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Overview

The NIH eRA Commons is a Web-based system that allows NIH extramural grantee organizations, grantees, and the
public to receive and transmit information electronically about the administration of biomedical and behavioral
research. To be able to use the NIH eRA Commons you must be registered as auser. Contact your Office of
Sponsored Programs or Office of Clinical Research representative for information about registering.

The NIH eRA Commonsis organized into sections. Depending upon the privileges/roles granted to you, you may
view and access the following sections:

Administration. The Account Administration section lets institution officials create and manage user accounts
associated with the institution.

Institution Profile. The Institution Profile (IPF) section letsinstitution officials maintain the institution information
on file a the NIH.

Personal Profile. The Personal Profile (PPF) section lets users maintain their personal information on file at the
NIH (including information such as degrees, publications, and contact information).

Status. This section lets Principal Investigators (PIs) review the current status of all their grant applications and
review detailed information associated with the grant. Signing Officials (SOs) or Administrative Officias (AOs)
associated with the institution can see a summary view of grant applications, review Notices of Grant Award, and
access Progress Report face pages.

eSNAP. The eectronic Streamlined Non-competing Award Process (eSNAP) section lets extramural grantee
institutions submit electronic versions of Type 5 (hon-competitive) progress reports to the grants management
community. See the eSNAP User Guide for more information about this module.

IAR. TheInternet Assisted Review (IAR) section lets reviewers submit critiques of grant applications and view each
other's reviews before the actual meeting. Scientific Review Administrators (SRAS) and Grants Technical Assistants
(GTAS) can view al critiques and generate preliminary score reports and pre-summary statement bodies. See the
IAR User Guide for more information about this module.

FSR. The Financial Status Report (FSR) is a statement of expenditures sent to the sponsor of a grant or contract.
This section lets Grant and Contract Accounting (GCA) prepare and submit an FSR on behalf of the Principal
Investigator (PI).

X-Train. The electronic Trainee Activities System (X-Train) section lets Program Directors (PDs) of grantee
institutions create and update trainee appointments. See the X-Train User Guide for more information about this
module.

Links. This section provides links to websites that provide information about the NIH eRA Commons and related
applications.

Help. This section provides online Help for al aspects of using the NIH eRA Commons.

Overview 4
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Login and Logout

/3 Commons - Microsoft Internet Explorer == |5|‘

J File Edit View Favorites Tools Help |

JAddress I@ https:{fcommaons. era.nib,gov/commaons, 'l
NATIONAL INSTITUTES OF HEALTH Welcome Guest &
@ Institution: Mot Affiliated
i eRA Commons uthorty.
TN  Links Help

Username ™

e

Password *

MIH Commans Version 2 is now availahle and registration is open to all MNIH
L}
What's grantee organizations.

Registration and account infarmation for most active arganizations whao had
heen registered in the previous version of MIH Caommaons, has heen
COMMONS migrated to the new version. These institutions are asked to validate their

About the Commons

Figure 1 NIH eRA Commons Home Page Before Logging In

Logging In

1. Launch your Web browser.

2. Enter thefollowing URL in your browser’s Address/Location field:
https://commons.era.nih.gov/commons/ and press .
The NIH eRA Commons Home page opens.

3. Inthe Usernamefield, type your username and pr&s to move to the Password field.

4. Type your password and prees or click Login.
5. If thisisthefirgt time you are logging in, the Change Password page (FRW0015) opens:

Welcome Guest
Institution: Mot Affiliated
Authority:

g"‘”"% NATIONAL INSTITUTES OF HEALTH &
@ &
i eRA Commons JHET

TN  Administration Institution Profile Personal Profile Status eSNAP X-Train Links Help
Change Password

Your password has expired, you must change your passwoard now in order to log into the system.

* indicates required field

Old Password: I

New Password: I
Retype New Password: I

Submit

[ Contact Us | Privacy Notice | Disclaimer | Accessibility ]

Mational Institutes of Health (MIH) #7, Department of Health @ 2003 NIH. All Rights Resenced.
@ 29000 Rodwille Pike { _/g and Human Services  Screen Rendered: 05/06/2003 12:02:09 EDT
g™ Betheszda, Maryland 20392 - Secreen |d: FRMOOS

Figure2 Change Password Page (FRWO015)

a. Enter your old password, and then enter and retype a new password.

Login and Logout
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b. Click Submit to update the new password information.

The system returns you to the Home page with your login information displayed in the upper right corner of the
page. A logout hyperlink is located directly beneath your login information.

/3 Commons - Microsoft Internet Explorer NEE|

J File Edit WYiew Favorites Tools  Help /
7

Welcome mmccune
e - Institution: ). DAVID GLADSTOMNE

|
ﬁ‘ﬂ' NATIONAL INSTITUTES OF HEALTH
)
G

i
—~ eRA Commons —
- UTNOrity:
IR  Administration Institution Profile Personal Profile Status eSNAP X-TrdmLinks Help

System Hotification

About the Commons
¥ Scope and Purpose
B Freguently Asked Guestions
¥ Grantee Organization Redistration
k ERA Contacts

Figure3 Login Information and Logout Link

Logging Out
Logging out of the NIH eRA Commons ends your current session. The top of each page contains a Logout hyperlink
located directly beneath your login information.

» Click the Log-out hyperlink to end your session.

Username and Password Information

Y ou need a personal user account to log in to the NIH eRA Commons. This requires a unique username (from 6 to
20 characters) and a password (minimum length of 6 characters). The username and password can be any
combination of letters and numbers.

If you forget your password, the NIH eRA Commons provides a capability for you to request that your password be
reset. In this case, a new password is generated and sent to you at the email address contained in your user profile.

Note: The password is case-sensitive.

1. Accessthe NIH eRA Commons Home page as described in Logging In.
2. Click the Forgot Password? hyperlink to open the Reset Password page (FRW0002).

3 Reset Password - Microsoft Internet Explorer == |5|‘
J File Edit ‘“iew Faworites Tools Help |

JAddresS I@ https:{{commons.era.nih.govfcommons/resetPassword. jsp 'l
g"‘”“"% NATIONAL INSTITUTES OF HEALTH T:::;S;Eiﬁsfﬂﬂ”atedd
@ I o
G eRA Commons I oty

TN Links Help
Reset Password @

*indicates required field.

user ID* I
Email Address™ I
Cance

Figure4 Reset Password Page (FRW0O02)

3. IntheUser ID field, type your user name and press to move to the Email Addressfield.

Login and Logout 6
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4. Typeyour email address and press or click Submit. The system returns you to the Home page and
displays a confirmation message indicating that your password has been reset.

Changing Your Password

Note: The password is case-sensitive.

1. Select Administration | Accounts | Change Passwor d to access the Change Password page (ADM1013).

/3 Change Password - Microsoft Internet Explorer == x|
J File Edit Wiew Favorites Tools  Help ﬁ
Welcome mmccune d

S NATIONAL INSTITUTES OF HEALTH

=¥  eRA Commons I

Institution: J. DAYID GLADSTOMNE
IMNSTITUTES
Authority. Pl Log-out

Home Administration Institution Profile  Personal Profile Status eSHAP X-Train Links Help
Accounts

Delegate Pl Delegate PPF Edit Change Password

Change Password @

This will change your password
™ indicates required field

Change Password Form

0ld Password: * ||
New Password: I

Retype New Password: *

Figure5 Change Password Page (ADM1013)

2. Enter your current password in the Old Password field.

3. Enter anew password (at least 6 characters) in the New Password field. This new password must be different
than your current password.

4. Retype the new password in the Retype New Password field.
5. Click Submit to update the information.

Web Browser Information

The NIH eRA Commons s available to any user with a Web browser (Internet Explorer 5.01 or greater or Netscape
4.7 or greater) and Internet access. Other Web browsers are also supported, but some functionality may be lost.

Y ou must enable Cookies and JavaScript on your browser and use the navigation buttons and hyperlinks provided
on the system pages instead of the browser buttons to move through the pages. Additionally, make sure that the
browser is not set for automatic password completion. For instructions on making these changes, check your
browser’s Help text.

Session Expiration

Y our session expires after 45 minutes of inactivity. Five minutes before expiration, an expiration messageis
displayed. Click K eep Session to resume your work or Abandon Session to force your account to log out.

Login and Logout 7
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/3 http://deneb.cit.nih.gov: 101 x|

Tour session will be timed out i 5 minutes. What
would vou like to do?

o Keep Session - Continue editing your
page. Touwil be warned again if your
session s i danger

o Abandon Session - Tour session will
expire normally and you may loose any
data wou are currently editing. Y ou may fix
your session later by logging in again.

Keep Session | Abandon Session |

Figure 6 Session Expiration Warning

If you know you won't need to use the system for an extended period of time, you should use the Logout hyperlink
located at the top of every pageto log out (see Figure 3 on page 6). If your session expires while the NIH eRA
Commonsis still open (if you don't respond to the expiration message within the allotted five minutes), you will
experience errors or lost functionality in the system (such as disappearing buttons, Internal Server Error 500, pages
displaying with no data, or promptsto log in again). If any of these problems occur, close your Web browser
window and then reopen it to log in and start a new session.

Concurrent Logins

You may be logged in to the NIH eRA Commons for only one session a atime. If you attempt to log in to another
session (using a second browser instance), the system gives you the option of either terminating the first session or
canceling the request.

Password Expiration Notification

For security purposes, user passwords expire and must be reset. If your password is about to expire, a"password
close to expiration" message is generated when you log in.

When your password expires, you are directed to select a new password. When you change your password, you do
not need to notify anyone.

Printing Pages
All Web pagesin the NIH eRA Commons can be printed using your browser's standard print feature. Thisis helpful
to provide a hard copy report of what you see on the screen.

Using the NIH eRA Commons Demo

Use the training/demo facility to familiarize yourself with the NIH eRA Commons and practice creating sample
institutions, accounts, and grant applications. The demo lets you run the mgjor functions of the systemin a
training/demonstration mode that functions exactly like the production version, with the major exception that only
sample data is altered.

Use the form on the Create a New Demo Account page to create a sample institution and user accounts. The creation
of a Signing Official (SO) account is required and grant applications are assigned to the created ingtitution. If you
create a Principal Investigator (Pl) account, anumber of the created grant applications are assigned to the created PI
account. Once the institution and initial accounts are assigned, use the training/demo mode to perform all functions
on the sample data connected to these accounts (such as creating new accounts, submitting an eSNAP or FSR,
reviewing application status, and affiliating other demo users to your demo ingtitution).

