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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

n



esearch 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
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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)
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2RA What is xTrain?

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

e (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
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xTrain Users

e 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.qgov/files/leRA Commons_Roles.pdf
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xTrain Users & Roles

v

& ==

» Business Official (BO role) @@
e

— Person working in research
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
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xTrain Users & Roles

* Program Director/Principal Investigator

(PD/PI; PI 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
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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 (PI)

(except when submitting actions to Agency).
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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

12



ORA, 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 accounts

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

* Trainees without eRA Future Enhqncemen:':
Commons accounts currently 'Tmme% GC;OSVSW&Si "
are registered as part of up by S0s,

he xTrai . Tmprovements To
the xTrain process general account

administration
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* Let's look at the steps taken to invite a
Trainee to register from within xTrain

 When PD/Pls select Create New
Appointment within xTrain, they are
prompted for the Trainee’s User ID

Home Admin Instibution Profile  Personal Profile Status eSHAP xTrain Links eRA Partners Help

In arder to proceed with this operation, you muost enter the Commons User |D for the Trainee associated with the grant.

* Trainee User ID: . .

| -~ Ifthe User ID is unknown or does not exist,
Qe anes ) < the Identify Trainee link can be used.

[ Caontinue ][ Cancel ] |

ting a Trainee to Register
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W Pp/PI

Home Admin Institition Profile  Personal Profile Status eSNAP

xTrain

Links eRA Partners Help

Identify Trainee

Grant: 5T32 hH 312003-4

Budget Start/End Dates: 07/01/2003-06530/2008

irvolverment with MIH. Ifthe desired Trainee is found,
Anpointment” link to proceed to 2271 form. If
the search result, use the hutton"C
prior to proceeding to 227

Project Title: xTrain Demao Training Grant

Enter search parameters to lacate existing Profiles with Trainin

Last Name First Name
Mewhie Ima
il ) o il
1’«l'a|r|11v Im;tltutmln.v Emallw

Mo records returned. Refine the search and try again.

E Create Mew Trainee Profile D

The PD/PI
enters search
parameters and
clicks Search.

owship
reate Mew

naot find the desired Trainee in
ey Profile” at the hottom of the screen

Tip: (&

Wwild-card

character (%) is

allowed after

the first 3

letters of the

Middle Hame Commons User ID A
Last Name.
Klo-oofo [
Address Commons User ID% Action
Home Admin Instibtion Profile  Personal Profile Status eSNAP xTrain Links eRA Partners Help

Create New Trainee Profile

No match - Click
Create New
Trainee Profile.

Complete required information and select "Continue” button to proceed to
2271 farm.

* Required
* Last Name * First Name Middle Name
Mewhis Ima

1@’ Cancel ] f

Complete info; click Continue.

* Email Address

|a5kera@mai|.nih.gnv
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* PD/Plis placed in an Appointment form. Once
some basic information is entered and the form is
saved, the following screen appears.

Home Admin Institution Profile  Personal Profile  Status eSHAP Links eRA Partners Help

Invite Trainee to Register

Please selectthe "Invite Trainee Mow™ button. An email invitation to register for & Commans User [D will be sent to the Trainee and
ol will return to the 2271 form.

fyou decide to "lrwite Trainee Later”, the "Invite Trainee® hutton will appear atthe bottom of the 2271 form for future use.

Mote: The 2271 form cannot be rowuted to the Trainee until you receive an email with the Trainee's User ID or the “Trainee
Registerad” event appears inthe 2271 Rowting History.

Invite Trainee How ][ Invite Trainee Later \

Invite Trainee Now Invite Trainee Later

Email with a link to register sent *PD/PI placed back in 2271
to Trainee form

*PD/PI placed back in 2271 form Invite Trainee to Register

*Re-invite Trainee to Register button provided

button provided [ Re-invite Trainee to Register ] [ Invite Trainee to Register

]

ting a Trainee to Register
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BRA,

* Other xTrain actions (e.g. Reappointment,
Amendment, Termination Notice) against
Appointments originally submitted in paper
have similar functionality to register Trainee’s
— Once forms are initiated and saved, the Invite

Trainee to Register screen is displayed when a
Commons account does not exist for the Trainee

— The Trainee must be registered before any
action can be routed to them

Note:
The system will automatically add the Trainee role

to an existing account found without one.
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Trainee

* Trainees should respond to the xTrain
“Create an Account” registration
invitation as soon as possible to avoid
processing delays

—Click on the link included in the email and
follow the on-screen instructions

Dear Trainee:

This is a system-generated invitation from the eRA Commons xTrain website in connection with
your participation as a Trainee for Program Director Money, Cher D on a Grant 5T32CA12345-4.

To participate in the Appointment and/or Termination forms submission, you will need to log on to
the eRA Commons website with a user name and password.

Please visit this web site to create your account as soon as possible. Open your Web browser and

ot
&Es:ﬂcommons.era.nih.qov/commons/t.do?code=d83a25d73d498884&code2=f6971 46d1ed4f
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1) A
W Trainee |
Create a New Account &

Step o of 3

You are creating an MIH Commans account forlma  Newhbie for the xTrain Trainee, Additionally, this account may be used in
the future for other electronic interactions atthe MIH. To activate your account, the following steps are required:

0 The farm presented below must be completed.
9 Mext, your BIH suppart and committee service will be presented. Mote that anly awarded grants and committees

served, notincluding Special Emphasis Panels, are presented. Please help the MIH by verifying the accuracy of this
information.

9 The last step inthe process is a confirmation page.

Cnce you have confirmed your MIH support and commitiee service, the MIH will process your request. Generally, this takes the
MIH 2 to 5 husiness days to associate all ofvaur histarical recards to vour nese MIH Commons accaunt. You will be notified by
email when your account is activated. Be sure to remember the User Mame and Password you are creating below, as you will
need that information to lag inwhen yaur account is activated.

User Name™ ImaMewhie U=zer Mame must be at least 6 characters

Complete
form and
click

. Pazsword must be at least eight (5) characters and contain &t least one letter, number
Passworil bathaliaaaltald and special character 18§ % *- _=+==

R p I x Far Example: $1trainee
e-Type Fassword LALLL L L L)
i Paszword cannat begin ar end with a number

Phone ™ |3D1—555—1 234

E-mail * |askera@mail.nih.gnv .

First Mame Middle Mame Last Name * ‘ ont’n ue.
Ima |Elrand Mewhie

Organization

* indicates required field.
ssists the MIH in associating all yaur recards with

Providing Birth Date and S50 is for verification purposes only. This informati
WOUF NEw account.
mm dd Yy (1234567 24)

Birth Date I I S5
- Step o of 3
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Wl Trainee

Verify any support
identified as a
potential match,
provide comments
and click Continue
Account Request.

Click Complete
Account
Request.

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

Verify NIH Support for Ima Newbie

We do not show any awarded MIH Support or Committee Invalverment for Ima Mewbie, This may be appropriate. Either select Add

Additional MIH support Reject Account Request, or Complete Account Reguest to continue.

Comments for NIH

Thi=z i=s correct, I have never receiwved prior grant support. Thanks. .A.

=Ima Mewbi

Continue Account Reque [ Reject Azcount Reguest ] [

Add MIH Support

Step o of 2

Complete Account Request

Comments on NIH
This is carrect, | have never received prior grant support. Thanks. -Ima Mewhie

twio to five business days. You will be notified by email when the process is complete.

{ Complete Account Request b| Back
step (@) of 2

serving of have already served). Only the latest support year for a particular grant is displayed.

Step o of 2

By selecting Complete Account Request, MNIH will verify vour information and then activate vour account. Generally, this takes

Frote that vou are only permitted to viewe public information {.e. grants which were awarded by BIH or Reviews Committees forwhich wou are

21
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e —

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

Electronic Research Administration - Welcome Guest
Institution: Mot Affiliated
(( eRA Commons ) b
Wersion 2.15.1.2

Sponsored by Narfonal Thnstitutes of Health

| CTITA  Links eRA Partners Help

COMMONS USER ALERT : February 8, 2008: The eRA systemn is back up and running. If you have guestions ar issues,
please contact the eRA Commons Help Desk:

What's

Suppert Tip: YWe encourage you to take advantage of our new web support at httpithelpdesk.nib. gow/'eRAS When
CONNMONS requesting support please supply as much of the requested data as possible for faster service.

