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h.gov/need-help).

Toll-free: 1-866-504-9552; Phone: 301-402-7469
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Feedback on the user guide? Please email the eRA Communications Office (era-
communications@mail.nih.gov).

Disclaimer STATEMENT

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

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

ASSIST allows participants to do the following:

» Leverage current eRA Commons credentials to access ASSIST

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

» Populate data from established eRA Commons profiles

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

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

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

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

+ Avoid the hassle of preparing and shipping multiple paper copies

ASSIST can support both single-project and multi-project (also known as multi-com-
ponent or complex) applications with features presented differently depending on the
type of application, as determined by the entered opportunity number.

Application Format

All electronic single-project applications prepared in ASSIST will include:

» All required forms necessary for the application package
» All optional forms available for the application package

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

» Asingle Overall Component: The Overall component describes the entire applic-
ation and how each of the additional components fit together.
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» Other Components: Some number of other component types (e.g., Admin Core,
Project, Core) with predefined data collection requirements set by the agency when
posting the opportunity in Grants.gov

e Summaries: Information compiled from the data provided in the individual com-
ponents (e.g., component and categorical roll-ups of budget data).

Refer to the help topic titled Search for an Application for information on searching for
applications.

Refer to the help topic titled Initiate an Application for information on initiating an applic-
ation.

NOTE: Some screens may not display correctly in the Internet Explorer browser with
Compatibility Mode turned on. To ensure that the screens are correctly displayed, turn off
Compatibility Mode or use a different browser.
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Latest Updates

November 27, 2024

The following topics have been updated:
e Actions on page 55
» Restore Previous Version on page 374

e Participant Level Data Collection on page 151

November 13, 2024

For applications submitted for receipt dates on or after January 25, 2025, applicants will
be required to use FORMS-I application forms packages for submission.

 Information about the upcoming forms changes can be found in the High-level
Grant Application Form Change Summary: FORMS-I.

¢ More detailed information about deadlines can be found in NOT-OD-24-086.

February 23, 2024

The following note has been added to the Senior/Key Person Profile on page 176 topic:

IMPORTANT: All personnel listed on the R&R Senior/Key Person Profile (Expanded)
Form must have an eRA Commons ID. NIH grant applicants will receive an error if the
“Credential, e.g., agency field” is blank or does not contain a valid eRA Commons ID for
all personnel on the form. That includes Senior/Key Personnel and Other Significant Con-
tributors. Errors must be corrected before an application can be successfully submitted
to the agency. See NOT-OD-24-042 and Nexus article.

June 14, 2023

Updates have been made throughout to reflect the change from FOA number to Oppor-
tunity Number.
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November 29, 2022

For applications submitted for receipt dates on or after January 25, 2023, applicants will
be required to use FORMS-H application forms packages for submission.

» Information about the upcoming forms changes can be found in the High-level
Grant Application Form Change Summary: FORMS-H.

e More detailed information about deadlines can be found in NOT-OD-22-195.

e FORMS-H will include changes required for the implementation of the 2023 NIH
Data Management & Sharing Policy (DMS). Additional implementation details and
communications will be coming soon.

August 24, 2022

About Other Transactional Authority (OTA) Awards, Initiating an OTA Application,
OTA Summary Screen, OTA Form Screen, OTA Application Submission Status, and Ini-
tiate an Application topics have been updated.
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Using ASSIST

To navigate through the application in ASSIST, select any of the buttons in the Actions
section, the links in the Component Type section of the left-side navigation area (for
multi-project applications only), or other links located on the ASSIST pages.

Actions @

RETURN TO APPLICATION INFO
MANAGE ACCESS
DISPLAY COMPOMENT STATUS
VIEW STATUS HISTORY
ADD HEW COMPOMNENT
ADD OPTIOMAL FORM
CHAMGE COMPOMENT ORDER
PREVIEW CURREMNT COMPOMEMT
VALIDATE COMPOMENT

UPDATE COMPOHRENT STATUS

Component Tyvpe

+ Cwverall

+ Caresr-Dev
+ Research

+ Training

Actions

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

Component Type

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

The components are listed with numeric identifiers, not the actual component title
names; however optional component short names (when added to a component) display
beneath the numeric identifier and can aid in keeping track of the different components.

Component Type

+ Cheerall

Sample Hame)

Breadcrumbs

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

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

Sl RGR Cover | Cover Page Other Sites Srikey Research || Cumulative| Planned
Supplement| Project Person Plan Inclusion | Enrollment
Infoermation Profile Report Report

NOTE: The image above is a sample of component form tabs and does not reflect the
forms available for every application.

Navigational Links

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

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

ASSIST

Sponsored by the National Institutes of Health

Online Help

Various sources of help exist for the ASSIST. The Welcome page Resources section con-
tains links for the Application Guide and the ASSIST User Guide. In addition, the Need
Help? icon launches the ASSIST online help feature in a separate browser window.
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Welcome to the Application Submission System
& Interface for Submission Tracking (ASSIST) @) Need Help?

Hesources
% INTIATE APPLICATION E] APPLICATION GUIDE
Funding Opportunity Announcement & GO [#] assisT USER GUIDE

the HIH Guide for Grants & Contracts and i

Grants.gov's Find Grant Opportunities. Each resource has robust ssarch
func Honalit identify app tunites of interest. ASSIST can onby be
rd to prepare and submit applications when explicitly stated in the
EI SEARCH FOR APPLICATION Search Applications

The online help feature is also available for specific topics by selecting the ? icon from

the various pages in ASSIST. Selecting the icon from a specific page (rather than from the

Welcome page) opens the online help for that specific topic.

Application Information @ =———

» | Application Information

stion [denbfier: s
ation Project Title Crime & Punishment and the Effects on Mental
Health

No matter how online help is accessed, all topics covered in the online help are access-
ible via the Contents list on the left side of the online help window.
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Electronic Research Administration
A program of the NaSional Instiules of Health

You are here: Using ASSIST

[ o
W Manage Access

If you are having trouble viewing any of the information contaimed in this help topic, it can also be found in H‘!tmrmm Submission
Systen & Interface for Submission Tracking (ASSIST) User Guide located online at_hito://era.nih. oo A . Referto |2
the User Guide's Table of Contents for your specific topic.

Using ASSIST

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

Walidabe the Application

Many help topics include figures or additional steps for those who need it. This inform-
ation is hidden by default with togglers. Click the arrow icons or orange text when avail-
able to expand specific hidden text or figures; click again to hide it.

To add access for a new user:

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

.'1'.'Ii-\.-|L-~a \
(: MAHAGE ACTSS ) .
VIOW STATUS WSTORY Samples of expanded and collapsed help details.
ADD OVERALL COMPOHIHT
LIPFDATE SUBMIETION STATUS /
Gl The User Access Summary page displays.

The Expand All/Collapse All button located above the breadcrumbs at the top of each
help screen expands (or collapses) all hidden text and images within the current topic.

CEYIE

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

NOTE: Some screens may not display correctly in the Internet Explorer browser with
Compatibility Mode turned on. To ensure that the screens are correctly displayed, turn off
Compatibility Mode or use a different browser.
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Logging into ASSIST

ASSIST uses the same login authorization service/account as eRA Commons. All ASSIST
users must use their existing eRA Commons IDs or work through their organization to
obtain them. Anyone with a Commons ID can access ASSIST and initiate an application.

NOTE: The use of eRA credentials is being gradually phased out during 2021 in favor of
creating a Login.gov account and associating it with your eRA user ID. Eventually

Login.gov will be required, but you can transition to Login.gov at any time. See Trans-
itioning To and Using Login.gov.

e To access ASSIST via eRA Commons, first log into eRA Commons, then navigate to
ASSIST via module navigation.

» To access ASSIST via ASSIST's log in screen, access the login page here, https://pub-
lic.era.nih.gov/assist/, and see the following:

On the ASSIST login screen, there are three login options:
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Login with Login.gov @
O LOGIN.GOV

Login with eRA Credentials @

Username:

Password:
| ©

(For External Users Only)

Forgot Password/Unlock Account?

Login with Federated Account @

Login with PIV/CAC

l@l

k Login using Smart Card
O

Using ASSIST 11
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Log In with Login.gov
If switching to Login.gov, follow the instructions in Refer to Transitioning To and Using
Login.gov on page 13.

If you attempt to log in with your normal eRA credentials, and you see one of the fol-
lowing screens, then you are being transitioned to mandatory use of Login.gov; see Refer
to Transitioning To and Using Login.gov on page 13.

D LOGIN.GOV m

Confirmation Required

) ) F e
Access to NIH/eRA systems is available via Login.gov | b 40; m
A /s

* If you run into issues with login.gov or associating your login.gov
int, please contact the eRA Service Desk at
ex.html.

NIH is using login.gov to allow you to

account with your eRA ac
sign in to your account safely and

http

ants.nih.gov/s

« You can also refer to lo ov for additional help at securely.
https://www.login.gov/help/
Email address
For additional information:
** Two-Factor Authentication: Accessing eRA Modules via login.gov
- . . - -~ - Password
Please select Continue to be redirected to Login.gov or Cancel to return to
the NIH/eRA application login page.

Create an account

Login Steps for eRA Credentials

This method is being gradually phased out during 2021 and will transition to the use of
Login.gov to log into eRA Commons.

Type a valid eRA Commons username in the Username field, type the password and
click the Login button.

Login Steps for InCommon Federated Accounts

This login method and subsequent screens are managed by your own organization and
not by eRA Commons. If you have trouble logging in with this method, contact your insti-
tution. eRA cannot help you with federated login problems. See for Refer to Federated
Institutions/Organizations Commons Login on page 15 instructions.
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NOTE: If this is the first time using your eRA Commons username and password, log into
eRA Commons first before attempting to access ASSIST. You can use the provided tem-
porary password to log into eRA Commons for the first time. Once logged in, you will be
prompted to change your password.

The system displays the eRA Commons page with your login information accessible from
the upper right corner of the page. If your login information is not immediately visible,

click the Person icon .

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

Transitioning To and Using Login.gov

Click here to view instructions on Login.gov.

Accessing ASSIST after completing Login.gov account creation and association to eRA

account

After you create a Login.gov account and associate your eRA Commons account with i,
you must use the Login.gov option on the ASSIST home screen.

1. On the ASSIST home screen, click on the LOGIN.GOV logo in the login section.

2. Log in to ASSIST with your Login.gov credentials (email and password) and the
additional authentication method you set up with your Login.gov account. You will
be automatically taken to the ASSIST landing screen.

TIP: If you do not want to enter a code every time, click the box that states, 'Remember
this browser.’ If you use the same browser and computer to log into eRA Commons,
Login.gov will remember these settings and not require you to complete the two-factor
authentication process each time you log in, and you will directly access ASSIST.
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DLOGIN.GOV m

Enter your security code
W Lent 3 Secunity code to " "=-"""-1701. This code will expire in 10

minutes

One-time security code

C Get another code I Remember this browser ]

Don’t have access to your phone right now?

Choose another authentication method

Cancel

Troubleshooting login problems with Login.gov

IMPORTANT: Make sure your eRA Commons account is active and you know your
account password before attempting to complete the Login.gov process; if you are
unsure of either, then use the Forgot Password/Unlock Account link on the main Com-
mons login screen to change your password prior to attempting to associate your
Login.gov account with your eRA Commons account.

If you tried to log in using Login.gov, and it did not work, please perform the following
before contacting the eRA Service Desk:

1. Clear your browser cache/history and then close and restart your browser.
2. Make sure you are not using a bookmark that points to an older URL address.
Delete your bookmark and go to the main eRA system URL directly. For instance:
a. https://public.era.nih.gov/commons/
b. https://public.era.nih.gov/assist/
c. https://public.era.nih.gov/iar

Q

http://m.era.nih.gov/cmb
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3. Ifit still does not work, please contact the eRA Service Desk at https://-
grants.nih.gov/support/index.html

Federated Institutions/Organizations Commons Login

This topic provides information on the following:
* Logging in with InCommon Federated Account
 Associating your eRA Commons account to your InCommon Federated account

» Troubleshooting issues when associating your InCommon Federated account to
your eRA account

o Two-factor authentication for InCommon Federated Accounts (use of InCommon
Federated accounts without two-factor authentication is not permitted)

Effective September 15, 2021, several thousand organizations are now available in the
type-ahead search box for InCommon Federated accounts on the eRA Commons login
screen. While many organizations appear in the list, they don't all support NIH's two-
factor authentication standards. To use an InCommon Federated account to login to
Commons, your organization must support NIH's two-factor authentication standards
and you must have two-factor authentication setup for your organization’s account.

When you select an organization from the type-ahead search box and click the Login but-
ton, you will be redirected to the organization'’s sign in site where you will complete the
login process for the organization. If the organization supports NIH's two-factor authen-
tication standards, you will be prompted to complete their two-factor authentication
login process, and if successful, you will automatically be redirected back to eRA Com-
mons and automatically authenticated and logged in.

If your organization does not support NIH's two-factor authentication standards and you
do not have two-factor authentication setup for your organization’s account, you will not
be able to login using your InCommon Federated account. There are several situations
where you may receive an error message during the login process, and this depends
upon the InCommon Federated organization and how they integrate with NIH Login.

Using ASSIST 15 February 7, 2025


https://grants.nih.gov/support/index.html
https://grants.nih.gov/support/index.html

Application Submission System & Interface for Submission Tracking (ASSIST) User Guide

» After you select an organization from the type-ahead search box and click the
Login button, you might receive an error message from NIH that says your organ-
ization does not support NIH's two-factor authentication standards.

» Afteryou 1) select an organization from the type-ahead search box, 2) click the
Login button, 3) and are redirected to the organization’s sign in site, you might
receive an error message from the InCommon Federated organization that says
your organization does not support two-factor authentication.

» After you complete the login process for your organization, you might receive an
error message from the InCommon Federated organization that says you have not
set up two-factor authentication for your organization’s account.

If your InCommon Federated organization does not support NIH's two-factor authen-
tication standards and you do not have two-factor authentication setup for your organ-
ization’s account, you are required to use Login.gov; see Refer to Transitioning To and
Using Login.gov on page 13.

Note that the two-factor authentication process and software used to support two-
factor authentication varies across InCommon Federated organizations. Specific ques-
tions about your organization'’s ability to support NIH's two-factor authentication stand-
ards or the availability of two-factor authentication for your InCommon Federated
account can be directed to your Organization Administrators. Compliance and contact
information can be found here: https://au-
th.nih.gov/CertAuthV3/forms/help/compliancecheckhelp.html

InCommon Federated accounts, previously limited to only eRA scientific accounts, is now
opened up to eRA administrative accounts effective September 15, 2021. However, if you
have more than one eRA administrative account, wait to switch any of your admin-
istrative accounts as eRA is working on a solution that will support users with multiple
eRA accounts that should be available in early 2022.

For further information, see Two-Factor Authentication: Access eRA Modules via an
InCommon Federated Account.
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Accessing Commons with Your Organization Credentials

1. Navigate to the Commons login page.
2. In the Login with Federated Account section of the login page, type part of your

organization's name, then select the appropriate organization from the dropdown.
Because the list is long, the dropdown is a type-ahead field, meaning you type all
or part of your organization's name and a shorter list drops down, showing only
those options that match the text you entered.

3. Click the Login button.

Login with Federated Account @

Etar't typing to search for organization..

4. You are redirected to the InCommon Federated organization’s login site, where

your organization's sign in page displays.
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A 1 Identity Provider
e
Login to NIH Dev SP

NetlD

»Forgot your MetlD Password?

» Need Help?
Password

[ Don't Remember Login

123 Main 5t. Somewhere, MD 20852
1-800-123-555-0000

5. Enter your InCommon Federated organization account credentials (e.g., username
and password).
If two-factor authentication is setup and enabled for your account, you will be

prompted to complete the two-factor authentication process for the InCommon
Federated organization.

NOTE: The two-factor authentication process and screens are managed by your
own organization and not by eRA. If you do not know your credentials at your
organization or you are having trouble with your organization's login screen, you
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will need to contact your organization. The eRA service desk cannot help you with
this screen.

After successfully logging into your organization’s account using two-factor
authentication, you will be redirected back to eRA Commons. If eRA determines
that your organization’s account is already associated with your eRA account, you
will be successfully logged into Commons and can start using the system without
having to log in again.

If your organization account is not linked to your eRA account, you will be promp-
ted to associate your InCommon Federated account with your eRA account. See
the next section.

If your InCommon Federated account is not associated with your eRA account:

If eRA determines that your organization’s account is not associated with your eRA
account, you will be prompted to do so via the Associate your eRA Account screen. This is
a one-time process.

AMM

Account Management Module

@

Associate your eRA Account

£ (D smemaerveon

© INFORMATION!

* Please enter your eRA account username and password. Entering an
incorrect password multiple times can result in your eRA account
being locked.

* If you do not remember your eRA account username, please contact
your arganization's Account Administrator for help.

* If you do not remember your eRA account password or your account
is locked:

Authentication Source: ) LOGIN.GOV
LOGIN.GOV Primary Email Address:
teresa.toth-fejel@nih.gov

eRA Credentials

@¢RA User ID:

ARJOHNS o Click on the Forgot Password/Unlock Account link and complete

the Reset Password/Unlock Account process.

eRA User Password:

............... o)

o]

Continue

This is a LS. Government computer system, which may be
accessed and used only for authorized Government business
by authorized personnel. Unautherized access or use of this
computer system may subject viclators to... more

© Once your account password is changed. you will be returned to
this screen to continue the association process.

If you enter a temporary password for your eRA account on this
screen, you will be redirected to the Change Password screen to set a
new permanent password. You will then be returned to this screen to
continue the association process.
If you enter a temporary password for your eRA account that has
already expired, you will be redirected to the Reset Password screen to
restart the Reset Password process. Once you complete that process
and your account password is changed. you will be returned to this
screen to continue the process to associate your LOGIN.GOV account
with your eRA account.
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Before You Associate Your eRA Account With Your InCommon Federated Account

» Make sure your eRA Commons account is active and you know your account password;
if you are unsure of either, then use the Forgot Password/Unlock Account link in the
blue INFORMATION box of the screen; see screenshot above. The Reset Password screen
displayed will ask for your User ID (your eRA Commons username that you use to log
into Commons) and email address.

« Also, ensure that you not are not using old bookmarked URLs to access eRA Commons.
The URL for eRA Commons is https://public.era.nih.gov/commons/.

» Make sure you have an active account with an organization that participates with the
InCommon Federation and you know your password. Your organization must support
NIH's two-factor authentication standards and you must have two-factor authentication

enabled for your account.

To associate your eRA account with your Incommon Federated Account:

1. In the Associate Your eRA Account screen, enter your eRA Commons User ID and
password.
2. Click the Continue button.

If successful, your eRA account will be associated with your organization's account,
and you will be successfully logged into Commons and can start using the system
without having to login again.

Now that you have completed the one-time association process, you will be able to
log into Commons using your InCommon Federated Account without having to
enter your eRA account username and password. You will only need to sign into
your organization’s account using two-factor authentication.

If eRA cannot authenticate the Commons User ID or password you provided, the
following message will display:

Either the information entered is invalid or you are not enrolled in the eRA
Commons. To keep your information secure, we may lock your account if you
continue to enter incorrect login information. Please see your organization's

account administrator for assistance (ID: 200523).
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Other issues might prevent eRA from associating your accounts. Please read all
messages and tips that appear on the screen during this process. You may also
refer to the section below titled Refer to Why Can't | Associate My InCommon Feder-
ated account to My eRA account? on page 21.

Why Can't | Associate My InCommon Federated account to My eRA

account?

If you are with an organization participating in the InCommon Federation, but you are
having trouble associating your eRA account with your organization’s account, one of
the following scenarios might be the issue:

Are you trying to use a temporary password?

If you have not yet created your own eRA account password and are attempting to asso-
ciate your accounts using the system-assigned, temporary password for your eRA
account, you will receive an error. You must change your eRA account password to one
of your choosing before you can associate your accounts.

To do so, navigate to the Commons home page. Use the Commons Login fields to log
into Commons with your Commons ID and temporary password. You should be promp-
ted to change the password.

After successfully changing your eRA account password, log back in following the steps
described in Accessing Commons with Your Organization Credentials on page 17.

Is your current eRA Account password expired?

You will not be able to associate your accounts if your eRA account password is expired.
Navigate to the Commons home page. Use the Commons Login fields to log into Com-
mons with your expired password. Commons will present the Change Password screen
on which you can update your password. See Reset Your Expired Password.

After successfully changing the password for your eRA account, log back in following the
steps described in Accessing Commons with Your Organization Credentials on page 17.

Is your eRA account locked due to multiple unsuccessful logins?
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You can reset your eRA account by clicking the Forgot Password/Unlock Account link
on eRA Commons home page. Commons will generate a new, temporary password for
you.

Once you follow the steps for changing the temporary password for your eRA account to
one of your choosing, you can log back in following the steps described in Accessing
Commons with Your Organization Credentials on page 17.

In all other cases, please contact the eRA Service Desk to resolve this issue.

Changing Your Password

You can change your password for many reasons including if you've forgotten it, if your
password has expired, if your account has been locked, etc. When changing your pass-
word, remember that all passwords must follow the NIH eRA Password Policy.

Forgot Password/Unlock Account

If you have forgotten your password or if your account has been locked, you can submit
a request to reset your password. Submitting this request generates a new, temporary
password, which is sent to the email address contained in your Commons personal pro-
file. To reset your password:

1. From the ASSIST login page, click the Forgot Password/Unlock Account link.

The Reset Password screen displays.

2. Enter your User ID (this is the same as your User Name) and Email address into the

displayed fields. Both fields are required. The email address must match that of

Using ASSIST 22 February 7, 2025


http://grants.nih.gov/support/index.html
http://era.nih.gov/files/NIH_eRA_Password_Policy.pdf

Application Submission System & Interface for Submission Tracking (ASSIST) User Guide

your personal profile in Commons.
3. Select the Submit button.

Reset Password @

* Indicates required field
UseriD: " WShakespeare
maik " TheBard@email com

»

-
= GRANTS.GOV"

NG, ARP

The system returns to the ASSIST login page. Check the email account associated with
your profile for the new, temporary password. Once received, log into ASSIST again.

4. Use your existing User Name and the temporary password to log into ASSIST
again.
5. At the prompt, enter a new password of your choosing for your account. Continue

to use this password until it expires.

Expired eRA Password

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

Access the following link for more information regarding changing your password
https://era.nih.gov/commons/fag commons.cfm#ll13

Manage Access

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

Using ASSIST 23 February 7, 2025


https://era.nih.gov/commons/faq_commons.cfm#III3

Application Submission System & Interface for Submission Tracking (ASSIST) User Guide

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

Application access can be controlled across three variables:

1. Editvs. View

2. Entire application vs. specific component within an application (for multi-project
applications)

3. Budget data vs. Non-Budget data

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

Because all users granted access via this screen have the ability to edit the application, it
is not necessary to route to PD/PI or route to SO. Routing history is not necessary
because you can view status history for the entire application, and you can view access

history for an individual user on the User Access Summary screen.

Privileges Automatically Available in ASSIST Based on eRA Commons

Role

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

Signing Official (SO) at the lead application organization:

* Initiate application

Assign, modify, or revoke application access for other users

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

Submit application (must be SO at lead applicant organization AND have valid
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Grants.gov Authorized Organization Representative credentials)
» Update the component status from WIP to Final (without setting it to Complete)

Administrative Official (AO) at the lead applicant organization:

* Initiate application
» Edit entire application
» Update the component status from WIP to Final (without setting it to Complete)

Principal Investigator (PI) identified on an application:

» Edit entire application
» Delegate access to another Pl on their behalf enabling delegated PI to initiate and
work on HSS request.

Delegations from Commons that are supported within ASSIST:

PI)

Commons
Delegated
Authority B Delegated To Description
Type Y
Progress SO, AA,AO | PI SO, AA, AO are giving this authority on
Report (on behalf of behalf of one Pl to another PI, which

enables this second PI to initiate and sub-
mit a progress report or initiate and sub-
mit an HSS request for the first PI. This
delegation also gives the delegated PI
the authority to submit progress reports
for the Institution Note: An AO can work
on the progress report, and therefore
should be able to work and edit an HSS
request. However, the AO cannot submit
a progress report and should not be

allowed to submit an HSS request in
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Commons

Authority
Type

Delegated
By

Delegated To

Description

ASSIST. The privileges for AO in ASSIST
with regards to HSS requests will be the

same as the PI.

Progress

Report

PI

Any active
user within the
Organization
(this includes
the PI, SO, AA
or AO or any-
one else who
has a com-
mons account
so that who-
ever they del-
egate to can
initiate and
edit an RPPR
or initiate and
edit an HSS
request on
their behalf.)

Enables the authorized user to initiate

and edit an RPPR or HSS request

Submit

SO, BO

Pl

Enables the Pl to submit (progress report

or HSS Request)
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IMPORTANT: In the case of multi-project applications, once the DUNS or UEI (Unique
Entity Identifier) number is entered on the SF424 R&R for a component, then similar auto-
matic privileges apply for that specific component. For applications due on or after Janu-
ary 25, 2022, applicants must have a UEI at the time of application submission; see NOT-
OD-21-170. You cannot revoke the automatic access given to the SOs of the component
through Manage Access. However, when the component is in any status other than
Work In Progress, the component can only be edited by individuals that are granted edit
access to the entire application (the automatic access provided at the component level
alone is insufficient). This provides the applicant organization with the ability to limit edit-
ing as they are pulling together the application. Access can be restricted to the com-
ponent lead through Manage Access at any time and when the component is in any
status.

See Also

e Add Access for a New User

Modify User Access for an Application
Revoke Access to an Application
Manage Access History

User Access History

Add Access for a New User

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

To add access for a new user for single-project or multi-project applications, follow the
appropriate steps as listed below.
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Access for Multi-Project Applications

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

Actions 2

( MAMAGE ACCESS )

ADD MEW COMPOMENT

DISPLAY COMPOMENT STATUS

CHAMGE COMPOMENT ORDER

PREVIEW APPLICATION

WALIDATE APPLICATION

WIEW STATUS HISTORY

UPDATE SUBMISSION STATUS
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2. The User Access Summary page displays.

v » Sonrch for Apolicatisny » Apelcation Search Rauits » Anolicanss

» Mecedd Sammary

User Access Summary @

Tips:

= ASEIST alloiws one ap
= The Status shown
= Previewing alarge app

t automatically
ation image can t

cation préview requoest to be active at a time.
pdate - use the Refresh Stat
ake several minutes. Your

button to get current status.
want to view the last one available.

Yiew Access History

1 - & of & records, Page 1of 1

Click on the User name to add access to other cor ponents Ior e user
- . Project, ~ . Hon-
User Primary Organization = Role = Component iD: Title = Budget = Budget ™ Al
F AUSTEMN UNIVERSITY PO Oversll Component Haone Hone Edik
P ALISTEN UNNERSITY PD/M Entire Application MHone lone Edit
i AUSTEN UNNERSITY Project %S4%-Lore: Pride & Edit Edit Edit
Lead Prejudice and the
Human Psyche
Fil CRANE UNIVERSIT Project 662-Core: Red Badge Hone Edit lone
Lead of Courage and other
Skin Disorders
P POE 1 5 Project T05-Core: The Tell-Tale View Edit Hone
Lead Heart Disease
Fl DOYLE UNIVERSIT Project 29%-Core: A Study in Wiew Edit lone
Lead Scarlet Fever

_ Access | Status _
T Maint T Maint "
¥ '
¥ 1
7 H
| !
H M

3. Select the Add User button at the bottom of the page.

The Add New User page displays.

4. Enter the eRA Commons ID into the Username field of the User Information por-

tion of the page.

5. Select the Submit button.

The matching User and Primary Organization information populate on the page.
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Al Hiew UHar

Add New User @

USER INFORMATION

LEf, 15
LMHIVERSITY
i es: n-Bud
Bu A 1 1. To as
. n-budest dat the ., The I
Project Han- Access Status
Role Component ID: Tithe Budget Budget All Maintainer Maintainer
E i - M 3 - ) [ - l_
T amf T - - - I'_
Pride & Prejudice and Mo - Home v  Hone - r
I an Fayc I
v Red FI % - - - r
T

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

7. Optional: Select the checkbox for Access Maintainer if the user is being granted
authority to provide and control access to other users. The following rules govern

the Access Maintainer privileges:
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e Only an SO/AOR with the Applicant Lead Organization can grant or revoke
the Entire Application Access Maintainer access level. This can only be gran-
ted to a Pl or ASST associated with the institution of the SO/AOR.

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

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

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

8. Optional: Select the checkbox for Entire Application Status Maintainer if the user

is being granted authority to update the status for the entire application.

* Only an SO or AO from the Applicant Lead Organization can grant or revoke
the Status Maintainer access level.

» By default, the Initiator of the application is given access to this level.

» Status Maintainer level includes the ability to update the status of an indi-
vidual component (Complete, Final, Abandoned, WIP) as well as the status of
the entire application (All Components Final, Abandoned, Ready for Sub-
mission).

» The Status Maintainer privilege for an entire application cannot be granted to
an individual who does not hold the entire application Edit privilege as well
(i.e., All column, option Edit). The checkbox for the Status Maintainer priv-
ilege is disabled until the Edit privilege is added for that individual.

9. Select the Save button to save the changes.

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

ASSIST automatically sends an email notification to the user assigned the access. The
email notification informs the user of the access levels given, to which application or com-
ponents of that application the access applies, and the user who granted the access.
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Access for Single-Project Applications

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

Actions 2

C MAMAGE ACCESS )

ADD OPTIOMAL FORM

PREVIEW APPLICATION
WALIDATE APPLICATION
WIEW STATUS HISTORY

UPDATE SUBMISSION STATUS

The User Access Summary page displays.

Home » Search for Applications » Application Search Results » Application Information » Access Summary

User Access Summary @

Tips:

& ASCIST allm
» The 5tz

one application preview request to be active at a time.
hown does not automatically update - use the Refresh Status button to get current status.
« Previewing a large application image can take several minutes. You may want to view the last one available.

View Access History

Click on the User name to add acecss

15 to other components for the user. 1-3of 3records, Page 1 of 1
- .  Project | . Hom- Access | Status
User Primary Organization =~ Role =~ Budget = Budget = Al ~  Maint = Maint
ALSTEN UHIVERSITY OF PEMEERLEY Hone Hone Edit H H
EBEMHET UNIVERSITY OF PEMBERLEY POVPI Haone Haone Edit H H
MEDRRCY UHIVERSITY OF PEMBERLEY - None Hone Edit H Y
DEREYSHIRE

2. Select the Add User button at the bottom of the page.
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3. On the displayed Add New User page, enter the eRA Commons ID into the User-

name field of the User Information portion of the page.

4. Select the Submit button.

The matching User and Primary Organization information populate on the page.

Add New User @

v » Add Hew User

USER INFORMATION

BINGLEY, CHARLES

UHIVERSITY OF PEMBERLEY

ACCESS

Praject Role Budget Hon-Budget Al Main tainer
- reare - Mone - r

to Budget and Hon-Budget data (e.g. View Budget and Edit Mo

5. Select the appropriate access for the application. Access is assigned by selecting
one of the options - None, Edit, or View - from the Budget, Non-Budget, and All
drop-down lists. If you are assigning different access levels for Budget and Non-
Budget information, use the individual drop-down lists for Budget and Non-
Budget; however, when you are assigning the same access level for both Budget

and Non-Budget data, you should use the All selection.

6. Optional: Select the checkbox for Access Maintainer to grant the authority to

provide and control access to other users. The following rules govern the Access
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Maintainer privileges:

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

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

7. Optional: Select the checkbox for Status Maintainer if the user is being granted

authority to update the status for the entire application.

* Only an SO or AO from the Applicant Lead Organization can grant or revoke
the Status Maintainer access level.

» By default, the Initiator of the application is given access to this level.

» The Status Maintainer privilege for an application cannot be granted to an
individual who does not hold the entire application Edit privilege as well (i.e.,
All column, option Edit). The checkbox for the Status Maintainer privilege is
disabled until the Edit privilege is added for that individual.

8. Select the Save button to save the changes.

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

Modify User Access for an Application

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

To view and modify access for an existing user for single-project or multi-project applic-
ations, follow the appropriate steps as listed below.

Modify Privileges for Multi-Project Applications

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

( MANAGE ACCESS )

ADD MEW COMPOMENT

DISPLAY COMPOMENT STATUS

CHANGE COMPOMENT ORDER

PREVIEW APPLICATION

WALIDATE APPLICATION

WVIEW STATUS HISTORY

UPDATE SUBMISSION STATUS

The User Access Summary page displays.
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Herma > Sparch for Apphicatssns » Appication Saarch Results » Appheatsen bnfer mation » Aoosm Jammary

User Access Summary @

Tips:

= ASGIST allows one application preview reqibest to be active at a time,
» The Status shown does not automatically update - use the Refresh Status button to get current status.
» Previewing a large application image can take several minutes. You may want to view the last one available.

Yiew Access History

Click on the User name to add access to other components for the user, 1 - & of & records, Page 1 of 1

- . Project_ - . Hon- . Access | Status

User = Primary Organization = Role = Componentil: Tithe =~ Budget Budget™ AL~ Maint = Maint =
Bl AUSTEN UNNERSITY PO/ Owerall Component Hone Hanes Edit ¥ ¥
Bl AUST UNIVERSITY PD/P Entire Application Hone Hone Edit ¥ H
i AUSTEN UNNERSITY Project %S4%-Lore: Pride & Edit Edit Edit H H

Lead Prejudice and the
Human Psyche

Bl CRAN UNIVERSITY Project &62-Core: Red Badge Hone Edit Hone H H
Lead of Courage and other
Skin Disorders
FlP UNNVERSITY Project T05-Core: The Tell-Tale View Edit Hone H H
Lead Heart Disease
Bl DOVLE  UNIVERSITY Project 29%.Lore: A Study in View Edit Hone H H
Lead Searlat Fever

2. The User column displays names as hyperlinks. Select the name of the user whose
access is being modified.

The User Access Detail page displays.
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v Ut Detad
User Access Detail @
¢ User Information
View User Access History
UNNERSIT
To sgign different access levals to Budget and Non-Budgat data |e.g. View Budget and Edit Non-Budget), tha
Eudget and Non-budget sel uld & o assign the user th T ¥ v Budget
and Hon-budget data, ¢ | t zhould b uger will b en the highast leve T v
in the selections made
Project Hon Access Status
Rale Component ID: Title Budget Budg=t All Mabntainer  Maintainer
Entire Applhcabion A | | Hone - Edit -
POVP werall Component ey || rremma— | -
Praj 94%9-Core: Pride & Prejudice and - - - r
Lea the Human Psyche
Bb-Lore: Ra - - - r
and ather Sk
T05-Core: - - - -
Disease
2195-Lore dy in Scarle - - - r
Fremr
Saarve

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

drop-down lists for the Overall Application or specific component.

4. Optional: Select the checkbox for Access Maintainer if you are granting authority

to provide and control access to other users. The following rules govern the Access

Maintainer privileges:

» Only an SO/AOR associated with the Applicant Lead Organization can grant
or revoke the Entire Application Access Maintainer access level. This can only
be granted to a Pl or ASST associated with the institution of the SO/AOR.
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» Any user holding the Entire Application Access Maintainer access level has
the ability to grant Entire Application Access levels — other than the Entire
Application Access Maintainer level —to any AA, AO, ASST, PI, or SO.

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

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

5. Optional: Select the checkbox for Entire Application Status Maintainer if the user

is being granted authority to update the status for the entire application.

* Only an SO or AO from the Lead Applicant Organization can grant or revoke
Status Maintainer access level.

» By default, the Initiator of the application is given access to this level.

 Status Maintainer level includes the ability to update the status of an indi-
vidual component (Complete, Final, Abandoned, WIP) as well as the status of
the entire application (All Components Final, Abandoned, Ready for Sub-
mission).

6. Select the Save button to save the changes.

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

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

Refer to the help topic titled Revoke Access to an Application for information on revoking
a user's access to the application and components.
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Modify Privileges for Single-Project Applications

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

Actions 2

C MAMAGE ACCESS )

ADD OPTIOMAL FORM

PREVIEW APPLICATION
WALIDATE APPLICATION

WVIEW STATUS HISTORY

UPDATE SUBMISSION STATUS

The User Access Summary page displays.

Home » Search for Applications » Application Search Results » Application Information » Access Summary

User Access Summary @
Tips:
# AXREIST allows one application preview request to be active at a time.

« The Status shown does not automatically update - use the Refresh Status button to get current status.
« Previewing a large application image can take several minutes. You may want to view the last one available.

Yiew Access History

ctk an the User name bo add aceess to aother components for the

T 1 -3 of 3records, Page 1 of 1
~ . Project | . Hom- . Access | Status
User Primary Organization = Role Budget = Budget = Al 7 Maint = Maint

AUSTEM UNIVERSITY OF PEMBERLEY Haone Hone Edit H H

EBENMET UHIVERSITY OF PEMEERLEY PDVPI Hone Hone Edit H N

MRDARCY UNIVERSITY OF PEMBERLEY - Hane Hone Edit H ¥

DEREYSHIRE
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2. The User column displays names as hyperlinks. Select the name of the user whose
access is being modified.

The User Access Detail page displays.

» User Detail
User Access Detail @
User Information
View User Access History
EBEMHET
UNIVERSITY OF PEMEERLEY
T d ACCES E e d M u td e deget and Edit M ] t], the
ud ndget k uld L T th & & vel f Budget
n b ta, the All uld ¢ h b & higlh el o d
Access Status
Project Role Budget Hon-Budget All Maintainer Maintainer
- Hone - it -
m Revoke All Accesses

3. Make the appropriate changes by selecting one of the options - None, Edit, or
View - from the Budget, Non-Budget, and All drop-down lists.

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

Access Maintainer privileges:

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

» Any user holding the Access Maintainer access level has the ability to grant
Application Access levels — other than the Access Maintainer level —to any
AA, AO, ASST, PI, or SO.
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5. Optional: Select the checkbox for Status Maintainer if the user is being granted

authority to update the status for the entire application.

» Only an SO or AO from the Lead Applicant Organization can grant or revoke
Status Maintainer access level.

» By default, the Initiator of the application is given access to this level.

