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CONTACT US

Document Comments:

We value your feedback on this document. Please submit comments to your eRA Customer
Relationship Manager.

For general questions about this module and associated business processes:
Please contact your IC Coordinator. A list of IC Coordinators is available online:

http://inside.era.nih.gov/techrep list.cfim.

Troubleshooting support:

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

Web: http://era.nih.gov/help (Preferred method of contact)

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

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

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

DISCLAIMER STATEMENT

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

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

ASSIST allows participants to do the following:

o Leverage current e(RA Commons credentials to access ASSIST

» Delegate application preparation responsibilities to multiple users within and outside the
applicant organization while maintaining appropriate access control and security

o Populate data from established eRA Commons profiles

o Run validations on federal-wide and agency business rules prior to submission

o Generate Table of Contents, headers, footers, page numbers, etc. automatically

« Print/Preview applications prior to submission in the format used by the agency

« Present to reviewers clear, color PDF images rather than scanned versions of the application

o Avoid the hassle of preparing and shipping multiple paper copies

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

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

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

o Summaries: Information compiled from the data provided in the individual components (e.g.,

component and categorical roll-ups of budget data).

Refer to the section of this document titled Search for an Application on Page 37for information on
searching for applications.

Refer to the section of this document titled /nitiate an Application on Page 34 for information on
initiating an application.
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2 Logging into the Application

2.1 Logging In

ASSIST is a web-based system. Use your internet browser to access the system at the following
URL: https://public.era.nih.gov/assist

ASSIST uses the same user authorization service as eRA Commons. All ASSIST users must use
their existing eRA Commons IDs or work through their organization to obtain them. Commons
IDs with any of the following roles can be used with ASSIST:

« Signing Official (SO)

o Administrative Official (AO)
« Principal Investigator (PI)

o Assistant Role (ASST)
Account Administrator (AA)

1. In the Username field, type a valid eRA Commons username and press Tab to move to the
Password field.
2. Type the eRA Commons password and click the Login button.

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

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

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

2.2 Logging Out

Select Logout at the upper right hand corner of the page to end your session.

2.3 Expired eRA Password

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

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

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

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

Application access can be controlled across three variables:

1. Editvs. View
2. Entire application vs. specific component within an application
3. Budget data vs. Non-Budget data

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

3.1 Privileges Automatically Available in ASSIST Based on
eRA Commons Role

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

Signing Official (SO) at the lead application organization:

« Initiate application

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

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

« Edit entire application

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

Administrative Official (AO) at the lead applicant organization:

« Initiate application

o Assign, modity, or revoke application access for others

« Delegate ability to assign, modify, or revoke application access for others
« Edit entire application
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Principal Investigator (PI) identified on an application:
« Edit entire application

Once the DUNS number is entered on the SF424 R&R for a component, then similar automatic
privileges apply for that specific component.

3.2 Add Access for a New User

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

NOTE: You must first create the Overall component to Manage Access to the application.

To add access for a new user:

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

Figure 1: Manage Access Button on Actions Pane

The User Access Summary page displays.
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Figure 2: User Access Summary Page
2. Select the Add User button at the bottom of the page.
The Add New User page displays.

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

4. Select the Submit button.

The matching User and Primary Organization information populate on the page.
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Figure 3: Add New User Page

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

Optional: Select the checkbox for Access Maintainer if the user is being granted authority
to provide and control access to other users. The following rules govern the Access
Maintainer privileges:
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e Only an SO/AOR or an AO associated with the Applicant Lead Organization can
grant or revoke the Entire Application Access Maintainer access level. This can only
be granted to a PI or ASST associated with the institution of the SO/AOR or AO.

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

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

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

7. Select the Save button to save the changes.

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

ASSIST automatically sends an email notification to the user assigned the access. The email
notification informs the user of the access levels given, to which application or components of that
application the access applies, and the user who granted the access.

3.3 Modify User Access for an Application or Individual Components

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

To view and modify access for an existing user:

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

Figure 4: Modify Access Button on Actions Pane

The User Access Summary page displays.
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Figure 5: User Access Summary Page

2. Select the Modify button next to the user and component being modified.

The User Access Detail page displays.
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Figure 6: User Access Details Page

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

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

privileges:

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

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

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

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

5. Select the Save button to save the changes.

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

NOTE: Select the View User Access History link on the User Access Detail page to view details
about the access levels granted and revoked for this specific user. Refer to the section of this
document titled User Access History on Page 15 for more information.

Refer to the section of this document titled Revoke Access to an Entire Application or Component
on Page 10 for information on revoking a user's access to the application and components.

3.4 Revoke Access to an Entire Application or Component

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

To revoke access for an existing user:

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

Figure 7: Manage Access Button on Actions Pane

The User Access Summary page displays.
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Figure 8: User Access Summary Page

2. Select the Modify button next to the user whose access is being revoked.

The User Access Detail page displays.
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Figure 9: User Access Detail Page

3. Revoke access in one of the following manners:

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

-OR-

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

-OR-

To revoke all set access levels: Select the Revoke All Accesses button. At the confirmation
message Are you sure you want to revoke access to the application from this user? select the
Continue button.
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Users whose access has been revoked receive email notifications informing of the changes. The
email includes the application, the person who revoked the access, and the access level revoked.

Some access levels cannot be revoked. In addition to the institution-based privileges noted
previously, the PD/PI must have at least Entire Application Viewer access level, and the Project
Lead must have at least the Component (All) Viewer access level.

3.5 User Access History Summary

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

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

1. From the Application Information page, select the Manage Access button from the Action
list.
The User Access Summary displays details of all users holding access to the application
components.
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Figure 10: User Access Summary

2. Select View Access History link.

The User Access History Summary displays. This page provides a summary of the access

granted and/or revoked to all users for the application. The information on this page

mcludes:

o User

e Primary Organization

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

e Component ID: Title

o Update User

o Date of Event
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Figure 11: User Access History Summary Page
3. Select the View Access Summary link to return to the User Access Summary page.

3.6 User Access History

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

To view the access history for a specific user:

1. From the Application Information page, select the Manage Access button from the Action
list.
The User Access Summary displays details of all users who have access to the application
and components.
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Figure 12: User Access Summary Page

2. Select the Modify button next to the user whose history you wish to view.

The User Access Detail page displays.
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450-Admin-Core and Mon-budget data, the All selact should be used. The user will be given the highest level of access

assigned in the selectons made.
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Figure 13: User Access Detail Page
3. Select the View User Access History link.

The User Access History page displays for the selected user. Information regarding this
user's access is included for the Overall Application and all additional components,
regardless of which was selected from the User Access Summary in the steps above.
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Figure 14: User Access History
The information on this page includes:

e User
Primary Organization

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

Access Level

Component ID: Title
Update User
o Date of Event
4. To return to the User Access Detail page, select the User Access Detail link or use the
breadcrumbs at the top of the page or Actions on the side of the page to navigate away.
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4 Using ASSIST

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

ACTIons

UPDATE COMPOMENT STATLIS

R —m—)

Select Component Type
4+ Chearall

- Lore

Figure 15: ASSIST Navigation Pane

4.1 Actions

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

4.2 Select Component Type

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

The components are listed with numeric identifiers, not the actual component title names; however
the titles of the components can be viewed by hovering the mouse over the component ID, when
the component type is expanded. When doing so, a popup displays the component title.

Select Component Type

+ Overall

IEERMGIE ry e 2. Prejudice and the Human Psyche

&62-Core

705-Care

Figure 16: Component Navigation Pane

4.3 Breadcrumbs

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

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

Figure 17: Online Help Breadcrumbs

4.4 Component Form Tabs

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

Summary R&R Cover | Cover Page Other Checklist Sites Srikey Research
Supplement Project Person Plan
Information Profile

Figure 18: Component Forms
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4.5 Navigational Links

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

- U.S. Department of Health & Human Services =) Home =) Contact Us M) Help Desll B Logout

E Application Submission System & Interface
(¥ for Submission Tracking (ASSIST)

Figure 19: ASSIST Navigation Links

4.6 Online Help

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

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

| INTIATE APPLICATION

& MIH Guide for Grants & Contracts

Grants.gov's Find Grant Opportunities

(O] SEARCH FOR APPLICATION

Search Applications

Figure 20: ASSIST Welcome Page Help Links

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

% | Application Information
454
Crime & Punishment and the Effects on Mental
Health

Figure 21: ASSIST Online Help Icon

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

J g - - ] ! = N—
ORA Sl e = e
8 B « »

Contents

You are here: Using ASSIST

ASSIST

. Logging into the Application .
. Manage Aocess USIng ASSIST
Using ASSIST .
: qsmg To navigate through the application in ASSIST, select any of the buttons in the Actions
Frepd the A ation > . a e - . -
“EI e section, the links in the Select Component Type section of the left-side navigation area, or
Search for A cation .
- s other links located on the ASSIST pages.

Adding Componenis

Figure 22: Online Help Table of Contents

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

specific hidden text or figures; click again to hide it.

To add access for a new user:

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

Achions a \

(mmsencass ) Samples of expanded and collapsed help details.

VIDW STATLS HISTORY

ALG HDW COMPORINT /

[l The User Access Summary page displays.

Figure 23: Sample of Online Help Expanded and Collapsed Togglers
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The Expand All/Collapse All button located above the breadcrumbs at the top of each help screen
expands (or collapses) all hidden text and images within the current topic.

(EDr (2

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

Figure 24: Online Help Expand All/Collapse All Button

4.7 Manage Attachments

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

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

Refer to the Application Guide for information on PDF creation:

http://grants.nih.gov/grants/funding/424/SF424 RR Guide General Adobe VerB.pdf#2 3 2
Creating PDFs for Text Attachments

http://grants.nih.gov/grants/funding/424/SF424 RR Guide General Adobe VerB.pdf#2 6
Format Specifications for Text

4.7.1 Add Attachment

To add an attachment:

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

{ Add Attachment
e ————"
Add Attachment
‘ Add .ﬁ'ttichmmt

Figure 25: Add Attachment Buttons

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

2. Use the Browse button within the pop-up window to search for the PDF file.
3. With the file selected, click the Submit button.
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Figure 26: Selecting a File for Attachment

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

Fields allowing multiple attachments display the files in a table. Update and View buttons

display for each attached file.
4.7.2 Replace Attachment

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

multiple attachments.

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

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

"
| Replace -ﬁ.ttachrrventl' Delete Attachment

View Attachment

Figure 27: Replace Attachment Button

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

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

The form field displays with the replaced attachment.
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To replace an attachment from a field allowing multiple attachments:

Add Attachment
Delete
an Replace Wigw
Appendix File Hame Save  Attachment Attachment

1 Replace Wiew

(MR Feplace . Wiew

Figure 28: Replace Button for Forms with Multiple Attachments
1. Select the Update button in the Update Attachment column for the specific file.
A pop-up window opens for providing the ability to search for the file.
2. Use the Browse button within the pop-up window to search for the PDF file.
3. With the file selected, click the Submit button.
The table is updated with the new file.

4.7.3 Delete Attachment

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

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

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

Replace Attachment View Attachment

' Delete Attachment
e

Figure 29: Delete Attachment Button

A delete confirmation window displays.
2. Confirm the deletion by selecting the Continue button.
To delete an attachment from a field allowing multiple attachments:
1. Click the checkbox in the Delete on Save column for the specific file.

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

Appendix File Hame Attachment Attachment
[ View ]
[ View ]

C Save and relsate Lm:‘r'. neel and release Lock

Figure 30: Checkboxes for Deleting from Forms with Multiple Attachments
The attachment is removed from the table.
4.7.4 View Attachment

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

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

Delete Attachment ‘ View .ﬁtti-:hlwnt

Figure 31: View Attachment Button

-OR-

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

Add Attachment
Delete
an Replace Wiew
Appendix File Hame Save  Attachment Attachment
0
O

Figure 32: View Button for Forms with Multiple Attachments
2. Select the Open button to view the attached file or the Save button to save the file locally.

4.8 View Application Status History

From the Application Information page select the View Status History button to display the View
Application Status History page.
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Figure 33: View Status History Button on Actions Navigation Pane

The View Application Status History page displays the following information for each status
change to the application:

o Status Date

This is the time and date on which the status of the application was updated. Updates to the
status are performed using the Update Component Status button for the specific
component.
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o Status

This field displays the status of the application. Depending on the type of status update, this
field may display the submission status, Grants.gov processing status, or Agency status.

¢ Status Comment

This field displays comments regarding the status update. Depending on the type of status
update, this field may display the comments entered upon submission or Grants.gov error
details when applicable.

o Status Type
This field displays the type of status update performed -ASSIST, Grants.gov, or Agency.
o Update User

This field displays who performed the status update. In some cases, it may display the
system name (ASSIST) or the actual user who updated the application (Last Name, First
Name).

'1'.:'.' U5, Department of Health & Human Services

E Application Submission System & Interface UserTiae s ks
£ for Submission Tracking (ASSIST) gl

¥ View Application Status Mistary

[} View Application Status History @

Actions

MANAGE ACCESS

VIEW STATUS HISTORY

ADD HEW COMPOMENT

14 of 4 records, Page 1 of 1
PREVIEW APPLICATION Status Date = Status Status Comment Status Type Update User
2012-10-02 12:51:45 PM Al Components Final Submission  Jowce, James
VALIDATE APPLICATION Status
12-10- All Components Validated Validated with Ho Errors  Submission Joyce, James
SUBMIT APPLICATION ) U Saws
UPDATE SUBMISSION STATUS 12-10- Ready for Submizsion :.'-I-J:rlj'll'a'alull Jeyee, James
2L us

v Submizsi Jowee, James

Status

Submitted

Select Component Type

=+ Owarall

+ Core

Figure 34: View Application Status History Page
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4.9 Update Component Status

ASSIST users with the appropriate privilege may update the status of an individual component
when necessary as follows:

Table 1: Valid Component Status Changes

Complete
Work in Progress
Abandoned
Final
Complete
Work in Progress
Final Work in Progress
Abandoned Work in Progress

NOTE: In order for an application to be submitted, at least one component of the application must
be marked as Final. All other components must be in Final or Abandoned status.

