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xTrain for Institution Users
NIH Regional Workshop — 2008

Sheri Cummins
eRA Customer Relationship Manager

2@
BRAJ Agenda
 xTrain Basics  Resources
— Research Training  Finding Help
Grants

— What is xTrain?
— xTrain Users & Roles
— Account Set-up
* Using xTrain
— Pl Delegation
— Appointments
— Re-Appointments
— Terminations
— Amendments
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@ search Training Programs

 Ruth L. Kirschstein National Research
Service Awards (Kirschstein-NRSA)

— Institutional Training Grants (“T” Awards)

— Individual Fellowships (“F” Awards)
* Not yet supported in xTrain

» Training grants are awarded to domestic
institutions that have the facilities and faculty
to provide for research training programs in
scientific specialties

I )




2RA search Training Programs

» Purpose:

— To develop or enhance research training
opportunities for individuals, selected by the
institution who are training for research careers
in specified areas

« Learn more about Research Training
Programs at:
http://grants.nih.gov/training/nrsa.htm

2RA Research Training Grants

 Training grants are typically awarded for a
specific number of Pre-doc and Post-doc
“slots” for each budget period

* Program Directors appoint Trainees to the
grant by submitting a Statement of
Appointment form (PHS 2271) to the Agency

* Program Directors/Business Officials must
notify the Agency when Trainees are no
longer receiving support from the grant by
submitting a Termination Notice (PHS 416-7)

I )
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What is xTrain?

« xTrain allows users to electronically process the
required paperwork associated with awarded
Kirschstein-NRSA training grants

* Grantee institution staff can use xTrain to:

— create, route and submit Appointments, Re-Appointments,
Amendments and Termination Notices

— track the status and timing of training actions

* xTrain is part of eRA Commons, an online interface
where grantees and federal staff can access and
share administrative grant information

[ A

Train — Production Status

e xTrain made its debut in December 2007

— Used by nine pilot institutions involved in more
than 80 Training Grant Awards

— Currently implementing pilot participant
suggestions for improvement

— Expect to expand xTrain usage in June 2008

— If you’d like to explore using xTrain during
this pilot period, please contact

Sheri Cummins
cumminss@mail.nih.gov
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> A xTrain Users

* An eRA Commons account is needed to use
xTrain

 The xTrain functions available to users are
based on the “roles” associated with their
accounts

— Generally a single eRA Commons user account
can have multiple roles

— Complete list of eRA Commons roles:
http://era.nih.gov/files/eRA Commons Roles.pdf

I s

2RA xTrain Users & Roles
=\
5
» Business Official (BO role) \ \/ﬁ\
— Person working in research ‘ﬂg/;\\i\
institution’s business office who has signature
or other authority related to administering

training grants

— BOs are the only users with the authority to
submit Termination Notices on behalf of the
institution

S




@ xTrain Users & Roles

» Program Director/Principal Investigator
(PD/PI; Pl role) ‘

— Responsible for overall direction of the
training program

— Has skills, knowledge, and resources
necessary to organize and implement a high-
quality research training program

— Selects and Appoints Trainees, Amends
Appointments (when necessary) and initiates
Termination Notices

I N

ORRA XTrain Users & Roles

» PD/PI Delegate (ASST role)

— Person, delegated by the PD/PI,
with the authority to perform xTrain-related
functions on his/her behalf

— Same actions and notifications as Pl except for
the ability to submit Appointments to Agency

Throughout this presentation assume

PD/PI Delegate (ASST) = PD/PI (Pl)

(except when submitting actions to Agency).

I L




2R/ - XTrain Users & Roles

* Trainee

— Person at grantee institution who will
be appointed as a Trainee on a training grant

— Trainees must have the opportunity to carry
out supervised biomedical or behavioral
research with the goal of developing or
extending their research skills and knowledge

13
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Account Set-up

* eRA Commons users with the Signing Official
(SO), Administrative Official (AO), or Accounts
Administrator (AA) role can create accounts with
BO, Pl or ASST roles or they can add these roles to
existing account

— Seek out these individuals for assistance with your
account set-up ‘

Future Enhancement:
-Trainee account set-
up by SOs, AOs & AAs
- Improvements o

general account

administration

* Trainees without eRA
Commons accounts currently
are registered as
part of xTrain actions

14
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In your Web browser go to:
https://commons.era.nih.qov/icommons/

Commons

Sponsared by National Institures of Health

| (TETN Links eRAPartners Help

( Electironic Research Adminisiration

)) Wersion 2.15.1.2

Welcome Guest
Institution: Not Afiliated
Authority

What's

pleage contact the eRA Commans Help Desk:

Electromie Submission Tip: Leamn about the most frequent appl

COMMONS USER ALERT : February B, 2003: The eRA system is back up and running. If you have questions or issues,

Support Tip: We encourage you to take advantage of our new web support at hitp: Jithelpdesk nih.goweRAL When
COMMONS resvesting support please supply as much of the requested data as possible for faster service

1 errars at Aveiding Common Errers.

Enter
Commons
Username

Mare Recent Features of Commans include
commons Login &

* indicates required field
¢ ***NEW*** xTrain has been released in a pilot mode for a limited

*
Usemarne pool of institutions. If you are not a participant
do not enter the xTrain system. This functionality will be released to
a n d P a* full production mid-2008. For more information please contact the eRA
ATFWOI

Helpdesk.

¢ eSNAP - Allows an institution to review non-campeting grant data and
submit a progress report online.

< Reference Letters: To submit a reference letter when requested by an
applicant, please follow this link: Submit Reference Letter

< Internet Assisted Review (IAR) - Allows reviewer to submit critiques
and preliminary scores for applications they are reviewing. Allows
Reviewers, SRAs, and GTAs to view all crifigues in preparation for a
meeting. IAR creates a preliminary summary staternent body containing
submitted eritigues for the SRA or GTA,

4 Demo Facility - Derno Facility allows you to try most oTthe capabilities
of the MIH eRA Commons in a samole environment

Password
and Click
Login

Forgot Passwaord?

System Notification

About the Commons
B Scope and PUrDOsE
b Freuently Asked Questions
I Grantee Organization Redistration
b eRA Contacts
¥ Enter eRA NIH Commaons Demo

Links

¥ Commons Support Page

¥ CRISP

¥ eRAHome Page

¥ Electronic Application Submission
¥ Grants gov

¥ Edison

¥ Loan Repayment Program

¥ MNational Institutes of Health

¥ Public Access Policy Page

L . 15

t@@

ronic Research Administration

Sponsored by: The National Institutes of Health, Office of Extramural Research




@ Getting Started

What is the first thing most
Program Directors will want to do?

Delegate the ability
to perform their
xTrain actions to
someone else!

17
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Delegate xTrain Authority

* A PD/PI can delegate to an assistant the authority
to perform all xTrain-related functions on their
behalf except for the authority to submit
Appointments to the Agency ’

— eRA Commons allows PD/Pls Future
to delegate several types of authority ncement:
(e.q., Pl, PPF Edit, Status, xTrain). | EMNG

i i ace
Currently, each type of authority Single g‘;erf
must be delegated separately. for all '
Delegations

* Quick Reference
— http://era.nih.gov/files/P| delegation xtrain authority.pdf

18




2RA Delegate xTrain Authority

ICommons Login &

Assign Delegation st aurd o
1. PD/PI logs into eRA Commons at T

https://commons.era.nih.gov/commons/

2. PD/PI selects the Admin tab in the blue navigation bar
across the top of the screen then selects the Accounts
and Delegate xTrain Authority sub menus

3. PD/PI selects the user to receive delegation from the list
of Current Institution Users and clicks the Assign button

Electronic Research Administration Wielcome cherdmaoney
Commons et T
DEMO

Sponsore d by National Institutes of Health CORP

ersion 2.13.3.1 = Authority: Pl Log-out
Home Admin Institutioues =Personal Profile” Status @ & xTrain Links eRA Partners Help
Only eRA Accounts
Delegate Pl Delegate PPF Edit_Delegate Status Change Password Werify NIH Suppoi (TG UE L LG
Commons Delegate xTrain Authority @
. ‘fou are delegating xTrain Authority for: CHERDMONEY
users with the
ASST role will
o g — Mo xTrain Delegates Found
appear in list 33— [asmen )
19

Hands-on: Delegation

Access eRA Commons
1. Open an Internet connection and go to the eRA Commons non-production
environment:

—  External User Acceptance Test (Ext-UAT)
https://commons.uat.era.nih.gov/commons/

2. Enter the Pl Username and password provided by your trainer
— eRA Commons is not case sensitive

Assign Delegation
. Delegate xTrain Authority to the ASST user provided by your trainer

. Select another ASST user from the list and Delegate xTrain Authority to
that user as well

Revoke Delegation
. Revoke xTrain Authority from the second ASST user
—  Your assigned assistant should remain delegated

O 2
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PD/PI

» Pl users are brought to the My Grants
screen when the xTrain Tab is selected

— List of all grants for which you are the PI

Electronic Research Administration

Commons

Sponsored by Nartional Institures of Health

ersion 2.15.1.2
Home Admin_Institution Profile Personal Profile  Status eSNAP xTr \
My Grants

My Grants

Welcome cherdmoney

Institution: FLORIDA
STATE
UNNVERSITY

Authority, Pl Log-out
Links eRA Partners Help

K1-30r3 10
Number  [ProISCTSIAMt & ProjectEnd & BIOFAM & projece Titlp & Action
Egéﬁ"g 07014938 DBIALI0I0  Money, CherD g'ﬁg‘%’égﬁ&i‘éﬁi’w D) GtELUTE 1R %’ai"”
E;f%‘é D4012002 D009 Money, GherD #"Ségg;E’gﬁo":il%mggml\mg\;ﬂ %ﬁi"”
10—225?; 07012004 DBIAOZ008 Money, GherD ﬁggﬁg%iggsmmwe DRI %ﬁi"”

The grant Number links to
the Grant Summary page.