Using the NIH eRA Commons Demo 8
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1. Fromthe NIH eRA Commons home page, click the Commons—Demo hyperlink (in the About the Commons
section located under the Login fields) to reopen the home page in demonstration mode. This mode looks

almost identical to the actual home page.

S NATIONAL INSTITUTES OF HEALTH preloome Suest
%@HF ’  eRA Commons CHITTRR ity
Wersion 2.2.3

COMMONS DEMONSTRATION SITE  COMMONS DEMONSTRATION SITE  COMMONS DEMONSTRATION SITE
I  Links Help

Commons Login

* indicates reguired field.

Usernarme *
*
Pasgword What" The MIH eRA Commaons Demo Facility containg all the features ofthe MIH
I at's eRA Commons {exceptions are listed below) butin a sample data
environment. To use the Demo Facility, you need to
Login | Resetl . y
Create An Account | , which will create hath a Signing Official (S0)

Forgot Password?

Click hote {0 Create 3 new Account CONMMONS :and Principal Investigator account for you to use. In addition to creating

these Accounts, the process creates a sample institution and a number of
sample applicationsigrants for you to use in learning all the features ofthe MIH eRA Commaons.
Once you log into your account, you can try all the features of the MIH eRA Cammaons with the
following exceptions:

System Notification

About the Commons
¥ Scope and Purpose

) » [nternet Assisted Review (coming to the Demoa Facility in the Fall of 2003)

¥ Ereauently Asked Guestions e ¥-Train (coming to the Derno Facility in the Fall of 2003)

B ERA Contacts « Roster listing in Status

B commons » hlicrasoftYWord to PDF generation in eSMNAP
Links -

¥ Commons Support Page Hew in July

B CRISE (Mote: You will need ta create new accountsfinstitution to use these features.)

¥ eRA Home Page

k Grants.gov » eS8hAP Inclusion Enrollment data available for training in the Demo Facility
k- iEdison e A Citation will be added to each account

¥ Loan Repayment Program
¥ Mational Institutes of Health

¥ OER Home Page

Demo Facility accounts are kept active for 180 days.

[ Contact Us | Privacy Motice | Disclaimer | Accessibility ] ’
M, National Institutes of Health #y, Depatment of @ 2003 NIH. All Rights Reserved.
& niny { {@ Health Screen Rendered: 05/04/2003 10:15:27 - "
e 0000 Rodwille Pike ' and Human Services  EDT GRANTS.GOV

Bethesda, Maryland 20892 Sereen |d: COMOODA FIND. APPLY. SUCCEED.

Figure7 NIH eRA Commons Demo Home Page (COMO0001)

2. If you have already created a demo account, log in using the username and password you created.

3. If you haven't yet created a demo account:
a  Click the Create an Account button open the Create a New Demo Account page.

Using the NIH eRA Commons Demo
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Welcome Guest
Institution:
Authority:

g}w@% NATIONAL INSTITUTES OF HEALTH
@%@ eRA Commons

COMMONS DEMONSTRATION SITE COMMONS DEMONSTRATION SITE  COMMONS DEMONSTRATION SITE

TN Links Help
Create a New Demo Account @

» MIH Commoans Training/Demo Facility provides anyone the ability to create a sample institution, accounts, and applicationsfgrants
allowing you to hetter understand the MIH Commons without affecting any production data. All functionality of the MIH Commons is
available with the exception of Internet Azsisted Review and ¥-Train, which will become availahle in DemofTraining Facility later in
2003,

» Through DemoiTraining Facility, you can create a sample institution and accounts by filling out the form provided below. By Default, a
Signing Official (S0} is created and a number of applications/grants are assigned to that institution. Ifyou choose to create a
Frincipal Investigator (Pl) account, many of those grants will be assigned to that specific Pl account. Once your institution is created
and initial accounts are assigned, the DemoiTraining Facility version of MIH Commons will work exactly like the production version of
Commans, but modify only sample data. Therefare, it will be possible to create new accounts, submit an eSHAP or FSR, review
applicationigrant Status and even affiliate other sample users to your sample institution.

| Account Information |

* indicates required field.

First Name:* |

Last Name:* I
Account Mame must be a minimum of 6 characters and must not already be inuse

S0 User Name:* I
Pl User Name™ I

Role™® Vg0 MRl [~ FsR

E-mail Address * |

Institution * |

[ Contact Us | Frivacy Notice | Disclaimer | Accessibility |

Mational Institutes of Health (MIH) #7y, Department of Health @ 2002 NIH. All Rights Reserced.
@ 9000 Rodoille Pile _/g and Human Senrices Screen Rendered: 05/15/2003 11:36:28 EDT

g™ Betheszda, Maryland 20292 Secreen |d: COMOD14

Figure8 Create a New Demo Account Page (COM0014)

b. Enter new account information, noting the following:
* All fieldsarerequired fields.

*  The User Name fields have a 6-character minimum and a 20-character maximum. These must be
unique names.

. Select one or more roles for the new demo accounts.

c. Click Submit. A verification message displays the information you entered.
d. Review theinformation and click Save to confirm the information and create the new demo account.

e. A confirmation page lists your user name information and passwords. Copy the information and click
Continue. You are returned to the NIH eRA Commons demonstration site to log in and begin your
training/demo session.

Note: Thefirst time you log in with a new account you are required to change your password. See Changing Your
Password on page 7 for details.

Using the NIH eRA Commons Demo 10
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Registering Institutions

Making the Initial Registration Request

Grantee institutions need to be registered to use the NIH eRA Commons. The initial registration request registers the
institution and sets up a mandatory account for the institution's Signing Official (SO) and an optional account for the
institution's Accounts Administrator (AA). Only authorized organization officials can register their institutions.

To register your institution:
1. Accessthe NIH eRA Commons Home page.

2. Click the Grantee Organization Registration hyperlink in the About the Commons sections (located below
the Login fields) to open the Online Registration page (REG3010) instructions. It may be helpful to print out
this page for a convenient reference. See Printing Pages on page 8 for instructions.

3. Click Register Now to open the Register Ingtitution page (REG3007).

Registering Ingtitutions 11
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g

Institution Name:™
Street 1:*
Street 2:

Street 3:

Street 4:

géj?% NATIONAL INSTITUTES OF HEALTH
eRA Commons M

TN Links Help
Register Institution @

0nline Registration I

Welcome to the ERA Commons On-Line Registration Process.

Completing this process will register your institution into the ERA Commons and establish up to two accounts for your institution.
Selected staff atvour 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 capy of this page to use as a reference when campleting the form. To print a copy select the "Print" button on your
hrowser button bar or select "FilePrint" from the menu bar.

* indicates required field

Institution Information

Welcome Guest
Institution: Mot Affiliated
Authority:

i

Accounts Information

Principal Signing Official

HName Prefix: I

First Name:*

Middle Name:

Last Name:*

Title:*

User Name:™ I

Phone:® |

Fax:® |

E-mail:* I

City:* |

State:* | =
. (20873) or (208733423

Zip Code:

Country: IUNITED STATES 'l

Accounts Administrator

This entire section is optional; however if any information is
entered then all required fields must be entered

Name Prefiz: I

First Name:*

Middle Name:

Last Name:*

|
|
|
Title:* |

User Name:* I

Phone:* |

Fax:* |

E-mail:* I

[Contact Us | Privacy Motice | Di

laimer | Accessibility ]

g""“% Hational Institutes of Health (NIH)
EDF 0000 Rodwille Pike

g™ Betheszda, Maryland 20892

Cepatment of Health

© 2002 NIH. All Rights Resenred.
Screen Rendered: 04/30/2003 09:39:53 EDT
Screen Id: REG32007

Figure9 Register Ingtitution Page (REG3007)

4. Fill intheinformation fields for the institution, noting the following:
» If afield nameisfollowed by an asterisk (*), it isarequired field.

e Atleast oneline of astreet addressisrequired, in the field labeled Street 1.

»  Thelngtitution Name field has a 100-character maximum length.

5. Fill inthe information fields for the Signing Official (SO), noting the following:
« If afield nameisfollowed by an asterisk (*), it isarequired field.

e TheTitlefield can contain up to a maximum of 240 characters.

*  The User Name must be aminimum of 6 characters (numbers and letters can be combined).

Registering Ingtitutions

12
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6. |If desired, fill in information for an Accounts Administrator (AA). The required account information for the AA
is the same as for the SO.

7. Verify that the information entered in the fields is correct and click Submit to generate a completed registration
form with signature and date lines.

8. Print out the registration form, make any corrections if needed, and sign (only SOs or their designees can sign
the form).

9. Fax the completed form to the NIH at 301-451-5675.

10. The NIH sends an email to the designated SO that contains a hyperlink to verify the SO email address. Click the
hyperlink in this email to open the Email Verification page (REG3005). This confirms that the email address
provided for the SO isvalid. The NIH reviews the application that is pending approval.

Confirming Institution Registration Information

Confirmation of the ingtitution registration information confirms that the ingtitution profile assignment is correct and
completes the registration process. Y ou are notified if the name and address supplied during registration conflicts
with the name and address that the NIH has on file for your ingtitution. If so, you are provided with an option to
either change the name and address entered during registration or use your registration information to overwrite the
name and address NIH has onfile.

Note: Institution names and addresses can be updated manually using the Edit Institution Profile function (see
Editing Institution Profile Information on page 25 for details).

1. Oncethe SO email is confirmed (see Making the Initial Registration Request on page 11) and the registration
request is reviewed by the NIH, you will receive a second email stating the status of the application and
providing a hyperlink to confirm and complete the registration process. Click the hyperlink in this email to open
averification page that displays the institution registration information. The information can be confirmed (if
correct) or arequest to the help desk can be entered if the information needs to be corrected.

2. Oncetheingtitution information is confirmed, you will receive afinal registration email with the username and
password for logging on to the NIH eRA Commons system.

Maintaining User Accounts

Creating User Accounts

There are two ways for Extramural Administrators to create new user accounts:

*  Usethe Create Account hyperlink (located in the list of matching accounts when accounts are queried) to
create accounts for users who have arole of Principal Investigator (Pl) and have an NIH eRA user profile
record. When new Pl accounts are created, they are associated with the eRA user profile that the NIH stores
for Pls. To prevent the creation of multiple accounts for the same P, it is crucial that the new accounts are
matched to the existing records. Use the directions in Querying Accounts on page 15 to find the desired Pl
and create an account.

Note: It isimportant that Pls with prior NIH support enter the optional birth date, Social Security number (SSN),
and prior support information which enables the NIH to associate the new account to the PI's existing NIH profile.

» Usethedirectionsin this section when you are unable to query the desired account and need to create
accounts for users (with roles other than Pl and |AR) who do not have an existing user profile.