Flectronic Submission Tip: Learn about the most frequent application errors at Aveiding Commaon Errars.

Enter

More Recent Features of Commaons include: About the Commons
Com monS Commons Login 9 ¥ Scope and Purpose
* indicates required field. . . . o B Frequently Asked Questions
U Se rn a m e Usernarne ™ € *“'NEW*** xTrain has been released in a pilot mode for a limited ¥ Grantee Organization Registration
pool of institutions. Iif you are not a participant in the xTrain pilot please g cpa contacts
| | do not enter the xTrain system. This functionality will be released to B m,_' Commons Demao
a n d Password * full production mid-2008. For more information please contact the eRA
Helpdesk. Links

| | < eSNAP - Allows an institution to review non-competing grantdata and =0 mons Support Page

PaSSWO rd submit a progress report online. ¥ CRIGP

€ Reference Letters: To submit a reference |etter when requested by an  p aRpa Home Pange

d CI 0 k Forgot Passward? applicant, please follow this link: Submit Reference | etter ¥ Electronic Application Submissian
n | . . 4 Internet Assisted Review (IAR) - Alloves reviewer to submit critiques B Grants.gov
a C System Notification and preliminary scores for applications they are reviewing. Allows k iEdisan
0 Feviewers, BRAS, and GTAS to view all critiques in preparation for a ¥ Loah Repayment Prodgram
Log I n rneeting. |1AR creates a preliminary surnmary staternent body containing g pational Institutes of Health
submitted critiques forthe SRA or GTA. ¥ Public &ccess Policy Page

< Demo Facility - Derno Facility allows you to try most of the capabilities
of the MIH eRA Commaons in a samole environment.

I 7



2RA Trainee Profile

* 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
X Train-related forms.

(@S Commons ) g

Autharity: TRAIMEE Log-out

Home Admin Personal Profile ¥Train Links eRA Partners Help

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

Personal Profile

— —1 f

Personal Race/ Residential Degrees Trainee-
Information Ethnicity Address Specific

I 23
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Trainee Profile

« 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.

24



Home Admin Personal Profile ¥Train Links eRA Partners Help

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

Personal Information @

Motes & Tips:

and addressing any program inequities.

e Mo other users within your institution can wiew your Personal Profile information unless you delegate that authority to them.
e Providing Social Securty Mumber (SSM) information helps agency staff uniquely identify and manage your system records.
e FPersonal infarmation {e.q., gender, date of birth, disability) is used for aggregate statistical reporting only. This data is a vital tool in identif

o Praviding a middle name is especially important for individuals with common names.

* indicates required field

Identifying Information

Name Prefix:

Middle Name: |

Name Suffix:

Gender:” | Do Mot Wish to Provide [v]

SSN requested. If
not provided, you
will get a Warning
indicating that this
information is
helpful in accurate

<«———— identification of an

individual.

First Name:™ |Ima

Last Name:" |Newhie

SSN:

Enter last 4 digits ar full

S5M

DOB (MMIDDIW‘W)'* Do MotWishto ||
' Provide? []

Citizenship:

<
’v] I Citizenship Country:

Required far padicipants in research K

training, fellowship, or career
development programs

eRA Email:™

Disabilities
Do ol have a disabilitg?

Oves  OwMo O Donotwish to provide

Ifyes, which if the following categories describe your disahility(ies)?
Hearing Wisual MobilityOthopedic Impairment Other

Submit i Reset

Far non-LUS citizens and I|
permanent residents

Iaskera@mail.nih.gnv I<_ Ema” used for XTI’aIn

notifications and “Forgot pmm
Password” function.

<+ Required for xTrain.

Cancel

Required field for

~[* xTrain. Trainee

must be a citizen or
noncitizen national
of the US or
lawfully admitted for
permanent
residence.
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Wl Trainee

Profile — Race/Ethnicity

 Information is used for aggregate reporting
only.

Home Admin Personal Profile ¥Train Links eRA Partners Help
Personal Information Race/Ethnicity Employments Reviewer Address Residential Address Degrees Publications Trainee-Specific

Race/Ethnicity @

ontent Management Test
he racialfethnicity information has heen updated.

indicates required field

Current Information

Race(s): Black or African American ;
Ethnicity: Mon-Hispanic
New Information L.
[] Arnetican Indian or Alaska Native Race and Ethn|C|ty
] Asian “ c
Ha[:e{s}:* Black or African American or DO NOt WISh to
(Check all that apply) (] white Provide” must be
[ Mative Hawaiian or Pacific 1slander
7 Do NotHish o Provice selected before an
Ethnicity: * [ Nan Hispanic Appointment

. ETm e cein o Sulminee
B 26




2RAMEProfile — Residential Address

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

Home Admin Personal Profile ®Train Links eRA Partners Help

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

Residential Address @
Tip:

« Trainees should provide the address where they can he reached by mail after completion of their program (i.e., permanent address.)

indicates required field

Residential Address

Line 1:* 123 My Home Road | City:™ My City |
Line 2: | | State™: | MARYLAND

Line 3: | | Zip Code:™ [12345

Line 4 | | Country:* | UNITED STATES
Phone:” |555-123-4567 Fanx: | |

E-mail:” |askera@mail.nih.gov

27



Profile - Degrees

Trainee

« 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

Home Admin Personal Profile ¥Train Links eRAPartners Help
Personal Information Hace/Ethnicity Employments Reviewer Address Residential Address Degrees Publications Trainee-Specific

List of Degrees @

Mates & Tips:

s Include all degrees completed or in progress.
s |n addition to reporting, degree information is sometimes used to validate application information ar populate system forms.

s Trainees - current information is critical as it can determine eligibility for certain types of appointments/awards and can affect stipend levels.

Degrees 1 - 2 out of 2 records

ompletion Degree

BS: BACHELOR OF

SCIENGE HHS University 0572003 by Bialagy Edit |D
MD: DOCTOR OF

WMEDICINE Get Smart University a5/2008 ¥ Edit [Delete

iese]
B Use Add New Degree button to provide additional degree information. -




PRAJE  Profile — Trainee-Specific

 Information used exclusively for Training
grant actions.

Trainee-Specific Information @ An Error is generated durmg the

Appointment process if Yes is checked
/Z and no explanation is provided.

indicates required field

Statement of non-delinquency on U.S. Federal Debt

*are ywou delinguent on the repayment of any LS. Federal Debt(s)? (fyes, explain in a textbox below)

OMNo ®es

If you answer Yes, you wust prowvide an explanation or your Trainee action will not be pass the
validation check prior to submission.

Disadvantaged background

*pre wou from a disadvantaged backgroond?
|ND v|

I 29



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.

sadvantaged Background
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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!




* Quick Reference

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 Enhancemen'f‘
(e.g., Pl, PPF Edit, Status, xTrain). nale interface
Currently, each type of authority Sing
must be delegated separately. for all Pj.[

Delegations

— http://era.nih.gov/files/Pl delegation xtrain authority.pdf
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Jelegate xTrain Authority

Commons Login 9

™ indicates required field

Assign Delegation naeatee]

1. PD/PI logs into eRA Commons at 1< b
. - |
https://commons.era.nih.gov/commons/ e (reset)

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 Administiration Welcome cherdmoney
@YW Commons )) "™ 5"
DEMD

Sponsore d by Narfonal Frstitures of Healrh CORP.
ersion 2.13.3.1 Authority: Pl Log-out
Home Admin Institulicgs B Personal Profile Status € R xTrain Links eRA Partners Help
O n Iy e RA Accounts
Delegate Pl Delegate PPF Edit Delegate Status Change Password Verify NIH Suppia  EERICEU TR

Commons Delegate xTrain Authority @

. You are delegating xTrain Authority for, CHERDMONEY
users with the
ASST role will
appear in list

Current Institution Users Current XTrain Delegates
- Mo xTrain Delegates Found
3—> =] :

Cancel
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W Pp/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

erzion 2.15.1.2

(e

Electronic Research Administration

Commons

Sponsored by Natlonal Tnstlituites of Health

‘ xTrain ‘

Welcome cherdmaoney
Institution: FLORIDA

)

STATE
UMMNMERSITY
Autharity: Pl Log-out

Home Admin Instition Profile  Personal Profile Status eSNAP Links eRA Partners Help
My Grants
My Grants
Kl1-30f3 10
IPruject Start & Project End & Program . _ - .

