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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.cfm.

Troubleshooting support:
Please contact the eRA Help Desk:

Toll-free: 1-866-504-9552

Phone: 301-402-7469

TTY: 301-451-5939

Web: http://ithelpdesk.nih.gov/eRA/ (Preferred method of contact)
Email: commons@od.nih.gov (for Commons Support)

Email: helpdesk@od.nih.gov (for IMPAC Il 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 Introduction

The Scientific Review Officer (SRO) responsible for conducting the review meeting is required
to select and assign Reviewers for each application in that meeting. These Reviewers must not
have any real or apparent conflicts of interest (COI) with the application they are reviewing. A
COl in scientific peer review exists when a Reviewer has an interest in or an association with a
person involved with a grant, a cooperative agreement application, or an R&D contract proposal
that is likely to cause a bias within the evaluation. If a Reviewer has a conflict of interest with an
application s/he may not participate in its review.

The NIH Conflict of Interest, Confidentiality, and Non Disclosure Rules can be accessed online
at the following location: http://grants1.nih.gov/grants/peer/COI_Information.pdf.

In the past, determining COls between potential Reviewers and applications was one of the more
time-consuming and challenging parts of the meeting preparation process.

For this reason, the Recruitment Phase was created. In Recruitment Phase, potential Reviewers
are given access to view a list of involved personnel for a meeting and to self-identify any
Conflicts of Interest before being selected as Reviewers in those meetings. The Involved
Personnel List is a list of all persons involved with an application.

When an SRO invites a Reviewer to participate in the Recruitment Phase for a meeting, that
Reviewer must perform two main tasks:

e Sign the Confidentiality Agreement
e Identify potential conflicts of interest for the applications

These tasks are completed using the List of Meetings screen in the Internet Assisted Review
(IAR) module accessible through eRA Commons. For this reason, having an eRA Commons
account is necessary.

When a potential Reviewer is enabled by an SRO to participate in the Recruitment Phase of a
meeting, the Reviewer is notified of this invitation by email. The email sent to a Reviewer differs
depending on the status of the Reviewer’s eRA Commons account. For more details on the types
of notifications sent to a Reviewer, please refer to Appendix A: Potential Reviewer Email
Notifications of this document.

Introduction 1 (Insert Post Date Here)
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2 Purpose

This guide provides instruction to the Reviewer for accessing and using the Recruitment Phase
system functionality.

A Recruitment Phase demonstration tutorial for Reviewers is also available as a supplement to
this User Guide. To access the tutorial, visit the eRA Reviewers site at
http://era.nih.gov/reviewer/index.cfm

3 Scope

This document covers the main tasks of the Recruitment Phase and the steps necessary for
completing those tasks for Reviewer(s).

Purpose/Scope 1 (Insert Post Date Here)
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4 Qverview

4.1 Roles and Responsibilities

Users of the Recruitment Phase functionality include potential Reviewers targeted to participate
in the review meeting as well as reviewers already on the Meeting Roster.

Reviewers enabled for other IAR Phases may also be included in the Recruitment Phase.

NOTE: The term Reviewer in this document may imply a potential Reviewer.

Overview 2 (Insert Post Date Here)
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4.2 Recruitment Phase Workflow

The following outlines the workflow and associated IAR screens for the potential Reviewer

during the Recruitment Phase:

Reviewer's Email Acconmt

=

List of Meetings

=

Check Conflicts

Check Conflicts

Figure 1: Recruitment Phase Workflow

Overview

(Insert Post Date Here)
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4.3 Accessing Internet Assisted Review (IAR)

To access the Internet Assisted Review module:

1. Navigate your internet browser (e.g., Internet Explorer) to the following URL.:
https://commons.era.nih.gov/commons/

2. Log into eRA Commons with your Commons Username and Password.

Electronic Research Administiralion Telcome Guest
Institution: Mot Affiliated
eR A Commons ) _
Version 2.28.01

Autharity:
Sponsored by Nartfonal Tnstitures of Health

| TN Links eRA Partners Help

What's

COMMONS

More Recent Features of Commons include:

. About the Commons
Commons Login ¥ Scope and Purpose
* indicates required field. o : - : : . ¥ Frequently Asked Questions
2 4 **NEW*** xTrain is now available to all insfitutions registered with the eRA Commons. Find ¥ Grantee Organization Reqistration
Username further information at the eRA xTrain page. ¥ eRA Contacts
TJEFFERSOMN 4 eSNAP - Allows an institution to review non-competing grant data and submit a progress report ® Enter eRA NIH Commons Demo
% online.
Password 4 Reference Letters: To submit a reference letter when requested by an applicant, please follow Links
L] this link: Submit Reference Letter ¥ RePORT
4 Internet Assisted Review (IAR) - Allows reviewer to submit critiques and preliminary scores for ¥ eRA User Cuides & Support

applications they are reviewing. Allows Reviewers, SRAs, and GTAs to view all critiques in

preparation for a meeting. IAR creates a preliminary surnmary staternent body containing submitted g Grants.gov
critiques for the SRA or GTA ¥ iEdison