To update the status of a component:

1. From the Application Information page expand the Overall or other component type from
the Select Component Type section of the navigation panel to display the list of
components within the section.

2. Select a component.

3. Click the Update Component Status button.

The Update Status window opens.
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Figure 35: Update Status Window for Component Status Changes

4. Select the appropriate status from the Select the new status drop-down list.
5. Complete the status update:

a. Enter a comment in the provided text box.

b. Select the Add comment button.

-OR-

c. Select the link titled or continue without adding a comment to update the status
without entering a comment in the provided text box.

A notification of the change in status is sent to the appropriate individual(s). The application status
is changed to the selected status.

NOTE: When marking a component as Final, ASSIST validates if any senior/key persons with a
bio-sketch exist on another component marked as Final. Only one bio-sketch may exist per
senior/key person on an application. Refer to the section of this document titled Verify Senior/Key
Personnel on Page 116 for information on this topic.
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4.10 Update Application Submission Status

1. From the Application Information page select the Update Submission Status button from
the Action list.

The Update Status window opens.

- U5, Department of Health & Human Services =) Home S)ContactUs ) Help Desk ) Logout

E Application Submission System & Interface Py g
% for Submission Tracking (ASSIST) e

ts » Appiication Inforenation

Actions @ Application Information @

MAMAGE ACCESS

VIEW STATUS HISTORY

ADD HEW COMPONENT

Select the new status SE T STATUS -
PREVIEW APPLICATION "’ L= SELECT STATUS - &
VALIDATE APPLICATION Enter a comment on the status of this submission or continue
without adding a comment. Other Skin
SUBMIT APPLICATION
UPDATE SUBMISSION STATLS
Select Component Tvpe
+ Overall

Figure 36: Update Status Window for Submission Status Changes

2. Select the appropriate status from the Select the new status drop-down list.
3. Complete the status update:

a. Enter a comment in the provided text box.

b. Select the Add comment button.

-OR-

c. Select the link titled or continue without adding a comment to update the status
without entering a comment in the provided text box.

A notification of the change in status is sent to the appropriate individual(s). The application status
is changed to the selected status.

The normal flow of status changes for a submitted application is as follows:
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Work in Progress >> All Components Final >> All Components Validated >> Ready for

Submission >> Submitted

The table below lists the valid application status changes and conditions.

Table 2: Valid Application Status Changes

At least one
component must be
marked as Final,

Work in Progress All Components Final All  components
must be marked as
either Final or
Abandoned

Work in Progress Abandoned

All Components Final Work in Progress
All Components Final Abandoned
This status is set by
ASSIST once an
All Components Final All Components Validated application in Al

Components Final
status passes
validations.

All Components Validated

Ready for Submission

All Components Validated

Work in Progress

All Components Validated

Abandoned

Ready for Submission

Work in Progress

Ready for Submission

Abandoned

Submitted

Work in Progress

Agency status is
Pending Verificatio-
n or Refused

Submission Errors

Work in Progress

Abandoned

Work in Progress
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Refer to the section of this document titled Update Component Status on Page 29 for information
on updating the status of individual components.
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5 Prepare an Application

The process for preparing an application include the following:

RO

5.

Initiate the application

Add Overall component and enter data
Add additional components and enter data
Manage access

Prepare applications for submission
Search for the application

Initiate an Application

Prior to initiating an application using ASSIST, applicants must identify a Funding Opportunity
Announcement (FOA) to which they would like to apply. FOAs are posted in the NIH Guide for
Grants & Contracts and in Grants.gov Find Grant Opportunities link, each of which has robust

search capabilities. The FOA text indicates whether ASSIST can be used to apply to that
opportunity. The FOA number (e.g., PA-12-987) is required to initiate an application.

Anyone with an eRA Commons ID and one of the following roles can initiate an application:

Administrative Official (AO)
Signing Official (SO)
Principal Investigator (PI)
Assistant Role (ASST)
Account Administrator (AA)

To initiate the application:

Log into the ASSIST system.
From the Welcome page, enter the FOA in the Funding Opportunity Announcement #
field.

. Select the Go button.

The Initiation Application page displays.
1. Fill in the required fields:

a. Enter a title for the application in the Application Project Title field.

NOTE: This populates the Descriptive Title of Applicant's Project ficld on
the SF424 RR of the Overall component. The maximum number of characters
for the Application Project Title is 200.
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b. Make a selection from the drop-down menu Lead Application Organization
Name.

NOTE: The list reflects the organizations affiliated with the user's

eRA Commons ID. Selecting the appropriate organization populates the Lead
Applicant Organization fields and the appropriate fields in the SF424

RR section of the Overall component.

c. Review the Lead Applicant Organization Address.

d. Review the Lead Applicant Organization DUNS number.

NOTE: Once the DUNS is entered and saved on this form, it cannot
be edited later, on this or on other forms. Take care to verify that the
DUNS number in this field is correct and edit if necessary.

4. Select the Initiate Application button to continue.

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

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

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

Manage Access

Add Overall Component
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=

-':. U5, Department of Health & Human Services

Application Submission System & Interface
for Submission Tracking (ASSIST)

w) Home

2 Contact Us ) Help Desk ) Logout

¢ Irtiste Apphcation
Welcome S0_JOYCE

Initiate Application for FOA #: PA-00-000 @

£ FOA INFORMATION

After iniation, the Lead Applicafion Organizalion Name and Lead Application Orgamizalion DUNS cannct be changed

PADC00D

HIH Multi-project - typical Research Components
Hational Institutes of Health
91.1%

MULTI-PROJECT
0%/13/12M2
0%/13/205
Jane Doe
For NIH Testing Purposes

E-mall: JaneDoa@amail.cam
Phone: 301-111-1734

Choose Organization

Initate Application

Figure 37: Initiate the Application
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6 Search for an Application

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

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

To search for an application:
1. Log into the ASSIST system.

2. From the welcome page, select the Search Applications button.

3 U5 Department of Health & Human Services

Application Submission System & Interface
for Submission Tracking (ASSIST)

Usa W
from: UNNVERSITY

Welcome to the Application Submission System
Welcome S0O_JOYCE & Interface for Submission Tracking (ASSIST) @) Need Help?

Resources

% | INITIATE APPLICATION

& MIH Guide far Grants & Contracts

Grants.govs Find Grant Opportunities. Each r

O]  SEARCH FOR APPLICATION

Figure 38: Search Applications Button

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

o Application Identifier

This is the unique identifier for an application in ASSIST.
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Application Project Title

A partial title is acceptable. ASSIST searches for key words in the title name.
Agency

Select a choice from the drop-down list.

PD/PI First Name
PD/PI Middle Name
PD/PI Last Name

PD/PI name fields (First, Middle, and Last) can be used for any PD/PI in the complex
application. When a search is conducted on a PD/PI name, ASSIST returns matching
applications in which the PD/PI is a key person with the PD/PI role on the Overall
component or exists on the SF424 R&R section under the PD/PI Contact

Information Name.

Lead Applicant Organization

This is the name of the institution that has submitted - or will be submitting - the
complex application. When searching by this field, ASSIST returns applications in

which the organization is the lead organization on the Overall component.
Submission Status

This is the status for the electronic grant submission. Users can search on more than
one status by selecting multiple options from the list while using the Ctrl key.

Ml Components Validabed
Ready for Submistion

Ml Components Final '

Figure 39: Submission Status Search Criteria Field
Submission Date (from and to)

When searching by submission date ranges, enter a date or select a date from the
calendar.
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o Project Start Date

This is the date when the project is scheduled to begin. Enter a date or select it from
the calendar.

e Project End Date

This is the date when the project is scheduled to be completed. Enter a date or select it
from the calendar.

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

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

4. Select the Search button to display the closest matched applications.
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: .5, Department of Health & Human Services -_-) Home D Contact Us ) Help Desk ') Logout

E Application Submission System & Interface
£ for Submission Tracking (ASSIST)

from: UNM

==y

» Saarch for Application

Welcome SO_JOYCE Search for Applications @

Application ldentifier;

Application Project Title: The Red Eadge of Courage and Other Skin Disorders
Agency: “
PDVPl First Name: Staphen

PD/PI Middle Hame:
FPDVP Last Hame: Crane

Lead Applicant Organization:

Submission Status:

veiact ol that apply)

Submission Date: frem g b |
Project Start Date =

Project End Date: e

D

Figure 40: Search Button on the Search for Applications Page

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

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

5. From the results listed on the Search for Application Results page, click the Select button in
the Action column next to the appropriate application.
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_&f U5, Department of Health & Human Services

Application Submission System & Interface
for Submission Tracking (ASSIST)

=) Home ) contact Us ) Help Desk. ©) Logout
Cearch for Application Resuits
Search for Application Results
One item found,
Application, Application Project Lead Applicant | Submission Submissio Project Project
ldentifier Title Agency POVPI Mame ~  Organization ~ Status - n Date Start Date =  End Date Action
759 The Red Badge of HIH CRANE, STEPHEN  LINIVERSITY Work in Progre: 10031722 10731/2018
Courage and Other
Skin Disorders
Figure 41: Search for Applications Results Page & Select Button
The Application Information page displays for the selected application.
Refer to the section of this document titled Prepare an Application on Page 34 for details on
completing an application.
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7 Adding Components

Depending on the opportunity being applied for, a number of other component types (e.g., Admin
Core, Project, Core) may exist with predefined data collection requirements set by the agency.
These other components can be added to the application using ASSIST.

Refer to the Application Guide for more information on components.

http://grants.nih.gov/grants/funding/424/SF424 RR Guide General Adobe VerB.pdf#2 5
Components of an Application

7.1 Overall Component

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

The Overall component must be added first before additional components can be added. Adding
the Overall component also adds its corresponding forms (e.g., Cover Page, Checklist).
If additional components are available, they can be added using the Add New Component button

in the Actions section. Refer to the section of this document titled Other Components on Page 71.

7.1.1 Add Overall Component

The Overall component must be the first component added to an application. The data provided in
the Overall component should reflect the entire application.

To add an Overall component:

1. From the Application Information page, select the Add Overall Component button in the
Actions panel.

Figure 42: Add Overall Component Button in Actions Pane
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o

The Add Overall Component page displays the Project Information, L.ead Applicant
Organization, and Contact Project Director/Principal Investigator sections.

. Indicate the Application Type by selecting one of the following radio buttons:

e New
¢ Resubmission
e Renewal
Continuation (not used by NIH)

e Revision
Enter the Project Start Date (or select from the calendar tool).
Enter the Project End Date (or select from the calendar tool).
Review the Application Project Title provided at the time of the application initiation. Edit
as needed.
The Lead Applicant Organization cannot be changed after it is provided in the initiation of
the application.
Within the Contact Project Director/Principal Investigator section, enter the Username
and select the Populate Name from Username button if the eRA Commons username is
known.

-OR-
Enter the First Name and Last Name of the Contact PD/PI.

Select the Save button to add the overall component to the application and to display the
forms associated with the Overall component.

NOTE: Selecting the Cancel button cancels the action without saving any information.
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di- 1.5, Department of Health & Human Services =) Home S)ContactUs @ HelpDesk ) Logout

E Application Submission System & Interface Usernama:
£ for Submission Tracking (ASSIST)

from: LIN

» Add Crverall Comporsnt

Add Overall Component @

Actions @
MAMAGE ACCESS Adfter initiation, the Lead Application Organizabon Name and Lead Application Organizabion DUNS cannot be changed

VIEW STATUS HISTORY

ADD OVERALL COMPONENT

Project Information
Select Component Type

788
@ Hew (O Resubmission () Renewal O Continuation O Revision
17012012 TR
1o /2m7 =]
The Red Badge of Coursge and Other
kin Dizorders
Lead Applicant Organization
UNVERSITY
12345678
Contact Project Director/Principal Investigator
Pl Crane Populate Hame from Username
Stephen
" Concel |

Figure 43: Add Overall Component Page

The Component Information page for the Overall component displays the Component
Information (as well as Application Information) as read-only with the status of the component
as Work in Progress. Tabs across the top of the page provide access to the applicable component
forms.

After adding the Overall component, you may perform the actions displayed under the Actions
column, depending on your access level. Most likely, you can select one of the following:

Update Overall Component Forms
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Manage Access

Add New Component

Add Optional Form

7.1.2 Edit Overall Component Forms

The forms of the Overall component may be edited when the component status is Work in
Progress. The following lists the basic steps for navigating and enabling forms for editing. Before
starting to enter data on a form, the user should be prepared to enter data marked with an asterisk

(*). These data elements are required to save the form.

To edit component forms:

1. From the Application Information page expand the Overall component from the Select

Component Type section.