Humber Date » Date * Director - Project Tltlllaw Action
T32 Ghd TRAIMING PROGRAM N CELLMATR Wiew Trainee
005715 0740141999 OR30F2010 Money, Cher D BIOTECHNOLOGY Ep——
T32 DK MOLECULAR MECHAMISME & MOVEL Wiew Trainee
npizag  |PHOT2002  D3GE1Z003 - Money, CherD o eo i pIES OF NEPHRON INJURY Roster
T32 DK RESEARCH TRAIMIMNG IMN PEDIATRIC Wiew Traings
065517 070152004 ORr30r2009 Maoney, Cher D NEPHROLOGY Ep——

The grant Number links to
the Grant Summary page.

The View Trainee Roster link will
bring you to the page from which you

will perform xTrain actions.
35



W pp/PI

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

My Grants
(K1-30f3 10
Project Start & Project End & Program Y _ - .
IHumber Date * Date = Director - Project TItIEv Action
L 07/01/2000 06/30/2010 Money,CherD  BIOTECHNOLOGY TRAINING PROGRANM FTET—
07/01/2003 06/30/2008 Money, CherD  KTRAIN DEMO TRAINING GRANT g“;:ﬂw
0177004 Home Admin Institution Profile Personal Profile Status eSHAP xTrain Links eRA Partners Help

Grant Summary

From the Project: T32 MH 312008
Title: XTRAIMN DEMO TRAIMING GRAMT
xTrain ta b, Project StartEnd Dates: 07/01/2003 - 06/30/2008
click on the K1-40f4 1D
Short Term Pre Docs Post Docs
Budget Start Budget End P
Grant Number Grant Numher% D:teg esia @D:tf FLEn %F‘f@ Dir:::;?;:l gﬂum Num Num  Num Num  Num
. Slots Accepted  Slots Accepted  Slots  Accepted
link to access im0
ayim1r2003 0673052004 2003 Maney, Cherbd. 0O 0 1 1 1 1
the Grant oo
AT32MH312008-02 070152004 063052005 2004 Money, Cher k. 0O 1] i 1 1] 1
ATAZMHI12008-03 07701520045 063052006 2005 M Cherthd. 0 0 2 1 2 1
Summary 20 O
ATIZMHI12008-04 0770152006 O630r2007 2006 Maoney, Cherhd. 0O I} 2 2 1 2
page. w )
1 Yiewy Trainee Roster ] [Elack] Y

Numbers displayed reflect paper/electronic actions accepted by NIH AND
[ entered in eRA database. Data entry for paper actions still in progress.
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Home Admin Instimion Profile Personal Profile Status eSNAP 4l Links eRA Partners Help

My Grants Click View Trai Roster link
Home Admin Institution Profile  Personal Profile Project Start 4 Project End 4 Program Y . e X
. Date = Date = Director - Project Tnle@, Action
Trainee Roster i -
gggﬁr‘; 07/01/2000 06202010 Money, CherD  BIOTECHMOLOGY TRAIMING PROGRAM ey [hEliEe
Project: T32 MH 313132 MH 07/01/2003 0B/A02008 Money, CherD  XTRAIN DEMO TRAIMING GRANT o e
Project Title: *TRaIN DE212008 Roster
Project Start/End Dates; 07/01/2003[T32 DK RESEARCH TRAINING IN PEDIATRIC
0B5517 07012004 0630520049 mMaoney, Cher D MEPHROLOGY Roster
Latest and Previous Awarded SupportYears
Latest Awrarded Support Year . .
Latost and Previous Awarded SUgort Vears * Make selection and click Go. Ri-1aor14 100
All Years )
[APPICAIT. . Appointment Py Appointment Termination [E)Ial;le Degree Appoimtment Appointment Termination Termination Current View Action
Trainee Name Type Start Date End Date Date Past? Level  Status Source Status Source Reviewer
5T3I2MH312008-04 (Budget Period: O7f01/2006-0653072007) Create Mew Appointrment
Beaker, Kim FRE- Pending ) . )
B I e 2006 O7/01/2006 0Bf3072007 es DOC Anency Review Electronic 2271 AGENCY  Wiew 3371 2371 Form
Beauty POST- 2271 AGENCY mﬁ” -Z2r1 Form
Sloslin Reappaintment 2006 07012006 0653072007 063072007 Yes DOC Terminated Electronic Accepted Electronic TH: AGEMCY View ;Jzntaircrg
Fayback -
PRE- - Amend
Boys, Beagle 2006 07012006 063072007 es DoC Accepted Fapar Wiew 2271 2271
- Initiate TH
- Amend
. . ' 2271
Leslie, Daniel FRE- ) In Procgress ) 22T AGEMCY Wiew 2271 .
Christopher =3 2006 01/01/2007 05/0172007 05/01/72007  Yes BAC Accepted Electronic ) Electronic TH: Happy IDA B iew Th 'T'gr?r?q Form
Motice
Locks, Lady 0y 2006 07/01/2006 06/30/2007 vpg  CHE ILRIOOMESS b o fizls Lad Yiew 2271
Lovely BAC Trainee Lovelvl i — - 2271 Form
S PRE- ) 2271: ’ - Process
0 IN-Frogress =l Mlew 240 TR
Mermaid, Little  New 2006 07/01/2006 O6r3072007 Yes BAD In-Progress Pl Electronic Maney.Cher D Wiew 2271 5371
: PRE- : 2271: ’ - Process
0 In-Frogress Cl Miew 240 FErEE
Mewhie, Ima ey 2006 07/01/2008 06r3072009 o Doe In-Progress Pl Electronic Maney,Cher D Wiew 2371 5371 37




W Pp/PI

Action:
2271 Form
Appointment/Termination Source: Amend 2271
Paper or Electronic Initiate TN
Term Notice
A A A
:::::t:;‘li #;];Jgintmem = man:)::"‘::::me [T)gglination E%t:i? E:g;;ae g::a;iﬂi;mnent ggﬂro‘i:l;tment ;;a;ll:isnation ;eoz::il‘;ation E::::ter - E
5T32MH3I12008-04 (Budget Period: 07/0172006-06/3002007) Create Mew Appointrent
Eif'rifer' AL 2006 07/01/2006 OB/302007 Yes EEE’ Egzgi{% Electronic 2271: AGENCY Wiew 2271 oo o
V@EWQEH - 2271 Form
g:aeaeupt‘;.fr,]g Reappointment 2006 070172006 063002007 06F302007  Yes EgSCT Terminated  Electranic Arcepted Electronic '?’I%J?XGAS[EEYCYE—W Sz
Pavback Motice
Boys, Beagle 2006 0701 2006 06/3042007 Yes BEEC Accepted Paper Wiew 2271 ;;_Trqend
- |nitiate TH
Appointment Appointment Status: Termination Status: View:
Type: In Progress Pl In Progress BO View 2271
New In Progress Trainee In Progress PI View TN
Reappointment Pending Agency Review In Progress Trainee View
Amendment Accepted Pending Agency Review  Payback
Terminated Accepted
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 PD/PI Delegates (ASSTs) are brought to the My
Grants screen when the xTrain Tab is selected

If multiple PD/Pls
have Delegated
xTrain Authority

Sponsored by Narional Tnstftures of Health

Electronic Research Adminisrration - Wielcame radarareilly
Institution: EXT UAT DEMO CORP
>
( eRA Commons ) ety o
Warsion 2.15.1.2

Home Admin Institution Profile Personal Profile Status eSHAP
Ny Grants

My Grants

xTrain Links eRA Partners Help

ASST, the ASST
must select a
specific PD/PI
S— and click Select

Profile.

mMoney, Cher D | »
Select Profile

Delegator:

My Grants *

Ki1-40r4 101
Project Start & Project End & Program e . Y .
|Humber Date w Date w Director - Project Tnlev Action
T32 GM TRAINING PROGRAM IN CELLIMATRIX yiew Trainee
LS ormirass 06302010 Maney, CherD  [RAITE FROEE e
T332 DK MOLECULAR MECHANISMS & NOVEL THERAPIES View Trainge
DR painiiann: 033172008 Money, CherD  (10-COIU MEEHAY Lot
L32MH - g 00z DEI0/2008  Money, CherD  XTRAIN DEMO TRAINING GRANT e Lignee
2008 Roster
T32 DK RESEARCH TRAINING IN PEDIATRIC yiew Trainee
0740172004 08/30/2009  Money, CherD ~Eo-ARUH 1 Leu T

39



PD/PI identifies Trainee,

=== Initiates Appointment by »
filling out the 2271 and

routes 2271 to Trainee

Trainee fills out the 2271
‘ form and routes it back to "=
PD/PI

”z

Program Director/ Trainee

Principal Investigator

PD/PI reviews
completed 2271 *
and routes it to
Agency for final
approval

Agency

ol Quick Reference: http://lera.nih.gov/files/xTrain Initiate Appointment.pdf
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pP——
2. '!A‘
> PD/P|

Pl Trainee Roster screen

Application . Appointment - Appointment Termination I[E)g?e Degree Appointment Appointment Termination Termination Current
Trainee Name

Type Start Date End Date Date Past? Level Status Source Status Source Reviewer
L] -
srsams 200804 ucast ez e € ClICK Create New Appointment

View Action

) Fending

Beaker, Kim PRE- . ) '

Estry e 2006 07/01/2006 0673002007 Yes o~ Agency Electranic 2IT1AGENCY Wiew 2371 pory oo

Feviguy I

View 2271 - 2271 Form

Beauty, . FOST- : : . 2271 AGENCY Yiew TH

Sleeping Reappointment 2006 077012006 063002007 DGr30R2007  Yes DOC Terminated  Electronic Accepted Electranic TN AGENCY  Wigy ~Tarm
Pavhack Mofice

PRE- - Arnend
Boys, Beagle 2006 07/01/2006 08/3002007 Tes  nop  Accepted Faper View 2271 2271
- Initiate TH
v
Home Admin Institution Profile  Personal Profile  Status eSNAP xTrain Links eRA Partners Help
Tip‘ W Enter Trainee Commons User ID
[ ]

Be SLIr‘e '\'0 nO'\'e n order to proceed with this operation, you must enter the Commons User 1D for the Trainee associated with the grant.

dget :
;Ziigg bgeefor‘e ol Provide the Commons

Imakewhie Ce—

creating o Username for the trainee
appoin"'men"'. =1l ] ralnes

O and click Continue.
Continue ] Cancel]
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Create New Appointment

Statement of Training Appointment

Project Number: T232 MH 312002
Appointment Status:
Project Title: xTRAIN DEMO TRAIMIMNG GRAMNT
Institution: LUNMERSITY OF PERMNSYLWAMIA,
PD Name: hMoney, Cher D

PHS 2271 OMB Mo. 0925-0001

*indicates regquired field

Trainee Personal Information

For every research training appointment ar re-appointment, trainees should reviesy and update their personal information by using the Personal Profile link atthe top of this
page. Except for the e-mail address, personal information may only be entered ar modified by the trainee.

Last Name, First Name, MI: Mewhie, ma Brand

Address Line 1: 123 Wy Home Road

Address Line 2 The 2271 form is opened
Hliess e and pre-populated with
Chty, State, ZIP: My City, MD, 12345 . .

Country: UNITED STATES information pulled from

* Emait [askera@mail ih gov the Trainee profile.

Phone: 555-123-4567

Fax:

Degree{s) Earnedin Progress Completion Date Major Minor Degree Completed?
BS 052003 Biology by
D 052008 i Ny

* screen continues on next slide *

I i




P N
;’ D!A‘
W pp/P|
/\ * screen continued from previous slide *

N
|Se|ec:t Specialty Board Code M

ame of Specialty Boards (if applicable)

From
Trainee || e Oves
Proﬁle or Prior NRSA Support

. [fthe trainee has previously received suppart from Kirschstein-RRSA training grant ar felloweship, itwill be listed in the table below. If the list of prior suppprt is incomplete or
Tra|nee incorrect, please click the MIH Support Menu tab above and follow the instructions for verifying MIH support.

3 Appoimment  Appointment End - =
Supphed Grant PI D s Dote Stipend Amt
A EEEEERN

PD/PI -
Supplied | Period can not exceed 12

PeroduRoceimant months and the start date must ¥
\V/ om R e B« || within the budget period.

* To (MMID DAY 7142007 i

12 |months |1 days ( Re-calculate Bease "Re-calculate” if calendar boxes were used to SElECI
dates. ‘\

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

ééléét Fielidwof Training. i

Field of Research Training or Career Development (for this appointment)

Support for Period of Appointment MUSt Re'CaICUIate |f l
Tvpe calendar box is used.
Stipend Level
* Stipen 3R496 .
e I | \ Select level appropriate to
Tuitionifees (estimated 12000 . .
. 210 Trainee degree and experience.
| 2 . Stipend must be entered

1! and non-zero.

Appointment can be saved for later action. _43




Create New Appointment

« Additional action buttons appear at the
bottom of the form after the initial Save

|Eave ” Cancel ]| Feset ] [ Save & FHoute to Trainee ] | Delete ” Wiew POF ][ Save & Submit to Agency ]

* Once the form is ready, click Save & Route
to Trainee.
— The system will check the form for errors prior to
routing

« Any identified errors must be corrected prior to routing
» Warnings are addressed at your discretion
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W Pp/PI

Provide Comments
Flease enter comments below to send them by e-mail to the next recipient of this farm.

Comments:

I have started the 2271 form needed for you Appointment. Please complete the remaining information and route it back
to me. Give me a call if you have any questions.

™ Comments (up to 2000 characters) will be included in

f email message sent to Trainee. Click Continue button.

Home Admin Instition Profile Personal Profile Status eSHAP xTrain Links eRA Partners Help

Route to Trainee Confirmation

The Appaointment Form was successfully routed and Email abaout this action was sent to Trainee.

Application’y,  Appointment Appointment Termination e Degree Appointment  Appointment Termination Termination Curremt _
Type Fu Date Lol Level Status Source Status Source Reviewer 0= il

Trainee Name Start Date End Date Past?
5T32MH312008-04 (Budaet Period: 07/01/2006-06r30020071 Create Mew Anpointment

) i 2271 Wiewy 2271
Mewhie, [tna POS Ih-Progress . . PN p—
Brand [l e 2006 O7/0172006 OBS3I0F2007 Yes ood e lectronic Mewhie, lma Wiewy - 2271 Farm

I Brand Payhack -

_ﬁtatus Is set to In-Progress Trainee. -



> Trainee
Now the New Appointment from the Trainee perspective...
* Trainee users are brought to the Trainee

Appointments and Terminations screen
when the xTrain tab is selected

Welcome imanewhig

Electronic Research Administration :
> Institution: EXT UAT DEMO CORP.
( e R A Commons ) oty TRANEE
Wersion 2.17.2.2

Sponzxored by Na @l fnsritures of Health

Home Admin Personal Profile xTrain Links eRA Partners Help

My Appointments and Terminau..=

Trainee Appointments and Terminations

K1-10f1 112

& Appointment & Appoimtmemt & Termination & Program & Institution & Degree & Appoimtment & Termination & Current View Action

GrantNumbel o o ortDate ™ EndDate ™ Date * Director ¥ T Level ¥ Status T Status * Reviewer

W ey
2271 v
oT3ZMH312008- A ey Money, Cher EXT UAT FPOST- In-Frogress : 227
04 2008-07-01 2007-08-30 M. DEMO CORP. DOC Trainee MNewbieIma o
Brand
Favhack

Click the Process 2271 to access
the Appointment form.




> Trainee

Statement of Training Appointment |
_ The 2271 form is opened and pre-
Project Number: T32 MH 312008 . . .
Appointment Status: In-Progress Trainee View Routing History populated W|th |nformat|on pu”ed
Project Title: XTRAIN DEMO TRAINING GRANT . .
Institution: UNIVERSITY OF PENMSYLYANIA from the Tralnee proflle or
PD Name: Money, Cher D . .
e previously entered by PD/PI in form.