» The Status Maintainer privilege for an application cannot be granted to an
individual who does not hold the entire application Edit privilege as well (i.e.,
All column, option Edit). The checkbox for the Status Maintainer privilege is
disabled until the Edit privilege is added for that individual.

6. Select the Save button to save the changes.

Revoke Access to an Application

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

NOTE: There are sample figures in this topic for both single-project and multi-project
applications. When referencing a figure, please verify it is the appropriate image for your
type of application.

To revoke access for an existing user:

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

( MANAGE ACCESS )

ADD MEW COMPOMENT

DISPLAY COMPOMENT STATUS

CHANGE COMPOMENT ORDER

PREVIEW APPLICATION

WALIDATE APPLICATION

WVIEW STATUS HISTORY

UPDATE SUBMISSION STATUS

The User Access Summary page displays.
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Herma > Sparch for Apphicatssns » Appication Saarch Results » Appheatsen bnfer mation » Aoosm Jammary

User Access Summary @

Tips:

= ASGIST allows one application preview reqibest to be active at a time,
» The Status shown does not automatically update - use the Refresh Status button to get current status.
» Previewing a large application image can take several minutes. You may want to view the last one available.

Yiew Access History

Click on the User name to add access to other components for the user, 1 - & of & records, Page 1 of 1

- . Project_ - . Hon- . Access | Status

User = Primary Organization = Role = Componentil: Tithe =~ Budget Budget™ AL~ Maint = Maint =
Bl AUSTEN UNNERSITY PO/ Owerall Component Hone Hanes Edit ¥ ¥
Bl AUST UNIVERSITY PD/P Entire Application Hone Hone Edit ¥ H
i AUSTEN UNNERSITY Project %S4%-Lore: Pride & Edit Edit Edit H H

Lead Prejudice and the
Human Psyche

Bl CRAN UNIVERSITY Project &62-Core: Red Badge Hone Edit Hone H H
Lead of Courage and other
Skin Disorders
FlP UNNVERSITY Project T05-Core: The Tell-Tale View Edit Hone H H
Lead Heart Disease
Bl DOVLE  UNIVERSITY Project 29%.Lore: A Study in View Edit Hone H H
Lead Searlat Fever

2. The User column displays names as hyperlinks. Select the name of the user whose
access is being revoked.

The User Access Detail page displays.
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wry » User Detad
User Access Detail @
Iﬁ l User Information
Yiew User Access History
FILAUSTEN
UNNERSITY
To awsign different access levels to Budget and Non-Budget data (e.g. View Budget and Edit Non-Budget), the

Eudget and Mon-budget selections should be used, To assign the user the same access level for both Bud

and Hon-budget data, the All sslact thould be wed. The uter will be ghen the highest level of acceis aitigned

in the selections made.

Project Hon- Access Status
Rale Component ID: Title Budget Budg=t All Maintainer Maintainer

Entire Applicabion Hone - Heae - Edit -

POV Owerall Component - - - - -

Project 549-Core: Pride & Prejudice and . |  Edit wl | Esit - -

Lead the Human Psyche
#h2-Core: Rad Badpe of Courags - o - . - -
and other Skin Disorders
T05-Core: The Tell-Tale Heart - - - i - -
Disease
299-Core: A Study in Scarlet - - - i - -

Fewver

3. Revoke access in one of the following manners:

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

-OR-

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

-OR-
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To revoke status maintainer: Unselect the checkbox for Status Maintainer to
remove this ability from a user. Click the Save button to save the changes.

-OR-

To revoke all set access levels: Select the Revoke All Accesses button. At the con-
firmation message Are you sure you want to revoke access to the application from
this user? select the Continue button.

The Status Maintainer privilege for an entire application cannot be granted to an
individual who does not hold the entire application Edit privilege as well (i.e., All
column, option Edit). For this reason, revoking an individual's Edit privilege for the
entire application also removes that individual's Status Maintainer privilege (where
applicable).

Users whose access has been revoked receive email notifications informing of the
changes. The email includes the application, the person who revoked the access, and the
access level revoked.

IMPORTANT: Some access levels cannot be revoked. The institution-based privileges
automatically granted to SOs and AOs cannot be revoked. The PD/PIs for the application
must have at least Entire Application Viewer access level, and the Project Lead must have
at least the Component (All) Viewer access level.

Manage Access History

ASSIST users with the appropriate privileges may view the access history of the entire
application (including Overall and additional components for multi-project applications).
Refer to the steps below for single-project or multi-project applications as appropriate.

Manage Access History for Multi-Project Applications

The access history provides details about the access granted or revoked for an applic-
ation and its components. This detail includes such information as the username and
organization, the action taken against the account, the access level granted, the com-
ponent to which access was granted, username of the person who granted the access,
and the date on which the action occurred. This information displays for each user-
/component combination.
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To view the application and component access history for all users:

1. Select the Return to Application Info button on the Actions panel to return to
the Application Information page.
2. From the Application Information page, select the Manage Access button from the

Action panel.

The User Access Summary displays details of all users holding access to the application
components.

¥ A 1 Salr » A 1 stior & ASei Sammary

User Access Summary @

Tips:

» ASCIST allows one a

View Access History

1 -&of & records, Page 1 of 1

- Project Hon- Access | Status
Lser Primary Organization Role Component I0: Title Budgset Budget All Maint Maint
Fl AUSTEN HIVERSIT PO/ Orverall Component Hone Hone Edit ¥ ¥
Bl AUSTEN  UNIVEREITY PD/P1  Entire Application Hone  Hone Edit f N
Bl AUSTEN HIVEF Project S4%-Lore: Pride & Edit Edit Edit
Lead Prejudice and the
Human Piyche
Fil CRAME UNIVERSITY Project 6&62-Core: Red Badge Hone Edit Hone N N
Lead i Courage and other
isorders
Pl POE Project 7T05-Core: The Tell-Tale View Edit Hone
Lead Heart Cisease
Project 29%-Core: A Study in View Edit Hone M H
Lead Scarlet Fever

3. Select View Access History link.

4. The Manage Access History displays. This page provides a summary of the access
granted and/or revoked to all users for the application. The information on this

Using ASSIST 46 February 7, 2025



Application Submission System & Interface for Submission Tracking (ASSIST) User Guide

page includes:

e User

Primary Organization

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

Component ID: Title

Update User

Date of Event

Manage Access History

User Primary Organization & Ac tion Access Level Component ID: Title Update Usar Date of Event

5. Select the View Access Summary link to return to the User Access Summary page.

Manage Access History for Single-Project Applications

The access history provides details about the access granted or revoked for an applic-
ation. This detail includes such information as the username and organization, the action
taken against the account, the access level granted, username of the person who granted
the access, and the date on which the action occurred.

To view the application access history for all users:

1. Select the Return to Application button on the Actions panel to return to the

Application Information page.
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2. From the Application Information page, select the Manage Access button from the

Action panel.
3. The User Access Summary displays details of all users holding access to the applic-

ation.

&

Ti ps:

» Apph

User Access Summary @

aano
L L

» Access Summary

o to get current status.

Yiew Access History

User Primary Organization
ALUSTEN UHINVERSITY OF PEMEERLEY
EBEMHET UNIVERSITY OF PEMBERLEY
MEDARCY URIVERSTY OF PEMEERLEY

DEREYSHIRE

PD/P

Project
Fole Budget
Hone
Hone
Maone

Mar

Hon-
Budget
ne

-]

Hone

} of 3 records, Page 1 of 1
Access Status
All Maint Maint
Edit H H
Edit N
Edit H Y

4. Select View Access History link.

The Manage Access History displays. This page provides a summary of the access
granted and/or revoked to all users for the application. The information on this

page

includes:

User
Primary Organization

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

Access Level
Update User
Date of Event
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Manage Access History

Manage Access History

User Primary Organization & Action Access Level Update User Date of Event

5. Select the View Access Summary link to return to the User Access Summary page.

User Access History

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

Use Access History for Multi-Project Applications

The access history provides details such as the person's name and organization, the
action taken against the account, the access level granted, the component to which
access was granted, username of the person who granted the access, and the date on
which the action occurred.

To view the access history for a specific user:

1. Select the Return to Application Info button on the Actions panel to return to

the Application Information page.
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2. From the Application Information page, select the Manage Access button from the
Actions panel.
The User Access Summary displays details of all users who have access to the

application and components.

b & Sakich for Amebentiend b Apsiieanies Sehrch Raule o Amsbeanisn bafesmation 3 A2k Sanmary

User Access Summary @

Tips:

# ASEIST allows one application preview request to be active at a timea.
» The Status shown does not automatically update - use the Refresh Status button to get current status.
» Previewing a large application image can take several minutes. You may want to view the last one available.

Wiew Access History

Click on the User name to add access to other components for the user

1 - & of & records, Page 1of 1
~ . Project, . . Hon- _ Access | Status _
User = Primary Organization = Role =~ Component ID: Title =~ Budget  Budget ™ Al 7 Maint = Maint ~
F ALUSTEMN UNIVERSITY PO Oversll Companent Hane Hone Edit ¥ i
Pi AUSTEN UNNERSITY PD/P Entire Application Hone Hone Edit ki H
Bl AUSTEN UNNERSITY Project %4%-Core: Pride & Edit Edit Edit H H
Lead Prejudice and the
Human Psyche
Fl CRAN UNIVERSITY Project 6&b62-Core: Red Badge Hone Edit Hone H H
Lead of Courage and other
Skin Disorders
Bl _POE UNIVERSITY Project T05-Core: The Tell-Tale View Edit Mone M H
Lead Heart Disease
Fl DOYLE UNNVERSITY Project 299-Core: A Study in View Edit Hone H H

Lead Scarlet Fever

3. The User column displays names as hyperlinks. Select the name of the user whose

access is being modified.

The User Access Detail page displays.
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or Apphications » Application Search Rewits » Application Information » Access Summary » Uper Detad

User Access Detail @

User Information

Yiew User Access History

User: PILAUSTEN

Primary Organization UNIVERSITY

To awsign different access levels to Budget and Non-Budget data (e.g. View Budget and Edit Non-Budget), the
Budget and Non-budget selections should be used, To assign the user the same access level for both Budget
and Hon-budget data, the All select should be wsed. The user will be ghven the highest level of access assigned

in the selections made.

Project Hon- Access Status
Rale Component ID: Title Budget Budg=t All Maintainer Malntainer
Entire Applcation Hone - . -  Ed - 1 ml
PO/l Overall Component o
Project 549-Core: Pride & Prejudice and . |  Edit wl | Esit - -
Lead the Human Psyche
&62-Core: Red Badge of Courage Hone wl view llNone - -
and other Skin Disorders
T05-Core: The Tell-Tale Heart Hone - - wllnone = -
Disease
299-Core: A Study in Scarlet Hone - - wllnone = -
Frever

4. Select the View User Access History link.

The User Access History page displays for the selected user. Information regarding
this user's access is included for the Overall Application and all additional com-
ponents, regardless of which was selected from the User Access Summary in the
steps above.
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User Access History @

User Information

Jsar Access Detail

PI_AUSTEN

INNVERSITY

Acton Access Level = Component ID: Title Update User Date of Event

The information on this page includes:

User

Primary Organization

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

Component ID: Title

Update User

» Date of Event

5. Toreturn to the User Access Detail page, select the User Access Detail link, or use

the breadcrumbs at the top of the page or the Actions on the side of the page to

navigate away.

Use Access History for Single-Project Applications

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

1. Select the Return to Application Info button on the Actions panel to return to

the Application Information page.
2. From the Application Information page, select the Manage Access button from the

Actions panel.
The User Access Summary displays details of all users who have access to the

application and components.

hFR ts » Application Informat » Access Summary

& » Search for Apr xH. » A

User Access Summary °

Tips:

View Access History

! of 3 records, Page 1 of 1

-~ Praject M- Arcess Status

User Primary Organization Role Budget Budget All Maint Maint
ALISTEN UHIVERSITY OF PEMEERLEY Hone Hone Edit H H
EBEMHET UHIVERSITY OF PEMBERLEY POV Hane Hone Edit H H
MRDARCY UNIVERSITY OF PEMBERLEY - Hone Mone Edit H :

DEREYSHIRE
[ Add User |

3. The User column displays names as hyperlinks. Select the name of the user whose

access is being modified.

The User Access Detail page displays.
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Home » Search for Applicaticns » Application Search Results » Application Information » Access Summary » Usar Detail

User Access Detail @

E User Information

Vigw User Access History

User: EBENMET
Primary Organization: UNIVERSITY OF PEMEBERLEY
To assign different access levels to Budget and Non-Budget data (e.g. View Budget and Edit Mon-Budget), the

Budget and Hon-budget selectons should be used. To assign the user the same access level for both Budget
and Hon-budget data, the All select should be used. The user will be given the highest level of access assigned

in the selectons made.

Project Role

4. Select the View User Access History link.

The User Access History page displays for the selected user.
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» Lsar

Access History

User Access History @

User Information

User Access Detail

EBENNET

UNIVERSMTY OF PEMEERLEY - DEREYSHIRE

A tion Aecess Level = Update User Date of Event

The information on this page includes:

e User

Primary Organization

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

Update User

Date of Event

5. To return to the User Access Detail page, select the User Access Detail link, or use
the breadcrumbs at the top of the page or the Actions on the side of the page to

navigate away.

Actions

The Actions section of the left-side navigation provides buttons for accessing the fea-
tures available for the application (or multi-project component) currently displayed on
the page. The buttons available to an individual ASSIST user vary depending on such con-
ditions as the privileges granted to the user, the stage in the work flow, the status of the
application, whether a single- or multi-project application, the part of the application
being worked on, etc.
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This help topic lists the potential Actions buttons available to an ASSIST user. Click on
the links below for information on the specific button, keeping in mind that not all are
applicable to your application.

e Add New Component

o Add Optional Form

e Change Component Order

e Copy Application

» Delete Application

e Delete Component

e Display Component Status

 Manage Access

* Preview Application

e Preview Current Component

¢ Preview Current Form

e Restore Previous Version

e Return to Application Information

* Submit Application

o Update Component Status

e Update Submission Status

» Validate Application

» Validate Component

» View Status History (for the application)
 View Status History (for a component of a multi-project application)

Manage Attachments

Some form fields allow or call for attachments, which must be in the form of a PDF.
Please review the NIH eRA guidelines for formatting attachments before attaching doc-
uments.

https://grants.nih.gov/grants/how-to-apply-application-quide/format-and-write/-
format-attachments.htm

IMPORTANT: You must use unique file names for multiple attachments within the same
form. Duplicate file names can exist across multiple forms.
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Add Attachment

To add an attachment:

1. From any area on a form with an attachment field, click the Add Attachment but-

ton.

§ Add Attachment |
e

Add Attachment

)

A popup opens from which you can search for the file.

2. Use the Browse button within the popup to search for the PDF file.
3. With the file selected, click the Submit button.

Summary | RER Cover | Cover Page l"-‘mf'ﬂ Other Checklist Sites Srikey Research
Supplement citer Project Person Plan
Information Profile

PHS C i
PHS :E

C my documents\Sample2 Dg Brmwa..)
€ swome B Cancol |

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

Fields allowing multiple attachments display the files in a table. Update and View
buttons display for each attached file.
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Replace Attachment

File attachments display differently depending on whether the field allows for one attach-
ment or multiple attachments.

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

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

| Replace httachrn-l:ntl' Delete Attachment

View Attachment

A popup opens providing the ability to search for the file.

2. Use the Browse button within the popup to search for the PDF file.
3. With the file selected, click the Submit button.

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

1. Select the Update button in the Update Attachment column for the specific file.
(click to view)

Add Attachment
Delete
an Update Wiew
Attachment File Hame Save  Attachment Attachment

A popup opens for providing the ability to search for the file.
2. Use the Browse button within the popup to search for the PDF file.

3. With the file selected, click the Submit button.

The table is updated with the new file.
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Delete Attachment

File attachments display differently depending on whether the field allows for one attach-
ment or multiple attachments.

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

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

Replace Attachment if Delete Attachment I Yiew Attachment

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

2. Select the Save and release Lock button.

Replace View
Attachment Attachment

[ Repisce J View ]
“Repice B View

Appendix File Hame
Sample_Document.pdf

o la?
A e

Doc.pdf

The attachment is removed from the table.
View Attachment

File attachments display differently depending on whether the field allows for one attach-
ment or multiple attachments.
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1. For fields allowing only one attachment: From any area on a form with an attach-
ment added, select the View Attachment button.

Replace Attachment § Delete Attachment i View Attachment

-OR-

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

Add Attachment

Diarle b
on Replace View
Appendix Flle Mame Save  Attachment Attachment
Samplel_Doc.pdf 1

2. Select the Open button to view the attached file or the Save button to save the file

locally.

Using ASSIST 60 February 7, 2025



Application Submission System & Interface for Submission Tracking (ASSIST) User Guide

Using ASSIST to Apply for an LRP Award

Use the links in this topic to access help for Loan Repayment Program (LRP) screens in
ASSIST. The majority of help topics for ASSIST apply only to standard research grant
applications. This means the screens, buttons, procedures, and user interface doc-
umented in ASSIST help refer only to non-LRP applications. If you are using ASSIST to
apply for an LRP award, refer instead to the LRP help system, which is tailored for the
parts of ASSIST that LRP applicants see.

Refer to the following help topics:

Using ASSIST to Complete an LRP Application (https://era.nih.gov/erahelp/Irp/#Ext_
LRPApp/UsingAssist.htm)

Initiating an LRP Application (https://era.nih.gov/erahelp/Irp/#Ext_LRPAp-
p/UsingAssist.htm)

Filling Out LRP Application Forms (https://era.nih.gov/erahelp/Irp/#Ext_LRPAp-
p/UsingAssist.htm)

Change LRP Subcategory (https://era.nih.gov/erahelp/Irp/#Ext_LRPAp-
p/ChangeCategory.htm)

Summary Form (https://era.nih.gov/erahelp/Irp/#Ext_LRPApp/Summary.htm)

Application Data Form (https://era.nih.gov/erahelp/Irp/#Ext_LRPApp/AppData.htm)

Personal Information Form (https://era.nih.gov/erahelp/Irp/#Ext_LRPApp/Persinfo.htm)

Employment and Affiliation Form (https://era.nih.gov/erahelp/Irp/#Ext_LRPAp-
p/EmployAffil.htm)

Education and Training Form (https://era.nih.gov/erahelp/Irp/#Ext_LRPAp-
p/EduTrain.htm)

Research Information Form (https://era.nih.gov/erahelp/Irp/#Ext_LRPAp-
p/Researchinfo.htm)
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Colleague Information Form (https://era.nih.gov/erahelp/Irp/#Ext_LRPAp-
p/Colleaguelnfo.htm)

Loan Information Form (https://era.nih.gov/erahelp/Irp/#Ext_LRPApp/Loaninfo.htm)

Funding Information Form (https://era.nih.gov/erahelp/Irp/#Ext_LRPAp-
p/Fundinglnfo.htm)

Certify & Submit Form (https://era.nih.gov/erahelp/Irp/#Ext_LRPApp/CertifySubmit.htm)

ASSIST Features (https://era.nih.gov/erahelp/Irp/#Ext_LRPApp/ASSISTFeatures.htm)

Viewing/Hiding Sections of Forms (https://era.nih.gov/erahelp/Irp/#Ext_LRPAp-
p/ASSISTFeatures.htm)

Previewing an Application (https://era.nih.gov/erahelp/Irp/#Ext_LRPAp-
p/ASSISTFeatures.htm)

Viewing Application Status History (https://era.nih.gov/erahelp/Irp/#Ext_LRPAp-
p/ASSISTFeatures.htm)
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Prepare an Application

From the ASSIST Welcome screen, you can:
1. Initiate a regular research grant application
2. Search for an existing regular grant application, or

3. Initiate or access a Loan Repayment Program (LRP) application.

ASSIST

Sponsored by the Netione! tastitctes of Hexlth

I

. .
Welcome ) Need Help?

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

INITIATE APPLICATION
Oppartunity Humber
{Example: PA-X0X-00E or UTC-ABCD-XX-000)
SEARCH FOR APPLICATION search applications

MITIATE OR ACCESS LOAN REPAYMENT APPLICATION (LRP) m
nitiate or accoess work in progress application

For help on initiating an LRP application, see Using ASSIST to Complete an LRP Applic-
ation. (https://era.nih.gov/erahelp/Irp/#Ext_LRPApp/UsingAssist.htm)

For help on initiating or searching for a regular research grant application, see the links
below.

The process for preparing a regular research grant application includes the following:

Initiate the application

Update Overall component (for multi-project applications only)

Add additional components and enter data (for multi-project applications only)

A w =

Manage access
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5. Prepare applications for submission

6. Search for the application

Initiate an Application

Prior to initiating an application using ASSIST, applicants must identify a Notice of Fund-
ing Opportunity (NOFO) to which they would like to apply. NOFOs are posted in the NIH
Guide for Grants & Contracts and in Grants.gov Find Grant Opportunities link, each of
which has robust search capabilities. The NOFO text indicates whether ASSIST can be
used to apply to that opportunity. The opportunity number (e.g., PA-12-987) is required
to initiate an application.

NOTE: Anyone with an eRA Commons ID can initiate an application.

To initiate the application:

1. Log into ASSIST.

a. From the Welcome page, enter the opportunity number in the Opportunity
Number field.

b. Click the Go button.

The Initiation Application page displays.
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Initiate Application for Opportunity: PA-23-701 @

After initiation, the Lead Applicafion Orgsnization Name and Lesd Applicstion Orgsnization
DUNSAUE! cannot be changed.

* Required fieldys)

5 | OPFPORTUNITY INFORMATION:

Upportunity Murber: PA-06-543
Opportunity Title: 1L}43 P4 SEIR Phass 1
offering Agency: Mational Institutes of Health

CFDA Mumber:

CFDA D

TEST-U43-5EIR-FOA

U3 S8IR Test Forms-F

Opportunity Open Date: 11720/ 2020
Opportunity Close Date: D4/ 2642024
Agency Contact: MIH Tester

For HGIT Testing Purposes
E-mail: odoersrabtzdt3testers@mail.nih.gov
Phone: 123-123-1234

Application

Application Project Title *
(describe title in 200 characters)

Lead Applicant Organization: * UHIVERSITY OF CALIFORNIA, SAM DIEGD

Lead applicant Organization Address: UHIVERSITY OF CALIFORNIA SAH IEGO
CFFICE OF CONTRACT & GRANT ADMIN, 0934
LA JOLLA, CA 920930534

Lead Organization DUNS: B0-00000 00000

Lead Organization WEL UWYTTZIT111111

SAM Repistration Expiration Date: 02/19/2022

&n active SAM Registration is required to Click for SAM Registration Details

submit your application to the agency

Contact Project Director/Principal Investizgator

Enter PO/ Information below or Pre-fill Application from Username
Usernams: mcpherson_pi

First Hame: =

Middle Hame:

Last Hame: Mcrhérsdn

Initiate Application

Figure 1: Initiate Application form

Fill in the required fields:

1. Enter a title for the application in the Application Project Title field.
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NOTE: This populates the Descriptive Title of Applicant's Project field on the SF424

RR Cover. The maximum number of characters for the Application Project Title is 200.
After initiating your application, you can update your project title by editing the Descript-
ive Title of Applicant's Project field.

2. Make a selection from the drop-down menu Lead Applicant Organization
Name.

NOTE: The list reflects the organizations affiliated with the user's eRA Commons ID.
Selecting the appropriate organization populates the Lead Applicant Organization
fields and the appropriate fields in the SF424 RR.

3. Review the Lead Applicant Organization Address.
4. Review the Lead Applicant Organization DUNS number.

5. Review the Lead Applicant Organization UEl number. (Unique Entity Identifier;
see Goodby DUNS, Hello UEI.)

6. Review the SAM Registration Expiration Date: The SAM registration requires a
yearly renewal. ASSIST will display the expiration date of the organization's
SAM registration if it has expired, or will expire within 14 days.

a. Select the Click for SAM Registration Details button.

The Initiate SAM Registration Details pop up appears.
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Notice:

System for Award Management (SAM) Registration Status

An active SAM Registration is required for submission.

SAM Registration details for your organization are as follows:

SAM Registration Expiration Date: 02/17/2024

DUMNS: 804355790

DUNS+4:

UEI: UYTTZT6G9DT]

CAGE Code: 50854

Legal Business Name: UNIVERSITY OF CALIFORNIA, SAN DIEGO
Electronic Business POC: UNIVERSITY OF CALIFORNIA SAN DIEGO
Electronic Business POC Email: era@ucsd.edu

OK

© 2023 NIH. All Rights Reserved. | Screen Rendered: 06/12/2023 12:53:45 EDT | ASSIST0085
| Version: 2.62.00.003

Figure 2: SAM Registration Status pop up

NOTE: In addition to the pop-up message window, a new status button will be added to
the initiation page for all new applications. Users will be able to confirm the status of
their institution's SAM registration by clicking this button.

b. Once you click OK, you are returned to the Initiate Application screen.

c. Ifthisis the first time that registration has been made, upon OK being selected
a confirmation notice displays containing Submit and Cancel buttons. Submit
forwards the application to Grants.gov; Cancel returns the screen to the Initiate
Application screen.

The pop up appears again when the user is ready to submit, and their SAM
registration has expired.

__x‘! Your System for Award Management (SAM)
Registration expired on 07/18/2014. An
active SAM Registration is required for submission
through Grants.gov.
Note: There may be a delay in Grants.gov
validating an updated SAM Registration.

OK

Figure 3: If Registration has expired this notice appeatrs.
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Optional: Enter the fields for Contact Project Director/Principal Investig-
ator.

TIP: If you know the Contact PD/PI's username, click the Pre-fill Application from User-
name button, enter the username in the pop-up, and click Submit. This automatically
populates the contact’s name. This pre-fill button does not become enabled until a Lead
Applicant Organization is added.

7. Click the Initiate Application button to continue.

NOTE: Clicking the Cancel button at any time cancels the initiation.

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

NOTE: For multi-project applications, the Overall component is created at the time of ini-
tiation and can be accessed from the Component Type section of the navigation panel.

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

Manage Access

Edit Forms

Add New Component (applies to multi-project applications only)

Initiate an Administrative Supplement Application

ASSIST supports the initiation and submission of administrative supplements. Applicants
should follow instructions in the application guide, as well as the Notice of Funding
Opportunity (NOFO) and/or Notice of Special Interest (NOSI) for any additional sub-
mission instructions.

In ASSIST, both the PI (any PD/PI) and the SO can initiate administrative supplements
and use the prepopulate features if their organization ID matches the organization ID on
the parent grant.
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NOTE: Administrative supplement requests can also be initiated, although not filled out
or submitted, from the eRA Commons Administrative Supplement module. If initiated
from eRA Commons, the administrative supplement has the parent grant number pre-
populated.

Initiating an Administrative Supplement Application from ASSIST:

1. Log into ASSIST and enter an Administrative Supplement number. Click the Go but-

ton.

INITIATE APPLICATION

Opportunity Number

(Example: PA-XX-XXX or LITC-ABCD-XX-000)

2. The Initiate Administrative Supplement Application screen displays. At this point,

the opportunity number that you entered on the previous screen is non-editable.

Initiate Administrative Supplement Application @

Enter Awarded Grant }
Parent Grant: Federal |D)
(Example: Use CAY8T654 from TROMCASETE54-01) CA123456

Opportunity Humber: * Enter NOSI if available -‘
) PA-25-333
(Example: PA-XX-XXX)

Enter a label you can
use to search later

HMotice of Special Interest Reference:
(Example: HOT- 306304 XXX)

Unique Supplement Label:

ark to prepopulate ALL
ites or ALL Key
ersonnel from Parent

rant. If not marked,

nly the main site and Pl
s prepopulated

Project/Performance Site Locations: Check this to prepopulate all Project/Performance Site Locations from the parent grant

Senior/Key Persons: (Check this to prepopulate all Senior/Key Persons from the provided parent grant

Initiate Application

3. Optionally, enter the federal ID of the awarded grant (Parent Grant), and ASSIST
will use information on the parent award to pre-populate specific data fields on the

administrative supplement application.
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4. A Notice of Special Interest (NOSI) is not required but, if one is entered, the format
needs to be valid. The Notice of Special Interest reference must be in the form
NOT-XX-XX-XXX, e.g. NOT-CA-19-001.

5. Enter a title or descriptor in the Unique Supplement Label field. This label is for your
own purposes so that you can readily identify and search for the administrative sup-
plement after it is initiated. Enter text that will help you search for the application in
progress at a later date.

6. Mark checkboxes if you want prepopulation of forms to occur from the parent
grant. This means that information already recorded from the parent grant will pop-
ulate appropriate corresponding forms and fields in ASSIST. Attachments such as
specific aims, research strategy, and biosketches, for example, are not copied over
since the opportunity or NOSI may request that specific information be added in
these sections. Available prepopulation checkboxes are:

a. Project/Performance Site Location checkbox. If marked, ASSIST will pre-pop-
ulate all of the sites from the Parent Grant into the Supplement Application
"Performance Site" form. If not marked, only the Primary Site from the Parent
Grant will be pre-populated.

b. Senior/Key Persons checkbox. If marked, ASSIST will pre-populate all Seni-
or/Key persons from the Parent Grant into the Supplement Application
"Senior Key Persons" form. If not marked, only the Contact PD/PI will be pre-
populated.

7. When you click Initiate Application, the federal ID will be validated and, if it exists,

you will be taken to the ASSIST summary screen to complete the application.

NOTE: The forms will not be pre-populated if no parent grant federal ID was
entered on the Initiate Administrative Supplement Application screen.

8. If there are multiple packages associated with the funding opportunity, the avail-

able packages window opens before the ASSIST summary screen. Click the Select
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button for the appropriate package.

Choose Form Package for Opportunity: PA-25-333

51 OPPORTUNITY INFORMATION

Opportunity Number: PA-25-333
Opportunity Title: Test FORM E Type 3 Activity Code 333
Offering Agency: Mational Institutes of Health
Competition ID Competition Title Opening Date Closing Date Select Package
Test 333 Fellowship Test 333 Fellowship 11/14/2019 06/30/2026 Select
Forms-G Forms-G
TEST-TYPE3-RESEARCH-G ~ TEST-TYPE3-RESEARCH-G  11/14/2019 06/30/2026

Initiating an Administrative Supplement Application from eRA Commons:

1. Log into eRA Commons.

2. Navigate to the Administrative Supp module in eRA Commons.

Search for a grant and click the three-dot ellipsis menu and select the Start Applic-

ation option.
4. You are redirected to the ASSIST application, and the Initiate Administrative Sup-

plement Application screen appears.

The Parent Grant (federal ID) field is filled in based on the grant that you were

working on in the Administrative Supplement module of eRA Commons. It cannot

be changed.
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Home > Initiate application
Initiate Administrative Supplement Application @
Parent Grant:

(Emmple: Iz2 CASE 7654 from
1RIMCASE 7654-01)

CAZ4324%

Opportunity Number: *

Hotice of Special Interest
Reference:
(Exmmple : O T30 300-3000)

Unique Supplement Label:

Project/Ferformance Site [0 Check this to prepopulate all Project/Performance Site Locations from

Locations: the parent grant

Senior fKey Persons: [ Check this to prepopulate all Senior/Key Persons from the provided

parent grant

Initiate Application

5. Enter the opportunity number to which you want to apply for the administration
supplement.

6. A Notice of Special Interest (NOSI) is not required but, if one is entered, the format
needs to be valid. The Notice of Special Interest reference must be in the form
NOT-XX-XX-XXX, e.g. NOT-CA-19-001.

7. Enter a title or descriptor in the Unique Supplement Label field to readily identify
the administrative supplement. Enter text that will help you search for the applic-
ation in progress at a later date.

8. Mark checkboxes if you want prepopulation of forms to occur from the parent
grant (if parent grant specified). This means that information already recorded
from the parent grant will populate appropriate corresponding forms in ASSIST.
Available prepopulation checkboxes are:

a. Project/Performance Site Location checkbox. If marked, ASSIST will pre-
populate all of the sites from the Parent Grant into the Supplement Applic-

ation "Performance Site" form. If not marked, only the Primary Site from the
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Parent Grant will be pre-populated.

b. Senior/Key Persons checkbox. If marked, ASSIST will pre-populate all Seni-
or/Key persons from the Parent Grant into the Supplement Application
"Senior Key Persons" form. If not marked, only the Contact PD/PI will be pre-

populated.

NOTE: Attachments such as specific aims, research strategy, and biosketches, for
example, are not copied over since the NOFO or NOSI may request that specific inform-
ation be added in these sections.

9. When you click Initiate Application, the federal ID will be validated and, if it exists,

you will be taken to the ASSIST summary screen to complete the application.

NOTE: The forms will not be pre-populated if no parent grant federal ID was entered
on the Initiate Administrative Supplement Application screen.

10. If there are multiple packages, the available packages window opens before the

ASSIST summary screen. Click the Select button for the appropriate package.

_ﬁ

Choose Form Package for Opportunity: PA-25-333

»_ OPPORTUNITY INFORMATION

Opportunity Number: PA-25-333
Opportunity Title: Test FORM E Type 3 Activity Code 333
Offering Agency: Mational Institutes of Health
Competition ID Competition Title Opening Date Closing Date Select Package
Test 333 Fellowship Test 333 Fellowship 11/14/2019 06/30/2026 Select
Forms-G Forms-G —
TEST-TYPE3-RESEARCH-G ~ TEST-TYPE3-RESEARCH-G  11/14/2019 06/30/2026
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NOTE: While working in an administrative supplement application initiated from eRA
Commons, the Copy Application button is not available from the left side navigation
buttons.

For submitting, see Refer to Submit the Application on page 359.
For information on filling out forms, see Refer to Forms Data Entry on page 125.

By default, submitted applications have a two-day application viewing period, during
which the SO can reject and revise an application. For non-competitive administrative
supplements only however, the SO can choose to skip the two-day viewing period and
immediately release the application to Agency staff for processing; see the last section of
How Does an SO Track Submission Status.

Application Information

The Application Information page is the ASSIST landing page for the entire application.
This page is the first page you see when selecting an application or initiating a new
application.

IMPORTANT: You can access Application Information any time by selecting the Return
to Application Info button on the Actions panel.

The Application Information page includes two sections: Application Information and
Opportunity Information.
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Heme » Search for Applications » Application Information

Actions @
4 Hid Sheorw Ho
MANAGE ACCESS
—— Application Information @
FREVIEW A 10N

VALIDWATE APPLICATION AOR's Mt continue to use their Grantsgov username and password to submit their applications. Login.gov eredantialy are nat supported for submission t this time
pp———— 1f you are unable to submit using your Grants.gov usernama and password for your organization, please login to Grants.gov and go to the My Account section and

reset your Grants.gow password

UPDATE SUBMISSION STATUS

Summary [TV T S W - Otiver Sites ey RER Budget  Research
CORY APPLICATION Supplement Preject Peruon Plan
infarmation Profile
DELETE APPLICATION

% Application Information

BT16
T Leng:T flects of R Exp try I t
UNIVERSITY OF CALIFORMIA, 54N DIEGO
Wark I Pregress  Submit Application “Subiinit Application” is anly sctive for Sigring Officials
Statis Date: 2023-06-12 01:16:05.000 PM EDT

Opportunity Muml

Oppartunity Ti

Competit TST-Ri1-SYRBUD-FORMS-G1
Competition Title: TST-Ri1-SYRBUD-FORMS-H
Opportunity Open Date: 03722 20FT
Opportunity Close Date: 05105/ 2006

Agency Contact:

Grantor

SAM Registration Expiration Date: 02/17/2024

An actiee SiM Registration is requined to Click for SAM Reghtration Detalls

subenit your application to the agency

Application Information Section

The Application Information section reflects the information entered during the ini-
tiation process and is read-only.

» Application Identifier
Unique, system-generated number assigned to the application in ASSIST.
» Application Project Title

Title of the application/project as entered by the person who initiated the applic-
ation.
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« PD/PI Name
Contact PI for the entire application.

» Organization
The lead applicant organization name of the submitting institution.

e Project Period
The start and end dates of the project.

« Status
The current status of the entire application. The Submit Application button is also
located here. It is disabled until the application is ready to be submitted. For inform-
ation on submitting the application refer to the topic titled Submit the Application.

TIP: Hover over the status with your mouse for a short description of the status.

e Status Date
The date and time of the last status update.

When an application is in Submitted status, the View Submission Status Details
link displays next to the status. Selecting this link displays the submission details
for ASSIST, Grants.gov, and Agency when available.

Opportunity Information Section

The Opportunity Information section displays read-only summary information con-
cerning the funding opportunity against which the application will be submitted. The fol-
lowing information is displayed:

e Opportunity Number
The Notice of Funding Opportunity number.
e Opportunity Title
The name of the announcement.
e Agency
The Agency offering the grant opportunity (e.g., NIH).

Delete the Application

If you are the Signing Official you have access to the Delete Application feature in
ASSIST. The Delete Application feature allows you to permanently delete an entire applic-
ation in any status.
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IMPORTANT: Deleting an application is a permanent action. Once deleted, the applic-
ation cannot be accessed, re-instated, or viewed. There is no way to recover a deleted

application.

NOTE: ASSIST also has a Delete Component feature for deleting individual components
of a multi-project application. Refer to the topic titled Delete a Component for steps on
deleting individual components.

To delete the entire application:
1. Open the Application Information page of the application you wish to delete.

2. From the Actions panel, select the Delete Application button.
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Home » Search for Applicatioes » Application information
Actions @

4 Hide Nawigation 4 Show Help
MAHAGE ALLESS
e —————— Application Information @
PREVIEW APPLICATION Tiga:
WALIDWTE AFPLICATION AOR's must continua to i their Granti.gov uisrmame and pastword 1o submit their applications. Login.gow credentisls are nat supparted for submission at this time

it s X . i rants.
W ST SO H you are urable 15 submit using your Grants.gov username and password for your organization, pleass lagin to Grasts.gow and go 1o the My Account section snd

et your Grasts. gov passward

|0 Application saved

RAE Cower | Cover Fage Daher e Sekey  BAR Budget un:m
" CAT) Supplernent  Pragest Peren
COPY APPLICATION H Frofie

DELETE APPLIATION

UPDATE SUBMISSIN STATLS

& Application Information

Apchication idenitifier: 60

Apphication Project THtle: Ling-Termn EFfects of Radius Expeart on Hearty Inhabitants

PO/PY Harse!

