@mail.nih.gov

Subject: NIH Automated Email: Relinquishing Statement has been submitted XX days ago
eMail Content: <Do not reply warning>

The relinquishing statement for NIH Grant Number [GrantNumber] has been submitted
electronically through eRA Commons <XX> days ago.

As the proposed new grantee, you must provide the GMO with a change of institution application
prior to the anticipated start date at the new organization and preferably several months in
advance. Failure to provide timely notification may result in disapproval of the request or
significant delays in processing.

If you have already submitted a paper change of institution application, you may disregard this
notice.

If you do not intend to submit a change of institution application, please contact the grants
management officer or the grants management specialist at the awarding IC to inform them.
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If you have any questions about the change of institution request process at NIH, please contact
the grants management officer or the grants management specialist at the awarding IC.

If you have any questions about this email, please contact the eRA Help Desk via the web at
https.//ithelpdesk.nih.gov/eRA/, by phone 1-866-504-9552 (tty: 301-451-5939) or
commons@od.nih.gov <mailto:commons@,od.nih.gov>.

Thank you.

17.6.7.2 RS Reminder Notice (30 Days after Change of Institution Application
Submit Date)

Recipients: Any SO at the Former Institution (of the Parent Grant), Former Institution centralized
mailbox, PD/PI on the application

From: eRANotifications@mail nih.gov

Subject: NIH Automated Email: Change of Institution Electronic Request has been submitted
XX days ago

eMail Content: <Do not reply warning>

The Change of Institution request for NIH Grant Number [Parent Grant Number] has been
submitted electronically through Grants.gov <XX> days ago.

The request to change the grantee institution indicates that there may be a change in status of the
PD/PI which requires prior approval from the NIH. Please contact the grants management
officer or the grants management specialist at the awarding IC to discuss the status of the award.

If you have already submitted a relinquishing statement on paper, you may disregard this notice.

If you have any questions about this email, please contact the eRA Help Desk via the web at
http.//ithelpdesk.nih.gov/eRA/, by phone 1-866-504-9552 (tty: 301-451-5939) or

commons@od.nih.gov <mailto:commons@od.nih.gov>.

Thank you.

17.7 Error Messages

If the system may determine that an unexpected error occurred, then the following error message
appears.

An unexpected error occurred. Please contact eRA Service Desk.

If the system determines that the required field information was not entered on the search screen,
then the following error message is produced:

You must enter the following required fields to proceed<field>.
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If the system determines that the grant being searched for is not found, then the following error
message is produced:

No grants to relinquish have been found.

If the system determines that the new institution name has not been entered on the RS, then the
following error message is produced:

New Institution Name is a required field.

If the system determines that the new institution’s Email Address has not been completed on the
RS, then the following error message is produced:

Please enter data in the Email Address field (e.g. user_name@domain_name.com)
(ID: 30102).

If the system determines that the Termination Date has not been completed on the RS, then the
following error message is produced:

Termination Date is a required field. (ID: 200241)

If the system determines that the Termination Date is not within the current budget period on the
RS, then the following error message is produced:

The requested Termination Date must be within the current budget period.

If the system determines that the Direct Cost field has not been completed on the RS, then the
following error message is produced:

Direct Cost is a required field.

If the system determines that the Direct Costs of unexpended balance on the RS exceed the amount
awarded for the current budget period, then the following error message is produced:

The direct costs being relinquished must not exceed the direct costs for the current
budget period for transfers of active awards.

If the system determines that the Indirect Costs of unexpended balance on the RS exceed the
amount awarded for the current budget period, then the following error message is produced:

The indirect costs being relinquished must not exceed the direct costs for the current
budget period for transfers of active awards.

If the system determines that the total unexpended balance on the RS exceeds the amount awarded
for the current budget period, then the following error message is produced:

The total costs being relinquished must not exceed the costs for the current budget
period for transfers of active awards.
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If the system determines that the Direct Cost, or the Indirect Cost or the Total Cost exceeds
999,999,999, then the appropriate error messages are displayed:

o Direct Cost amount cannot exceed 999,999,999.
o Indirect Cost amount cannot exceed 999,999, 999.
o Total Cost amount cannot exceed 999,999,999,
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18 FFR Module

18.1 What is FFR?

NIH has transitioned from the use of Financial Status Reports (FSRs) to Federal Financial Reports
(FFRs) items 10.d. — 13.e. for the reporting of expenditure data. See guide notice NOT-OD-11-
017 (https://grants.nih.gov/grants/guide/notice-files/NOT-OD-11-017.html).

A Federal Financial Report (FFR) is a statement of expenditures associated with a grant.
Recipients of federal funds are required to report the status of funds for grants or assistance
agreements to the sponsor of the grant using the Federal Financial Report expenditure data. The
FFR module allows grantees to electronically submit a statement of expenditures associated with
their grant to the sponsor of the grant via the electronic Research Administration (eRA) Commons
(Commons).