2. Select the Overall component.

i—

7

Actions

MANAGE ACCESS
VIEW STATUS HISTORY
ADD MEW COMPONENT
ADD OPTIOMHAL FORM
PREVIEW CURRENT COMPOMEMT

UPDATE COMPOMENT STATLS

Select Component Type

= Owerall
Overall

+ Admin-Core

Figure 44: Select Component Type

The Component Information page displays for the Overall component.
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._"(_ LS. Department of Health & Human Services =) Home Z)ContactUs ) Help Desk I) Logout
/&= Application Submission System & Interface
£ for Submission Tracking (ASSIST)

Actions @ Overall Component
MANAGE ACCESS
VIEW STATUS HISTORY
ADD NEW COMPONENT

ADD OPTIOMAL FORM

-
PREVIEW CURRENT COMPOMENT

1 ¢ Component. Infarmation
UPDATE COMPONENT STATUS

Cover Page Other Checklist Sites Srikey Research
Supplement Project Person Plan
nformation Profile
&=| Compenent Information
Compc &r Overall
Tye Overall Component
& Tit
Select Component Type
Project Lead
rganiza
+ Admin-Core

The Red Badge of Courage and Other Skin
Disorders
CRAME, STEPHEM

LNMERSITY

B

Application Information

2012-10-25 09:52:21.000 AM EOT
licatio

759
Pi-00-000
The Red Badge of Courage and Other Skin
Cizorders
Hama: CRAME, STEPHEM
rganiza LUMMERSITY
atus Date 2012-10-23 01:35:15.000 PM EDT
Figure 45: Component Information Page for Overall Component
3. Select the tab for the appropriate form.
Summary R&R Cover | Cover Page Other Checklist Sites Srikey Research
Supplement Project Person Plan
Information Profile
Figure 46: Overall Component Form Tabs
Adding Components
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4. Select the Edit and Get Lock button at the top of the form to open the fields for editing.
Selecting this button reserves the form, enables it for editing, and prevents others from
editing it simultaneously.

5. For forms with grouped sections, select the Expand All checkbox to expand all the data
fields on the form. Uncheck the box to collapse the fields.

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

6. Complete the forms as necessary.

For assistance with the information required on the forms, please refer to the Application
Guide.

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

Refer to the section of this document titled Overall Component on Page 42 for help with
ASSIST (e.g., navigating the forms, entering data into form fields, etc.).

7. Select the Save and Release Lock button at the bottom of the form when ready to save the
entered information.

NOTE: Select the Cancel and Release Lock button - followed by the Continue button on
the confirmation - to back out of the form without saving any entries.

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

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

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

Return to the form to save the data.

a. Select the Go Back button to return to the unsaved form.
b. Select the Save button at the bottom of the form.
c. Navigate to the next form again.

-OR-

Continue to next form without saving.
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a. Select the Continue button to move to the selected form without saving the changes
entered onto the current form.

b. Complete the new form as appropriate.

c. Repeat steps for navigating to other forms.

7.1.3 SF424 R&R Cover for Overall Component
For assistance with the information required on the forms, please refer to the Application Guide.

http://grants.nth.gov/erants/funding/424/SF424 RR Guide General Adobe VerB.pdf#4 2
Cover Component

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

1. Select the Edit and Get Lock button to enable the form for editing.

_-';;. .5, Department of Health & Human Services =) Home 2 contact Us ) Help Desk 13 Logout

Application Submission System & Interface Userlien 0 o
N . 5 5 _ TS Fom: LY =11 h
for Submission Tracking (ASSIST)

—
@ Overall Component
Actions
MAMAGE ACCESS Al —':‘.'..'-::;!; fields marked with " must be entered in order to Save this form. Please gather these data before beginning
your data entry
VIEW STATUS HISTORY
ADD MEW COMPOMENT
. Summary Cover Page Other Checklist Sites Srikey Research
PREVIEW CURRENT FORM Supplement Project Persan Man
Infarmation Profile
—

Application for Federal Assistance
SF 424 (R&R) v1.2' @

— Overall -
[
Overall

+ idmin-Core [ Expand Al

Select Component Type

1. " TYPE OF SUBMISSION

Figure 47: Edit and Get Lock Button on R&R Cover for Overall Component

2. Complete the required fields for each section. Required fields are marked with asterisks (*).
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Some information, including the organization details in the Applicant Information section
and the fields within the Project Director/Principal Investigator Contact Information
section, is carried over from the application initiation. These fields are disabled for editing
and are read-only.

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

3. Select the Save and Release Lock button to save the entered information on the form.

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

7.1.4 Overall PHS Cover Letter
For assistance with the information required on the forms, please refer to the Application Guide.

http://grants.nih.gov/grants/funding/424/SF424 RR Guide General Adobe VerB.pdf#5 2
Cover Letter Component

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

._;“f U5, Department of Health & Human Services

Dcontact us €D Help Desk. ) Logout
Application Submi

sion System & Interface
for Submission Trac

ing (ASSIST)

Actions @ Overall Component

MANAGE ACCESS

VIEW STATUS HISTORY

Summary = RBR Cover Cover Page Other Checklist Sites S b
ADD HEW COMPOMNENT Supplement |n!‘f>r:rl\::itun ;:ﬁ?l?.: e
PREVIEW CURRENT FORM
PHS Cover Letter
— PHS CoverlLetter v1.2 o

Select Component Tyvpe

= Owerall
Owerall

+ Core

Figure 48: Edit and Get Lock Button on PHS Cover Letter for Overall Component

2. Click the Add Attachment button next to the Mandatory Cover Letter Filename field.
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U5, Department of Health & Human Services

Actions L

Application Submission System & Interface
for Submission Tracking (ASSIST)

=) Home

MAHAGE ACCESS

VIEW STATUS HISTORY
ADD HEW COMPOMENT

PREVIEW CURRENT FORM
—

Summary

RER Cover

Select Component Type

Overall Component

b Assdicy

h—_l

PHS Cover Letter

PHS CoverLetter v1
= Owerall
Overall .
+ Core

Edit and Get Lock

Save and relsase Lock

Figure 49: Add Attachment Button on the PHS Cover Letter for Overall Component
A pop-up window displays for attaching the cover letter file.
3. Select the Browse button on the pop-up window.

S contact Us ) Help Desk. T Logout

» Compangat Infar mation
Cover Page L'f_*;;'*’[ Other || Checklist Sites Srikey || Research
Supplement etier Project Person Plan
Information Profile

{ Add Attachment |}

Remove Form
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Overall Component

Summary RER Cover || Cowver Page LCHUM' Other Checklist Sites Srikey Research
Supplement etier Project Person Plan
Information Profile
PHSC

Brnws&"::)

Cancel

Save and release Lock Cancel and release Lock

Figure 50: Search and Attach Files

A separate window displays for searching and selecting the filename from your computer

files.

Search for and select the file then click the Submit button on the pop-up window.

The selected filename displays in the Mandatory Cover Letter Filename field. The
attachment can be replaced, deleted, and viewed as necessary using the attachment buttons.

Refer to the section of this document ti
information on attachments.

tled Manage Attachments on Page 23 for more

. Select the Save and Release Lock button to save the entered information on the form.

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

7.1.5 PHS 398 Cover Page Supplement for Overall Component

For assistance with the information required on the forms, please refer to the Application Guide.

http://grants.nih.gov/grants/funding/424/SF424 RR Guide General Adobe VerB.pdf#5 3

Cover Page Supplement Component

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

A5 US. Department of Health & Human Services Logout ) Help Desk ) Contact U

Application Submission System & Interface T
for Submission Tracking (ASSIST) i '

\\_T-‘-"f Bl S 0

)
» Companent nfor mation

=
. Overall Component
Actions o . P
MAMAGE ACCESS It is recommended that you fill out the RER Cover form before stamting the Cover Page Supplement so that the Applicant
Organization Contact data are forwarded populated here. The following data are required to save this form: 2. Human
VIEW STATUS HISTORY Subjects: Clinical Tnal?, Applicant Organization Contact: First Name, Last Name, Title, Phone Number. Does the
proposed project imvolve human embryonic stem cells?
ADD HEW COMPONENT
PREVIEW CURRENT FORM
VALIDATE COMPOMENT Summary || RER Cover Other Checklist Sites Srikey Ressarch
S B Project Perzon Pan
Information Profile
Select Component Type PHS 398 Cover Page Supplement
PH5398 CoverPageSupplement v1.4 @

Figure 51: Edit and Get Lock Button on Cover Page Supplement for Overall Component
2. Complete the required fields for each section. Required fields are marked with asterisks (*).

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

3. Select the Save and Release Lock button to save the entered information on the form.

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

7.1.6 Research & Related Other Project Information for Overall
Component

For assistance with the information required on the forms, please refer to the Application Guide.
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http://grants.nih.gov/grants/funding/424/SF424 RR Guide General Adobe VerB.pdf#4 4
Other Project Information Component

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

1. Select the Edit and Get Lock button to enable the form for editing.

,'i:'_ U5, Department of Health & Human Scrvices '!-., Feome 'j Contact Us ) Help Dk :) Logout

4 Application Submission System & Interface '['rt;""ffl'm
£ for Submission Tracking (ASSIST) g

p—
. @ Overall Component
Actions
MANAGE ACCESS All editable fislds marked wath " must be entered in order to Save this form. Please gather these data before beginning
. your data entry
WIEW STATUS HISTORY
ADD HEW COMPONENT
R Surmmary R&R Cowver | Cover Page Caver p&t?mr Checklist Sites Srikey Ressarch
PREVIEW CURRENT FORM Supplement Letter Inf roject Person Plan
'ormation Profile
Select Component Type Research & Related Other Project Information
R&R OtherProjectinfo v1.3 °
s (T
Owverall
+ Admin-Core
Hui u t b = oM

Figure 52: Edit and Get Lock Button on Other Project Information for Overall Component

2. Complete the required fields for each section. Required fields are marked with asterisks (*).
3. Select the Save and Release Lock button to save the entered information on the form.

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

7.1.7 PHS 398 Checklist for Overall Component

For assistance with the information required on the forms, please refer to the Application Guide.
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http://grants.nih.gov/grants/funding/424/SF424 RR Guide General Adobe VerB.pdf#5 6
Checklist Component

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

1. Select the Edit and Get Lock button to enable the form for editing.

:. LS. Deparsment of Health & Human Services

E Application Submission System & Interface :J"T""ﬁ“rm
£ for Submission Tracking (ASSIST) O

@ Overall Component

v Companagnt Infarmakion

Actions

MAMAGE ACCESS

VIEW STATUS HISTORY Summary || RER Cover | Cover Page| Cover IR Checklist Sites Sikey || Research
Supplement Letter Project Person Plan
ADD HEW COMPONENT Information Profile

PREVIEW CURRENT FORM

PHS 398 Checklist

tvl.3

Select Component Type

= Overall

F— 1. Application Type

+ Admin-Core

Figure 53: Edit and Get Lock Button on Checklist for Overall Component

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

The Application Type information is taken from the SF' 424 (R&R) Cover Page and is
displayed as read-only for reference.

3. Select the Save and Release Lock button to save the entered information on the form.

NOTE: Selecting the Cancel and Release Lock button returns the form to read-only and
does not save any of the entered information onto the form.
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7.1.8 Overall Component Project/Performance Site Locations

For assistance with the information required on the forms, please refer to the Application Guide.

http://grants.nih.gov/grants/funding/424/SF424 RR Guide General Adobe VerB.pdf#4 3

Project Performance Site Locations

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

7.1.8.1 Primary Performance Site

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

.;‘.::'_ U5, Department of Health & Human Service

5 =) Home

Application Submission System & Interface

for Submission Tracking (ASSIST)

Actions @

MANAGE ACCESS
VIEW STATUS HISTORY
ADD HEW COMPOMENT

PREVIEW CURRENT FORM

Select Component Type

- Cwerall
Cwverall

+ Admin-Core

Overall Component

ik beformation

Summary | RE&R Cover | Cover Page Other Checklist Sites srikey Research
Supplement Project Persan Plan
Information Profile
Primary Performance Site @
Organization Name DUNS Address Action
Project/Performance 5ite Locatien(s)
te olind

Entry #  Organization Name DUNS Address Action

Hothing found to display.

Figure 54: Primary Performance Site Edit Button (Overall Component)
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The Project Performance Site Primary Location section opens for editing.

._’j’. U5, Department of Health & Human Services =) Home S)ContactUs ) Help Desk 1) Logout

/&= Application Submission System & Interface
% for Submission Tracking (ASSIST)

| —
. Overall Component
Actions @ e p )
MAMAGE ACCESS All editable fields marked with ™ must be entered in order to Save this form. Please gather these data before beginning
your data entry
VIEW STATUS HISTORY
ADD HEW COMPONENT
y Summary | RER Cover | Cover Page Other Checklist Sites Srikey Research
B CUREENT EDEM Supplement Project Person Plan
Infarmation Profile
Project/Performance Site Locations Summanry
Select Component Type
Project/Performance Site Location(s)
- Chverall
PerformanceSite v2.0
Overall

+ Adoaler-Cocs Edit and Get Lock

[ 1 am submitting an application as an indiidual, and not on behalf of a company, state, local or tribal government,

academia, or ather type of arganization

Project Performance Site Primary Location

- Select State - »

UHITED STATES w

Save and releazs Lock Cancal and relaats Lock

Figure 55: Project Performance Site Primary Location Fields

2. Complete the required fields and any other appropriate information. Required fields are
marked with asterisks (*).
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3. Select the Save and Release Lock button to save the entered information on the form.

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

7.1.8.2 Project/Performance Site Location(s)

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

1... LS. Department of Health & Human Services -.} Hopm ;C%L‘atl v 0 Heip Desk .) Logout

Application Submission System & Interface :;-'Sfmffr'f[ff'ﬂ
~ " % & i LN
for Submission Tracking (ASS

) Overall Component

Component bnformation

Actions

MANAGE ACCESS

T —r, Summary R&R Cover | Cover Page Other Checklist Sites SriKey Research
VIEW STATUS HISTORY Supplement Project - Person Plan

Information Profile

ADD HNEW COMPOMENT

PREVIEW CURRENT FORM

Primary Performance Site @

Select Component Type
Organization Hame DUNS Address Action

Edit J View ]
Overall Project/Performance 5ite Locatien(s) @

+ Admin-Core

Entry #  Organization Hame DUNS Address Action

Hothing found to display.