Organization: UNIVERSITY OF CALIFORNLA, SAN DGO

Praject Perkod;

Status Work In Progress  Submiit Application  “Subnuit Application’” Is ealy active fer Signing Officials
Status Date: 2023-06-12 01:16:05.000 P £DT

= Opportunity Information:

Opportunity Rumber: PA-23-MH
Opportunity Titke: RO FORMS.G Tett
Agency: Mational Insizutes ed Health
CFWA Homiber: 93124
Compeetition ID: TST-RO1-5YRBUD-FORMS -G1
Competition Tithe: TST-RO1-SYRBUD- FORMS.H
Opportunity Open Date: 0072212002
Opportunity Close Date: 05405 /2008
Agency Gontact: Adam Levy

Grantor

E-mail: Levya i@mall_nih.gov
Phone: 301.435-5093

SAM Registration Expiration Date: 02/17/2024

A netive SAM Rieglstration Is required 1o
submit your spplication to the agency

A confirmation message displays as follows: You are about to delete this applic-
ation. Once this application has been deleted you will no longer be able to re-
instate or view it. Do you wish to continue with the delete?
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& You are about to delete this application. Once this
application has been deleted you will no longer be
able to re-instate or view it. Do you wish to continue with the

delete?

3. Select the appropriate action:

You may cancel the action at this point by selecting the Go Back button. If
you choose Go Back, the delete process ends, you return to the summary tab
from which you began, and the following steps are no longer applicable.

—OR-

To continue with the deletion, select the Continue button.

Upon continuing, a second confirmation displays as follows: Selecting Continue will

delete this application permanently.

& Selecting Continue will delete this application

permanently.

4. This warning provides a final means of aborting the deletion. Carefully select the

appropriate action:
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To stop the deletion process, select the Go Back button. If you choose Go Back,
the delete process ends, you return to the summary tab from which you began,
and the following steps are no longer applicable.

—OR-

To confirm the action and permanently delete the application, select the
Continue button. Remember that this action is irreversible. Once the applic-
ation is deleted, you cannot re-instate it.

You cannot delete an application if one or more of the forms are locked by yourself or
another ASSIST user. If a form is locked, you will see the following error on your screen
after continuing from the second confirmation screen:

The application cannot be deleted as the following form(s) are currently locked by <User
ID> in: <application ID>: <locked form>

Once you've successfully deleted the application, the ASSIST log in page displays with
the message Application successfully deleted.

See Also

o Component Information

Search for an Application

Applications initiated in ASSIST are saved online and are accessible by multiple users
who have been given access to the application. In order for a previously initiated applic-
ation to be accessed, a search for that application must be performed on the Search for
Application page. Only those users granted permission to view or edit the application
can locate it via the search function. eRA Commons users with the Signing Official (SO)
role can search and find any application within their own organization.

NOTE: If you are working on an LRP application, there is no need to search. Simply click
the Go button next to INITIATE OR ACCESS LOAN REPAYMENT APPLICATION and
you are taken directly to your in-progress LRP application if one exists. An LRP applic-
ation is accessible ONLY to the Commons user who initiated it. If an LRP application does
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not yet exist for you, then clicking Go begins the process of initiating one; see Using
ASSIST to Complete an LRP Application.

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

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

Welcome to the Application Submission System & Interface for Submission Tracking
(ASSIST)
[— IMITIATE APPLICATION
» Opportunity Humber
(Example: PA-XX-XXX or LITC-ABCD-XX-000)
T SEARCH FOR APPLICATION Search Applications
INITIATE OR ACCESS LOAN REPAYMENT APPLICATION (LRP)
-
Initiate or access work in progress application

3. Enter any combination of optional search criteria on the Search for Applications

page to locate the application.

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

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

4. Select the Search button to display the closest matched applications.

Prepare an Application 81 February 7, 2025


https://era.nih.gov/erahelp/lrp/#Ext_LRPApp/UsingAssist.htm
https://era.nih.gov/erahelp/lrp/#Ext_LRPApp/UsingAssist.htm

Application Submission System & Interface for Submission Tracking (ASSIST) User Guide

Search for Applications @

Application Identifier:

Application Project Title: Long-Term Effects of Radium Exposure on Nearby Inhabitants
Agency: il
PD/P1 First Hame: Marie
FD/PI Middle Hame:

FD/P1 Last Hame: Curle

Lead applicant

Organization:

Submission Status:
all that apply

Hide Abandened Applications?

Exvors H35 Applications?

Submission Date: from
Project Start Date:

Project End Date:

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

column heading.

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

From the results listed on the Search for Application Results page, click the Select

button in the Action column next to the appropriate application.

Search for Application Results
Show 10 v perEat B
Application Lead Applicant Submisison Project Start Project End
Identifiar Applicaticn Praject Title Agency PO Hame Brgasization Submidgien Status Bate Bats Bate Action
AT15A :-. -"J..'.-I-': '.'L'Iﬁl.l:.':'l I,“.I.:l.. MIN Currle, Marie \;...i'.lllkztll'- O0F F Ok W 1 Progres: m

The Application Information page displays for the selected application.

Refer to the help topic titled Prepare an Application for details on completing an applic-

ation.

Copy Application

If you are the Signing Official or Administrative Official of the lead organization and/or
hold the Entire Application Editor privilege, you have access to the Copy Application
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feature in ASSIST.

The Copy Application screen is used to copy the components (multi-projects) and data
from the application currently opened in ASSIST to another application for a requested
opportunity number. The feature allows you to copy the application's structure and data
to be used for another application. For multi-project applications, the feature copies over
the Overall component, component identifiers, any existing component short names,
assigned access levels, data, and attachments.

When you copy an application in ASSIST, you are granted Entire Application Editor priv-
ileges for the new application. The submission status of the new application is set to
Work in Progress, as is the component status of all included components (for multi-pro-
ject applications).

NOTE: While working in an administrative supplement application initiated from eRA
Commons, the Copy Application button is not available from the left side navigation
buttons.

IMPORTANT: The forms used in a copied application may not match the forms used for
the opportunity of the new application. In these cases, ASSIST will perform a best-effort
match in which the system will copy fields within the form(s) that have matching names
in the new form. Fields that do not exist in the new form will not be copied from the
copied application.

NOTE: Submission date, certification, and Authorized Representative signature from sub-
mitted applications are never copied over to new applications. Application and com-
ponent history also are not copied.
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1. Use ASSIST to search for and open the application you are copying.
2. Select the Copy Application button on the Actions panel.

Actions 2
MANAGE ACCESS
ADD OPTIONAL FORM
PREVIEW APPLICATION
VALIDATE APPLICATION
VIEW STATUS HISTORY

UPDATE SUBMISSION STATUS

|< COPY APPLICATION )

DELETE APPLICATION

The Copy Application screen opens.

3. Enter the opportunity Number for the new application into the Copy as much

information as possible from the following application using Opportunity Number
field and select the Copy Application button.
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Copy Application @

Copy as much information as possible from the following PA-25-333 Copy Application “

i 5 i - o=
application using Opportunity Humber (Example: PA-00-000)

Before copying the application, ASSIST performs certain validations against the
entered opportunity number, including checks to determine if the opportunity
number is valid and is for a multi-project or single-project submissions as appro-
priate. A single-project application cannot be copied over to a multi-project oppor-
tunity and vice versa. Error messages will appear if these validations do not meet
business and system rules.

Follow the steps below for copying a multi-project or single-project application.

Copying a Multi-project Application

After validating the opportunity number, the screen displays the components in the cur-
rent application that can be copied to the new application. This information includes:

» Copy from Component

The unique identifier and short name (if existing) of the components in the copied
application.

* Project Title
The project title of the components in the copied application.
e Status

The status of the components in the copied application. Although this provides
you the status of the components in the copied application, remember that the
components in the new application will have a status of Work in Progress.
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» Project Lead

Individual responsible for the scientific and technical direction of the component
project in the as indicated in the copied application.

» Copy to Component options

A drop-down list of component types available in the new application based on the
indicated opportunity number of the new application. It is possible to copy a com-
ponent of a specific type in the original application to a different component type
in the new application.

IMPORTANT: You must copy the Overall component and it must be copied to the
Overall component of the new application. For this reason, the Copy To Com-
ponent Type field for the Overall component is not editable.

Not all opportunities require or allow the same component types. When copying an
application, ASSIST determines which component types are allowed in the opportunity
number you provided for the new application. The options available in the Copy to Com-
ponent Type drop-down list reflect this.

1. Select an option from the Copy to Component Type drop-down list for all com-
ponents being copied to the new application.

2. Optional: To copy attachments, select the checkbox next to the question Would
you like the attachments to be copied to the new application?

3. Click the Copy Selected Components button.

The default value of this field is Do Not Copy. Any components left with a value of
Do Not Copy will not be copied to the new application. The Overall component will
always be copied to the new application's Overall component.
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Home » Search for Applications » Applcation Search Results = Application Infor

Copy Application @

mation » Copy Applcation

Copy as much informaton as possible from the following PA-12-345

Copy Application

application wsing Funding Opportunity Announcement &

(Example: Pa-00-000)
Applcaticn to be Copled : 1225
Application Title : Emotions: Pride & Prejudice

UNIVERSITY OF PEMBERLEY

Organization :

POVPL AUSTEN, JANE
Status : Wark in Progress
Copy from PO/l or
Component Project Title Status Component Lead
Owverall Emotions: Pride & Prejudice Work in Progress AUSTEM, JANE
B12-Career-Dev (My  Sample Caresr Development Complate SHAKESPEARE, WILL
Career Dev)
Sd6-Research This = a sample of my 15t Ressarch Abandonad AUSTEMN, JANE
(Research 1) Component Type project.

169-Ressarch This = a sample of my 3rd Research Final LEE, HARPER
(Research 3) Component Type project.

199-Research This is my 2nd example of a Complate POE, EDGAR ALLAM
(Research ) Eesearch compenent type project.

B93-Research This is my 4th sample of a Research Final LEE, HARPER
(Research 4) Component Type project

268-Training (My Sample Training Complate LEE, HARPER
Traiming?)

aschments to be copied to the new

Would you like the att
application?

P Concel |

Copy Selectad Components

C

Component Type
Chverall

Do Mot Copy -
Do Mot Copy -
Career-Dav -
Research -
Research -

[=]

Training

( Copy Ta \

—

A confirmation message displays as a pop-up box. Please make sure you thor-

oughly understand the warning before continuing.

The copy feature will do a best effort copy of form field data. Data loss is possible
when copying from one announcement to another due to potential form dif-
ferences. Application attachments will not be retained. Be sure to carefully check

the new copy of the application for completeness.
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h |||l-._ |

=

4. Select the OK button to confirm the copy. Selecting Cancel will return you to the

Copy Application screen without completing the copy.

5. After confirming the copy, another pop-up box prompts you to choose which
application you wold like to display in ASSIST. The following prompt
displays: Please select OK to remain in the current application. To open the new

application, select Continue.

Select the OK button to remain in the original application.

—OR-

Select the Continue button to display the newly created application.
Copying a Single-project Application

After validating the opportunity number, the screen displays the information for the cur-
rent application being copied to the new application. This information includes:
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» Project Title
The project title of the components in the copied application.
e Status

The status of the components in the copied application. Although this provides
you the status of the components in the copied application, remember that the
components in the new application will have a status of Work in Progress.

 PD/PI

Individual responsible for the scientific and technical direction of the component
project in the as indicated in the copied application.

1. Optional: To copy attachments, select the checkbox next to the question Would
you like the attachments to be copied to the new application?

2. Select the Copy Application button.

» Copy Application

Copy Application @

ch information as possible from the following PA-45-£T8 Copy Application

Application to be Copied : 1225
Application Title : Emotions: Pride & Prejudice
Irganization = UNIVERSITY OF PEMEERLEY

i ALSTEN, JAME

sEakus : Wark in Progress

Project Title Status PD/PI

Emotions: Pride & Prejudice Work in Progress AUSTEN, JANE

(T

Prepare an Application 89 February 7, 2025



Application Submission System & Interface for Submission Tracking (ASSIST) User Guide

A confirmation message displays as a pop-up box. Please make sure you thor-
oughly understand the warning before continuing.

The copy feature will do a best effort copy of form field data. Data loss is possible
when copying from one announcement to another due to potential form dif-
ferences. Application attachments will not be retained. Be sure to carefully check
the new copy of the application for completeness.

(=

3. Select the OK button to confirm the copy. Selecting Cancel will return you to the

Copy Application screen without completing the copy.

4. After confirming the copy, another pop-up box prompts you to choose which
application you wold like to display in ASSIST. The following prompt
displays: Please select OK to remain in the current application. To open the new

application, select Continue.

Select the OK button to remain in the original application.

—OR-
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Select the Continue button to display the newly created application.

Delete the Application

If you are the Signing Official you have access to the Delete Application feature in
ASSIST. The Delete Application feature allows you to permanently delete an entire applic-
ation in any status.

IMPORTANT: Deleting an application is a permanent action. Once deleted, the applic-
ation cannot be accessed, re-instated, or viewed. There is no way to recover a deleted
application.

NOTE: ASSIST also has a Delete Component feature for deleting individual components
of a multi-project application. Refer to the topic titled Delete a Component for steps on
deleting individual components.

To delete the entire application:
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1. Open the Application Information page of the application you wish to delete.

2. From the Actions panel, select the Delete Application button.

Home » Search for Anolicatioes » Application Information

Actions @
4 Hide Mawbgatian o Shirw ey

MANAGE ALLESS

e Application Information @
PREVIEW APPLICATION Tigs:
WALIDWTE APPLICATION ADRs must continue 8 uwte thal Grantsgoy uiarmame snd pastward ta submit thelr spplications. Lagin.gov credentisls are nat supparted far ssbmisiian at this ima
H you are unable (o submit wing your Grantsgoy ussrnams and passwerd for your erganization, pleass login to Grants.gov and go 1o the My Account section and

VIEW STATUS HISTORY
et your Grants.gov password

UPDATE SUBMISSHON STATUS
O Ausiication saved
Er Rk Cover  Cover Page Dker e Sekary PR Budgit  Ressarch
QP APPLICAT) Supplemint  Pragedt Feron Plan
£ 08 Indormation Frofile

DELETE APPLICATION

& Application Information

Apclication kenitifier: 87160

Apehication Projecs Title: Long-Term Effects. of Radiam Expsmare on tearby inhabizant

PO/PY Haroe:

Organization: UNIVERSITY OF CALIFORNLA, SAN (GO

Praject Period:

Stats Work inProgress  Subenit Application  “Submit Application’” is only active fer Signing Dfficials
Status Date: 2023-06-12 €1:16:415.000 Pw EDT

=| Opportunity Infarmation:

Opportunity Number: P33P
Opportunity Titke: RO1 FORMS.G. Test
Agency: Hational Instiutes of Health
CFDA Heiber: 93124
Compediticn 1D TST.RO1-STRBUD-FORMS 61
Competition Title: TST.RO1-STRBUD-FORMS-H
Opportunity Gpen Date: 0372212002
Opportunity Close Date: 0840512028
Agency Contact hdam Levy

Grantor

E-mail: Levya i @mallnih.gov
Phand: 301-435-3093

SAM Registration Expiration Date: 02/17/2024

An active SAM Registration is required 1o
submit your application to the agency

A confirmation message displays as follows: You are about to delete this applic-
ation. Once this application has been deleted you will no longer be able to re-
instate or view it. Do you wish to continue with the delete?
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& You are about to delete this application. Once this
application has been deleted you will no longer be
able to re-instate or view it. Do you wish to continue with the

delete?

3. Select the appropriate action:

You may cancel the action at this point by selecting the Go Back button. If
you choose Go Back, the delete process ends, you return to the summary tab
from which you began, and the following steps are no longer applicable.

—OR-

To continue with the deletion, select the Continue button.

Upon continuing, a second confirmation displays as follows: Selecting Continue will

delete this application permanently.

& Selecting Continue will delete this application

permanently.

4. This warning provides a final means of aborting the deletion. Carefully select the

appropriate action:
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To stop the deletion process, select the Go Back button. If you choose Go Back,
the delete process ends, you return to the summary tab from which you began,
and the following steps are no longer applicable.

—OR-

To confirm the action and permanently delete the application, select the
Continue button. Remember that this action is irreversible. Once the applic-
ation is deleted, you cannot re-instate it.

You cannot delete an application if one or more of the forms are locked by yourself or
another ASSIST user. If a form is locked, you will see the following error on your screen
after continuing from the second confirmation screen:

The application cannot be deleted as the following form(s) are currently locked by <User
ID> in: <application ID>: <locked form>

Once you've successfully deleted the application, the ASSIST log in page displays with
the message Application successfully deleted.

Add Optional Forms

Depending on the funding opportunity, optional forms may exist for both single- and
multi-project applications. You can add optional forms using the Add Optional Form
feature. Only the optional forms available for the specific funding opportunity can be

added.

Optional Forms for Single Project Applications

To add optional forms to a single-project application:
1. Select the Add Optional Form button from the Actions navigation panel.

A pop-up window opens for selecting the form to be added.
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ADD OPTIONAL FORM

PREVIEW APPLICATION

VALIDATE APPLICATION

Application Inform:

ADR's must continue to use th

Add Optional Form

Select the form you wish to add

If you are unable to submit us

03693

2. Choose a form from the drop-down list and select the Submit button to add the
form to the component.

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

3. Select the tab of the corresponding form to enter information on the form.

Optional Forms For Multi-Project Applications
To add optional forms to a multi-project application:

1. Select the Return to Application Info button on the Actions panel to return to
the Application Information page.
2. From the Application Information page expand the appropriate component from

the Component Type section.

3. Select a component type to display the Component Information.
The Component Information page opens for the component.
4. Select the Add Optional Form button from the Actions navigation panel.

A pop-up window opens for selecting the form to be added.

Prepare an Application 95 February 7, 2025



Application Submission System & Interface for Submission Tracking (ASSIST) User Guide

Add Optional Form

Select the form you wish to add | Salect Form

YREVIEW APPLICATION
- s
VALIDATE APPLICATIOMN AOR's must continue to use tf
i | Kigh B

nabla to submit us 202

S ETRATEGE | Application Inform:

) Screen Rendered: 06/12/2(
reset your Grants.gov passwo tloal s Lk L LT

UPDATE SUBMISSION STATUS v
Sumenary RER Cover Cove 3 &3.00.005
Suppl 62,0000

5. Choose a form from the drop-down list.

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

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

7. Select the tab of the corresponding form to enter information on the form.

See Also

e Edit Overall Component Forms
o Edit Additional Component Type Forms

Other Components of Multi-Project Applications

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

The required component types for the opportunity can be selected from ASSIST and
added to the application. ASSIST only allows the required component types specific to
the opportunity to be added to the application. Adding a component also adds its cor-
responding forms (e.g., Cover Page, Checklist).

Please refer to the NOFO for details on the application and component type require-
ments.

Refer to the Application Guide for more information on components.
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https://grants.nih.gov/grants/how-to-apply-application-guide.html

See Also

» Edit Additional Component Type Forms
* Add Additional Component Types

Overall Component

The Overall component provides overview information for the application. The Overall
component describes the entire application and explains how each of the additional com-
ponents fit together. It is a special component type with a single occurrence in every com-
plex application. The PD/Pl and multi-PD/PIs for the entire application are captured in

the Overall component. It is the only component that includes full SF424 R&R cover data
collection. It does not include a budget.

The Overall component with corresponding forms (e.g., Cover Page, Checklist) is auto-
matically created when you initiate your application.

If additional components are available, they can be added using the Add New Com-
ponent button in the Actions section. Refer to the topic titled Other Components of
Multi-Project Applications for more information.

IMPORTANT: The figures provided in these topics serve as examples only. They may not
reflect what you see in your own applications and may not always represent valid data.

If you have specific questions about the forms available for your application, please refer
to the Application Guide.

See Also

¢ Edit Overall Component Forms

Add Additional Component Types

The additional component types available in ASSIST will vary by opportunity.
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Users should add components for a specific component type in the order in which they

should appear within the final application image used by the agency for funding con-
sideration.

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

To add additional component types:

1. Select the Return to Application Info button on the Actions panel to return to

the Application Information page.

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

Artons ﬂ

MANAGE ACCESS

VIEW STATUS HISTORY

( ADD HEW COMPOMENT )

I

The Add Component page displays.

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

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

4. Enter a Component Start Date or select one from the calendar tool. This field
defaults to the project start date entered on the Overall component.

5. Enter a Component End Date or select one from the calendar tool. This field
defaults to the project end date entered on the Overall component.

6. Enter a Component Project Title
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7. Optional: Enter a Component Short Name (up to 20 characters) to help identify

the component. This is not a required field.

Component short names -when existing- appear on the Component Information
page as well as under the component identifier on the left-side Component Type
navigation panel. Component short names must be unique to the project and can
be updated from the Component Information page. Component short names are
available only for your convenience in ASSIST and do not carry over to Grants.gov
at the time of submission.

Component Tyvpe

+ Cwverall

8. Select the Save button to add the component to the application and display the

forms associated with the component type selected.

NOTE: Selecting the Cancel button cancels the action without saving any inform-
ation.
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» Add Component

Actions @ Add Component @

RETURN TO APPLICATION

MANAGE ACCESS
Project Information

FORM

ADD HEW COMPONENT b Chark -

DISPLAY COMPM

UPDATE SUBMISSION STATUS

COPY APPLICATION

DELETE APPLICATION

Component Type

+ Owerall

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

forms.

TIP: Check the Funding Opportunity Announcement text for component-specific instruc-

tions for preparing additional components.

After adding the component you have the ability to access:

Update Component Forms

Manage Access

Add New Component

View Status History

Add Optional Form

Preview Current Component

Update Component Status
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Component Information

The Component Information page is the ASSIST landing page for a specific component
of a multi-project application. This page is the first page seen when selecting a com-
ponent from the Component Type navigation panel. This page is also displayed when
the Summary tab is selected for a component. The Component Information page
includes two sections: Component Information and Application Information.

7]

Actions
RETURH TO APPLICATION
MANAGE ACCESS
ADD OPTIONAL FORM
ADD HEW COMPONENT
DISPLAY COMPONENT STATUS
CHANGE COMPONMENT ORDER
PREVIEW CURRENT COMPONENT
VALIDATE COMPONENT
VIEW STATUS HISTORY

UPDATE COMPONENT STATUS

DELETE COMPOMENT
COPY APPLICATION

DELETE APPLICATION

Component Type

+ Cwverall

¥ Search for Ap at * Apclicat

Core

Summary R&R Cover | Cover Page
Supplement

» Cormporeat Infarmation

Other Sites Srikey R&R Budget
Project Person
Information Profile

RER
Subaward
Budget

Research
Plan

= Compoenent Information

5| Application Information

Opportunily Murmber:

anization:

%4%-Lore

Sample Short Hame |lled.n|+ Short Hame)
Core

Pride & Prejudice and the Human Psyche
AUSTEN, JANE

Sample Organization

2013-03-29 09:39:17.000 AM EDT

a9
PA-00-000

Crime & Punishment and the Effects on Mental
Health

DOSTOEVSKY, FYODOR

UNIVERSITY

2012-11-05 03:14:53.000 PM EST
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Component Information Section

The Component Information section reflects the information entered when the com-
ponent of a multi-project application was added to the application and is read-only. The
information includes the following:

Component Identifier

Unique, system-generated number assigned to the component in ASSIST.
Component Short Name (not for Overall components)

The short name entered at the time the component was added. Select the Update
Short Name link in this field to change the short name for this component.
Component Type

The type (e.g., Core) selected from the list of component types when the com-
ponent was added to the application.

Component Title

The title given to the component when added to the application.

Component Project Lead

The component lead(s) as entered on the Sr/Key Person Profile tab for the com-
ponent.

Organization

The organization name as added in the R&R Cover tab for the component.
Status

The current status (e.g., Work in Progress, Complete) for the component.

TIP: Hover over the status with your mouse for a short description of the status.

Status Date
The date and time of the last status change for the component.

Application Information Section

The Application Information section reflects the information entered during the ini-
tiation process and is read-only.

Application ID

Unique, system-generated number assigned to the application in ASSIST.
Opportunity Number

The Notice of Funding Opportunity number associated with the application.
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» Project Title
Title of the application/project as entered by the person who initiated the applic-
ation.
« PD/PI Name
Contact PI for the entire application.
» Organization
The lead applicant organization name of the submitting institution.
» Status
The current status of the entire application.

TIP: Hover over the status with your mouse for a short description of the status.

e Status Date
The date and time of the last status update.

Delete a Component

IMPORTANT: This topic is applicable only to multi-project applications.

If you are the Signing Official, Administrative Official, or the Pl of the lead organization -
and/or- you have Entire Application Editor privilege, you have access to the Delete Com-
ponent feature in ASSIST. The Delete Component features allows you to permanently
delete individual components of any status from the application.

IMPORTANT: Deleting components is a permanent action. Once deleted, a component
cannot be accessed, retrieved, or viewed. There is no way to recover the component.

NOTE: ASSIST also has a Delete Application feature for deleting an entire application.
Individual components do not need to be deleted first when deleting the entire applic-
ation. Refer to the topic titled Delete the Application for steps on deleting entire applic-
ations.

To delete a component:
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1. Open the Summary tab of the component you wish to delete.

2. From the Actions panel, select the Delete Component button.

Actions

RETURN TO APPLICATION
MANAGE ACCESS

ADD OPTIOHAL FORM

ADD NEW COMPONENT
DISPLAY COMPONENT STATUS
CHAMGE COMPOMENT ORDER

PREVIEW CURRENT COMPONENT
VALIDATE COMPONENT
VIEW STATUS HISTORY

UPDATE COMPONENT STATUS

C DELETE COMPONENT )

COPY APPLICATION

DELETE APPLICATION

Component Type

+ Overall

Horne ? Gearch for Anplication P Anphication Search Rty

» Application Infarmation » Comporent Information

Core
Bl RaR Cover || Cover Page Other Sites SriKey | RER Budget RER Research
Supplement Project Person Subaward Plan
Information Profile Budget
& Component Information
Component ldentfier: %49-Core

Component Short Hame:
Component Typea:
Component Tithe:
Component Project Leadis):
Organization:

Status:

Status Date:

b | Application Information
Application ID:
Opportunity Numbser

Project Title:

PD/PI Hame:
Organization:

Stabu:

Sample Short Name  [Update Short Name)
Core

Pride & Prejudice and the Human Psyche
ALSTEN, JANE

Sample Organization

NWork in Progress

2013-03-29 09:39:17.000 AM EOT

759
PA-00-000

Crime & Punishment and the Effects on Mental
Health

DOSTOEVSKY, FYODOR

UNIVERSITY

rogress

2012-11-05 03:14:53.000 PM EST

A confirmation message displays as follows: You are about to delete this com-

ponent. Once this component has been deleted you will no longer be able to

retrieve or view it. Do you wish to continue with the delete?
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3. Select the appropriate action:

You may cancel the action at this point by selecting the Go Back button. If
you choose Go Back, the delete process ends, you return to the summary tab
from which you began, and the following steps are no longer applicable.

—OR-
To continue with the deletion, select the Continue button.

Upon continuing, a second confirmation displays as follows: Selecting Continue will
remove this component permanently from the application.

4. This warning provides a final means of aborting the deletion. Carefully select the

appropriate action:

To stop the deletion process, select the Go Back button. If you choose Go
Back, the delete process ends, you return to the summary tab from which
you began, and the following steps are no longer applicable.

—OR-
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To confirm the action and permanently delete the component from the
application, select the Continue button. Remember that this action is
irreversible. Once the component is deleted, you cannot retrieve it.

NOTE: You cannot delete a component if one or more of its forms are locked by yourself
or another ASSIST user. If a form is locked, you will see the following error on your screen
after continuing from the second confirmation screen:

The component cannot be deleted as the following form(s) are currently locked by <User
ID> in: <application ID>: <locked form>

The Application Information screen displays with the message Component successfully
deleted. You will also notice that the component has been removed from the left-side
panel of Component Types.

Appiication Information

sctions @ Application Information @

MAMAGE ACCESS Tip: Some actions (e.g., Preview Application and Validate Application) are only available f
ATHE

ADD HEW COMPOMENT —— —
Component Successfully deleted
DISPLAY COMPONENT STATUS ( CmpnnEnE ey B D

CHANGE COMPONENT DRDER

PREVIEW APPLICATION
YALIDATE APPLICATION ) Appl]cauon Informatmn
VIEW STATUS HISTORY

UPDATE SUBMISSION STATUS Agplication | t Crime & Punishment and the Effects on Mental
Health

DOSTOEVSKY, FYODOR

COPY APPLICATION UNIVERSITY

When a component is deleted from an application, the Application Status History reflects
this action. The Status in the history show as Abandoned. The Status Comment will indic-
ate that the component was deleted by displaying the following Component ID: <ID
number> Deleted, along with the name of the ASSIST user who performed the deletion.
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» Wiew Application Status History

Actions @ Application Status History @

RETURN TO APPLICATION INFO

AMAGE ACCES
MANAGE ACCESS Status Date - Status Seatus Comment Status Type Update User

1 12:59:20 PM nents Final ASSIST

CASPLAY COMPONENT STATUS

( VIEW STATUS HISTORY ) 2014-07-07 12:00:57 PA Abandored Component |d : 949 Componenty JOYCE, JAMES
Deleted
ADD MEW COMPOMENT

See Also

* Updating the Component Short Name
e Application Information

Updating the Component Short Name

The Component Short Name is an optional field which can be entered when a com-
ponent is added to an application. The short name provides an alternative means for
identifying the component in case the system-generated component identifier is not
known. The short name is provided as a convenience and is used only in ASSIST. The
Component Short Name field also can be entered for the first time or updated from the
Component Information page.

To update the component short name:
1. Access the Component Information page by selecting the Summary tab for the

component or by selecting the component from the Component Type navigational

panel.
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Actions )
RETURN TO APPLICATION
MANAGE ACCESS
ADD OPTIONAL FORM
ADD NEW COMPOHENT
DISPLAY COMPONENT STATUS
CHANGE COMPONENT ORDER
PREVIEW CURRENT COMPONENT
WALIDATE COMPOMNENT
WVIEW S5TATUS HISTORY

UPDATE COMPONENT STATUS

DELETE COMPONENT
COPY APPLICATION

DELETE APPLICATION

Component Type

+ Overall

Srraticn » Comparent Information

Core
Bl RaR Cover | Cover Page Other Sites. Srikey | RER Budget RER Research
wpplement . Project Person ubaward Plan
Information Profile Eudget
= Component Information
4%-Core

Sample Short Hame  [Update Short Name)
Core

Pride & Prejudice and the Human Psyche
AUSTEN, JANE

Sample Organization

2013-03-29 09:39:17.000 AM EDT

759
Pi-00-000

Crime & Punishment and the Effects on Mental
Health

DOSTOEVEKY, FYODOR

UMIVERSITY

2012-11-05 03:14:53.000 PM EST

2. Click the Update Short Name link located in the Component Short Name field.

3. From the Update Short Name pop-up window, enter a new name 20 characters or

less. The name must be unique, not used as the short name of another component

on the application.
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Core

sl RER Cover | Cover Fage)|  Other Shtes SriMey  RER Budget RER Rarsaas ch
Supplemant Praject Parson Subaward Flan
Infarmation Prafile Budget

| Component Information

949-Core

Sample Short Hame  [Update Short Hame|

¢ Human Psyche

My Hew Shaort Name

[ subeit [ Cancel

w» | Application Information

4. Select the Submit button.
The Component Information updates with the new component short name.

See Also

e Component Information

Change Component Order

IMPORTANT: This topic is applicable only to multi-project applications.

The Change Component Order screen is used to set the order in which your components
appear in the submitted application (i.e., the PDF version) for each particular component
type. For example, if your application contains four components of the component type
Research, you can re-arrange those four components into any order you wish. The com-
ponent order can be changed for components in the status of Work in Progress, Com-
plete, or Final.
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n » Change Component Order

[} Change Component Order @

Actions
RETURH TO APPLICATION Iilfj_ e

MANAGE ACCESS

ADD OPTIOMAL FORM
ADD NEW COMPONENT Chaase Component - =] [ EEEEEN
DISPLAY COMPOMENT STATUS
CHANGE COMPONENT ORDER
VIEW STATUS HISTORY

UPDATE SUBMISSION STATUS

COPY APPLICATION

DELETE APPLICATION

Component Type

Creerall
Career-Dev

Research

+ + + o+

Training

NOTE: Although components within a particular component type can be re-ordered,
you cannot re-arrange the order of component types.

Access the Change Component Order screen by selecting the Change Component

Order button on the Actions panel. Once the screen is opened, follow the steps below

to update the order of components of a particular component type:

1. Select a component type from the Select Component Type drop-down list and click

the Select button. The component types displayed in the list depend on your applic-

ation's opportunity number.
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Home » Search for Applications » Application Search Results > Application Information » Change Component Order
=
Actions @ Change Component Order @
RETURN TO APPLICATION Tip:
To change components order, enter a numerical value in the Order field.
MAHAGE ACCESS
ADD OPTIOHAL FORM
ADD NEW COMPONENT Select Companent Type - Choose Component —— =)
- Choose Component ---
DISPLAY COMPONENT STATUS Career Dev
CHANGE COMPOMNENT ORDER flesearch
Trainkng
VIEW STATUS HISTORY

The screen updates to display the current Order, Component, Project Title, and Pro-
ject Lead for each component of the selected component type. Components dis-
play in the order in which they were added to the application until they are re-
ordered using this feature. Once components have been re-ordered, they will dis-
play in the current (i.e., updated) order.

Home » Search for Applications » Application Search Results » Application Information » Change Component Order

Actions @ Change Component Order @

RETURN TO APPLICATION Tip:
To change companents order, enter a numerical value in the Order field.

MANAGE ACCESS
ADD OPTIONAL FORM

ADD NEW COMPONENT Select Component Type Research [=]
DISPLAY COMPONENT STATUS
CHANGE COMPONENT ORDER L LY Project Title Project Lead
| sdé-Research (Research 1) This is a sample of my 1st Research WHITMAN, WALT
VIEW STATUS HISTORY Compenent Type project.
2 199-Research (Research 2) This is my Ind example of a Research ALUSTEM, JANE
UPDATE SUBMISSION STATUS component type praject.
3 169-Research (Research 3) This is a sample of my Ird Research LEE, HARPER
Componant Type project.
4 B93-Rezearch (Research 4) This is my 4th sample of a Research SHAKESPEARE, WILLLAM
COPY APPLICATION Component Type project
DELETE APPLICATION m
Component Type
+ Overall
+ Career-Dev

= Rezearch

S4i-Research

2. Use the text box in the Order column for each component being re-ordered to
enter an order value. Make sure to enter a unique value in each Order field. You

will receive an error if you attempt to save the order of components with duplicate
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order values.

You may use decimal numbers (up to 2 places) and negative numbers to avoid re-
numbering every component. For example, to re-order a particular component to
appear between the first and second components, enter that component Order as

1.5.

After updating the values, you can use the Refresh button to display the com-
ponents in the updated order. Refreshing the displayed order does not save the
order and you can always use the Cancel button to abort the action, even after

refreshing the screen.

Change Component Order @

4h-Eesearch (Hesearch 1 This i & sample of my 15t BEessarch

Component Type project.

| 99-Kessarch |Hesearch £

component type project
| &¥-Kessarch (Hesearch 3
Component Type project.

9i-Ressarch (Hesearch 4
Component Type project

Tip:
To change components order, enter a numerical value in the Order field.
Component Project Title Preject Lead

This & my 2nd example of a Bessarch

This i & sample of my Jrd Kesearch

This & my 4th sample of a Kesearch

WHITMAN, WALT

ALGTEN, JAME

A AME

LEE, HARFER

SHAKESFEARE

WILLLAM,

3. When satisfied with the component order, select the Save button to save your res-

ults and return to the Application Information screen.
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Change Component Order @

Tip:
To change components order, enter a numerical value in the Order field.

Select Component Type Research Em

Order Componant Praject Title Project Lead

1 5d6-Research (Ressarch 1) This i= a sample of my 15t Ressarch WHITMAN, WALT
Component Type project.

3 169-Research (Ressarch 3) This is a sample of my 3rd Research AUSTEN, JANE
Component Type project.

3 199-Research (Ressarch 2) This is my Znd example of a Ressarch LEE, HARPER
component type projeck.

4 §93-Research (Ressarch 4) This is my 4th sample of a Research SHAKESPEARE, WILLLIAM

Component Type project

(DT

You can see your changes reflected in the Component Type panel.

Component Type
f—hﬂnﬁh _\

— Research

Sdb-Recmarch
(Research 1)

169-Research
(Research 1)

Training

See Also

e Actions
e Application Information
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o Component Information

Add Optional Forms

Depending on the funding opportunity, optional forms may exist for both single- and
multi-project applications. You can add optional forms using the Add Optional Form
feature. Only the optional forms available for the specific funding opportunity can be

added.

Optional Forms for Single Project Applications
To add optional forms to a single-project application:
1. Select the Add Optional Form button from the Actions navigation panel.

A pop-up window opens for selecting the form to be added.

Home > Search for Applications > Application Infarmation

4 Hide Mavigatio J
. | ]
Add Optional Form

T | Application Inform:

Select the form you wish to add I Select Form

2. Choose a form from the drop-down list and select the Submit button to add the
form to the component.

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

3. Select the tab of the corresponding form to enter information on the form.

Optional Forms For Multi-Project Applications

To add optional forms to a multi-project application:

Prepare an Application 114 February 7, 2025



Application Submission System & Interface for Submission Tracking (ASSIST) User Guide

1. Select the Return to Application Info button on the Actions panel to return to
the Application Information page.
2. From the Application Information page expand the appropriate component from

the Component Type section.
3. Select a component type to display the Component Information.
The Component Information page opens for the component.
4. Select the Add Optional Form button from the Actions navigation panel.

A pop-up window opens for selecting the form to be added.