7

The View Trainee Roster link will
bring you to the page from which you
will perform xTrain actions.

| NS 21
[ A
PD/PI
Electronic Research Administration ‘Wielcome cherdmaoney
(( l{ C 0 m m 0 n S )) Institution FLOR\DA
Sponsored by National Imstitutes of Health UN\\/ERS\W
ersion 2.15.12 Authority. P Log-out .
Home Admin_Institution Profile_Personal Profile Status eSNAP Links eRA Partners Help Numbers d|5p|ayed
My Grants reflect paper/electronic
wi-z 10| gctions accepted by NIH
Number Project Start A PI’H]EI:( End & Program s Project Title ® Action
1 - AND entered in eRA
T32 GM 0740171989 0613072010 Money, Gher D TRAINING PROGRAM IN CELLMATRIX Wiew Trainee
Q08715 " ENED BoTECHNOLOGY Roster
? = ~... | database. Data entry for
61204 0401 3/31/2008 Money|  Home Admin_Institution Profile_Personal Profile Status_eSNAP lili l Link . . .
Tass| oo oeswzoos Grant Summary paper actions still in
- Project: T32 GM 008715 pI"Og ress.
Title: TRAINING PROGRAM IN CELLUMATRIX BIOTECHNOLOGY
From the Project Start/End Dates: 07/01/1899 - 083012010 A
xTrain tab 7 Rl1-1z0r12 10N
. ? crant Number & Budgel stan.audget End & pya Program .NumSh":u:'m — p";:::s "“mpm D:s
CI'Ck on the T Do Y Gats  Mccepted Slots Accepted  Shts  Accepted
1T32GMO0BT1S  o7ioj;2000  0B/30/2001 2000 Money,CherD O O 5 4 o 0
o1a1 b
G rant N u mber 2T326MO08716-06 07/01/2005  0B/30/2008 2006 Money, CherD 0 0 108 o o
i STIOMOOSTIS:  o7ioij2001 06302002 2001 Money,CherD 0 O 01 o 0
INK 10 access 0251
the Grant JTAIoMENOTIS 7004 OENZ00S 2004 Money, CherD O O 01 o 0
SSIGMONTIS o7ioipoos  opmc0ss 2005 ZoS 0 0 0 1 o o
Summary 5T32GM008715-02 07/01/2001  0G/30/2002 2001 Money, CherD 0 0 7 7 [ [
5T320MO0S715-03 D7/01/2002  DB/30/2003 2002 Money, CherD O 0 8 16 oo
age 5T320MQ05715-04 D7/01/2003  0B/30/2004 2003 Money,GherD 0 0 R o o
p g 5T320MQ08715-05 07/01/2004  OB/3U/2005 2004 Money,GherD 0 0 8 16 o 0
5T320MO0B715-07 D7/01/2006  OB/30/2007 2006 Money, GherD 0 0 10 16 o 0
5T320M008715-08 D7/0172007  OBD1/Z007 2007 Money,GherD 0 0 T o 0
5T320M008715-09 D7/01/2008  0B/30/2008 2008 Money, CherD 0 0 0o 18 o 0

11
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PD/PI

Electronic Research Administration ‘Welcome cherdmoney
(( e l{ A C ommons )) Institution: FLORIDA
- STATE
Sponsored by National Fnstitutes of Health UNIVERSITY

Autharity: PI Log-out
Links eRA Pariners Help

ersion 2.15.12
Home Admin_Institution Profile Personal Profile Status eSNAP

My Grants Click on View

@1-30t3 10 Trainee
Project Start & ProjectEnd & Program e ” o e i
Numbor Pt e % pioarant % Projoct Titlos: Action Roster link
07/0141999 063072010 Maney, Cher D AR IS FREERHR (3 G IRE )
" BIOTECHNOLOGY
DATN200Z 032009 Maney, Cherp MOLECULAR MECHAMISMS & NOVEL
Home Admin _Institution Profile Personal Profile Status eSNAP Links eRA Partners Help

0710142004 08/30/2009

Trainee Roster

W ( Allvears

Project: T32 GM 008715
Project Title: TRAINING PROGRAM IN CELLIMATRIX BIOTECHNOLOGY
Project StartEnd Dates: 07/01/1890 - 08/30/2010

<+ Choose All Years and click Go.

&1-500r81 1201

. .
n. - i . End - _
Coming S00 ,
B Date View  Action
F' N de f qu| t ~rainee Name TIPE StartDate EndDate DA€ pejLevel Staws  Sowce  Stams  Souwce
h Q e 51326110087 15-09 (BUUat Period: 07/01/2008-08/3012008) Create New Apbainiment
searc Issue. Balley, ARFON - pg appointment 2002 07/01/2007 053012008 No PRE- I-Proaress gopygnic View 2371 108855
0 DOC I 2271
FOI” now ou Bailey, A3ON ymongment 2008 07/01/2007 0210172008 ves PRE- InProdess ppouygnic vigw 2271 EI0ESS
' 0 Doc Bl 2211
mUST Se|eCT 5132610087 15-08 (BUGget Period: 07/01/2007-08/0172007) Create New Appainiment
" Amend
" A" \/eal"s, gauev‘ Aaron 2007 Q710112007 06/30/2008 No EE% fccepled  Paper View 2271 ‘zﬂzlz‘;m N

s %

[ A
PD/PI
Appointment/Termination Source: Paper or Electronic
4 4
[Application 2 i i Termination ENY Degiee i i Termination Termi "
T Na:; Type StartDate End Date Date g:‘;? Level Status Source Status Source View Action
5T320K065517-04 (Budyet Period: 07/01/2007-06/30/2008) Create New Appointment
I Amend
E'bb' Searlefl e 2007 07/01/2007 06/30/2008 Mo EEE’ accemted  Electronic View 2271 2271
. Initiate TH
PRE- Eending View 7271 Amend
Maney, Cher D 2007 07/01/2007 06/30/2008 06/30/2008 Mo Doc Acceptad Faper gge_ncy Electronic W 2371
=3 1=30 .
;ES‘T’E‘”EE St New 2007 07/01/2007 0GM1/2008 No E';% EL’”“‘@ Electronic yiew 2371 ;i%
Test Trainee s, PRE- amend
¢ ' Mew 2007 07/01/2007 01/01/2008 Yes BAC Accepted Electronic Wiew 2271 2271
Initiate TH
Pending
Iesma‘”ee * New 2007 07/01/2007 0B/1/2008 Mo EEE’ Anency Elactranic Yiew 2271
[\ Review 4l, [\
v v v
Appointment Type: Appointment Status: Termination Status:
New In Progress PI In Progress BO
Re-appointment In Progress Trainee In Progress Pl
Amendment Pending Agency Review  In Progress Trainee
Accepted Pending Agency Review
Terminated Accepted

I 2
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2RA - Using xTrain - ASST

« PD/PI Delegates (ASSTs) are brought to the My
Grants screen when the xTrain Tab is selected

Elecironic Research Administration ‘v”v;\m;i rEa:-?[?Ar-g}Ml\;/EMO o |f muItlpIe PD/P'S
Commons ) I have Delegated
xTrain Authority
to the same
ASST, the ASST
must select a
specific PD/PI
and click Select

Profile.

nnnnnn

Money, CherD v
Select Profile

K1-4014 101

2 Project Title . Action

Project Start . Project End _a Program
Date - ™ Director

732 GM TRAINING PROGRAM IN CELL/MATRIX view Trainee
07/01/1899 06/30/2010 Money, Cher D oot INOLOGY REET

MOLECULAR MECHANISMS & MOVEL THERAPIES View Trainee
OF NEPHRON INJURY

LZIH - o791 12002 0B/30/2008  Money, Cher D XTRAIN DEMO TRAINING GRANT ;‘E:{;’”"EE

iew Traines

04/01/2002 03/3142008 Money, Cher D

RESEARCH TRAINING IN PEDIATRIC
NEPHROLOGY

07/01/2004 06/30/2009 Money, Cher D

25

s-on: Summary & Roster

** Hands-on exercise from Pl perspective. **

Grant Summary

1. Once in eRA Commons, select the xTrain tab in the blue
navigation bar across the top of the screen. You will be
brought to the My Grants page.

2. Select a Grant Number and follow the link to the Grant
Summary page.

Trainee Roster

1. Select the xTrain tab in the blue navigation bar across the
top of the screen. You will be brought back to the My
Grants page.

2. Select a View Trainee Roster and follow the link to the
Trainee Roster page.

** If time permits, repeat the exercise from the ASST perspective. **

O 2
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PD/PI identifies Trainee,

= iNitiates Appointment by »
filling out the 2271 and

routes 2271 to Trainee

BN N Trainee fills out the 2271
= ‘ form and routes it back to = )
Program Director/ Trainee
Principal Investigator PD/PI

PD/PI reviews

completed 2271 #
and routes it to
Agency for final

approval
Agency
o Quick Reference: http://era.nih.gov/files/xTrain Initiate Appointment.pdf .
B2 A
PD/PI
y .
For now, let's assume the Trainee has an
. eRA Commons account...
Pl Trainee Roster screen
Application’y  Appointment Appointment Termination E"  pegree i i Termination Terminati .
TraineeNarr: Type - Start Date End Date Date g::? Level Status Source Status Source | |
5T32DK065517-04 (BuugelPenuu.U?tuﬂzuu%uﬁﬂuﬂuu Create NeW ADDOIntment
E‘hh' Searlett e 2007 07/01/2007 DEE0/2008 Mo BEE’ fccepted  Electranic View2271 2271
) Initiate TH
Pending Amend
Money, Chet D 2007 07/01/2007 062008 DB/30/2008 Mo BE% Acceptad Paper Agency Electranic % 2271
Review I
TESITIGINES 5. ey 2007 0701297 06i01 2008 No  PRE 'E"PJ*@ Electranic View 2271 %
Home Admin Institution Profile Personal Profile Status eSNAP xTrain Links eRA Partners Help
Enter Trainee Commons User ID
In arder to proceed with this operation, you must enter the Commaons User D far the Trainee associated with the grant
P . q
Lo Provide the Commons
KirnBeaker C— .
Username for the trainee
|dentify Trainee . .
and click Continue.
EIm
28
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PD/PI

Home Admin Institution Profile Personal Profile Status eSNAP Eﬂ Links eRA Partners Help

Statement of Training Appointment

Project Number: T32 DK 065517
Appointment Status:
Project Title: RESEARCH TRAIMNING IN PEDIATRIC NEPHROLOGY
Institution: EXT UAT DEMO CORP.
PD Name: Maney, Cher O

PHS 2271 OMB Mo, 0925-0001

*indicales required field

Trainee Personal Information

For ewery research training appointment or re-appointment, trainees should review and update their personal infarmation by using the Personal
Frofile link atthe top ofthis page. Except for the e-mail address, personal infarmation may only be entered ar modified by the trainee.