18.2 Report Submission Due Dates

The FFR is prepared and submitted by Grant and Contract Accounting (GCA) on behalf of the
Principal Investigator (PI). The schedule for submitting required financial reports is generally
specified in the award documents of a grant or contract. See NIH FFR Supplemental instructions.
Different due dates exist for FFRs depending on whether the report is an annual report or the final
report.

Annual Federal Financial Report

For awards requiring annual submission of an FFR, the report must be submitted each budget
period within 90 days of the calendar quarter in which the budget period ended. The reporting
period for the annual FFR is the budget period for the award. The actual submission date is based
on the calendar quarter (6/30, 9/30, 12/31, and 3/31).

Final Federal Financial Report

For awards requiring a final FFR, the due date and status for a final FFR are based on the Project
Period End Date (PPED) as follows:

e Pending: If the FFR is not submitted and it is within 120 days of the PPED
e Due: If the FFR is not submitted and it is between the PPED and 120 days past the PPED
o Late: If the FFR is not submitted and it is over 120 days past the PPED

18.3 FSR Role in Commons

An extramural institution user who has the authority to view, enter, and submit an FFR on behalf
of his entire organization must hold the /'SR role in eRA Commons to access the FFR module. A
institution's Signing Official (SO) or Account Administrator can add this role to a user's account.
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Depending on the institution’s workflow process, it is possible for the Signing Official (SO) or
Business Official/Administrative Official (BO/AO) to have FSR person responsibilities. As such,
these two authorities may be combined on the same account.

NOTE: An account with only the FSR role assigned can only perform tasks associated with FFRs;
however, an account can include multiple roles, including that of F'SR.

18.4 Features of FFR

If you have the 'SR role in Commons, you can use the FFR module to perform multiple tasks.
Available options vary depending on the status of the FFR associated with the award.

« Search for grant awards within your organization having associated FFRs
o Create a new FFR

o Edita work in progress FFR

e View an FFR as a PDF

o Submit an FFR

o Correct a submitted FFR

o View the submission history of an FFR

NOTE: NIH requires all financial expenditure data to be submitted via eRA Commons. This
includes all initial FFRs being prepared for submission and any revised FFRs being submitted or
re-submitted to NIH.

IMPORTANT: With the transition of expenditure data reporting from Financial Status Reports
(FSRs) to FFRs, it is possible that you may need to revise a previously submitted FSR. In this
case, the revised report should also be submitted using the FSR format. eRA Commons will
automatically select the correct form for you.

Uninitiated FSRs or FSRs in a Work in Progress status are no longer available. For these FSRs,
eRA will reject the old report and institutions must create a new report using the FFR format. If
you have questions on the version of the report being used or if you can no longer find your in
progress report, please contact the eRA Service Desk.

The Commons Online Help contains detailed information on the FFR module. You can access the
FFR topics by selecting any of the help icons ('?") on the FFR screens or by directly entering the
following URL into your browser: https://era.nih.gov/erahelp/commons/#Commons/FFR/ffr
intro.htm. If you prefer a PDF format user guide, refer to the Federal Financial Report (FFR)
Expenditure Data User Guide at https://era.nih.gov/files/ffr user guide.pdf.

18.5 Accessing FFR
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The FFR module is housed within Commons. If you hold the FSR Commons role, you have
access to FFR.

1. Navigate to Commons on the internet at https://commons.era.nih.gov/commons/.

2. Log into Commons using your User Name and Password.
3. Select the FFR tab from the Commons menu tabs.
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19 Financial Conflict of Interest (FCOI) Module

The Electronic Research Administration (eRA) Commons is a Web-based system for applicants
and institutions to participate in the electronic grant administration process. Commons provides a
modular framework and infrastructure that allows National Institutes of Health (NIH) extramural
grantee organizations, Operating Divisions (OPDIVs), grantees, and the public to conduct grant-
related business with NIH.

The Financial Conflict of Interest User Guide will instruct a user on how to allow specific users to
manage the Financial Conflict of Interest (FCOI) reporting process for their particular
Institution. The Financial Conflict of Interest (FCOI) reporting process allows institutions to report
the existence of any identified financial conflicts of interest to the Agency as required by the
Federal regulation, specifically Title 42 Code of Federal Regulation Part 50 Subpart F for grants
and cooperative agreements. The institution’s Signing Official (SO) completes this reporting
process unless an FCOI role is delegated to another user (the SO can also assign the FCOI_ASST
and FCOI View roles to other users). To do this, the SO must log into the eRA Commons and
navigate to the FCOI sub-system.

The FCOI module is an online interface within Commons that allows grantees and Federal staff to
share information. The module is mandatory for all institutions. An institution's Signing Official
completes this reporting process unless another Commons user is delegated with the proper
authority to access the module.