Home > Search for Applications > Application Information
L =
Add Optional Form

Application Inform:

ADD OPTIONAL FORM |

Select the form you wish to add | Select Form e

o]
ADR's must continue to use th
ohits Reserved
ree

If you are unabla to submit us

] creen Rendered: 06712720
reset your Grants.gov passwo Screen Rendered: 06/12/2

UPDATE SUBMISSION STATUS
Sumenary RER Cover Cove 3 42.00.005
Suppl 62,0000

5. Choose a form from the drop-down list.

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

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

7. Select the tab of the corresponding form to enter information on the form.

See Also

e Edit Overall Component Forms
o Edit Additional Component Type Forms

Edit Additional Component Type Forms

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

Prepare an Application 115 February 7, 2025


Edit_Overall_Component_Forms.htm

Application Submission System & Interface for Submission Tracking (ASSIST) User Guide

To edit component forms:

1. Select the Return to Application Info button on the Actions panel to return to
the Application Information page.

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

3. Expand the component type to display the components.
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4. Select the appropriate component.

L)

Actions

RETURH TO APPLICATION
MANAGE ACCESS

ADD OPTIOHAL FORM

ADD NEW COMPOMENT
DISPLAY COMPONENT STATUS
CHANGE COMPOMENT ORDER

PREVIEW CURRENT COMPONENT
VALIDATE COMPOMENT
VIEW STATUS HISTORY

UPDATE COMPOMENT STATUS

DELETE COMPONENT
COPY APPLICATION

DELETE APPLICATION

Component Tvpe

+ Owerall
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The Component Information page displays for the selected component.

» Comparnt |aforamation

—
.-'\ctlonse Core
RETURH TO APPLICATION Tt -
Summary [T sEoMelr Page P?lher Sites Brﬂ(ev RER Budget . IztaaR . Re;farl:h
= upplement oject 'erson ubawan [an
MANAGE ACCESS Information Profile Budget

ADD OFTIOMNAL FORM

RN & Component Information

DISPLAY COMPONENT STATUS

949-Core
CHANGE COMPONENT ORDER
Sample Short Hame  [Update Short Hame|

PREVIEW CURRENT COMPOMNENT
Core

VALIDATE COMPONENT Pride & Prejudice and the Human Psyche

VIEW STATUS HISTORY Leadis) AUSTEN, JANE

UPDATE COMPOMENT STATUS Sample Organization

tus Date 2013-03-29 09:39:17.000 AM EDT
DELETE COMPONENT

COPY APPLICATION

DELETE APPLICATION 5| Application Information

Ty

Opportunity Mumber: ~0i)-
Component Type BA-00-000
Project Title Crime & Punishment and the Effects on Mental
Health
+ COverall

DOSTOEVEKY, FYODOR

UNIVERSITY

atus Date 2012-11-05 03:14:53.000 PM. EST

5. Select the tab for the appropriate form.

6. Select the Edit button at the top of the form to open the fields for editing. Select-
ing this button reserves the form, enables it for editing, and prevents others from
editing it simultaneously.

7. For forms with grouped sections, all editable data fields are expanded by default as
shown by the selected Expand All checkbox. Unselect the checkbox to collapse the

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

8. Complete the forms as necessary, paying attention to the validation warnings.
These validations exist to ensure that the proper and required information is

entered correctly. Refer to the help topic titled Form and Field Level Validations for

more information.

For assistance with the information required on this form, please refer to the appro-
priate Application Guide.

https://grants.nih.gov/grants/how-to-apply-application-guide.html|

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

9. Select one of the save options at the bottom of the form to save the data:
a. To save the information and keep the form open for further editing, select
the Save and Keep Lock button.
b. To save the information and close the form, select the Save and Release
Lock button
c. For multi-page forms only: To save the data on the current page of the form
and to display a new page for entry, select the Save and Add button. The

Save and Add button is not available on all forms.

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

10. Navigate to the other forms by selecting the corresponding tabs.
11. When unsaved data exists: When navigating from tab to tab without saving the

data, a warning message displays as follows:
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Exiting without saving will result in losing the data entered. Do you wish to save
before exiting?

Return to the form to save the data.

-OR-

Continue to next form without saving.

For security reasons, ASSIST employs a session time-out feature which logs you out of
ASSIST when the system determines that there has been no activity for a specific amount
of time. Before doing so, ASSIST displays a warning message indicating the remaining
amount of time until the automatic logout occurs. To prevent the automatic time-out,
select the Continue Working button from the warning screen.

Delete a Component

IMPORTANT: This topic is applicable only to multi-project applications.

If you are the Signing Official, Administrative Official, or the Pl of the lead organization -
and/or- you have Entire Application Editor privilege, you have access to the Delete Com-
ponent feature in ASSIST. The Delete Component features allows you to permanently
delete individual components of any status from the application.

IMPORTANT: Deleting components is a permanent action. Once deleted, a component
cannot be accessed, retrieved, or viewed. There is no way to recover the component.

NOTE: ASSIST also has a Delete Application feature for deleting an entire application.
Individual components do not need to be deleted first when deleting the entire applic-
ation. Refer to the topic titled Delete the Application for steps on deleting entire applic-
ations.

To delete a component:
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1. Open the Summary tab of the component you wish to delete.

2. From the Actions panel, select the Delete Component button.

Actions

RETURN TO APPLICATION
MANAGE ACCESS

ADD OPTIOHAL FORM

ADD NEW COMPONENT
DISPLAY COMPONENT STATUS
CHAMGE COMPOMENT ORDER

PREVIEW CURRENT COMPONENT
VALIDATE COMPONENT
VIEW STATUS HISTORY

UPDATE COMPONENT STATUS

C DELETE COMPONENT )

COPY APPLICATION

DELETE APPLICATION

Component Type

+ Overall

Horne ? Gearch for Anplication P Anphication Search Rty

» Application Infarmation » Comporent Information

Core
Bl RaR Cover || Cover Page Other Sites SriKey | RER Budget RER Research
Supplement Project Person Subaward Plan
Information Profile Budget
& Component Information
Component ldentfier: %49-Core

Component Short Hame:
Component Typea:
Component Tithe:
Component Project Leadis):
Organization:

Status:

Status Date:

b | Application Information
Application ID:
Opportunity Numbser

Project Title:

PD/PI Hame:
Organization:

Stabu:

Sample Short Name  [Update Short Name)
Core

Pride & Prejudice and the Human Psyche
ALSTEN, JANE

Sample Organization

NWork in Progress

2013-03-29 09:39:17.000 AM EOT

759
PA-00-000

Crime & Punishment and the Effects on Mental
Health

DOSTOEVSKY, FYODOR

UNIVERSITY

rogress

2012-11-05 03:14:53.000 PM EST

A confirmation message displays as follows: You are about to delete this com-

ponent. Once this component has been deleted you will no longer be able to

retrieve or view it. Do you wish to continue with the delete?
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3. Select the appropriate action:

You may cancel the action at this point by selecting the Go Back button. If
you choose Go Back, the delete process ends, you return to the summary tab
from which you began, and the following steps are no longer applicable.

—OR-
To continue with the deletion, select the Continue button.

Upon continuing, a second confirmation displays as follows: Selecting Continue will
remove this component permanently from the application.

[hovee %]

4. This warning provides a final means of aborting the deletion. Carefully select the

appropriate action:

To stop the deletion process, select the Go Back button. If you choose Go
Back, the delete process ends, you return to the summary tab from which
you began, and the following steps are no longer applicable.

—OR-
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To confirm the action and permanently delete the component from the
application, select the Continue button. Remember that this action is
irreversible. Once the component is deleted, you cannot retrieve it.

NOTE: You cannot delete a component if one or more of its forms are locked by yourself
or another ASSIST user. If a form is locked, you will see the following error on your screen
after continuing from the second confirmation screen:

The component cannot be deleted as the following form(s) are currently locked by <User
ID> in: <application ID>: <locked form>

The Application Information screen displays with the message Component successfully
deleted. You will also notice that the component has been removed from the left-side
panel of Component Types.

Appiication Information

sctions @ Application Information @

MAMAGE ACCESS Tip: Some actions (e.g., Preview Application and Validate Application) are only available f
ATHE

ADD HEW COMPOMENT —— —
Component Successfully deleted
DISPLAY COMPONENT STATUS ( CmpnnEnE ey B D

CHANGE COMPONENT DRDER

PREVIEW APPLICATION
YALIDATE APPLICATION ) Appl]cauon Informatmn
VIEW STATUS HISTORY

UPDATE SUBMISSION STATUS Agplication | t Crime & Punishment and the Effects on Mental
Health

DOSTOEVSKY, FYODOR

COPY APPLICATION UNIVERSITY

When a component is deleted from an application, the Application Status History reflects
this action. The Status in the history show as Abandoned. The Status Comment will indic-
ate that the component was deleted by displaying the following Component ID: <ID
number> Deleted, along with the name of the ASSIST user who performed the deletion.
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stion = View Application Status History

Home » Search for ications » Application Search Results » AppBeation Informa
j=——=
Actions @ Application Status History @
RETURN TO APPLICATION INFO
1-3of 3 records, Page 1 of 1
MANAGE ACCESS Status Date - Status & Status Comment = Status Types Update User &
DISPLAY COMPONENT STATUS 2014-07-01 12:5%:20PM  All Components Final ASSIST JOYCE, JAMES
JON4-07-06 (5-14-57 DAL Work in Proeysss ASSIST JOYCE, JAMES
( VIEW STATUS HISTORY ) 2014-07-0F 12:00:57 PM Abandoned Camponent ld : 949 Componenty JOYCE, JAMES
Deleted
ADD HEW COMPOMENT
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Forms Data Entry

The forms of an application can be edited when the status of the application (or of a
multi-project component) is Work in Progress. This topic lists the basic steps for nav-
igating and enabling forms for editing. Before starting to enter data on a form, be pre-

pared to enter data marked with an asterisk (*) as these data elements are required to
save the form.

For field-level instructions on each question, see the application form instructions in
HTML or PDF format at: https://grants.nih.gov/grants/how-to-apply-application-
quide.html.

To edit application forms:

1. Select the Return to Application button on the Actions panel to return to the
Application Information page.

2. If you are working on a single-project application, refer to Step 3. For multi-project

applications:

a. From the Application Information screen expand and select the appropriate
component from the Component Type section. After being selected, the com-
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ponent will display on the Component Information screen.

7]

Actions

RETURN TO APPLICATION
MAMAGE ACCESS
ADD OFTIOMAL FORM
ADD HEW COMPONENT
DIEPLAY COMPOMENT STATUS
CHANGE COMPOMENT ORDER
PREVIEW CLRRENT COMPOMENT
VALIDATE COMPOMENT
VIEW STATUS HISTORY

UPDATE COMPONENT STATUS

DELETE COMPOMNENT
COFY APPLICATION

DELETE APPLICATION

e =\
Component Tvpe
=+ Owerall
=+ Admin-Core
+ Ressarch-Core _/.

3. Select the tab for the appropriate form.

R&R Cowver || Cover Page
Supplement

Other Sites Srikey
Project Persan
Information Profile

Research
Plan

Figure 4: Tabs for Each Form of a Component

4. Select the Edit button at the top of the form to open the fields for editing. Select-

ing this button reserves the form, enables it for editing, and prevents others from

editing it simultaneously.
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5. For forms with grouped sections, all editable data fields are expanded by default,
as shown by the selected Expand All check box. Unselect the check box to collapse

the fields on the form.

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

6. Complete the forms as necessary, paying attention to the validation warnings.
These validations exist to ensure that the proper and required information is
entered correctly. Refer to the help topic titled Form and Field Level Validations for
more information.

For assistance with the information required on this form, please refer to the appro-
priate Application Guide.

https://grants.nih.gov/grants/how-to-apply-application-guide.html

7. Select one of the save options at the bottom of the form to save the data:
a. To save the information and keep the form open for further editing, select
the Save and Keep Lock button.
b. To save the information and close the form, select the Save and Release
Lock button.
c. For multi-page forms only: To save the data on the current page of the form
and to display a new page for entry, select the Save and Add button. The

Save and Add button is not available on all forms.

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

8. Navigate to and complete the other forms by selecting the corresponding tabs and
following the same steps.
9. When unsaved data exists: When navigating from tab to tab without saving the

data, a warning message displays as follows:
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Exiting without saving will result in losing the data entered. Do you wish to save
before exiting?

Return to the form to save the data.
a. Select the Go Back button to return to the unsaved form.
b. Select the button for a save option at the bottom of the form.

c. Navigate to the next form again.
-OR-

Continue to next form without saving.
a. Select the Continue button to move to the selected form without saving the
changes entered onto the current form.
b. Complete the new form as appropriate.

c. Repeat steps for navigating to other forms.

For security reasons, ASSIST employs a session time-out feature which logs you out of
ASSIST when the system determines that there has been no activity for a specific amount
of time. Before doing so, ASSIST displays a warning message indicating the remaining
amount of time until the automatic logout occurs. To prevent the automatic time-out,
select the Continue Working button from the warning screen.

Human Subjects & Clinical Trials Information Form

Research & Related Other Project Information

For assistance with the information required on this form, please refer to the appropriate
application guide on the How to Apply page.

NOTE: The forms in these topics reflect FORMS-I, which must be used for applications
with due dates on or after January 25, 2025 (see guide notice NOT-OD-24-086. Also see
the annotated form set and summary of changes for Forms-I.) For due dates on or before
January 24, 2025, use FORMS-H.
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Steps for Filling out the Form

This page walks you through the PHS Human Subjects and Clinical Trials Information
form, which consolidates human subjects, inclusion enrollment, and clinical trial inform-
ation previously collected across multiple agency forms.

The human subjects section of the Research & Related Other Product Information form
will need to be completed before opening the Human Subjects and Clinical Trials form.
The first few answers in the R&R Other Product Information form will populate the first
three questions in the Human Subjects and Clinical Trials Information form.
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Application Information @

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

Summary  RBR Cover  Cover Page P?:]‘::t Sites SriKey Training Training Training Human Azzignment
Supplement Person Budget Subaward  Program Plan  Subjects and Request
Information Profile Budget Clinical Trials Form

Research & Related Other Project Information
R&R OtherProjectinfo v1.4 @

“ * Required fleld(s)
K.' Are Human Subjects Involved o Yes O No \

1.a i YES to Human Subjects

I5 the project exempt from Federal regulations? o Ye: o Noe
If yes, check the appropriate exemption number. O+ Oz O O« Os O« Or Os
If no, is the IRB review Pending? o Yes © Mo

IRB Approval Date
Human Subjects Assurance Number
2. * Are Vertebrate Animals Used? o Yes O Me

2.2 If YES to Vertebrate Animals
ks the |ACUC review Pending? O Yes O No

LACUC Approval Date

Animal Welfare Assurance Humber

&
4.a, * Do#s this project have an actual or potential impact - o Yes © Me
positive or negative - on the environment?

s proprietary/privileged information included in the O Yes O No
pplication?

4.b. i yes, please explain:
4.c. If this project has an actual or potential impact on o Yes o No
the environment, has an exemption been
authorized or an environmental assessment (EA)
orf environmental impact statement (EIS) been
performed?

4.d. i yes, please explain:

5. * Is the research performance site designated, or o Yes © Mo
eligible to be designated, as a historic place?
5.2, If yes, please explain:

6. * Deas this project invelve activities outside of the o Yes © Ne
United States or partnerships with international
collaborators?

6.a. If yes, identify countries:

6.b. Optional Explanation:

7. * Project View Attachment
Summary/Abstract

B. * Project Harrative View Attachment

9. Bibliography & View Attachment

References Cited
10. Facilities & Other View Attachment
Resources
11, Equipment View Attachment

12, Other Attachments

Attachment File Hame View Attachment

Mathing found te display.

The top of the Human Subjects & Clinical Trials form has a reminder to complete the
R&R Other Project Information form first.
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Application Information @

Summary = RER Cover  Cover Page Other Sites SeikKey Training Training Training m""""‘md Assignment
Supplement |  Project Person Budget Subaward  Program Pian [ ety Request
Information Profile Budpet E Form

PHS Human Subjects and Clinical Trials Information
PHS Human Subjects and Clinical Trials Information v3.0 @

Edit Wiew Burden Statement

Use of Human Specimens and/or Data

* Does any of the proposed research in the application involve human specimens and/or O ¥es O No
data?

Provide an explanation for any use of human specimens and/or data not considered to
be human subjects research.

EUSENEPTIE  Delete Attachment  View Attachment

Please complete the human subjects section of the Research & Related Other Project Information form prior to completing this fomm.

The following itenns are taken from the Research & Relabed Other Project Information form and displayed here for your reference. Any changes to these Tields must be made on
the Research & Related Other Project Information form and may invpact the data items you are required to complete an this form.

Are Human Subjects Involved? Yes He
ls the Project Exempt from Federal regulations? Yo Mo
Exemption number: 1 2 3 4 5 ] 7 ]

The Summary page will be the first page of the Human Subjects and Clinical Trials form.
This is where you will see the pre-populated answers from the R&R Other Project Inform-
ation form regarding Human Subjects. Those pre-populated answers will determine the
content and mandatory actions in the next section of the form.

The first question asks if the proposed research involves human specimens and/or data.
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Application Information @

Summary ~ RERCover  Cover Page Other Sites SriKey

Training Training Training s.bm.nd Assignment
Supplement Praject Person Budget Subaward  Program Plan {.Hri’:l.frrh& Ragquest
Infermation Profile Budget Form

PHS Human Subjects and Clinical Trials Information

PHS Human Subjects and Clinical Trials Information v3.0 @

Edit View Burden Statement

Use of Human Specimens and/or Data

* Does any of the propesed research in the application involve human specimens and/or

O Yes O Mo
data?

Provide an explanation for any use of human specimens and'or data not considered to
be human subjects research.

Add Attachment Delete Attachment  View Attachment

Please complete the human subjects section of the Research & Related Other Project Information form prior to completing this form.

The following items are taken from the Research & Related Other Project Information form and displayed here for your reference. Any changes to these fields must be made on
the Research & Related Other Project Information form and may impact the data items you are required to complete on this form.

Are Human Subjects Involved?

Yes Ho
Is the Project Exempt from Federal regulations? Yes Ho
Exemptien number: 1 2 3 4 -] L] 7 g

« If human subjects are involved, select the Yes radio button and add a Study Record

or Delayed Onset Study for each proposed Human Subjects study and any Other
Requested Information indicated in the NOFO.
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Application Information @

Summary  RBR Cover  Cover Page Other Sites Seikey Training Training Training "“""""M Assignment
Supplement  Project Person Budget Subaward  Program Flan 5“'"5":“ "} Trhl:. Request
Information Profile Budget Form

PHS Human Subjects and Clinical Trials Information
PHS Human Subjects and Clinical Trials Information v3.0 @

Edit

Use of Human Specimens and/or Data
* Does any of the proposed research in the application involve human specimens and/or BY@& C Ha

data?

Provide an explanation for any use of human specimens and/or data not considered to
be human subjects research.

Delete Attachment  Wiew Attachment

Please complete the human subjects section of the Research & Related Other Project Information form prior to completing this form,

the Research & Related Other Project Information form and may impact the data items you are required to complete on this form.

Are Human Subjects Involved? Yes Ne: I

Iz the Project Exempt from Federal regulations? ACH Mo
Exemption number: 1 i 3 4 B 6 7 8
If Yes to Human Subjects
ayed Onset Study’ as appropriate. Delayed onset stu

Add a record for each proposed Human Subject Study b selecting®Add Hew Study’ or 'Add Hew

> well-defined plan for human n, per agency polici

he time of submissic Studies, For delayed onsel studie

on Delayed Onset

nission of huhan subjects study information.

provide the study name and a justification for

Other Requested Information

Delete Attachment  View Attachment

Study Record(s)

Attach human subject, filenames.

Upload Study

udy records using uniqy

Add Hew Study

Mothing found to display.

e e [ e e ot e v e

The fallowing items are taken from the Research & Related Other Project Information form and displayed here for your reference. Any changes to these fields must be made on

es are those for which

Entry # Study Title Clinical Trial? Action
Hothing found to display.
Delayed Onszet Study(ies
Add New Delayed Onsat Study
Delete
Anticipated Clinical on  Add/Update View
Entry # Study Title Trial? Justification Save Attachment Attachment

o will

» An additional functionality available in ASSIST is to download a study to your local
environment to provide to other collaborators to complete and then the com-
pleted study can be uploaded. The buttons for these functions are to the right of

the Add New Study button.
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» For Other Requested Information follow instructions in the Notice of Funding
Opportunity (NOFO) regarding the inclusion of other information or attachments.
Additionally, for multi-core applications that share studies, use this area in the
affected cores to reference the study in the Overall core.

IMPORTANT: Studies must only be added once for each application regardless of
how many times they are used by other cores.

NOTE: With regard to Project Exemptions from Federal regulations, those applic-
able to NIH are 1, 2, and 4. See this NIH infographic for more detail. A summary is

listed below.

* Exemption 1 - research conducted in an educational setting involving normal
educational practices.

* Exemption 2 - research using educational tests, surveys, interviews, or obser-
vations of public behavior unless identifiable and pose risks. (not collecting sens-
itive information). See the infographic for limits on involving children.

* Exemption 4 - secondary research using identifiable information or bio-
specimens if publicly available, or recorded such that subjects cannot be re-iden-
tified.

» Add one or more Study Records or Delayed Onset Studies. All study titles must be
unique to your organization. For multi-component applications with shared pro-
tocols, the study should be included in the Overall and the study referred to using
this box.

NOTE: A Delayed Onset Study, marked as an anticipated clinical trial, can fulfill
NOFO requirements

TIP: You will not be able to add a regular or delayed study if you answered "No" to
the human subjects question in the R&R Other Project Information form.

 For Delayed Onset Studies, provide a Justification regarding the reasons why the
study cannot be described at the time of submission.

TIP: For Delayed Onset Studies, multiple studies may be grouped in a single record.
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IMPORTANT: If you change your answer to the "Are Human Subjects Involved" question
on the R&R Other Project Information Form after you have started entering information
into the PHS Human Subjects and Clinical Trials Information form, your data in the PHS
Human Subjects and Clinical Trials Information form may be lost. A warning pop-up will
display:

. !": Changing your response to the "Human Subject

Involved” question on the Research and
Related Other Project Infermation form from "Ves" teo
Mo" removes any Human Subject Study records and
Inclusion Enrollment Reports entered on the PHS
Human Subjects and Clinical Trials Information form
Are you sure you want to make this change?

Study Record

The Study Record consists of five sections:

» Section 1 - Basic Information: Title, exemptions, and Clinical Trial information

» Section 2 - Study Population Characteristics: Focus, Demographics, IERs, etc.

» Section 3 - Protection and Monitoring Plans: Information regarding PHS issues,
data and safety monitoring, and team structure.

» Section 4 - Protocol Synopsis: Study design, purpose, interventions, metric para-
meters, etc.

» Section 5 - Other Clinical Trial-related Attachments: Area used for any addi-
tional attachments that do not fit the other sections.

e Section 6 - Clinical Milestone Plan: Used to record milestone dates and whether
study is an applicable clinical trial under FDAAA.

The bottom of the Study Record includes five buttons:

Forms Data Entry 135 February 7, 2025



Application Submission System & Interface for Submission Tracking (ASSIST) User Guide

» Save and Keep Lock. Save your changes and keep the form locked from further
changes

» Save and Release Lock. Save your changes and release the form to be edited by
others

e Save and Add.

» Cancel and Release Lock. Cancel any changes made and release the form to be
edited by others.

» Remove Study. Removes the current study and saves the deletion.

Save and Keep Lock Save and Release Lock Save and Add Cancel and Release Lock Remaowve Study

Study Record - Section 1 Basic Information

Section T includes basic information and must be completed for all human study records,
both those with or without clinical trials.

PHS Human Subjects and Clinical Trials Information - Study Record 1
PHS Human Subjects and Clinical Trials Information v1.0 @

Edit
SECTION 1 - BASIC INFORMATION -
* 1.1. Study Title (each study title must TEST for Documentation 1
be unique)
*1.2. Is this Study Exempt from Federal ) Yes (@ No
Regulations?
1.3. Exemption Number O10dz2z0z2040550600718

* 1.4, Clinical Trial Questionnaire

If the answers to all four questions below are yes, this study meets the definition of a Clinical Trial.

1.4.a. Does the study involve human participants? ® Yes ()Mo

1.4.b. Are the participants prospectively assigned to an ® Yes ()Mo
intervention?

1.4.c. Is the study designed to evaluate the effect of ® Yes ()Mo

the intervention on the participants?

1.4.d. Is the effect that will be evaluated a health- ® Yes O No
related biomedical or behavioral outcome?

1.5. Provide the ClinicalTrials.gowv |dentifier (e.g., NCTB7654321) for this trial, if applicable

Click the Populate button to retrieve data from ClinicalTrials.gov registration once ldentifier is entered.

Populate

This section includes:
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A Study Title up to 600 characters, which must be unique within your organ-
ization.

o Exemption question. This is a required question and is system enforced.

» Exemption code information. Where the exemption code information provided on
the Other Project Information form was for the application as a whole, this field asks
about exemption code information at the study level.

* A clinical trial questionnaire. If you answered Yes to Are Human Subjects Involved?
question on the Other Project Information form, then question 1.4.a Does the
study involve human participants? defaults to Yes and is non-editable. If you
answer Yes to all four questions, the study will be considered a clinical trial and sec-
tion 5 appears on the form, requiring you to provide trial-specific data. Refer to
more comprehensive instructions in the How to Apply guides located here; https://-
grants.nih.gov/grants/how-to-apply-application-quide.html.

» ACClinicalTrials.gov Identifier (NCT number) if available. To populate information
from a trial registered at ClinicalTrials.gov, enter the NCT number in the specified
format and select the Populate button. This feature will do a best effort copy of
form field data as well as attachments. When the copy is done, you should check
the form for completeness.

NOTE: The Human Subjects and Clinical Trials forms in ASSIST and the Clin-
icalTrials.gov forms have many fields in common. Collecting the NCT number in
ASSIST positions us for a future exchange data with ClinicalTrials.gov to reduce
data entry and provide more consistent information between systems.

Study Record - Section 2 Study Population Characteristics

Section 2 is used to capture conditions and eligibility criteria as well as demographic
information.

This section is required for all human subject studies, unless exemption 4 applies.

For Conditions or Focus of Study, use the Add New Condition button in Section 2 to
enter up to 20 conditions or areas of focus, each of which is limited to 255 characters.
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SECTION 2 -

Mothing found to display

Add New Condition

2.2. Eligibility Criteria

Enter up to 15000 characters

2.3. Age Limits

2.3.a. Inclusion of
Individuals Across
the Lifespan

2.4, Inclusion of Women

and Minorities

2.5. Recruitment and
Retention Plan

2.6. Recruitment Status

2.7. Study Timeline
2.8. Enrollment of First
Participant

2.9. Inclusion Enrollment Reports(s)

Enrollment Location
Entry # Type

Mothing found to display.

STUDY POPULATION CHARACTERISTICS

2.1. Conditions or Focus of Study

Minimum Age N

Add Attachment

Add Attachment

v

Add Attachment

Add Attachment

Maximum Ape

Delete Attachment

Delete Attachment

Delete Attachment

Delete Attachment

| v

Add Mew Inclusion Enrollment Report

Enrollment Location

Action

Characters Remaining: 15000

S

View Attachment

View Attachment

View Attachment

View Attachment

Action

If you view this form in Post Submission, then question 2.8 directs you to answer the
Enrollment of First Participant question in section 6.3, which appears only in Post Sub-

mission.

The last item in this section is for inclusion reporting. When you click the Add New Inclu-
sion Enrollment Report button, the intake form for the inclusion enroliment report
opens. See the IER page for more detail.
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Inclusion Enrollment Report

Standalone PHS Inclusion Enrollment Report forms are no longer used. Instead, data col-
lection for up to 20 Inclusion Enrollment Reports has been folded into each Study Record.

For specific information, please go to How to Apply - Application Guide, then click
Research Instructions, and search the resulting document for "Inclusion Enroliment
Report".

Click on the Add New Inclusion Enrollment Report button in Section 2 of the Study
Record screen to initiate the Inclusion Enrollment Report.
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SECTION 2 - STUDY POPULATION CHARACTERISTICS -

2.1, Conditionz or Focus of Study Action
hothing found to dizplay

ondition

2.1. Eligibility Criteria

Enter up to 18000 characters

Characters Remaining: 15000

2.3, Age Limits Minimum Age w | Maximum Age "

2.3.a. Inclusion of LRSS E LI Delete Attachment  Wiew Attachment
Individuals Across
the Lifespan

2.4. Inclusion of LRSS E LI Delete Attachment  Wiew Attachment
Women and
Minorities

2.5. Recruitment and LGRS E LN Delete Attachment  Wiew Attachment
Retention Plan

2.6. Recruitment !

Status

2.7. S$tudy Timeline LGRS [elete Attachment  Wiew Attachment

2.8, Enrollment of First Participant {(SEE SECTION 6.3)

2.9, Inclusion Enrollment Reports(s)

#dd Mew Inclusion Enrollment Repart

Enrollment Location
Entry # Tupe Enrollment Location Action

! 164588 Domestic

For each Inclusion Enrollment Report, applicants must indicate whether an existing data-
set or resource will be used and whether the enrollment location type is domestic or for-
eign.

There are also a few optional fields in the report, including a text entry Comments field.
The Inclusion Enrollment Report Title field should be unique to help you identify the
report. The human subjects study title appears by default for all existing studies but can
be changed. For new users and those with a work in progress study, the title is blank and
must be filled out.
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Human Subjects Summary = Study Record: 1 = Incluzion Enrollment Reports 2

Inclusion Enrollment Report 2 v2.0 @

Edit
* 1. Inclusion Enrollment Enter up to 600 characters
Report Title
Characters Remaining: &00
* 1. Using an Exdsting O Yes OHo
Dataset or Resource
* 3. Enrollment Location O Domestic O Foreign
Type
4. Enrollment Mone selected =
Countrylies)
5. Enrollment Locationis) Enter up to 255 characters
Characters Remaining: 2540
6. Comments Enter up to 500 characters

Characters Remaining: 00

Planned and Cumulative enrollment data is entered into two separate tables.
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Planned
Ethnic Categories
Mot Hizpanic or Latino Hizpanic ar Latino Total
Racial
Categories Female Male Female Male
Amercan 1]
IndianSAlazka 0 : 0 :
Mative
0
Azian o . o .
Mative i 0 0 0 0
Hawailan or
Other Pacific
lslander
Black or 1]
I 0 I 0
Afrcan
Amercan
0
White . . . .
fhore than 0
I 0 I 0
One Race
Total ] I ] I ]
Cumulative (Actual)
Ethnic Categories
Unknown/Maot Repaorted
Mot Hispanic or Latino Hizpanic ar Latino Ethmicity Total
nlknow Unknoow Unknoow
niMot ndMot niMot
Racial Reporte Reporte Reporte
Categories Female Male d Female fnale d Female Male d
Amercan 1]
IndianSAlazka : 0 : 0 : 0 0 0 0
Mative
0
tizian 0 I 0 I 0 I I I I
Mative 0 0 0 0 0 0 0 0 0 0
Hawailan or
Other Pacific
lslander
dlecl air 0 i 0 i 0 i i i i 0
Afrcan
Amercan
0
White 0 I 0 I 0 I I I I
fhore than a i 0 0 0 0 0 0 0 0
One Race
Urknown ar 1]
0 I 0 I 0 I I I I
Mot Reported
Total a 0 a 0 1] 0 0 0 0 0
Instructions for Participant Level Data Upload @
Participant level data file (CSV):
Dowenload Participant Lewel Data Template Upload Participant Lewel Data attachment
: Lock Save and Add Cancel and Rele Lock Femove Repo
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Editing Cumulative (Actual) Inclusion counts

There are two ways to edit the existing Inclusion Enrollment Report (IER) data for Cumu-
lative (Actual) counts:

1. You can update the cells online in the existing report in the web form.

2. You can upload participant-level data using the Upload Participant Level Data
Attachment button. This is required for some applications (see Notes). Refer to
the Participant Level Data Collection on page 151 topic for more information.

Notes:

 If you plan to upload the data, you must use the provided template by clicking the
Download Participant Level Data Template button. This downloads a CSV file
that can be updated with new totals.

* Individual-level participant data on sex/gender, race, ethnicity and age at enroll-
ment are required in progress reports for competitive applications submitted for
due dates on or after January 25, 2019 (See NIH Guide Notice NOT-OD-18-116).

To use the template:

» Download the spreadsheet template for entering participant-level data by clicking
the Download Participant Level Data Template button below the Cumulative
(Actual) table. Fill the template with data for the study.

° The columns in the template should not be altered; altering the format or
category titles will result in an error during the uploading process.

° Data may be copied/transferred into the template from another source or
entered directly into the template.

» Once the new totals have been entered into the template and the file has been
saved, use the Upload Participant Level Data Attachment button to upload the
file which will update the Cumulative (Actual) counts in the online web form.

Forms Data Entry 143 February 7, 2025


https://grants.nih.gov/grants/guide/notice-files/NOT-OD-18-116.html

Application Submission System & Interface for Submission Tracking (ASSIST) User Guide

Racial
Categories
American

Indian/Alaska
MNative

Asian
Mative
Hawaiian or
Other Pacific
Islander
Black or
African
American

White
More than
One Race

Unknown or
Mot Reported

Total

Cumulative (Actual)

Mot Hispanic or Latino

Female
47

676|

3526

Need Help @

Participant level data file (CSV):

Male
3

510

2663

Unknown
/Mot
Reported

0

Ethnic Categories

Hispanic or Latino

Female

7

15

300

Download Participant Level Data Template

Unknown

/Hot
Male  Reported
6 0
0 0
0 0
20 0
214 0
0 0
0 0
240 0

Unknown/ Mot Reported
Ethnicity
Unknown
/Mot

Female Male  Reported
0 0 0

0 0 0

0 0 0

0 0 0

0 0 0

0 0 0

0 0 0

0 0 0

Upload Participant Level Data Attachment

Download Current Participant Level Data Remove Current Participant Level Data
Save and Keep Lock Save and Release Lock Save and Add Cancel and Release Lock

Total

1221

You can click on the Download Current Participant Level Data button to download
the file containing the data for your own records.
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For Planned counts, the cells must be updated online in the report itself.

Planned

Ethnic Categories
Mot Hispanic or Latino Hispanic or Latino Total
Racial
Categories Female Male Female Male

American
42 31
Indian/Alaska
Mative

b |
(=]
=

0
Asian 0 0 0 0

L 0 0 0 0 0
Hawaiian or
Other Pacific
Islander

Bla-.:kcl-r 676 510 15 10 1211
African

American
White 3526 2663 300 214 0

More than 0
0 0 0 0
One Race

Total 0 0 0 230 230

Study Record - Section 3 Protection and Monitoring Plans

This section includes the Protection of Human Subjects attachment. Before filling the
attachment out, read through the application guide instructions for the Protection of
Human Subjects attachment.

All human subjects studies must provide a Protection of Human Subjects attachment and
answer the question regarding multi-site studies. If applicants propose a multi-site study
that will use the same protocol to conduct non-exempt Human Subject research at more
than one domestic site, they need to attach your plan describing how they will comply
with the NIH policy on the use of single-IRB for multi-site research. Note that the IRB
Plan attachment is not required for Forms F version 2.0 and later.
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SECTION 3 - PROTECTION Ak

. Protection of Human EYLES e ol Delete Attachment  View Attachment

Subjects

3.

one domestic site?
O Yes O Mo O NiA

Single IRE plan Add Attachment  Delete Attachment  View Attachment
attachment

3.3. Data and Safety Lhllisetiond Delete Attachment  View Attachment

Monitoring Plan

3.4. Will a Data and Safety Monitoring Board be O Yes O HNo
appointed for this study?

3.5. Overall Structure of Lhllisetiond Delete Attachment  View Attachment

the Study Team

3.2. Is this a multi-site study that will use the same protocol to conduct non-exempt human subjects research at more than

The remaining fields in this section — the Data and Safety Monitoring Plan attachment,
question about the use of a Data Safety Monitoring Board, and the Overall Structure of
the Study Team attachment — only apply to studies involving clinical trials, though other

studies can include them if needed.

Study Record - Section 4 Protocol Synopsis

Section 4 is the Protocol Synopsis and is only required for study records involving inde-

pendent clinical trials.
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4.1. $tudy Design

+.1.a. Detailed Enter up to 32000 Characters
Description
Characters Remaining: 32000
4.1.b. "
Primary
Purpose

4.1.c. Interventions
Interwention
Type [arme Description Action
Mothing found to display

4.1.d. S$tudy Phase v

Is this an HIH-defined Phase Il clinical trial? o Yes @ Ho

4.1.e. Intervention v
Model
4.1.F. Masking O ves OHo
Participant Care Provider Investigator Outcomes Assessor
4.1.g. Allocation v

4.2. Outcome Measures

Type Mame Time Frame Erief Description action
Mothing found to display

Delete attachment VWiew attachment

4.3. Statistical Design |:|

and Power

4.4, Subject
Participation
Duration

4.5. Will the study use an FDA- O ves OHo
regulated intervention?

4.5.a. If yes, describe the availability of Investigational Product {IP} and Investigational Hew Drug
{IHD}Anvestigational Device Exemption {IDE) status

|:| #dd ttachment  Delete Attachment  iew dttachment

4.5, Is this an applicable clinical trial under FDAAA? (SEE SECTIOH &.5)

4.7. Dissemination |:| T il Delete attachment  iew dttachment

Plan

SECTION 4 - PROTOCOL SYMOPSIS -
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The protocol synopsis includes:

o Study Design fields related to:

» A Narrative Study Description, up to 32,000 characters

e Adrop-down selection for Primary Purpose

e The type, name and description for up to 20 Interventions

» A drop-down selection for Study Phase and radio buttons to identify NIH-
Defined Phase Il clinical trials

» A drop-down selection for Intervention Model

» Check boxes for Masking Information. If "Yes" is selected, at least one of the
related boxes must be checked.

e Adrop-down selection for Allocation

» The ability to provide the name, type, time frame and description for at least one,
but up to 50 Outcome Measures. Character limits for the Name and Time Frame
are 255 characters and the limit for the Brief Description is 999 characters.

» A Statistical Design and Power attachment.

» A Subject Participation Duration attachment with a 255 character limit.

» Question 4.6, Is this an applicable clinical trial under FDAAA, is new. If in pre-sub-
mission, enter the answer to this question in Section 4. If in post-submission, enter
this question in section 6.6. FDAAA refers to the Food and Drug Administration
Amendments Act (FDAAA) of 2007. To learn more, see the Identifying an Applic-
able Clinical Trial under FDAAA flowchart.