1. Select Administration | Accounts | Create Account to access the Create a New Account page (ADM1001).

Maintaining User Accounts 13
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ﬁxﬂ‘% NATIONAL INSTITUTES OF HEALTH
sq@

i eRA Commons

-Lam_nﬁ,

Welcame debpesni
Institution: Mot Affiliated
Authority. AQ Pl Log-out

Home

Administration Institution Profile  Personal Profile Status eSNAP X-Train Links Help
Accounts

Create Account Create Affiliation  Maintain Account Delegate Pl Delegate PPF Edit Change Password

Create a New Account @

» Tocreate an Account for an individual atyour institution, vou must provide the required information, identified by a ™. For Principal
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Figure10  Create a New Account Page (ADM1001)

2. Enter new account information, noting the following:
« |If afield nameisfollowed by an asterisk (*), it isarequired field.

»  The User Namefield has a 6-character minimum and a 20-character maximum. Thisis a unique name that

can be assigned to one and only one user.

*  TheBirth Date, SSN (Social Security number), and Prior Support fields are for PI roles only.

3. Click Submit to enter the information. The new user receives an "Account Created" notification email (sent to
the email you provide in the Email field) containing the username and a randomly generated password.
However, new users who are Plsreceive an email that provides alink to a specia form that the Pl usesto

confirm the information that NIH has regarding the PI's participation in grant applications, committee

involvement, and training appointments. Only after this form is completed does the Pl receive an email with the
account information. See Verifying NIH Support on page 44 for more information about how PIs confirm NIH

information.
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14



NIH eRA Commons User Guide Version2.2.3.0

Querying Accounts

Extramural Administrators can search for and select an account to view, edit, or delete. Querying is also useful for
locating a user to whom you want to delegate Pl authority, and for locating accounts with a current status of Not
Affiliated so that you can create user accounts and create ingtitutional affiliations.

Note: Thefieldsfor the query information on this page are optional. Use any desired combination of the fields to
perform the account query.

1. Select Administration | Accounts | M aintain Account to accessthe Account List page (ADM1007).
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Figure1l Account List Page (ADM1007)

2. Fll inthe optiona search criteriafields, noting the following:

e TheUse ID, Last Name, and First Name fields retrieve records that contain the text entered, even if the
text isonly apartial match. These fields are not case-sensitive.

»  Oneor moreroles can be selected from the Role list. Press and hold to select multiple roles.
e SeeTable1 on page 16 for more information about the query fields.

» SeeTable 2 on page 16 for a description of the various statuses of accounts.

3. Click Search. A list of matching accounts is displayed. Up to 50 records are displayed per page of matching
accounts.

4. Note thefollowing information about the account list:
e Auser ID and an email address will be displayed for users who have an NIH eRA Commons account.

» Active accounts have hyperlinks to view, edit, or delete the account.
* Active Pl accounts have an additional hyperlink for delegating Pl authority.
»  Unaffiliated accounts have either a Create Affiliation hyperlink or a Create Account hyperlink.
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»  Pending accounts have Status hyperlinks.

* Inactive accounts have a Create Account hyperlink.

Tablel Maintain Account Query Fields

Field Name Description

User ID The User ID for the account. This field is not case-sensitive.

User Name The first name, last name of the user. Thisfield is not case-sensitive.

Account Status Indicates the current status of the account profile. Possible values are Active, Pending,

Not Affiliated, and All.

Role Therole affiliated with the account. See Available Roles for New Accounts on page 20 for
definitions of the available roles. The default value for thisfield is All, which returns all
possible account roles.

Table 2 Account Satus Descriptions

Account Status Description

Not Affiliated This query option displays alist of users who have submitted grants/applications but are
not affiliated with the NIH eRA Commons system. In the Action column, hyperlinks are
provided to either "Create Account” (for users who do not have an account) or "Create
Affiliation" (for Pls who have not been affiliated with your institution).

The Maintain Accounts feature |l ets the Extramural Administrator easily create an account
for Principal Investigators (PIs). It isimportant that Pls are linked to their existing NIH
profile so that they can see all of their grants/applications in the Status section and process
those applications as the related functionality (ESNAP, XTrain) becomes available in the
NIH eRA Commons system. When you query by selecting the "Not Affiliated” status, you
query any Pl at your institution who has submitted an application within the last five
years.

Pending This query option displays alist of users who have requested an NIH eRA Commons
account and are awaiting NIH verification (pending accounts). This temporary status
generally lasts only two to three business days. In the Action column, a hyperlink is
provided for viewing the status of the pending account.

Active This query option displays alist of users who have a profile that has been associated with
an NIH eRA Commons account (active users). In the Action column, hyperlinks are
provided for viewing, editing, and deleting the account. Active Pl accounts have an
additional hyperlink for delegating Pl authority.

All Thisquery option displays alist of al of the above users.

Viewing Pending Status Information

When an account has a status of Pending, Extramural Administrators can use the Account Request Status page
(ADM1026) to view whether the account is pending Pl review or NIH review.

A status of Pending Pl Review indicates that the Pl has not yet replied to the email requesting that the PI validate the
account request. You are provided with an option to resend the notification email to the PI.
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A status of Pending NIH Review indicates that the NIH has not yet completed the validation request and that the
account has not been activated.

1. Query the account as described in Querying Accounts.
2. Inthe Action column of the desired account, click the Status hyperlink. The Account Request Status page

(ADM1026) opens.
3. When the account status is Pending Pl Review, click Send Email (if desired) to resend the account verification
request to the PI.
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Figure12  Account Request Satus Page (ADM1026)

Creating Affiliations for Users

Extramural Administrators can create institutional affiliations for existing NIH eRA Commons users with roles of PI
or IAR.

There are two ways to create ingtitutional affiliations for users:

» Usethe Create Affiliation hyperlink located in the list of matching accounts when accounts are queried.
Use the directions in Querying Accounts on page 15 to find the desired Pl or |AR user and create an
affiliation.

» Usethedirectionsin this section when you are unable to query the desired account and need to create an
affiliation for Pl or AR users who do not have existing user profiles.

Note the following information about affiliations:

e Principal Investigators must be affiliated with an institution to see their work at that ingtitution and can be
affiliated with more than one institution at atime.

*  When |AR users are affiliated with an institution they can see the Ingtitution Profile and Status sections of
the NIH eRA Commons.
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*  Once dfiliated, Pls or AR users can see the affiliation in the login information section located in the upper

right-hand corner of each page (shown in Figure 3 on page 6).

« Plswith multiple institution affiliations can easily change the ingtitution by clicking the hyperlinked

institution in the login information section.

1. Select Administration | Accounts | Create Affiliation to access the Create Affiliation page (ADM1011).
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5 o i l." Institution: OREGOMN HEALTH &
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T Authority:  AO
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Create Affiliation

Log-out

indicates required field

Account Information

User ID:* I
Email Address:™ I

[ Contact Us | Privacy Notice | Disclaimer | Accessibility ]

, Mational Institutes of Health (MIH) #7y, Department of Health @ 2003 NIH. All Rights Reserved.
@ 9000 Rodoille Pike { _\/g. and Human Services  Secreen Rendered: 05/01/2003 01:09:14 ELT
Fges™ Bethesda, Manyland 20892 Sereen 1d: ADMIOT1

Figure13 Create Affiliation Page (ADM1011)

2. Enter the desired user name and email address.

3. Click Submit to enter the information. Y ou will receive a confirmation message that the user has been affiliated

with your institution.

Viewing NIH Support Information

The NIH Support page lists the NIH application information associated with the selected Principal Investigator (PI).
Extramural Administrators can use this information to positively identify Pls associated with their institutions.

Note:

NIH support information is available for accounts that have a status of Active or Pending where the user hasarole

of PI, and for users with an account status of Not Affiliated.

By default, thelist is sorted by Budget Start Date (in descending order). To sort the list by a different column, click

the descending or ascending arrow in any of the other column headings.

1. Query the account as described in Querying Accounts.

2. Inthe User Name column of the desired account, click the hyperlinked user name. The NIH Support page opens

(ADM1025). Table 3 on page 19 lists the information that is displayed on this page.
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Figure14 NIH Support Page (ADM1025)

Table3 NIH Support Page Columns

Column Name Description

Principal Last name, first name of the PI.
Investigator Name

Grant Number Grant number.

Title of Proposal Title of the grant proposal.

Grant Status
Withdrawn, Terminated, Not Funded, Returned.

Indicates the current status of the grant. Possible values are Awarded, Pending,

Budget Start Date | Budget start date of the proposal.
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Available Roles for New Accounts

Account Administrators (AAs) are designated by SOs to facilitate the administration of the NIH eRA Commons
accounts for their institution. The AA can create, delete, and modify accounts as necessary.

Administrative Officials (AOs) review grant applications before the final application is submitted to the NIH by
the SO. Depending on the institution workflow process, it is possible for the SO and AO to be the same person (in
this case the ingtitution only needs an SO account). An AO also can create additional AO and Pl accounts.

Assistants (ASSTs) are basic NIH eRA Commons user who can be assigned as a Pl delegate for eSNAP/ X-Train.
Users with thisroleinitially have no access other than updating their own personal profile but can be delegated Pl
authority to selected accountsto aid in administrative tasks.

Extramural Administrators are userswith arole of SO, AA, and/or AO.
Financial Status Report (FSR) indicates an FSR user.
Internet-Assisted Review (IAR) indicates an |AR user.

Principal Investigators (Pl s) are designated by the ingtitution to direct the project or activity being supported by
the grant. The Pl is responsible and accountable for the proper conduct of the project or activity. Therole of the PI
within the NIH eRA Commonsis to complete the electronic grant process.

Signing Officials (SOs) for the institution have the authority to perform legally binding grant administration
actions. This includes serving as an authority responsible for submission of grant applications to the NIH. The
individua fulfilling this role can have any number of titlesin the ingtitution. The SO can create and modify
accounts, and modify institution profile information.

Deleting Accounts

Deleting an account removes the user's affiliation at your institution from the NIH eRA Commons. Only Extramural
Administrators can perform this function.

Note: Deleting an account does not remove the user's profile, nor does it remove any works-in-progress associated
with the user.

1. Query the account as described in Querying Accounts.

2. Inthe Action column of the desired account, click the Delete hyperlink. The Delete Account Confirmation page
(ADM1002) opens.
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Figure1l5 Delete Account Confirmation Page (ADM1002)

3. Inthe Comment field, enter an optional comment for the deletion of the account.
4. Click Delete to confirm the deletion and return to the Account List page.