4 Demo Facility - Demo Facility allows you to try most of the capabilities of the NIH eRA Commons g |oan Repavment Program
ina sample environment. ¥ Mational Institutes of Health
¥ Public Access Policy Page

Forgot Password/Unlock Account? ¥ Applying Electronically

System Notification

Figure 2: eRA Commons Login Page

3. Select the Internet Assisted Review tab from the Commons Home page.

Electronic Research Administration Welcome TJEFFERSOM
e l{ A C 0 m m O n S ) Instilut.ion:GEORGE WASHINGTOMN UNNMERSITY
= Authority:  1AR PI Log-out
Sponsored by National Institutes of Health - m
| TN  Admin_Institution Profile Personal Profile_Status eSHAP IntemetAssmted Remew xTrain Links eRA Partners Help

What's

COMMONS

More Recent Fi of C include:

About the Commons

b Scope and Purpose

B Frequently Asked Questions

b Grantee Organization Reqistration
B eRA Contacts

¥ Enter eRA MIH Commons Demo

System Notification

4 *=*NEW** xTrain is now available to all institutions registered with the eRA Commons. Find further
information at the eRA xTrain page.

4 eSHNAP - Allows an institution to review non-competing grant data and submit a progress report online.
4 Reference Letters: To submit a reference letter when requested by an applicant, please follow this link:
Submit Reference Letter

Links

Figure 3: Internet Assisted Review Tab

Overview 4 (Insert Post Date Here)



https://commons.era.nih.gov/commons/�

Recruitment Phase in Peer Review (REV) and Internet Assisted Review (IAR) User Guide

5 Sign Confidentiality Agreement

The first step for a Reviewer participating in a meeting is to sign the Confidentiality Agreement
for the meeting. This is a required step for the Reviewer even if that Reviewer is eventually not
selected to participate in the review meetings.

NOTE: Even if the Recruitment Phase is not used in the meeting, all Reviewers must sign the
Confidentiality Agreement when accessing the meeting for the first time in any Phase!

The Confidentiality Agreement differs from the pre-meeting COI form. Whereas a pre-meeting
COI form covers specific grant numbers in conflict with a Reviewer, the Confidentiality
Agreement is a blanket statement promising that no information about any application data for
the meeting will be disclosed by the Reviewer.

To sign the Confidentially Agreement:

1. Access the List of Meetings option by selecting the Internet Assisted Review tab from the
eRA Commons main menu.

- Electronic Research Administration Welcome TJEFFERSOM
( C ommons )) Instiution: GEORGE WASHINGTON UNIERSITY
Authority.  1AR PI Log-out
- Sponsored by National Institures of Health ico 7 7901
| TN  Admin_Institution Profile Personal Profile Status eSNAP (internet Assisted Review) xTrain Links eRA Partners Help

What's

COMMONS

Figure 4: Internet Assisted Review Tab in Commons

If a Reviewer has not yet signed the Confidentiality Agreement, a Confidentiality Statement
link displays in the Action column.

2. Select the Confidentiality Statement link from the Action column.

Meeting +  Meeting Dates/l ocation SRA Name Phase Critique Due % % Action
201110 ABC {01) 07/2202001-07/2252011 Bien Franklin RECRUITMENT [fgd_ 03482011 02:00 AM 0441 5/2011 02:00 FM 05H 372011 10:00 FM( Confidentiality Stat

ABC Stucy Section 555-704-1976
BFtanklinid@email.cotm

Figure 5: Confidentiality Statement Link

The Confidentiality Agreement screen displays. This agreement should be read thoroughly by the
Reviewer. If for some reason the Reviewer cannot sign the agreement, either the Cancel button
or List of Meetings link is used to return the Reviewer to the List of Meetings screen.

Potential Review's Role 5 (Insert Post Date Here)
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NOTE: If the agreement cannot be signed, the Reviewer will not be able to see any additional
materials related to the meeting. In this event, please contact the SRO for more information.

3. After reading the Confidentiality Agreement and agreeing to the terms, select the | agree
button.

Electronic Research Administration ‘Welcome Wilson
( C ommons )) Institution: George Washington University
Authority: AR Log-out
Sponsored by Nartional Institures of Health ersion 2.29.01
Admin Institution Profile Personal Profile Status eSNAP Internet Assisted Review xTrain Links eRA Partners Help

CONFIDENTIALITY AGREEMENT

List of Meetings

NIH CONFIDENTIALITY AND NON DISCLOSURE RULES:
INFORMATION FOR REVIEWERS OF NIH GRANT APPLICATIONS AND R&D CONTRACT PROPOSALS

The applications and proposals, associated materials made available to reviewers, information and materials related to the recruitment process and reviews, reviewers’
evaluations, and discussion that takes place during review meetings, are strictly confidential and rnust not be disclosed to or discussed with any individual who has not been
officially daslgnated to participate in the review process. In addition, disclosure of procurement information prior to the award of a contract is prohibited by the Procurement
Integrity Act.

