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Accessing the Prepare Summary Statements Screen

Accessing the Prepare Summary Statements screen can be done in one of three ways:

1. Clicking on Prepare Summary Statements (in the Meeting Administration grouping) from the REV menu (REV0000), or

2. Clicking on Sumry Stmnt (in the Application Info portion of the navigation block) on from the List of Applications screen (REV1100).

3. Clicking on Review menu on the top of the screen and selecting the Prepare Summary Statement menu item from the menu list.
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Figure 1 – The Prepare Summary Statements screen (REV1010)

Components of the Screen

There are three main components of the Prepare Summary Statement screen.  The lower portion is the hit list, which returns basic information for all summary statements for the selected meeting.  Except for the check boxes on the left (explained later), all information is read-only on this screen.

· Application Information section shows the details of a highlighted application. This information is dynamically changed as user navigates from record to record on the hit list screen.

· Clicking on the top of any column will re-sort the statements in the appropriate order.  The selected SS will be highlighted in blue.  

· Clicking the User IDs tab will display the key individuals involved with a particular statement. SS Upd field shows the IMPACII user id of the individual last updating the Summary Statement. Released field shows the IMPACII user id of the individual who finalized (released) Summary Statement.
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Figure 2 – The Summary Statements User IDs tab

Because of space constraints, the labels for the items along the right edge needed to be abbreviated.  To identify these abbreviations, click on the Label Description button:
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Figure 3 – The Field Labels pop-up box

Using the check boxes on the Application Info block of the Screen

There are several check boxes on the Application Info block of the Prepare Summary Statements screen. They are:

1. Admin Note

2. Biohazard

3. Budget Comments

4. Foreign

5. New Investigator (Read only).

Once the check box (es) is/are checked, the corresponding words will appear on the top of the Summary Statement. The mark that the check box was checked is stored in the database for an application.

Importing Text

Once a user has created a text document for a summary statement, it must be uploaded to the database to create a draft summary statement.  To do so, follow these steps.

1. Name the document as follows:

· Use the Grant Number of the grant on which you are working, without the application type code and without spaces:

· For Example:

If your grant Number is 1 R01 CA 023456-01 A1 S1, then the name of the document should be R01CA023456-01A1S1.

NOTE: Do not forget the leading zeros within the serial number.

2. Select a grant from the hit list at the bottom of the screen.

3. Once a grant is selected, click Import Text from the navigation block.

4. Once this is done, the Import Text dialog box will appear.
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Figure 4 – The Import Text dialog box

This dialog box offers all the features of a standard Windows Open Document dialog box: along the top, the user has the option to change the drive or folder, go up one level in the network hierarchy, or change the display options of the documents. 

The default file name displayed is the selected grant number, minus the activity code and spaces.  The default file name has a wildcard extension (.*), so that Word (DOC) and WordPerfect (WPD) files are displayed automatically in the file list window of the dialog box.  Note that imported files must match the default file name and be either a Word or WordPerfect document.  Otherwise an error will be displayed.

· Once the file to import is selected and the Save button is pressed, 

· Or the user double clicks on the document.

The user will be notified that the summary statement body is being uploaded into the database.  Once this is completed, the summary statement status column (SS Status) will change to “Building Draft.”

Please note that the screen will not refresh automatically.  To refresh the screen:

· Press the Refresh Scrn button.

· Alternatively, you can call up the Monitor Jobs pop-up window to see the progress of the submitted job to generate Summary Statement.  Again, this screen will not refresh unless the Refresh button is pressed.  

To exit the Monitor Jobs screen and return to the Summary Statements screen:

· Click Close.

Note: Closing the Monitor Jobs pop up triggers an automatic screen refresh.
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Figure 5 – The Monitor Jobs pop-up window.

Once the job to generate Summary Statement is complete, the SS Status will change from “Building Draft” to “Draft”, the SS Upd Dt will be changed to today’s date, and the record of the job on the Monitor Jobs screen will disappear.

To see jobs to generate summary statements in a queue, click All Jobs radio button.