» A Dissemination Plan attachment used to describe an applicant’s plan for the dis-

semination of NIH-funded clinical trial information and how they plan to meet the
expectations of NIH's new policies including the requirement to register and report
results in ClinicalTrials.gov. Usually, one plan per application is sufficient and the
plan may be attached in multiple studies.

The Description, Study Design, and Outcome Measures fields all directly map to fields in
ClinicalTrials.gov.

Study Record - Section 5 Other Clinical Trial-Related Attachments

The final section, Section 5, is for Other Clinical Trial-related Attachments. |t appears
only for clinical trial study records and only when an attachment is specifically requested
in the Notice of Funding Opportunity (NOFO) to which you are applying. If the answers
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to questions 1.4.a through 1.4.d are all Yes, then section 5 appears, as those questions

indicate a clinical trial.

If attachments are required, follow the directions in the NOFO and/or contact the indic-

ated program staff listed in the NOFO for further guidance.

SECTION 5 - OTHER CLINICAL TRIAL-RELATED ATTACHMENTS
5.1. Other Clinical Trial-related Add Attachment
Attachments

Delete on Update View

Appendix File Hame Save Attachment Attachment

Mothing found to display.

Save and Keep Lock Save and Release Lock Save and Add Cancel and Release Lock

Study Record - Section 6 Clinical Milestone Plan

Section 6 appears only in post-submission in the form HSCT Post Submission to record

key milestone dates. .
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HSCT Post
Submission

Summary

6.1. Study Primary
Completion Date

&.2. $tudy Final
Completion Date

6.3, Enroliment and randomization
Enrolinent
of the first
participant
{Study Start
Date)

25% of
planned
enrollment
recruited
by

50% of
planned
enrollment
recruited
by

75% of
pPlarnmed
enrollment
recruited
by

100% of
planned
enrollment
recruited
by

&.4. Completion of
primary
endpoint data
analyses

4.5. Reporting of
results in
ClinicalTrials.gov

6.6. Is this an applicable
clinical trial under FDAAA?

SECTIOM 6 - Clinical Trial Milestone Plan

O vYes OHo

I

O Anticipated O Actual

O Anticipated O Actual

O Anticipated O Actual

(0 Anticipated O Actual

O Anticipated O Actual

O Anticipated O Actual

O Anticipated O Actual

O Anticipated O Actual

O Anticipated O Actual

In question 6.6, FDAAA refers to the Food and Drug Administration Amendments Act
(FDAAA) of 2007. To learn more, see the Identifying an Applicable Clinical Trial under

FDAA flowchart.
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Participant Level Data Collection

Participant Level Data rules (including Age):

Participant level data collection will include one or more entries with five fields: Race, Eth-
nicity, Sex, Age, and Age Unit. Data can be uploaded as a CSV file through ASSIST UI, or
submitted as XML through S2S.

Race, Ethnicity, Sex must contain valid values per OMB standards (consistent with Grant-
s.gov form). For S2S these should be enforced in the XML schema. - (DAT attached)

Race values are:
* American Indian
e Asian
e Hawaiian
» Black
» White
» More than one race
e Unknown
Ethnic values are:
» Not Hispanic or Latino
» Hispanic or Latino
e Unknown
Sex values are:
» Male
* Female
e Unknown

Age must be a whole number between 0 and 9999 (four digits).
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NOTE: If the Age Units are any value other than Ninety Plus or Unknown, an Age number
is required. If Ninety Plus or Unknown is specified as the Age Unit, the Age number must
be blank.

Age Unit values are:

* Minutes

e Hours

e Days

» Weeks

* Months

e Years

e Ninety Plus

e Unknown

Export and Upload Data to ClinicalTrials.gov

Once clinical trial data has been entered, ASSIST provides options to export the data
and/or to upload it to the ClinicalTrials.gov site. Clink a link below for further information
and instructions.

» Refer to Export Human Subjects Data to an XML File on page 155 to your local drive
» Refer to Upload an XML File to ClinicalTrials.gov on page 156 from your local drive

» Refer to Upload Human Subjects Data Directly to ClinicalTrials.gov on page 152
(without having to export an XML file)

Upload Human Subjects Data Directly to ClinicalTrials.gov

NIH applicants/awardees can upload study record data available in the Human Subjects
System (HSS) directly to ClinicalTrials.gov, thereby avoiding the need to re-key those clin-
ical study fields at that site.
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NOTE: In order to upload study data to ClinicalTrials.gov, the study's sponsoring organ-

ization must first have a Protocol Registration and Results System (PRS) account. If neces-
sary, follow the steps to apply for a PRS account.

1. Log in to eRA Commons and identify the application/award containing the study

record, and then click the Human Subjects link to go to ASSIST.

Figure 5: Application Information, HSCT Post Submission screen

NOTE: The Export XML appears only for study records that propose a clinical trial where

the user has entered "yes" responses to questions 1.4a through 1.4d on the Study
Record.

2. Click the Export XML button. The CT Gov Export Info window displays.

The Upload checkbex only appears for
a chnicaltial with an assigned Study ID

Figure 6: CT Gov Export Info window

IMPORTANT: The Upload check box only appears for clinical trial study records that

have a study ID, but that do not have an NCT# (the ClinicalTrials.gov identifier), and that
have not been uploaded previously to ClinicalTrials.gov.

3. Check the Upload directly to ClinicalTrials.gov box. Additional upload fields are

displayed and the Export button changes to the Upload to ClinicalTrials.gov
button.
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Upsoad o ChrsicalTrisks. gov

Figure 7: CT Gov Export Info window with Upload box checked

NOTE: The Organization Name is the one-word name assigned when your Protocol
Registration and Results System (PRS) account was created. The Unique Protocol ID is a
unique identifier up to 30 characters that you chose.

4. Enter the username and password for PRS, and then click the Upload to Clin-
icalTrials.gov button. Note that ClinicalTrials.gov requires additional information
to register a trial. This information, as well as any edits must be done in the PRS
system.

If your upload was successful, the following message displays:

You have successfully uploaded your protocol <protocol ID>. To complete
the registration of your clinical trial, you must log into the Protocol Regis-
tration and Results System (PRS) at ClinicalTrials.gov (https://re-
gister.clinicaltrials.gov/) and complete the required information.

If your upload was unsuccessful, the following message displays:

The ClinicalTrials.gov upload capability for this study is disabled because an
NCT number is already associated with the study record or the study record
has already been uploaded to ClinicalTrials.gov. If you need to update the
ClinicalTrials.gov information for this study, you need to login into the Pro-
tocol Registration and Results System (PRS) at ClinicalTrials.gov.

Check Uploaded Data on ClinicalTrials.gov

1. Log into ClinicalTrials.gov PRS with your assigned Organization, Username, and

Password. The Protocol Registration and Results System page displays.
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Figure 8: ClinicalTrials.gov PRS Login page

2. Review the uploaded data and add or modify as necessary.

TIP: For detailed instructions on how to view and modify clinical data on Clin-
icalTrials.gov, refer to the PRS help system's page on Modifying a Record in PRS.

Export Human Subjects Data to an XML File

Use this process to create an XML file on your local disk that contains a copy of the
study's Human Subjects Study (HSS) data.

NOTE: If you are the ClinicalTrials.gov "responsible party" user, you have the option to
upload your study's HSS data directly, without having to create an XML file yourself. To
do so, follow the instructions at Upload XML Data to ClinicalTrials.gov. Note that the PRS
account is granted to an organization by ClinicalTrials.gov. Each organization decides
who can use the account to upload studies to CTG. Thus, the “responsible party” could
be the signing official or some other official from the organization. If necessary, apply for
a PRS account and then proceed with the steps below.

TIP: If you are the ClinicalTrials.gov "responsible party" user, you have the option to
upload your study's HSS data directly, without having to create an XML file yourself. To
do so, follow the instructions at Upload Study Data Directly to ClinicalTrials.gov.

1. Log in to eRA Commons and identify the application/award containing the study

record. Click the Human Subjects link to go to ASSIST.
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Figure 9: Application Information, HSCT Post Submission tab

2. Click the Export XML button to display the CT Gov Export Info window.

NOTE: The Export XML button is displayed only for Clinical Trial Studies, which are
studies that have "yes" responses to all four of questions 1.4a through 1.4d on the
Study Record.

Figure 10: CT GOV Export Info window

NOTE: The Organization Name is the one-word name assigned when your Pro-
tocol Registration and Results System (PRS) account was created. The Unique Pro-
tocol Identification Number can be any unique identifier that you chose up to 30
characters in length.

3. Complete the Organization Name and the Unique Protocol ID Number fields, and

then click the Export button. (Leave the Upload check box blank)

The XML file is saved to your computer's default download folder.

Upload an XML File to ClinicalTrials.gov

A signing official (SO) can use an XML file with Human Subjects Study (HSS) data to pop-
ulate corresponding data fields at ClinicalTrials.gov. (Refer to Export Human Subjects
Data to XML for instructions on creating the XML file.) Once you have the XML file, follow
the steps below to upload its data to ClinicalTrial.gov.
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TIP: Signing officials also have the option to use a simplified upload process that
uploads HSS data directly to ClinicalTrials.gov without having to create a separate XML

file. To use this simplified method, follow the instructions at Upload Human Subjects
Data Directly to ClinicalTrials.gov.

NOTE: In order to perform an upload to ClinicalTrials.gov, the sponsoring organization
must have a PRS account. If necessary, follow the steps to apply for a PRS account. Once

this account exists, follow the steps below upload the data in the XML file to Clin-
icalTrials.gov.

For more detailed instructions on how to upload data to ClinicalTrials.gov, refer to the
PRS User Guide.

1. Log into ClinicalTrials.gov PRS with your assigned Organization, Username, and

Password. The Protocol Registration and Results System page displays.

ClinicalTrials,gov PRS

Frorocol Begistrarion awl Kealns Syiem

Payymernd

Figure 11: ClinicalTrials.gov PRS Login page

2. Click on Records and select Upload Record XML from drop-down list. The Upload
XML screen displays.
3. Click the Upload button.

If your upload was successful, the following message displays:

You have successfully uploaded your protocol <protocol ID> to Clin-
icalTrials.gov. To complete the registration of your clinical trial, you must log
into the Protocol Registration and Results System (PRS) at ClinicalTrials.gov
(https://register.clinicaltrials.gov/)
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If your upload was unsuccessful, the following message displays:

The ClinicalTrials.gov upload capability for this study is disabled because an
NCT number is already associated with the study record or the study record
has already been uploaded to ClinicalTrials.gov. If you need to update the
ClinicalTrials.gov information for this study, you need to login into the Pro-
tocol Registration and Results System (PRS) at ClinicalTrials.gov.

NOTE: This process populates data fields at ClinicalTrials.gov that correspond with data
fields in HSS. Since the data imported from the NIH HSS is only a subset of the inform-
ation required by ClinicalTrials.gov, you will see warnings that PRS requires additional
information.

Non-Research Forms

Applications for non-research funding opportunities may require additional forms or the
existing forms may be used differently. This section details the forms and processes used
for each in conjunction with non-research applications.

SF424 (Application for Federal Assistance)

This form must be completed by applicants for all non-research grants.

This is part of the application package and is accessed from the NOFO.

SF424-A (Budget Information — Non-Construction Programs)

This form is designed so that an application can be made for funds from one or more
grant programs. Fill out Sections B, C, and E of the SF-424A. It is highly recommended
that you use the sample budget format in Appendix J. This will expedite review of
your application.

In preparing the budget, adhere to any existing federal grantor agency guidelines which
prescribe how and whether budgeted amounts should be separately shown for different
functions or activities within the program.
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Instructions for the form are found here: https://grants.nih.gov/grants/how-to-apply-
application-quide.html or https://apply07.grants.gov/apply/forms/instructions/SF424A-
V1.0-Instructions.pdf.

Source: Grants.gov Application Kit Package

SF424-B (Assurances for Non-Construction)

You must read the list of assurances provided on the SAMHSA website and check the
box marked ‘'l Agree’ before signing the first page (SF-424) of the application.

The instructions for this form are found here: https://grants.nih.gov/grants/how-to-
apply-application-guide.html or https://ap-
ply07.grants.gov/apply/forms/instructions/SF424B-V1.1-Instructions.pdf.

Source: SAMHSA Website; https://www.samhsa.gov/grants/applying/forms-resources

SF424-C (Budget Information for Construction Programs)

Instructions may be found here: https://grants.nih.gov/grants/how-to-apply-application-
quide.htm or https://apply07.grants.gov/apply/forms/instructions/SF424C 2 0-V2.0-
Instructions.pdf.

SF424-D (Assurances for Construction Programs)

See the following for instructions: https://grants.nih.gov/grants/how-to-apply-applic-
ation-quide.htm or https://apply07.grants.gov/apply/forms/instructions/SF424D-V1.1-
Instructions.pdf.

Project Abstract Summary

Your total abstract must not be longer than 30 lines. It should include the project name,
population(s) to be served (demographics and clinical characteristics), strategies/in-
terventions, project goals and measurable objectives, including the number of people to
be served annually and throughout the lifetime of the project, etc. In the first five lines or
less of your abstract, write a summary of your project that can be used, if your project is
funded, in publications, reports to Congress, or press releases.
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Budget Narrative

Applicants must include a detailed Budget Narrative in addition to the Budget Form SF-
424A.

* In order to determine whether costs are allowable, allocable, and reasonable,
please explain how each of the budgeted amounts was determined.

» Personnel - describe the role and responsibilities of each position.

» Fringe Benefits - list all components of the fringe benefit rate.

» Travel - provide (if applicable) the following information: Airfare per staff, # of staff
attending ea. meeting, lodging per staff, # of days, per diem rate, mileage, etc.

e Supplies - generally self-explanatory; however, if not, describe need.

» Contractual - explain the need for each contractual arrangement and how these
components relate to the overall project.

» Other - each category must be listed.

Project/Performance Site Location(s)

The purpose of this form is to collect location information on the site(s) where work fun-
ded under this grant announcement will be performed.

Project Narrative

The application must address how the applicant will implement and meet the goals and
objectives of the program. Applicants must attach their project narrative file (Adobe PDF
format only) inside the Project Narrative Attachment Form. See the NOFO: Part | for spe-
cific guidance.

SF-LLL (Disclosure of Lobbying Activities)

Federal law prohibits the use of appropriated funds for publicity or propaganda pur-
poses or for the preparation, distribution, or use of the information designed to support
or defeat legislation pending before Congress or state legislatures. You must sign and
submit this form, if applicable.
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Other Narrative Attachments

The specific Notice of Funding Opportunity (NOFO) will specify if additional forms, avail-
able on SAMHSA's website, will be required for an application. Additional form links and
details can be found here: https://www.samhsa.gov/grants/applying/forms-resources.

Forms may include:

Biographical Sketches and Job Descriptions
Biographical Sketches

Existing curricula vitae of project staff members may be used if they are updated and con-
tain all items of information requested below. You may add any information items listed
below to complete existing documents. For development of new curricula vitae include
items below in the most suitable format:

1. Name of staff member

2. Educational background: school(s), location, dates attended, degrees earned (spe-
cify year), major field of study

Professional experience

Honors received and dates

Recent relevant publications

Other sources of support [Other support is defined as all funds or resources,
whether federal, non-federal, or institutional, available to the Project Dir-
ector/Program Director (and other key personnel named in the application) in dir-
ect support of their activities through grants, cooperative agreements, contracts,
fellowships, gifts, prizes, and other means.]

o v AW

Job Description

Title of position

Description of duties and responsibilities
Qualifications for position

Supervisory relationships

Skills and knowledge required

o Uk W N =

Personal qualities
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7. Amount of travel and any other special conditions or requirements
8. Salary range

9. Hours per day or week
Confidentiality and SAMHSA Participant Protection/Human Subjects

In Section F of your application, you must describe procedures relating to Confidentiality,
Participant Protection, and the Protection of Human Subjects Regulations.

HHS 690

Every grant applicant must have a completed HHS 690 form (PDF) on file with the Depart-
ment of Health and Human Services.

Charitable Choice Form - SMA 170

Delete this if not applicable to your program. This form is required only for programs
offering substance abuse prevention or treatment services: Applicants for this program
are required to complete the Assurance of Compliance with SAMHSA Charitable Choice
Statutes and Requlations Form SMA 170.

SAMHSA Assurances for Non-Construction Programs

Form SF-424B located here; https://www.samhsa.gov/sites/default/files/samhsa-assur-
ances-sf424b-v1.1.pdf

SAMHSA List of Certifications

This list pertains to Lobbying, Program Fraud Civil Remedies Act (PFCRA), and Envir-
onment Tobacco Smoke. The form is located here; https://www.sam-

hsa.gov/sites/default/files/listofcertifications.pdf

SF 424 R&R Cover

For assistance with the information required on this form, please refer to the appropriate
application guide on the How to Apply page.
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NOTE: The forms in these topics reflect FORMS-I, which must be used for applications
with due dates on or after January 25, 2025 (see guide notice NOT-OD-24-086. Also see
the annotated form set and summary of changes for Forms-I.) For due dates on or before
January 24, 2025, use FORMS-H.

For guidance on completing the form in ASSIST, refer to the steps below:
1. Click the Edit button to enable the form for editing.

Surmmary Cover Page Onharr fites Srikay Ravearch
supplément  Project Perwon Plan
Information Profile

Application for Federal Assistance B e

Expiration Date: 12/31/2022

@D

4 4 4 4 4 4 4 4 4 4 4 1 4 4 4 4

4 4 4 4

2. Complete the required fields for each section. Required fields are marked with

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

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

TIP: For components in multi-project applications, you can use the Populate from
Overall component’'s R&R cover button to auto-populate the fields in Section 5
with information entered on the Overall component R&R Cover form.

3. To save the entered information, click the Save and Keep Lock button to keep the
form open for further editing -or- click the Save and Release Lock button to close

the form after saving.

NOTE: Clicking the Cancel and Release Lock button - followed by the Continue
button on the confirmation - returns the form to read-only and does not save any
of the entered information onto the form.

PHS 398 Cover Page Supplement

For assistance with the information required on this form, please refer to the appropriate
application guide on the How to Apply page.

NOTE: The forms in these topics reflect FORMS-I, which must be used for applications
with due dates on or after January 25, 2025 (see guide notice NOT-OD-24-086. Also see
the annotated form set and summary of changes for Forms-I.) For due dates on or before
January 24, 2025, use FORMS-H.

New in Forms-I

» Change of Investigator/Change of Institution Section renamed Change of
Investigator/Change of Recipient Organization Section

Forms Data Entry 164 February 7, 2025


http://grants.nih.gov/grants/how-to-apply-application-guide.htm
https://grants.nih.gov/grants/guide/notice-files/NOT-OD-24-086.html
https://grants.nih.gov/grants/how-to-apply-application-guide/resources/annotated-form-sets.htm
https://grants.nih.gov/grants/electronicreceipt/files/high-level-form-change-summary-FORMS-i.pdf

Application Submission System & Interface for Submission Tracking (ASSIST) User Guide

» Change of Grantee Institution renamed Change of Recipient Institution

* Name of former institution renamed Name of former organization

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

2. Complete the required fields for each section. Required fields are marked with

asterisks (*).
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Application Information @

Sun RER C Catvi P Othe 5 Se/K RER Budget R h
Fmmary over Supplemant P«s}e:t itex Mz .;T:,::
Information Profile
PHS 398 Cover Page Supplement QMB Number: 0925-0001
PH5398 CoverPageSupplement v5.0 @ Expiration Date: 01/31/2006

* Required fieldfs)

1. Vertebrate Animals Section

Are vertebrate animals euthanized? @ Yes © Mo
I “¥es" to euthanasia

s methed consistent with American Veterinary Medical o Yes o MHe
Assaciation (AVMA) guidelines?

If “Ho” to AVMA guidelines, describe method and provide

scientific justification

2. * Program Income Section

* Iz pregram income anticipated during the periads for o Yes o Mo
which the grant support is requested?
If you checked "Yes™ abowve (indicating that program income is anticipated), then use the format below to reflect the amount and source(s). Otherwise, leave this
section blank,

Budget Period Anticipated Amount (5) Sourcels)

3. Human Embryonic Stem Cells Section
* Does the proposed project involve human embryonic © Ye: O Mo
stem cells?
If the proposed preject involves human embryonic stem cells, list below the registration number of the specific cell line(s) from the fellowing list:

https: fgrants.nih, gov/stem_cells/registry/currant.htm . Or, if a specific stem call line cannct be referenced at this time, check the box indicating that ona from
the registry will be used:

[7 specific stem cell line cannct be referenced at this time. One from the registry will be used,

Cell Line(s): (Example: 0004)

4. Human Fetal Tissue Section

* Does the proposed project involve human fetal o Yes o Ho
tissue ebtained from elective abortions?

If “Yes" then provide the View Attachment
HFT Compliance Assurance
If “Yes" then provide the
HFT Sample IRB Consent
Form

View Attachment

5. Inventions and Patents Section (for Renewal applications)

* Invention: and Patents o Yes o He

If *Yas" then answer the following

* Previously Reported o Yes o Me

6. Change of Investigator/Change of Recipient Organization Section
r Change of Project Director/Principal Investigator
Name of former Project Director/Principal Investigator
Prafix
* First Hame
Middle Hame
* Last Hame

Suffix

Change of Recipient Organization

* Hame of former organization

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

3. To save the entered information, select the Save and Keep Lock button to keep
the form open for further editing -or- select the Save and Release Lock button to

close the form after saving.

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

Research & Related Other Project Information

For assistance with the information required on this form, please refer to the appropriate
application guide on the How to Apply page.

NOTE: The forms in these topics reflect FORMS-I, which must be used for applications
with due dates on or after January 25, 2025 (see guide notice NOT-OD-24-086. Also see
the annotated form set and summary of changes for Forms-I.) For due dates on or before
January 24, 2025, use FORMS-H.

For guidance on completing the form in ASSIST, refer to the steps below:
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1. Select the Edit button to enable the form for editing.
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RER Cover Cover Page

Supplement

Summary

R&R OtherProjectinfo v1.4 @
1. * Are Human Subjects Involved
1.a If YES to Human Subjects

Is the project exempt from Federal
regulations?

If yes, check the appropriate exemption
number.

If na, is the IRB review Pending?

IRB Approval Date
Human Subjects Assurance Number

2. * Are Vertebrate Animals Used?

2.a If YES to Vertebrate Animals
Is the IACUC review Pending?
IACUC Approval Date
Animal Welfare Assurance Number

3. * Is proprietary/privileged information
included in the application?

4.a. * Does this project have an actual or

potential impact - positive or negative
- on the environment?

4.b. If yes, please explain:

4.c. If this project has an actual or
potential impact on the
environment, has an exemption
been authorized or an
environmental assessment (EA) or
environmental impact statement
(EIS) been performed?

4.d. If yes, please explain:

Is the research performance site

designated, or eligible to be

designated, as a historic place?

5.a. If yes, please explain:

Does this project involve activities
outside of the United States or
partnerships with international
collaborators?

b.a. If yes, identify countries:
6.b. Optional Explanation:

7. * Project Summary/Abstract

8. * Project Narrative

9. Bibliography & References Cited
10. Facilities & Other Resources

11. Equipment

Sites Srikey RE&R Budget Research Human
Person Plan Subjects and
Profile Clinical Trials

Research & Related Other Project Information

Project_Summary.docx

Project_Marrative.docx

* Required field(s)

& Yes o No

O Yes @ No
O1020:30405060708

& Yes o No

10/03/2017

o Yes ® No

o Yes

o Yes

o Yes @ Mo

0 Yes O Mo

o Yes @ Mo

O Yes @ No

View Attachment

View Attachment

View Attachment

View Attachment

View Attachment
12. Other Attachments
View
Attachment File Name Attachment
Nothing found to display.
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2. Complete the required fields for each section. Required fields are marked with
asterisks (*).

3. To save the entered information, select the Save and Keep Lock button to keep
the form open for further editing -or- select the Save and Release Lock button to

close the form after saving.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue
button on the confirmation - returns the form to read-only and does not save any
of the entered information onto the form.
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Forms [

Summary R&R Cover Cover Page Porg]ﬁ?t Sites SriKey R&R Budget Research Human
Supplement Infnm]:%on Person Plan Subjects and
Prafile Clinical Trials
Research & Related Other Project Information OMB Number: 4040-0010

Expiration Date: 12/31/2022

R&R OtherProjectinfo v1.4 @

Edit * Required field(s)
1. * Are Human Subjects Involved ® Yes O No
1.a f YES to Human Subjects
Is the project exempt from Federal regulations? ) Yes ® No
If yes, check the appropriate exemption number. 1 2 3 4 5 6 7 8
If no, is the IRB review Pending? ® Yes () No
IRB Approval Date 10/03/2017 lfl

Human Subjects Assurance Number

2. * Are Vertebrate Animals Used? ) Yes ® No

2.a If YES to Vertebrate Animals
Is the IACUC review Pending? Yes No

IACUC Approval Date I:I —
Animal Welfare Assurance Number |:|

3. * Is proprietary/privileged information ) Yes ® No
included in the application?

4.a. * Does this project have an actual or potential impact - () Yes ® No
positive or negative - on the environment?

4.b. If yes, please explain:

4.c. If this project has an actual or potential impact on Yes No
the environment, has an exemption been
authorized or an environmental assessment (EA)
or environmental impact statement (EIS) been
performed?

4.d. If yes, please explain: | |

5. * Is the research performance site designated, or ) Yes ® No

eligible to be designated, as a historic place?

5.a. If yes, please explain: | |
6. * Does this project involve activities outside of the () Yes ® No

United States or partnerships with international
collaborators?

6.a. If yes, identify countries:

6.b. Optional Explanation:

7. * Project |PrD]'ect_Surnrnary.du-cx| Replace Attachment | Delete Attachment | View Attachment

Summary/Abstract
8. * Project Narrative |PrD]'ect_Na.rrat1'\fe.dacx| Replace Attachment | Delete Attachment
9. Bibliography & | | Ehla et sl Delete Attachment  View Attachment
References Cited
10. Facilities & Other | | LRV Delete Attachment  View Attachment
Resources

11. Equipment | | LNl Nt Tl Delete Attachment  View Attachment
12. Other Attachments Add Attachment
Delete on Update View

Attachment File Name Save Attachment Attachment

Mothing found to display.

Save and Keep Lock Save and Release Lock Cancel and Release Lock
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Project/Performance Sites

For assistance with the information required on this form, please refer to the appropriate
application guide on the How to Apply page.

NOTE: The forms in these topics reflect FORMS-I, which must be used for applications
with due dates on or after January 25, 2025 (see guide notice NOT-OD-24-086. Also see
the annotated form set and summary of changes for Forms-I.) For due dates on or before
January 24, 2025, use FORMS-H.

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

Primary Performance Site

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

Summary || RER Cover | Cover Page Othar SriMary Rasaarch
Supplement  Project Perion Plan
Iinif or mation Profile

Primary Performance Site @

Organization Hame DUNS Address Action

Project/Performance 5ite Location(s) | Add Site ]

Entry #  Organization Hame DUMS Address Action

o thing found to display.

Forms Data Entry 172 February 7, 2025


http://grants.nih.gov/grants/how-to-apply-application-guide.htm
https://grants.nih.gov/grants/guide/notice-files/NOT-OD-24-086.html
https://grants.nih.gov/grants/how-to-apply-application-guide/resources/annotated-form-sets.htm
https://grants.nih.gov/grants/electronicreceipt/files/high-level-form-change-summary-FORMS-i.pdf

Application Submission System & Interface for Submission Tracking (ASSIST) User Guide

The Project Performance Site Primary Location section opens for editing.

Summary RER Cover Caover Page Other SriKey RiER Budget R&R Research
Zupplement Project Persan Subaward Plan
Infarmation Profile Budget

Project  Performance Site Locations Summary

Project/Performance Site Location(s)
PerformanceSite v4.0 @

Edit * Reguired fieldys)

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

Project Performance Site
Crganization Hame

a3
(e.g- ABCDE1234567)

* Street 4
Street 2

* City
County/Parish
State --- Salect State - W
Province

* Country UNITED STATES w
Zip/Postal Code
Project/Performance Site
Congressional District

(e.g- CA-042, outside the
U.5. enter O0-000)

Carcet and sk

2. Optional: Click the Populate from this component's R&R Cover button to pop-
ulate the fields with the Applicant Information entry from the application's
R&R Cover.

3. Complete the required fields and any other appropriate information. Required

fields are marked with asterisks (*).
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4. Click one of the save options at the bottom of the form to save the data:
a. To save the information and keep the form open for further editing, click the
Save and Keep button.
b. To save the information and close the form, click the Save and Release Lock
button.
c. To save the data on the current page of the form and to display a new page
for entry, click the Save and Add button.

NOTE: Clicking the Cancel and Release Lock button - followed by the Continue
button on the confirmation - returns the form to read-only and does not save any
of the entered information onto the form.

The Edit and View buttons can be used to edit or view the added Primary Performance
Site information.

Project/Performance Site Location(s)

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

Summary | RER Cover | Cover Page Other SriMary Rarsaar ch
Supplement Project Perion Plan
linfior mation Profile

Primary Performance Site @

Organization Hame DUNS Address Acton

[ Edit |
Project/Performance 5Site Location(s) @

Entry #  Organization Hame DUNS Address Action

{othing found to display.

The Project Performance Site Location section opens for editing.
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Summary RER Cover Cover Page Oither SriKey RER Budget R&R
Supplement Praoject Persan Subaward
Information Profile Budget

Rese=arch
Plan

Project/ Perfformance Site Locations Summary

Project/Performance 5ite Location(s)
PerformanceSite v4.0 @

Edit * Regui

academia, or other type of organization

Project Performance Site

Organization Hame

LEI
(e.3- ABCDE{2345467)

* Street 1
Street 2
* City
County/Pansh
state --- Salect Stake --- W
Province
* Country UNITED STATES v
Zip/Postal Code
Project/Performance Site
Congressional Districk

(e.g- CA-012, outside the
.5, enter 00-000)

Caret and ek

red jfied

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

o
eid

2. Optional: Click the Populate from this component's R&R Cover button to pop-

ulate the fields with the Application Information entry from the component's

R&R Cover.

3. Enter the required fields and any other appropriate information.

4. Click one of the save options at the bottom of the form to save the data:

a. To save the information and keep the form open for further editing, click the

Save and Keep button.
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b. To save the information and close the form, click the Save and Release Lock

button.
c. To save the data on the current page of the form and to display a new page

for entry, click the Save and Add button.

NOTE: Clicking the Cancel and Release Lock button - followed by the Continue button
on the confirmation - returns the form to read-only and does not save any of the entered
information onto the form.

The Edit, Remove, and View buttons can be used to edit, remove, or view a
Project/Performance Site Location.

Summary || RER Cover || Cover Page Other Sriary Research
Supplement Project Parwon Flan
i finar Pritioan Profile

Primary Performance Site @

Organization Mame DUNS Address Acton

Campls Primary Sits LacaBon 'f:.ll' .l:.. La _ m

Project/Performance 5ite Location(s) [ Add Site ]

Entry # Crganization Name DUNS Address Action

Senior/Key Person Profile

For assistance with the information required on this form, please refer to the appropriate
application guide on the How to Apply page.

NOTE: The forms in these topics reflect FORMS-I, which must be used for applications
with due dates on or after January 25, 2025 (see guide notice NOT-OD-24-086. Also see
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the annotated form set and summary of changes for Forms-I.) For due dates on or before
January 24, 2025, use FORMS-H.

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

IMPORTANT: All personnel listed on the R&R Senior/Key Person Profile (Expanded)
Form must have an eRA Commons ID. NIH grant applicants will receive an error if the
“Credential, e.g., agency field” is blank or does not contain a valid eRA Commons ID for
all personnel on the form. That includes Senior/Key Personnel and Other Significant Con-
tributors. Errors must be corrected before an application can be successfully submitted
to the agency. See NOT-OD-24-042 and Nexus article.

Profile - Project Director/Principal Investigator (Project Lead)

The Project Director/Principal Investigator (Project Lead for components of a multi-
project application) information is carried over from the details entered during the applic-
ation initiation. Depending on the privileges assigned to you, this information can be
edited and/or viewed.

To view the information, click the View button in the Action column for the PD/PI entry
in the PROFILE-Project Director/Principal Investigator section of the page.

Summary || RE&R Cover | Cover Page Other Sites :"r‘*" Fasearch
Supplement  Project P"':r.l"" Plan
Information e

PROFILE - Project Director/Principal Investigator @

PDVPI Hame Project Role Acton

PROFILE - Senior/Key Person(s) IEZELEE

Entry # Sr/Key Person Project Role Acton

Hothing found to display.

To edit the information, perform the following steps:
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1. Click the Edit button in the Action column for the PD/PI or (Project Lead) entry.

Summary || RER Cover | Cover Page Other Sitea
Supplemant Project
Iinformation

PROFILE - Project Director/Principal Investigator o

POV Hame Project Role
Stephen Crane PDVPI

PROFILE - Senior/Key Person(s) WEELT]

Ho items found.
Entry # 5r/Key Person Praject Role Acton

Hothing found to display.

The Research & Related Senior/Key Person Profile (Expanded) section displays for
the PD/PI (or Project Lead).
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Sumemary | RER Cover || Cover Fage Other Sites Research
Supplement)|  Praject Plan
Information
7 Ky Par pTuma T

Research & Related Senior/Key Person Profile (Expanded)
R&R Key Person Expanded '«Z.Cla

Edit
PROFILE - Project Director/Principal Investigator

Key from other |-~ Choose a Person - [ Add

: - Select Prafix - V:

Stephan

Crang

- Select Suffix - (M

123 Main Strast

Anytawmn
County/Parich
>late | Meswr Jersey
Country | UNITED STATES
07834
Phone Number 011111224
Fax Humbe

LranePemail com

Add Attachment

Add Attachment

Save and Keep Lock Save and Release Lock Save and Add

Credential, &.g., agency login | PI_Crane Populate fields from Credentials

Cancel and Release Lock

2. Update the appropriate fields.
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3. Click one of the save options at the bottom of the form to save the data:
a. To save the information and keep the form open for further editing, click the
Save and Keep Lock button.
b. To save the information and close the form, click the Save and Release Lock
button.
c. To save the data on the current page of the form and to display a new page

for entry, click the Save and Add button.

NOTE: Clicking the Cancel and Release Lock button - followed by the Continue
button on the confirmation - returns the form to read-only and does not save any
of the entered information onto the form.

Profile - Senior/Key Person(s)

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

Adding Senior/Key Person

1. Click the Add Sr/Key button from the PROFILE - Senior/Key Person(s) section of
the page.

Se ey
Parson
Profile

Summary || RER Cover | Cover Page Orthaer Sites
Supplemant Project
Iinfor mation

PROFILE - Project Director/Principal Investigator @

PO/ Hame Praject Role Ac ton
PO/ Edit
PROFILE - Senior/Key Person(s)
Entry # SriKew Person Project Role AcHon

g fiound to display
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The Research & Related Senior/Key Person Profile (Expanded) section displays for

the new Senior/Key Person.

Summary | RER Cover | Cover Page Othaer Sites
Supplement Project
Informaticn

51 /Key Person Summary

Research & Related Senior/Key Person Profile (Expanded)
R&R Key Perscn Expanded v2.0

Edit

PROFILE - Senior/Key Person 1

Choose a Person b

ogin Populate fields from Credentials

ey from other

--- Select Prefix - %

asffix .---Selectgu[fik--- v

Select State L

[UNITED STATES v

--- Select Project Role — W

Biographical Sketch Add Attachment

urrent & Pending Add Attachment

Save and release Lock Cancel and release Lock
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2. Enter the person information using one of the following methods:

a. Select a name from the Add Sr/Key from other component drop-down list to

choose a person from another component and click the Add button.

Summary | RER Cover | Cover Page Othaer Sites
Supplement  Project

Infor maticn

SriKey Person Summary

Research & Related Senior/Key Person Profile (Expanded)
R&R Key Perscn Expanded '«'—‘_.'30

Edit

PROFILE - Senior/Key Person 1

Fopulate fields from Cr

Harper Lee
Wiliam Shakespeare

Leo Toltoy
Middis Name

Select Suffix hd

-OR-

b. Enter the eRA Commons ID of a person into the Credential field and click the

Populate Fields from Credentials button to populate the information based
on the eRA Commons ID.
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SefMary
Parion
Prefile

Research
Plan

Summary | RER Cover | Cover Page Other Sites
Supplemant  Project
Information

r Ky Parson Summa

Research & Related Senior/Key Person Profile (Expanded)

RE&R Kev Person Expanded v2.0

PROFILE - Senior/Key Person 1

-OR-

c. Manually enter the first name, last name, address, and phone number inform-
ation for the person.
3. Select a role for the person from the Project Role drop-down list.
4. Complete any of the relevant optional fields.
5. Click one of the save options at the bottom of the form to save the data:
a. To save the information and keep the form open for further editing, click the
Save and Keep Lock button.
b. To save the information and close the form, click the Save and Release Lock
button.
c. To save the data on the current page of the form and to display a new page

for entry, click the Save and Add button.

NOTE: Clicking the Cancel and Release Lock button - followed by the Continue
button on the confirmation - returns the form to read-only and does not save any
of the entered information onto the form.

The entered person displays on the Sr/Key Person Summary.
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Ressarch
Plan

Summary || RER Cover | Cover Page Other Site
Supplemant  Project
Iirifior ation

PROFILE - Project Director/Principal Investigator @

PD/PI Hame Project Role Action

Stephen Crane PO/PI [ View |

PROFILE - Senior/Key Person(s) EEESEELLS

One item found.
Entry # SriKey Person Project Role Action

1 William Shakespeare Co-lmestigator I

Viewing & Editing Senior/Key Person(s)

Click the View button to view the details of the person entry.

SriMey

Summary || RER Cover | Cover Page Other Sites P Rasearch
Supplement  Project P"'_;"I' Flan
Inifios maticn il

PROFILE - Project Director/Principal Investigator @

PO/ Pl Hame Project Role Action

Stephen Crane PO/PI [ View |

PROFILE - Senior/Key Person(s) IR

One item found.