Reviemers must certlfy that they will rmaintain the confidentiality of the proceedings and associated material, and that they will not disclose any matter or information related to
the recruitment or review proceedings.

Certification

I certify that I have read the "NIH Confidentiality and Man-Disclosure Rules and Information for Reviewers” above, Under penalty of perjury {18 USC 1001}, T certify that I fully
understand the confidential nature of the reviewer recruitment and NIH peer review process and agree;

{1} to destroy or return all rnaterials related to applications or proposals, associated materials made available to reviewers, information and materials related to the
recruitrnent process and reviews, reviewers’ evaluations, and discussions during review meetings;

(2) not to disclose or discuss the applications or proposals, associated materials made available to reviewers, information and materials related to the recruitment process and
reviews, reviewers’ evaluations, and discussions during review meetings with any other individual except as authorized by the Scientific Review Officer (SRO) or other
designated MIH official;

(3) not to disclose procurerment infarmation prior to the award of a contract; and

{4} to refer all inquiries concerning the recruitment or review to the SRO or other designated MIH official,

Figure 6: Confidentiality Agreement - | Agree Button

The List of Meetings screen displays with the Confidentiality Statement link replaced by a
Check Conflicts link in the Action column if the Reviewer is enabled to the Recruitment Phase.

NOTE: If enabled for another IAR Phase, the appropriate link(s) for that Phase display(s) in the
Action column.

Meeting « lMeeting Dates/L ocation SRA Hame Phase Critique Due Realé:’dhase EdltEﬁI;ase Action

201110 ABC (01) 0F/i2202011-07/2272011 Ben Franklin RECRUITMENT g 03162011 0200 AM 0441502011 05:00 FM 05H 32011 10:00 Pr
ABC Study Section 555-704-1976

EFranklini@email com

Figure 7: Check Conflicts Link for Recruitment Phase

Potential Review's Role 6 (Insert Post Date Here)
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6 Self-Identify Conflicts of Interest

Once a Confidentiality Agreement has been signed, the potential Reviewer is able to check and
identify potential conflicts of interest for the applications in the meeting. This check is performed
on the Check Conflicts screen, accessed by selecting the Check Conflicts link in the Action
column on the List of Meetings screen. This link is only available for potential Reviewers who
have been invited to participate in the Recruitment Phase of the meeting.

NOTE: If the Confidentiality Agreement has not been signed by the potential Reviewer, a
Confidentiality Statement link is displayed in place of the Check Conflicts link.

To check and identify potential conflicts of interest for an application:
1. Select the Check Conflicts link in the Action column of the List of Meetings screen.

Read Phase Edit Phase

Meeting « Meeting Dates/L ocation SRA Name Phase Critique Due End End Action
201110 ABC (01) 07r2202011-07/2252011 Ben Frankin RECRUITMENT g 03M8/2011 02000 AM 04f1562011 09:00 P 05/352011 10:00 PF
ABC Stucly Section 555-704-1976

EFranklin@emsail com

Figure 8: List of Meetings - Check Conflicts Link

The Check Conflicts screen displays for the meeting.

- Electronic Research Administration Welcome Wilson
(( C ommons ) Institution: earge Washington University
Authority:  1AR Log-out
3 Wersion 2.29.01

Sponsored by National Institutes of Health

CIITA  Admin Institution Profile Personal Profile Status eSNAP Internet Assisted Review xTrain Links eRA Partners Help

Check Conflicts

Meeting Title: ABCD Cancer Study Meeting Dates: 0B/02/2011-06/03/2011
Meeting ldentifier: 201110 ABCD Critiques Due: 0441372011 09:00 Ak
Meeting Phase: RECRUITMENT Eastern Standard Time / Eastern Daylight Time

Backto List of Meetings ContactSRO Instructions

Last COl check completion date: Not Completed
Conflict of Interest

A Conflict of Inferest in scientific peer review exists when a reviewer has an interestin a grant or cooperative agreement application or an
R&D contract proposal that is likely 1o bias his or her evaluation of it. A reviewer who has a real conflict of interest with an application or
proposal may not patticipate in its review.

All potential reviewers must read the NIH Conflict of Interest, Confidentiality and Non Disclosure Rules concerning conflict of interest
in peer review hefore proceeding http:/grants L.nih.govigrants peer/COL_Information.pdf

Display Applications: ALL & cOI O

[ CO| Check Completed ] [ Sawve Work in progress ] 1

Note: PI' indicates Contact PI. Use this Pl name when identifying application to SRO.