Please note: If a summary statement has a status other than Draft, the fact that new information has been added causes its status to revert back to Draft.  Thus, every import of the Summary Statement body produces a Draft Summary Statement.

The corresponding Adobe Acrobat (PDF) file has been created.  You can now view this file by 

· Clicking View SS.  

Viewing the Summary Statement.

Upon clicking the View SS button, the Summary Statement will come up.
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Figure 6 – View Summary Statement

The Summary Statement is PDF document, and is available to the user via Internet Browser. The Adobe PDF Reader’s plug in is used to display the PDF.

The tool bar of the Adobe Plug in as many features, such as navigating from page to page of the document, zooming in and out, searching the specific text in the document, printing the document, and Saving the document on a local drive.

From Draft to Final

The first two steps necessary for a summary statement draft to become a final document are outside the scope of the summary statement screen.  

1. First, the roster needs to be released. 

This is done through the Committee Management function of IMPAC II.  Once this is done, the Roster Release portion of the Application Info block will contain the date and user name who released the roster.  

The release roster item has been added on the navigation canvas so that release of the roster (“freezing” the roster list in time) can be accomplished without leaving this screen. This process, however, will not trigger the OK/Update Complete functionality of the Committee Management Module.

2. Second, the meeting needs to be released.  For your convenience, a link to the Sweep Codes/Release Meetings form (REV1650) is provided on the SS screen.

Once these steps have been performed, the summary statements to process need to be selected.  More than one summary statement can be selected at any one time.  

· Simply click the check box next to grant number.  

A Select All, as well as a Deselect All, can be used to aid the process.  Once the SS’s to process have been selected:

· Click on Rel Final SS.  

Notification will be provided if any items selected are not eligible for final release.
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Figure 7 – Release Summary Statement warning

To ensure no summary statements are accidentally released, a list of SSs will be provided.  The user will need to:

· Select either Continue or Cancel.
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Figure 8 – Release Selected Applications pop-up dialog box (REV1010-20).

The SS Status now changes to Building Final.  

· Again, use Refresh Scrn or Monitor Jobs if an update is desired.  

Once the final SS Acrobat file is created the SS Status will change to “Final”, and Release Dt will be changed to today’s date.  The View SS command will work as they did for draft SS’s.

Changing Access

To control access to the summary statement documents, users can change the SS Status by clicking on  Chng Access button on the Action bar.

The chart below indicates the possible changes that can be initiated:

	If the SS Status is …
	… it can be Changed to …
	… and will be Available to …

	Draft
	Preview
	Program and Review staff

	Preview
	Draft
	Review staff only

	Final
	Under Revision
	Review staff only


When Chng Access is selected, a pop-up dialog box with the appropriate options will be displayed. 

Note: Final Summary statements must be processed via the Rel Final SS button.

[image: image9.png]£ Change S5 Access

FROM: o

[~ omt | 0w st

Ul eevieion - Resiew Stait ety
€ Preview - rogram Staff Access

3

REV1010-10





Figure 9 – Change SS Access pop-up dialog box (REV1010-10)

Once this is done, the SS Status and SS Updt Dt will be updated.  If a summary statement was changed from final to another status, its Release Dt will be earlier than its SS Updt Dt.

Exporting Text

The body of an imported Summary Statement is stored in IMPACII database in its native binary format (Word or WordPerfect document). It is available to user for download.

· Select the SS statement.

· Then click on Export Text.  

Since this functionality is WEB enables, the routine to extract the Summary Statement body is routed through a browser. Exporting a file will be just like downloading the file form the Internet. Thus, if the browser can recognize the file type (like Internet Explorer recognizes the Word documents), the document will be displayed in the browser and can be saved by utilizing browser’s Save As functionality. If the document type is not recognized, then the Save As dialog box is displayed.
When the text of a summary statement is exported and then changed, none of these changes are reflected in the system’s summary statement until the documents are imported back into the system, and the draft version is re-generated.

Useful Hint: In case the draft body of the document is lost – Export function can be used to get the latest submitted body of a Summary Statement.
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