Last Name, First Name, MI: Beaker, Kim Estry

1123w St The 2271 form is opened

Address Li

Address H .

A zseLie and pre-populated with
City,Stae, 2P My iy v, 20552 information pulled from

Country: UNITED STATES

nihelectronicsubimiss@i

1 555-111-2222

the Trainee profile.

Degree(s) E: din Progress Ci ion Date i inor Degree Ci
BSM 0511988 I ¥

* screen continues on next slide *

29

[ A

PD/PI

* screen continued from previous slide *

[Name of Specialty Boards (if applicable)

MNursing: Pediatric Nurse Practiioner v

Is the Trainee in a dual-degree program (e.g. M.D./Ph.D.)?

From
Trai @M Oves
LCTUECIN |5 ior NRSA Support

Proﬁle or Ifthe trainee has previously received support from Kirschstein-MRSA training grant or fellowship, it will be listed in the table below. If the list of prior

Trainee suppprtis incomplete arincorrect, please click the NIH Suppart Menu tab above and follow the instructions for verifying NIH suppart.
. Appointment  Appointment End -
Supplled Grant # Pl Start Date Date Stipend Amt Degree Level Status
EEEEEER - - - -
PDIPI Field of Research Training or Career Development (for this appointment)
Choose a specific subfield (e.g., biological chemisty) unless the broader category é8 o, biochemisty) fits best
supp“ed ——{Caomplementary and Alternative Medicine (F580)

Period can not exceed 12

IPeriod of Appointment

 rom MDD v B — months_and the start datg must
U, loszos BB fall within the budget period.

monthsEldavs W Fecalculate ) piease Re-calculate! if calendar howes were
useddoselect date — .
Must Re-calculate if

[Support for Period of Appointment i

Type Taotal for this Grant {Omit cents) Calendar bOX IS Used.
* gtipend Level PRE - 20,772 PRE-DOC | . !
* stpend = Select level appropriate to

* Tutionfees (eaimeted 2000 Trainee degree and experience.

* s Stipend must be entered
Total and non-zero.

Appointment can be Saved at any time. 30
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PD/PI

Institution Profile Personal Profile Status eSNAP xTrain Links eRA Partners Help
My Grants

Appointment Intitiation Confirmation

process this form {to modify data, Route to Trainee, or to Submit to Agency) click Process 2271 link within the
W appointments screen, navigate to the hottorn of the form and click appropriate action button.

appears.

A confirmation

The Trainee Appointment Form was initiated successfully and is currently assigned to yau. To further message

Profile Personal

le Status eSNAP Links eRA Partners Help

Trainee Roster

Project: T32 DK 065517

Project Title: RESEARCH TRAINING IN PEDIATRIC MEPHROLOGY
Project StartEnd Dates: 07/01/2004 - 06/30/2009

5T32DK065517-04 (Budget Period: 07/01/2007-06/3002008) Create MNew Appointment

8l Years Status is set to In-Progress PI.

I [K1-250125 10
AFF“CE‘W": Appointment Appointment Termination E'a'fe Degree i Termination T b e
o e 2 e Tvpe Start Date End Date Date Past? Level Status Source Status Source

Beaker kim oy, 2007 070142007 06/30/2008 Mo PRE(C In-Proaress Wy oy, View 22

Estry poc\ 2

i‘bh'sca’m“ New 2007 070142007 08/30r2008 T s P - ‘/Y"“ 2171
Use the Process 2271 link to

access Route to Trainee button.

" Initiate Th

31

) A

( Electronic Research Administration Wielcome cherdmaney
Institution: EXT AT DEMO CORP.
( Commons ) i
National Insritutes of Health oo 2 1512
TOp of form Personal Profile_Status_eSNAP

Links eRA Partners Help

Statement of Training Appointment

Project Number: T32 DK 085517
Appointment Status: In-Progress P| view Rouling History
ING IN PEDIATRIC NEPHROLOGY

Bottom of form... .

Period of Appointment

* Erorm (MMDDAYYY) o707 |
* To (MDD [o8/a0/2008 |
For every rf

of this pag

PHS 2271

Findicates|

select dates

m Support for Period of Appointment e .
Type Total for this Grant (Omit cents) Ad d |t| 0 n a I a Ct | O n

* Tuitionifees festimatec) 2000

5072 2271 form.

months Eldays Re-calculate | please "Re-caleulate” if calendar hoxes were used to

o buttons now appear
o - at the bottom of the

e —
Save | [ Cancel | Rasetﬂ RnutamTvama[ view PDF | [ Submitto Agency |

Click the Route to Trainee button.
|

32
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Links eRA Partners Help

Home Admin_Institution Profile Personal Profile Status eSNAP

Provide Comments

youwould like to send comments by e-mail to the nex recipient of this form, please insert them helow:.

Please complete the Trainee appointment form and send it back to me.
We look forward to your joining our program.

crirzrasir . % Comments (up to 2000 characters) will be included in
o) s email message sent to Trainee. Click Continue button.

: Home Admin Instiition Profile  Personal Profile Status eSNAP Links eRA Parthers Help

Route to Trainee Confirmation

The Appointment Form was successfully routed and Email ahoutthis action was sentto Trainee

Dane >

Pl Trainee Roster screen

Status is set to In-Progress Trainee.
L

2RA Process 2271

on & e o End & I o
Ter Degree Ter Ter .
FY Date ' View Action
Trainee Name Type Start Date End Date Date Past? Level Status Source Status Source
5T32DK065517-04 (Budget Period: O7/0142007-06/30/2008) Create Mew Appointrment
Beaker, KIM oy 2007 07/01/2007 06/30/2008 Ng  PRE( IWPIOURSSN ooy o View 2271
Estry Do Trainee
e

33

 Let’s go back to the beginning of the Create
New Appointment process and look at the
steps you will take to initiate an Appointment
for a Trainee without an eRA Commons

account.

ORRA Before we move on...

34
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PD/PI

Home Admin _Institution Profile Personal Profile Status eSNAP

xTrain Links eRA Partners Help

Enter Trainee Commons User ID
In orderto proceed with this operation, vou must enterthe Cammons User D forthe Trainee associated with the grant.

* Trainee User ID:

If you don’t have the eRA Commons account for the

—— Trainee you must use the Identify Trainee link.
<@\‘ l
Identify Trainee

Grant: 5 T32 DK G5517-4
Project Title: Research Training in Pediatric Nephrology
Budget Start/End Dates: 07i01/2004-06/30/2009

Enter search parameters to locate existing Trainee Profile. Search will he

perfarmed against all profile records with Training or Fellowship invalve ment with
MIH. Ifyou cannot locate the existing Profile record, upon the execution of the .
Tlp: search the buttan to create a New Trainee Profile will be provided, PrOVIde SearCh
Wlld-CGl"d Ifyou located a Profile that does not have 2 Commans User 1D, then please Crlterla and

) Q request the Profile person to create a Commons User D by inviting Profile owner .
ChClI"OCTe«l” ( /°) |s to Register. Once registration is completed, you will get email with a User 1D of C“Ck Seal’ch
that profile so you can proceed with appointing that Trainee.
allowed after 1
The flr‘ST 3 ” User ID
Search
letters of the =
LGST Name, [ Create MNew Trainee Profile ]

* Last Name

35
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PD/PI
* Last Name First Name Commons User ID
Eeaker || H |[ Search ]
If no records are found,
Name: Inslilmiun: Email:; Address Commons User IDg yOU can reﬂne the
Mo records retumed. Refine the search and try again. <@ Search and try aga|n

Create New Trainee Profile

Home Admin_Institution Profile Personal Profile  Status eSHAP

Links eRA Partners Help

4 Create New Trainee Profile
|f Unab|e tO f|nd a Upon clicking the Submit buttan, the email with invitation to register for
Cormons User ID is going to be sent to the Trainee.
match, select Create

- Once Trainee completes the Reaistration process to create Commons
NeW Tra’nee User ID and NIH activates the Trainee account, you will be emailed the
- Cormons User ID ofthe trainee so you can initiate the Trainee
PI'OfIIe appointment
*Required
—_—
* F o " * .
1 1 1 Last Hame First Name Middle Name Email Address
Provide required info j .
. Beaker HKITH klmBeaker@demD.:Dm
and Sme't Submit Cancel

A confirmation screen will appear. Trainee is sent an email with link to register
in Commons. The Pl is sent an email with the Commons Username to use for
the Appointment once the account is established.

|
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Trainee

Trainee receives email with link to S —
register and is directed to (m ,,,,,, W Commons )
complete the presented form and Verify NIH Support for Kim Beaker ©

W do not show any awarded NIH Support or Committee Involverment for Kirm Beaker. This may be appropriate. Either select

to Ver|fy the Su pport |dent|f|ed as ‘Add Additional NIH support Rejest Ascount Request, or Complate Accaunt Request to confinue.
a potential match to the Trainee.