Need to
All Involved personnel Project Title/Abstract Conflict discuss
with SRO
p WAKE FOREST UNIWERSITY HEALTH - Cancer research studies O ]|
Harding, Warren 6. [o/rn 2o Pl Ahstract
Lincaln, Abe Mational Families in Action viher (Specit)-
Subcontract PI
ROOSEVELT " Medical studies in carcinogens W O
FRAMKLIN UNIVERSITY OF COLORADO DEMVER FI Abstract
Madison, James University of Colorado Denver Co-lnvestigator

Else_nhuwer. Drwight University of Colorada Darver Gther gSpeclfy)-F'rUject
Diavid Coordinator

Figure 9: Check Conflicts Screen

Potential Review's Role 7 (Insert Post Date Here)
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The Meeting Title, Meeting Identifier, Meeting Phase (Recruitment), and Meeting Dates are
displayed at the top of the screen.

An explanation of Conflict of Interest is also displayed. This includes a link to the NIH Conflict
of Interest, Confidentiality, and Non Disclosure Rules concerning conflict of interest in Peer
Review. Select the link to access and read these rules
(http://grants1.nih.gov/grants/peer/COI_Information.pdf).

For further help on understanding Check Conflicts screen, select the Instructions link located on
the screen.

- Elecironic Research Administration Welcome Wilson
C Institution: George Washingtan University
( eR A ommons ) Fip oy

. Sponsored by Nartional Fnstitures of Health Version 2.20.01

I  Admin Institution Profile Personal Profile Status eSMAP Internet Assisted Review xTrain Links eRA Partners Help

Check Conflicts

Meeting Title: ABCD Cancer Study Meeting Dates: 06/02/2011-06403/2011
Meeting ldentifier: 201110 ABCD Critiques Due: 04/13/2011 09:00 AM
Meeting Phase: RECRUITMENT Easten Standard Time / Eastem Daylight Time

Back to List of Meetings ContactSRO Instructions

Last COI check completion date: Not Completed

Conflict of Interest

A Conflict of Interest in scientific peer review exists when a reviewer has an interest in a grant or cooperative agreement application aran
R&D contract proposal that is likely to bias his or her evaluation of it. A reviewer who has a real conflict of interest with an application or
proposal may not paricipate in its review,

All potential reviewers must read the NIH Conflict of Interest, C iality and Non Di e Rules concerning conflict of interest
in peer review before proceeding hitp:fogrants 1.nihJgovigrants peer /COI_ Information.pdf

Figure 10: Conflict of Interest Instructions

The potential Reviewer can opt to display all applications in the meeting or only those
applications for which a potential COI has already been identified (by either the Reviewer
himself or by the SRO) and/or a discussion with the SRO is desired. This display is changed by
selecting either the ALL or COI radio buttons under Display Applications. By default, all
applications in the meeting are displayed.

Display Applications: ALL ® co

Figure 11: Display Applications Options

The application information listed on the Check Conflicts screen includes:

e All Involved Personnel: This field lists the information for personnel involved with an
application, including names, institutions, and roles.

e Project Title/Abstract: The project title is displayed in this field. If the SRO has allowed
project abstracts to be viewed, an Abstract link is displayed in this field.

e Conflict: This dual purpose field is to indicate that a potential conflict exists. If the
Reviewer feels that a potential conflict exists, s/he can select the checkbox for the
specific application.

Potential Review's Role 8 (Insert Post Date Here)
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If a potential conflict already exists in Peer Review for the Reviewer and application, a
read-only Y is displayed to indicate this. This conflict may be one that the SRO entered
or a previously self-identified conflict which the SRO has since reviewed and recorded in
Peer Review.

NOTE: The system allows for check conflict on the application level only.

e Need to discuss with SRO: This field is used to indicate that the potential Reviewer
wishes to speak with the SRO about the application. This checkbox can be selected or
unselected as appropriate at any time throughout the Recruitment Phase. When selected,
the application is flagged and is included in any filtered list of applications with a
potential conflict, for both the Reviewer and the SRO.

NOTE: Although the information displayed in the Check Conflicts screen should be reviewed in
its entirety, a tip for more easily finding specific information (e.g., the name of an institution) is
to use the Ctrl-F find feature and entering the information being searched.