The FCOI module in Commons allows institutional users to:

Initiate and prepare FCOI reports

« Electronically submit reports and supporting documents as well as annual FCOI reports

« Receive notification via email upon the submission and receipt of an FCOI

o Search and view FCOI reports previously submitted through the Commons

o Revise an Initial 2011 FCOI Report to update FCOI data following completion of the
Retrospective Review or to submit a Mitigation Report when bias is found following the
completion of a Retrospective Review.

o Access history of actions

o Assign FCOI access to other Commons users

Additional information on the reporting requirements can be found within the Frequently Asked
Questions on the Office of Extramural Research’s Financial Conflict of Interest website at
https://grants.nih.gov/grants/policy/coi/index.htm.

For more information on the FCOI module, refer to the FCOI topic of the Commons Online Help
System (https://era.nih.gov/erahelp/commons/) or the Financial Conflict of Interest (FCOI)
External User Guide (https://era.nih.gov/files/fcoi user guide.pdf).
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19 Non-Research Amendments (for Non-Research Agencies)

The steps in this section outline the process for grantees to submit post-award amendment
applications for funding

19.1 Pl Initiate

When a user with a PI role selects the Non-Research tab and then the Manage Post Award
Amendments tab, the system will present them with a list of grants eligible for amendments. This
list will only display those grants on which the user is a P1.

A checkbox is available to show expired grants as well and these may also be amended.

Home Admin Institution Profile Personal Profile  Status ASSIST Prior Approval RPPR XTrain  XTRACT Admin Supp eRA Partners | Non-Research

Manage Post Award Amendments

Manage Post Award Amendments: Search @
Qe i cm

Showing 1 -6 of total &

Grant Federal Project Project Budget Budget

Number ¥ Agency ¥ Start ¥ End ¥ Start ¥ End s Project Title ¥ Action

H79SM999999  SAMHSA 01/01/2020  12/31/2024 01/01/2020 12/31/2020 SAMHSA Non-Research
Type 1 FOA

H79SM333333 SAMHSA 01/01/2015  12/31/2024  01/01/2015  12/31/2020 SAMHSA Non-Research B Initiate -
Type 1 FOA

H79SMEEE666 SAMHSA 01/01/2020  12/31/2024  01/01/2020  12/31/2020 SAMHSANon-Research view Binitiate_ -
Type 1 FOA

Budget Revision
Carryover Request
Change in Scope
Key Personnel
Merger, Transfer, etc
MNo-Cost Extension

Organization Change

The screen will show buttons in the Action column for initiating a new amendment application or
to view a previous amendment application if that grant has had one previously.

The View button option will display any amendment applications associated with that grant. Please
see the View section for more detail.

Clicking on the Initiate button will open a menu showing the following types of amendment
options:

o Budget Revision

o Carryover Request

o Change in Scope

» Key Personnel
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o Merger, Transfer, etc
o No-Cost Extension

o Organization Change

Clicking on one of the menu options will open up the ASSIST module and open the forms
required for the type of amendment selected. (click for an example)

d\f_ LS. Department of Health & Human Services

Application Submission System & Interface

for Submission Tracking (ASSIST)
Sponsored by the National Institufes of Health

pT=—=

lication Information

Actions @

ADD OPTIONAL FORM Tip: Some actions (e.g|

Information link in

eview Application and Validate Application) are only ava
dcrumbs above can be used to refurn to this screen.

=) ¢RA Commons =) Home ) Logout ) HelpDesk =) Contact Us

Username:

PREVIEW APPLICATION
5F424 HHS Budget - Budget Project Other
VALIDATE APPLICATION Caver Checklist Non- Narrative | Marrative | Narrative
Construct. Attachments
VIEW STATUS HISTORY
UPDATE SUBMISSION STATUS 51 Application Information
Application ldentifier: 10805

(Application Type:

Post Award Amendment (Budeget Revision)

80, U AL Application Project Title: SAMHSAType 1

MNon-Research FOA

PD/PI Hame:

Organization: UNIVERSITY OF GAUDIUM

Project Period: 01/01/2020 - 12/31/2024

Status: Work in Progress Submit Application

Status Date: 2016-10-05 05:25:49.000 PM EDT

[=] FOA Information

FOA Number: PA-51-666

Opportunity Title: SAMHSA TEST Post Award Amendments (Type 6)

Agency: SAMHSA

CFDA Number:

Competition ID: SAMHSA-TEST-T6-PAA

Opportunity Open Date: 07/ 06/2016

Opportunity Close Date: 0&/30/2020

Agency Contact: MIH Tester
For NGIT Testing Purposes
E-mail: eralATesters@mail.nih.gov
Phone: 123-123-1234

SAM Registration Expiration Date: 08/22/2017

An active SAM Registration is Click for SAM Registration Details

required to submit your

application to the agency
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The application will include the main SF424 form as well as other forms that required based on the
type of amendment selected. Each tab navigates to that form.

Other features on the Information page will show the type of amendment, the PI and Institution
information, the related FOA, as well as other information.

NOTE: It is important to check the SAM registration to be sure that the expiration date is affer the
submission date.

19.2 SO Initiate

NOTE: SAMHSA users who are Business Officials will be given the Signing Official role in
eRA Commons.