Figure 56: Project/Performance Site Location(s) Edit Button (Overall Component)

The Project Performance Site Location section opens for editing.
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r
.:‘.:'f. LLS, Department of Health & Human Services

=

Application Submission System

& Interface

for Submission Tracking (ASSIST)

=) Home ) Contact Us ) Help Desk T Logout

p—
sctions @ Overall Component
MAMAGE ACCESS All editable fields marked with " must be entered in order to Save this form. Please gather these data before beginning
your data entry

VIEW STATUS HISTORY

ADD HEW COMPOMENT
: Summary | R&R Cover | Cover Page Other Checklist Sriey Research

PREVIEW CURRENT FORM pplement Project Person Plan
Information Profile

Project (Performance Site Locations Summary

Select Component Type

Project/Performance Site Location(s)
PerformanceSite v2.0 L

= Cwerall

Cwverall

+ Admin-Core

] | am submitting an application as an individual, and not on behalf of a company, state, local or tribal government,
academia, or other type of arganization

Project Performance Site Location 1

Select State -

UHITED STATES

Save and release Lock

Cancel and release Lock

Figure 57: Project Performance Site Location Fields

2. Enter the required fields and any other appropriate information.
3. Select the Save and Release Lock button to save the entered information on the form.
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- LLS, Department of Health & Human Services '.'] Hoeme n(cf&ta:l Us P.i Heip Desk :) Logout

E Application Submission System & Interface
£ for Submission Tracking (ASSIST)

o) Overall Component

Actions

MAMAGE ACCESS

R Summary R&R Cover | Cover Page Cover Other Checklist Sites Sriey Research
VIEW STATUS HISTORY Supplement Letter Project - Person Plan

Information Profile
ADD MEW COMPOMENT

PREVIEW CURREHT FORM

Primary Performance Site @
Select Component Type

Organization Name DUHS Address Acton
tample Primary Site Location 52 Memory Lane Vigw
‘ = Owerall Derrville, M) 07834 m -
UMHITED STATES
Owerall
e Project/Performance Site Location(s)

Entry & Organization Hame DUNS Address Action

1 15 Shawger Road View
Ll ] [ Edit J Remove J View J

LINITED STATES

Figure 58: Project/Performance Site Locations Summary for Overall Component

7.1.9 Senior/Key Person Profile for Overall Component
For assistance with the information required on the forms, please refer to the Application Guide.

http://grants.nih.gov/grants/funding/424/SF424 RR Guide General Adobe VerB.pdf#4 5
Senior Key Person Profile Expanded

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

The Project Director/Principal Investigator information is carried over from the details entered
during the application initiation. Depending on the privileges assigned to you, this information can
be edited and/or viewed.

To view the information, select the View button in the Action column for the PD/PI entry in the
PROFILE-Project Director/Principal Investigator section of the page.
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o o
.:‘.:'f. LLS. Department of Mealth & Human Services "a‘ Hoeme ;Cmtact Us ﬂ Help Desk ..) Logout

/= Application Submission System & Interface
% for Submission Tracking (ASSIST)

shions » Application Search Resits * Applicatio armation * Component Information
p—
. @ Overall Component
Actions
MANAGE ACCESS
s ; SefKey
\ Summary | RER Cover | Cover Page Other Checklist Sites z Research
VIEW STATUS HISTORY Supplement| Praject Person Plan
Infarmation LT
ADD HEW COMPONENT
PREVIEW CURRENT FORM
PROFILE - Project Director/Principal Investigator @
Select Component Type
PD/PI Hame Project Role Action
Stephen Crane POYP
BOAEE € 5 T

Figure 59: Project Director/Principal Investigator View Button

To edit the information, perform the following steps:

1. Select the Edit button in the Action column for the PD/PI entry.

o an
.:‘.'Ii,’. ULS. Department of Health & Human Services =) Home S Contact Us ) Help Desk D Logout

/&= Application Submission

-1
% for Submission Tracking (ASSIST)

Apgplica ormation * Component nformation

j—
. @ Overall Component
Actions
MANAGE ACCESS
s : SefKey
VIEW STATUS HISTORY Sumimary R&R Cover sﬁgvptl';:m P%}r::f:'t Checklist Sites l"ermr.\ Rt;ll:‘rd!
Ehcastion Profile

ADD NEW COMPONENT

PREVIEW CURRENT FORM

PROFILE - Project Director/Principal Investigator @

Select Component Type
POYPI Mame Project Role Action

Stephen Crane PO/
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Figure 60: Project Director/Principal Investigator Edit Button

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

2. Select the Edit and Get Lock button on the Research & Related Senior/Key Person Profile
(Expanded) section.
3. Update the appropriate fields. When adding a PD/PI, use one of the following methods:
a. Select a name from the Add Sr/Key from other component drop-down list to
choose a person from another component and select the Add button.

Summary | RER Cover | Cover Pape Other Checklist Sites ‘].": Research
L Lapie L] ’
Supplemant Project " Plan
Informat ion Profile

Research & Related Senior/Key Person Profile (Expanded)

R&R Key Person Expanded v1.2 @

PROFILE - Project Director/Principal Investigator

Populate fields from Credentials

Figure 61: Add Sr/Key From Other Component for PD/PI Profile

-OR-

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

fields from Credentials button to populate the information based on the Commons
ID.
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R&R Cover | Cover Page Other Chechdist Sites s‘:“f" Research
Supplement | Project p._-‘:m';' Plan

Information

PREVIEW CURRENT FORM Summary

VALIDATE COMPOMNENT

Select Component Type Research & Related Senior/Key Person Profile (Expanded)

ar 2y Ferson Cxpandea s

= Dverall
Owverall
 Admin-Core

+ Projact PROFILE - Project Director/Principal Investigator

Figure 62: Populate Fields from Credentials Button for PD/PI Profile
-OR-

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

the person.
4. Select the Save and Release Lock button to save the information.

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

7.1.9.2 Profile - Senior/Key Person(s)

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

Adding Senior/Key Person

1. Select the Add Sr/Key button from the PROFILE - Senior/Key Person(s) section of the
page.
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-'; L5, Department of Health & Human Services

/&= Application Submission System & Interface
"% for Submission Tracking (ASSIST

| —
- Overall Component
Actions
MAMAGE ACCESS
: : Srilkey
VIEW STATUS HISTORY Summary || RER Cover SE-;;T;::E!: P?o‘]!::rl. Checklist Sites Person R..-P“;I::‘rth
Information Profile
ADD MEW COMPONENT
PREVIEW CURRENT FORM
PROFILE - Project Director/Principal Investigator @
Select Component Type
POVP Hame Praject Role Action
Stephen Crane PD/PI Edit | view |
= Owerall
Overal PROFILE - Senior/Key Person(s) @
+ Admin-Core No items found
Entry # SriKey Person Project Rale Acton
Nothing found to display

Figure 63: Add Sr/Key Button

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

2. From the Research & Related Senior/Key Person Profile (Expanded) section, select the Edit
and Get Lock button.

3. Enter the person information using one of the following methods:
a. Select a name from the Add Sr/Key from other component drop-down list to
choose a person from another component and select the Add button.
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e

Summary R&R Cover | Cover Page Cover (rther Checklist Sites p:;-r:';r
Supplement||  Letter Froject P

Information rofile

SrfHay Pariohn Summary

Research

Plan

Research & Related Senior/Key Person Profile (Expanded)

Fopulate fields from Credentals

Figure 64: Add Sr/Key from Other Component for Senior/Key Person Profile

-OR-

b. Enter the eRA Commons ID of a person into the Credential field and select the
Populate fields from Credentials button to populate the information based on the

eRA Commons ID.
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I
Summary R&R Cover | Cover Page Cover Other Checklist Sites E‘”Kf? Research
Supplement Letter Project pi!‘:;ql.n Plan
Information rofie
5S¢ Ky IPerSon Summary

Research & Related Senior/Key Person Profile (Expanded)

E&R |

Key Person Expanded v1.2

PROFILE - Senior/Key Person 2

Person b Add

(-'_i Shakespears Populate flelds from ll:ede-nl:l.a

Figure 65: Populate Fields from Credential Button for Senior/Key Person Profile
_OR-

c. Manually enter the first name, last name, address, and phone number information for
the person.
4. Select a role for the person from the Project Role drop-down list.
Complete any of the relevant optional fields.
6. Select the Save and Release Lock button.

e

The entered person displays on the Sr/Key Person Summary.
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._'g{,_ L5, Department of Health & Human Services ‘9 Home: 3 Contact Us ﬁ Help Desk :) Logout

/A= Application Submission System & Interface
= for Submission Tracking (ASSIST)

stion * Component Information

Actions @ Overall Component

MAHAGE ACCESS

- Summary RER Cover | Cover Page Cover Other Checklist Sites Research

VIEW STATLS HISTORY Supplement Letter Project Plan
Information

ADD HEW COMPONENT

PREVIEW CURRENT FORM

PROFILE - Project Director/Principal Investigator @
Select Component Type
PD/PI Hame

Praject Role Action
Stephen Crang PIVPI m
= Owverall
Qverall PROFILE - Senior/Key Person(s) WSk
+ Care One item found.
Entry & Srikey Person Preject Role Action
1 William Shakespeare Colovestigator [ Remove J View ]

Figure 66: Sr/Key Person Summary for Overall Component
Viewing & Editing Senior/Key Person(s)

Select the View button to view the details of the person entry.
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._'g{,_ L5, Department of Health & Human Services

/A= Application Submission System & Interface
= for Submission Tracking (ASSIST)

& » Search for AppHcations ¥ Applization Tearch Resuits » Application Infor mation » Compontst Infermation

® Overall Component

Actions

MAHAGE ACCESS

- Summary RER Cover | Cover Page Cover Other Checklist Sites Research
VIEW STATLS HISTORY Supplement Letter Project Plan
Information
ADD HEW COMPONENT

PREVIEW CURRENT FORM
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Select Component Type
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— Owerall
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One item found.

Entry & SriKey Person Project Role Action

1 William Shakespeare Co-lnvestigator @

Figure 67: Senior/Key Person View Button

To edit the person entry, perform the following steps:

1. Select the Edit button for the person entry.
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._-f\’l,’_ L5, Department of Health & Human Services

/&= Application Submission System & Interface
= for Submission Tracking (ASSIST)

MANAGE ACCESS
WIEW STATUS HISTORY

ADD NEW COMPONENT

o + Component Infar mation

Actions @ Overall Component

Summary R&R Cover | Cover Page Cover Other Checklist
Supplement Letter Project
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Sites Research
Plan

PREVIEW CURRENT FORM

Select Component Type

= Owverall

Overall
+ Care
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Project Hole
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One item found.

Action

| Willam Shakespeare Codnvestigator w [ View ]

Figure 68: Senior/Key Person Edit Button

2. Select the Edit and Get Lock button.

(O8]

Enter the appropriate fields.

4. Select the Save and Release Lock button to save the changes (selecting Cancel and
Release Lock closes the form without saving the changes).

Removing Senior/Key Person(s)

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

- U5, Department of Health & Human Services

Application Submission System & Interface
for Submission Tracking (ASSIST)

it Infar mation

@ Overall Component
Actions
MAHAGE ACCESS
= n Summary | RER Cover | Cover Page Cover Other Checklist Sites
VIEW STATUS HISTORY 5UD|J|CITI-l‘nl Letter Pr\oicct
Information

ADD HEW COMPONENT

PREVIEW CURRENT FORM

PROFILE - Project Director/Principal Investigator @

Select Component Type
PD/P1 Hame Project Role Action

stephen Crane POVPI E3E

= Owverall

. PROFILE - Senior/Key Person(s) IEZEILEN
+ Core

One item found.

Entry & SriKey Person Praject Role i
1 William Shakespears Co-lnvestigator

Figure 69: Senior/Key Person Remove Button

A pop-up window displays confirming the deletion.

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

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

7.1.10 PHS398 Research Plan for Overall Component
For assistance with the information required on the forms, please refer to the Application Guide.

http://grants.nih.gov/grants/funding/424/SF424 RR Guide General Adobe VerB.pdf#5 5
PHS 398 Research Plan Component

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

- LLS. Department of Health & Human Services

E Application Submission System & Interface
["E for Submission Tracking (ASSIST)

. @ Overall Component
Actions
MAMAGE ACCESS
— " Summary R&R Cover | Cover Page Other Checklist Sites Srikey Research
VIEW STATUS HISTORY Supplement Project Person Plan
Information Profile
ADD MEW COMPOMENT
PREVIEW CURRENT FORM PHS 398 Research Plan
PH5398 Research Plan v1.3 @

Select Component Tyvpe

F— 1. Application Type

Figure 70: Edit and Get Lock Button on Research Plan Form for Overall Component

2. Add the appropriate Research Plan Attachments. Required fields are marked with an
asterisk (*).
3. Select the Save and Release Lock button to save the changes.

NOTE: Selecting Cancel and Release Lock, followed by the Continue button, closes the
form without saving the updates.

7.2 Other Components

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

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

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

Please refer to the FOA for details on the application and component type requirements.

Adding Components 71 March 11, 2013



ASSIST User Guide

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

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

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

To add additional component types:

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

Actions

(vevcommon )

Figure 71: Add New Component Button on the Actions Pane

The Add Component page displays.

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

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

Enter a Component Start Date or select one from the calendar tool.

Enter a Component End Date or select one from the calendar tool.