2. Review the involved personnel names and institutions for an application.

Optional: At the discretion of the SRO, the Abstract link might display under the Project
Title. This link, if available, opens an abstract for the application. Not all meetings will
have an Abstract link. If available, select the Abstract link to view an abstract of the

application.
Display Applications: ALL ® co O
| COlCheckCompleted | | Sawe'Workinprogress | 1
Note: PI" indicates Contact PL. Use this Pl name when identifying application to SRO. [ Save/Previous Page ] [ Save/Next Page ]
. . Need to
All Involved personnel Project Title/Abstract Conflict discuss
with SRO
) WAKE FOREST UNIVERSITY HEALTH - Cancer research studies O O]
Harding, ¥Warren G. SCIENCES FI Bhstract
Lincoln, Abe Mational Families in Action (Ol (T
Subcontract PI
ROOSEVELT . Medical studies in carcinogens ¥ O
FRANKLIN UNNERSITY OF COLORADO DENVER Pl
Madizon, James University of Colorado Denver Co-Investigator
Eisgnhower. Drweinhit University of Galorada Denver Other(Specim-iject
David Coordinator
Johnsaon, Andrew Baylor College of Medicine
TAFT, WILLIAM . Cancer screening in the elderly: A medical research study . [ O
HOWARD UNIVERSITY OF COLORADO DENVER Parent P in aging,
Abstract
BAYLOR UNNVERSITY COLLEGE OF —
Taylor, Zachary MEDICINE Fl
Haves, Rutherford UNIVERSITY OF COLORADD DENVER =] Pollution and puhblic health: Cancer research study O O
) ) Ahstract
IPIEEE, (IR UNIVERSITY OF COLORADO DENVER Parent PI* v

Figure 12: Project Abstract Link

Potential Review's Role 9 (Insert Post Date Here)



Recruitment Phase in Peer Review (REV) and Internet Assisted Review (IAR) User Guide

3. To indicate to the SRO that a potential conflict exists, place a check in the Conflict box
for the application. This checkbox will not be available — and the column will display
the letter Y — if the SRO has already recorded a conflict with this application in Peer

Review.

Display Applications: ALL ® co O

Madizon, James

Eisenhawer, Dwight
David

Johnsaon, Andrew

University of Colorado Denver

University of Colorado Denver

Baylor Caollege of Medicine

| COICheckCompleted | | Save'Workinprogress | 1
Note: PI" indicates Contact PL. Use this Pl name when identifying application to SRO. [ Save/Pravious Page ] [ Save/Mext Page ]
. . Need to
All Involved personnel Project Title/Abstract Conflict discuss
with SRO
) WAKE FOREST UNIVERSITY HEALTH - Cancer research studies O}
Harding, YWarren G. SCIENCES FI Bhstract
Lincoln, Abe Mational Families in Action izt (S e
Subcontract Pl
ROOSEVELT . Medical studies in carcinooens Y O
SERTAL T UNIVERSITY OF COLORADO DEMVER FI Abstract

Co-Investigatar

COther {Specify)-Project
Coordinator

Figure 13: Conflict Checkbox

4. If the Reviewer is not sure about a conflict, and wishes to discuss the matter with the
SRO, he can select the checkbox in the Need to discuss with SRO column. Selecting this
option informs the SRO that a discussion is needed. In addition, any filtering of
information by the SRO will include these applications needing discussion as
applications with potential conflicts. To indicate a desire to speak with the SRO about the
conflict, place a check in the Need to discuss with SRO box for the application.

Display Applications: ALL ® co O

MEDICINE

[ COl Check Completed ] [ Save Work in progress ] 1
Note: PI" indicates Contact PL. Use this Pl name when identifying application to SRO. [ Save/Previous Page ] [ Save/Next Page ]
. . Need to
All Involved personnel Project Title/Abstract Conflict discuss
with SRO
) WAKE FOREST UNIVERSITY HEALTH - Cancer research studies Oje
Harding, YWarren G. SCIENCES FI Bhstract
Lincoln, Abe Mational Families in Action (Ol (T
Subcontract PI
ROOSEVELT . Medical studies in carcinogens Y A
SERTAL T UNIVERSITY OF COLORADO DENVER FI Abstract
Madizon, James University of Colorado Denver Co-Investigator
Eisgnhower. Drwinht University of Calorado Denver Other(Specify)-Project
David Coordinator
Johnsaon, Andrew Baylor College of Medicine
TAFT, WILLIAM . Cancerscreening in the elderly: A medical research study . [
HOWARD UNIVERSITY OF COLORADO DENVER Parent P in aging,
Ahstract
Taylor, Zachary BAYLOR UNIVERSITY COLLEGE OF Pl

Figure 14: Need to Discuss with SRO Checkbox

NOTE: It is important to review all information for a meeting. Depending on the number of
applications in the meeting, it may be necessary to use the page navigation buttons or scroll bar

to access all information.

Potential Review's Role
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5. When a Reviewer has completed the checks on some applications, but has additional
applications to check later, the Reviewer can save the work already performed as a work
in progress. Select the Save Work in progress link.