Business Officials with the SO (Signing Official) role in eRA Commons will be able to search for
all grants that are eligible to be amended within their institution.

Open Search by clicking on the Non Research tab and then the Manage Post Award
Amendments.

The resulting Search screen will provide fields to search by several criteria. If the search criteria
fields are left blank and then the Search button is clicked, a list of a/l eligible grants for the
institution are displayed.

The SO may then use the Filter tool to find specific grants or grants with specific criteria (specific
PD/PI, for example).

epariment of Health & Huma Mational Institutes of Health (C ©@Help W Contact Us

2 1BFi¥ Electronic Research Administration
A program of the National Instifutes of Health

Manage Post Award Amendments: Search @

Activity @ RO1 Ic-@ All selected (3) = Serial # @ oooon PD/PI Last Name @ last name
# include expired grants Showing 1 - 12 of total 12
Filter: Show 25 B per page & - #
Grant Number = Federal 5 Project = Project ¥ Budget ¥ Budget = PrejectTitle = Action -
Agency Period Start Period End Period Start Period End
ROTGM 123456 SAMHSA 01/02/2017 01/02/2022 01/02/2017 01/02/2018 Froject title will go here, g B Initiate
abhreviated for length... o
RO1GM333333 SAMHSA 11022017 11/02/2022 11/02/2017 11/02/2018 Another title here,

anhreviated far lengtn . A| & niete
ROIGMIT1111  SAMHSA  01/02/2016 01/02/2021 01/02/2016 01/02/2017 Another tite here,

e g Initiate ...
anhreviated far lengtn . =) iz

RO1GM444444 SAMHSA 01/moz2oy 01/0272022 01/02/2017 /022018 Project title will go here,

abbreviated for length... View B iniate ...

RO1GM222222 SAMHSA 110202017 11/02/2022 11/02/2017 11/0272018 Anather title here,
abbreviated for length..

e B Initiate

FCOI Module 376 September 7,2018



eRA Commons User Guide

The resulting list will have an Initiate button and, if there are already amendments for that grant, a
View button.

The View button option will display any amendment applications associated with that grant. Please
see the View section for more detail.

Once the grant to be amended is located, click on the Initiate button in the Action column on the
row for that grant to see a drop-down menu listing the following amendment options:

Grant Federal Project Project Budget Budget

Number ¥ Agency & Start + End $ Start + End + Project Title S+ Action

H795M123456 SAMHSA 09/30/2014  09/20/2019  09/30/2016  09/29/2017  ACME Department of Bntiate..  ~
Health and Social
Affairs Project LAl Budget Revision

U795P123456  SAMHSA 09/30/2014  00/20/2019  00/30/2015  00/20/2016  ACME Departme Carryover Request |

Health and Social ~ Change in Scope
Affairs SPF-PFS
Project

Key Personnel
Merger, Transfer, etc
No-Cost Extension

Organization Change

o Budget Revision

o Carryover Request

» Change in Scope

« Key Personnel

o Merger, Transfer, etc
o No-Cost Extension

o Organizational Change

Select the most appropriate type. The user will then be taken to the ASSIST tool to begin the post-
amendment application with the amendment-specific forms. (
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di{. LS. Department of Health & Human Services

Application Submission System & Interface

for Submission Tracking (ASSIST)
Sponsored by the National Institutes of Health

=) eRA Commons <) Home ) Logout

Username:

Actions @
ADD OPTIONAL FORM
PREVIEW APPLICATION
VALIDATE APPLICATION

VIEW STATUS HISTORY

UPDATE SUBMISSION STATUS

COPY APPLICATION

=t

Home = Application Information

Required
Forms

App [nformation @

Tip: Some actions (e.z JPreview Application and Validate Application) are only aval type of
Information link in dcrumbs above can be used to return to this screen.  |@mendment

components for
the

SF424 HHS Budget - Budget Project Other
Cover Checklist Non- Narrative | Marrative | Narrative
Construct. Attachments

51 Application Information

Application ldentifier:

10805

(-;.pplication Type:

Post Award Amendment (Budget Revision)

Application Project Title:

SAMHSATYype 1
Mon-Research FOA

PD/PI Mame:

Organization:

UNIVERSITY OF GAUDIUM

Project Period:

01/01/2020 - 12/31/2024

Status:

‘Work in Progress Submit Application

Status Date:
=] FOA Information

FOA Number:

2016-10-05 05:25:49.000 PM ECT

PA-51-666

Opportunity Title:

SAMHSA TEST Post Award Amendments (Type 6)

Agency:

SAMHSA

CFDA Number:

Competition ID:

SAMHSA-TEST-T6-PAA

Opportunity Open Date: 07/ 06/2016
Opportunity Close Date: 06/ 30/2020
Agency Contact: MIH Tester

@ HelpDesk ) Contact Us

For MGIT Testing Purposes
E-mail: eralATesters@mail.nih.gov
Phone: 123-123-1234

SAM Registration Expiration Date: 08/22/2017

An active SAM Registration is
required to submit your
application to the agency

Click for SAM Registration Details

The application will include the main SF424 form as well as other forms that required based on the
type of amendment selected. Each tab navigates to that form.