*indicates reguired field
Trainee Personal Information

For every research fraining appointment or re-appointment, trainees shouold review and update their personal information by using the Personal
Frofile link at the top ofthis page. Except far the e-mail address, personal information may only be entered or modified by the trainee.

Last Hame, First Mame, MI: Mewbieg, lma Brand

SSN: 000001234 <+«— SSN - pulled from Profile/Personal Info; last 4 digits displayed
Adidress Line 1: 123 My Home Road ||

Address Line 2: . . .

Address Line 3 <+«— Address — pulled from Profile/Residential Address

City, State, ZIP: My City, MO, 12345
Country: UNITED STATES

*Emau:|askera@mail.nih.guv G Ema” — pu”ed from PrOfI|e/PerSOHa| |nf0

Phone: 555-123-4567
Fax:

1] (s} E dinP C letion Date Major Minor D C leted? .
B;grees arnedn Progress Dﬁugl;]ﬂgmn EEI;j;rgwmur Yegree omplete Degrees _ pU”ed frOm PrOflle/DegreeS

] n5r200a i i |

_ — Specialty Board — Select from
.
|Se|en:15peu:ialtyEiDard Code [v] c— pUII'down I|St

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

®No Oves Dual-degree — Select appropriate radio button 47




BRA,

Wl Trainee

AN

From
Trainee
Profile or
Trainee
Supplied

PD/PI
Supplied

V

Review
remaining
info and
contact
PD/PI
with any
concerns.

™ screen continued from previous slide *

Prior NRSA Support

[fthe trainee has previously received suppont from Kirschstein-MRESA training arant or fellowship, itwill be listed in the table below. [fthe list of
prior suppprt is incomplete arincorrect, please click the MIH Support Menu tab above and follow the instructions for verifying MIH support.

Appointment End
Date

Appointment
Start Date

Status

Stipend Amt

Gramt # Pl Degree Level

Field of Research Training or Career Development (for this appointment)
Choose a specific subfield {e.q., biological chemistry) unless the broader category {e.g., hiochem™gy fit= hast

| —Pediatric Oncology (7330) v] Prior NRSA Support
_ pulled from profile.

* From (MMIDDRYYY) o7/012006 | [EE To correct, go to
* To (MMDDAYY) 06/30/2007 |8 Admin/ Account/Verify
12 Imonths[0  |days | Peccaloulete & g1y Support and add

were used to select dates.

grant number.

Type Total for this Grant (Omit cents)
* Stipend Level |0-36,996 POST-DOC  |v|

* stipend 3RA96 . .

o Trainee can click Save and complete the
Tuitionfees (estimated) 12000 .

. form later. Once complete, click Route to
Travel - .

rotat Pl to continue the Appointment process.

~Z Note: Route to Pl has implicit Save.

Save & Route to PI

S avE ] [ Cancel ] [ Reset Viewy POF |




@ New Appointment

 When the Trainee clicks the Save & Route to Pl
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.
Statement of Training Appointment

Error Message

B Appointment validation errors:
- Trainee citizenszhip must he entered. Trainee must enter this infarmation on Personal Profile screen in eRA Commans.

(0 2000143
Project Humber: T32 MH 312008 ‘T. .
Appointment Status: In-Frogress Trainee Yigw Routing History 'P *
Project Title: XTRAIN DEMO TRAIMING GRAMT Keep your‘
Institution: URNNWERSITY OF PERRMSYLWARIA 1
PD Name: Money, Cher D Commons Pr‘ofl,le
current to avoid
errors/warnings.

I s



Wl Trainee

Provide Comments

Flease enter comments below to send them by e-mail to the next recipient of this form.

Comments:

I believe I hawve included all the necegsary informatin. I look forward to this opportunity.

Ima MNewbhie

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

\ Route to Pl Confirmation

| certify that the statements herein are true and complete to the best of my knowwledge and that |
il cormply with all applicable Public Health Service terms and conditions governing mey
appointment. | am aware that any false, fictiious or fraudulent staterments ar claims may subject

me to criminal, civil, or administrative penalties. - .
—» | Route to Pl Confirmation

<| Iﬂu:cept!l Cancel

Electronic Signature recorded. (o)

The 2271 Form was successfully routed and Email about this action was sent to P

Trainee Appointments and Terminations screen

Grant Number & Appoimtment & Appoimtment & Termination & Program

e oot o n Degree & Appointment & Termination & Curremt
*F Start Date F End Date * Date T Director T

F  Level ¥ Status F Status F Reviewer

2271
ST3I2mMH312008- 2006-07-01 2007-06-30 Money, Cher EXT LIAT POST- In-Progress P Money, Char
04 M. DEMO CORP. DOC/ D

e
227 227
Migw  Form
Payvbhack

__Status is set to In-Progress PI.




W pp/PI

* To complete the Appointment, the PD/Pl must
review the 2271 form one last time and then
Submit to Agency.

Pl Trainee Roster screen

Application =
ih F Appointment
Trainee Type

Name

Appoimtment . End i i . .
By Termination Date Degree Appoimtment Appointment Termination Termination Current

Start Date End Date Date Past? Level Status Source Status Source Reviewer e Seiey

5T32MH312008-04 (Budget Period: OF/01/2006-0653002007) Create Mew Appointiment

-2
P2
-
e

Mewhie, Ima POST- In-Progress . 2271:
Brand ey 2006 0750172006 OBS3052007 Yes Doc Pl Electranic e el [T

avhack

Bottom of 2271 form Click Submit to

* gtipend 36996 P A
* Tuitionifees festimated) 12000 gency O
* Travel 1200 Complete the
Total 50195 Appointment
= initiation
Save ][ Cancel ][ Reset ] [ Save & Route to Trainee ] [ Delete ][ Wiewy PDF ]@Eubmitm AOBRCY

pProcess.
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pr——
2. l!A‘
> Pp/PI
Provide Comments

Comments (up to 2000
characters) will be

v _ _ _ = included in email
I am submitting Ima MNewhie'sz Appointmwent form. Zhe iz a wonderful addition

Lo our program. Let me khow if vou have any questions. <= message Sen‘t to Agency

Cher D. Money

Flease enter comiments below to send them by e-mail to the next recipient of this farm.

|Comments:

Submit to Agency Certification

- I | cedify that this individual is qualified for this program and is eligible to receive financial
w} ance support for the period specified above. & copy of this appointrment form will be given to the
individual.

Click Continue. [ et ) cancel Tip: (&
— For Posf-docs,

Submit to Agency Confirmation

use links
The appointment was successiully submitted to the Agency, and the Agency's grant specialists will be notified. For predoctaral rov'ded 01' "'Ime
appointments, no further action is required. For postdoctoral Kirschstein-MRESA research training appointments, an ariginal . .
signature is required on the Appointment Form (22717 and Payback Agreement (603173, and the appaointment will not be f Subm|SS|on "'O
accepted until the Agency receives the signed forms. O

print forms to
Forwour convenience, pre-populated Appointment and Pavhack Agreement forms are provided below. For a postdoctoral
appointment, please printthe forms, obtain all necessary signatures, and send originals to the designated grants ensur‘e mOST

management contact at the Agency. n-\' |nf0
. . . e .
reponuaed 2271 Fo P OSE-AdOC Appointments may require signed S

raack areement Form g PAPEN Payback Agreement for legal purposes.

(o )e= Electronic Signature recorded; Status is set to Pending Agency Review. .



* For Pre-doc Appointments

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

* For Post-doc Appointments who have never
received prior Kirschstein-NRSA support Only

— Mall signed original Payback Agreement (6031)
form to the awarding NIH Institute

— Mail confirmation of permanent residency
(if needed)

Important Note: Reflects change in Post-doc paperwork requirements as
of 06/2008. xTrain currently indicates all Post-doc forms inc. 2271 and
Termination Notices must be mailed, but will align with new policy soon.