Display Applications: ALL ® co O

[ COl Check Completed ] ([ Save Work in progress ]) 1

Note: PI" indicates Contact PL. Use this Pl name when identifying application to SRO. [ Save/Previous Page ] [ Save/Next Page ]
. . Need to
All Involved personnel Project Title/Abstract Conflict discuss
with SRO
Harding. W o, WAKE FOREST UNIVERSITY HEALTH P Cancerresearch studies [ |
arding, Warren 6. oo PP e Abstract
Lincoln, Abe Mational Families in Action (Ol (T
Subcontract PI
ROOSEVELT . Medical studies in carcinogens Y A
B UNIVERSITY OF COLORADO DENVER PI abatract
Madizon, James University of Colorado Denver Co-Investigator

Eisenhawer, Dwight
David

Johnsaon, Andrew Baylor College of Medicine

COther {Specify)-Project

University of Colorado Denver —— i

Figure 15: Save Work in Progress Link

The information on the Check Conflict screen is a saved, and it is safe for the Reviewer to
navigate away from the screen. Saving is necessary when navigating back to the List of Meetings
or even from page to page within the Check Conflicts screen. If the Save Work in Progress
button is not selected, system checks are in place that will help to prevent the data from being
lost.

When the Save/Previous Page or Save/Next Page navigate buttons are selected, the system
saves the data on the screen before navigating to the new page.

If a specific page number link or the Back to List of Meetings link is selected without first
saving the information as a work in progress, the following warning message is displayed:

You have made some changes. These changes will be lost unless you save them. Are you sure you
want to navigate away from the screen?

The options display for canceling or continuing. The Cancel button is used to return to the Check
Conflicts screen on which the Reviewer can perform a Save Work in Progress of the
information before navigating away again. The OK button is used to continue navigating to the
desired page without saving the data.

NOTE: Selecting the OK button means any changed data will be LOST!

Message from webpage

Are wau sure you wank ko navigake away from the sceent?

'?/ You have made some changes. These changes will be lost unless you save them,
e

l 04 ( Cancel )

Figure 16: Unsaved Data Warning Message

Potential Review's Role 11 (Insert Post Date Here)



Recruitment Phase in Peer Review (REV) and Internet Assisted Review (IAR) User Guide

6. When all applications have been reviewed and all potential conflicts of interest have been
applied, select the COI Check Completed button to indicate to the SRO that the COI
check for each application in the meeting is complete.

Display Applications: ALL ® co O
( COl Check Completed m | Save'workinprogress | 1
Note: PI* indicates Contact PL. Use this Pl name when identifying application to SRO. [ Save/Previous Page ] [ Save/Mext Page ]
i . Need to
All Involved personnel Project Title/Abstract Conflict discuss
with SRO
) WisKE FOREST UNIVERSITY HEALTH - Cancer research studies O«
Harding, Warren G. SCIEMCES FI Ahstract I
Lincoln, Abe Mational Families in Action (il (ESjgCH i)
Subcontract PI
ROOSEVELT . Medical studies in carcinogens Y O
RO UNIVERSITY OF COLORADO DENVER PI Abstract
Madison, James University of Colorado Denver Co-Investigatar
Eisgnhower. Drwiaht University of Colorado Denver Other(Speciﬂr)-iject
David Coordinator
Johnsaon, Andrew Baylar College of Medicine
TAFT, WILLIAM . Cancer screening in the elderly A medical research study . 7]
HOWARD UNIVERSITY OF COLORADO DENVER Parent Pl in aging,
Abstract
BAYLOR UNIVERSITY COLLEGE OF _
Taylor, Zachary MEDICINE Fl

Figure 17: COI Check Completed Button

All updated conflict information for the application(s) is saved. The Check Conflict screen is
refreshed to show the current date in the Last COI check completion date field.

Additionally, the following message displays:
Thank you for completing your conflict of interest check.

Please contact the Scientific Review Officer listed below if you would like to discuss any specific
conflicts further.

To view application(s) where you identified conflict of interest please select Display COI
Applications option.

[SRO Name]

Scientific Review Officer
[SRO Address]

Phone: [SRO Phone Number]
Email: [SRO Email]

NOTE: The Contact SRO link on the Check Conflicts screen is available to view the SRO’s
contact information at any time.
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Check Conflicts

Meeting Title: ABCD Cancer Study Meeting Dates: 08/02:2011-06/03/2011
Meeting ldentifier: 201110 ABCD Critiques Due: 04/13/2011 09:00 AM
Meeting Phase: RECRUITMENT Eastern Standard Time / Eastern Daylight Time

Back to List of Meeting S( ContactSRO Jinstructions

2} Contact SRO - Microsoft Internet Explorer Q@E

Last COl check completion date: 02/04/2011 03:29:

Conflict of Interest Tharnl you for completing your conflict of interest checle.