Enter a Component Project Title

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

S kW

NOTE: Selecting the Cancel button cancels the action without saving any information.
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< .5, Department of Health & Human Services w) Home Z)ContactUs i) Help Desk ) Logout

% Application Submission System & Interface 1"“:"7;:“
for Submission Tracking (ASSIST) o

Add Comporaent
| —
_ Add Component @
Actions o l
MAMAGE ACCESS
VIEW STATUS HISTORY
ADO HEW COMPONENT Project Information
Admin-Core b

Select Component Type 10/31/202

19/01/2013

= (erall C ponent Project Title The Taming of the Flu
Owerall

=+ Admin-Core

Figure 72: Add Component Page

The Component Information page displays the Component Information (as well as Application
Information) as read-only with the status of the component as Work in Progress. Tabs across the
top of the page provide access to the applicable component forms.

Tip: Check the Funding Opportunity Announcement text for component-specific instructions for
preparing additional components.

After adding the component you have the ability to access:

Update Component Forms

Manage Access

Add New Component

View Status History

Add Optional Form

Preview Current Component

Update Component Status
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7.2.2 Edit Additional Component Type Forms

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

To edit component forms:

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

2. Expand the component type to display the components.

3. Select the appropriate component.

Actions ﬂ

MAHAGE ACCESS
WIEW STATUS HISTORY
ADD HEW COMPOMENT
PREVIEW APPLICATION
VALIDATE APPLICATION
SUBMIT APPLICATION

UPDATE SUBMISSION STATUS

Select Component Tvpe

+ Cwerall

+ Admin-Core

Figure 73: Select Component Type Navigation Pane

The Component Information page displays for the selected component.
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t Type: Project
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421-Project

—
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Title The Red Badge of Courage and Other Skin
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Hame: CRAME, STEPHEM

reenization: LINNVERSITY

2012-10-23 01:35:15.000 PM EDT

Figure 74: Component Information Page

4. Select the tab for the appropriate form.

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

6. For forms with grouped sections, select the Expand All checkbox to expand all the data
fields on the form. Uncheck the box to collapse the fields.
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NOTE: Individual fields can be expanded (when applicable) by selecting the down arrow
on the right side of the field and collapsed by selecting the up arrow.

Complete the forms as necessary.

For assistance with the information required on the forms, please refer to the Application
Guide.

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

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

Select the Save and Release Lock button at the bottom of the form when ready to save the
entered information.

NOTE: Select the Cancel and Release Lock button - followed by the Continue button on
the confirmation - to back out of the form without saving any entries.

Navigate to the other forms by selecting the corresponding tabs.

. When unsaved data exists: When navigating from tab to tab without saving the data, a

warning message displays as follows:

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

Return to the form to save the data.

a. Select the Go Back button to return to the unsaved form.
b. Select the Save button at the bottom of the form.
c. Navigate to the next form again.

-OR-
Continue to next form without saving.

a. Select the Continue button to move to the selected form without saving the changes
entered onto the current form.

b. Complete the new form as appropriate.

c. Repeat steps for navigating to other forms.

7.2.3 SF424 Form Cover for Other Components

For assistance with the information required on the forms, please refer to the Application Guide.
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http://grants.nih.gov/grants/funding/424/SF424 RR Guide General Adobe VerB.pdf#4 2
Cover Component

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

1. Select the Edit and Get Lock button to enable the form for editing.

- 1.5, Department of Health & Human Sendces '.:}l Home f’ Contact Us [l'-'} Heelp Dersc :} Logout

E Application Submission System & Interface
= for Submission Tracking (ASSIST)
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— Surmmary RER Cover Jygmee Page Other Sites Srikey RER Budget | Research
PREVIEW CURRENT FORM Supplemant Project Person Plan
Information Profile

VALIDATE COMPONENT

All editable fields marked with ™' must be entered in order to Save this form. Please gather these data before beginning

Application for Federal Assistance

= R o
SF 424 (RER) v1.l

Seleet Component Tyvpe

Edit and Get Lock
+ Cwerall

+ Admin-Core

e Rt

Figure 75: Edit and Get Lock Button on RR Cover Form for Components
2. Optional: Select the Expand All checkbox to expand all editable fields.
3. Complete the required fields for each section. Required fields are marked with asterisks (*).

4. Select the Save and Release Lock button to save the entered information on the form.

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

7.2.4 Component PHS 398 Cover Page Supplement

For assistance with the information required on the forms, please refer to the Application Guide.
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Cover Page Supplement Component

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

1. Select the Edit and Get Lock button to enable the form for editing.

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

f Application Submission System & Interface
[ £ for Submission Tracking (ASSIST)

o
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MANAGE ACCESS
WIEW STATUS HISTORY
ADD HEW COMPOMENT
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+ Owerall

+ Admin-Core

= Project

Project

It is recommended that you 6l gut the RER Cover form before starting the Cover Page Supplement so that the Applicant
Organization Contact data are forwarded populated here, The follewing data are required to save this form: 2. Human
Subjects: Clinical Trial?; Applicant Organization Contact: First Name, Last Name, Title, Phone Number, Does the

proposed project imvolve human embryonic stem cells?

REE Cover [l Other Sites Srikey
Supplomant Project Person

Information

Summary

Profile

Research
Plan

RE&R Budget

PHS 398 Cover Page Supplement

PH5398 CoverPageSupplement v1.4 e

' Edit and Get Lock '

Figure 76: Edit and Get Lock Button on Cover Page Supplement for Components

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

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

3. Select the Save and Release Lock button to save the entered information on the form.

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

Adding Components

78

March 11, 2013



ASSIST User Guide

7.2.5 Component Research & Related Other Project Information
For assistance with the information required on the forms, please refer to the Application Guide.

http://grants.nih.gov/grants/funding/424/SF424 RR Guide General Adobe VerB.pdf#4 4
Other Project Information Component

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

1. Select the Edit and Get Lock button to enable the form for editing.

di- .S, Department of Health & Human Services =) Home 2 Contact Us @ Help Cesk 2 Logout

E Application Submission System & Interface Userisinat
% for Submission Tracking (ASSIST) g

» Comporent Information
j—
: Project
.\c'!]o|::~a :l
All editable fizlds marked with " must be entered in arder to Save this form. Please gather these data before beginning
MAMAGE ACCESS N ,"_'1-.'_ )
VIEW STATUS HISTORY
ADD HEW COMPONENT
Summary | R&R Cover || Cover Page Other Sites SrfKey | RER Budget  Ressarch
PREVIEW CURRENT FORM Supplement Project Person Plan
Information Profile

VALIDATE COMPONENT

Research & Related Other Project Information

R&R OtherProjectinfo v1.3 ﬂ
Select Component Type v
Edit and Get Lock
+ Overall
+ Admin-Core
Hu s Irvaly o o

Figure 77: Edit and Get Lock Button on Other Project Information Form for Components

2. Complete the required fields for each section. Required fields are marked with asterisks (*).
3. Select the Save and Release Lock button to save the entered information on the form.

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

7.2.6 Component Project/Performance Sites Locations

For assistance with the information required on the forms, please refer to the Application Guide.
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Project Performance Site Locations

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

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

_".i’_ LS, Department of Mealth & Human Services '-j':l Home -:}ltontari s ﬂ Help Desk "} Logouk
o |

poca farmation » Component Infarmation

Actions o Project

MANAGE ACCESS

WIEW STATUS HISTORY
Summary | RER Cover | Cover Page Other Srfkey || RER Budget| Research
ADD HEW COMPOMENT Supplement Project Person Plan

Information Profile

PREVIEW CURRENT FORM

VALIDATE COMPOMENT

Primary Performance Site 7]

Select Component Type Organization Mame DUNS Address Action

+ Overall

+ Admin-Core Project/Performance Site Location(s)

‘ = Project Mo items found
£21-Project Entry #  Organization Hame DUMS Addresz Acton

Hothing found to display.

Figure 78: Primary Performance Site Edit Button (Components)
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The Project Performance Site Primary Location section opens for editing.

._'{(. LS. Departmient of Health & Human Senvices

=) Home S)ContactUs ) Help Desk ) Logout

A= Application Submission System & Interface
% for Submission Tracking (ASSIST)

Actions @ Pl'Clj ect

MAMAGE ACCESS All editable fields marked with ™

your data entry

must be entered in order to Save this form

Please gather these data before beginning

VIEW STATUS HISTORY

ADD HEW COMPOHENT
' Summary | RER Cover | Cover Page Other Sites Srifey || RER Budget  Ressarch
PREVIEW CURRENT FORM Supplement Project Person Plan
Information Profile
VALIDATE COMPOMENT

Fropect/Performances Site Locations Summany

Select Component Type Project/Performance Site Location(s)
PerformanceSite L
+ Oworall

=+ Admin-Core Edit and Get Lock

— Praject
421-Project 1 ' am submitting an application as an indhidual, and not on behalf of a company, state, local or tribal government,

academia, or other type of organization

Project Performance Site Primary Location

- Selack State --- i

UHITED STATES

Save and release Lock Cancel and release Lock

Figure 79: Project Performance Site Primary Location Fields (Components)

2. Complete the required fields and any other appropriate information. Required fields are
marked with asterisks (*).
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3. Select the Save and Release Lock button to save the entered information on the form.

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

7.2.6.2 Project/Performance Site Location(s)

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

_‘.Il’. LLS. Department of Health & Human Services -] Hpme —‘3 ContactUs @) Hedp Dersk .) Logout

Application Submission System & Interface
for Submission Tracking (ASS

» Cornporsent Information

Q Project

Actions
MANAGE ACCESS

VIEW STATUS HISTORY

Summary | RE&R Cover || Cover Page Other Sites Srikey | RER Budget| Research
ADD HEW COMPOMENT Supplement Project Person Plan
Information Profile

PREVIEW CURRENT FORM

WALIDATE COMPOMENT

Primary Performance Site @

Select Component Type Organization Mame DUNS Address Acton

[ cait ] View

+ Overall

+ Admin-Core Project/Performance Site Location(s)

— Project Mo items found
£21-Project Entry #  Organization Name DUMS Address Action

Hothing found to display,

Figure 80: Project/Performance Site Location(s) Add Site Button (Components)

The Project Performance Site Location section opens for editing.
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:\{_ U5, Department of Health & Human Services

w) Home S)Contact Us i) Help Desk ) Logout

/&= Application Submission System & Interface
% for Submission Tracking (ASSIST)

ticn » Coemporsent Information

Actions @

MANAGE ACCESS

elds marked with '™ must be entered in order to Save this form. Please gather these data before beginning

VIEW STATUS HISTORY

ADD NEW COMPONENT
; Summary | RE&R Cover || Cover Page Other Sites SriKey | RER Budget| Ressarch
PREVIEW CURRENT FORM Supplement Project Person Plan
Information Profile
VALIDATE COMPOHENT

Froject FPerformance Site Locations Summary

Select Component Type Project/Performance Site Location(s)

PerformanceSite @
+ Cwverall

+ Admin-Cors dit and Get Lock

1 — Project

421-Project [0 1 am submitting an application as an individual, and not on behalf of a company, state, local or tribal government,
academia, or other type of organization

Project Performance Site Location 1

L= Select State --- O

UHITED STATES

Save and rel=ase Lock Cancel and release Lock

Figure 81: Project Performance Site Location Fields (Components)

2. Enter the required fields and any other appropriate information.
3. Select the Save and Release Lock button to save the entered information on the form.
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: U5, Deparsment of Health & Human Services ":} Home ; Contact Us F} Help Desk ‘) Logout

E Application Submission System & Interface Userigie 20 -1
L o . 5 N rom: UNNWERS
£ for Submission Tracking (ASSIST)

» Component Information

| —
. Project
Actions ° ]
MAMAGE ACCESS
VIEW STATLS HISTORY .
Summary RER Cover | Cover Page Other Sites Srikey RER Budget Research
ADD HEW COMPOHENT Supplement Project Person Plan
Infarmation Profile
PREVIEW CURREMT FORM
VALIDATE COMPONENT
Primary Performance Site @
Select Component Type Organization Mame DUHS Address Ac tion
52 Memory Lane
+ | Derrille, HJ 000007834 m m
Overal LUHITED STATES
+ Admin-Core
Project/Performance Site Location(s)
— Praject
One item found.
421-Project Entry & Organization Name DILIME Address Action
' EET TN | oo | o]

UNITED STATES

Figure 82: Project/Performance Site Locations Summary (Components)

7.2.7 Senior/Key Person Profile for Other Components
For assistance with the information required on the forms, please refer to the Application Guide.

http://grants.nih.gov/grants/funding/424/SF424 RR Guide General Adobe VerB.pdf#4 5
Senior Key Person Profile Expanded

For guidance on completing the form in the ASSIST system, refer to the steps below.
7.2.7.1 Profile - Project Lead

When available, the PROFILE - Project Lead information is carried over from the details entered
while adding the component. Depending on the privileges assigned, this information can be edited
and/or viewed.