¥ NIH

Links oRA Partiers Holp v This is correct. I have never had an eRA Commons sccount or been H
. ~

[tome
Create a New Account @ P o
‘ Continue Account Request Reject Account Reguest Add NIH Support
step @) of 3 —_—
You s crsingan i Comans st or G Ecty Benker 1 r i Traee Adctonay. is st may
uires step @)of 2
@ e fom nvzssmzd o mustbe cnmmslad
@ Next, your NIiH support presented. y grants and
, notincluding . are presented Elecironic Research Administration
he aceuracy ofths Infarmation C
oThe\astsﬁpmthe process is  confimation page. ommons
rai s Sponsored by Natlonal Institutes of Health
ol vou i

Gen
{akes e NI 210 & usingss days associe ol oo ictorcal reords orou new i Commons arc
fed Complete Account Request

oo
selow, petiriry
Step o of 2
User Name ™ KimBeaker User Name must be at least 6 characters
password Pt i 35
Comments on N

For Bxamole: $iran

el IThis is correct. | have never had an eRA Commans account or been involved an a previous grant.

[Ro.-type Password ™

Phone (655-123-4567
E-mail * [cumminss@mailningoy

By selecting Complete Account Request, NIH willverity your information and then activate your account Generally, s takes
two to five business days. You will be notified by email when the process is complete.

* gm—— 00 02—
Fustame JiddoName_Lastame _ e
Compete AecoumiFemest_ TYBak
[iim [esty Peater C > X3
Ongantzaton
* ncats reqied i step @0 2
£
[ecords i your new aceount.
WY (123456789) Note that you are only permitted to view public information (i.e. grants which were awarded by NIH or Review Committees for which you are

e =) — After this step it will take 2-5 days
for the account to be activated. -

) A

Trainee

* Once a Trainee account is created, the
Trainee must log into eRA Commons and
access each of the Personal Profile pages
to provide the information used to populate
xTrain-related forms.

Electronic Research Administration i ‘welcome kimbeaker
Institution: UNIVERSITY OF VIRGINIA
)
( eRA Commons ) CHARLOTTERI L=
Sponsared by National Fnstitutes of Health Autharity:  TRAINEE Log-out

arsion 2.15.1.2
Home Admin  JGEIECIEIETTR  xTrain Links eRA Partners Help

Personal Information Race/Ethnicity Employments Reviewer Address Residential Address Degrees Publications Trainee-Specific

Personal Profile
2 2 2 2
| I I I I
Personal Race/ Residential Degrees Trainee-
Information Ethnicity Address Specific
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 xTrain will check the Trainee’s Profile during
the Appointment and Termination process
and will generate Errors/Warnings if
expected information is not available or
violates xTrain business rules.

— Not all fields that are checked are marked as
required on the profile screens.

» Personal Profile is used by multiple eRA services and
some fields are required only in specific

circumstances.
——— s
B2 A
Trainee
Middle Name is not required, SSN requested. If not
but we recommend including gz PrOVided, may get a .
Personal Information it (especially for common Warning indicating that this
names) information is helpful in
indicates required field * . ' .
| accurate identification of an
Identifying Information |nd|V|dua|
Name Prefix: First Name:™ Kirn "
Middle Name: IEsw Last Mame:" Beaker ’ C- . H H
. itizenship is a
Name Suffix: SSH: I A p
required field for
" - %Dn Mot Wish to . .
Sene: DOB MDD praee 1 xTrain. Trainees
ggf:élns_lﬂg:cngm and permanent I‘USICH‘ZEH S e vl « E I a d f mUSt be a Cltlzen
gs;i?lg‘sﬁmmamcipants in research Citizans} mal IS UBE o or nOI’lCItIZen
prodec i sk notifications that national of the US
e Ema® T P XTrain actions have . have been
Disabilities (select all that apply) taken plauce AISO’ ] |anU||y admitted
[[] Hearing [ vision used for ForQOt for permanent
SM\sfmg Extramities O nonparantic ornopesid - Password” function. residence.
Partial Paralysis [ complete paralysis
[ speech [J motor (temp code) |I
[ other .
Subrmit [ Reset || Ce Comlng soon:
Disability categories to match new

— Select all that apply. 2271 & Grants.gov standard forms. .

20



@ Profile — Race/Ethnicity

 Information is used for aggregate reporting
only.
Race/Ethnicity @

Content Management Test

" indicates required field

Current Information
Race{s): White ;

Ethnicity: Mon-Hispanic
New Information

Ethnicity: *

Race and Ethnicity
or “Do Not Wish to

colaaiy e races are Provide” must be
[ Arerican Indian or Alaska Hative selected before an
g st Appointment

Race(sk” Black ar African American .

(Check all that apph) White can be submitted.

[ Native Hawaiian ar Pacific 1slander
[1 Do Motwish to Pravide

Submit |§ Feset l§ Cancel

I ol

@ lle — Residential Address

* Trainee should provide permanent address
(i.e., where trainee can be reached after the
completion of the program)

| Residential Address @

indicates required field

Residential Address

Line 1:* [123 My Home Road | City:™ [y city |
| | Stte®
Line 3: | ‘ Zip Codes™ IW

Line 4: [ | Country:*
Phone:™ [555-125-4587 Fax: \ |
E-mail:* |cumm|nss@ma|l.n|h.gov

Submit | Reset | Cancel
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2RE Trainee | PrOfiIe : Degrees

+ xTrain checks Degree information as part of the
Appointment process
— PRE-DOC: must have a Bachelor’s Degree or equivalent
— POST-DOC: must have a PhD, MD or equivalent

« Remember to provide information on degrees in
progress and the expected completion date

List of Degrees @

Degrees 1- 2 out of 2 records

ompletion Degree n
Date ompleted?
BS: BACHELOR OF v

oI ENCE HHS University 0511997 Edit [Delete

i
MO DOCTOR OF . "
MEDICINE Get Smart University 0141998 d Edit [Delete

Add Mew Degree l Close
|

Use Add New Degree button to provide additional degree information.

I 2

@ Profile — Trainee-Specific

* Information used exclusively for Training
grant actions.

An Error is generated during the
Appointment process if Yes is checked
T 7~ and no explanation is provided.

Trainee-Specific Information @

ederal Deb
*are you delinguent on the repayment of any U.S. Federal Debi(s)? (if ves, explain in 2 fexibox below)

()] @ves

If you answer ¥Yes, vou must provide an explanation or your Trainee action will not be pass the
validation check prior to submission.

I Disadvantaged background
*are you from a disadvantaged background?

|

e s




2RA sadvantaged Background

Individuals from disadvantaged backgrounds are defined as:

1. Individuals who come from a family with an annual income below established
low-income thresholds. These thresholds are based on family size, published by
the U.S. Bureau of the Census; adjusted annually for changes in the Consumer
Price Index; and adjusted by the Secretary for use in all health professions
programs. The Secretary periodically publishes these income levels at
http://aspe.hhs.gov/poverty/index.shtml. For individuals from low income
backgrounds, the institution must be able to demonstrate that such candidates
have qualified for Federal disadvantaged assistance or they have received any
of the following student loans: Health Professional Student Loans (HPSL),
Loans for Disadvantaged Student Program, or they have received scholarships
from the U.S. Department of Health and Human Services under the Scholarship
for Individuals with Exceptional Financial Need.

2. Individuals who come from a social, cultural, or educational environment such as
that found in certain rural or inner-city environments that have demonstrably and
recently directly inhibited the individual from obtaining the knowledge, skills, and
abilities necessary to develop and participate in a research career. Recruitment
and retention plans related to a disadvantaged background are most applicable
to high school and perhaps undergraduate candidates, but would be more
difficult to justify for individuals beyond that level of achievement.

| 45

ands-on: Trainee Profile

Trainee Profile

1. Log into the Trainee account provided by your trainer.
Note: If still logged in from the previous exercise, you may need to Log-out of
that session using the link in the upper, right-hand corner of the screen.

2. Select the Personal Profile tab in the blue navigation bar across the top of the
screen.

3. Select each of the profile areas used with xTrain. Enter/update the information
required by xTrain.
Remember, not all of the fields required by xTrain will be marked required in the
profile.

** We'll see how well you did in a later exercise. **

Electronic Research Administration Wwelcome kimbeaker
C 0 m m 0 n S Institution: UNIVERSITY OF VIRGINIA
CHARLOTTESVILLE

Sponsored by Nartional Institures of Healrh Authority:  TRAINEE Log-out

Home Admin  GEETIEIEITTEN  xTrain Links eRA Partners Help

Personal Information Race/Ethnicity Employments Rewviewer Address Residential Address Degrees Publications Trainee-Specific

Persongl Profile f f f f

| | | | |
Personal Race/ Residential Degrees Trainee-
Information  Ethnicity Address Specific

46
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Trainee

Now back to that New Appointment from the Trainee perspective...

» Trainee users are brought to the Trainee
Appointments and Terminations screen
when the xTrain tab is selected

Electronic Research Administration i ‘Welcome kimbeaker
Institution: UNVERSITY OF VIRGIMIA
)
( eRA Commons ) CHARLOTTESUILLE
Mersion

Sponsored by Narional Institures of Healrh Authority.  TRAINEE Log-ou

. 15.1.2 I~
Home Admin Personal Profile @t i Links eRA Partners Help

My Appointments and Terminatvi

Trainee Appointments and Terminations

Kl1-1ar1 10
-y i & Termil i & Program & & Degree & Appointment & Termination .
Grant Number S o te ® EndDate | Date = Ditector > ST | ool ™ Status = Status = View Action
ST32DKOGS517- Maney, Cher EXT UAT

07- . 06- b . In-Progress Wiy
04 D pemo core. TREPOC Traines

2007-07-01 2008-06-30
=
Click the Process 2271 to access
the Appointment form.

47

) A

Trainee

My Appointments and Terminations
Statement of Training Appointment

The 2271 form is opened and
Project Number: T32 DK 085517 . . .
A|)|m|:;:§em:|t];t):; In-Progress Trainee View Routing History pre-popUIated Wlth |nf0rmat|on

Project Title: RESEARCH TRAIMING IN PEDIATRIC NEPHROLOGY puIIed from the Trainee proflle
Institution: EXT UAT DEMO CORP.