53



* 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

« Submit an Amendment as soon as the
change occurs

* Follows same process as Appointments

PRE. - Amend
Boys, Beagle 2006 070142006 0Br30/2007 Yes DocC Accepted Paper Wigw 2271 \ 2271
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1Z CORTTICATION D ACCIPTARCD: | awtly o e distsm snin Patedn
R e 3l o 88 B0 e Bel o rw brow ke amd b e w lceTaly

A} SOHATIURE OiF B PPIesTCL

ikl BATT

Amendment section appended at the end.

N\

el W apsmse Pk o vleah Sereecs e ood covin e goeemdng rry [eddnknly cotisads 5 aFb eTra s oyt by Tadres | 11ELS 30
e et | e etk amp e, Totioa n £ brets sl paETETL
thima may wEszvaivarTiEsl A SFIET EASE pEEE
I8 Thui vl cuand v o ed i it u T gramiarg I 8 Se e ot fmane o A} SENATILREE O P Rialaids DIR DT TR ikl DATT
Wppon e periol peciied aaoae & popy oDl ap aoinirmend orT o B pvea e
ELRE S [Cezidnkaly camisde s o PR T m wpemm £y H 1AERGMT
I TTPLD MM E 08 FROGAEM TIRCCTOR Moway CwwrlD
ol IRETTUT OR S MEME, ACDRESE, AHD FHORT R EXT UAT OEMC CORP
[ T S R
H T UAT CERED CORF
ECTHESSS,, BT ST
Pasa -3 1191308
L] | R ol
AMENDRMENT
FudrMa=p Crigral Waue Arrereded Vale
Fuiosd o & pp oind wani OO P00 - D000 OFOen Dy - 20008
SISFORT FOR FERECD OF AFFOIRTHIDAT
Seipsad BT Fiasa7
“alres Skred Das 1125852007
PO Skmed Duss 11125007 3070
PS5 307 s Fadf' 3 Cl T

Bottom of
original 2271
form

New
Amendment
section
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) A

Re-Appointment

* 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.

2271 AGENCY

King, Lion = 2005 070152009 04/3002006 0473002006 Yes EE(E: Accepted Electronic Lo Electranic

TH:
TexBosZ Bobl




pP——
1) A

-

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

— Accessed from within forms or from
Appointment/Termination Status

Statement of Training Appointment

Routing History

. Project Number: T32 MH 312003
Project Number: T32 MH 312008 ; . . . . Ly
Appointment Status: Pending Agency Review Appointment Status: Pending Agency Revi@aw View Fouting Histary >
Project Title: XTRAIN DEMO TRAINING GRANT Project Title: XTRAIN DEMO T
Institution: UNNERSITY OF PERMNSYLWAMNIA Institution:

P Name: Money, Cher D PD Name:
Trainee Name: Mewhbie, Ima Brand

PEMMEYLVAMIA

Action . - Curremt Current .
Event T Action Date Action Taken Status iewer Action Comments
Pl Initiates, Amends, or
-t o Maney, ORNa/2008 " In-Prograss
R_’e—appnlnts a Trainee Cher 0636 PM Initiated by PI Fl Money, Cher
wia 2271
Pl Routes 2271 to Money,  OGMO5/2008  Routedtn  In-Progress  Mewhis, | ha"elstta’ttﬁd g 2271 f”.”;” ”E’Etm mrd"‘”"' f‘“g%‘mr:fm' P'Eg'.se
Traifee Cher 0707 PM i " i complete the remaining information and route it hack ta me. Give me
a call ifyou have any questions. -Cher D. Maoney
Trainee Routes 2271 to Mewhkie,  0B/M0S72008 In-Prograss | believe | have included all the necessary infarmating | laak fonward
FI Ifria 0743 P FRUEE!E Y |y Money, Cher \ i 1s apportunity, Ima Newbie
. ) Fending | am submitting Ima MNewbie's Appointment form. She is & wonderful
Pl Subrmits 2271 to Money, DE{DSEDDB Submitted to Agency AGEMCY addition to our program. Let me know ifyou have any gquestions.
Adency Cher 0756 P Agency )
Review Cher D, Maoney
. ) Fending | am submitting Ima Mewbie's Appaintment form. She is a wanderful
Pl Submits 2271 to Money, DE{DSQDDB S Adency AGEMCY addition to our program. Let me know ifyou have any questions.
Agency Cher 0756 P Agency .
Review Cher D, Money

N




e N
Applicationy, Appointment Fy Appointment Termination Er;fe Degree Appointment Appointment Termination Termination
Trainee Name 'YP® StartDate EndDate D7¢ pasty Level  Status sowwce glatu= gource

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

Beaker, KIM gy 2007 O7/01/2007 DBf302008 no  FRE IREIOOESS - g pyone
Estry DOC Trainee

View

Action

* 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

1 DSTITUTION'S MAME, ADCRESS, 46D PHOHE MO,

look identical to the one submitted
|Eave | Cancel |[ Reset ][ Foute to Trainee ][ Delete ] [

Submitto Agency
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PD/PI locates Trainee on
Roster, initiates a Termination
Notice (TN), inputs additional
info and routes TN to Trainee

Program Director/ | Train_ee fills out required
Principal Investigator information and routes the TN Trainee

\ back to PD/PI

PD/PI reviews TN and
routes it to BO

S
\F . .=
N approves
\ \\/\)\/ / WS and routes
TN to
(I P
\_ﬂ%f/: Agency

Agency

ol Quick Reference: http://lera.nih.gov/files/xTrain Initiate Termination.pdf
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Termination Notice

* Termination Notices are typically initiated by
the PD/PI

— BOs also can initiate a Termination Notice

Pl Trainee Roster screen

- Armend
Wiew 2271 2271
i - Re-Appoint

Wi e Fe-App
FPayhack b%

Select Initiate TN to begin Termination process.

Dale, Chip M. 2003 07/01r2003 03/31/2004 Yes EEE;T Accepted FPaper
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BRA Termination Notice

W pp/Pi
Termination Notice (form 416-7)

Termination Notice - Ruth L. Kirschstein National Research Service Award

Project Number: T32 MH 3120083
Termination Status:
Project Title: XTRAIN DEMC TRAIMIMNG GRANT
Institution: UNIWVERSITY OF PEMMSYLWAMIA
PD Name: Money, CherD

*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 personal information by using the Persanal Profile link at the tap of this page. Except
far the e-mail address, personal information may only be entered ar modified by the trainee.

Last Name, First Name, MI: Dale, Chip M.

AdiosLine 202 The Termination Notice is
Adldress Line 3: Lane 99

opened and pre-populated

City, State, ZIP: Acorn, IM, 23121

Comntty: UNITED STATES with information pulled from
* Emalt [PRABEge@mailnh o the Trainee profile.

Phone: 1564454445
Fax:

Degree(s) EarnedIn Progress Completion Date Major Minor Degree Completed?
BA 032004 ! Y
(] Q2011 ! [+l

* screen continued on next slide *
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W pp/PI

* screen continued from previous slide *

Terrninutiun Date and Business Official submitting the Termination Notice to NIH

Termination Date: *Rusiness Official:

- . .
Business Official;

Choose a BO
from drop-down
list.

Numby|

Months 8 T r|al: Herh
g u) 1

03/15:2004 | Modify Termination Date ] *., |Hanmf. DI
Tulal Hirschstein - NRSA Support Under This Award -
Support Year Start Date End Date - n"_'"'.".“.“f'. N Standard Stipend
Stipend Yoo, il Amount
Year 1 062952003 03312004 ed225.0 "EibQ.SS.DEI
Totals: 24225.00 A

Training Received

Pravide a summary oftraining received and research undertaken during trainee tenure. List puhblicatio
frarm the research during this period. List grants and career awards pending and received. Ifiraining a4
terminated early, state reason. (2000 characters maximum)

-0OF, -

Modify Termination Date

You are requesting to modify the Termination Date. Mote that you can anly change this
Diate to shorten the last Trainee Appointment period. Upon acceptance of the
Termination Motice farm by Agency, the systerm will automatically amend the last
appointment end date and re-calculate the stipend amaunt for the last appointment. The
systerm will pre-populate a recalculated stipend amount into the enterable fiald on the
Termination Motice Form drouwill seeit a5 soon as you click Cantinue an this screan),
andvyau can further modify the stinend amount right an that screen

* Termination Date
0315/2004

]

I[ Continue ] [ Cancel ]

Upload PDF File

Post Award Information

Activity Crganization Type of Position
. O Acadernic () Grad Student
O Teaching
O For-Profit () Postdoctoral Researche
) Rezearch
o O Government O Faculty, Tenure-Track
O Administration o
3 Mot For-Profit () 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.
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Termination Notice

* screen continued from previous slide *

If knowen, enter pasition title, arganization, and related infarmatinn: |

The majority of
information requested
IS entered by the

Position Title: |

HName of Organization: |

|
Field: | |
|
|

city:

State: | Select State

:
Phone No: | Tra I n ee .