To view the information, select the View button in the Action column for the Project Lead entry in
the PROFILE-Project Lead section of the page.
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_'\( LLS, Department of Health & Human Services -.} HOimee -j‘lioﬂh\ﬂ s ﬂ Help Desk ‘) Logout

Application Submission System & Interface
for Submission Tracking (ASSIST)

» Component Information

[} Project

Actions
MANAGE ACCESS

VIEW STATUS HISTORY

Summary RER Cover | Cover Page Other Sites Research
ADD HEW COMPONENT Supplement Project Plan
Information
PREVIEW CURRENT FORM
VALIDATE COMPOMRENT
PROFILE - Project Lead @
Select Component Type Praject Lead Hame Project Rale Acton

+ Overall

Figure 83: Project Lead View Button

To edit the information, perform the following steps:

1. Select the Edit button in the Action column for the Project Lead entry.

_.\( LLS, Department of Health & Human Services -.} Hgimee Zt':ontan s ﬂ Help Desk :) Logout

. Application Submission System & Interface
- % for Submission Tracking (ASSIST)

[} Project

Actions
MANAGE ACCESS

VIEW STATUS HISTORY

Summary | RER Cover || Cover Page Other Sites 3'_".”:'“' RER Budget| Research
ADD NEW COMPONENT Supplement|  Project R Plan
Information Profile
PREVIEW CURREMT FORM
VALIDATE COMPOMENT
PROFILE - Project Lead @
Select Component Type Praject Lead Hame Project Role Acon

Ce= ]

=+ Owvarall
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Figure 84: Project Lead Edit Button

The Research and Related Senior/Key Person Profile (Expanded) section displays for
the Project Lead.

2. Select the Edit and Get Lock button on the Research & Related Senior/Key Person Profile
(Expanded) section.

Update the appropriate fields.

4. Select the Save and Release Lock button to save the information.

[98)

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

7.2.7.2 Profile - Senior/Key Person(s)

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

Adding Senior/Key Person
To add a Senior/Key Person:

1. Select the Add Sr/Key button from the PROFILE - Senior/Key Person(s) section of the
page.
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_'\(_ L5, Department of Health & Human Services =) mome 2 contact Us ) Help Desk D Logout

pics farmation » Component Information

(9} Project

Actions

MANAGE ACCESS

VIEW STATUS HISTORY _
Summary | R&R Cover | Cover Page Other Sites lﬁ il RER Budget| Research

ADD HEW COMPOMENT Supplement||  Project - Plan
Information

Profile

PREVIEW CURRENT FORM

VALIDATE COMPONENT

PROFILE - Project Lead @

Select Component Type Praject Lead Hame Project Raole Acton

Edit J View ]

+ Overall

+ Admin-Cors PROFILE - Senior/Key Person(s)

— Praject MNo ibems found
421-Project Entry # Sr/Key Person Project Role Action

lothing found to display.

Figure 85: Add Sr/Key Button

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

2. From the Research & Related Senior/Key Person Profile (Expanded) page, select the Edit
and Get Lock button.
3. Enter the person information using one of the following methods:
a. Select a name from the Add Sr/Key from other component drop-down list to
choose a person from another component.
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Summary | RER Cover | Cover Page Other Sites g‘r":""!" RER Budget | Research
Supplement Project IJ,E_r.‘."‘;"'I Plan
Information rofile

S/ Key Person Summary

Research & Related Senior/Key Person Profile (Expanded)

R&R Key Person Expanded v1.2

PROFILE - Senior/Key Person 1

Populate fields from Credentials

Figure 86: Populate Fields from Credentials Button for Senior/Key Person (Components)

-OR-
b. Enter the Commons ID of a person into the Credential field and select the Populate
fields from Credentials button to populate the information based on the Commons

ID.
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bt RER Budget| Research

Summary = RER Cover | Cover Page Other Sites P
Supplement Project F,""'[‘."" Plamn
Information roflle

Research & Related Senior/Key Person Profile (Expanded)

i = Parcan Fymandad
ML Y EARANUIE Y

I =i

PROFILE - Senior/Key Person 1

Lal Add

Choose a Person

GI_’. HAKESPEARE Populate fields from Creden

Selec it Prefix

Figure 87: Populate Fields from Credentials Button for Senior/Key Person (Components)

-OR-
c. Manually enter the first name, last name, address, and phone number information for

the person.
4. Select a role for the person from the Project Role drop-down list.
Complete any of the relevant optional fields.
6. Select the Save and Release Lock button.

e

The entered person displays on the Sr/Key Person Summary.
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&
._'*f_ LLS, Department of Health & Human Senvices

A= Application Submission System & Interface
% for Submission Tracking (ASSIST)

ety ¥ Application Information » Component Infarmation

Project
Actions o d
MANAGE ACCESS
WIEW STATUS HISTORY
Summary | RE8R Cover | Cover Page Other Sites RER Budget  Research
ADD NEW COMPOMNENT Supplement|  Project Plan
Information
PREVIEW CURREMT FORM
VALIDATE COMPONENT
PROFILE - Project Lead @
Select Component Type Project Lead Hame Profect Role Action
Harper Las Project Lead m
+ Overall
+ Admin-Core PROFILE - Senior/Key Person(s)

= Project One item found
; Entry # S| Persan Project Role Acton
421-Project try Key Per i
1 Wiliam Shakespears Consultant m m

Figure 88: Sr/Key Person Summary for Components

Viewing & Editing Senior/Key Person(s)

Select the View button to view the details of the person entry.
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& .
._'*f_ LLS, Department of Health & Human Senvices

A= Application Submission System & Interface
% for Submission Tracking (ASSIST)

or Applications ¥ Application Search Resmits » Application Infarmation » Component Infonmation
Project
Actions o d
MANHAGE ACCESS
WIEW STATUS HISTORY
Summary | R&R Cover || Cover Page Other Sites Research
ADD NEW COMPONENT Supplement Project Plan
Information
PREVIEW CURRENT FORM
VALIDATE COMPONENT
PROFILE - Project Lead @
Select Component Type Project Lead Hame Project Role Ac Hon
Harper Las Project Lead
+ Overall
+ Admin-Core PROFILE - Senior/Key Person(s)
= Project One item found
a21-Project Entry & LriKey Person Project Role Acton
1 Willism Shakespears Consultant m

Figure 89: Senior/Key Person View Button (Components)

To edit the person entry, perform the following steps:
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_.‘f_ LS, Department of Health & Human Services =) Home 2 contact Us ) Help Desk 13 Logout

/&= Application Submission System & Interface
% for Submission Tracking (ASSIST)

ation * Component Infarmation

[} Project

Actions

MANAGE ACCESS

VIEW STATUS HISTORY

Summary | RER Cover | Cover Page Other Sites ;"H"V RER Budget Research
ADD HEW COMPOMENT Supplement||  Project . Plan
Information Profile
PREVIEW CURRENT FORM
VALIDATE COMPONENT
PROFILE - Project Lead @
Select Component Type Project Lead Hame Project Role Ac Hon
Harper Las Project Lead Edit m
+ Overall
+ Admin-Core PROFILE - Senior/Key Person(s)
= Project One item fownd
a21-Project Entry & LriKey Person Project Role Acton
1 Wiliam Shakespears Consultant Vigw

Figure 90: Senior/Key Person Edit Button (Components)

Select the Edit button for the person entry.

Select the Edit and Get Lock button.

Enter the appropriate fields.

Select the Save and Release Lock button to save the changes (selecting Cancel and
Release Lock closes the form without saving the changes).

bl S

Removing Senior/Key Person(s)

To remove a senior/key person:
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- LS. Department of Health & Human Services =) vome Dcontact Us D Help Desk 1) Logout

E Application Submission System & Interface Useriatifo. 0L
' " c = = rom: UNNVERS
£ for Submission Tracking (ASSIST)

» Component Infarmation

[} Project

Actions

MANAGE ACCESS

WIEW STATUS HISTORY

Summary | RE8R Cover | Cover Page Other Sites ;'".Hw RER Budget|| Research
ADD MEW COMPOMNENT Supplement|  Project ‘-‘_rr‘.*“" Plan
Information Profile
PREVIEW CURREMT FORM
VALIDATE COMPOMENT
PROFILE - Project Lead @
Select Component Type Project Lead Hame Project Role Ac Hon
Hsrper Lae Project Lead Edit | View |
+ Overall
+ Admin-Core PROFILE - Senior/Key Person(s) | idd Sr/Key |
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= Project D item foumd
D1-Project Entry & LriKey Person Project Role Acton
1 = m@

Figure 91: Senior/Key Person Remove Button (Components)

1. Select the Remove button for the person entry.
A pop-up window displays confirming the deletion.

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

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

7.2.8 Research & Related Budget for Other Components

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

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

For assistance with the information required on the forms, please refer to the Application Guide.
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Budget Component

For guidance on completing the form in the ASSIST system, refer to the steps below.
7.2.8.1 Adding Budget Period 1

To add budget information for Period 1:

1. Select the Edit and Get Lock button to enable the form for editing.

- U5 Department of Health & Human Services -D Home -‘-._' Contack Us FJ Help Deskc :‘J Logout

E Application Submission System & Interface Usernama: :
% for Submission Tracking (ASSIST)

from: LINMY

Actions a Pl'l:l'_]ect

MAMAGE ACCESS

VIEW STATUS HISTORY

Summary RER Cover | Cover Page Oither Sites Srikey RER Budget [
ADD HEW COMPONENT Supplemeant Project ErLOn Pan
Infarmation Prafile
PREVIEW CURRENT FORM

VALIDATE COMPONENT

Research and Related Budget - Period 1
Select Component Type R&R Budget v1.1

+ Cwverall
+ Admin-Core D Expand All

+ Component-X

The Organizational DUNS and Enter Hame of Organization on the Project Budget are populated from the Applicant

Figure 92: Edit and Get Lock Button for R&R Budget

2. Optional: Select the Expand All checkbox to expand all editable fields.
3. Complete the budget information as appropriate. Required fields are marked with an asterisk
(*).

4. Select the Save and Release Lock button to save the entered information.

NOTE: Selecting Cancel and Release Lock, followed by the Continue button, closes the
form without saving any entered information.
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7.2.8.2 Adding Another Budget Period

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

To add an additional budget period:

1. Select the Add Period button.

'E Application Submission System & Interface
£ for Submission Tracking (ASSIST)

» Component Information

@ Project

Actions

MAMAGE ACCESS

VIEW STATUS HISTORY 0 Budgst Pericd saved

ADD HEW COMPOHENT Summary RER Cover | Cover Page Other Sites Srikey RER Budget

Research
Supplement Project Person Plan
PREVIEW CLURRENT FORM Information Profile
VALIDATE COMPONENT Period 1 _,_u.m_“w@
| - Peri
Select Component Type Research and Re a:;d Budget - Period 1
RE&R Budget v1.1
o | Edit and Get Lock |
+ Admin-Core
Expand A

+ Component-X

Figure 93: Add Period Button

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

Select the Edit and Get Lock button to enable the fields.

Optional: Select the Expand All checkbox to open all editable fields.
Enter and/or edit the budget information for the specific period.

Select the Save and Release Lock button to save the entered information.

kBN

7.2.8.3 Editing and Viewing an Entered Budget

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

* Component. edior mation

Project

0 Budget Period saved

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

Research and Related Budget - Period 2

RE&R Budget v1.1 o

Edit and Get Lock

Figure 94: Period Link for Accessing Added Budget Periods

2. Select the Edit and Get Lock button to edit the information.
Optional: Select the Expand All checkbox to open all editable fields.

4. Update the budget information as necessary and select the Save and Release Lock button to
save the edits.

[98)

7.2.8.4 Deleting a Budget Period

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

Component. edfior mation

Project

0 Budget Period saved

Summary RE&R Cover | Cover Papge Other Sites Srikey RER Budget Research
Supplement Project Person Plan
Information Profile
Period 1 Period 2 T LU Add Period

Research and Related Budget - Period 2

R&R Budget v1.1 o0

Edit and Get Lock

Figure 95: Accessing Added Budget Periods

2. Select the Edit and Get Lock button to enable editing.

3. Click the Remove Budget Period button.

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

Figure 96: Remove Budget Period Button
A confirmation window displays.

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

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

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

7.2.8.5 Viewing Cumulative Budget

To view the cumulative budget of multiple budget periods, select the Cumulative link.
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¥ Cosmiponent. bnfor mation

Project

0 Budget Period saved
Summary R&R Cover | Cover Page Other Sites SriKey RER Budget Research
Supplement Project Person Plan
Information Profile

Research and Related Budget - Period 2

RER Budoet v1.1 2.

Edit and Get Lock

Figure 97: Cumulative Link for Multiple Budget Periods

The Research and Related Budget - Cumulative Budget displays as read-only.
7.2.9 R&R Subaward Budget for Other Components
For assistance with the information required on the forms, please refer to the Application Guide.

http://grants.nih.gov/grants/funding/424/SF424 RR Guide General Adobe VerB.pdf#4 8
Special Instructions for Preparing

For guidance on completing the form in the ASSIST system, refer to the steps below.
7.2.9.1 Adding a Subaward

To add a subaward:
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1. Select the Add New Subaward button.

._{j’. U5, Department of Health & Human Services

=— Application Submission System & Interface
£ for Submission Tracking (ASSIST)

¥ Saarck for As st » Application Search Raults » A3 it farmation ¥ Comparant Infarmation
| —
@ Project
Arons
MAMAGE ACCESS
VIEW STATUS HISTORY
Summary || RER Cover | Cover Page Other Sites Srikey | RER Budget Hr"_t Ressarch
ADD HEW COMBONENT Supplement||  Project Person Tl Plan
Infarmation Prefile udget
PREVIEW CURRENT FORM
VALIDATE COMPONENT Complete the subawardee budget(s) in accordance with the R&R Budget instructions.
{ Add Hew Subaward | Remove All Subawards
Select Component Type
+ Overall Subsward Organization Acton
Mothing found to display
+ Admin-Core
+ Component-X

— Praject
421-Praject

Figure 98: Add New Subaward Button on R&R Subaward Budget Form

The Research and Related Budget - Period I for Subaward <X> page displays.
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Figure 99: Subaward Budget Fields

2. Select the Edit and Get Lock button to enable the form for editing.

3. Optional: Select the Expand All checkbox to expand all editable fields.
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4. Complete the budget information as appropriate. Required fields are marked with an asterisk
(*).