Entry # SriKey Person Project Role Action

1 Wilkam Shakespesre Co-lmeestigator m @

To edit the person entry, perform the following steps:

1. Click the Edit button for the person entry.
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Rarsearch
Flan

Summary || RER Cover | Cover Page Drther Sites
Supplement Project
Information

PROFILE - Project Director/Principal Investigator @

PD/PI Hame Project Role Acton

tephen Crane POVPI m

PROFILE - Senior/Key Person(s)

found,

Entry & “riKey Person Project Raole Action

2. Enter the appropriate fields.
3. Click one of the save options at the bottom of the form to save the data:
a. To save the information and keep the form open for further editing, click the
Save and Keep Lock button.
b. To save the information and close the form, click the Save and Release Lock
button.
c. To save the data on the current page of the form and to display a new page

for entry, click the Save and Add button.

NOTE: Clicking the Cancel and Release Lock button - followed by the Continue
button on the confirmation - returns the form to read-only and does not save any
of the entered information onto the form.

Removing Senior/Key Person(s)

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

Summary || RER Cover | Cover Page Other Sitas Sriiey Rarsearch
Supplement Project
Information

PROFILE - Project Director/Principal Investigator @

PO/PI Hame Project Role Action

[ Edit J View ]

PROFILE - Senior/Key Person(s)

Entry & SriKey Person Project Eole i
1 illiam Shakespeare Co-lrves tigator .! ui%m

A pop-up window displays confirming the deletion.

2. Click the Continue button to confirm the removal of the senior/key person entry

(clicking Go Back returns the Sr/Key Person Summary without removing the entry).

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

Research & Related Budget

For assistance with the information required on this form, please refer to the appropriate
application guide on the How to Apply page.

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

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

For guidance on completing the form in ASSIST, refer to the steps below.
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IMPORTANT: Depending on the opportunity, you may be able to add up to five or ten
budget periods. Refer to your NOFO.

Adding Budget Period 1

To add budget information for Period 1:
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1. Select the Edit button to enable the form for editing.
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Forms [

Career-Dev
Summary  RBRCower  Cover P Other Sites srikey  amtibaniaill Career Dev
Woﬂ:t:t Project Person mr:sﬁw
Infarmation Profile
§ Period | Cumwlative

Research and Related Budget - Peried 1
R&R Budget v3.0 @

Expand All

The UEI and Enter Mame of Organization on the Project Budget are populated from the Applicant Organization Information on the S 424 (RER) Cover of this companant., If
you wish to change these items, please do so on the SF 424 (RER) Cover of this component; you will not be able to edit the response here,

* LEI
(@3, 1234567B9ABC)
* Enter Name of Organization

* Budget Type ® Project o Subaward/Consortium

Budget Period: 1 * Start Date 107012022
* End Date
A, = Senior K ergon / B, Other Personnel
A, Senlor/Key Person
Months
Person Hame Project Role Base Salary (5) Cal. Acad. Sam, Requested Salary (5)
Hothing found to display.
Additional Senbor/Key Persons
Total Funds requested for all Senior/Key Persons in the
attached file
Total Senior/Key Perzon
E. Other Personnel
Hunber
Months
aof
Personnel Project Role: Cal Acad Sum. Requested Salary (%)
Post Doctoral Assoclates
Graduate Students
Undergraduate Students
Secretarial/Clerical
Total Humber Other Personnel
Total Other Personnel
Total Salary, Wages and Fringe Benefits (A+8)
. Equipment Description
Equipment Item

Hothing found to display.

Additional Equipment

Total funds requested for all equipment listed in the attached

file
Total Equipment

D, Travel

1. Domestic Travel Costs ‘[ntl. Canada, Mexico, and
us. Posmswm;
2. Foreign Travel Costs

Total Travel Costs

E. Participant/Trainee Support Costs

1, Tuition/Fews/ Health Insurance
2. Stipends

3. Travel

4. Subsistence

5. Other

Humber of Participants/Trainees

Total Participant/Trainee Support Costs

E. Other Direct Costs

1. Materials and Supplies

1. Pubdlization Costs

3. Consultant Services

Fringe Benefits (5) Funds Requested (5)
WView Attachment
H
H
Fringe Benefits (3) Funds Requested (5)
H
H
Funds Requested (3)
WView Attachment
H
-
Funds Requested [5)
H
H
5
-
Funds Requested (5)
H
H
H
5
5
5

Funds Requested (5)
5
5
5
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2. Complete the budget information as appropriate. Required fields are marked with

an asterisk (*).
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Career-Dev
Summary | RERCover | CoverPage | Other Shes Srikey [l Career Dev
nt  Project Person Award Sup
Infermation Profile
1 Period 1 Cummglative Add Period

Research and Related Budget - Period 1
R&R Budget v3.0 @

Edit

The UEI and Enter Hame of Organization on the Project Budget are papulated from the Applicant Organt
you wish to change these items, please 0o 50 on the SF 424 (RER) Cover of this component; you will not be able to edit the response here.
* UEI
[e.g. 123456TEFABC)
* Enter Hame of Organization

* Budget Type Project Subaward/Consortium
Budget Periad: 1 * Seart Date 100012022 g |
* End Date |
A P
A. Senior/Key Person
Months Requested Salary Fumnds Requested
Person Hame Project Role  Base Salary (5) Cal. Acad, Sum, 151 Fringe Benefits (5) 15 Action
Hothing found to display.
Additional Senior/Key Persons. Add Attachment  Delete Attachment  View Attachment
Total Funds requested for all Senior/Key Persons in the 5
attached file
Total Senior/Key Person 5
B. Other Personnel
Humiber
Months
of
Personnel Project Role Cal Acad. Sum. Requested Salary (5)  Fringe Benefits {5)  Funds Requested (5)
Post Doctoral Assoclates
Graduate Students
Undergraduate Students
Secretarial fClerical
i} Total Humber Other Personnel
Total Other Personnel 5
Total Salary, Wages and Fringe Benefits (A+B) 5
( t Description
Equiprment Hem Funds Requested (5) Action
Nathing found to display.
#dditional Equipment. Add Attachment  Delete Attachment  View Altachment

Total funds requested for all equipment listed in the attached §
file
Total Equipment 5

D, Trawel

Funds Requested (5)

1. Domestic Travel Costs (Incl. Canada, Mexico, and
U.5. Possessions)

1. Foreign Travel Costs 3

5

Total Travel Costs 5

ant/ Tradnee Support Costs

Funds Requested ($)

1. Tuition/Fees/Health Insurance 3

2, Stipends 5

3. Travel 3
Forms [0

4. Subsistence 5

5. Other a 4

Number of Participants/Trainees

tion Information an the 3F 424 [RER) Cover of this componant. If

Expand &l * Required fleldis)

0.00

0.00

0.00

0.00

0.00
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3. To save the entered information, select the Save and Keep Lock button to keep
the form open for further editing -or- select the Save and Release Lock button to

close the form after saving.

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

Adding Another Budget Period

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

To add an additional budget period:

1. Select the Add Period button.

Career-Dev

Summary RER Covar  Covar Page Othar Sitas Sri¥ey RER Budget [P Dev
Supplement  Project Person Avard Sup
Infarmation Profile
? Pered 1 Cusulative

Research and Related Budget - Period 1
RE&R Budget v3.0 @

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

2. Enter and/or edit the budget information for the specific period.
3. To save the entered information, select the Save and Keep Lock button to keep
the form open for further editing -or- select the Save and Release Lock button to

close the form after saving.
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NOTE: Selecting the Cancel and Release Lock button - followed by the Continue but-
ton on the confirmation - returns the form to read-only and does not save any of the
entered information onto the form.

Editing and Viewing an Entered Budget

Depending on the authority granted, you may view and/or edit existing budget inform-
ation for any of the entered budget periods. To edit budget information:

1. Select the link for the period to view or edit (e.g., Period 2 link).

Career-Dev
Summary  RERCover  Cover Page Cther Sites SriKey Ll career Dev
Supplement Project Person Award Sup
information Profile

Research and Related Budget - Period 1
RER E tv3.0 D

Expand &l *

2. Select the Edit button to edit the information.

3. Update the budget information as necessary.

4. To save the entered information, select the Save and Keep Lock button to keep
the form open for further editing -or- select the Save and Release Lock button to

close the form after saving.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue but-
ton on the confirmation - returns the form to read-only and does not save any of the
entered information onto the form.

Deleting a Budget Period

With Edit Budget authority, an ASSIST user may remove entire budget periods from a
component. To delete an entire budget period:
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1. Select the link for the period being removed (e.g., Period 2 link)

Career-Dev

Summary | RERCaver | CoverPage | Other Sites srikey Qs Career Dev
Supplement Project Perzon Award Sup
Information Profile
pri muative

Research and Related Budget - Period 1
RE&R Budget v3.0 @

Expand ail  *

2. Select the Edit button to enable editing.

3. Click the Remove Budget Period button.

Save and Keep Lock Save and Release Lock Cancel and Release Lock [ Remove Budget Period

A confirmation window displays.

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

NOTE: Selecting the Go Back button returns the budget period form without delet-
ing it.

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

Viewing Cumulative Budget

To view the cumulative budget of multiple budget periods, select the Cumulative link.
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Career-Dev
Summary  RER Cover  Cower Page Othor Sites Seikey RER Budget [P
t  Project Parson Award Sup
Information Profile
Paried 1 i

Research and Related Budget - Period 1
RE&R Budget v3.0 @

Edit

Expand All  * Required fieldis)

The Research and Related Budget - Cumulative Budget displays as read-only.
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Career-Dev
Summary | RBR Cover = CoverPage Other Sites Saay Career Dav
Supplement  Praject Perasa Aownrd Sup
Indarmmatien Profile
Beviod | Berigdd Cundative
Research and Related Budget - Cumulative Budget @
Totals (5)
Section A, Senlor/Hey Person 1 220,000,100
Sgction B, Other Personngl 0.00
Total Hmber Ottr Porsonned o
Total Salary, Wages and Fringe Benefits (AsB) $ 220,000.00
Section C, Equipment Description 5 0.00
Section D, Travel ] 0.00
1. Domestic Travel Costs H 0.00
2. Feewign Trawil Cots 5 0.0
Section E, Participant/Trainee Support Costs 1 0,00
1. TultionFess/Maalth aurancs 5 0.00
2. Sipends 5 0.00
1. Tl 0.00
4. Submistonce 0.00
5. Other 5 0.00
Humber of Perticipants Trainees P
Saction F, Other Dirgct Costs 5 0.00
1. Materials and Supplies 0.00
2. Publication Costs 5 0.0
3. Consultant Services 5 0.00
4, ADPComgriter Sevvices g 0.00
5. Subswards/ Cornor onkractual Costs g 0.00
&. Equipment or Facility Renkal/User Foes g 0.00
7 Mlterations and Rencration 5 0.0
8. Othar 1 0.00
9. Othr 2 0.00
10, Other 3 5 0.00
11, Ottwer 4 0.00
1L Other 5 0.00
1. Other & 0.00
14, Ottwer 7 5 0.0
15, Oither & g 0.00
14, Oibwer g 0.00
17, Dibwer 100 g 0.00
Section G, Direct Costs (A thru F) 5 230,000,100
Section H, indirect Costs 1 0.0
Section |, Total Direct and Indirect Costs (G + H) 5 220,000,100
Section J, Fee 5 000
Section K, Total Costs and Fee (| + J) § 220,000.00

R&R Subaward Budget

For assistance with the information required on this form, please refer to the appropriate
application guide on the How to Apply page.
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NOTE: The forms in these topics reflect FORMS-I, which must be used for applications
with due dates on or after January 25, 2025 (see guide notice NOT-OD-24-086. Also see
the annotated form set and summary of changes for Forms-I.) For due dates on or before
January 24, 2025, use FORMS-H.

The R&R Subaward Budget form must be added to the application or to the component
of a multi-project application as an optional form. Refer to the help topic titled Add
Optional Forms for more information.

IMPORTANT: The option exists to download, complete offline, and upload subaward
budget forms into ASSIST. Refer to the section of this topic titled Completing Subaward

Form Offline for detailed steps.

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

Adding a Subaward
To add a subaward:

1. Select the Add New Subaward button.

Summary RE&ER Cover Cover Page Other Sites Srikey RE&R Budget Subaward Research Human
Supplement Project Person Plan Subjects and
Information Profile Budget Clinical Trials

Research and Related Subaward Budget @

Prepare the subaviardee budget(s) online within ASSIST or dovmload, complete and attach the subavsard budget

formi(s).
Add New Subaward Remove All Subawards Download Subaward Form Attach Subaward Form

Subaward Organization Action

Nothing found to display.

The Research and Related Budget - Period 1 for Subaward <X> page displays.
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Summary RER Cover  Cover Page Other Sites Srikey RER Budget SUEK d Research
Supplement Project Person '"'; Plan
Information Profile Budge!
1 Period 1 Add Period
Subaward 1
Research and Related Budget - Period 1
RE&R Budget v3.0 @
Edit
Expand All  * Required field|s)
* UEI
(e.g. 123456789ABC)
* Enter Name of Organization
* Budget Type Project Subaward/Consortium
Budget Period: 1 * Start Date =]
* End Date ™
A * Senigr/Key Person / B. Other Personnel =
A. Senior/Key Person
Base Salary Months Requested Fringe Benefits Funds
Person Hame  Project Role (3] Cal. Acad. Sum. Salary ($) (5 Requested (5) Action
Hothing found to display.
Additional Senior/Key Add Attachment  Delete Attachment  View Attachment
Persons
Total Funds requested for all Senior/Key Persons in the §
attached file
Total Senior/Key Person g 0.00
B. Other Personnel
Humber Months
of Requested Salary Funds Requested
Personnel Project Role cal Acad. Surm. 50 Fringe Benefits (5) (5) Remaove
Post Doctoral Associates
Graduate Students
Undergraduate Students
Secretarial/Clerical
0 Total Humber Other Personnel
Total Othér Personnel 5 0.00
Total Salary, Wages and Fringe Benefits (A+B) 5 0.00
C. Equipment Description =
Equipment Item Funds Requested (5) Action
Mothing found to display.
d Equip
Additional Equipment Add Attachment  Delete Attachment  View Attachment
Total funds requested for all equipment listed in the 5
attached file
Total Equipment 5 0.00
D. Travel -
Funds Requested (5)
1. Domestic Travel Costs (Incl. Canada, Mexico, 5
and U.5. Possessions)
2. Foreign Travel Costs 5
Total Travel Costs 5 0.00
E. Participant/Trainee Support Costs -
Funds Requested (5)
1. Tuition/Fees/Health Insurance 5
2, Stipends 5
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2. Complete the budget information as appropriate. Required fields are marked with

an asterisk (*).

3. To save the entered information, select the Save and Keep Lock button to keep

the form open for further editing -or- select the Save and Release Lock button to

close the form after saving.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue
button on the confirmation - returns the form to read-only and does not save any

of the entered information onto the form.

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

The added subawards display in a table from which they can be accessed using the

Edit, Remove, and View buttons.

Summary = RER Cover | Cover Page Other Sites Srikey
Supl & ment Prujl.-f.t Parion
Infarmation Profile

RER
RER Budget et Repa.lq::rt_h
Budget

Add Hew Subaward | Remove All Subawards

Complete the subawardee budget(s) in accordance with the R&R Budget instructions.

Subaward Organization
ubaward Ubribvarsdty

ubaeardd MyOrganization

Ac tion
[ Edit | Remove J View |

Adding Another Budget Period to a Subaward

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

Summary RER Cover Cover Page Other Sites SriKey RER Budget Research
Supplement Project Person Plan
Information Profile

Period 1 Period 2  Cumulative Add Period

Research and Related Budget - Period 1
R&R Budget v3.0 @

Edit

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

Summary  RERCover  Cover Page Other Sites SriKey RER Budget RER d Research
Supplement Project Person W Plan
Information Profile

Perigd 1 Period 1] Cumuylative Add Period

Subaward 1

Research and Related Budget -
R&R Budget v3.0 @
Expand All

*Uel 123456 T89ABC
{e.g. 123456 TBABC)

* Enter Hame of Organization UNIVERSITY OF FUN
Project Subaward/Consortium

Budget Period: 2 * Start Date 10/01/2022 '-'

¥ End Date 103172022 o |

2. Enter the budget information for the specific period.
3. To save the entered information, select the Save and Keep Lock button to keep

the form open for further editing -or- select the Save and Release Lock button to

close the form after saving.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue but-
ton on the confirmation - returns the form to read-only and does not save any of the

entered information onto the form.
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Editing and Viewing an Entered Budget for a Subaward

To view and/or edit the subaward budget period:

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

Summar RER Cover Cover Page Other Sites Srike RER Budget RER Research
X - : % - Subaward
Supplement Project Person Plan
Information Profile .
eriod 1 Peried 2 Add Period

Subaward 1

Research and Related Budget - Period 2
R&R Budget v3.0 @

View the information.
Select the Edit button to edit the information.

Update the budget information as necessary.

v A W

To save the entered information, select the Save and Keep Lock button to keep
the form open for further editing -or- select the Save and Release Lock button to

close the form after saving.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue but-
ton on the confirmation - returns the form to read-only and does not save any of the
entered information onto the form.

Viewing Cumulative Budget for a Subaward

To view the cumulative budget for a particular subaward, access the form and select the
Cumulative link.
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Summary RER Cover Cover Page Other Sites Srikey R&R Budgset s I:l&'l d Research
Supplement Project Person ll;u:l‘;atr. Plan
Infarmation Profile =
Period 1 Period 2 Add Period
Subaward 1

Research and Related Budget - Period 2
R&R Budget v3.0 @

The Research and Related Budget - Cumulative Budget displays as read-only.
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Summary RER Cover Cover Page Other Sites SriKey
Supplement Project Person
Information Profile

RER
s Subaward

Budget

Pericd 1 Cumulative

Research
Plan

Subaward 1

Research and Related Budget - Cumulative Budget @

Section A, Senior/Key Person

Section B, Other Personnel

Total Humber other Personnel 0

Total Salary, Wages and Fringe Benefits
(A+B)
Section C, Equipment Description

Section D, Travel

1. Domestic Travel Costs 5 | 0 00|

2. Foreign Travel Costs I3 | 0 DD|

Section E, Participant/Trainee Support

Costs
1. Tuition/Fees/Health Insurance 5 | CI.OCI|
2. Stipends 5 | U.DD|
3. Travel S| U.OU|
4. subsistence 5 | U.UU|
5. Other 5 | CI.OCI|
Humber of Participants/Trainees | U|

Section F, Other Direct Costs

1. Materials and Supplies 5 | U.DD|
2. Publication Costs 5 | U,U{]|
3. Consultant Services 5 | (],0{]|
4. ADP/COMpULEr Services 5 | 0,0{]|
5. Subawards/Consortium/Contractual 5 | (],0{]|
Costs
6. Equipment or Facility RentalfUser 5 | U.DD|
Fees
7.Alterations and Renovations 5 | CI,UO|
&. Other 4 5| U.DO|
9. Other 2 S| U.DO|
10. Other 3 5| CI.OCI|
11. Other 4 5| U.DD|
12. Other 5 5| U.OO|
13. Other & 5| CI.UO|
14 Other 7 5| CI.OO|
15. Other & S| U.DU|
16. Other 9 5| CI.OCI|
17. Other 410 5| U.DD|

Section G, Direct Costs (A thru F)

Section H, Indirect Costs

Section |, Total Direct and Indirect Costs

OME Humber: 4040-0001
Expiration Date: 12/31/2022

Totals (3)
$| 10,100.00|
s| D.DD|
$| 1D,TDD.DD|
s 0.00|
$ 0.00|
$| D.DD|
5 0.00
$| 1D,TDD.DD|
$ 0.00|
‘;l YL nnl
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Removing Subawards

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

Removing an Individual Subaward

To remove an individual subaward:

1. Select the Remove button from the Action column for the particular subaward
being removed.

Summary RER Cover | Cover Page Other Sites Srikey RE&R Budget 5 tF‘&R 4 Research
Supplement Project Person -Euh;::‘tr Plan
Information Profile . -

Complete the subawardee budeet(s) in accordance with the R&ER Budeget instructions.

Add Hew Subaward | Remove All Subawards

Subaward Organization Acton
Subaward? Moy Organizaton m

A confirmation window displays.
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2. Select the Continue button to complete the removal.

Summary || R&R Cover || Cover Page Other Sites Srikey || RER Budget Research
Supplement|  Project Person Plan
Information Profile
o ]
o d\ /E YOU SURE YOU WANT TO DELETE THS
- SUBAWARD? IF YES, CLICK “"CONT INUE™ AMC
Comep CHECK THE OTHER DIRECT COSTS 1 the R&R Budget instructions.
SUBAWARD /COMSORTILMSCONTRACTUAL COSTS
SECTION ON THE ORGANIZATION BUDGET FORM TO
CONFIRM THE CORRECT CALCULATIONS
Action
shggare ormersy _x [ femore ] view
Subawardl My Organization m m

Removing All Subawards

To remove all subawards at one time:

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

page.
Summary || RER Cover | Cover Page Other Sites
Supplement Project
Information

Research and Related Subaward Budget L

Prepare the subawardee budget(s) online within ASSIST or download, complete and attach
the subaward budget formi(s).

Attach Subaward Form

Download Subaward Form

Add Mew Subaward ii:rrr.n-.-r Al Subawards

A confirmation window displays.
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2. Select the Continue button to move forward and delete the subawards. (Selecting

Go Back cancels the action.)

Summary RER Cover = Cover Page Other Sites SriKey RE&R Budget Resmarch
Supplement |  Project Parwon Man
Information Prafile

the RER Budeget instructions.

Continue Go Back
) Action
Subawardl My Organization m m m

Completing Subaward Form Offline

Applicants have the ability to complete the R&R Subaward Budget forms offline. To do
so, the forms must be downloaded, completed and saved to a local device, and then

uploaded to ASSIST.

To complete subaward budget forms offline:

1. Select the Download Subaward Form button.

Summary || RER Cover | Cover Page Other Sites SriMary Modular Research
Supplement Project Person Budiget Flan
Information Profile

Research and Related Subaward Budget

Add Hew Subaward Remove All Subawards E'n'.r.-nl.r.-ﬂ-:l Subaward Form

Prepare the subawardee budget(s) online within ASSIST or download, complete and attach
the subaward budget formis).

Attach Subaward Form
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The Research & Related Budget form opens in another browser window. Complete
the form and save it locally. Instructions for filling out the form are located in the
application guide: https://grants.nih.gov/grants/how-to-apply-application-
quide.html.

2. Access the R&R Subaward Budget screen in ASSIST.

3. Select the Attach Subaward Form button from the screen.

Summary || RER Cover | Cover Page Other Sit# Sy Maodiilar Retaarch
Supplemant Project Peruon Baudget Plam
linifior Priation Profile

Research and Related Subaward Budget L

Prepare the subawardee budget(s) online within ASSIST or download, complete and attach
the subaward budget formi(s).

Download Subaward Form Attach Subaward Form

Add Hew Subaward Remove All Subawards

4. When prompted, use the Browse button to search for and select the budget form

from your local device and the Submit button to add it to ASSIST.

I

telart the subasward POF vou wich t
LeCl the oawward LT you L

RRSubawardBudgetForm.pdi | Browss_

T T

ASSIST validates the PDF file to ensure that it meets the format requirements of the
opportunity. Files of an invalid format cannot be uploaded.
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5. The Research and Related Subaward Budget screen updates to include the added
subaward in the table at the bottom of the screen. Use the Edit, Remove, and

View buttons to manage the subaward as necessary.

Research and Related Subaward Budget @

Prepare the subawardee budget(s) online within ASSIST or download, complete and attach
the subaward budeget formis).

Add Hew Subaward m Download Subaward Form Attach Subaward Form

Subaward Organization Action
Subawardl My Sample Organization m m m

Career Development Award Supplemental

For assistance with the information required on this form, please refer to the appropriate
application guide on the How to Apply page.
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For guidance on completing the form in ASSIST, refer to the steps

below:
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1. Select the Edit button to enable the form for editing.
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Forms [

Application Information @

Summary  RER Cover  Cover Page Other Sites Srikey BER Budget
Supplement Project Person
Information Profile

PHS 398 Career Development Award Supplemental Form
PH5398 CareerDevelopmentAwardSup v6.0 @

- e

Intreduction

quired fieddis)

1. Introduction to
Application
{for Resubrmission and Revision
apgplicaticen|

View Attachment

Candidate Sectien

2. Candidate Information
and Goals for Career
Development

Research Plan Section

View Attachment

3. Specific Alms View Attachment
* 4. Research Strategy View Attachment
&. Progress Report View Attachment

Publication List (for Renewal
spplication |

Training in the
Responsible Conduct of
Research

-

View Attachment

Qther Candidate Information Section

7. Candidate’s Plan to
Provide Mentoring

View Attachment

Mentor, Co-Mentor, Consultant, Collabaraters Section

B. Plans and Statements of
Menter and Co-Mentor(s)

View Attachment

9. Letters of Support from
Collaborators,
Contributers, and
Consultants

View Attachment

Environment and Institutional Commitment to Candidate Section

10. Dwscription of
Institutional Environment

Vidw Attachment

11. Institwtional Commitment
to Candidate’s Research
Career Development

12. Deseription of Candidate's
Contribution to Program
Goals

View Attachment

View Attachment

Other Research Plan Sections

13, Vertebrate Animals View Attachment

14, Select Agent Research Vi AttaChiment

15. Conzortium/Contractual
Arrangements
16. Resource Sharing

View Attachment

View Attachment

17. Other Plan(s) View Attachment
18. Authentication of Key
Biclogical andfor
Chemical Resources

View Attachment

Appendix
19. Appendix
Appendix File Hame View Attachment
Mothing found to display.
Citizenship

* 20. U.5. Citizen or Non- O Ye: © No
Citizen National?

If mo, select most lpprapflau- Non-U.5. Citizen npu‘un:
© With a Permanent U.5. Resident Viza
© With a Temporary U.5. Visa
© Mot Residing in the .5,

If you are a non-U.5. citizen with a temporary visa applying for an award that requires permanent residency status, and expect to be granted a permanent resident visa by
the start date of the award, check here: [
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2. Attach the applicable sections using the Add Attachment buttons.
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Application Information @

Summary | RERCover  Cower Page Other Sizes Selkey
Supplement  Project Perzan
Information Profile

Career Dev

#ER Budpet ek

Forms [

PHS 398 Career Development Award Supplemental Form
PHS398 CareerDevelopmentAwardSup v6.0 @

Introduction

. Introduction to
Application
{for Resubmission and Revision

applicatiorn)

Candidate Secticn

2. Candidate Information
and Goals for Career
Development

Research Plan Section

. Specific Aims

“ 4. Research Strategy

. Progress Report
Publication List (for Renewal
applicatioen)

&>

. Training in the
Responsible Conduct of
Research

Other Candidate Information Section

7. Candidate’s Plan to
Provide Mentoring

Mentor, Co-Mentor, Consultant, Collaborators Section
8. Plan: and Statements of

Mentor and Co-Mentor(s)

9. Letters of Support from
Collaborators,
Contributors, and
Consultants

Environment and Institutional Commitment to Candidate Section

10. Deseription of
Institutienal Environment

11, Instituticnal Commitment
to Candidate’s Research
Career Development

12. Description of Candidabe’s
Contribution to Program
Goals

Other Research Plan Sections
13, Vertebrate Animals
14, Select Agent Research

15. Comsertium/Contractual
Arrangements
16. Resource Sharing

17. Other Plan{s)
18. Authentication of Key

Biological and/or
Chermical Resources

Appendix

19, Appendiz

Appendix File Hame
Hothing found to d

Citizenship

* 20. 0.5, Citizen or Mon- O Yes O No

Citizen National?
If no, select most appropriste Nen-U.S. Citizen option:
() With a Permanent U.5. Resident Visa
O With a Temporary U.S. Visa

) Met Residing in the U.5.

himent

achme

Delete ALtac

Delete Attachment

Delete Attachment

Delete Attachment

Delete Attachment

chment

Chiment

Add Attachment

Delete Attachment

Delete Attachment

Delete Attachment

Delete Attachment

Delete Attachment

Dedete Attachment

Delete Attachment

Delete Attachment

Delete Attachment

Delete Attachment

Delete on Save

Wiew Attachmment

Wiew Attachment

Wiew Attachment
Wigw Attachment

View Attachment

Wiew Attachment

Wiew Attachmeent

Wiew Attachment

Wiew Attachment

Wiew Attachment

Wiew Attachment

Wiew Attachmeent

View Attachment
View Attachment
Wiew Attachment
Wiew Attachment
Wiew Attachment

View Attachment

Update Attachment

View Attachment

If you are a non-l.5, citizen with a temporary visa applying for an award that requires permanent residency status, and expect to be granted a permanent resident visa by

the start date of the award, check here:

= and Release Lock

Cancel and Release Lock
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NOTE: If needed, use the Delete Attachment buttons to remove attachments or
the View Attachment buttons to view them.

3. To save the entered information, select the Save and Keep Lock button to keep
the form open for further editing -or- select the Save and Release Lock button to

close the form after saving.

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

PHS 398 Research Training Program Plan

For assistance with the information required on this form, please refer to the appropriate
application guide on the How to Apply page.

NOTE: The forms in these topics reflect FORMS-I, which must be used for applications
with due dates on or after January 25, 2025 (see guide notice NOT-OD-24-086. Also see
the annotated form set and summary of changes for Forms-I.) For due dates on or before
January 24, 2025, use FORMS-H.

New in Forms-I

e Added Recruitment Plan to Enhance Diversity attachment to Training Program
Section

» Moving this information into a separate attachment means it no longer
counts towards the Program Plan page limit

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

Application Information @

Summary ~ RBR Cover  Cover Page Other Sites Srikey Training U]
Supplemant | Praject Perion [t Program Plan
Information Profile
PHS 398 Research Training Program Plan OMB Humbser: 0925-0001
g} Expiration Date: 01/31/2026
PHS5398 ResearchTrainingProgramPlan v6.0 @
* Required fleldys)
Introduction
1. Imtroduction to View Attachment
Application
(for Resubmizsion and
Revision applications)
Training Program Section
* 2. Program Plan View Attachment
3. Recruitment Plan to View Attachment
Enhance Diversity
4. Plan for Instruction in View Attachment
the Responsible
Conduct of Research
5. Plan fer Instruction in View Attachment
Methods for Enhancing
Reproducibility
6. Multiple PD/PI View Attachment
Leadership Plan (if
applicable)
7. Progress Report View Attachment
(for Renewal
applications)
Faculty, Trainees and Training Record Section
8. Participating Faculty View Attachment
Biotketches
9. Letters of Support View Attachment
10. Data Tables View Attachment
Other Training Program Section
11. Vertebrate Animals View Attachment
12. Select Agent Research View Attachment
13. Consortium / View Attachment
Contractual
Arrangements
14. Other Planis) View Attachment
Appendix
15. Appendix
Attachment File Name View Attachment
Naothing found to display.
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2. Attach the applicable sections of the research plan using the Add Attachment but-
tons.

NOTE: If needed, use the Delete Attachment buttons to remove attachments or
the View Attachment buttons to view them.

3. To save the entered information, select the Save and Keep Lock button to keep
the form open for further editing -or- select the Save and Release Lock button to

close the form after saving.

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

PHS 398 Training Budget

For assistance with the information required on this form, please refer to the appropriate
application guide on the How to Apply page.

NOTE: The forms in these topics reflect FORMS-I, which must be used for applications
with due dates on or after January 25, 2025 (see guide notice NOT-OD-24-086. Also see
the annotated form set and summary of changes for Forms-I.) For due dates on or before
January 24, 2025, use FORMS-H.

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

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

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

Adding Budget Period 1

To add budget information for Period 1:
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1. Select the Edit button to enable the form for editing.

Application Information @

Summary RER Cover  Cover Page Other Sites Srikey Mimre Traind
Supplement Preject Persom Budget Fregram
Information Profile
§ Period 1

PHS 398 Training Budget - Period 1
PHS398 TrainingBudget v2.0 @

Statement

he Applicant Organization Information on the 5F 424 (RER) Cover. If you wish to change

The UEl and Enter Name of Organization on the Training Budget are populated from
these items, please do so on the SF 424 (RER) Cover; you will not be able to edit the response here

LEI UYTTITEGHDTY
O ation Name UNIVERSITY OF CALIFORNLA, SAN DIEGD

* Budget Type @ Project o Subaward/Consortium

* Start Date

* End Date
A, Stipends Tuition/Fees

Humber of Trainees Stipends Tuition. Fees

Full Time  Short Term Requested (5) Requested (3)

Undergraduate:
Humber per Stipend Level:
First-Year/ Soph Junior/ Senior
Predoctoral: Single Degree

Dual Degree

Total Predoctoral
Postdoctonal: Humber Per Stipend Level

] i ] 3 4 5 [ 7

Mon-gegree Seeking
Degree Secking

Total Postdoctoral

Other:
Totals §
Total Stipends + Tuition/Fees Requested 5
B. Other Direct Costs
Funds Requésted (5)
Trainee Travel 5
Training Related Expenses 4
Total Direct Costs from RER Budget Form (if applicabile) 5
Consartium Training Costs (if applicable) 5
Total Other Direct Costs Requested ]
C. Total Direct Costs Requested (A « B) 5
D. Indirect (FiA) Costs
Indirect (FELA)
Indirect (FEA) Type Rate (%) Indirect (FiA) Base (5)  Funds Requested (5)
1.
2
Total Indirect (F&A) Costs Requested 5
E. Total Direct and Indirect{FRA) Costs Requested (C + D) 5
F. Budget Justification View Attachment
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2. Complete the budget information as appropriate. Required fields are marked with
an asterisk (*).

3. To save the entered information, select the Save and Keep Lock button to keep
the form open for further editing -or- select the Save and Release Lock button to

close the form after saving.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue
button on the confirmation - returns the form to read-only and does not save any
of the entered information onto the form.
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Application Information @

Training
Summary RER Cover Cover Page Other Sites Srikey Trakni:
supplement  Project P:;‘an Lo S Frogram Plan
Information Prefile
1 Period 1 Add Period

PHS 398 Training Budget - Period 1
PHS5398 TrainingBudget v2.0 @

Edit

The UEI and Enter Hame of Organization on the Training Budget are populated from the Applicant Organization Information on the 5F 424 (RER) Cover. If you wish to change
these items, please do so on the 5F 424 (RER) Cover; you will not be able to edit the response here.

UEI UYTTZTEGIDT
Organization Name UNIVERSITY OF CALIFORNLA, SAN DIEGO
* Budget Type Project Subaward / Consortium
* Start Date r-]
* End Date - |

A. Stipends Tuition/Fees

(ST Stipends Tuition/ Fees
Full Time  Short Term Requested ($) Requested ($)

Undergraduate:
Humber per Stipend Level:

First-Year/ Soph. Jurior ! Senior
Predoctoral: Single Degree
Dual Degree
Total Predoctoral
Postdoctoral: Humber Per Stipend Level
0 1 2 3 4 5 ] 7

Non-degree Seeking
Degree Seeking

Total Postdoctoral

Other:
Totals §
Total Stipends + Tuition/Fees Requested 5
B. Other Direct Costs
Funds Requested ($)
Trainee Travel 4
Training Related Expences 4
Total Direct Costs from RER Budget Form (if applicable) 5
Consortium Training Costs (if applicable) 5
Total Other Direct Costs Requested 5
C. Total Direct Costs Requested (4 + B) [
D. Inddirect (FEA) Costs
Indirect (FEA)
Indirect (FiA) Type Rate (%) Indirect (FitA) Base (5)  Funds Requested (5)
.
2.
Total Indirect (FiA) Costs Requested §
E. Total Direct and Indirect{FiuA) Costs Requested (C + D) 1

F. Budget Justification Delete Attachment  View Attachment

Save and Keep Lock Save and Rede: ok (e LR Remove Budget Period

Forms Data Entry 219 February 7, 2025



Application Submission System & Interface for Submission Tracking (ASSIST) User Guide

Adding Another Budget Period

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

To add an additional budget period:
1. Select the Add Period button.
Information Profils

PHS 398 Training Budget - Period 2
PH5398 TrainingBudget v2.0 @

Forms Data Entry 220 February 7, 2025



Application Submission System & Interface for Submission Tracking (ASSIST) User Guide

PHS 398 Training Budget - Period X displays (where X is the specific budget period
being added).
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. . .
Application Information @
Summary | RERCover CoverPage  Other Sites Srikay il Training
Supplement  Preject Person Lo I Frogpram Plan
Infarmation Profile
Period 1 Pericd 2 Period 3 Tt Add Periad
PHS 398 Training Budget - Period 3
Ex
PHS398 TrainingBudget v2.0 @
Edit
The UEl and Entar Name of Organization on the Training Budget are populated from the Applicant Organization Information on the SF 424 (RER) Cover. If you wish to change
these items, please do so on the 5F 424 (RER) Cover; you will not be able to edit the response here.,
Lel UYTTZTEGIOTH
Organization Name UNIVERSITY OF CALIFORNIA, SAN DIEGO
* Budget Type Project Subaward ! Consortism
* Start Date | 10,07/2022 x|
“End Date  [on 082002 —
A, Stipends Tuition/Fees
HNumber of Trainees Stipends Tuition/ Fees
Fudl Tiree  Short Term Requested (5) Requested (5)
Undergraduate:
Humber per Stipend Level:
First-Year/ Soph. Junior! Senior
Predoctoral; Single Degree
Dual Degree
0 0 Total Predoctoral 0.00 0.00
Postdoctoral: Humber Per Stipend Level
o 1 2 3 4 3 & T
Non-degree Seeking
Degree Seeking
0 o/ Tatal Postdactoral 0 0 0 0 0 0 0 0 0.00 0.00
Other:
Totals § .00 0.00
Total Stipends « Tuition/Fees Requested 5 0.00
B, Other Direct Coats
Funds Requested (5)
Trainee Travel 5
Training Related Expenses 5
Tatal Direct Costs from RER Budget Form (if applicabie) 5
Consartium Tralning Costs (If applicable) 5
Total Other Direct Costs Requested 5 0.00
C. Total Direct Costs Requested (4 + &) g 0.00
D. Indirect (FEA) Costs
Indirect (FEA)
Indirect (FRA) Type Rate (%) Indirect (FitA) Base (5)  Funds Requested (3)
1.
2
Tatal Indirect (FE:A) Costs Reguested § 0.00
E. Total Direct and Indirect{F&A) Costs Requested [C + D) b1 0.00
m Save and Release Lock A Re o Remave Butget Period
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2. Enter and/or edit the budget information for the specific period.
3. To save the entered information, select the Save and Keep Lock button to keep

the form open for further editing -or- select the Save and Release Lock button to

close the form after saving.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue but-
ton on the confirmation - returns the form to read-only and does not save any of the
entered information onto the form.