Mailing Address after Termination of this Kirschstein-NRSA Support

Street: |
City: |
State: | Select State
p: |

Phone No: |

Email: |

Other PHS Service Obligation Support
* National Health Service Corps Scholarship: Mo, of Months: |E| |

* Kirschstein-NRSA: Mo. of Months: |D |

Ifthe trainee has previously received support fram other Kirschstein-WRSA training grants or fellowships, it will be listed in
the table below. Ifthe list of priar suppaortis incomplete orincarrect, please contact the eRA HelpDesk,

P D / P | S aves Grant Number  From To

th e fo rm he trainee currently participating in NIH Loan Repayment Program? O Yes @& ho

(ED
Additional action buttons will appear; click Save & Route to Trainee

il Status changes to In Progress Trainee. -




i) A
> PD/PI

Provide Comments

Termination Notice

fyouwould like to send comments by e-mail to the next recipient of this form, please inser them beloww.

[Comments:
I have enjoyed yvour participation with our traihing program. Please complete
thiz Termination Wotice and route it back Lo mwme to closSe out ywour Appointment.

Cher D. Money

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

7 N\
A\ Continue
A —

Termination Notice Confirmation

The Termination Motice was successfully routed and Email abouot this action was sent to Trainee

Pl Trainee Roster screen

Miew 2271 2271

: POST- Ih Progress . TH: Dale Chip  Wiew TH - Re-Appaint
Ciale, Chip M. 2003 07/01/2003 03(31/2004 03152004 Yes DOC Accepted Paper Traines Blectranic ML iw 2971

Payhack - Terrm

/ Motice

Status is set to In-Progress Trainee.

B .




Wl Trainee

Trainee Appointments and Terminations

K1-10i1 1[4

Grant Number & Appointment & Appointment & Termination & Program @Insﬁtmiun‘& Degree & Appointment & Termination & Current View Action

*  Start Date F End Date F Date ¥ Director - Lewvel F Status F Status F Reviewer
Wi 2271

1T32MH31 2008- EXT UAT DEMO In Progress TH:
0124 2003-07-01 2004-03-31 2004-03-15 Money, Cher b. CORP. FOST-DOC Accepted sl Dale, Chip M.

Termination Notice - Ruth L. Kirschstein National Research Service Award

Project Humber: T32 MH 312008
Termination Status: In Progress Trainee View Routing History
Project Title: XTRAIN DEMO TRAINING GRAMT
Institution: UNIVERSITY OF PEMNESYLVAMIA
PD Name: toney, Cher D

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

Before a research training appaintment is terminated, trainees should review and update their personal infarmation by using the Personal Praofile link at the top of this page. Excep
farthe e-mail address, personal infarmation may anly be entered ar madified by the trainee.

Son: opnneges e CR T The Termination Notice is opened and
Address Line 1 Acom lans pre-populated with information pulled
Address Ling 5 Lane 2 from the Trainee profile and previously

Address Line 4:

entered data.

City, State, ZIP: Acarn, [N, 23121
Country: UNITED STATES

* Email; [2RAStage@mail nih.go

Phone: 1554454445 * screen continued on next slide * 65




2RAM Termination Notice

* screen continued from previous slide *
Degree(s) EarnedIn Progress Completion Date Major Minor Degree Completed?
BA 03/2004 i Y
MO 062011 i M

Termination Date and Business Official submitting the Termination NMotice to NIH

Terrnination Date: Business Official:
031152004 Happy, DA
Total Hirschstein - NRSA Support Under This Award
i Number of
Support Year Start Date End Date nm!:um uif el el oLy
Stipend Amount Momths Days
Year 1 07/0152003 0373152004 |24225.D | 25 650.00 g 1]
Totals: 2422500
Training Received
k4
Frovide a summary of training received and research undertaken during trainee tenure. List publications, if any, resulting fram DOCU ment tral n I ng
the research during this period. List grants and career awards pending and received. [firaining aanointment s Delng . . .
ferminated early, state reason. (2000 characters masxirmurm) recelved elther |n
- comment field or via

1 file upload.

|Upload PDF File

| TrainingReceivedSample.pdf < C“Ck approprlate rad|0

Post Award Information

*nctivity jillrt]lrgmnimtil:m jillrT!r|:|el:th-"l:us;ilil:m buttons for: ActiVity,
_ O Acadernic (O Grad Student < M -
g;zizha::cgh ) Far-Profit O Postdoctoral Researcher Organ'zat’on and Type
o O Governrment O Faculty: Tenure-Track TPy
g’g‘dm”i'sna“”” | © Nat For-Profit © Staff Scientist Of POSItlon.
Other Oomer| | Oomer|

I T screen continued on next slide * 66



Trainee

-

Review all
information,
then Save &
Route

to PI.

Termination Notice

If knowwn, enter position title, organization, and related information:
*| screen continued from previous slide *
~N

Position Title: |

If kKnown, enter
position title,

Field: |

Name of Organization: |

city: organization and
state: Select tote related information.
Phun&hlu:l
v,
* Street: |A|::|:|rn Lane )
* ity [Acom Provide mailing
* State: | INDIANA > address where you
* 2z 23t can be reached after

* Phone No: |3|II1-555—1 212

Termination.
* Email: Iaakera@mail.nih.gnv I

Other PHS Service Obligation Support

Ma. af Manths: |E| |

* National Health Service Corps Scholarship:

* Kirschstein-NRSA: Mo, of Months: ||:| |

[fthe trainee has previously received support from other Kirschstein-MRESA training grants or fellowships, it will be listed in the
table below. Ifthe list of prior support is incomplete or incorrect, please contact the eRA HelpDesk.

Gramt Numhber From To

*Is the trainee autly participating in NIH Loan Repayment Program? ®ves O Mo

~ Save & Routeto PTY || viewPOF |
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) A‘
Wl Trainee
Provide Comments Comments (up to 2000

fyou would like to send comments by e-mail to the next recipient of this form, please insert therm below. Characters) W|” be

|comments: v |nCIUded |n ema”

I believe I hawve completed all the needed info. Thank vou again /

for thiz opportunity. It was terrific. message Sent tO PD/PI
Termination Notice Certification

Chip N Dale

In signing this form, | cedify that the statements therein are true and complete to the best of my knowledoge. Willful
provision of false information is a criminal offense (LS. Code, Title 18, Section 10013 | am aware that any false,
fictitious, or fraudulent statement may, in addition to other remedies availahle 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 pavback
obligation, | understand that pavhack semwice must begin within 2 years ofterminating my Kirschstein-MESA
support; otherwize, financial payback becomes due, unless an extension ofthe 2-year service initiation period or a

CI |Ck weaiver of the obligation is aranted. | also understand that if | fail to repay both principal and interest, the Federal
. Governtment will take authorized actions to collectthe debt.

Continue . _ | .

button ([ | Certity | )cancel | Termination Notice Confirmation

t

The Termination Motice was successfully routed and Email about this action was sent to PI

Electronic Signature recorded.

Trainee Appointments and Terminations screen

Trainee Appointments and Terminations

Status is set to In Progress PI.