Editing Accounts

Extramural Administrators can use the Edit Account page to edit an account and modify user roles, reassign the
account, or update account information. Updating account information comprises changing the email address and
the "lock™ status of the account.

To access the Edit Account page:

1. Query the account list as described in Querying Accounts.
2. Click the Edit hyperlink next to the desired account to open the Edit Account page (ADM 1003).
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Reassigning Accounts

To reassign the account to a different user:

1. Open the Edit Account page as described in Editing Accounts on page 21.

2. From the Reassign Account field drop-down list, select the user name to which the account will be reassigned.

The page refreshes to update the name, email, and role information for the new user name.
3. If desired, edit other account information.
4. Click Submit to enter the changes.

An email is sent to the account holder (of the account that is being edited) providing them with afull description

of changes made.

Changing Account Lock Status

Users cannot log on to the system if their account is locked. An account islocked when auser exceeds the maximum
number of triesto log on successfully or if the account is manually locked by the NIH eRA Commons system

administrator.
To change the account lock status:

1. Open the Edit Account page as described in Editing Accounts on page 21.
2. Inthe Account Lock Statusfield, select the desired lock status.
3. If desired, edit other account information.
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4. Click Submit to enter the changes.
An emalil is sent to the account holder providing them with a full description of changes made.

Resetting Passwords

Y ou can reset your password to a system-generated password. Thisisuseful if you forget your password and cannot
log on to the system or if you exceed the maximum number of retries and get "locked out" from your account.
Resetting the password changes your account status from "locked" to "unlocked.”

1. Fromthe main Login page, click the Reset Password hyperlink to open the Reset Password page (FRW0002).
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J File Edit ‘“iew Faworites Tools Help |

JAddresS I@ https:{{commons.era.nib.govfcommons/resetPassword. jsp 'l
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@g ; on:
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L5  Links Help

Reset Password

*indicates required field.

user ID* I
Email Address™ I

Figurel7 Reset Password Page (FRW002)

2. IntheUser ID field, type your user name and press to move to the Email Addressfield.

3. Typeyour email address and press or click Submit. The system sends an email with a new system-
generated password to the email address registered with your account.

Note: As soon as you log on with your new password you are prompted to change the password. See Changing Your
Password on page 7 for details.

Changing Account Roles

Open the Edit Account page as described in Editing Accounts on page 21.
In the Rolefield, select the role(s) to which the account will be changed.
If desired, edit other account information.

Click Submit to enter the changes.
An emalil is sent to the account holder providing them with a full description of changes made.

A wbhPE

Changing Account Email Addresses

Open the Edit Account page as described in Editing Accounts on page 21.
In the Email field, edit the email account information.
If desired, edit other account information.

Click Submit to enter the changes.
An email is sent to the account holder providing them with afull description of changes made.

AwbdhPE

Managing Institution Profiles

Unique profiles are assigned to each grantee institution. Depending on your specific privileges, you may be able to
edit the ingtitutional profile file (IPF) information or view it as read-only.
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Viewing Basic Institution Profile Information
View basic institution profile information as read-only.
1. Sdect Ingtitution Profile | Basic to open the View Institution Profile page (IPF2007).
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Figure18 View Institution Profile Page (1PF2007)

2. Thispage liststhe ingtitution name and contact information, and the Signing Officia's name, email, and phone
number. Note the following regarding the additional information provided on this page:

» |PF Code. Eachinstitution has an assigned Institution Profile File (IPF) code number.

* Preferred Institution Name. The name of the organization specified by the ingtitution for usein the NIH
eRA Commons. This may differ from the official institution name.

* NGA Email. Email addressto which electronic Notices of Grant Awards (NGAS) are sent.

» Policy Announcements and Notifications Email Address. Email address used for institutional
notifications such as grant reminders, NIH eRA Commons system notifications, and other directed
institutional emails.

*  DUNSNumber. Dun & Bradstreet identification number for the organization.
» Indirect Cost Negotiator. Name of the agent who negotiated the most recent indirect cost agreement.

Managing Institution Profiles
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Most Recent Date of Negotiation. Date on which most recent indirect cost agreement was negotiated.

Human Subjects Assurance Number. Number assigned to certify that human subject assurance has been
obtained.

Animal Welfare Assurance Number. Number assigned to certify that animal welfare assurance has been
obtained.

Type of Organization. The type of organization (for example, an ingtitution of higher education, an
independent hospital, aresearch organization, €tc.).

Type of Organization—Other. If theingitution type aboveis listed as"other," thisfield provides the
details.

Ownership Control. The governing body/organization of the institution.

Editing Institution Profile Information

SOs can edit institution profile information for their ingtitution.

Note: If afield nameisfollowed by an asterisk (*), it isarequired field.

1. Accessthe View Ingtitution Profile page as described in Viewing Basic Institution Profile Information.
2. Click the Edit hyperlink to open the Edit Ingtitution Profile page (1PF2006).
3. Edit the ingtitution information, noting the following:

Preferred Institution Name. Enter the name of the organization specified by the institution for use in the
NIH eRA Commons. This may differ from the official institution name and can be up to 100 characters.

NGA Email. Enter the email addressto which electronic Notice of Grant Awards (NGAS) are sent.

Policy Announcements and Notifications Email Address. Enter the email address used for ingtitutional
notifications such as grant reminders, NIH eRA Commons system notifications, and other directed
institutional emails.

DUNS Number. Enter the Dun & Bradstreet nine-digit identification number for the organization.

Indirect Cost Negotiator. Enter the name of the agent who negotiated the most recent indirect cost
agreement
(40-character maximum).

Most Recent Date of Negotiation. Enter the date on which most recent indirect cost agreement was
negotiated.

Human Subjects Assurance Number. Enter the number assigned to certify that human subject assurance
has been obtained (10-character maximum).

Animal Welfare Assurance Number. Enter the number assigned to certify that animal welfare assurance
has been obtained (10-character maximum).

Type of Organization. Select the appropriate organization description from the drop-down list of
institution descriptions. If none of the descriptions are accurate, select Other.

Type of Organization—Other. If you select "Other" for the above institution type, usethisfield to
provide the description (75-character maximum).

Ownership Control. Select the governing body/organization of the ingtitution from the drop-down list.

4. Click Submit to enter the information.
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Viewing IPF Assurances and Certifications

Grantee institutions must verify that they are in compliance with specified assurances and certifications referenced
in the grant application. Institution Profile File (IPF) Assurances and Certifications for the institution can be viewed
in read-only format.

Note: Not all assurances and certifications are applicable to each institution.

1. Sdect Ingtitution Profile | Assurances and Certifications to open the | PF Assurances and Certification page
(IPF2005).
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Figure19  |PF Assurances and Certification Page (IPF2005)

2. Notethefollowing regarding the information provided on this page:

* ORI Certification Status. The status of the scientific misconduct policy assurance certification from the
Office of Research Integrity (ORI) in the U.S. Department of Health and Human Services (DHHS).

* ORI Certification Date. The date that the ORI certification expires.

» AgeDiscrimination Assurance. Assurance that the institution complies with the prohibition of
discrimination on the basis of age.

» Civil Rights Assurance. Assurance that the institution complies with the prohibition of discrimination on
the basis of race, color, or national origin.

e Conflict of Interest Assurance. Assurance that the institution complies with the financial conflict of
interest requirements as set forth on PHS form 398.
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» Delinquent Debt Assurance. Assurance that the applicant organization is not delinquent on the repayment
of any Federal debt.

» DrugfreeWorkplace Assurance. Assurance that the institution complies with the drugfree workplace
rules as set forth on PHS form 398.

* Handicapped Individuals Assurance. Assurance that the ingtitution complies with the prohibition of
discrimination on the basis of handicaps.

* Ingtitutional Debarment Assurance. Assurance that none of the prospective primary participants on
research grantsfall under the Debarment and Suspension rules as set forth on PHS form 398.

» Lobbying Assurance. Assurance that none of the lobbying rules as set forth on PHS form 398 have been
violated.

e Sex Discrimination Assurance. Assurance that the institution complies with the prohibition of
discrimination on the basis of sex.

Editing IPF Assurances and Certifications

Grantee institutions must verify that they are in compliance with specified assurances and certifications referenced
in the grant application. SOs can edit the Institution Profile File (IPF) Assurances and Certifications for their
institution.

Note: Not all assurances and certifications may be applicable to each institution.

1. Accessthe IPF Assurances and Certification page as described in Viewing | PF Assurances and Certifications.
2. Click the Edit hyperlink to open the Edit |PF Assurances and Certifications page (IPF2004).
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Figure20 Edit IPF Assurances and Certifications Page (IPF2004)

3. Select the checkbox for the desired assurances, and enter an explanation of the certification.
4. Notethefollowing regarding the information listed on this page:

* AgeDiscrimination Assurance. Explain the assurance that the institution complies with the prohibition of

discrimination on the basis of age.

* Civil Rights Assurance. Explain the assurance that the institution complies with the prohibition of

discrimination on the basis of race, color, or national origin.

» Conflict of Interest Assurance. Explain the assurance that the institution complies with the financial

conflict of interest requirements as set forth on PHS form 398.

» Delinquent Debt Assurance. Explain the assurance that the applicant organization is not delinquent on

the repayment of any Federal debt.

» Drugfree Workplace Assurance. Explain the assurance that the institution complies with the drugfree

workplace rules as set forth on PHS form 398.

» Handicapped Individuals Assurance. Explain the assurance that the institution complies with the

prohibition of discrimination on the basis of handicaps.
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» Institutional Debarment Assurance. Explain the assurance that none of the prospective primary
participants on research grants fall under the Debarment and Suspension rules as set forth on PHS form
398.

e Lobbying Assurance. Explain the assurance that none of the lobbying rules as set forth on PHS form 398
have been violated.

e Sex Discrimination Assurance. Explain the assurance that the ingtitution complies with the prohibition of
discrimination on the basis of sex.

5. Click Submit to enter the information. A confirmation message is displayed.

Viewing Institution Usage

Extramural Administrators can view the Institution Usage page (in read-only format) which displays a general
summary of how their ingtitution uses the NIH eRA Commons and provides a detailed list of usage at the account
level.

The usage summary at the institution level includes:
» Institution Profile Code. The unique Institution Profile File (IPF) code number assigned to the institution.
* Institution Name. The name of the institution.
e Total Number of Accounts. Thetotal number of accounts that the institution has obtained.
* Total Number of Logins. The total number of logins for the institution.
The detailed usage list includes:
* Name. Theaccount holder'sfirst, middle, and last name.
* User Name. The unique account name assigned to the user.
* Role(s). Therolesassigned to the user account.
e Total Number of Logins. The total number of logins for the user account.