A Conflict ofInterest in scientific peer review exists Whil Dlease contact the Scientific Review Officer listed below if wou would like to
RE&D contract proposal that is likely to bias his or her & discuss any specific conflicts farther

proposal may not participate in its review. 7 5p

All potential reviewers must read the NIH Conflict pf f| To wiew application(s) where you idemtified conflict of interest please select

in peer review before proceeding hittp:/grants 1.oibell  Display COI Applications option
Display Applications: ALL & co1 O SRO Name
Franklin, Ben
| COlCheckCompleted | [ Save Scientific Review Officer 1
Note: PI" indicates Contact PI. Use this Pl name whell R ADDRESS
ABCD Study Section for Ongoing Cancer Research Studies Need to
All Involved p Rockledge Il, Room 1234, 6705 Rockledge Drive Bethesda, MD Conflict discuss
Phone: (301) 555-1234 with SRO
' WAKE FOREST UNIVERSITY || Email: R ATest@rmail nih ov O
Harding, Yarren G SCIENCES
Lincoln, Abe National Families in Action
ROOSEVELT
AR UNIVERSITY OF GOLORACK ITETET T Tharan _/ 0 U

Figure 18: SRO Contact Information and Contact SRO Link
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7 Appendix A: Potential Reviewer Email Notifications

When an SRO invites a potential Reviewer to participate in the Recruitment Phase of a meeting,
the potential Reviewer is notified by email. The status of the potential Reviewer’s eRA
Commons account determine which email notification is sent.

7.1 Invitation to Create a Commons Account

If no Commons account exists for the Reviewer, an email is sent inviting the Reviewer to create
a Commons account. An example of the email is included below:

Subject: eRA Commons: IAR Conflict of Interest Check
Dear Potential Reviewer:

Thank you very much for your consideration to participate as a reviewer on Special Emphasis
Panel/Scientific Review Group MEETING IDENTIFIER.

Purpose of Email
This system-generated invitation to the eRA Commons Internet Assisted Review (IAR) web site
grants you access to the Recruitment Phase of IAR for the purpose of:

. Viewing the list of applications, participating institutions and involved personnel.

. Indicating which applications, if any, you have or think you may have a conflict of
interest (COI). The various types of COI you should consider are provided on the IAR website.
. Viewing application abstracts (if applicable)

After indicating potential COl in IAR, please contact the SRO if you have any questions or
would like to discuss particular issues in more depth.

Identifying Potential Conflicts

To indicate any COIl in IAR (and to access the full meeting at a later date):

You will need to log on to the eRA Commons Internet Assisted Review (IAR) web site with a
user name and password. To establish that user name and password, we have set up a special
URL address that is unique to you.

Please visit this web site to create your account as soon as possible so that you can identify any
conflicts of interest. Open your Web browser and go to the URL [Commons URL].

Follow the instructions on the screen to enter information about yourself and select your user
name and password. Our policy states that passwords must be at least 8 characters in length and
contain letters, numbers and special characters. You will also be asked to verify the public
information that NIH has on file to ensure your information is both accurate and complete.
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After submitting your registration request, you should receive an email within 2 - 5 business days
indicating that your account is active. This email will contain the URL for the eRA Commons
web site. Please note, you cannot use Internet Assisted Review until your account is active.

If you have questions or encounter problems accessing Internet Assisted Review, please call or
email the NIH eRA Helpdesk at 301-402-7469 or 866-504-9552 or email commons@od.nih.gov.

Thank you for your time and effort.

Sincerely,

SRO Name

Scientific Review Officer
SRO ADDRESS

Phone: PHONE NUMBER
Email: EMAIL

7.2 Reminder of Commons Account

If the Reviewer already has a Commons account, an email is sent reminding the Reviewer of the
Commons User Name with a link to login screen. An example of this email is included below:

Subject: eRA Commons: IAR Conflict of Interest Check
Dear Potential Reviewer:

Thank you very much for your consideration to participate as a reviewer on Special
Emphasis Panel/Scientific Review Group MEETING IDENTIFIER.

Purpose of Email
This system-generated invitation to the eRA Commons Internet Assisted Review (I1AR) web

site grants you access to the Recruitment Phase of IAR for the purpose of:
e Viewing the list of applications, participating institutions and involved personnel.

e Indicating which applications, if any, you have or think you may have a conflict of
interest (COIl). The various types of COI you should consider are provided on the
IAR website.

¢ Viewing application abstracts (if applicable)

After indicating potential COIl in IAR, please contact the SRO if you have any questions or
would like to discuss particular issues in more depth.

Identifying Potential Conflicts

To indicate COIl in IAR: Log on to the eRA Commons IAR web site with your user name
and password. Our records indicate that you have previously established an IAR user
account.

Your user name is USERNAME
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Please open your Web browser and go to the eRA Commons URL [Commons URL]

Follow the instructions on the screen to log in to Commons. After successfully logging on,
click on “Internet Assisted Review” on the Commons main screen to view your list of
meetings. Read and certify the “Confidentiality Statement” for the meeting listed above to
gain access to the IAR Recruitment Phase for indentifying COIl.