PD Name: Moz, Cher D or previously entered in form.

PHS 2271 OMB Mo, 0925-0001

*indicatas required field

Trainee Personal Information
For every research training appointment or re-appointment, trainees should review and update their personal information by using the Personal
Profile link at the top of this page. Except forthe e-mail address, personal information may only be entered or modified by the trainee.

Last Mame, First Name, MI: Beaker, Kim Estry

SsN: <+— SSN — pulled from Profile/Personal Info

Address Line 1: 123 My Street o . .
Address Line 2 <«— Address — pulled from Profile/Residential Address

Address Line 3:
Address Line 4

City, State, ZIP: My City, WA, 20882
Country: UNMITED STATES

* Emai: [helectoncsubmizs@; <«—— Email — pulled from Profile/Personal Info
Phone: 555-111-2222

Fax:
Degree(s) Earnedin Progress Completion Date Major Minor Degree Completed? Degrees -_— pu”ed from
BSh 05/1988 I i

*— Profile/Degrees —

I B
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Trainee
* screen continued from previous slide *
Select from
g e e v+ -
= pull-down list.
From Is the Trainee in a dual-degree program (e.g. M.D.Ph.D.)?
Trainee | reererrpemm Select appropriate radio button.
PrOfIIe or Ifthe trainee has previously received suppart from Kirschstein-MRSA training arant or fellowship, it will be listed in the table helow. Ifthe list of
Trainee prior suppprt is incomplete orincorrect, please click the NIH Support Menu tab above and follow the instructions for verifying MIH support
Supplied Grant # Pl Appominent  ARPORIMENEN  syipend st Dearee Level Status
- I.DE)/TDT = Field of Research Training or Career Development (for this appointment)
Choose a specific subfield {(e.g., biological chemistry) unless the broader category {e.g., biochemistr .
Supplled —-Caomplementary and Alternative Medicine (560) v Pr’or NRSA Support
- pulled from profile.
i 5 * From (MMIDDAYYY) o700 BB To correct, go to
* T (MDD ) [og/30/2008 B Admin/ Account/Verify
monthsEldavs F' NIH Suppor‘t and add
ReVieW ] ] were used 10 select dates. grant number.
.
remalnlng Type Taotal for this Grant {Omit cents)
infoand | <sipensie
contact * g " .
PDIPI Stbend Y72 Trainee can click Save and complete the
* 12000 A
with an | [uaniees festmatze 12 orm later. Once complete, click Route to
concergs T:’al“e' — " Plto continue the Appointment process.
otal q 00
: Note: Route to PI has implicit Save.

Boave \ outeto PLJ | View PDF 49

[ A

Trainee

 When the Trainee clicks the Route to PI button, the
system will validate the information contained in the

2271 form and will flag any Errors or Warnings
found.

— Errors must be corrected before the Appointment is
routed. Warnings are corrected at your discretion.

[ Appointment Validation Warnings
Error Message

B Appointmentvalidation warnings:

- Mo 55N hag been entered in the Trainee personal profile. Trainees are asked to voluntarily provide SSM information to aid in the
processing of Trainee appointments by providing the agency with vital infarmation necessary for accurate identification
(ID: 200015)

You have appointment validation warnings. Do you want to continue?

Click Continue to proceed. _yC Contnue D To correct the Warnings, click
Cancel, correct the item and
click Route to PI again.

_—— s
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Trainee

Provide Comments

If you would like to send comments by e-mail to the next recipient of this form, please insert them helow.

c

I have completed the form. Please let me know if you reguire any additional information.

e E Comments (up to 2000 characters) will be included in
email message sent to PD/PI. Click Continue button.
Continue Cancel |

; Route to Pl Confirmation

| cerify that the staternents herein are true and complete to the best of my knowledge and that |
will comply with all applicable Public Health Service terms and conditions governing my
appointment. | am aware that any false, fictitious or fraudulent statements ar claims may subject
e 1o criminal, civil, or administrative penalties

IAccept’ Cancel

/V The 2271 Form was successfully routed and Email about this action was sentto P

Electronic Signature recorded.  ([Ga)

p—
Trainee Appointments and Terminations screen

Grant Y s & Termination & Program . s Degree i il & Terminati & \rew Action
Number ¥ Start Date ™ End Date  Date ¥ Director ¥ Level ¥ Status ¥ status i

EXT UAT i
SIHDKUEW 0070701 2008-06-30 g””e"' CRer hemo rrRE-DO{In-Pragress PI 2271
CORP w

S

——» | Route to Pl Confirmation

=
=

Status is set to In-Progress PI.

51
B2 A
PD/PI
* To complete the Appointment, the PD/PI must
review the 2271 form one last time and then
Submit to Agency.
PI Trainee Roster screen
Applicminng Appuimmemw Appointment Termination E"a?e Degree i il T ination Termi
Trainee Type Start Date EndDate Date pasty Level  Status Source Status Source
Name
5T32DK065517-04 (Budaet Period: 07/01/2007-06/30/2008) Create Mew Appointment
Eif‘r;‘e"’(‘m New 2007 07/01/2007 08/30/2008 no  CRE gﬂﬁ Electronic ;;i%
Bottom of 2271 form
[Support for Period of Appointment I
Type Total for this Grant (Omit cents)
* gtisna Click Submit to Agency to
* Tuition/fees (estimated] Complete the AppOIntment
* el initiation process.
Total /
@[ Cancel ][ Route to Trainee ][ Delete ][ Wiew PDF Submit to Agency
E— — s2
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PD/PI
Provide Comments

fyouwould like to send comments by e-mail to the nest recipient of this farm, please insert them below,

Comments (up to 2000
= <= characters) will be
I am submitting Kim Besker's Appointment form for your approval. . . .
Please let me know if you have any gquestions. |nc|uded in ema"

Dr. Cher D. Money

EeE_123-4567 _»| Submit to Agency Certification message sent to AgenCY-
T | cerify that this individual is qualified for this program and is eligible to receive financial
, support for the period specified above. A copy of this appointment form will be given to the
indiidual.
Submit to Agency Confirmation
Click Thscopl ) Cancel
. — The appointmentwas successfully submitted to the Agency, and the Agency's grant specialists
Contlnue will be notified. For predoctoral appointments, no further action is required. For postdoctoral
Kirschstein-NRSA research training appointments, an original signature is required on the
button Appaintrment Farm (2271) and Payback Agreement (6031), and the appointment will nat be
) accepted until the Agency receives the signed forms:
(@) +— Electronic Signature recorded. __|

Pl Trainee Roster screen

Application s T jon EM4 Degree i i Termination Terminati
FY Date View Action
Trainee Name Type Start Date End Date Date Past? Level Status Source Status Source

5T32DK065517-04 (Budget Period: 07/01/2007-06/30/2008) Create Mew Appaintrment

Beaker, Kim
Estry

Status is set to Pending
Wew 2007 07/01/2007 06/30/2008 Mo ERO% A—m Elactronic Agency Review.

Eyigy

53
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* For Pre-doc Appointments

— No further action is needed, unless confirmation
of permanent residency status is required

» For Post-doc Appointments Only

— Mail the following forms with original Trainee
signatures to the awarding NIH Institute
« Appointment (2271) form Tip:
For Post-docs,
» Payback Agreement (6031) form

use links '
+ Confirmation of permanent residency | provided af time
(if needed) of submission To

print forms fo
ensure most

recent info.
| .
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* An Appointment (2271) form is needed for
each budget period for which the Trainee
receives support.

» The initial year of support on a specific grant
is referred to as a “New” Appointment,
subsequent periods are Re-appointments.

» Re-appointments follow the same basic flow
as an Appointment.

—— s

[ A

Pl Trainee Roster screen

" Select Re-Appoint 2271

Shirley Mew 2006 07/01/2006 0630/2007 Yes Doc Accepted Electranic

Bottom of 2271 form Review all info. Don’t
|Peioa ot appontrment | .
forget to change Period

Period of Appointment

* From (MMIDDIYYY) 8
* To (MMDDRYYY) 0E/30/2008 A of Appointment dates.

1

mnnthsEldavs Re-calculate | please "Re-calculate” if calendar boves were used

to selectdates.
Support for Period of Appointment
Type Total for this Grant (Omit cents)

* Bfipend Level 2-41,796 POST-DOC v
* stigend 41796
* Tuitionfees (estimaied) 8000

* Travel 850
Total

A confirmation
message appears.

ENEAR
Appointment Intitiation Confirmation 4~ :l
Save |) Cancel
( '- The Trainee Appointment Form was initiated successfully and is currently assigned to you. To further process

this form (to modify data, Route to Trainee, orto Submit to Agency) click Process 2271 link within the hitlist of
appointments screen, navigats to the bottom of the form and click appropriate action bution
( Dnne‘

Status is set to In-Progress PI.

[ MIBW
2271
Aot Reappointmant D007 07/01/2007 06/30/2008 No  POSTC ILPrONrese) b i vigw ~ Eloces
Shirley DOC\ P! o 2T

_—— Appointment Type set to Reappointment. -
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* The rest of the process is the same as the one
followed for Appointments.

— For Post-docs, the Submit to Agency Confirmation
page includes links to print the 2271 and Payback
Agreement forms which must be signed and mailed to
the Agency.

|[ cancel | [Reset| [ Routeto Trainee | [ Delete | [ view PDF ¢ SubmittoAgency )

]
Tip: Submit to Agency Confirmation v
.
For POS -dOCS, The appointmentwas successiully submitted to the Agency, and the Agency's grant specialists will be notified.
. For predoctoral appointments, no further action is required. For postdoctoral Kirschstein-NRSA research training|
use hnks appointments, an original signature is required on the Appaointment Form (2271) and Payhack Agreement

. (6031), and the appointrment will not be accepted until the Agency receives the sianed farms.
provnded at fime

. . Farwour canwenience, pre-populated Appointment and Payback Agreement farms are provided below, For a
of subrmSSlOn To postdoctaral appointment, please print the forms, obtain all necessary signatures, and send ariginals to the
print forms fo

designated grants management contact at the Agency.
ensure most
recent info.