* Last Login Date. The date of the last login for the user.

Note: The Institution Usage page can be accessed only by those with the appropriate privileges.

N

» Select Ingtitution Profile | Institution Usage to open the I nstitution Usage page (1PF2003).

Managing Institution Profiles
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Figure21 Ingtitution Usage Page (IFP2003)

Maintaining Organizational Hierarchy

Editing Institution Hierarchy Components

Each grantee ingtitution is organized into a three-level organizational hierarchy. Thethree levels are School,
Division, and Department. Only institution Signing Officials are authorized to maintain this hierarchy.

Note: Division information is displayed only after school information is selected, and department information is

displayed only after division information is selected.

1. Sdlect Ingtitution Profile | Maintain Org Hierarchy to open the Maintain Organization Hierarchy page
(IPF2014).
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2. Toedit school information:
a. Click Edit next to the school name to open the Edit School page (1PF2016).
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Figure23 Edit School Page (IPF2016)

b. Select aschool name. Typein the desired name or click the Pick from recommended list hyperlink to
select aschool name from the drop-down list.

c. Select aschool category from the drop-down list.

d. Click Save to update the information and return to the Maintain Organization Hierarchy page.
3. Toedit division information:

a. Click Edit next to the division name to open the Edit Division page (1PF2013).
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Figure24  Edit Division Page (IPF2013)
b. Select adivision name. Typein the desired name or click the Pick from recommended list hyperlink to
select adivision name from the drop-down list.

c. Click Saveto update the information and return to the Maintain Organization Hierarchy page.
4. To edit department information:

a. Click the Edit hyperlink next to the desired department name to open the Edit Department page (1PF2011).
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Figure25 Edit Department Page (IPF2011)
b. Select adepartment name. Type in the desired name or click the Pick from recommended list hyperlink to
select a department from the drop-down list.
C. Select adepartment category from the drop-down list.
d. Click Saveto update the information and return to the Maintain Organization Hierarchy page.
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Adding New Hierarchy Components

1. Sdect Ingtitution Profile | Maintain Org Hierarchy to open the Maintain Organization Hierarchy page
(IPF2014).

2. Toadd new school information:
a. Click New next to the school name to open the Create New School page (IPF2015).
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Figure26  Create New School Page (IPF2014)

b.

C.
d.

Select anew school name. Type in the desired name or click the Pick from recommended list hyperlink to

select aschool name from the drop-down list.

Select a school category from the drop-down list.
Click Save to update the information and return to the Maintain Organization Hierarchy page.

3. Toadd new division information:

a

Click New next to the division name to open the Create New Division page (IPF2012).
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Figure27 Create New Division Page (IPF2012)
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b. Select anew division name. Typein the desired name or click the Pick from recommended list hyperlink

C.

to select adivision name from the drop-down list.
Click Save to update the information and return to the Maintain Organization Hierarchy page.

4. Toadd new department information:
a  Click the Create a new department hyperlink to open the Create New Department page (1PF2010).
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Figure28 Create New Department Page (IPF2010)

b.

C.
d.

Select a new department name. Type in the desired name or click the Pick from recommended list

hyperlink to select a department from the drop-down list.
Select a department category from the drop-down list.
Click Save to update the information and return to the Maintain Organization Hierarchy page.

Deactivating Hierarchy Components

When a hierarchy component is deactivated, it is no longer visible as part of the organizational hierarchy. Once
deactivated, a component cannot be reactivated but must be added as a new component.

Note: You cannot deactivate any school, division, or department within an organization if there is active awarded or
pending application associated with it. Y ou must first move the active awarded and pending applications to another
hierarchy within the same organization before you can perform the deactivation function.

1. Sdlect Ingtitution Profile | Maintain Org Hierarchy to open the Maintain Organization Hierarchy page
(IPF2014).

2. Todeactivate the selected school information, click Deactivate next to the school name. The next active school
in the organization is selected as the listed school. If there is no other listed school for the organization, the
School field becomes blank and a new school must be selected.

3. Todeactivate the selected division information, click Deactivate next to the division name. The next active
division in the organization is selected as the listed division. If there is no other listed division for the
organization, the Division field becomes blank and a new division must be selected.

4. Todeactivate the selected department information, click the Deactivate hyperlink next to the desired
department name.
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Managing Personal Profile Information

Users with NIH eRA Commons accounts can view and update their personal profile (PPF) information. Users can
also delegate the authority to update personal profile information to other users (see Delegating/Revoking Personal

Profile Edit Authority on page 44 for information). The personal profile information is divided into several sections:

Personal I nformation. Includes name, residential contact information, date of birth, Social Security
number, citizenship, and disabilities.

Race/Ethnicity. Listsfive race categories and an option to select Hispanic or non-Hispanic ethnicity.
Options are also provided to intentionally withhold race and ethnicity information.

Employment. Lists employment history.

Reviewer Address. Listswork contact information. The reviewer addressis used only when the user isa
reviewer.

Residential Address. Listsresidential contact information.
Degrees. Listsawarded and expected academic degrees.

Publications. Lists peer-reviewed publications directly relevant to the proposed project, with full citation
text and the National Library of Medicine (NLM) accession number.

Note: There are three sections that ask for address information. There are situations where three different addresses
may be required. The employment address is used by the grants management community to associate the user with
grant applications. The reviewer address is used only when the user is areviewer. The residential addressisthe
home address of the user.

Editing Personal Profile Information

The Personal Information page (PPF6008) provides fields for editing identifying information and disability
information.

Note: The System Notifications field will be used with afuture release of the NIH eRA Commons for the receipt of
relevant system messages. Thisfield is not currently active.

1. Select Personal Profile | Personal Information.

Managing Personal Profile Information
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Figure 29 Personal Information Page (PPF6008)

2. View and/or edit the information as needed. See the following sections of this user guide for detailed editing
instructions for specific areas of personal profile information: Editing Employment Information on page 36;

Editing Degree Information on page 40; and Editing Publication | nformation on page 42.
3. Click Submit to enter the information. A confirmation message is displayed.

4. Asrequired, select additional personal profile subsectionsto continue viewing or editing the information.

Editing Employment Information

Note: If afield nameisfollowed by an asterisk (*), it isarequired field.

1. Select Personal Profile | Employments | to access the Employment List page (PPF6006).
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Figure30 Employment List Page (PPF6006)
2. Click the Edit hyperlink for the desired employer to open the Employment Info page (PPF6005).
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Figure31 Employment Info Page (PPF6005)

3. View or edit the desired information. If selecting an NIH Recognized Institution for the employer:
a. Click Find to open the Ingtitution Selection page (PPF6014).
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Figure32 Ingtitution Selection Page (PPF6014)

b. Enter the known information in the institution search form and click Sear ch to locate the institution.

c. Inthelnstitution Search Results list, click the Select hyperlink for the desired ingtitution. The Employment
Info page is refreshed with the selected information.

4. Click Submit to update the information.

Adding New Employment Information
Note: If afield nameisfollowed by an asterisk (*), it isarequired field.

1. Select Personal Profile | Employments | to access the Employment List page (PPF6006). See Figure 30 on
page 37 for details.

2. Click Add New Employment to open the Add New Employment page (PPF6003).
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Welcome conturo
Institution: WASHINGTON UNMERSITY
Authority. Pl S0 Log-ou

gé% NATIONAL INSTITUTES OF HEALTH 2,
ot eRA Commons SHTITRE

Home Administration Institution Profile Personal Profile Status eSNAP X-Train Links Help
Personal Information Race/Ethnicity Employments Reviewer Address Residential Address Degrees Publications

Add New Employment @

|* indicates required field

Employer (select one)

NIH Recognized Institution: ¢ | Findl
NiH Institute or Center: ¢ | =]

I Employiment Information

Start Date:™ [ End Date: [

Title: | Employment Status:™ W

Academic Rank: I—;I Position: | j
Employment Type:* I Federal - l Is this your primary employment? [~

I Employment Address

Line 1* | City* |

Line2: | State:* | - l

Line 3: | Zip Code:® l—

Line 4: | Countrys® Im
Phone:* | Fax: |

E-mail:* |

Is this your preferred employment address? r

Submit | Reset | Cancel

[ Contact Us | Frivacy Notice | Disclaimer | Accessibility |

Mational Institutes of Health (MIH) #7y, Department of Health @ 2003 NIH. All Rights Reserced.
@ 9000 Rodoille Pike 4 and Human Services  Secreen Rendered: 05/07/2003 11:09:55 ELT
P Bethesda, Maryland 20202 - Secreen |d: PPFE0O0Z

4 | o]
Figure33  Add New Employment Page (PPF6003)

3. View or edit the desired information. If selecting an NIH Recognized Ingtitution for the employer:
a. Click Find to open the Institution Selection page (PPF6014). See Figure 32 on page 39 for details.
b. Enter the known information in the institution search form and click Sear ch to locate the institution.

c. Inthelngtitution Search Results list, click the Select hyperlink for the desired ingtitution. The Add New
Employment page is refreshed with the selected information.

4. Click Submit to update the information.

Editing Degree Information

Note:
If afield nameis followed by an asterisk (*), it isarequired field.

If OTH (Other) is selected for the Degree Name field, the Degree Text field is also required.

1. Select Personal Profile | Degreesto accessthe List of Degrees page (PPF6002).
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Welcome mmccune
Institution: J. DAVID GLADSTONE
INSTITUTES

g‘“’mb% NATIONAL INSTITUTES OF HEALTH
q%\ eRA Commons

i

e T authority: Pl Log-out
Home Administration Institution Profile Personal Profile Status eSNAP X-Train Links Help

Personal Information Race/Ethnicity Employments Reviewer Address Residential Address Degrees Publications

List of Degrees @

Degrees 1 - 3 out of 3 records

Degree  nstittion  ear  Famed? Maor  fjaction |
PHD: DOCTOR OF :

PHILOSOPHY 1881 M Edit |Delste

MD: DOCTOR OF .