If you have questions or encounter problems accessing Internet Assisted Review, please call
or email the NIH eRA Helpdesk at 301-402-7469 or 866-504-9552 or email
commons@od.nih.gov.

Thank you for your time and effort.
Sincerely,

SRO Name

Scientific Review Officer

SRO ADDRESS

Phone: PHONE NUMBER
Email: EMAIL

7.3 Potential Reviewer Verification Required

If the Reviewer has a provisional Commons account that requires additional verification by the
potential Reviewer, an email is sent indicating this. An example of the email is included below:

Dear Potential Reviewer:

Thank you very much for your consideration to participate as a reviewer on Special
Emphasis Panel/Scientific Review Group MEETING IDENTIFIER.

Purpose of Email
This system-generated invitation to the eRA Commons Internet Assisted Review (I1AR) web
site grants you access to the Recruitment Phase of IAR for the purpose of:

e Viewing the list of applications, participating institutions and involved personnel.

e Indicating which applications, if any, you have or think you may have a conflict of
interest (COIl). The various types of COIl you should consider are provided on the
IAR website.

e Viewing application abstracts (if applicable)

After indicating potential COIl in IAR, please contact the SRO if you have any questions or
would like to discuss particular issues in more depth.

Identifying Potential Conflicts

To indicate any COI in IAR (and to access the full meeting at a later date): You will
need to log on to the eRA Commons Internet Assisted Review (IAR) web site with a user
name and password.
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Your action is required. Our records show that you have started but have not completed the
process to create your eRA Commons Internet Assisted Review (IAR) account. Please visit
this web site to complete your account request as soon as possible. Open your Web browser
and go to the URL [Commons URL]

(You can copy and paste this address into the "Location™ window of your browser, and
press Enter.) Follow the instructions on the screen. To ensure your information is both
accurate and complete you will also be asked to verify the public information relating to
your grant and committee service history that NIH has on file for you.

After submitting your registration request, you should receive an email within 1 week
indicating that your account is active. This email will contain the URL for the eRA Commons
web site. Please note, you cannot use Internet Assisted Review until your account is active.

If you have questions or encounter problems accessing Internet Assisted Review, please call
or email the NIH eRA Helpdesk at 301-402-7469 or 866-504-9552 or email
commons@od.nih.gov.

Thank you for your time and effort.

Sincerely,

SRO Name

Scientific Review Officer
SRO ADDRESS

Phone: PHONE NUMBER
Email: EMAIL

7.4 NIH Verification Required

If the Reviewer has a provisional account that requires NIH verification, an email is sent to
inform the Reviewer. An example of this email is included below:

Dear Potential Reviewer:

Thank you very much for your consideration to participate as a reviewer on Special
Emphasis Panel/Scientific Review Group MEETING IDENTIFIER.

Purpose of Email
This system-generated invitation to the eRA Commons Internet Assisted Review (I1AR) web

site grants you access to the Recruitment Phase of IAR for the purpose of:
e Viewing the list of applications, participating institutions and involved personnel.

e Indicating which applications, if any, you have or think you may have a conflict of
interest (COIl). The various types of COI you should consider are provided on the
IAR website.

e Viewing application abstracts (if applicable)

After indicating potential COIl in IAR, please contact the SRO if you have any questions or
would like to discuss particular issues in more depth.
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Identifying Potential Conflicts

To indicate any COI in IAR (and to access the full meeting at a later date): You will
need to log on to the eRA Commons Internet Assisted Review (IAR) web site with a user
name and password.

Thank you for completing the eRA Commons Internet Assisted Review (1AR) account
creation process. NIH Data Quality staff is currently evaluating your account request. You
should receive an email within 1 week indicating that your account is active. This email will
contain the URL for the eRA Commons web site. Please note that you cannot use Internet
Assisted Review until your account is active.

If you have questions or problems setting up your account, please call or email the NIH eRA
Helpdesk at 301-402-7469 or 866-504-9552 or email commons@od.nih.gov.

Thank you for your time and effort.

Sincerely,

SRO Name

Scientific Review Officer
SRO ADDRESS

Phone: PHONE NUMBER
Email: EMAIL
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8 Appendix B: Acronym List

¢
Col

CSv

PPID

R
REV

R&R

S
SRG

SRO

y
usB

Conflict of Interest
Comma-separated Values File Type

Electronic Research Administration
Extramural Support Assistant

Internet Assisted Review
Initial Review Group

Mailing email address

National Institute of Health

Office of Extramural Research

Portable Document Format File Type
Principal Investigator
Profile Person ldentification

Peer Review System
Receipt and Referral

Scientific Review Group
Scientific Review Officer

User Support Branch
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