Other features on the Information page will show the type of amendment, the PI and Institution
information, the related FOA, as well as other information.

NOTE: It is important to check the SAM registration to be sure that the expiration date is affer the
submission date.
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19.3 View Amendments

In order to view amendments, log into eRA Commons with the PI or SO role. Select the Non-
Research tab, and then select Manage Post Award Amendments.

f Health & Human Services 2 www.hhs.gov

Welcome: Tamers Gentry
) A Commons n:v ID: TSGENTRY
A program of the National Institutes of Health Institution: DUKE UNIVERSITY
Roles: 50 FCOOI

Logout | Contact Us | Help

I Hon-Research l

Personal Profile  Status  ASSIST  Prior Approval RPPR xTrain xTRACT FCOl Admin Supp eRA Partners

——————————————
IManage Post Award Amendments

Welcome to the Commaons

The Manage Post Award Amendments: Search screen will open.

PIs will see a list of grants, for that PI, which are eligible to be amended.

NOTE: The list can be resorted by clicking the heading title for any column except for Action.

By default, expired grants are excluded but the Include Related Grants checkbox may be
selected to include those grants in the search results.

Home Admin Institution Profile Personal Profile Status ASSIST Prior Approval RPPR  xTrain  XTRACT Admin Supp
eRA Partners | Non-Research

Manage Post Award Amendments

Manage Post Award Amendments: Search @

[Dlnclude Expired Grantsy
Showing 1 - 3 of total 3
Grant Federal Project Project Budget Budget
Number + Agency % Start +# End s Start % End + Project Title # Action
H795M000123 SAMHSA 01/01/2020 12/31/2024 01/01/2020 12/31/2020 SAMHSA Type 1 View | Binitiate -
MNon-Research FOA &
H795M001234 SAMHSA  01/01/2020 12/31/2024 01/01/2020 12/31/2020 SAMHSA Type 1 view |Bintiater -
MNon-Research FOA )
H795M012345 SAMHSA 01/01/2020 12/31/2024 01/01/2020 12/31/2020 S5AMHSA Type 1 view | Einitiate -
Mon-Research FOA i

SOs will initially see search fields above an empty hitlist.
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Home Admin Institution Profile Personal Profile Status ASSIST Prior Approval RPPR  xTrain xTRACT Admin Supp
eRA Partners | hNon-Research

Manage Post Award Amendments
Manage Post Award Amendments: Search @
Activity @ | activity code ic*e All selected (6) -
Serial #@ 000000 PD/PI Last Name @ | |asi name

[ Include Expired Grants )i

Showing 0 to 0 of 0 entries

Grant Federal Project Project Budget Budget Project
Number % Agency % Start % End + Start # End s Title ¥ Action

No data available in table

The SO may then search via any combination of; Activity, IC, Serial #, or PD/PI Last Name. The
Include Expired Grants checkbox allows the option to include expired grants in the search
results.

Tip: If all fields are left blank, the search results will include all eligible grants within the institution.

Tip: Use the Filter field for additional specification

Home Admin Institution Profile  Personal Profile Status  ASSIST  Prior Approval RPPR  xTrain xTRACT Admin Supp eRA Partners
Mon-Research
Manage Post Award Amendments

Manage Post Award Amendments: Search @

Activity @ | activity code Ic*e SM -

Serial #@ | 000000 PD/PI Last Name @ | |ast name

[ Include Expired Grantsﬁ

Showing 1 - 3 of total 3 (filtered from 42)

Filter:

[123 ] Show 25 Bperpage « »
Grant Federal Project Project Budget Budget

Number + Agency % Start + End & Start + End S Project Title + Action

H79SM000123  SAMHSA 01/01/2020 12/31/2024 01/01/2020 12/31/2020 SAMHSA Type1 view | Einitiate -
Non-Research FOA "

H795M001234  SAMHSA 01/01/2020 12/31/2024 01/01/2020 12/31/2020 SAMHSA Type 1

Vi, iti o
MNon-Research FOA view [ Binitiate.

H795M012345 SAMHSA 01/01/2020 12/31/2024 01/01/2020 12/31/2020 SAMHSAType 1

Non-Research FOA view | [Einitiate = -
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For both the PI and SO Search results;

Grants that have had amendments submitted will have a View button as well as the Initiate button
in the Action column of the table.

Clicking on the View button will open up the View screen and display the amendments related to
that specific grant as well as their statuses.