Editing and Viewing an Entered Budget

Depending on the authority granted, you may view and/or edit existing budget inform-
ation for any of the entered budget periods. To edit budget information:

1. Select the link for the period to view or edit (e.g., Period 3 link).

Summary ~ RERCover  Cover Page Other Sites Srikey {Rmining Training
Supplement  Praject Parsen Budger  [Piileiy. T
Infarmansan Prafile
Perod 1 Pericd mailative o

PHS 398 Training Budget - Period 2
3H5398 TrainingBudeet v2.0 @

2. Select the Edit button to edit the information.
3. Update the budget information as necessary.

4. To save the entered information, select the Save and Keep Lock button to keep

the form open for further editing -or- select the Save and Release Lock button to

close the form after saving.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue but-
ton on the confirmation - returns the form to read-only and does not save any of the
entered information onto the form.
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Deleting a Budget Period

With Edit Budget authority, an ASSIST user may remove entire budget periods from a
component. To delete an entire budget period:

1. Select the link for the period being removed (e.g., Period 3 link)

n

Select the Edit button to enable editing.

3. Click the Remove Budget Period button.

Save and Keep Lock Save and Release Lock Cancel and Release Lock | Remove Budget Period

A confirmation window displays.

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

NOTE: Selecting the Go Back button returns the budget period form without delet-

ing it.

The PHS 398 Training Budget tab information displays, with the link for the

removed budget gone. This information is now deleted. The deleted budget period

is also removed from the Cumulative Budget information.

Viewing Cumulative Budget

To view the cumulative budget of multiple budget periods, select the Cumulative link.

Summary RER Cover  Cover Page Other Sites Srikey Trairing
Supplement Project Person Program Plan
Information Frefile
Beriod 1 Pe Perigd 3 | Cumudative

PHS 398 Training Budget - Period 2
PHS398 TrainingBudget v2.0 @

The PHS 398 Training Budget - Cumulative Budget displays as read-only.
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Application Information @
Surmmary RER Cover Cover Page Other Sites Sritey Training Training
Supplement  Project Perzon Lo B Frogram Pian
Infermation Praofile
Period 1 Pariod 2 Peripd 3 Cumulative
PHS 398 Training Budget, Cumulative Budget @
A, Stipends, Tuition Fees
Stipends Tuition/Fees
Requested (%) Requested (3)
Undergraduate: 5 0,00 0.00
Predoctoral:
Single Degree 5 0.00 5 0.00
Dual Degree 5 0.00 5 0.00
Total Predactoral 4 0.00 -9 0.0
Postdoctoral:
Non-Degree Seeking 5 0.00 5 0.00
Degree Seeking H 0.00 5 0.00
Total Postdoctoral 4 0.00 - 0.0
Other: 5 0.00 5 0.00
Totals 3 0.00 3 0.0
Total Stipends + Tuition/Fees Requested 5 0.00
B, Other Direct Costs
¢
5)
Trainee Travel ) 0.00
Training Related Expences 5 0.00
Total Direct Costs From RER Budget Form (if -] 0.00
applicable)
Consartium Training Costs (if applicable) 5 0.00
C. Total Direct Costs Requested (A + B) 5 0.00
D. Total Indirect (F&A) Costs Requested 5 0.0
E. Total Direct and Indirect (F&A) Costs 5 0.00
Requested (C + D)

Training Subaward Budget

For assistance with the information required on this form, please refer to the appropriate
application guide on the How to Apply page.

NOTE: The forms in these topics reflect FORMS-I, which must be used for applications
with due dates on or after January 25, 2025 (see guide notice NOT-OD-24-086. Also see
the annotated form set and summary of changes for Forms-I.) For due dates on or before
January 24, 2025, use FORMS-H.
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The Training Subaward Budget form must be added to the component as an optional

form. Refer to the help topic titled Add Optional Forms .

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

Adding a Training Subaward
To add a subaward:

1. Click the Add New Subaward button.

Application Information @

Summary ~ RERCover  Cover Page Other Sites Srikey Training T""::d Training
Supplemant Project Persan Budpet Program Flam
Infarmation Profile

Training Subaward Budget
PHS5398 Training Subaward Attachment(s) v3.0 @

Instructions

Important

the process outlined above. Attaching any other type of file may result in the inability to submit your application to Grants.gov

A Hew Subaward || Remove All Subawards

Subaward Organization

This form allows you to attach a PHS 398 Training Budget form for each subaward/ consortium associated with your application. Use the “Download Subaward Form® button to extract a
blank cogy of the PHS 398 Training Budget form, complete the form in accordance with agency instructions, and attach the completed form wsing the “Attach Subaward Form™ button.

Attach Training Subaward Budget forms, using the blocks below. Remember that the files you attach must be PHS 398 Training Budget POF forms, which were previously extracted using

Prepare the subawardee budget(s) online within ASSIST or download, complete and attach the subaward budget form(s).

Action

The PHS 398 Training Budget- Period 1 page displays.
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Application Information @
i Traini —
Summary  RBRCover  Cover Page Other Sites Srikey Training ; ne Traini
At Prajest Perien Budget B H ard Pwam'ﬁm
Infermation Prafile
1 Poriod 1 Add Period
Subaward 1
PHS 398 Training Budget - Period 1 OWE Hu
PHS398 TrainingBudget vZ.0 @ o
Edit
red field(s)
UEI
Organization Hame
* Budget Type Project Subaward (Consortium
* Start Date [
* End Date |
A. Stipends Tuition/Fees
Humber of Trainees Stipends Tuition/Fees
Full Time  Short Term Requested (5) Requested (5)
Undergraduate:
Hurnber per Stipend Level:
First-Year/Soph. Junibor / Senior
Predoctoral: Single Degree
Dual Degree
0 i Total Predoctoral 0,00 0,00
Pastdoctoral: Humber Per Stipend Level
0 1 2 1 4 5 ] 7
Hon-degree Seeking
Degree Secking
o 0| Total Postdoctoral 0 o o o 0 o o 0 0.00 0.00
Other:
Tatals § 0.00 0.00
Total Stipends + Tuition Fees Requested § 0.00
B. Other Direct Costs
Funds Requested (%)
Trainee Travel 5
Tralning Related Expenses %
Total Direct Costs from RiR Budget Form (if applicable) 5
Consortium Training Costs (if applicatile) 5
Total Other Direct Costs Requested 5 0.00
C. Total Direct Costs Requested (A « B) 5 0.00
D, Indirect (FEeA) Costs
Indirect (FEA)
Indirect (FEuA) Type Rate (%) Indirect (FitA) Base (3)  Funds Requested (5)
1.
2
Total Indinect (Fiua) Costs Requested 0.00
E. Total Direct and Indirect{FRA) Costs Requested C » D) 5 000
F. Budget Justification Defete Attachment  View Attachment
Cancel and Release Lock S udget Period
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2. Complete the budget information as appropriate. Required fields are marked with

an asterisk (*).
3. To save the entered information, click the Save and Keep Lock button to keep the

form open for further editing -or- click the Save and Release Lock button to close

the form after saving.

NOTE: Clicking the Cancel and Release Lock button - followed by the Continue
button on the confirmation - returns the form to read-only and does not save any

of the entered information onto the form.

4. Repeat steps, clicking Add New Subaward for each additional subaward.

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

Application Information @

Summary ~ RERCover  Cower Page Other Sites Srikey Training iining Training
Supplement  Prajest Perzan Budget “" l"‘"" Program Flan
Infermation Profile

Training Subaward Budget
PHS398 Training Subaward Attachment(s) v:.0 @

Instructions
This form allows you to attach a PHS 398 Tralmn-g &ﬂg&"[ form for each subaward/comnsortium associated with your applica:lm. Use the "Download Subaward Form™ button 1o extract a
blank copy of the PHS 308 Training Budget form, complete the form in accordance with agency instructions, and attach the completed form using the “Attach Subaward Form® button.

Impartant
Attach Training Subaward Budget forms, using the blocks below. Remember that the files you attach must be PHS 398 Training Budget PDF forms, which were previously extracted using
the process outlined above, Attaching any other type of file may result in the inability to submit your application to Grants.gov

Prepare the subawardee budget(s) online within ASSIST or download, complete and attach the subaward budget formis).

A Meérw Subaward R Ml Subsarevarnds Dreilaad Subaward Fenm Attach Subaward Form

Subawardi —— — m_m
Adding Another Budget Period to a Training Subaward
To add an additional budget period to a subaward:
228 February 7, 2025
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1. From within the subaward form, click the Add Period button.

Summa RER Cover  Cover Page Other Sites 5o Traini ] Traini
i = 4 Subaward ¢
Supplement  Project Persan Budget = Program Flan
Infarmation Prefile
- - . =1
Add Period

Period 1 Cunnulative

Subaward 1

PHS 398 Training Budget - Period 1
PHS398 TrainingBudget v2.0 @

Edit View Burden Statement

The PHS 398 Training Budget - Period X displays (where X is the specific budget
period being added).
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Application Information @
Summary | RERCover = Caver Page Other sites Srikey Training [P Training
Supplement  Praject Perzan Budget Program Plan
Information Profile
Pericd | Period 2 tive Add Period
Subaward 1
PHS 398 Training Budget - Period 2 OME
. Expiration [ 2
PH5398 TrainingBudget v2.0 @
Edit
* Required fieldys)
UEI
Organization Hame
* Budget Type Project Subaward (Consortium
* Start Date | 10,01/2023 BE
. —
EndDate og;30/2024 &
A, Stipends Tuition/Fees
Hurnber of Trafness Stipends Tuition/Fees
Full Time  Short Term Fequested (5) Requested ($)
Undergraduate:
Number per Stipend Level:
First-Year/Soph. Jumior | Senior
Predoctoral: Single Degree
Dual Degree
[i} o Total Predectoral 0.00 0.00
Pastdoctoral; Humber Per Stipend Level
0 1 2 3 4 5 & T
Non-degree Seeking
Degree Secking
0 0 Total Postdoctoral 0 o o 0 o 0 0 0 0.00 0.00
Other:
Tatals 5 0.00 0.00
Total Stipends « Tuition!Fees Requested § 0.00
B. Other Direct Costs
Funds Requested (5)
Trainee Travvel 4
Training Related Expenses 5
Total Direct Costs from RER Budget Form (if applicatile) 5
Consortium Training Costs (if applicable) 5
Total Other Direct Costs Requested 5 0.00
. Total Direct Costs Requested (A + B) 5 0.00
0. Indirect (FieA) Costs
Indirect (FEA)
Indirect (FEA) Type Rate (%) Indirect (F&tA) Base (3)  Funds Requested (5)
i
L
Tatal Indirect (Fiea) Costs Requested § 0.00
E. Total Direct and Indirect{F&A) Costs Requested (C » D) 5 0.00
nd Release Lock Cancel and Release Lock JEEEHER TSR L)
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2. Enter the budget information for the specific period.
3. To save the entered information, click the Save and Keep Lock button to keep the
form open for further editing -or- click the Save and Release Lock button to close

the form after saving.

NOTE: Clicking the Cancel and Release Lock button - followed by the Continue button
on the confirmation - returns the form to read-only and does not save any of the entered
information onto the form.

Editing and Viewing an Entered Training Budget for a Subaward

To view and/or edit the subaward training budget period:

1. From within the subaward form, click the link for the period to view or edit (e.g.,
Period 2 link).

Summary RER Cover  Cover Page Other Sines Se/Key Traiming Training Training
L ne P riom

PHS 398 Training Budget - Period 1
PHS3I98 Traini I --:\ﬂ

View the information.
Click the Edit button to edit the information.

Update the budget information as necessary.

vk~ W

To save the entered information, click the Save and Keep Lock button to keep the
form open for further editing -or- click the Save and Release Lock button to close

the form after saving.

NOTE: Clicking the Cancel and Release Lock button - followed by the Continue button
on the confirmation - returns the form to read-only and does not save any of the entered
information onto the form.
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Viewing Cumulative Training Budget for a Subaward

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

Sumenary RER Cover ':evqll Page Other Sites SriMey ‘I'u:vin: J::;'d Trainin-:l
Supplement Project Person Budget Program Plan
Information Profile Budget

Pericd 1 Perigd 2 | Curnulative Add Period

Subaward 1

PHS 398 Training Budget - Period 1
PHS398 TrainingBudget v2.0 @

Edit View Burden Statement

The PHS 398 Training Budget - Cumulative Budget displays as read-only.
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Application Information @

Training T"H:d
Budget Budget

Summary R&R Cover  Cover Page Other Sites Srikey
Supplement Project Persan
Informaticn Profile

Beriod | Pedod 2 Cumulative

Training
Pregram Plan

Subaward 1

PHS 398 Training Budget, Cumulative Budget @

A. Stipends, Tuition/Fees

Stipends
Undergraduate:

Predoctoral:
Single Degree
Dual Degres 5

Total Predoctoral

Postdoctoral:

Mon-Degree Seeking
Degree Seeking
Tetal Postdoctoral
Other:
Totals
Total Stipends + Tuition/Fees Requested

B. Other Direct Costs

Trainee Travel
Training Related Expenses

Total Direct Costs From RER Budget Form (if
applicable)

Consortium Training Costs (if applicable)
C. Total Direct Costs Requested (A + B)
D. Total Indirect (F&A) Costs Requested

E. Total Direct and Indirect (FRA) Costs
Requested (C + D)

Requested (5)

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

Tuition! Fees

Requested (5)

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

Removing Training Budget Subawards

Training budget subawards can be removed individually or all at once. The steps below

provide detail for each method.

Removing an Individual Training Budget Subaward

To remove an individual subaward:
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1. Click the Remove button from the Action column for the particular subaward being
removed.

Prepare the subawardee budget(s) online within ASSIST or download, complete and attach the subaward budget formi(s).

[ ik Herw Subavard | Remove All Subawards ard Form | Attach Subaward Farm
Subaward Organization Action
B [ Edit | Remove ] View ]

A confirmation window displays.

2. Click the Continue button to complete the removal.

Removing All Training Budget Subawards
To remove all subawards at one time:

1. Click the Remove all Subawards button from the Training Subaward Budget tab

main page.

Prepare the subawardee budget(s) online within ASSIST or download, complete and attach the subaward budget form(s).

[ Add Mow Subaward || Remove All Subawards | Download Subaward Form | Attach Subaward Form

Subaward Crgani?a[im Action

A confirmation window displays.

2. Click the Continue button to move forward and delete the subawards. (Clicking Go
Back cancels the action.)

Planned Enrollment Report for Other Components

For assistance with the information required on this form, please refer to the appropriate
application guide on the How to Apply page.

The Planned Enrollment Report form must be added to the application or to the com-
ponent of a multi-project application as an optional form. Refer to the help topic titled
Add Optional Forms .
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For guidance on completing the form in ASSIST, refer to the steps below.

Adding a Planned Enroliment Study

To add a planned enrollment study:

1. Select the Add New Planned Enrollment Study button. If this is the first study you

are adding, you can also select the Edit button for Study 1 located in the Action

column of the displayed table.

Summary || RER Cover | Cover Page Other Sites SriMey | RER Budget Ressarch | Cumulative EF.I":{'IM_d 4
Supplemant Project Perion Plan inclusicn nronmEs
Irif o Priation Profile Baport Repart
Add New Planned Enrollment Study JJll  Remove All Planned Enrollment Studies
One item found.
Study
Humber Study Title Action

' CView |

The Planned Enrollment Report opens for editing.
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Summary | RER Cover  Covver Page Otheir Sita Sriay | RBR Budget | Rewarch | Curnidative
supplemant | Projsct Farion Plim Iz buribesi
infar mation Frafile Repart

Planned Enrgimant RBeport Symmary

Planned Enrollment Report
PlannedReport v1.0 o

Study 1 of 1

This report format should NOT be used for collecting data from study parteipants.

Select |E|

Ethnic Categories

Hot Hispanic or Lating Hizpanic or Latino Total

Racial Categories Female Male Famale Male
American Indian 0 [il i o 1}
Alazka Mathee
Azian 0 0 ] 0 0
Mative Hawalian or 0 il i o 1}
Other
Pacific lslander
Black or African 0 [il i o 0
American
White 0 i} i 0 |
More than One 0 [il i o o]
Face
Total o L] 0 1] 1}

Save and Keep Lock Save and Release Lock

Save and Add [l Cancel and Release Lock

2. Complete the required fields and any other appropriate information. Required
fields are marked with an asterisk (*).
3. Select one of the save options at the bottom of the form to save the data:
a. To save the information and keep the form open for further editing, select

the Save and Keep Lock options.
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b. To save the information and close the form, select the Save and Release

Lock button.

c. To save the data on the current page of the form and to display a new page

for entry, select the Save and Add button.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue
button on the confirmation - returns the form to read-only and does not save any

of the entered information onto the form.

4. Select the Planned Enrollment Report Summary link to return to the table of enroll-

ment studies.

0 Planned Enrollment Report updates saved

Othr
Project
infinr ke

Summary | RER Cover Cover Pige
Supplemant

Sitdi

S My
Pariom
Profile

RAR Budget Rewsarch | Cumilithve

Plan

Inclumian
Rimpina

=

@L’E‘L‘F | Enrodment Beport J '.v'.“.".‘.".-".'_;___->

Planned Enrollment Report

109

PlannedReport v

The added studies display in the table from which they can be accessed using the Edit,

Remove, and View buttons.
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Summary | RER Cover | Cowver Page Orther Sites Srey | RER Budget Research |Cumulative
Supplement  Project Paron Plan Inclision
Irif oo Priation Profile Bapoat

Remove All Planned Enrollment Studies

Add New Planned Enrollment Stud:..'

Humber Study Title Action

1 Sample Enrollment Study for Individual Component m m m
2 My Second Planned Enrollment Study L Edit ] Remove ] view
Third Sample Study Title [ Edit ] Remove ] View

1-3of 3 records, Page 1 of 1

Viewing and Editing the Enroliment Studies

To view and/or edit a planned enrollment study:

1. Select the appropriate button for the specific study to be viewed or edited:

Summary || RER Cover | Cover Page Other Sites Sriey | RER Budget Ressarch |Cumulative
Supplement Project Perion Plan Inclision
Inifor mation Profile Raport

Remove All Planned Enrollment Studies

Add New Mlanned Enrollment 5!ur!:..'

Humber Study Title Action

1 Sample Enrollment Study for Indhidual Companent m m m
2 My Second Pamned nvoiment Sud et ] Renowe T Vi )
Third Sample Study Title N =X

3 of 3 records, Page 1 of 1

To view the information:

a. Select the View button to see the form in read-only.
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b. Note that once within the read-only form, you can select the Edit button at

the top of the form to enter edit mode.
To edit the information:

a. Select the Edit button for the study.
b. Make your changes.
c. Select one of the save options at the bottom of the form to save the data:
i. To save the information and keep the form open for further editing,
select the Save and Keep Lock options.
ii. To save the information and close the form, select the Save and
Release Lock button.
iii. To save the data on the current page of the form and to display a new

page for entry, select the Save and Add button.

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

2. Select the Planned Enrollment Report Summary link to return to the table of enroll-

ment studies.

“ Planned Enrollment Report updates saved

Summary | RER Cover Cover Page | Other Sites SrfMey | RER Budget Rewsarch || Cumulathve
Supplame fik Praject Parion Plam Inc luswiean
Infer mathan Prafile Raport

Q\"-l’-“-.‘ Enrodment Report Sum 1;)

Planned Enrollment Report

Edit
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Removing Individual Planned Enrollment Study

You can remove the studies individually using the buttons found in the Action column of
the summary table. To remove an individual study:

1. Select the Remove button for the specific study.

Summary || RER Cover | Cover Page Other Sitet Sriey | RER Budget Rewsarch |Cumulative
Supplemant Project Perion Plan Inclision
Information Prodile Raport

Add Hew Manned Enrollment 5!ud:..' Remove All Planned Enrollment Studies

3 of 3 records, Page 1 of 1

S tusdy
Humber Study Title Action
1 Sample Enrollment Study for Indiidual Component m m
: My Secand Planned Enollment Study et I Renoe J View

3 Third Sample Study Title l@m

A confirmation message pops up prompting you to continue or cancel this action.

2. Select the Continue button to continue removing the study.

Planned

Summary | RER Cover | Cower Page Dk S5tes SriMey ERR Budget  Research  Cumulstive Framand

Supplement |  Project Parscn Plan Inchaion
Irformation Profile Repart

Report

Iment Studies
) ENROLLMEMT ‘i-'i R 1 -3 of 3 records, P
() e pesn
| - e 6
? Cose Lo T e
3 Third Sample Study Title I

If you wish to cancel, select the Go Back button.
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Removing All Planned Enrollment Studies

You can remove all studies at the same time rather than removing each individual study.
Removing all studies also removes the entire form from the component.

To remove all studies:

1. Select the Remove All Planned Enrollment Studies button at the top of the form.

Summary | RER Cover | Cover Page|  Other Sites Sriey | RER Budget| Ressarch | Cumulative E_"'-f'l':’“"’ ]
Supplement  Project Person Plan Inclusion "r:'"'“‘:"
Infor mation Profile Report et

Add Hew Planned Enrollment Study

' Remove All Planned Enrollment Studies ]

Study
Humber Study Title
i Sample Enrollment Study for Indhvidual Component
2 My Second Planned Enrollment Study
3 Third Sample Study Title

A confirmation message pops up prompting you to continue or cancel the action.

2. Select the Continue button to remove all forms.

Summary || B3R Cover | Cover Page Other Sites Srikey || RER Budget| Ressarch | Cumulative [
Supplement  Project Person Plan Inschusion
Irfor mation Profile Repaort

WAMNT TO DELETE Al

ARE Y0OU SURE YOl
ﬁ PLANMMED EMROLL

Iment Studies

AEMT REPORTS! THIS 1-3of 3 records, P
gy WILL REMOVE THE PLANNED EMROLLMENT REPORT
Mug  FURM FRUM THIS COMFUNENT. Action
z Edit
3 Third Sample Study Title Edit
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If you wish to cancel, select the Go Back button.
See Also

* Add Optional Forms

Cumulative Inclusion Enrollment Report for Other Components

For assistance with the information required on this form, please refer to the appropriate
application guide on the How to Apply page.

NOTE: The forms in these topics reflect FORMS-I, which must be used for applications
with due dates on or after January 25, 2025 (see guide notice NOT-OD-24-086. Also see
the annotated form set and summary of changes for Forms-1.) For due dates on or before
January 24, 2025, use FORMS-H.

The Cumulative Inclusion Enrollment Report form must be added to the application or to
the component of a multi-project application as an optional form. Refer to the help topic
titled Add Optional Forms .

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

Adding a Cumulative Inclusion Enrollment Study
To add a cumulative inclusion enrollment study:

1. Click the Add New Cumulative Inclusion Enrollment Study button. Alternatively, if a
study already exists, you can also click the Edit button for Study 1 located in the

Action column of the displayed table.
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Sumemary | RER Cover | Cover Page Other Shtes Srikey  RER Budget| Ressarch
Supplement  Froject Person Flan
Information Prafile

Add Hew Cumulative Inclusion Enrollment Study

Study
Humber Study Title

11 Edat Eemove

Ome Ttem found.

The PHS398 Cumulative Inclusion Report opens for editing.
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Summary  RER Cover Cover Page |  Other Sha Srikay
Supplement|| Profect Pare i
Indar rratban Prafile
TN e lincl nr = My
Cumulative Inclusion Enrollment Report :
PH5398_CumulativelnclusionReport v1.0
Edit Required
Study 1 of 1
This report farmat should HOT be used for collecting data from study participants.
Study Title
Cammanis
Ethnic Categories
Unkmown/ Mot Reported
Hot Hispanic or Lating Hispanic or Latino Ethnicity
Unknown Unbneown Unknown
Racial /Hot Mot /Hat
Categories Female Male  Reported Female Male  Reported Female Male  Reported
American 0 0 0 0 0 0 0 0 0
Indian/
Alazka
Hative
Asian 0 i ] i o 0 i i o
Hative 0 0 0 0 0 0 0 0 0
Haweatian
or Qther
Pacific
Elander
Black or 0 0 0 0 0 0 0 0 0
African
American
White 0 [ 0 0 0 0 ] 0 0
More than 0 0 i i i) 0 0 il i}
One Race
Unknown 0 0 0 0 0 0 (] 0 0
or Mot
Reported
Total 0 0 0 a0 0 0 0 0
Save and Keep Lock Save and Release Lock Save and Add il Cancel and Release Lock

Total
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2. Complete the required fields and any other appropriate information. Required
fields are marked with an asterisk (*).
3. Select one of the save options at the bottom of the form to save the data:
a. To save the information and keep the form open for further editing, select
the Save and Keep Lock options.
b. To save the information and close the form, select the Save and Release
Lock button.
c. To save the data on the current page of the form and to display a new page

for entry, select the Save and Add button.

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

4. Select the Cumulative Inclusion Enrollment Report Summary link to return to the

table of enrollment studies.

@) Cumulative Inclusion Report updates saved

Samanary || RAR Cover || Cover Pige||  Dthes Shtes Sriley | RER Budget| Ressarch |[Reuiiabid
Supplement Praject Parion Plan Inchmion

Information Profile Report
{ | Cumuative Inciusion Enrolment Baport Summary )

Cumulative Inclusion Enrollment Report

PHS398_CumulativelnclusionReport v1.0 L

Study 1af 1

This report format should HOT be used for collecting data from study participants.
Sample Component Level Study Tithe 1

The added studies display in the table from which they can be accessed using the Edit,
Remove, and View buttons.
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urmmary  RBR Cover  Cover Page  Othar [y, ey | AR Budget| R Y -.-_-,.-m_.:.:1_i,..-
Supplement.,  Project Parson Pl I:;.._.-.n._m
il o Pt Profile porl

Add Hew Cumulative Inclusion Enrollment Studsy Remove All Cuomulative Inclusion Studies

Study
Humber Study Title Acon
1 wltn il Component Level Study Title 1 mmm
Lample Component Level Study Title Humber 2 m
Sample Component Level Study Number 1 mm

Viewing and Editing the Enrollment Studies

To view and/or edit a cumulative inclusion enrollment study:

1. Select the appropriate button for the specific study to be viewed or edited:

Summiry | RBR Cover  Cover Pige  Othar Lites
Tupplement  Project
i o Pl

Add Hew Cumulative Inclusion Enrollment Studsy

Humber Study Title AcHon

sample Component Level Study Title Humber 2 m

To view the information:

a. Select the View button to see the form in read-only.

b. Note that once within the read-only form, you can select the Edit button at

the top of the form to enter edit mode.
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To edit the information:

a. Select the Edit button for the study.
b. Make your changes.

c. Select one of the save options at the bottom of the form to save the data:

To save the information and keep the form open for further editing,

select the Save and Keep Lock options.

. To save the information and close the form, select the Save and

Release Lock button.
To save the data on the current page of the form and to display a new

page for entry, select the Save and Add button.

NOTE: Selecting the Cancel and Release Lock button - followed by the
Continue button on the confirmation - returns the form to read-only and

does not save any of the entered information onto the form.

2. Select the Cumulative Inclusion Enrollment Report Summary link to return to the

table of enrollment studies.

0 Cumulative Inclesion Report updates saved

Summary | RER Cover Covad Page Othar it Sri¥ey | RER Budget Ressarch
Swpplement  Praject Prate saen Plan

Cumulstive
Inchmion

Reparit

Cumulative Inclusion Enrollment Report

PHS398_CumulativelnclusionReport v1.0 @
Study 10f 1
Thit repart format thauld HOT ba usad far callcting data fram ftudy parBcipants.
Sample Component Level Study Title 1
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Removing Individual Cumulative Inclusion Enroliment Study

You can remove the studies individually using the buttons found in the Action column of
the summary table. To remove an individual study:

1. Select the Remove button for the specific study.

Summary || RER Cover || Cover Page|  Other Sites siey | RiR Budget| Research [
Supplement|  Project Person Pan -
Information Profile

Add Mewe Cumulative Inclusion Enrollment Study Remove All Comulative Inclusion Studiss

1-3of 3 records, Page 10f 1

Study
Humber Study Title Action
1 Sample Component Level Study Title 1 mm
i Sample Component Level Study Title Humber 2
3 Sample Component Level Study Humber 3

A confirmation message pops up prompting you to continue or cancel this action.

2. Select the Continue button to continue removing the study.

Summary | RER Cover Cover Page Cthar Siten S May AR Budget  Revearch
Supplemant | Project Perion Plan
Information Profile

If you wish to cancel, select the Go Back button.
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Removing All Cumulative Inclusion Enrollment Studies

You can remove all studies at the same time rather than removing each individual study.
Removing all studies also removes the entire form from the component.

To remove all studies:

1. Select the Remove All Cumulative Inclusion Studies button at the top of the form.

Supplemant |  Project Paiiom
Informaticn Profile

Summary | EER Cover Cover Page Other Sitat Sriey | RER Budget

Add Hew Cumulative Inclusion Enroll ment Study ‘ Remove All Cumulative Ine

lusion Studies

Study
Humber Study Tithe
1 Sample Component Level Shudy Title 1
1 Sample Component Level Study Title Humber 2

Sample Component Level Study Humber 3

1 -3 of 3 records, Page 1 of 1

Action
I T 6
[ Edit | Remove ] View ]
[ Edit | Remove J View ]

A confirmation message pops up prompting you to continue or cancel the action.

2. Select the Continue button to remove all forms.

Supplement.  Project Pafson
Information Profile

Summary | RER Cover |Cover Page  Other Sites Srikey | RER Budget Ressarch "-"""'_._‘1""'
Plam

1 - -

Sample Component Level Study Humber 3

Rt

umulative Inclusion Studies

If you wish to cancel, select the Go Back button.
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See Also

e Add Optional Forms

PHS 398 Research Plan

For assistance with the information required on this form, please refer to the appropriate
application guide on the How to Apply page.

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

1. Select the Edit button to enable the form for editing.

Application Information @

Summary RER Cover Cever Page Other
Supplamant Praject
Infarmation

Siees

Seikey RER Budget
Parsom
Profile

PHS 398 Research Plan
PHS5398 Research Plan v5.0 @

Edit | View Burden Statement

Intreduction

1. Introduction to
Application

Research Flan Section

2. Spacific Aims
* 3. Research Strategy

4, Progress Report
Publication List

Other Research Plan Section
5. Vertebrate Animals

6. Select Agent Research

7. Multiple PO/PI
Leadership Plan

&. Consortium /
Contractual
Arrangements

9. Letters of Support

10. Resource Sharing Plan(s)
11. Other Plan(s)
12. Authentication of Key

Bialogical and/ar
Chemical Resources

Appendix

13. Appendix

Hothing found to display.

Attachment File Hame

View Attachment
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2. Add the appropriate Research Plan Attachments. Required fields are marked with
an asterisk (*).

3. To save the entered information, select the Save and Keep Lock button to keep
the form open for further editing -or- select the Save and Release Lock button to

close the form after saving.

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

Below is the form opened for editing.
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Application Information @

Summary  RERCover  Cover Page Other Sites Seik
Supplement Project Perzon
Information Prefile

. ﬁ

PHS 398 Research Plan

Intreduction

1. Intreduction to
Application
(for Retubeniision and Reviskon

applications)
Research Plan Section
2. Specific Aims

* 3. Research Strategy

4. Progress Repart
Publication List

Other Research Plan Section
5. Vertebrate Animals
é. Select Agent Research

7. Multiple PDVPI
Leadership Plan

B. Consortium /
Contractual
Arrangements

9, Latters of Suppart
10. Resource Sharing Plan(s)
11. Other Plan(s)

12, Authentication of Key
Biclegical and/or
Chemical Resources

Appendix

13. Appendix

Mathing found 1o display.

PHS398 Research Plan v5.0 @

View Burden Statement

Adkd Attachment

Attachment File Mame

Save and Keep Lock

Addl Attachiment Deslete Attachment Vigww Altachment

Add Attachment

Add Attachment

Add Attachment
Add Attachiment

PRERAN I Delete Attachment  View Altachment

Add Attachment
Add Attachment

EECENNEINEE  Delete Attachment  View Altachment

Delete on Save  Update Attachment

Cancel and Release Lock

Save and Release Lock

View Attachment

PHS Inclusion Enrollment

Included in Study Record in Forms E

IMPORTANT: The PHS Inclusion Enroliment Report will be discontinued with the rollout
of Forms E Applications with due dates beginning in January of 2018. The collection of

this data for Forms E applications is moved to the new PHS Human Subjects and Clinical
Trials Information Form.
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For assistance with the information required on this form, please refer to the appropriate

application guide on the How to Apply page.

The PHS Inclusion Enrollment Report form is used for all applications involving NIH-
defined clinical research. This form is used to report both planned and cumulative (or
actual) enrollment, and describes the sex/gender, race, and ethnicity of the study par-

ticipants.

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

Adding a PHS Inclusion Enrolilment Report

To add an Inclusion Enrollment Report:

1. Select the Add New Inclusion Enroliment Study button. If this is the first report you

are adding, you can also select the Edit button for Study 1 located in the Action

column of the displayed table.

Application Information @

Inclusion
Enrollment

Report

Summary RER Cover

PHS Inclusion Enrollment Report
PHS Inclusion Enrollment Report v1.0 ©

Add Mew Inclusion Enroliment BLudv Remove All Inclusion Enroliment Studies

Study Number Study Title Action
' [_Edit

The PHS Inclusion Enrollment Report.

The PHS Inclusion Enrollment Report Summary opens.
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Forms

Application Information @

Summary = RER Cover

PHS Indusion Enrollment Report Summary

PHS Inclusion Enrollment Report

PHS Inclusion Enrollment Report v1.0 e

Edit Burden Statement

OME Number: 0925-0001 and 0925-0002
Expriration Date: 02/28/2023

This report format should NOT be used for collecting data from study participants.

* Study Title(must be unigue): Sample Component Level Study Title 1

* Delayed Onset Study? i) Yes

@) No

If study is not delayed onset, the following selections are required:

Enrollment Type (®) Planned

Using an Existing Dataset or Resource (@) Yes

@ Cumulative (Actual)

) No

Enrollment Location @ Domestic |

Clinical Trial @ Yes
NIH-Defined Phase |l Clinical Trial &) Yes

Comments

Mot Hispanic or Latino

Racial Unknown
Categorie /Not

=/

©) Foreign

Mo

@ No

Ethnic Categories

Hispanic or Latino Unknown/Mot Reported Ethnicity  Total

5 Female Male Reported  Female

Arnerican i0 0 0
Indian/
Alaska
Mative

Asfan 5 5 0
Native 0 0 0
Hawaiian
or Other
Pacific
Islander
Black or 0 0 0
African

White 50 50 0

More than 0 ] 0
One Race

Unknown 0 0 0
or Not

Reported
Total 65 65 0

Save and Keep Lock Save and Release Lock

0

Unknown Unknown
/Mot /Mot
Male Reported  Female Male Reported

0 0 0 0 0 20

0 0 20 20 10 50

10 0 20 20 10 200

Save and Add Cancel and Release Lock
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Figure 12: PHS Inclusion Enrollment Report Summary

2. Complete the required fields and any other appropriate information. Required
fields are marked with an asterisk (*).

3. Select one of the save options at the bottom of the form to save the data:

1. To save the information and keep the form open for further editing, select
the Save and Keep Lock options.

2. To save the information and close the form, select the Save and Release
Lock button.

3. To save the data on the current page of the form and to display a new page

for entry, select the Save and Add button.

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

Viewing and Editing the Inclusion Enroliment Report
To view and/or edit a cumulative inclusion enrollment study:

1. Select the appropriate button for the specific study to be viewed or edited:

Application Information @

Inclusion
Enrollment
Report

Summary | R&R Cover

PHS Inclusion Enrollment Report

ﬂ Expriration Date: 02/28/2023

PHS Inclusion Enrollment Report v1.0

Add New Inclusion Enrollment Study Remove All Inchusion Enroliment Studies

Study Mumber Study Title Action
1 Sample Component Level Study Title 1

Editing the Inclusion Enrollment Report
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To view the information:

1. Select the View button to see the form in read-only.

NOTE: Note that once within the read-only form, you can select the Edit button at
the top of the form to enter edit mode.

To edit the information:

1. Select the Edit button for the study.
2. Make your changes.

3. Select one of the save options at the bottom of the form to save the data:
a. To save the information and keep the form open for further editing, select
the Save and Keep Lock options.
b. To save the information and close the form, select the Save and Release
Lock button.
c. To save the data on the current page of the form and to display a new page

for entry, select the Save and Add button.

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

4. Select the PHS Inclusion Enroliment Report Summary link to return to the table

of enrollment studies.
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Application Information @

o Inclusion Enrollment Report updates saved

Inclusion
Enrollment
Report

Summary | RER Cover

GHS Inclusion Enrollment Report Summp_D

OME Mumber: 0925-0001

PHS Inclusion Enrollment Report Expriration Date: 02/28/2023

PHS Inclusion Enrollment Report v1.0 o

View Burden Statement

Inclusion Enrollment Report Displaying Summary Link

5. Click the PHS Inclusion Enrollment Report Summary link to return.

Removing Individual Cumulative Inclusion Enroliment Study

You can remove the studies individually using the buttons found in the Action column of
the summary table. To remove an individual study:

1. Select the Remove button for the specific study.

Application Information @

Inclusion
Enrollment

Summary = RER Cover
Report

OME Mumber: 0925-0001

PHS Inclusion Enrollment Report Expriration Date: 02/28/2073

PHS Inclusion Enrollment Report v1.0 0

Add New Inclusion Enrollment Study Remove All Inclusion Enrollment Studies

One item found,

Study Number Study Title Action
] Sample Component Level Study Title 1

A confirmation message pops up prompting you to continue or cancel this action.
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2. Select the Continue button to continue removing the study.

!E Are you sure you want to delete this
¢ Inclusion Enrollment Report?

Delete Confirmation screen

3. If you wish to cancel, select the Go Back button or click the X.

Removing All Cumulative Inclusion Enrollment Studies

You can remove all studies at the same time rather than removing each individual study.

Removing all studies also removes the entire form from the component.