\ Pre-Populated 2271 Form

Eavback Agreermnent Form

=)
E—— 57
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* The View Routing History link is available
throughout many of the xTrain processes
— Provides event history including routing comments

Coming n:

Statement of Training Appointment -RegiSTf‘Cmon events
Project Number: T32 DK 063951 1'0 be Odded 1‘0
Appointment Status: In-Progres§ P view Routing History .
Project Title: RESEARCH TH RIC NEPHROLOGY hlSTor‘y-
Institution: EXT UAT DEMO CORP 5 Tr‘(li nee name added
Routing History PD Name: Money, Cher D
_ to header.
Project Number: T32 DK 65517 v
Appointment Status: In-Progress FI o BO name Gdded Yo
Project Title: RESEARCH TRAINING IN PEDIATRIC NEPHROLOGY
Institution: EXT UAT DEMO CORP f ‘ | \ls‘
PD Name: Maney, Gher D header Or‘
Event Action Taken  pcijonpate  Action Taken CurrentStatus ~ CUrrent Action Comments
By Reviewer
Pl Initiates, Amends, or Re-appoints a Q'Reilly, 0341362008 09:55
e aa] - e Initiated by Pl In-Progress Pl Money, Cher
OReilly, 0301352008 10:14 Routed to In-Progress Brilliant, Please review the form information and route
(FIRENES 2271 D MEED Radar PM Trainee Trainee Shirley the form back to me.
Trainee Routes 2271 to FI g;‘:‘r';:' EaM2008 1097 Routeqto I In-Progress I Money, Cher D MAnEw. | Rave udated the information in

_——— s
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s A View 2271

on & e i o End 8 I .
Ter Degree Ter Ter .
FY Date View Action
Trainee Name Type Start Date End Date Date Past? Level Status Source Status Source
5T32DK065517-04 (Budget Period: O7/01/2007-06/302008) Create Mew Appointment
Beaker, KIM oy 2007 07/01/2007 06/30/2008 Ng PRE- ILPIOOesS  gyocy g View 2271
Estry DOC  Trainee

* Any xTrain user can use the View 2271 link
in their hitlist or the View PDF button at the
bottom of the form to look at the current
document

— If not yet submitted to Agency (or if previously
submitted on paper), the system creates the view
“on the fly,” pulling the most current information
from the profile/database and any entered data

— If already electronically submitted, a “snapshot” of
the form at time of submission is displayed
— Uses most recently OMB-approved form

 For historical paper submissions, the form may not
look identical to the one submitted

[T

Appointment

» From your PI's Trainee Roster screen, go to the most
recent budget period listed (make note of the budget period
dates) and select the Create New Appointment link.
Supply the Trainee Username provided by your trainer and
follow the Appointment process all the way through to
Submit to Agency.

* You will need to:
» Enter Pl-supplied information
* Route to Trainee
* Login as Trainee and enter Trainee-supplied information
* Route to PI
* Login as PI, review the form and Submit to Agency

O 0




ands-on: Re-Appointment

Re-Appointment

* From your PI's Trainee Roster screen, select a Re-Appoint
2271 link (your trainer will identify one for you) and process
the Re-Appointment.

** You may want to try this exercise using your ASST account
to initiate the Re-Appointment. **

61

» Once an Appointment is Accepted by
Agency, an Amendment is needed to change
any of the following items:

— Name

— Permanent Mailing Address
— Appointment Period

— Support from the Grant

e Submit an Amendment as soon as the
change occurs

O o2
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PD/PI

Amendments follow the same basic flow as Appointments/Re-appointments

Pl Trainee Roster screen

Type Date

Trainee Name Start Date End Date

Beaker, Kim

Estry Mew 2007 070172007 06i30/2008

ﬁ""" Searlell gy 2007 070112007 DB/I0/2008

5T32DK065517-04 (Budget Period: 07/01/2007-06/3002008) Create Mew Appointrient

End " = S -
Degree Termination T _

Date View Action

Pastz LEvel  Status Source Status Source PD/PI

selects
Pending

Mo ;ZE ége\eﬂnecwy Electronic iews 2271 4 Amend
FRE 2271

Mo pog  Accepled Electronic

Top of 2271 form

Statement of Training Appointment

Project Number: T32 DK 065517
i Status: Accepted View Routing History
Project Title: RESEARCH TRAINING IN PEDIATR)
Institution: EXT UAT DEMO CORP.
PD Name: Maney, Cher D

Wl
The 2271 form is opened and the
PD/PI can edit the appropriate fields.

Bottom of 2271 form

* To (MMIDDIVY YY)

PHS 2271  OMB No. 0925-0001
Findicates required field
Trainee Personal Information

For every research training appointment of re-appointment, trainess sh
top ofthis page. Except for the e-mail address, personal information m

Last Name, First Name, MI: Gibb, Scarlett K

Type

* stipend Level

PD/PI Saves the edits.

* Fram (MMDDAYYY) o7/mjzoo7 [

[Support for Period of Appointment

* stipend 14867
* Tuitionifees festimatec 2000
* Travel 200
Total 17087

o3/en/enos  |[EE

& |months|20  |gays [ Re-calculats

select dates.

Total for this Grant (Omit cents)

FRE -20.772 PRE-DOC

——— g
B2 A
PD/PI
A new line is added to the Trainee Roster with Appointment Type
of Amendment and Appointment Status of In Progress PI.
Pl Trainee Roster screen
Al 3 . Degree i i T ination T "
e Type Start Date End Date Date g:';? Level Status Source Status Source View Action
5T32DK065517-04 (Budget Period: 07/01/2007-06/30/2008) Create Mew Appointment
Eim‘e“ HM 2007 07/01/2007 06/30/2008 Mo EEE’ ;gegnmcny Electronic View 2271
Beview
E'bh'sca”“ New 2007 07/01/2007 0B/30/2008 Mo BEEC' fAccepted  Electronic View 2271 giwewm
ok, Se2EN amendment 2007 07/01/2007 0312012008 Mo FRE LRINESS goggonic View 22 ;‘;‘;jeﬁ
The Process 2271 action link is used to continue the process /
just like an Appointment (i.e., Route to Trainee, Submit).
| . 64
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2RA Amendment

The document accessed via the View 2271
link for the New Appointment remains intact.
Pl Trainee Roster screen \
«
E_‘m' Searest L eve 2007 07/01/2007 06/30/2008 Mo Egi’ Accepted  Electronic View 2371 %‘FN
Emn, Searlel o endment 2007 07/01/2007 03120/2008 Mo Egi’ F%y Electronic
The View 2271 link for === Bottom of
the Amendment shows original 2271
the original 2271 (as it form
was submitted) with an New
Amendment section P Amendment
appended at the end. NN e section
e [z B
e e -
" - - 65

Hands-on: Amendment

Amendment

* From your PI's Trainee Roster screen, select the Amend
2271 link (your trainer will identify one for you). Change the
Period of Appointment date and any other information you
want to alter. Process the Amendment.

» What happened to the Stipend when you altered the
Period of Appointment?

* From your PI's Trainee Roster screen, select the View 2271
link for the Amendment.

* Note the new section added to the bottom of the
document.

O 6
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PD/PI locates Trainee on
Roster, initiates a Termination
Notice (TN), inputs additional ’

info and routes TN to Trainee &
A0
D

Program/Direc“tor/ Trainee fills out required
Principal Investigator information and routes the TN Trainee
\ back to PD/PI

PD/PI reviews TN and
routes it to BO

BO . -~
approves
B and routes #
TN to
Agency T

| Quick Reference: http://era.nih.qov/files/xTrain Initiate Termination.pdf

67
[ A
PD/PI
* Termination Notices are typically initiated by
the PD/PI
— BOs also can initiate a Termination Notice
Pl Trainee Roster screen
.I\pplil:atinn‘h ~ Appointment _ End _ _ I o
Trainee v?;):glmmentw Start Date End Date E;{Lmnatlong:‘;? Ez\?:estatus Source g;ms ;ﬁrurce |- [
Name b
5T32DK065517-04 (Budyet Period: 07/01/2007-06/3002008) Create New Appointment
Amend
23‘3’;9““"“ New 2007 07/01£2007 DBI30/2008 Mo B’?)E' Accepted  Electronic % ==
T
S —
/
Select Initiate TN to begin Termination process.
_—— o
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»[)A

PD/PI

Termination Notice (form 416-7)

Termination Notice - Ruth L. Kirschstein National Research Service Award

Project Number: T32 DK 065517
Termination Status:
Project Title: RESEARCH TRAINING IN PEDIATRIC NEPHROLOGY
Institution: EXT UAT DEMO CORP.
PD Hame: Money, Cher D

*indicates required field PHS 416-7  OMB Mo, 0925-0002
Trainee Personal Information

Before a research training appointment is terminated, trainees should review and update their persanal information by using the P
for the e-mail address, personal infarrnation may only be entered or modified by the trainee.

Last Name, First Name, MI: Beaker, Kirm Estry

Address Line 1: 123 My Street

Address Line 2:
Address 3
Address Line 4:

City, State, ZIP: My City, VA, 20882
Country: UNITED STATES

* Em nihelectranicsubmiss(@
Phone: 555-111-2222
Fax:

BSN 05/1988 i i

The Termination Notice is opened
and pre-populated with information

pulled from the Trainee profile.

Dearee(s) Earned/n Progress Completion Date Major/Minor Degree Completed?

* screen continued on

next slide *
69

) A
PD/PI

Termination Date and Business Official submitting the Termination Notice to NIH

Termination Date: *Business Official:

* screen continued from previous slide *

‘ear4 0740172007 0B/30/2008 207720 MIRE 0
‘.

Totals: 20772.00 e,

i
ossonves [ TernaionteJ, +.s| Businzss Oficia
. Hopw A Flned] Choose a BO
Total Hirschstein - NRSA Support Under This Award Happy, IDA
7 = a -
Support Year Start Date End Date * Amoiintaf O ber o1 Happy, IDA £ from d rop down
Stipend " * Months  Days hdarlow, Jennifer

Tarlek, Herb list.