Home Admin Institution Profile Personal Profile Status ASSIST Prior Approval RPPR  xTrain XxTRACT Admin Supp €RA Partners Non-Research

I Back to Search Binitiate .. -

Manage Post Award Amendments

Manage Post Award Amendments: View @

Application Information Core Grant
] = Number |, .
Grant Number: H795M000123 tion Name: UNIVERSITY OF GAUDIUM

Project Period: 01/01/2020 - 12/31/2024 = ogram (PCC):
Showing 1 - 5 of total 5
Amendment Grants.gov Budget Budget
Application # ¥ Tracking # ¥ Start s End ¥ Type ¥ Submitted 3 Status $ Award # ¥ Action
6H795M000123-01L003 GRANTO00655693 01/01/2020 12/31/2020 Change in 09/19/2016 In Review
Scope
6H79SM000123-01L002 GRANT00655691  01/01/2020 12/31/2024 Change in 09/19/2016 In Review Action(s) -
Scope -

GRANT00655690 01/01/2020 12/31/2024 Change in 091972016 IAwarded 6H795M000123-01M001
Organizational
pn

6H795M000123-01L001

Action(s) -

6H795M000123-01L001 n 09/19/2016

NOTE: Awarded In Review Action(s) -

applications will have an

6H79SM000123-01L001 GRANTO0655838 01/ "M"in the suffixinstead of 09/22/2016 In Review
the "L" inthe related hr- [ View Prior RAM
application number L or

The Back to Search button at the top of the page will return the user to the previous page.

The Initiate button at the top of the page will give options to begin another amendment
application.

The Action(s) button in the Action column provide a menu giving the options to either view a
consolidated PDF of all related Requests for Additional Material (View Prior RAM) or to open
up the RAM screen in order to upload materials (Edit RAM). The Edit RAM option will not show
for awarded applications. See the section on RAM for more detail.

Please see these topics for more detail:

o PI Initiate
e SO Initiate
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19.4 Request for Additional Materials - RAM

Subsequent to submitting an amendment application, the Program Official (PO) or Grants
Management Specialist (GMS) may ask for additional information to be submitted. This is done via
a "Request for Additional Materials" (RAM).

From the View Amendments screen, any applications that require additional materials or actions
will display an Action(s) button in the Action column.

Home Admin Institution Profile Personal Profile Status ASSIST Prior Approval RPPR  xTrain xTRACT Admin Supp eRA Partners MNon-Research

Manage Post Award Amendments

Manage Post Award Amendments: View @

Application Information

Grant Number: H79SM12343567 Organization Name: UNIVERSITY OF PATIENTIA
Project Period: 01/01/2020 - 12/31/2024 Grant Program (PCC):
Showing 1 - 5 of total 5
Amendment Grants.gov Eudget EBudget
Application # s Tracking # + Start = End * Type % Submitted + Status $ Award # = Action
BHTISM123456-01L003 GRANT12345678 01/01/2020 12/31/2020 Change in 09/19/2016 In Review
Scope
BH79SM123456-01L002 GRANT00001234 01/01/2020 12/31/2024 Change in 09/19/2016 In Review
Scope N

BH79SM123456-01L001 GRANT01234567 01/01/2020 12/31/2024 Change in 09/19/2016 Awarded ~ 6H79SM123456-01M003
Organizational _
Information

BH7TISM123456-01L004 GRANTO0012345 01/01/2020 12/31/2020 Change in 09/19/2016 In Review
Scope

Action(s) -

6HTISM123456-01L005 GRANTO00123456 01/01/2020 12/31/2024 Merger, 009/22/2016 In Review
Successor-
In-Interest, or
Transfer

Clicking on Action(s) will open up a menu to select from Edit RAM or View Prior RAM.

View Prior RAM will provide a PDF file of all RAM submissions that have been made for that
Amendment application.

Selecting Edit RAM will open the RAM screen.
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) A Electronic Research Administration
A program of the National institutes of Heafth

Post-Award Amendment Application: Request for Additional Materials (RAM) @

Grant Number: 012345 Amendment Application & L0001 PD/PI Name: Doz, Johin Budget Period: 01/01/2016 - D1/01/2017
Project Title: Project Tite will go nere Amendmaent Type: Budget Revision Crg Mame: Uinkversity of Sthool Project Period: 01012016 - 01012021
Grant Pragram [PCC): 12345

Instrections here, Lorem pesum dolor sit amet, consectetur adipiscing elit. Sed s ameét enim eu lorém tempus finibus. Sed sit amet beo turpis. Nam luctus veiit iId dictum bibendurm . Interdum et malésuada fames ac ante ipswm

primis in faucibus. MR 1EcUlls 3 Urna quis akquam . Curabitur e gueam ko, Fusce incidunt metus vel faciksis auctor
Please provide additional materials: m
File Name Date Created
uploaded-document- 1 pdf 01/2002016 View m
uploated-gocument-22 par 01222016 vewr B
uploated-document-333 pdt 017232016 View m

Flease provide Comments to Agency:

Cange Preview “ m

On this screen will be:

o Application Information - A summary of the related application for which the RAM is being
requested.
o An option to upload required documents requested. Up to 10 documents may be uploaded.
Individual documents may not exceed 6MB in size.
o An area used for the justification which is a free-form text box and is a required field.
o Cancel, View, Save, and Submit buttons.
o Cancel - Takes the user back to the Amendment View
o View - Creates a PDF of all submitted RAMs
o Save - Saved the current in-progress RAM
o Submit - Sends the RAM to the agency. Once submitted, no more changes to this
specific RAM can be made and the justification and uploaded files will be appended
to the final summary PDF.