5. Select the Save and Release Lock button to save the entered information.

NOTE: Selecting Cancel and Release Lock, followed by the Continue button, closes the
form without saving any entered information.

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

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

:;, 1.5, Department of Health & Human Services

/&= Application Submission System & Interface
“% for Submission Tracking (ASSIST)

* Componett bfior mation

P—
@ Project
Actions
MAHAGE ACCESS
VIEW STATUS HISTORY
Summary | RBR Cover | Cover Page|| Other Sites Sr/Key || RER Budget RER Research
ADO REW COMPONENT Supplement|[  Project Person Tz Plan
Information Profile Budget
PREVIEW CLURREMT FORM
VALIDATE COMPOMENT Complete the subawardee budget(s) in accordance with the R&R Budget instructions.
— Add Hew Subaward | Remove All Subawards

Select Component Type

Subaward Organization Ac tion
+ Owerall
Subaward1 University m m m
+ Admin-Core Subaward? MyOrganization m m m

+ Component-X

— Praject
£21-Project

Figure 100: Subaward Summary Table

Adding Another Budget Period to a Subaward

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

r Cormponett Informarion

Project

-ﬂ Subaward Budget Period saved

Summany LT Ry Cover Page Other Sites Srikey RER Budget RER Research
Supplement Project Person Subaward Plan
Information Profile Budget
Subaward 1

Research and Related Budget - Period 1
R&R Budget v1.1 @

Edit and Get Lock

[] Expand A

Figure 101: Add Period Button on R&R Subaward

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

Adding Components 102 March 11, 2013



ASSIST User Guide

Project
Summary R&R Cover | Cover Page Other Sites Seikey R&R Budget g l?rﬂR d Research
Supplement|  Project Person ) Plan
Infarmation Prafile Budget

Pericd 1 _' Mt ELT Add Pericd

Research and Related Budset

iR Budget v1.1 o

LS

Figure 102: Subaward Form for Additional Budget Period

2. Select the Edit and Get Lock button to enable the fields.
3. Enter the budget information for the specific period.
4. Select the Save and Release Lock button to save the entered information.

Editing and Viewing an Entered Budget for a Subaward

To view and/or edit the subaward budget period:

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

Summary R&R Cover | Cover Page Other Sites Srikey RER Budpet R&R Research
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Supplement Project Person B Flan

Information Profile
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Subawviard
SUbawarg

Research and Related Budget - Period 1

Figure 103: Subaward Period Link

2. View the information.
3. Select the Edit and Get Lock button to edit the information.
4. Select the Save and Release Lock button to save the edits.

Viewing Cumulative Budget for a Subaward

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

» Component Infior mation

Project
Summary RER Cover | Cover Page Other Sites Srilkey RER Budget Sk d Research
Supplement Project Persan E . Plan
Information Profile udget

Pericd 1 Periodl [Period3 m.ﬁdd Periad

Figure 104: Cumulative Link for Subawards with Multiple Budget Periods

The Research and Related Budget - Cumulative Budget displays as read-only.
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7.2.9.2 Removing Subawards

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

method.
Removing an Individual Subaward

To remove an individual subaward:

1. Select the Remove button from the Action column for the particular subaward being
removed.
» Commponart Information
Project
: - RER
5 RER € Caver P Othe it Seii RER Budget Research
ey | RR Comer(Comr o e || || e || A
Information Profile - -
Complete the subawardee budeet(s) in accordance with the R&R Budget instructions.
Subaward Organization Action
Figure 105: Remove Button for Removing Individual Subawards
A confirmation window displays.
2. Select the Continue button to complete the removal.
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RE&R
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y, Ccait | Remove ] view |
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Figure 106: Individual Subaward Removal Confirmation

Removing All Subawards

To remove all subawards at one time:

1. Select the Remove all Subawards button from the R&R Subaward Budget tab main

page.
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Figure 107: Remove All Subawards Button

A confirmation window displays.

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

cancels the action.)
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» Component. bnfor marion
Project
Summary R&R Cover || Cover Page Other Sites wrikey RER Budget Suti':vﬂu'd Research
Supplement Project Person B t Plan
Information Profile =
he RER Budget instructions.
Action

Figure 108: Remove All Subawards Confirmation

7.2.10 PHS398 Research Plan for Other Components
For assistance with the information required on the forms, please refer to the Application Guide.

http://grants.nih.gov/grants/funding/424/SF424 RR Guide General Adobe VerB.pdf#5 5
PHS 398 Research Plan Component

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

- .5 Department of Health & Human Services

=) Home =) Contact Us ) Help Desk ) Logout

, Application Submission System & Interface Useriipsstp ot
S F = - rom: UNNERSITY
£ for Submission Tracking (ASSIST)

L AN |y - A

» Compoanent Information

) Project

Actions
MANAGE ACCESS

VIEW STATUS HISTORY

ADD MEW COMPONENT

Summary | R&R Cover || Cover Page Other Sites Srikey RER Budget
Supplement Project Person
Information Profile
PREVIEW CURRENT FORM

VALIDATE COMPONENT PHS 398 Research Plan
PHS398 Research Plan v1.3 @
Select Component Type ( )
+ Cwverall

=+ Admin-Core

1. Application Type

Figure 109: Edit and Get Lock Button on Research Plan Form for Components

2. Add the appropriate Research Plan Attachments. Required fields are marked with an
asterisk (*).
3. Select the Save and Release Lock button to save the changes.

NOTE: Selecting Cancel and Release Lock, followed by the Continue button, closes the
form without saving the updates.

7.3 Add Optional Forms to a Component

To add optional forms:

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

2. Select a component type to display the Component Information.

The Component Information page opens for the component.
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3. Select the Add Optional Form button from the Actions navigation panel.
A pop-up window opens for selecting the form to be added.
4. Choose a form from the drop-down list.

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

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

6. Select the tab of the corresponding form to enter information on the form.
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8 Preview the Application

With the appropriate privilege(s), ASSIST users may view and print entire applications or
individual components of an application.

8.1

1.

Preview the Entire Application

From the Application Information page, select the Preview Application button from the
Action section.

NOTE: If the agency-generated image is available for viewing, ASSIST displays a choice of
which image to view. Select either the ASSIST generated image or the Agency generated one.

A PDF version of the entire application is generated within a new browser window.

2.

8.2

Optional: Select the print option to print the PDF or the save option to save the PDF locally.
Although the PDF can be saved locally, ASSIST does not retain a copy of the actual image.

When previewing an entire application, ASSIST includes all components except those in
Abandoned status. For each component, the PDF includes all forms even when the required
data on the forms have not been entered.

. Close the window displaying the PDF.

Previewing a Component

. From the Component Information page, select the Preview Current Component button

from the Action section.

A PDF version of the component is generated within a new browser window, showing the
component forms and attachments.

NOTE: Application and component summaries and tables of contents are generated only
when previewing the entire application, not for individual components.

Optional: Select the print option to print the PDF or the save option to save the PDF locally.

. Close the window displaying the PDF.
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9 Validating the Application

Before an application can be submitted, it must pass various system and business validations at
both the overall application and individual component levels. Validation checks are triggered
automatically whenever the status of the application or component is updated by an ASSIST user;
however, validation checks can also be run manually if chosen. ASSIST users can choose to
validate the entire application or individual components as desired. To validate the entire
application, a user must have the Entire Application Editor - All (both Budget and Non-Budget)
Access level. To validate a component, a user must have the Editor - All (both Budget and Non-
Budget) Access level for that component. Refer to the section of this document titled Manage
Access on Page 3

9.1 Validate the Entire Application
To perform validations on the entire application:

1. Navigate to the Application Information page.
2. Select the Validate Application button under Actions.

LR A

UPDATE SUBMISSION STATLS

Figure 110: Validate Application Button on Actions Pane

The system begins validating the application. If there are errors or warnings, they are listed on the
Application Errors and Warnings Results page. Errors must be corrected before the application can
be submitted.

With no errors or warnings, a message displays as follows: No errors or warnings were found.

NOTE: ASSIST does not perform validations on components in Abandoned status.

Refer to the section of this document titled Application Errors and Warnings Results on Page 114
for information on displayed errors and warnings.
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9.2 Validate an Individual Component
To perform validations on an individual component:

1. Navigate to the appropriate component by expanding it and selecting it from the Select
Component Type section of the left-side navigation panel.
2. Select the Validate Component button under Actions.

MANAGE ACCE
VIEW STATUS HISTORY
ADD HEW COMPOMENT

PREVIEW CURRENT FORM

C /ALIDATE COMPONENT )

I

Figure 111: Validate Component Button on Actions Pane

The system begins to validate the Component. If there are errors or warnings, they are listed on the
Application Errors and Warnings Results page.

ASSIST cannot perform all validation checks on the application if required components or required
forms are missing. When this occurs, error messages to this effect display on the Application
Errors and Warnings Results page.

Helpful Hint: Take a screenshot of the errors and warnings and save it locally so you can refer to it
while making corrections to the application.

If no errors exist and no warnings are necessary, a message displays as follows: No errors or
warnings were found.
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10 Application Errors and Warnings Results

When an application or component fails validation, any errors and warnings are listed on the
Application Errors and Warnings Results page. At the top portion of the page, ASSIST displays
the application or component against which the validation was run.

The bottom portion of the page displays the errors or warnings found during validation. While
warnings should be reviewed, errors must be addressed in order for an application to be submitted.
The information in this table includes:

e Component ID & Title

Lists the component (Overall or other) for which the error or warning exists
o Form Name

Lists the form containing the field prompting the error or warning
e Error Message

Explains the issue causing the error or warning
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Figure 112: Application Errors and Warnings Results Page

The information in the sections for errors and warnings is sortable by selecting the up/down arrows
next to the table headings. Selecting the arrows sorts the information in numeric or alphabetic order
based on the column heading selected.
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11 Verify Senior/Key Personnel

ASSIST allows a biosketch to be uploaded for each senior/key person entry on a complex
application. Only one biosketch may be submitted per senior/key person in the final application,
even if that person is on multiple components within the application.

Upon updating a component to Final status, ASSIST checks to see whether a biosketch for a
senior/key person exists on another component marked as Final. If a user has added two or more
biosketches for the same Senior/Key Person, ASSIST requests that one of them be selected as the
biosketch to include with the application.

ASSIST considers senior/key person entries to be the same person if the Senior/Key Person Profile
or PD/PI Profile Credentials match. If senior/key person entries exist where credentials are not
provided for both entries, then ASSIST considers senior/key persons to be a potential match if the
First Name, Last Name, and Organization Name match.

When ASSIST finds that a bio-sketch for a senior/key person on the current component being set
to Final potentially matches another senior/key person with a bio-sketch on an existing Final
component, the Select Senior/Key Person page displays prompting you to indicate whether these
are the same person before prompting you to choose which biosketch to use.

i U5, Department of Health & Human Services =) Home =) Contact Us ) Help Desk =) Logout

E Application Submission System & Interface

% for Submission Tracking (ASSIST)

» Select Senicr MKy Parson

\ctions @ Select Senior/Key Person
ACTIONS -

MANAGE ACCESS

VIEW STATUS HISTORY

ADD HEW COMPONENT

The grantor agency allows or rikey Person to be submitted with this appBcation

b entisl matche r/Key persons on
i ed as Fir lea F herve been identified correctly.
Select Component Type
+ Overall Senbor/Key Person on 293-Core: A Study Senlor/Esy Person on other component Check if they
in Scarlet Fever already marked Final are the same
Arthur Conan Doyle 949-Core: Pride & Prejudice and the Human O

Psyche

Identification Completed Cancel Status €
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Figure 113: Select Senior/Key Person Page Displays for Potential Match

Conversely, if ASSIST determines that the persons are a definite match, based on the same entered
credentials, the system does not require you to indicate if the persons are the same, and
automatically displays the Select Biosketch page instead.

'\'.I:' U5, Department of Health & Human Services

E Application Submission System & Interface
% for Submission Tracking (ASSIST)

) Select Biosketch

» Gelect Biogkatel

Actions
MAMAGE ACCESS

VIEW STATUS HISTORY

ADD HEW COMPOMENT
ketch o include in the submission. Click on the hyperlink of the

for that component. You must select & bigskatch for sach

person before you
Select Component Type

+ Overall Biosketch uploaded from another
Senior/Key Person Eiosketch uploaded for this component component

Arthur Conan Dayle C}, 299-Core: A Study in Scarlet Fever D 949-Core: Pride & Prejudice and
the Human Psyche

Submit Biosketches [ Cancel Status Chy

Figure 114: Select Biosketch Page Displays for Definite Match

The steps for completing both pages are detailed in the sections that follow.

11.1 ASSIST Identifies Potentially Matched Persons

When ASSIST identifies two key persons as a potential match, the Select Senior/Key Person page
displays. The page includes a table displaying the senior/key person of the current component
(being marked as Final) next to the component previously marked as Final containing the
potentially same senior/key person.
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Actions :
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Select Component Type
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are the same

Identification Completed Cancel Status Change

Figure 115: Select Senior/Key Person Page

1. If the listed senior/key persons are different, leave the Check if they are the same checkbox
unchecked.

The grantor agency allows only one blosketch per Senior/Key Person to be submitted with this appBcation
The following Semior/Key Perseons have been identified as potential matches to Senior/Key persons on

another component already marked as Final. Please check if they have been identified correctly,

Senior/Key Person on 293-Core: A Study

Senior/Key Person on other componant Check if they
in Scarlet Fever already marked Final arg M
Arthur Conan Doyl 949-Core: Pride & Prejudice and the Human
Psyche

Identification Completed Cancel Status Change

Figure 116: Senior/Key Person are Not the Same
-OR-

If the listed senior/key persons are the same person, click the Check if they are the same
checkbox to place a checkmark in the box.
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The grantor agency allows only one biosketch per Senior/Key Person to be submitted with this application.
The following Senbor/Key Parsons have baen identified as potential matches to Senjor/Key pearsons on
angther component already marked as Final. Please check if they have been identified comrectly.