MEDICINE v Edit |Delete

PHD: DOCTOR OF » sp—

PHILOSOPHY —
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Figure34 List of Degrees Page (PPF6002)
2. Click the Edit hyperlink for the desired degree to open the Degree Details page (PPF6001).

gté% NATIONAL INSTITUTES OF HEALTH 1
Gyt eRA Commons I

Home Administration Institution Profile Personal Profile Status eSMAP ¥-Train Links Help

YWelcome mmecune
Institution: J. DAYID GLADSTONE INSTITUTES
Authority. Pl Log-out

Personal Information Race/Ethnicity Employments Reviewer Address Residential Address Degrees Publications

Degree Details @

* indicates required field

Degree Information

Degree Name:* | PHD:DOCTOR OF PHILOSOPHY _~| Degree Text: | {for ‘Other'
degrees only)

Major: | Minor: |

Institution:* | Degree Earned?® " Yes & Mo

If Degree Earned, Put Year:* [1981 i Length of Program : I tyears)

[Contact Us | Privacy Motice | Disclaimer | Accessibility ]

Mational Institutes of Health (HIH) #77y, Depatment of Health @ 2003 NIH. All Rights Reserved.
@ 9000 Rodoille Pike . 4 and Human Services Screen Rendered: 05/07/2002 11:20:52 EDT
Frpe™ Bethesda, Manjland 20892 S Secreen |d: PPFS001

4 i i | 3 I
Figure35 Degree Details Page (PPF6001)

3. Enter the degree information and click Submit to update the information.

Adding New Degree Information
Note: If afield nameisfollowed by an asterisk (*), it isarequired field.

1. Select Personal Profile | Degreesto access the List of Degrees page (PPF6002). See Figure 34 for detalls.
2. Click Add New Degr ee to open the Add New Degree page (PPF6000).
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: Welcome mmccune
g& NATIONAL INSTITUTES OF HEALTH ' Institution: J. DAYID GLADSTONE INSTITUTES

ot eRA Commons CHITTRE oy Logout

Home Administration Institution Profile Personal Profile Status eSNAP X-Train Links Help

Personal Information Race/Ethnicity Employments Reviewer Address Residential Address Degrees Publications

Add New Degree @

* indicates required field

Degree Information

Degree Name:* | BABACHELOR OF ARTS ~| Degree Text: I {far ‘Other’
degrees only)

Major: | Minor: |

Institution:* | Degree Earned?® " Yes © Mo

If Degree Earned, Put Year:* I G Length of Program : I tyears)

Submit § Reset § Cancel
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Figure36 Add New Degree Page (PPF6000)

3. Enter the degree information and click Submit to update the information.

Editing Publication Information
Note: If afield nameisfollowed by an asterisk (*), it isarequired field.

1. Select Personal Profile | Publicationsto accessthe List of Publications page (PPF6015).

Welcome conturo
Institution: WASHINGTON
UNIVERSITY

Authority. Pl S0 Log-out

g‘-“«% NATIONAL INSTITUTES OF HEALTH
Tt
Werzsion 2.2.3
Home Administration Institution Profile Personal Profile Status eSNAP X-Train Links Help
Personal Information Race/Ethnicity Employments Reviewer Address Residential Address Degrees Publications

List of Publications @

Publications 1 -1 outof 1 records  Prey 1 Mext

LM Accession Number itation Text ifirst 80 characters) action |
20466270 200102 "Radiologic Assessment of Early Rheumatoid Arthritis," Journal of Edit Delete

Rheumatalogy, i
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Figure37 List of Publications Page (PPF6015)
2. Click the Edit hyperlink for the desired publication to open the Publication Details page.
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Welcome conturo
gw‘-“&% NATIONAL INSTITUTES OF HEALTH Institution: WASHINGTON
&S eRA Commons _ UNIVERSITY
Q’*&nﬁ‘\ — Authority. Pl S0 Log-out
Werzsion 2.2.3
Home Administration Institution Profile Personal Profile Status eSNAP X-Train Links Help
Personal Information Race/Ethnicity Employments Reviewer Address Residential Address Degrees Publications

Publication Details @

* indicates required field
ublication Information

HLM Accession Number: |204662?D 200102

"Radiologic Assessment of Early Rheumatoid Arthritis," Journal of ;I
Rheumatalogy, pp 100103, June 2002, T. Cantura.

|

Citation Text:*

=

Submit | Reset | Cancel
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Figure38 Publication Details Page
3. Enter the publication information and click Submit to update the information.

Adding New Publication Information
Note: If afield nameisfollowed by an asterisk (*), it isarequired field.

1. Select Personal Profile | Publicationsto access the List of Publications page (PPF6015). See Figure 37 on
page 42 for details.

2. Click Add New Publication to open the Add New Publication page.

g‘""m% NATIONAL INSTITUTES OF HEALTH
&%@ eRA Commons SCIENCE UNIVERSITY
Autharity:  AD Log-out
Home Administration Institution Profile Personal Profile Status eSNAP X-Train Links Help
Personal Information  Race/Ethnicity Employments Reviewer Address Residential Address Degrees Publications

Add New Publication @

YWelcome sharond
Institution: OREGOMN HEALTH &

* indicates required field

|

ublication Information

HLM Accession Number: I

Citation Text:*

Submit § Reset | Cancel
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3. Enter the publication information and click Submit to update the information.
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Delegating/Revoking Personal Profile Edit Authority

Y ou can delegate to and revoke authority from other NIH eRA Commons users to update your personal profile

information.

1. Seect Administration | Accounts | Delegate PPF Edit to open the Delegate PPF Edit Access page (ESP7029).

g‘“'% NATIONAL INSTITUTES OF HEALTH

gt eRA Commons

Home Administration
Accounts

Create Account Create Affiliation  Maintain Account Delegate Pl Delegate Submit

Delegate PPF Edit Access

fou are delegating PPF Edit Authority.

Welcome cantura
Institution: WASHINGTOMN
UMNMERSITY

; " Authority. Pl S0 Log-out
Institution Profile  Personal Profile Status eSNAP X-Train Links Help

Delegate PPF Edit Change Password

BARDGETT, MARK

BROWNE, JACKSOMN

CARSON, BENJAMIN
COMCHELLD, JOSE

COOPER, JOHN

D'AMICO, AL

DOy, JOHM

FAEMSOM, INMA

GIBB, SCARLETT

HALL, DAN hd|

Agsign ==2 |
Cancel |

(Current PPF Edit Delegates

Mo PPF Edit Delegates Found
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Pyt Betheszda, Maryland 20292 Screen |d: ESPF0ZO

’ Mational Institutes of Health (NIH) #7y, Department of Health @ 2003 NIH. All Rights Reserced.
@ 29000 Rodwille Pike { {@. and Human Services  Screen Rendered: 05/07/2003 01:42:35 EDT

Figure40 Delegate PPF Edit Access (ESP7029)
2. Todelegate personal profile edit authority:

a  Fromthelist of Current Institution Users, select the desired user. Multiple users can be selected by pressing
and holding the Ctrl key and clicking all the desired names.

Click Assign. The Delegate PPF Edit Confirmation page (ESP7030) opens.
Click Save to confirm the delegation. A confirmation message is displayed and the selected names are

listed in the Current PPF Edit Delegates column.
3. Torevoke personal profile edit authority:

a. Fromthelist of Current Institution Users, select the desired user. Multiple users can be selected by pressing
and holding the Ctrl key and clicking all the desired names.

Click Revoke. The Revoke PPF Edit Confirmation page (ESP7030) opens.

Click Saveto confirm the removal. A confirmation message is displayed and the selected names are
removed from the Current PPF Edit Delegates column.

A confirmation email is sent to the selected delegate/s and to the email address registered with your account.

Verifying NIH Support

Introduction

The NIH maintains Principal Investigator (Pl) information that includes the PI's participation in grant applications,
committee involvement, and training appointments. Pls can review and edit this information:

*  When anew Principal Investigator (Pl) account is created (see Creating User Accounts on page 13 for
more information about creating accounts), the NIH sends the Pl an email requesting verification of

information that the NIH has on filefor that PI.

Verifying NIH Support
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e At any time using the Accountstab.
The information shown through the NIH eRA Commons contains only
» thegrant applications and trainee appointments that already have been awarded.

e participation in Initial Review Group committees that already have convened.

Verifying NIH Support

1. If you are establishing anew Pl account, the email requesting verification of your NIH information provides a
hyperlink to perform the verification. Click the hyperlink in this email to open the Verify NIH Support page
(PPF6032) which displays your information as PI.

2. If you have an existing Pl account, select Administration | Accounts | Verify NIH Support to open the Verify
NIH Support page (PPF6032).

Welcame pibelle
ﬁxﬂ-'% NATIONAL INSTITUTES OF HEALTH : . Institution: GRANITE
Y, eRA Commons HITTRS UNIVERSITY

G Authority: Pl Log-out

Home Administration Institution Profile  Personal Profile Status eSNAP X-Train Links Help
Accounts

Delegate Pl Delegate PPF Edit Change Password Werify NIH Support
Verify NIH Support for Debra Belle

fou are verifying MIH Support for Debra Belle

Principal | ([} - Funded Applications for which you padicipated as the Principal Investigator
Confirm Your NIH Support Pl Hame Grant Project Title Project Start Date
 Caorrect " Incorrect |Belle, Debra  |SROTHLO11201-02 Medical Research on the Heart 0am1iz2002
© Correct = Incorrect |Belle, Debra  [ARO1CADT1200-02 Medical Cancer Research 0am1iz2002
C ts for NIH
=
Complete Account Reguest Add MIH Support |

Hote that you are anly permitted to views public information (i.e. grants which were awarded by MIH or Review Committees for which you are
=erving ar have already served). Additionally, Invalverment on Special Emphasis Panels is not displayed.

[Contact Us | Privacy Motice | Disclaimer | Accessibility ]

g'“mb% Mational Institutes of Health #y, Department of @ 20032 HIH. All Rights Reserved. ’

@ [HIH) '. _\/@. Health Secreen Rendered: 02/01/2002 02:04:45 I-::

™ Q000 Roduwille Pike and Human Serices  EDT GRANTS.GOWV*™
Betheszda, Maryland 20292 Secreen |d: PPFE032 FIND. APPLY. SUCCEED.

Figure4l Verify NIH Support Page (PPF6032)

3. Review theinformation on this page and select the Correct or I ncorrect option for each entry to verify the
accuracy of the information for each available section (Training, Committee Involvement, and Principal
Investigator).

4. Toadd additional grant information:
a. Click Add NIH Support to open the Add NIH Support page.
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Add NIH Support

Search

Type Activity  1C Serial Number
[ 1] [#a =] |
Search | Elackl
Search Result
Grant Number Pl Hame

Supportyear  Suffix

Project Title

Action
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Figure42  Add NIH Support Page (PPF6030)

b. Enter the grant number (see Understanding Grant Numbers on page 46 for details) and click Search to find
the desired grant. Note that the Serial Number is arequired field.

c. IntheAction column of the result list, click the Add Grant hyperlink to return to the Verify NIH Support

page updated with the selected information.