There can only be one active (i.e. non-submitted) RAM at a time to which changes
can be made by any authorized user. Once submitted, a new RAM is required for
additional changes.
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o Things to note:
o There is no limit to the number of RAMs that the user can submit.

o Both Pl and SO can edit the RAM as it allows for a partial save.

o The system provides an audit trail of who uploaded the documents.

o The user can see a consolidated list of all documents uploaded for RAM submission,
with the latest on top. It is presented to the agency as one PDF with all documents

combined.

Tip: Check all documents after uploading to ensure the right ones have been submitted.

When the RAM is submitted, an email notification is sent to the Government Project Officer
(GPO), Grant Technical Assistant (GTA) and Grants Management Specialist (GMS) .

The system provides an audit trail of who uploaded the documents.
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20 xTRACT

Extramural Trainee Reporting and Career Tracking (xTRACT) is a module within eRA
Commons used by applicants, grantees, and assistants to create research training tables for
inclusion in progress reports and institutional training grant applications.

Because XTRACT is integrated with Commons it is able to pre-populate some training data for
training tables and reports by using xTrain appointment and related data. This includes trainee
names, selected characteristics, institutions, grant numbers, and subsequent NIH and other HHS
awards. XTRACT also allows the manual entry of data, for information not found in Commons or
xTrain. This manually entered information is stored in XTRAIN and can be re-used when
preparing subsequent training table submissions.

If you are a Signing Official (SO), Principal Investigator (PI), or assistant (ASST) in Commons,
you have access to the XTRACT module.

IMPORTANT: xTRACT is a tool for creating training tables. Tables generated in XTRACT
must be attached to and submitted with the appropriate progress report or application. There is no
Submit feature in xXTRACT.

For additional information on XTRACT, please refer to the resources below:

e Guide Note: NOT-OD-16-007 (https://grants.nih.gov/erants/guide/notice-files/NOT-OD-
16-007.html)
o XTRACT Online Help: https://era.nih.gov/erahelp/xtract
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21 Reference Letters

If you are asked to submit a reference letter for someone, you must do so using eRA Commons.
Reference letters can be submitted any time after the Funding Opportunity Announcement (FOA)
is posted and no later than the deadline.

IMPORTANT: The referee need not log in to Commons to submit a reference letter for an
applicant. The process is external to Commons.

Although - as the Referee - you do not need a Commons role to submit a reference letter, the
candidate on whose behalf you are writing must have a Commons account and hold the PI role. If
your candidate does not hold this role, you will receive the following error when attempting to
submit the letter: Commons User ID of Applicant entered is invalid (ID:90274).

The candidate's Signing Official (SO) or Accounts Administrator (AO) at the institution will need
to assign the PI role to the candidate's Commons account.

In order for you to submit a reference letter, the candidate must supply you with the following:

o Applicant's PI Commons User ID
o PI's last name as it appears on the Commons account
o Funding Opportunity Announcement (FOA) number

o FOA opening date and application submission deadline

Letters of reference must be no longer than 2 pages and in the PDF format.

NOTE: For Fellowship applications and Career Development programs a Letter of Reference
form is no longer required. A letter written on university letterhead or similar is acceptable.

To submit a reference letter, follow the steps below:

1. Use your internet browser to access the Welcome to the Commons at
https://public.era.nih.gov/commons/public/login.do
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2. Select the Submit Reference Letter link.

) A Commons

A program of the National Institutes of Health

(‘OER Contact Us | Help

Commeons Login 9
*Required field(s)

*Username

*Password

(For External Users Only)

(For External Users)
Forgot Password/Unlock Account?

Welcome to the Commons

Register Grantee
Organization

{) System Notification Message
’VAII systems are currently available.

About the Commons

Scheduled Commons Maintenance: For maintenanc e information, see the eRA
Scheduled Maintenance Calendar.

Federated
Institutions/Organizations

| Select.

Signin

v

Federal User Login Here
eRA Service Desk

Howrs: Mon-Fri, TAM-8PM EDT/EST
Web: hittpcdigrants.nib.govisupport

Toll-free: 266-504-5552

Phone: 301-402-7455

Contact initisted outside of business
hours via Web or voice mail will be
returned the nesxt business day.

= Frequently Asked
Questions

Support Related Resources

« Electronic Submission: Learn about the most frequent applic aticn errors at
Avoiding Common Errors.

« Electronic Application Submission: To learn about ¢ ompleting and
submitting an electronic grant applic ation and access helpful resources, visit
the Applying Electronic zlly website.