Training Received

Provide @ summary of fraining received and research undertaken during trainee tenure. List publicatic
frarn the research during this period. List grants and career awards pending and received. ifiralning
terminaled early, state reason. (2000 characters maximum)

A Modify Termination Date

Vou are requesting to modify the Termination Date. Note that you can only change this
Date ta sherten ihe Iast Traine Appointment period. Lpon acceptance of the Termination
Notice form by Agency, the systern will autormatically amend the last apointment end date

and re-calculate the stipend amount for the last appointment. The systern will pre-populate
a recalculated stipend amountinto the enterable field on the Termination Natice Form éyou
will see it as soan s you click Continue on this screen), and you ean further modify the
stipend amount right on that sereen

B

_OR-

Date

04/19/2008 L]

Continue

Upload PDF File

‘ |[ Browse... |
Post Award Information
Activity Organization Type of Position

O Academic O Grad Student
O Teaching

O For-Prafit O Postdoctoral Researe
O Research

O Govemment O Faculty: Tenure-Track
O administration

O Mot For-Profit O staff Scientist
O other

© other| | © other|

* screen continued on next slide *

The Modify Termination Date
button is used to shorten the last
Appointment period. The system
will automatically amend the
last Appointment end date and

will recalculate the stipend.
70
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»[)A

PD/PI
* screen continued from previous slide *

Ifknown, enter position tile, organization, and related information:

Name ofOrgavizations| |

The majority of

B information requested

swee:| 1
i is entered by the
Statez[Select e o]
R Trainee.
PhoneNoz[
Emai[

[Other PHS Service Obligation Support

National Health Service Corps Scholarship: wootMorths: 0|
Kirschstein NRSA: Nootwortns: (0|

Ifthe trainee has previously received supportfrom other Kirschstein-NR 84 training grants or fellowships, itwill be listed in
the table below. fthe list of prior support s incomnplete or incarrect, please clickihe NIH Support menu tab above and follow

th structi T ifyi NRSA it - n n - ]
e e e sore Termination Notice Confirmation

Grant Number  From To

v NIH Loan Repayment Program? Oves @ He The Termination Motice was initiated successfully and is currently assigned to vou. To further
process the Termination Notice (to Route to another person, ete.) elick Process TN link within the

trainee

(

"~ PD/PI Saves the edits. [

hitlist of appointments screen, navigate to the bottorn of the form and click appropriate action button.

5T32DK065517-04 (Budget Period: 07/01/2007-06/30/2008) Create Mew Appointment

Amend
Beaker, Kim PRE- i In Progres i Wiew 2271 3371
Estry New 2007 07/01/2007 08/30/2008 041192008 No Doc Accepted Electronic E\ectrumc View TN Process

[ Status changed to In Progress PlI. = =

71

) A

PD/PI
Pl Trainee Roster screen

5T32DK065517-04 (Budget Period: 07/01/2007-06/30/2008) Create Mew Appointment

Amend

Beaker, Kim

e New 2007 OTIDII3007 OB/30/2008 04119/2008 Mo PRC  fccenled  Electonic  DEIREESS placyonic S 2

Wigwy T| Erocess
T

Top of form...
Termination Notice - Ruth L. Kirschstein National Research Service Award

Bottom of form... okoessi7

Other PHS Service Obligation Support

National Health Service Corps Scholarship: Mo, of Months: l:l
Kirschstein NRSA: R

Ifthe trainee has previously received support from other Kirschstein-NRSA training grants or fellowships, itwill be listed in
the table below. If the list of prior support is incomplete o incorrect, please click the MIH Suppart menu tab above and follow
Before a res| the instructions forverifying NRSA suppart.

arthe 6 Additional action buttons now appear
Last Name, | S1antNumber: - From T at the bottom of the TN form.

Is the trainee currently participating in NIH Loan Repayment Program? OYes & No ‘
save | [ cancel || Reset]g Foute to Trainges }[ Routeto 50| [ Delete | [ viewPDF ]I

-
indicates r

\ Select the Route to Trainee button.
[

72
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»[)A

PD/PI

Provide Comments

If you would like to send comments by e-mail to the next recipient ofthis form, please insertthem below.

C

Kim,
I have started @ Termination Notice for you.
information =nd return the form to me.
will by kpril 19.
Cher D. Honey

Please complete the remaining
iz we discussed your Termination date
Let me know if vouw have anvy wuestions.

Comments (up to 2000 characters) will be included in
email message sent to Trainee. Click Continue button.

Termination Notice Confirmation

Continue Cance\

The Termination MNotice was successiully routed and Email about this action was sent to Trainee

Dane ’

Pl Trainee Roster screen

P

5T32DK065517-04 (Budget Period: 07/01/2007-08i30/2008) Create MNew Appointment
Beaker, Kim

0 Arnend
PRE- In Procress Y Wiew 3371 T
Estry Mew 2007 07/01/2007 06/30/2008 04i19/2008 MNo Do Accepted Electranic e Blectronic View TH 2271
Status is set to In-Progress Trainee.
_——— s
B2 A
Trainee
Trainee Appointments and Terminations screen
e i e i <& Termination . Program . e Dedree i & Termi ry .
GrantNumbers Gartpate = EndDate 7 Date  Director ¥ Level ¥ Statu ¥ status ¥ \View | Action
5T32DKOB5517- Money, Cher EXT UAT In Progress
= 2007-07-01 2008-08-30 2008-04-18 [ BEMo Gorp PRE-DOG Accepted

Trainee

Termination Notice - Ruth L. Kirschstein National Research Service Award

Project Number: T32 DK 085517
Termination Status: In Progress Trainee Yiew Routing History
Project Title: RESEARCH TRAINING IN PEDIATRIC NEPHROLOGY
Institution: EXT UAT DEMO CORF
PD Name: Money, Cher D

Findicates required field PHS 416-7  OMB Mo, 0825-0002

Trainee Personal Information
Befare a research training appointment is terminated, trainees should review and update their persanal infarmation by using the Py
for the e-mail address, personal information may only be entered or modified by the trainee:

Last Name, First Name, MI: Beaker, Kim Estry

Addoss L 1 123 My Sirct The Termination Notice is opened and
Rddross Lne & pre-populated with information pulled
Chy, State, ZP: y Ci, ¥, 20883 from the Trainee profile and previously
Country: UNITED STATES

entered data.
* Email; |nihelectronicsubmiss(@i

Phone: 555-111-2222
Fax:

Degree(s) Earned/n Progress Completion Date MajorMinor Degree Completed?
BSN 051988 !

* screen coniinued on next slide
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Trainee

Termination Notice

* screen continued from previous slide *

Termination Date and Business Official submi the Termination Notice to NIH

Termination Date: Business Official
04/19:2008 Hapny, DA

Total Kirschstein - NRSA Support Under This Award

Number of
Support Year Start Date End Date Amount of e
Stipend Months  Days
Year 4 0770172007 0673072008 166176 12 0
Totals: 16617.60

Training Received
«

Fravide a sumrmary aftraining received and research undertaken during trainee tenure. List publications, if any, rasufting
from the research during this period. List grants and career awards pending and received. Jftraining appoiniment is being

terminaied early, siate regson. (2000 characters maximum) Document training
<— received either in
comment field or via

o / file upload.
Upload PDF File

E Delete File iwewsunmmen Filg

[TrainingReceivedSample.pdf (| Browse

A

* ncway * organization " tyo o Postion Click appropriate radio
Oresen 3 Academic O Grad Student . . =
° eaching OForProft () Postdoctoral Researcher buttons for: Acthlty,
OR“”"” © Government O Faculty: Tenure-Track R ] P .

Administation @ MotFor-Frofit @ star Scientist O"gan'zatlon and Type
O other Ootrer| | ©other| |

of Position.

* screen continued on next slide *
75

L L] L
2RA [ermination Notice
Trainee
* screen continued from previous slide *
If knowen, enter position title, organization, and related information: |
If known. enter
Name of Organization: Anctheray | position title,
oy [SanFrancisee | organization and
ST ; :
related information.
PhOI\END:W
Mailing Address after Termi of this Kirschstein-NRSA Support
* Street: [123 Park Place i .
* oty [Son Fremicaca Provide mailing
 states [CAUFORNIA ] address where you
*zip: |34102
“— can be reached after
* Phone No: [555-333-1234 . A
* Ewals [ Beaker@anLeom Termination.
National Health Service Corps Scholarship: No.ofMortns: [0 |
Kirschstein-NRSA: Mo. of Months l:l
Ifthe trainee has previously received support from other Kirschstein-NRSA training grants or fellowships, it will be listed in
Q the table below. [Tthe list of prior supportis incomplete or incorrect, please clickthe NIH Support menu tab above and follow
Rev|ew a" the instructions for verifying NRSA support
information, ~|Gimwmbe om To
then ROUte * Is the trainee c icipating in NIH Loan Repayment Program? OYes & ha
to PI Save [Came\] Gumm P\j[ Wiew PDF ]
O o




»[)A

Trainee

C

If you would like to send comments by e-mail to the next recipient of this farm, please inser them below.

Provide Comments Comments (up to 2000

characters) will be
|~ included in email

Kim Beaker

br. Homey, o message sent to PD/PI.