5. Add any commentsto the NIH in the Commentsfor NIH field.

6. Click Complete Account Request to notify the NIH that you have validated your information. If you are
creating a new account, in approximately two business days you will receive a notification email indicating that
your Pl account has been created and containing your username and arandomly generated password.

Viewing Grant Application Status

Introduction

Depending on your privileges, you can use the Status section to get information about the status of grant proposals
and Type 5 progress reports. If you are a Signing Official, you can search proposals and Type 5 progress reports for
all Plswithin your institution. If you are a Pl, you can view only the status of your own proposalsand Type 5

progress reports.

Understanding Grant Numbers

A grant number provides unique identification for the grant. Figure 43 shows an example of a complete NIH grant

number (5 RO1 HL123451-01A2).

Type Puctivity IC Code Serial Mumber

Support vear

Suffix Code

|5 |Ro [HL  [123451

Figure43 Example of an NIH Grant Number

01 Al

The grant number is composed of the following parts:
» TypeCode. Indicates whether the application is new, a renewal, a noncompeting applications, or other

type.

Viewing Grant Application Satus
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« Activity Code. Liststhetype of grant that has been applied for.

e Institute Code (Administrating Organization). Also known asthe IC or Institute/Center code, a two-letter
code for the name of the NIH Institute or Center.

*  Serial Number. A uniquefive- or six-digit number that identifies the specific application and is assigned
by the NIH Center for Scientific Review (CSR).

* Support Year. Indicatesthe current year of support (for example, O1 is anew grant).

» Suffix Code. Optional code used for supplements, amendments, or fellowship institutional allowances.

Querying Grant Proposals

Note: All fields for the query information on this page are optional. Use any desired combination of thefieldsto
perform the account query.

1. Select Status| Search Proposalsto open the Search Proposals page (STA4010).

L Welcome sharond
gf‘-‘é?a% NATIONAL INSTITUTES OF HEALTH S Institution: CREGON HEALTH & SCIENCE
et eRA Commons SHITTE UNIVERSITY

Authority,  AQ Log-out
Home Administration Institution Profile Personal Profile Status eSHAP X-Train Links Help

Search Proposals Search Type 5 Progress Reports

Search Proposals

Budget Start Date Between [osroerzo03  ana [osroeszons

(mm/ddanny

Pl Name Last First Middle

Grant Number Type Auctivity IC Code  Serial Number SupportYear  Suffix Code

(Example: & RO1 HL 123451 10 AZ) I | | | I I

Grant Status - All- hd

School Name |-ALL- |
Division Name I ALL- 'i

Department Hame I ALL - 'l

Page Size |1 oo

Submitl Cancel |
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Figure44  Search Proposals Page (STA4010)

2. Enter the desired query information, noting the following:

* Budget Start Date Between. Used to find proposals with a budget start date equal to or later than the first
date and a budget end date equal to or prior to the specified date.

e Grant Number. Uniqueidentification number for the grant. See Understanding Grant Numbers for more
information.

» Accession Number. Identifies submitted applications prior to the assignment of an official NIH grant
number.

e Grant Status. Indicates the current status of the proposal. Possible values are Awarded, Pending,
Withdrawn, Terminated, Not Funded, Returned, and All.

» Page Size. Indicatesthe number of records returned per page. The default value is set at 100 records.
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3. Click Submit to enter the query and open the Proposal Search Results page (STA4009). See Viewing Proposal
Search Resultsfor detalls.

Viewing Proposal Search Results

After running a query, view the grant proposal status information.

» Query proposals as described in Querying Grant Proposals to open the Proposal Search Results page

(STA4009).
NATIONAL INSTITUTES OF HEALTH Welcome delipespi
gy- M% : Institution: OREGOM HEALTH &
©:  eRA Commons TR SCIENCE NVERSITY
e 1,

Authority: Pl Log-out

Home Administration Institution Profile  Personal Profile Status eSNAP X¥-Train Links Help
Pl Status

Proposal Search Results

Pl Information

Mame: debpespi
Date: 08/04/2003

Proposal Report 1- 7 out of 7 recaords

1R01CADT1160-01 Medical Cancer Research OREGOM HEALTH Awarded 07/31/2003
IR0TCADT1163-01  Medical Cancer Research of the Thyroid OREGOMN HEALTH Fending 07§31/2003
1R01HLO11161-01 Medical Research on the Heart OREGON HEALTH Awarded 07/31/2003
SRO1CADI1160-02 Medical Cancer Research OREGON HEALTH Awarded 0713142003
SRO1CADI1160-03 Medical Cancer Research OREGOMN HEALTH Pending 07/31/2003
SROIHLO11161-02 Medical Research on the Heart OREGON HEALTH Awarded 0713142003
SROIHLO11161-03 Medical Research on the Heart OREGON HEALTH Pending 0713142003
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THI

Qyﬂ-'% NATIONAL INSTITUTES OF HEALTH

%%a eRA Commons

Search Proposals Search Type 5 Progress Reports
Proposal Search Results

Welcame debpesso
Institution: CREGOM HEALTH &
SCIEMCE UNMERSITY

Authority. 50 Log-out

Home Administration Institution Profile  Personal Profile Status eSNAP X-Train Links Help

Date: 08/04/2003
Search Criteria
Budget Start Date: Between 08/04/2002 and 08/04/2003

Grant Number; s s

Proposal Report 1 - 4 out of 4 records
Proposal Title
Medical Cancer Research ofthe Fanitz,

1RD1CADI 116301 P01 Faniz Pending 073112003
AF31CANT1162-03 Fellowship in Cancer Research Salk, Janas Pending O7r3152003
SR01CAD11160-03 Medical Gancer Research EEEE- Pending 07/31/2003
SROTHLO11161-03 Medical Research on the Heart EEEE- Perding 0713112003

mm Budget Start Date ¢ Summary Links

Fellowship Proposal Face Page
Erogress Report Face Page

Frogress Report Face Page
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Figure 46

Extramural Administrator Search—Proposal Search Results Page (STA4009)

The results for the proposal information are listed in atable format. When the search is performed by a Pl (see
Figure 45), the table provides information about the proposal title, the ingtitution name, the grant status, and the
status date. When the search is performed by an extramural administrator (see Figure 46), the table provides
information about the proposdl title, the Pl name, the grant status, and the budget start date. A Summary Links
column may display hyperlinks to various related documents, depending on the status of the grant and your user
role. See Understanding Other Relevant Documents on page 51 for information about what can be viewed using

these hyperlinks.

A hyperlinked grant number is provided next to each proposal. See Viewing Grant Satus Information and Other
Related Documentation for information about what can be viewed using this hyperlink.

Viewing Grant Status Information and Other Related

Documentation

View status information and related documentation for grant proposals.
1. Accessthe Proposal Search Results page (STA4009) as described in Querying Grant Proposals. A list of

proposals with hyperlinked grant numbersis displayed.

2. Toview grant status information, select the hyperlink for the desired grant number to open the Status

Information page (STA4002).

Viewing Grant Application Satus
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Home Administration Institution Profile  Personal Profile 2 eSHAP ¥-Train Links Help

Search Proposals Search Type 5 Progress Reports

Status Information

eneral Grant Information Other Relevant Documents
atus: Application pending administrative review by IC staff. Contact Frogress Report Face Page
POIGMS for potential funding status.

nstitution Hame: Morthrop Grumman

chool Hame: QOREGOM HEALTH & SCIEMCE LINNMERSITY

chool Category: OVERALL MEDICAL

ision Name: MONE

epartment Name: Cell Biology and Physiology

1 Hame: FPanitz, Debra

rant #: SROTCADT1160-03

roposal Title: Medical Cancer Research

roposal Receipt Date: 0172972003

ast Status Update Date: 07i3152003

rogress Report Budget Period Start 0773172003

ate:

rogress Report Budget Period End  07/30/2004

ate:

rogress Report Due Date: 073052004

urrent Award Notice Date:

Effective Status Message Primary Institute or Center Assignment
Date Institute Name Institute Center
Application pending administrative review by IC staff. Contact POIGMS Assignment Date
07i31/2003 N X
for potential funding status. MATIOMNAL CANCER 07§31/2003

0713142003 Study Section review pending INSTITUTE
npplication Information Study Section Advisory Council(AC) Information |
Awvard Document Mumber: R1MHY99994 |nit. Review Group: ZRGT AAAA-3 Meeting Location: RM301 6701 Rockledge Drive
FSR Accepted Code: I Council Meeting 200307 Bethesda
Snap Indicator Code: Y Date (™M) Meeting Date:

Meeting Location:  RM301 6701 Meeting Time: 1000

Rockledge Drive
Bethesda

Meeting Date:

Meeting Time: 1000
contacts |
Administration Name Phone Email
Scientific Review Administrator{SRA) Fuhblic, John 301-555-1212 ipublicggnib.qoyv
Grants Management Specialist{iGMS) Adams, John 301-234-6789 amsgnih.qoy
Program Official(P 0} Srmith, Adam 301-234-89849 asmithi@nih.gov

Back
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Figure47 SatusInformation Page (STA4002)
This page contains five sections of information:
e  Status. Listsabrief message that indicates the current status of the proposal.
. Other Relevant Documents. Provides hyperlinks to related documentation for the grant.

e  StatusHistory. Indicatesthe primary institute or center assignment and provides a history of status
messages with their effective dates.

e Application Information. Provides Study Section and Advisory Council information. This section
also provides a hyperlink to view roster member details.

e Contacts. Liststhe name and contact information for the Scientific Review Administrator (SRA) and
the Program Official (PO).

3. Toview related documentation (when available), click the desired hyperlink in the Other Relevant Documents
section of the page. See Understanding Other Relevant Documentsto see alist of the various documents that
are available for viewing.
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Understanding Other Relevant Documents

Table 4 on page 51 lists various documents that are hyperlinked in the Summary Links section of the Proposal
Search Results page and in the Other Relevant Documents section of the Status Information page (see Viewing
Grant Status Information and Other Related Documentation for details).

grant. If more than one FSR exists, the
most recent revision is displayed.

Table4 Other Relevant Documents on the Satus I nformation Page
Document Description Hyperlink
Abstract This hyperlink opens the grant abstract, All users can access this hyperlink. It is
which provides a brief description of the displayed whenever the application statusis
proposal, covering every aspect of the "Awarded" and an abstract exists.
project except for budget.
Application If the grant application has been scanned Pls and SOs can access this hyperlink. It is
into the system, this hyperlink opensthe displayed whenever the scanned
scanned application submitted for the grant. | application or eSNAP exigts.
If an eSNAP has been submitted, the
hyperlink opens a PDF version of the
electronic Streamlined Non-competing
Award Process (eSNAP) Type 5 (non-
competitive) progress report.
Fellowship When the proposal is a non-competing All users can access this hyperlink. It is
Proposal Face progress report, this hyperlink opensaPDF | displayed whenever the application statusis
Page version of the first page of the fellowship "Pending," the applicationisaType5 or
proposal with due date information. Type 8, and the activity codeis"F."
Financial Status If an FSR exists, this hyperlink opens the Pls and SOs can access this hyperlink. It is
Report (FSR) PDF version of the FSR submitted for the displayed whenever an FSR exists.