[€1-10of1
&  Appoimment & Appoimimemt & Termination & Program & oo & Degree & Appoiniment Termination & Current
Grant Number . Start Date = End Date = Date = Director Institution . Level ™ Status Status F Reviewer e

Wiey
1T32MH312008- Money, Cher  EXT UAT FOST- UL 2271
0141 2003-07-01 2004-03-31 2004-03-145 ¥ DEMO CORF. DOC Accepted In Progress Pl guney,Cher 3:23 T

Favhack

102
Action




Termination Notice

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

Pl Trainee Roster screen

- Amend
View 2271 %
. POST- In Progress TR Yiew TH  ~——
Dale, Chip M. 2003 070102003 0353102004 031 52004 Yes ooc Accepted Paper Pl Electranic Money,Cher D v—iew Aggmnt

Pavhack %

Bottom of form...
|[other PHS Service Obligation Support |

* National Health Service Corps Scholarship: Mo. of Months: ||:| |

* Kirschstein-NRSA: Mo, of Months: ||:| |

[fthe trainee has previously received support from other Kirschstein-RESA training grants ar fellowships, itwill be listed in the
tahle below. Ifthe list of prior support is incomplete arincarrect, please contact the eRA HelpDesk.

Grant Number  From To Select the Save & Route to BO.

Is the trainee currently participating in NIH Loan Repayment Program? ® ves O Mo

Save| Cancel Feset I Save & Route to Trainee | Save & Route to BO ‘ Delete Wiewy PDF

I e



pP——
2. D!A‘
> PD/P|

Provide Comments |
|Ifyou weould like to send comments by e-mail to the next recipient of this form, please inser them below. Comments (Up tO 2000
Comments: CharaCte rS) W|” be

Chip N Dale is no longer with our training prograwm. Here is the Termihation Included |n emall

Notice.
<«— message sent to BO.

I-* Termination Notice Certification
| cedify thatto the bhest of my knowledge all the above information is correct.

Click Continue T?—II Electronic Signature recorded.
N\

Cher D Honey

button.
Termination Notice Confirmation

The Termination Maotice was successfully routed to the designated Business Official. For predaoctaral trainees, no
further action is required. To terminate paostdactaral Kirschstein-MRSA research training appaintments, an ariginal
signature is required on the Termination Maotice, and the appointment will not be terminated until the Agency
receives the signed form.

&

Pl Trainee Roster screen

- Amend

iew 2271 %

Dale, Chip M. 2002 07/01/2003 02/31/2004 03/15/2004 Yes Eg?’ Accepted  Papar lectronic EN:Happ"”"D’E‘ﬁ:EiTN Appoint
- v 2271

/ Payhack TTerm

[otice

E Status is set to In Progress BO. -



BO

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

Electronic Research Adminisrration

(@=EE Commons

Sponsored by Narional FTnstitures af

Admin  Institwition Profile ‘ xTrain }

Search for Grants

List of Grants

) Wersion 2.15.1.2

Home Links eRA Partners Help

Personal Profile eSNAP

Activity Code Serial Numhber I PD Last Name

Project Start

Wielcome bhappy
Institution: EXT UAT DEMO CORP.

Authority:  BO Log-out

Date Project End Date

IC
| Ll

I||rv1|:|ney
|

Lz} |

Search [ Clear]

Provide search criteria and click the Search button.

BO Trainee Roster

List of Grants

Select the

T32mH 312008 07/0142003
T32 DK 065517 07/0152004

06/3052008
06/3002009

Maney, Cher D
Maney, Cher D

Project Start Dateg Project End Dateg Program Director Project T'rtleg

-
KTRAIN DEMO TRAIMING GRANT
RESEARCH TRAIMIMNG [N PEDIATRIC MEPHROLOGY

Acti
Yiews Trainee Roster
Yie ar

Activity Code IC  Serial Number PD Last Name Project Start Date Project End Date VI ew
hMoney & [ search | Trainee
Kh-2o2 10 Roster link.
Humber

D

7



- B0
« The BO has access to xTrain Actions from the Trainee
Roster.
Select the Process TN link.

BO Trainee Roster screen
End . . A o
Degree Appointment Appoimtment Termination Termination Current View Action

Appointment Termination Dat
€ Level Status Source Status Source Reviewer

Application,  Appointment o
Lot Past?

Trainee Name Type Start Date  End Date

Wiew 2271

In Progress e TH: Happy IDA Wi TH

POST-
2003 070152003 03/31/2004 0315/2004  Yes Doe Accepted Faper RO q View
Pavback

1T32MH312008-01A1 (Budget Period; O7/01/2003-06730/2004)

Dale, Chip M.

Bottom of form...

* National Health Service Corps Scholarship: Mao. of Months: |0

* Kirschstein-NRSA: Mo, of Manths: |0

[fthe trainee has previously received support from other Kirschstein-NESA training grants or fellowships, itwill be listed in
the tahle below, Ifthe list of prior support is incomplete orincorrect, please contact the eRA HelpDesk,

Gramt Number From To

Is the trainee currently participating in NIH Loan Repayment Program? ®ves OMNo

Save || Cancel Feset | Save & Route to Trainee I Save & Route to PI Save & Submit to Agency

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

Delete Yienw PDF

72



. BO

Provide Comments

Commems:

Cher D. Monevy

ol would like to send comments by e-mail to the next recipient of this form, please insert therm below.

Thiz Termination MNotice for Chip N Dale reflects the new March 15
termination date. Let me know if wou have questions.

Comments (up to 2000
characters) will be
iIncluded in email
message sent to Agency.

Click Continue
button.

Termination Notice Certification

| certify that the information provided for"Dates of Support Under This Award”, and "Total Stipend Received &
Mumber of Months Supported under this Award" is correct according to institutional recards.

Electronic Signature recorded.

(ED)

Termination Notice Confirmation

The Termination Motice was successfully submitted to the Agency, and the Agency's grant specialists will be
notified. For predoctoral trainees, no further action is reguired. To terminate postdoctoral Kirschstein-MRSA
research training appointments, an ariginal signature is required on the Termination Motice, and the appointment
will ot be terminated until the Agency receives the signed form.

BO Trainee Roster screen

POST-

Dale, Chip M. 2003 07/01/2003 0373142004 031 52004 Yes Doc Accepted

Status is set to Pending Agency Review.

View 2271
Electronic  Th: AGENCY 2w Th - Termn
Wiew Matice

Payhack
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BRA,

. —

* Some actions are available to a user, who is not
the Current Reviewer, as long as the form has
not been submitted to Agency
— | validate |— runs validations & gives errors/warnings
— [Recall |- the previous reviewer can recall a form from

the current reviewer

 Accessed via 2271 Form or Term Notice links

Current Reviewer- Trainee/Kim Beaker

Pl Trainee Roster screen

npplicatiung i Appointment . End i i L L

Appoimtment FY Termination Dat Degree Appointment Appointment Termination Termination Current Vi Acti
Trainee Type Date € Level Status Source Status Source Reviewer 1Ew N
i P Start Date End Date Past?

5T32MH312008-04 (Budget Period: O7/01/2006-06/3002007) Create Mew Appointrment

' 2271 '
Beaker, Kim PRE- In-FProdgress . ' Wi ey
Estry [ ety 2006 OF01/2006 O6BC302007 YRS DOC  Trainee Electronic ngr:er,Mm 2971 %

. 2271 Form or Term Notice 74



e ——
Application ) Appointment . End ) ) o o
Appoimtment Termination Degree Appointment Appointment Termination Termination .
Trainee T Fr Dat Date Level Stat S Stat S View Action
iy vpe Start Date End Date [ Past? Leve us ource us ource
AT32DK065517-04 (Budoget Period: 07/01/2007-06/30/2008)
. 1 Fending
ng‘fr' KIM e 2007 07/01/2007 06/30/2008 04/19/2008 Mo EEE Accepted  Electronic  Agency  Electronic
Heviewy

* 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.

Ten

Department of Health and Human Services
Public Health Service e
Ruth L. Kirsghstein National Research
7

Save |C:ance| ||Heset|| Foute to Trainee || Foute to Pl || Subimit to Agency | Delete q *JiewF'D

75




) A

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.qgov/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

76



Finding Help

eRA Commons Help Desk

« Hours: Mon-Fri, 7 a.m. -8 p.m. Eastern
* Web: http://ithelpdesk.nih.gov/eRA/

* Toll-free: 1-866-504-9552
 Phone: 301-402-7469 m

. TTY: 301-451-5939 G

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