I believe the form now i

Termination Notice Certification

=W |In signing this form, | cerify that the staternents therein are true and complete to the best of my knowledge. VWilliul

provision of false information is a criminal offense {U.S5. Code, Title 18, Section 1001). | am aware that any false,
fictitious, or fraudulent statement may, in addition to other remedies available to the Government, subject me to
civil penalties under the Program Fraud and Civil Remedies Act of 1986 (45 CFR Part 79). Also, if | have a payback

Electronic Signature recorded. ([G))

Trainee Appointments and Terminations screen

a .l understand that payback semnvice must begin within 2 years of terminating my Kirschstein-NRSA
suppor; otherwise, financial payback becomes due, unless an extension of the 2-year service initiation period ora
walver ofthe obligation is granted. | also understand that if | fail to repay both principal and interest, the Federal

Cllck Government will take authorized actions to collect the debt.
. L
Continue [ | ety | Peance | Termination Notice Confirmation

button. T —

The Termination Motice was successiully routed and Email about this action was sentto PI

- il - & Termination & Program & =& Degree s Appointment & Termination "
Grant Numbel = Giartpate ¥ EndDate 7 Date = Director ¥ "STHNSovel ¥ status = Status = View Actio
Wiew
5T32DK0B5517- a7 . " Maney, Cher EXT UAT :
2007-07-m 2008-08-30 2008-04-18 D DEMO CORP FRE-DOC  Accepted

——— Status is set to In Progress PI. -

) A

PD/PI

* The PD/PI cannot submit the Termination Notice. It must be
routed to the Business Official (BO) for submission.

Pl Trainee Roster screen

Application’s: Appointment
PIT S Appointment Pr L Termination S’;‘ﬂe Degree il il Termination Termil
Lfaf:r:e Type Start Date End Date Date Past? Level Status Source Status Source

View Action

5T32DK065517-04 (Budget Period: 07/01/2007-08i30/2008) Creale MNew Appointment

Amend
Beaker, Kim PRE- In Progress Miew 227
Estry Mew 2007 07/01/2007 DB/30/2008 041972008 MNo Doc Accepted Electronic Pl Electronic View Ti Errees
T
 ——
Bottom of form...
[Other PHS Service O jon Support

Nationial Health Service Corps Scholarship: Mo. of Months: D
HKirschstein-NRSA: Mo. of Manths: I:I

Ifthe trainee has previously received support from other Kirschstein-NRSA training grants or fellowships, itwill be listed in
the table below. Ifthe list of prior support is incomplete or incorrect, please click the MIH Support menu tab above and follow
the instructions for verifring NRSA support

Grant Number  From To Select the Route to BO button.

Program? (O ves & Mo

.
Route to Trainee kﬁuulelu BO, Delete Wiew POF

Is the trainee currently participating in NIH Loan Repayi

Sawe || Cancel

78
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»[)A

PD/PI

Provide Comments

If you would like to send comiments by e-mail to the next recipient afthis farm, please insert them below. CommentS (Up tO 2000
g characters) will be

Ida,

Here is the Termination MNotice for Kim Beaker. Her nev termination date InC|Uded In emall

is April 19. I've reviewed the document and believe it is complete.

Let me know if you have any gquestions. <— message sent to BO.

Cher Noney

W’ Termination Notice Certification
t

S"ﬁk Continue | — +=———"" Electronic Signature recorded.
utton.

¢ [ Termination Notice Confirmation

| certify that fo the hest of my knowledge all the ahove infarmation is comect.

The Termination Notice was successiully routed to the designated Business Official. For predoctoral trainges, no
further action is reguired. To terminate postdoctoral Kirschstein-NRSA research training appointments, an original

signature is reguired on the Termination Notice, and the appointment will not be terminated until the Agency
receives the signed form.

Pl Trainee Roster screen ——

5T32DK065517-04 (Budget Period: O7/0142007-06/30/2008) Create Mew Appointrment
Beaker, Kim

" Amend
PRE- M < n F‘ruureaa} o View 2271
Estry Mew 2007 07/01/2007 0BF30/2008 041192008 No poc Accepted Electrnnlc' 50 lectranic View TH 271
V4

———— Status is set to In Progress BO.

79

) A
BO

» XxTrain users with the BO role are brought to a grant
search screen when the xTrain tab is selected.

Electronic Research Administration Welcome bhappy
Institution: EXT UAT DEMO CORP
( eRA Commons )
& Version 2.15.1.2

Authority: BO Log-out

Sponsored by Nailonal Insiliuies of

Home Admin Institution Profile Personal Profile eSNAP :(Tru |} Links eRA Paitners Help
Search for Grants

List of Grants

Activity Code Ic Serial Number PD Last Name Project Start Date Project End Date
‘ | ‘ ||Mnney |@‘ ‘ Search
. Provide search criteria and click the Search button.
BO Trainee Roster
Home Admin Institution Profile Personal Profile  eSNAP xTrain Links eRA Partners Help
Search for Grants
List of Grants
Activity Code Ic Serial Number PD Last Name Project Start Date Project End Date Sel eCt th e
| . enes I 2] [E View
K1-202 10 i
N Project Start & Project End & Program Y ” o o Tra 'nee
lumber M Project Title: Action
Date ¥ Date ¥ Director - - R t | . k
T32 0k 04/01/2002 D3/21/2008 M MOLECULAR MECHANISMS & NOVEL THERAPIES OF NEPHRON  View Trainee 4 os er In .
aney, Gher O
061298 INJURY Ros
I 07/01/2004 0B/30/2009 Maney, Cher D RESEARCH TRAINING IN PEDIATRIC NEPHROLOGY 80

40



»[)A

BO
* The BO has access to xTrain Actions from the Trainee
Roster.
BO Trainee Roster screen
Applicatinn: ointmel Appointmernt ermir mnE I3 egree i i erminati i
Trainee #Sgem " ry Start Date End Date ;me . g:lst?fl Status Source ;tatus ;uun:e 6 oy

Name

Select the Process TN link.
V\evm

5T32DK065517-04 (Budget Period: 07/01/2007-06/30/2008)

ngn’;e’-"'m New 3007 OT01/2007 00008 DANSIZ008 Mo PRE Ausested  Electionis  S-O299 Elegirong

i Bottom of form...

National Health Service Corps Scholarship: Mo. of Manths: I:l
Hirschstein-NRSA: Ma. of Months: I:l

Ifthe trainee has previously received support from ather Kirschstein-NRSA training grants or fellowships, itwill e listed in
the table below. ITthe list of prior support is incomplete or incorrect, please click the NIH Suppart menu tab above and follow
the instructions forverifving NRSA support.

Grant Number From To

Is the trainee currently icipating in NIH Loan R it Program? O ves 5;% o
Save [Cance\] Route to Trainee ][ Route to Pl (r Subrnitto Agency Delete [ Wiew POF ]

BO reviews TN and clicks Submit to Agency to complete the process.

| . il

) A

BO
Provide Comments
[fvou would like to send camments by e-mail to the nexd recipient of this farm, please insert them below. Comments (Up to 2000
characters) will be
This Termination Notice for Kim Beaker reflects her new termination date included in email
of Bpril 18.
taa 5. Ferpy <«— message sent to Agency.

Termination Notice Certification

ANCE

| cerify that the infarmation provided for "Dates of Support Under This Award", and "Total Stipend Received &
Mumber of Months Supported under this Award" is correct according to institutional records

Click Continue W Electronic Signature recorded.
button.

Termination Notice Confirmation

The Termination Notice was successfully submitted to the Agency, and the Agency's grant specialists will be
notified. For predoctoral trainees, no further action is required. To terminate postdoctoral Kirschstein-NRSA
research training appointments, an original signature is required on the Termination Notice, and the appointment
will not be terminated until the Agency receives the signed form

(D) Don'’t forget to mail the signed Termination
Notice to Agency for Post-docs .

BO Trainee Roster screen
5T32DK065517-04 (Budget Period: 07/01/2007-06/20/2008)

Pending
Anency

Ezfr;‘e"mm New 2007 07401/2007 0G/30/2008 04/19/2008 Na Egi’ fccepted  Electronic st

Electronic View T

7

—— Status is set to Pending Agency Review. -
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Application Appointment
L Vnppuimmemw L3 Termination IEJ:I:E Degree i
Trainee Type Start Date End Date Date Past? Level Status Source Status
Name EEE
5T32DK065517-04 (Budget Period: 07/01/2007-06/30/2002)

. Bending
Ezﬁ;‘e"m" New 2007 07/01/2007 0B/30/2008 04/19/2008 No EEEC Accepled  Electronic  Auency

Review

ion Termination o

Source <

Electronic

Any xTrain user can use the View TN link in the
Trainee Roster or use the View PDF button at the
bottom of the form to look at the current document
— If not yet submitted to Agency (or if previously
submitted on paper), the system creates the view “on
the fly” pulling the most current info from the
profile/database and any entered data.
— If already electronically submitted, a “snapshot” of the
form at time of submission is displayed.
— Uses most recently OMB-approved form.

+ For historical paper submissions, the form may not look
identical to the one submitted.

ISaiH Cancel ][Reset ][ Route to Trainee ][ Route to PI ][ Submit to Agency ][ Delete miew PDﬂ
E——— 8
Termination
* From your PI's Trainee Roster screen, identify the trainee
that you will be terminating and select the Initiate TN link.
* You will need to:
» Enter Pl-supplied information (don’t forget to select your BO
account from the Business Official drop-down menu)
* Route to Trainee
» Login as Trainee and enter Trainee-supplied information
* Route to PI
» Login as PI, review the form and Route to BO
* Login as BO, review the form and Submit to Agency
E———— o
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40}, Resources

* Links of Interest

— eRA Commons
https://commons.era.nih.gov/commons/

— eRA Web site http://era.nih.gov/

— xTrain Web Page: application guide, quick reference
sheets, FAQs, training materials
http://era.nih.gov/services for applicants/other/xTrain.cfm

— Ruth L. Kirschstein National Research Service Award page:
policy information, stipend levels, FAQs
http://grants.nih.gov/training/nrsa.htm

— NIH Forms & Applications
http://grants.nih.gov/grants/forms.htm

O s

2RA Finding Help

eRA Commons Help Desk
 Hours:  Mon-Fri, 7 a.m. — 8 p.m. Eastern
 Web: http://ithelpdesk.nih.qov/eRA/

* Toll-free: 1-866-504-9552
. Phone: 301-402-7469 Q
. TTY: 301-451-5939 —GED

Don’t forget to get a help desk ticket number
if your issue isn’t immediately resolved.

O s
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