Notice of Grant

If an award has been made, this hyperlink

All users can access this hyperlink. It is

Award (NGA) opens the document that notifies the displayed whenever the application or
grantee that an award has been made and fellowship has a status of "Awarded.”
that funds may be requested from the
Department of Health and Human Services
(DHHS) payment system.

Progress Report This hyperlink opens the PDF version of All users can access this hyperlink. It is

Face Page thefirst page of the grant progress report. displayed whenever the application statusis

"Pending," the applicationisaType5 or

Type 8, and the activity codeis not "F."
Summary This hyperlink opens the PDF version of Pls are ableto accessthis hyperlink. It is
Statement the summary statement, which provides a displayed whenever a summary statement

combination of the reviewers' written
comments and the SRA’s summary of the
members’ discussion during the study
section mesting. It includesthe
recommendations of the study section, a
recommended budget, and administrative
notes of special considerations.

exists and has been released.
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Querying Type 5 Progress Reports

Depending on your privileges, you can query Type 5 progress reportsto view their status and print reports.

Note: Thefieldsfor the query information on this page are all optional. Use any desired combination of the fieldsto
perform the query.

1. Select Status| Type 5 Reportsto open the Search Type 5 Progress Reports page (STA4018).

L Welcome sharond
g%g NATIONAL INSTITUTES OF HEALTH . '" Institution: OREGOM HEALTH & SCIENCE
s eRA Commons SHTTTER UNIVERSITY
: . Autharity,  AD Log-out
Home Administration Institution Profile Personal Profile Status eSHAP X-Train Links Help
Search Proposals Search Type 5 Progress Reports

Search Type 5 Progress Reports
Due Date Between [ns082003  And [05/08/2004
mmdd dinnn
Pl Hame Last First Middle
School Name |- ALL- |
Division Name: I—ALL- 'l
Department Hame I—ALL- 'l
Page Size |1DD

Submit | Cancel |

[ Contact Us | Privacy Motice | Disclaimer | Accessibility ]

g’““% National Institutes of Health (NIH) 7y, Depattment of Health @ 2003 NIH. All Rights Reserved.

@ 9000 Rodwville Pike { _\/@ and Human Services  Sereen Rendered: 05/08/2003 09:53:45 ELT

™ Bethasda, Manyland 20892 Screen |d: STA401S

al | vl 1

Figure 48Search Type 5 Progress Reports Page (STA4018)

2. Enter the desired query information, noting the following:

» DueDateBetween. Used to find progress reports with a due date equal to or later than the first date and
equal to or earlier than the second date.

» Page Size. Indicatesthe number of records returned per page. The default value is set at 100 records.

3. Click Submit to enter the query and open the Proposal Results page (STA4019). See Viewing Type 5 Progress
Report Satus for details.

Viewing Type 5 Progress Report Status
After running a query, view the progress reports status information.

» Query progress reports as described in Querying Type 5 Progress Reports to open the Type 5 Progress Report
Search Results page (STA4019).
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Welcame debpesso

Institution: QREGOM HEALTH &
SCIEMCE UNMERSITY

Authority. 50 Log-out

g""m“% NATIONAL INSTITUTES OF HEALTH :,
& eRA Commons I

HE|

Home Administration Institution Profile  Personal Profile Status eSNAP X-Train Links Help
Search Proposals Search Type 5 Progress Reports

Type 5 Progress Report Search Results

Report Date: 08/04/2003
Total Proposal(s) Found: &

Search Criteria

Due Date: Between 08/04/2002 and 08/04/2004

Proposal Activity 1- 6 out of 6 records

Proposal Title m Budget Period Start Date # Summary Links

5F31CAD11162-0z ©BlIoWshipin Cancer Salk, Jonas  D7/31/2002 07/31/2003  Motice of Grart Award
Research
SF31CAD11162-03 FoIowshipin Cancer Salk, Jonas  D7i3172003 07/30/2004  Fellowship Proposal Face Page
exedlrern
SR01CADT1160-02 Medical Cancer Research Ei?}irz' 0713152002 07i31/2003 Moatice of Grant Award
SRO01CADT1160-03 Medical Cancer Research Eigg' 0713152003 0773072004  Progress Report Face Page
SRO1HLO11161-0z Medical Research anthe PEITIE, 0713172002 07/31/2003  Motice of Grart Award
Heart Debra
SROTHLO11161-03 Medical Research anthe Panitz, 0713172003 07/30/2004 Progress Report Face Page
Heart Debra
[Contact Us | Privacy Motice | Disclaimer | Accessibility ] ’
g"'”"b% Mational Institutes of Health #y, Depatment of @ 2003 HIH. All Rights Resenved.
EF i { ﬁ Health Seoreen Rendered: DBMHZ003 11:56:40 = "
Fue™ 0000 Rodewille Pike b and Human Services  EDT — GRANTS.GOV
FiIND APPLY. SUCCERED.~

Bethesda, Maniland 20892 Sereen |d: STA4019

Figure49 Type5 Progress Report Search Results Page (STA4019)

The search results are listed in atable format. The table provides information about the proposal title, the Pl name,
the budget period start date, and the due date. A hyperlinked grant number is provided next to each proposal. See
Viewing Grant Status Information and Other Related Documentation for information about what can be viewed
using this hyperlink. Depending on the status of the grant, various related documents can be viewed using the
hyperlinks in the Summary Links column. See Understanding Other Relevant Documents on page 51 for

information about what can be viewed using these hyperlinks.
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A E
AA role, 20 Edit Account page, 21
Abstract hyperlink, 52 Edit Department page, 32
Accession Number field, 48 Edit Division page, 31
Account List page, 15 Edit Institution Profile page, 25
Account Lock Statusfield, 22 Edit IPF Assurances and Certifications page, 27
Account Request Status page, 17 Edit School page, 31
Active status, 16 Email Addressfield, 7, 23
Add Grant hyperlink, 47 Email field, 23
Add New Degree page, 42 Email Verificaiton page, 13
Add New Employment page, 39 employment, 35
Add New Publication page, 44 Employment Info page, 37
Add NIH Support page, 46 Employment List page, 36
Age Discrimination Assurance field, 27 Extramural Administrator role, 20
Animal Welfare Assurance Number field, 25
AOrole, 20 F

Application hyperlink, 52

Assign button, 45 Fellowship Proposal Face Page hyperlink, 52

Financial Status Report (FSR) hyperlink, 52

Asstrole, 20 First Name field, 15
FSR role, 20
B
Birth Datefield, 14 G
Budget Start Date Between field, 48
grant number

Budget Start Date column, 20 Activity code, 47

components, 47

c Ingtitute code, 47
Change Password page, 5, 7 serial number, 47
Civil Rights Assurance field, 27 suffix code, 47
Complete Account Request button, 47 support year, 47
Conflict of Interest field, 27 Type code, 47
Create a New Account page, 13 Grant Number column, 20
Create anew department hyperlink, 34 Grant Number field, 48
Create Account hyperlink, 16 Grant Status column, 20
Create Affiliation hyperlink, 16 Grant Status field, 48
Create Affiliation page, 18
Create New Department page, 34 H

Create New Division page, 33

Creste New School page, 33 Handicapped Individuals Assurance field, 27

Human Subjects Assurance Number field, 25
D I

Deactivate hyperlink, 35

Degree Details page, 41

degrees, 35

Delegate PPF Edit Access page, 44 I . i

Delegate PPF Edit Confirmation page, 45 :n:!tﬂtt!on gg)f'lf Codeﬂelg% 29

Delete Account Confirmation page, 20 nsttution Seiection page,

; ; Ingtitution Usage page, 29
Delinquent Debt Assurancefield, 27 L .
Drugfree Workplace Assurance field, 27 Ingtitutional Debarment Assurance field, 27

Due Date Between field, 53 :EE ész‘“?”e?? gzd Certification page, 26
DUNS Number field, 25 ode field,

IAR role, 20
Indirect Cost Negotiator field, 25
Institution Namefield, 12, 29
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Last Namefield, 15

List of Degrees page, 40, 42
List of Publications page, 42, 43
Lobbying Assurance field, 27
Logout hyperlink, 6

M

Maintain Organization Hierarchy page, 30, 33, 35
Most Recent Date of Negotiation field, 25

N

New Password field, 7
NGA Email field, 25
NIH eRA Commons
description, 4
Home page, 5
NIH Recognized Ingtitution field, 38
NIH Support page, 19
NLM accession number, 35
Not Affiliated status, 16
Notice of Grant Award (NGA) hyperlink, 52

O

Old Password field, 7

Online Registration page, 11
ORI Certification Datefield, 27
ORI Certification Statusfield, 27
Ownership Control field, 25

P

Page Sizefield, 48, 53

Password field, 5

Pending status, 16

personal information, 35

PHS form 398, 27

Pl role, 20

Pick from Recommended List hyperlink, 31
Policy Announcements and Natificationsfield, 25
Preferred Institution Name field, 24
Principal Investigator Name column, 19
Prior Support field, 14

Progress Report Face Page hyperlink, 52
Proposal Search Results page, 48
Publication Details page, 43

publications, 35

R

race/ethnicity, 35

Reassign Account field, 22
Register Ingtitution page, 11
Reset Password page, 7, 23
residential address, 35
Retype New Password field, 7
reviewer address, 35

Revoke button, 45

Revoke PPF Edit Confirmation page, 45
Rolefield, 16, 23

roster member details, 51

S

Search Type 5 Progress Reports page, 53
Select hyperlink, 39

session expiration, 8

Sex Discrimination Assurance field, 27
SOrole, 20

SSN field, 14

Statusfield, 16

Status hyperlink, 16

Status Information page, 50

Street 1 field, 12

Summary Statement hyperlink, 53

T

Titlefield, 12

Title of Proposal column, 20

Total Number of Accountsfield, 29

Total Number of Loginsfield, 29

Type 5 Progress Report Search Results page, 54
Type of Organization field, 25

U
User ID fidd, 7, 15, 16, 23
User Namefield, 12, 14, 16
Username field, 5

Vv
Verify NIH Support page, 45
View Institution Profile page, 24

w
Web browser settings, 8
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