« eRA Home Page: To find Commens FAGs, User Guides, training materials,
and step-by-step instructions for performing tasks in Commeoens, visit the eRA
website.

« Latest Release Motes
Additional Links

BePORT
Grants.gov

iEdison

Mational Institutes of
Health

Commons Related

eference Letters: To submit a referenc e letter when reguested by an
licant, please follow this link: Submit Reference Letfter.

« Demo Facility:

i e ¢ apabilities of the
MNIH eRA Commens in a sample environment.

« Public Access Policy
Page

» Loan Repayment
Program

« Commons Quick
Queries

—Privacy Act Statement

This warning banner provides privacy and security notices consistent with

applic able federal laws, directives, and other federal guidance for accessing this
Government system, which includes all devices/storage media attac hed to this
system. This system is provided for Government-authorized use only. Unauthorized
or improper use of this system is prohibited and may result in disciplinary action
and/or civil and criminal penalties. At any time, and for any lawful Government
purpose, the government may meniter, record, and audit your system usage and/or
intercept, search and seize any communic ation or data transiting or stored on this
system. Therefore, you have no reasonable expectation of privacy. Any

communic ation or data transiting or stored on this system may be disclosed or used
for any lawful Government purpese. Use of the eRA Commons website reguires
gathering perscnal information as part of the NIH grant propesal submission and
administration process. Grant proposals are treated as confidential until awards are
made. Upcn award, the title, principal investigator name(s), abstracts, and award
amount are disclesed publicly. Other information may be made available within and
outside the MNIH through routine uses, as described in SORMN 08-25-0038, or,
subject to the provisions of the Freedom of Information Act S U.S.C. 552, Your
activity while using this site is not anonymous: to protect the site, MIH tracks the IP
address and login information that is used for access, as well as the individual pages
you visit. The |P address is used to help verify user ID and to provide information
specific to the user's interest andior to respond to user queries. A more detailed
notic e is provided Here.

The Submit Reference Letter form displays.
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Submit Reference Letter 9
Notes and Tips:

« |f you are submitting a reference for a fellowship application, please make sure to follow the instructions in Reference Letter Submission Process Guide

# Note: The Fellowship Reference Form previcushy used with Fellowship applications iz no longer required.

« |f your reference letter is not attached to your application, please check the FOA number. If this number is incorrect, the letter must be resubmitted by the
referee with the correct FOA number.

« FOA Number: Use format of IC-YY-20o<. For RFAs, drop the ‘RFA-. For example, for RFA-RM-13-005 use RM-13-005.

* indicates required field

Referee Information

Referee First Name:"

Referse Last Na.me:*

Referee M| Name:

Referee Email:"

Referee Institution/Affiliation:”

Referse Department:

Applicant Information

Pl Commons User ID:"

Funding Opportunity Announcement Mumber:™

Reference Letter Confirmation # {if
re-submitting}:

3. Fill out the fields on this page. Required fields are displayed with a red asterisk (*).
4. Select the Continue button.

The screen updates providing you a place for uploading your letter or form. The letter must
be in PDF format and should not exceed two pages. The PDF cannot be password-protected
and should not be fillable.

5. Attach the reference form or letter using the Browse button.
After attaching your letter, select the Submit button.

Once a reference letter is submitted, you and the candidate will receive a confirmation via email
that the letter was received. The candidate will not be able to see the reference letter you've
submitted.

IMPORTANT: If you need to submit a corrected reference letter, access the Commons Submit
Reference Letter screen again, filling out the fields, this time entering the Reference Letter
Confirmation # with the previous submission's confirmation number. Continue, attach the new
letter, and submit again.

For more information, refer to our tutorial on You Tube titled Submit Reference Letters in
Commons.
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22 Understanding Grant Numbers

A grant number provides unique identification for the grant. The figure below shows an example
of a complete NIH grant number.

Sample Grant Number: 1 RO1 CA 123456-01A1

Application Type Activity Code | Institute/Center (IC) | Serial Mumber | Support Year | Extension

1 RO1 CA 123456 01 Al

The grant number is comprised of the following parts:
Application Type: Indicates the type of application (e.g., new, renewal, non-competing, etc.)

Activity Code: Represents the specific category of support (e.g., research projects, fellowships,
etc.)

Institute/Center Code: The code for the NIH Institute/Center (IC) associated with the grant

Serial Number: The unique number - assigned by the NIH Center for Scientific Research (CSR)-
identifying the specific application

Support Year: Indicates the current year of support (e.g., an 01 support year is a new grant)

Suffix Code: An optional code used for supplements, amendments, or fellowship institutional
allowances

For additional information, access the Grants & Funding website listing the types of grant
programs (Policy: https://grants.nih.gov/grants/funding/funding program.htm).
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22 ORCID

The Open Researcher and Contributor ID (ORCID ) is used within NIH and GRANTS.GOV to
relate publications to grants. You can associate or create your ORCID from the Commons Personal
Profile Module.

For more information regarding ORCID please visit https://orcid.org
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