Senior/Key Person on 799-Core: A Study Senior/Key Person on other component Check if they
in Scarlat Fever already marked Final are the same

drthuor Conan Doyl 949-Core: Pride & Prejudice and the Human
Pryche

Identiflication Complebed Cancel Status Change

Figure 117: Senior/Key Persons are Same Person

NOTE: To cancel the action without completing the identification, click the Cancel Status
Change button and the Continue button on the subsequent confirmation pop-up message.
Selecting the cancel option results in the biosketch selections not being saved and the
component not being updated to Final.

2. Select the Identification Completed button.

L. U.S. Department of Health & Human Services =) Contact Us D Help Desk = Logout

Application Submission System & Interface Uscrrigmes
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The following Senior/Key Persons have been identified as potential matches to Senior/Key persons on

snother component already marked as Final. Please check if they hove been identified correactly.
Select Component Type
+ Overall Senbor/Key Parzon on 295-Core: A Study Senbor/Key Parton an other component Chack if they
in Scarlet Fever already marked Final arg the same
Arthur Conan Dovle 949-Core: Pride & Projudice and the Human
Payche

C Identification Completed Zancel Status Change
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Figure 118: Identification Completed Button

The Select Biosketch page displays.
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person before you can submit your selections.
Select Component Type
+ Overall Biosketch uploaded from another
Senior/Key Person Eiosketch uploaded for this component component

C:, $99-Core: A Study in Scarlet Fever D 949-Core: Pride & Prejudice and
the Human Psyche

Arthur Conan Doyl

Submit Biosketches Cancel s-h

Figure 119: Select Biosketch Page Displays

3. Continue with the steps detailed below to complete the Select Biosketch page.

11.2 ASSIST Determines that Persons are a Match

ASSIST displays the Select Biosketch page after you indicate that potentially matching senior/key
persons are the same person (on the Select Senior/Key Person page) -OR- when

ASSIST determines that two senior/key persons have the same credentials and are therefore a
match. This page lists the senior/key person and the titles of the components containing biosketches
for that person. The biosketches are viewable by clicking the component title, which is displayed

as a link.
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Select Component Type
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Figure 120: Select Biosketch for Senior/Key Person

1. Optional: Select the component title link listed under Biosketch uploaded for this
component column to view the biosketch for the current component being updated as Final
or the component title link listed under Biosketch uploaded from another component
column to view the biosketch for the component previously set to Final status.

For each person, please identify which biesketch to include in the submission. Click on the hyperiink of the
component identhier/title to wiew the biosketch for that component. You must select a biosketch for sach

person before you can submit your salectons.

Biosketch uploaded from another
Senior/Key Person Biosketch wploaded for this component component

Arthur Conan Dayls 0O 99-Core: A Study in Scarlet F HED ¥49-Core: Pride & Prejudice ﬂrb

the Human Psyche

Figure 121: Component Titles Display as Hyperlinks

2. Select the biosketch to include in the application by either clicking the radio button for the
current component or the radio button for the previously finalized component. Selecting the
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current component indicates that the biosketch for the component being finalized should be
used for the application, and the other one removed. Selecting the previously finalized
component's radio button indicates that the biosketch on the component previously set to
Final status should be used, and the one on the current component should be removed.

NOTE: Select the Cancel Status Change button to cancel the action without selecting a
biosketch. Selecting the cancel option results in the biosketch selection not being saved and
the component status not being updated to Final.

3. Select the Submit Biosketches button to complete the selection of which biosketch to
submit with the application.

'\'.l:' L5, Department of Health & Human Services

E Application Submission System & Interface
% for Submission Tracking (ASSIST)
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) Select Biosketch
Actions
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For each person, please identify which biosketch to include in the submission. Click on the hypertink of the
component identifier/ title v the biosketch for that component. You must select a biosketch for each
person before you can submit your selections.
Select Component Type
+ Overall Biosketch uploaded from another
Senior/Key Person Biosketch uploaded for this component component
Arthur Conan Doyle @Ji‘?-t.nre: A Study in Scarlet Fever O 949-Core: Pride B Prejudice and

the Human Psyche

Figure 122: Submit Biosketches Button

The unselected biosketch is removed from the Senior/Key Personnel form the corresponding
component.
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12 Application Submission

When an application is complete, it needs to be submitted to the offering agency using the submit
feature in ASSIST. An application can be submitted when it passes all validations and the status of
the application is Ready to Submit. Only ASSIST users with the appropriate privileges can submit
an application.

Refer to the section of this document titled Validating the Application on Page 112 for information
on performing validations.

Refer to the section of this document titled Update Application Submission Status on Page 31 for
information on updating the status of an application.

12.1 Submit the Application

Users with the proper privileges may electronically submit the application via ASSIST. In order for
an application to be submitted, the application status must be Ready for Submission. An application
can only be updated to Ready for Submission status when it has passed all system and business
validations.

To prepare an application for submission:

1. Verify that at least one component of the application is in Final status and that the other
components are in either Final or Abandoned status.
2. Verify that the status of the application is All Components Final.

3. Perform validations against the application using the Validate Application button from the
Actions section.

When an application passes validations, its status is updated to A/l Components Validated.

4. Update the application to Ready for Submission using the Update Submission Status
button from the Actions section.

To submit an application:

Only a Signing Official for the Applicant Lead Organization, who is an Authorized Organizational
Representative, can submit the application.

1. With the application in Ready for Submission Status, select the Submit Application button
from the Actions area.

ASSIST prompts the user for the Grants.gov Authorized Organization Representative
(AOR) credentials.

2. Enter the AOR credentials in the Username and Password fields and select the Enter
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button.

NOTE: These are the Grants.gov credentials and not the ASSIST or eRA Commons
credentials.

The information is passed from ASSIST to the Grants.gov system for further processing. In
ASSIST, the application is updated to a status of Submitted. The dates and times of the
submission are recorded. These details can be viewed in the View Status History page. In
addition, ASSIST sends notification to the appropriate parties to inform them that the
application has been submitted. This includes the SO and PD/PI.

12.2 View Submission Details

After submitting an application to agency, ASSIST users may view the status details of the
application. To view these details:

1. Perform a search to locate and select the application.

The Application Information page displays general information including the application
Status. The Grants.gov Tracking # will be displayed in the
Application Information Summary after Grants.gov has received the submission.

2. Select the View Submission Status Details link located next to the Status of the
application.
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Figure 123: View Submission Status Details Link on Application Information

The submission status details display for ASSIST, Grants.gov, and the Agency.
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Figure 124: Submission Status Information

Application Information

Application information is displayed above the submission status details. This information includes:
o Application Identifier

This field displays the unique identifier of the application in ASSIST.

Application Submission 126 March 11, 2013



ASSIST User Guide

FOA Number

This field displays the Funding Opportunity Announcement number associated with the
application.

Project Title

This field displays the title of the project associated with the application.
PD/PI Name

This field displays the name of the Contact PI for the application.
Organization

This field displays the lead organization for the application.

Grants.gov Tracking #

This field displays the Grants.gov tracking number. This field is blank if the Grants.gov has
not yet received the application.

Last Status Check

This field displays the date and time of the most recent successful request to check the status,
either by a user or by the system.

Check for Status Updates button

This button is used to perform an update of the status details.

ASSIST

ASSIST Status details include the following:

Submission Date
This field displays the date and time at which the application was submitted in ASSIST.
Submitting AOR

This field displays the name of the ASSIST user who submitted the application, based on the
AOR credentials entered upon submission.

ASSIST Submission Status

This is the ASSIST status of the application.
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o Submission Status Date
This field displays the date and time at which the latest submission status update occurred.

Grants.gov

If information is available, Grants.gov status details include the following:

o View Grants.gov Submission Errors link

This link displays if there are submission errors detected at Grants.gov. Select the link to

view a list of errors and warnings from Grants.gov.
o Grants.gov Tracking #

This field displays the Grants.gov tracking number. This field is blank if Grants.gov has not
yet received the application.

o Grants.gov Received Date
This field displays the date and time at which Grants.gov received the application.
o Grants.gov Processing Status
This field displays the latest Grants.gov application processing status.
o Grants.gov Status Date
This field displays the date and time at which the latest Grants.gov status update occurred.

Agency

If information is available, Agency status details include the following:
o View Agency Submission Errors and Warnings link

This link displays if there are submission errors and/or warnings detected at the grantor
Agency. Select the link to view a list of errors and warnings from the grantor Agency.

o Agency Tracking #

This field displays the unique identifier for the application given by the grantor Agency upon
receipt of the application.

o Agency Status

This field displays the latest grantor Agency application processing status.
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o Agency Status Date

This field displays the date and time at which the latest grantor Agency status update

occurred.

12.3 View Post-Submission Errors

When an application is submitted, the offering agency performs certain validations against the
application. If errors exist, the application is put into a status of Submission Errors. ASSIST users
with the proper authority can view these errors and make corrections before re-submitting the

application to the Agency.

The errors and warnings returned by the Agency and Grants.gov are viewable from the status
detail page for the application. To view post-submission errors on an application:

1. Perform a search to locate and select the application.

2. Select the View Submission Status Details link in the Status field of the
Application Information page.
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Figure 125: View Submission Status Details Link

The application status details display in a separate window. Refer to the section of this
document titled View Submission Details on Page 124 for information about this page.
When Grants.gov post-submission errors exist, the View Grants.gov Submission Errors
link displays. If Agency errors and warnings exist, the View Agency Submission Errors
and Warnings link displays.

3. Select the appropriate link to view the errors and warnings.
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Figure 126: Application Status Information

12.3.1 Agency Errors and Warnings Results

The Agency Errors and Warnings Results page shows errors and warnings detected during
application processing by the grantor Agency. The page is divided, showing Application
Information on the top and separate sections for Errors and Warnings beneath. Errors must be
corrected before the application can be re-submitted to Agency. Applications can be submitted
when warnings exist, but those warnings should be reviewed and considered.
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The Errors and Warnings tables include the following fields:
o Component ID & Title
This is the component for which the error or warning was detected
e Form Name
This is the specific form on which the error or warning was detected.
e Error Message or Warning Message

This is the error or warning message. For errors, this message contains details for the error
with guidance for resolving the issue. For warnings, this message provides further

explanation of the warning.

Application Submission 132 March 11, 2013



ASSIST User Guide

LLS. Department of Health & Human Services

Application Submission System & Interface Username
£ for Submission Tracking (ASSIST)

from: UNP

Agency Errors and Warnings Results @

& | Application Infoermation

ation ldentifier: 759
P&-00-000
The Red Badge of Courage and Other Skin Disorders
PD/P Name: CRAME, STEPHEN

UNNERSITY

Errors
Component [ & Title Form Mame Error Message
Crverall RE&R Cover This application is a duplicate of a presdous submission for the same
councill round. K this submission is e to error(s)/warning{s)
submit again usin: pplication’ Type of
Submission on the 5F 424 BR cov ge bmitting to NIH, follow the
NIH duplicate submission policy: NOT-0D-09-100. (001.1.2)
Warnings
Component [V & Title Form Mame Warning Mestage
Crvarall In most cases, a Bibliography and References Cited attachment thould
be incleded. (004.22.1
Crearall
the RR Senior/Key
listed in the aRA Comm
efA Commons, Instructions on updating profile information
at https:/ /commons.era.nih. gov/ commons-halp/ 2 16.hitm. (005,
5%-Admin-Core Other Project In most cases, a Bibliography and References Cited attachment should
Infes be included. (004 )
5%-Admin-Core SriKey Person Profile Ho degrees are listed in the Commons Profile or have been submitted on

tha RR Sendor/Key Profils form for the Centact POVPL If the degrees
listed in the efA Commons are not current, please update them in the
eRA Commons. Instructons on updating profile information are available
at https:/ /commons.era.nih.gov/ commons-help/2 16, htm. | 4.1)

159-Admin-Core RER Budget Baoth academic and calandar mo & b cluded for test test for
budget year 1 on the 424 RR Budget page (sect 2B8). Please use
either calendar months or a combination of academic and summer
months. If effort does not change thr out the year, use the
calendar months column. If effort v between academic and summer
months, leave the calendar months column blank and use only the
academic and summer months columns. (D06, 14.1)

Figure 127: Agency Errors and Warning Results

12.4 Revise a Submitted Application

ASSIST users with the authority to edit an entire application may revise an application even after it
has been submitted. This is necessary when an application is in Submission Errors or Agency
Errors status and needs to be corrected and re-submitted.

To revise and resubmit an application:
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1. From the Application Information page select the Update Submission Status button from
the Action list.

The Update Status window displays.

2. Select the Work in Progress status from the Select the new status drop-down list.
3. Complete the status update:

a. Enter a comment in the provided text box.

b. Select the Add comment button.

-OR-

c. Select the link titled or continue without adding a comment to update the status
without entering a comment in the provided text box.
4. Select the component needing revision from the Select Component Type section of the
page.
5. Select the Update Component Status button from the Actions section of the page.
6. Update the status of the component to Work in Progress by selecting it from the drop-down
box, entering comments, and selecting the Add Comment button.

Once the status of the component is Work in Progress, the appropriate component form(s) can be
updated. Navigate to the appropriate forms, make the changes, and re-submit the application. Refer
to the section of this document titled Submit the Application on Page 123 for information on
submitting the application.
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