To remove all studies:

1. Select the Remove All Cumulative Inclusion Studies button at the top of the form.

Application Information @

Inclusion
Enrollment

Report

Summary = RER Cover

PHS Inclusion Enrollment Report

PHS Inclusion Enrollment Reportad O o
Remove All Inclusion Enroliment Studies '

Add Mew Inclusion Enrollment Study

Study Number Study Title Action
| Sample Component Level Study Title 1 [ View |

OME Mumber: 0925-0001 and 0925-0002
Expriration Date: 02/28/2023

One item found.

A confirmation message pops up prompting you to continue or cancel the action.
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2. Select the Continue button to remove all forms.

If you wish to cancel, select the Go Back button

Add Optional Forms

Additional Indirect Costs

For assistance with the information required on this form, please refer to the appropriate
application guide on the How to Apply page.

NOTE: The forms in these topics reflect FORMS-I, which must be used for applications
with due dates on or after January 25, 2025 (see guide notice NOT-OD-24-086. Also see
the annotated form set and summary of changes for Forms-1.) For due dates on or before
January 24, 2025, use FORMS-H.

ASSIST users who have been granted budget authority (View or Edit) may add, edit,
and/or view budget information using the Additional Indirect Costs tab on a multi-pro-
ject application (Overall Component).

NOTE: If a user does not have the View or Edit budget authority, the Additional Indirect
Costs tab does not display among the tabs for other forms.

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

Adding Budget Period 1

To add budget information for Period 1:
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1. Click the Edit button to enable the form for editing.

Overall Component

Overall Component
Thit form thauld snly be used by the applicant organization responsible for the Overall companent. The applicant erganization should use this form to detail its firse

515,000 FitA costs on each subaward organization that leads a component.

Summary | RBRCover | Cower Page Other Sites Selkey "‘;*“""" Research Human
Supplement  Project Perzon e Plan  Subjects and
Information Profile Clinécal Trials
¥ Perod 1 Cumulative

PHS Additional Indirect Costs - Budget Period 1

PHS Additional Indirect Costs v2.0 @

Budget Period: 1

* Start Date
* End Date

Indirect Costs

Indirect Cost Type Indirect Cost Rate (%) Indirect Cost Base (%) Funds Requested (%)
Hothing found to display.

Tetal Indirect Costs 5
Budget Justification
Budget Justification

2. Complete the budget information as appropriate. Required fields are marked with
an asterisk (*).
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3. To access the Indirect Costs pop-up screen for entering cost information:
a. Click the Add Indirect Cost button.

Overall Component

This form should only be used by the applicant erganization responsible for the Gverall component. The applicant organization should use this form to detail its first

§25.000 Fita costs on each subaward organization that leads a companent

Summary  RBR Caver  Cover Page Other Sites ey Adduonal EEEREE Human
Supplement  Praject Fertan Pl Subjects and
Infarmatian Profile G Clinieal Trials

! Period 1 Cuimalative Add Period

PHS Additional Indirect Costs - Budget Period 1
PHS Additional Indirect Costs v2.0 @

Budget Pericd: 1

" Start Date —
* End Date [+ ]
Indirect Costs
Indirect Cost Type Indirect Cost Rate (%) Indirect Cost Base (5) Funds Requested ($) Action

Hathing found to display.

Budget Justification
Budget Justification

b. Enter the data fields on the Indirect Costs pop-up window. Required fields
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are marked with an asterisk (*). Click the Add button when finished.

—ﬁ
H. Indirect Costs * Required field(s)

* Indirect Cost Type

Indirect Cost Rate 9%,

Indirect Cost Base g

* Funds Requested g
2 2022 NIH. All Rights Reserved.
Screen Rendered: 10/12/2022 07:05:59 EDT | Screen Id: ASSIST0037@3692
Version:
2.57.00.017

4. Repeat the steps above to include all indirect costs types as necessary.
5. To save the entered information, click the Save and Keep Lock button to keep the

form open for further editing -or- click the Save and Release Lock button to close

the form after saving.

NOTE: Clicking the Cancel and Release Lock button - followed by the Continue
button on the confirmation - returns the form to read-only and does not save any
of the entered information onto the form.
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Overall Component

This ferm should only be used by the applicant organization responsible for the Overall component. The applicant erganization should use this form to detail its first

$25,000 FRA costs on each subaward organization that leads a cemponent.

Sommary || FOR Cover || Cover Page Other Stbes Srifey Additional | [P Human
Zupplement Project Perzen Coak Plan Subjects and
Information Prefile Clinical Trials

PHS Additional Indirect Costs - Budget Period 1
PHS Additional Indirect Costs v2.0 @

Budget Period: 1
* Start Date ]

* End Date Bart

Indirect Costs

Indirect Cost Type Indirect Cost Rate (%) Indirect Cost Base (5) Funds Requested (5) Action

Hothing found to display.

Add Inchirect Cost

Total Indirect Costs

Budget Justification

Budget Justification IELENERENE  Delete Attachment  View Attachment

Save and Keep Lock Save and Release Lock Cancel and Release Lock [UEVRTEE T Ao R S0y h Remave Form

Adding Another Budget Period

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

To add an additional budget period:
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1. Click the Add Period button.

Overall Component

This form should only be used by the applicant organization responsible for the Overall component. The applicant organization should use this form to detadl its first

$25,000 F&A costs on sach subaward organization that leads a component

Summary RER Cover Cover Page Other Sites
rajest

t Periad 1 Cumwlatiee Add Period

PHS Additional Indirect Costs - Budget Period 1
PHS Additional Indirect Costs v2.0 @

PHS Additional Indirect Costs - Budget Period X displays (where X is the specific
budget period being added).

2. Enter and/or edit the budget information for the specific period.
3. To save the entered information, click the Save and Keep Lock button to keep the
form open for further editing -or- click the Save and Release Lock button to close

the form after saving.

NOTE: Clicking the Cancel and Release Lock button - followed by the Continue button
on the confirmation - returns the form to read-only and does not save any of the entered
information onto the form.

Editing and Viewing an Entered Budget

Depending on the authority granted, you may view and/or edit existing budget inform-
ation for any of the entered budget periods. To edit budget information:
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1. Click the link for the period to view or edit (e.g., Period 2 link).

Overall Component

$25,000 FitA costs on each subaward organization that leads a component.

This ferm should only be used by the applicant organization responsible for the Overall compenent. The applicant organization should use this form to detail its first

Summary ~ RERCover Cover Page Other Sites SriKey rssseglll  fesearch Human
Supplement Project Perzon & Plan Subjects and
Informatian Profile Chrical Trials

eriod 1| Cummitative Add Period

PHS Additional Indirect Costs - Budget Period 1
PHS Additional Indirect Costs v2.0 @

2. Click the Edit button to edit the information.

3. Update the budget information as necessary.

4. To save the entered information, click the Save and Keep Lock button to keep the

form open for further editing -or- click the Save and Release Lock button to close

the form after saving.

NOTE: Clicking the Cancel and Release Lock button - followed by the Continue button
on the confirmation - returns the form to read-only and does not save any of the entered

information onto the form.

Deleting a Budget Period

With Edit Budget authority, an ASSIST user may remove entire budget periods from a

component. To delete an entire budget period:

1. Click the link for the period being removed (e.g., Period 2 link)

Overall Component
This form should only be used by the applicant organization responsible for the Overall compenent. The applicant organization should use this form to detail its first
525,000 F&A costs on sach subaward organization that leads a component,
Summary  RERCover Cover Page Other Sites Srikey Additional - EPTPIY Human
Supplement  Projest Perzan "‘"c o Plan Subjects and
mation Prafile Chirical Triats
PHS Additional Indirect Costs - Budget Period 1
PHS Additional Indirect Costs v2.0 @
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2. Click the Edit button to enable editing.

3. Click the Remove Budget Period button.

Save and Keep Lock [ Cancel and Release Lock | Remave Budget Period

A confirmation window displays.

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

NOTE: Clicking the Go Back button returns the budget period form without delet-
ing it.

The PHS Additional Indirect Costs tab information displays, with the link for the
removed budget gone. This information is now deleted. The deleted budget period
is also removed from the Cumulative Budget information.

Removing the Entire Additional Indirect Costs Form

The PHS Additional Indirect Costs form is an optional form which can be removed if
it is not needed for the application. With Edit Budget authority, an ASSIST user may
remove the form from the application.

To remove the form:

1. Click the Remove Form button while within the PHS Additional Indirect Costs
form.

Save and Keep Lock Save and Release Lock | Cancel and Release Lock . Remove Budget Period

A confirmation window displays.

2. Click the Continue button to confirm the removal of the entire form. Click
the Go Back button to return to the budget period form without removing it.
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IMPORTANT: Removing the form deletes the form and all its contents from
the application. This action cannot be reversed.

Viewing Cumulative Budget

To view the cumulative budget of multiple budget periods, click the Cumulative link.

Overall Component

This farm should enly be used by the applicant arganization responsible for the Overall component. The applicant organization should use this form to detail its first

525,000 F&tA costs on each subaward organization that leads a component.

Additienal

Research Human

Summary  RER Cover  Cover Page Other Sites SriKey nd
Supplement Projest Person Cost Plan Subjects and
Information Profile Clinical Trials

Period 1

PHS Additional Indirect Costs - Budget Period 1
PHS Additional Indirect Costs v2.0 @

Edit

The PHS Additional Indirect Costs — Cumulative Budget displays as read-only.

Overall Component

Summary RER Cover Cover Page Other Sites Srikey ":;MI Retearch Human
Supplement Project Person = rect Plan Subjects and
Infermation Profile Clinieal Trials
Pered 1 Perigd 2 Cumulative

PHS Additional Indirect Costs - Cumulative Budget @

Tatals (5)

Indirect Costs § 3,000.00

PHS 398 Modular Budget

For assistance with the information required on this form, please refer to the appropriate
application guide on the How to Apply page.

NOTE: The forms in these topics reflect FORMS-I, which must be used for applications
with due dates on or after January 25, 2025 (see guide notice NOT-OD-24-086. Also see
the annotated form set and summary of changes for Forms-I.) For due dates on or before
January 24, 2025, use FORMS-H.
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ASSIST users who have been granted budget authority (View or Edit) may add, edit,

and/or view budget information using the Modular Budget tab on a single-project
application.

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

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

Adding Budget Period 1

To add budget information for Period 1:

1. Select the Edit button to enable the form for editing.

Application Information @

Summary | RER Cover  Cover Page Cther Sitas Srikay Resaarch
Supplement  Project Persan Plan
Infarmation Profile

v Pericd 1

PHS 398 Modular Budget - Period 1
PHS 398 Modular Budget v1.2 @

[ Jf o rsmsoeren

* Start Date

* End Date
A, Direct Costs

Direct Cost less Consortium Indirect{FEA)
Cansortium Indirsct(FEA)
Tatal Direct Costs
B. indirect (Fiea) Costs

Indirect (F&A) Type Indirect (F&A) Rate (%) Indirect [F&A) Base (5) Funds Requested (5)

Total Indirect (F&A) Costs

Cognizant Agency

{Agency Name, POC Name and Phone Humber)

Indirect (FEA) Rate Agreement Date

C. Total Direct and Indirect (F&A) Costs (A « B) Funds Requested (5)

Personnel Justification

Consertium Justification

Additional Marrative
Justification
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2. Complete the budget information as appropriate. Required fields are marked with
an asterisk (*).

3. To save the entered information, select the Save and Keep Lock button to keep
the form open for further editing -or- select the Save and Release Lock button to

close the form after saving.

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

Click here for an image of the form expanded for editing.
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Application Information @

Summary RER Cover Cover Page Other Sites Seikey Research
Supplement  Project Person Budget Pian
Infarmation Prafile
% Period 1 Add Period

PHS 398 Modular Budget - Period 1
PHS 398 Modular Budget v1.2 @

Edit View Burden Statement

* Start Date |

* End Date e

A, Direct Costs

B. Indirect {F&A) Costs
Indirect (F&A) Type Indirect (FEA) Rate (%)

Hothing found to display.

Cognizant Agency
{Agency Mama, POC Name and Phone Numbar)

Indirect (FEA) Rate Agraement Date

Budget Justifications
Personnel Justification
Consortium Justification

Additional Narrative
Justification

Save and Keep Lock

Sawe and Release Lock Cancel and Release Lock S

Direct Cost less Consortium Indirect{F&A)
Consortium Indirect{FRA)

Total Direct Costs

Funds Requested (5)

0.00 w

Indirect (F&A) Base (5) Funds Requested (5) Action

Add Additional Indirect Cost

Total Indirect (F&A) Costs

C. Total Direct and Indirect (F&A) Costs (A + B) Funds Requested (§)

Add Attachment JEESETEEIRERS RN
Add Attachment [JECSEIEIRTEEeRITE

ot View Attachment

nt  View Attachment

move Budget Perioc

Adding Another Budget Period

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

as necessary.

To add an additional budget period:
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1. Select the Add Period button. Note that the Add Period button is only displayed in

Edit mode.

Summary  RERCover  Cover Page Other
Supplement  Praject

Information

Sites

Sriey Research
Perzon Burdpet Plan
Profile

Pariod 1 Cunulative

Add Period

PHS 3198 Modular Budget - Period 1
PHS 398 Modular Budget v1.2 @

Edit View Burden Statement

PHS Modular Budget - Budget Period X displays (where X is the specific budget

period being added).

Application Information @

Summary RER Cover

Cover Page Other
5

Sites

Srikey Rezearch
spplement  Prajeet Persan L Plan
Information Profile
Period 1 Peried 7 Curnlative Add Period
PHS 398 Modular Budget - Period 2
PHS 398 Modular Budget v1.2 @
Edit View Burdien Statement
* Start Date s
* End Date .
A, Direct Costs
Funds Requested ()
Direct Cost less Consortium Indirect(F&A) 0.00 v
Consortium Indirect{F&A)
Total Direct Costs 0.00
B. Indirect (FieA) Costs
Indirect (F&A) Type Indirect (Fad) Rate (%) Indirect (FiA) Base (%) Funds Requested (5) Action
Hothing found to display
Add Additional Indirect Cost
Total Indirect (F&A) Costs
Cognizant Agency
{Agency Name, POC Name and Phone Number)
Indirect (F&A) Rate Agreement Date B
. Total Direct and Indirect (FEA) Costs (A + B) Funds Requested (5) 0.00

2. Enter and/or edit the budget information for the specific period.
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3. To save the entered information, select the Save and Keep Lock button to keep

the form open for further editing -or- select the Save and Release Lock button to

close the form after saving.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue but-
ton on the confirmation - returns the form to read-only and does not save any of the

entered information onto the form.

Editing and Viewing an Entered Budget

Depending on the authority granted, you may view and/or edit existing budget inform-

ation for any of the entered budget periods. To edit budget information:

1. Select the link for the period to view or edit (e.g., Period 2 link).

Application Information @

Summar ¥ REFR Cover  Cover Page Other Sites Selkey M.I.- Research
Supplement Project Persen Plan
Informaticn Prafile

PHS 398 Modular Budget - Period 1
SHE 398 Moadi tvi.2 @

View Burden Statement

2. Select the Edit button to edit the information.

3. Update the budget information as necessary.

4. To save the entered information, select the Save and Keep Lock button to keep

the form open for further editing -or- select the Save and Release Lock button to

close the form after saving.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue but-
ton on the confirmation - returns the form to read-only and does not save any of the

entered information onto the form.
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Deleting a Budget Period

With Edit Budget authority, an ASSIST user may remove entire budget periods from a
component. To delete an entire budget period:

1. Select the link for the period being removed (e.g., Period 3 link)

Application Information @

Summary ~ RERCover  Cower Page Other Sites Seikey m" Research
Supplement Project Persen Plan
information Profile
Pe i ] L

PHS 398 Modular Budget - Period 1
PHS 398 Modular Budget v1.2 @

View Burden Statement

2. Select the Edit button to enable editing.

3. Click the Remove Budget Period button.

Save and Keep Lock Cancel and Release Lock'| Remove Budget Period

A confirmation window displays.

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

NOTE: Selecting the Go Back button returns the budget period form without delet-

ing it.

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

from the Cumulative Budget information.

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

NOTE: Selecting the Go Back button returns the budget period form without delet-

ing it.
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The PHS Additional Indirect Costs tab information displays, with the link for the
removed budget gone. This information is now deleted. The deleted budget period
is also removed from the Cumulative Budget information.

Removing the Entire Additional Indirect Costs Form

The Modular Budget form is an optional form which can be removed if it is not
needed for the application. With Edit Budget authority, an ASSIST user may remove
the form from the application.

To remove the form:

1. Click the Remove Form button while within the PHS Modular Budget form.

Save and Keep Lock Save and Release Lock Cancel and Release Lock | Remaove Budget Period |

A confirmation window displays.

2 Select the Continue button to confirm the removal of the entire form. Select
the Go Back button to return to the budget period form without removing it.

IMPORTANT: Removing the form deletes the form and all its contents from
the application. This action cannot be reversed.

Viewing the Cumulative Budget

To view the cumulative budget of multiple budget periods, select the Cumulative link.

Application Information @

Summary RER Cover  Cover Page Other Sites Srikey Research
Supplement Project Perscn Budget
nfarmas

PHS 398 Modular Budget - Period 2
PHS 398 Modular Budget v1.2 @

View Burden Statement

The PHS 398 Modular Budget - Cumulative Budget displays as read-only. If you need to
make changes to the budget, make changes at the individual budget period level.
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Application Information @

Surmnmary RER Cover  Cover Page Other Sites Srikey Modular Research
Supplement  Project Person Budget Plan
Informaticn Prefile
e aripd 3 Cumulative

PHS Fellowship Supplement

For assistance with the information required on this form, please refer to the appropriate

application guide on the How to Apply page.

NOTE: The forms in these topics reflect FORMS-I, which must be used for applications
with due dates on or after January 25, 2025 (see guide notice NOT-OD-24-086. Also see

the annotated form set and summary of changes for Forms-I.) For due dates on or before

January 24, 2025, use FORMS-H.

New in Forms-I

» Fellowship Applicant Section renamed Candidate Section

» Applicants Background and Goals for Fellowship Training attachment

renamed Goals, Preparedness, and Potential

» Research Training Plan Section

» Specific Aims, Research Strategy, and Respective Contributions attach-
ments replaced with Training Activities and Timeline, Research Training
Project Specific Aims, and Research Training Project Strategy attach-

ments
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» Sponsor(s), Collaborator(s), and Consultant(s) Section renamed Commitment
to Candidate, Mentoring, and Training Environment

» Sponsor and Co-Sponsor Statements attachment renamed Sponsor(s)
Commitment

» Description of Candidate’s Contribution to the Program Goals attach-
ment moved into this section

* Institutional Environment and Commitment to Training Section removed

including the Description of Institutional Environment and Commitment to
Training attachment
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For guidance on completing the form in ASSIST, refer to the steps

below.
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1. Click the Edit button to enable the form for editing.
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Forms [

Application Information @

‘When editing this form, please make sure all reguired attachments marked with *** are uploaded prior to previewing the form/application.

Summary  RER Cover Other Sites SeiKey Fellowship (RS-
Project Peran il subjects and
Infermation Profile Clinieal Trist:

PHS Fellowship Supplemental Form
PHS Fellowship Supplemental v8.0 @

B Expand All  * Required fleld(s)

INTRODUCTION

1. Introduction to View Attachment
Application
[fer Resubmission
applications)

DATE SECTHON

CAl

* 2. Geals, Preparedness, View Attachment
and Potential
ARCH TRAIHING M

* 3. Training Activities and View Attachment
Timeline

* 4. Research Training View Attachment

Project Specific Aims
* 5. Research Training View Attachiment
Project Strategy

&. Progress Report View Attachment
Publication List

(for Renewal applicationa)

* 7. Training in the View Attachment
Responsible Conduct
of Research

TORING, AND TRAINING ENVIRONMENT

8. Sponsor(s) Commitment View attachment

9. Latters of Support View Attachment
from Collaborators,
Contributors and
Consultants
10. Deseriptien of View Attachment
Candidate’s
Contribution to

Program Goals
OTHER RESEARCH TRAINING PLAM SECTION
Vertebrate Animals

The following iten is taken from the Research & Related Other Project Information form and repeated here for your reference. Any change to this item must be
made on the Research & Related Other Project Information form.

* Are Vertebrate Animals used? © Yes © Mo

11. Are vertebrate © Yes o No
animals euthanized?
If "Yes” to euthanasia
Is method consistent © Yes © Heo
with American
Veterinary Medical
Association (AVMA)

guidelines?

13. Select Agent Research View Attachment
14, Resource Sharing Plan View Attachment
15. Other Plan(s) View Attachment
16. Authentication of Key View Attachment

Bislogical and/or

Chemical Resources
ADDITIOHAL INFORMATION SECTION

17. Human Embryonic Stem Cells
* Does the proposed project involve human embryonic stem cells? o Yes © Mo

If the proposed project invelves human embryonic stem cells, list below the registration number of the specific cell line(s) from the following List:

hittgsd fatemcells, nih, eov/ researchy registeyy . O, if a specific stem cell line cannat be referenced at this time, please check the box indicating that one from the
registry will be used:

[T Specific stem cell line cannot be referenced at this time. One from the registry will be used.
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2. Provide the required information for each section. This information may be in the
form of attachments, selected radio buttons, or text. Required fields are marked

with asterisks (*).

TIP: For assistance with attachments, please refer to the topic titled Manage Attach-
ments.

3. To save the entered information, click the Save and Keep Lock button to keep the
form open for further editing -or- click the Save and Release Lock button to close
the form after saving.

NOTE: Clicking the Cancel and Release Lock button, followed by the Continue
button on the confirmation pop-up, will return the form to read-only and no
information will be saved to the form.

PHS Assignment Request Form

For assistance with the information required on this form, please refer to the appropriate
application guide on the How to Apply page.

NOTE: The forms in these topics reflect FORMS-I, which must be used for applications
with due dates on or after January 25, 2025 (see guide notice NOT-OD-24-086. Also see
the annotated form set and summary of changes for Forms-I.) For due dates on or before
January 24, 2025, use FORMS-H.

New in Forms-I

» Moved scientific areas of expertise field above list of individuals who should not
review your application field

Steps for Filling out the Form

The PHS Assignment Request form is used for capturing assignment requests.

This form replaces certain information from the application cover letter attachment, and
should be used to:
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request an assignment to an institute/center for funding consideration
request an assignment to a specific study section for initial peer review
identify individuals who may not be appropriate to review their application
identify scientific areas of expertise needed to review the application

This form is only visible to receipt and referral staff and scientific review officers, who

may need to act on the information.

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

Adding an Assignment Request Form

To add an Assignment Request form:

1.

Select the Add Optional Form button from the Actions navigation panel.

The Add Optional Form pop-up window opens for selecting the form to be added.
From the drop-down menu, select the Assignment Request form and click on the
Submit button. The Assignment Request Form displays.

Actions @

Application Information @

»c:l Add Optional Form

nnnnn

Select the form you wish to add
o1 Application I ﬁ
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Click the Edit button to complete the form.

Application Information @

Summary RER Cover Other Sites SriKey Fellowship Human
Project Perian Supplemant  Subjects and R“‘""
Infarmation Profile Clintcal Trials ot

PHS Assignment Request Form OME Humbser: 09250001
i Expiration Date: 01/31/2026
PHS Assignment Request Form v4.0 @ piration Date:

Awarding Component Assignment Suggestions (optional)

Verify your suggestad aw ng component(s) (e.g., MIH Institute/Center) participatels) in the Funding Opportunity. Use the Link below to identify the @
short abbreviation (e.g., "HCI™ for Mational Cancer Institute) and enter it below. All requests will be cc assignment suggestions cannc be
honored.

sggestions must be listed in the "Components of Participating Org

anizations™ of the NOFD, or RiER Cover Form Box 48 must list
nterest.

an appropriate Notice of Special

nformation about Awarding Component can be found here: hitps:/ /grants.nih, gov/grants/phs assignment information.htm#AwardingComponents

Suggested Awarding Components:

onored.

nformation about Study Sections can be found here:_https:/ fgrants nih,gov/grants/phs assignment information, htmé#StudySection

Suggested Study Sections:

Each endry is limited to 20 characrers

Rationale for assignment suggestions (optional)

Expiain why you think the suggestions are appropriate. If you contocted MIH staff, list thefr name(s). Entry is (imited te 1000 characte

Identify scientific areas of expertise needed to review your application (optional)

Do not provide names of individualsEach entry is limited to 40 charocters

Lizt individuals whe should not review your application and why (eptional)

Entry is limited to 1000 charocters

1. Complete the required fields and any other appropriate information. Required
fields are marked with an asterisk (*).
2. Select one of the save options at the bottom of the form to save the data:

a. To save the information and keep the form open for further editing, select
the Save and Keep Lock options.

b. To save the information and close the form, select the Save and Release
Lock button.
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c. To delete the form and return to the original application, select the Remove

Form button.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue but-
ton on the confirmation - returns the form to read-only and does not save any of the
entered information onto the form.

Viewing and Editing the Assignment Request Form

To view and/or edit an assignment request form:

Once the Save and Release Lock button has been clicked, the details of the form are dis-
played as read-only.

To further modify the form, select the Edit button.

SBIR/STTR Information

For assistance with the information required on this form, please refer to the appropriate
application guide on the How to Apply page.

NOTE: The forms in these topics reflect FORMS-I, which must be used for applications
with due dates on or after January 25, 2025 (see guide notice NOT-OD-24-086. Also see
the annotated form set and summary of changes for Forms-1.) For due dates on or before
January 24, 2025, use FORMS-H.

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

below.

1. Select the Edit button to enable the form for editing.

Figure 13: Top part of the SBIR/STTR Information form:
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Figure 14:

Application Information @

Summary = RBRCover  Cover Page Other Sites Srfkey  RERBudget Research [Eaklils
Supplement Project Person Plan Information
Information Profile
SBIR/STTR Information OME Number: 4040-0001

Expiration Date: 12/31/2022

SBIR STTR Information v3.0 @

Edit * Required field(s)

* Agency to which you are applying (select only one)

O DoE

O HHS

O usba

O Other:

* SBC Control 1D: [ | (This % digit code is obtained from the Small Business Administration)

* Program Type (select only one)
SBIR

STTR

Both (See agency-specific instructions to determine whether a particular agency allows a single submission for both SEIR and
STTR)

000

* Application Type (select only one)

Phase |

Phase Il
Fast-Track
Direct Phase Il
Phase IlA
Phase lIB

0000000

Humbser:

Apency Topic/Subtopic:
Questions 1-8 must be completed by all SBIR and STTR Applicants:

O Yes * 1a. Do you certify that at the time of award your organization will meet the eligibility criteria for a small business as defined in
O Mo the funding opportunity announcement?

* 1b. Anticipated Number of personnel to be employed at your organization at the time of award.

O Yes * 1c. Is your small business majority owned by venture capital operating companies, hedge funds, or private equity firms?
O No

O Yes * 1d. Is your small business a Faculty or Student-Owned entity?
O No

(O Yes*2. Does this application include subcontracts with Federal laboratories or any other Federal Government agencies?

O Mo * If yes, insert names of the Federal Laboratories/agencies:
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Figure 15: Bottom part of the SBIR/STTR Information form:
F_igure 16:

O Yes*3. Areyou located in a HUBZone? To find out if your business is in a HUBZone, use the mapping utility provided by the Small
O No Business Administration at its web site: http://vww.sba.gov

(O Yes*4. Wil all research and development on the project be performed in its entirety in the United States?
O No If no, provide an explanation in an attached file.

* Explanation Add Attachment  Delete Attachment  View Attachment

(O Yes*5. Has the applicant and/or Program Director/Principal Investigator submitted proposals for essentially equivalent work under
O Mo other Federal program solicitations or received other Federal awards for essentially equivalent work?

" If yes, insert names of the Federal Laboratories/agencies:

O Yes*6. Disclosure Permission Statement: If this application does not result in an award, is the Government permitted to disclose the
O Mo title of your proposed project, and the name, address, telephone number and email address of the official signing for the
applicant organization to state-level economic development organizations that may be interested in contacting you for

) Yes*7. Does the application include a request of SBIR or STTR funds for Technical and Business Assistance (TABA)? If yes, please follow
O Mo the agency specific instructions to provide the budget request and justification. (Please answer no if you plan to use the
agency TABA vendor, which does not require you to include a request for TABA funds in your application.)

*8. Commercialization Plan: The following applications require a Commercialization Plan: Phase | (DOE only), Phase Il (all
agencies), Phase | /1] Fast-Track (all agencies). Include a Commercialization Plan in accordance with the agency announcement
and/or agency-specific instructions.

* Attach File: FRLPUE NS  Delete Attachment  View Attachment

SBIR-Specific Questions:

Questions 9 and 10 apply only te SBIR applications. If you are submitting ONLY an STTR application, [eave questions 9 and 10 blank and
proceed to question 11,

O Yes* 5. Have you received SBIR Phase Il awards from the Federal Government? If yes, provide a company commercialization history in
O Ho accordance with agency-specific instructions using this attachment.

* Attach File: Add Attachment  Delete Attachment  View Attachment

(O Yes * 10. Will the Project Director/Principal Investigator have his/her primary employment with the small business at the time of
O Ho avard?

STTR-Specific Questions:

Questions 11 - 13 apply only te STTR gpplications. If you are submitting ONLY an SBIR application, leave guestions 11 - 13 blank.

O Yes* 11, Please indicate whether the answer to BOTH of the following questions is TRUE:

O Mo (1) Does the Project Director/Principal Investigator have a formal appointment or commitment either with the small business
directly (as an employee or a contractor) OR as an employee of the Research Institution, which in tumn has made a
commitment to the small business through the STTR application process; AND
(2) Will the Project Director /Principal Investigator devote at least 10% effort to the proposed project?

O Yes * 12. In the joint research and development propesed in this project, does the small business perform at least 40% of the work and
O Mo the research institution named in the application perform at least 30% of the work?

13, _Frtwide UEI of non-profit research partner for STTR.

Save and Keep Lock Save and Release Lock Cancel and Release Lock
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The form reopens and is now editable.
Figure 17: Bottom part of the SBIR/STTR Information form:

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

Some questions are specific to either SBIR or STTR applications. This is indicated on the
screen.

TIP: For assistance with attachments, please refer to the topic titled Manage
Attachments.

To save the entered information, select the Save and Keep Lock button to keep the
form open for further editing -or- select the Save and Release Lock button to close the
form after saving.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue but-
ton on the confirmation - returns the form to read-only and does not save any of the
entered information onto the form.

Form and Field Level Validations

ASSIST component forms include validation features at the field level created to identify
formatting errors or missing required data well in advance of the submission process.
These checks are performed when information is first entered into a field or when the
component form is saved.

NOTE: This topic discusses the validations for improperly formatted data and missing
required data. This topic does not discuss validating the entire application for sub-
mission. Refer to the help topic titled Validating the Application for information on sub-
mission validation.

Field Data Format Validations

Many component forms contain fields requiring certain types of data (e.g., numeric data
in salary fields). ASSIST features field level validation on many form fields to ensure that
they information being entered is in the proper format. In these specific fields, ASSIST
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validates the data upon entry (or after moving the cursor from the field) and immediately
displays a pop-alert indicating that the format is not as expected.

( m—m )

When this occurs, read the error message and select the OK button. The field containing
the error remains red - and cannot be navigated away from - until the erroneous data is
fixed or cleared out.

Required Field Validations

Many of the component forms in ASSIST include fields requesting required information
that must exist before the application can be submitted. Required fields are marked with
a red asterisk (*). Although the information in these fields is required for submission, com-
ponent forms can be saved without this information. This is useful when not all the
required information is known at the time a form is started. A component form can be
started, saved, and completed later when the information is known.

When saving a form with missing required fields, a notice displays indicating that data
entry errors were found and providing the options to Continue saving the form as-is or
to Return to correct errors.
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your data antry

All aditable fislds marked with **' must ba entered in order lo Save this form.  Please gather these data before baginning

I Project Performance Site updates saved but errors exist...

country BT H
I Stre

B city A DATA ENTRY ERRORS WERE FOUND

Project/Performance Site Locations Summary

I The Manerswinnal Nigtriet marck ha nessddad far the | acatan an the Project/Performance Site Location{s) form if

B Stat
[ Return to correct e'rrn
Surmmai riKey R&R Budget RER Ressarch
JupgnEHREIA) riugeLL rETSON Subaward Plan
Information - Profile Budget

Project/Performance Site Location(s)

PerformanceSite vZ.0

To aid in the identification of incomplete forms, ASSIST employs a missing information
icon - a red exclamation point (!) - on the summary page of incomplete component
forms. The icon indicates the section or field with missing data. If the icon is seen on the
summary page, simply edit the appropriate section of the form and provide the required

information before saving again.

NOTE: Not all forms contain summary pages.

Anytown, IL 60614
UHITED STATES

Project/Performance Site Location(s)

Summary || RER Cover | Cover Page Other Sites Srikey R&R Budget RER Research
s,up-pll:m-cnt F‘rqjcct Person Subaward Plan
Information Profile Budget
Primary Performance Site o
Organization Name DUMNS Address Action
7E9 Main Street [ view |

One item found.

Entry # Organization Hame DUNS Address Action
T it ] Remove J View ]
mull,
UNITED STATES
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NOTE: Missing required information can also be identified by performing a component

validation. Refer to the help topic titled Validating an Individual Component.

Add Optional Forms

Depending on the funding opportunity, optional forms may exist for both single- and
multi-project applications. You can add optional forms using the Add Optional Form
feature. Only the optional forms available for the specific funding opportunity can be

added.

Optional Forms for Single Project Applications

To add optional forms to a single-project application:

1. Select the Add Optional Form button from the Actions navigation panel.

A pop-up window opens for selecting the form to be added.

Home

MANAGE A
ADD OPTIOHAL FORM |

Sear

Application Inform:

ch for Applications » Application

Inf arme

ation

|

Add Optional Form

select the form you wish to add I select Form

2. Choose a form from the drop-down list and select the Submit button to add the

form to the component.

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

the component.

3. Select the tab of the corresponding form to enter information on the form.

Optional Forms For Multi-Project Applications

To add optional forms to a multi-project application:
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1. Select the Return to Application Info button on the Actions panel to return to
the Application Information page.
2. From the Application Information page expand the appropriate component from

the Component Type section.
3. Select a component type to display the Component Information.
The Component Information page opens for the component.
4. Select the Add Optional Form button from the Actions navigation panel.

A pop-up window opens for selecting the form to be added.

Home > Search for Applications > Application Information
Actions @ .
1 Hide Mavigation | | X 'J

Add Optional Form

MANAGE ACCESS

ADDORTICNALECRN | Application Inform:
Select the form you wish to add | Select Form hd |

PREVIEW APPLICATION _—
VALIDATE APPLICATION AOR's must continue to use th

T " - - If you are unable to submit us O 2023 NIk ohits
VIEW STATUS HISTORY . .

reset your Grants.gov passwo Screen Rendered: 06/12/2023 01 2 en
UPDATE SUBMISSION STATUS
ﬂ AR St 1.62.00.005

5. Choose a form from the drop-down list.

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

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

7. Select the tab of the corresponding form to enter information on the form.

See Also

e Edit Overall Component Forms
o Edit Additional Component Type Forms

Change Component Order

IMPORTANT: This topic is applicable only to multi-project applications.
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The Change Component Order screen is used to set the order in which your components
appear in the submitted application (i.e., the PDF version) for each particular component
type. For example, if your application contains four components of the component type
Research, you can re-arrange those four components into any order you wish. The com-
ponent order can be changed for components in the status of Work in Progress, Com-
plete, or Final.

n » Change Component Order

@ Change Component Order @

Actions

RETURN TO APPLICATION Tip: e
———— To change compon

ADD OPTIONAL FORM

ADD NEW COMPONENT ; & _]

DISPLAY COMPONENT STATUS

CHANGE COMPONENT ORDER
VIEW STATUS HISTORY

UPDATE SUBMISSION STATUS

COPY APPLICATION

DELETE APPLICATION

Component Type

+ Owerall
+ Career-Dev
+ Ressarch

+ Training

NOTE: Although components within a particular component type can be re-ordered,
you cannot re-arrange the order of component types.

Access the Change Component Order screen by selecting the Change Component
Order button on the Actions panel. Once the screen is opened, follow the steps below
to update the order of components of a particular component type:

1. Select a component type from the Select Component Type drop-down list and click

the Select button. The component types displayed in the list depend on your
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application's opportunity number.

Home » Search for Applications » Application Search Results » Application Information » Change Component Order
Actions @ Change Component Order @
RETURN TO APPLICATION Tip:

Tochange components order, enter a numerical value in the Order field.

MAHAGE ACCESS

ADD OPTIOMAL FORM

ADD NEW COMPONENT Select Companent Type - Choose Component —— =)
- Choose Component ---

DISPLAY COMPONENT STATUS

Cargar-Dev

CHANGE COMPOMENT ORDER Research
Trainkng

VIEW STATUS HISTORY

The screen updates to display the current Order, Component, Project Title, and Pro-
ject Lead for each component of the selected component type. Components dis-
play in the order in which they were added to the application until they are re-
ordered using this feature. Once components have been re-ordered, they will dis-
play in the current (i.e., updated) order.

Home » Search for Applications » Application Search Results » Application Information » Change Component Order
—
Actions @ Change Component Order @
RETURHN TO APPLICATION Tip:

To change companents order, enter a numerical value in the Order field.

MAHAGE ACCESS

ADD OPTIONAL FORM

ADD NEW COMPONENT Select Component Type Research [=]
DISPLAY COMPONENT STATUS
Order Component Project Title Project Lead
CHANGE COMPONENT ORDER o =~ | :
1 S4é-Research (Research 1) This is a sample of my 1st Research WHITMAN, WALT
VIEW STATUS HISTORY Compenent Type project.
2 199-Research (Research 2) This is my 2nd example of a Research ALUSTEM, JANE
UPDATE SUBMISSION STATUS component type praject.
;| 169-Research (Research 3) This is a sample of my Ird Research LEE, HARPER
Componant Type project.
4 893-Research (Research 4) This is my 4th sample of a Research SHAKESPEARE, WILLLAM
COBY APPLICATION Component Type project
DELETE APPLICATION “ m
Component Type
+ Overall
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2. Use the text box in the Order column for each component being re-ordered to
enter an order value. Make sure to enter a unique value in each Order field. You
will receive an error if you attempt to save the order of components with duplicate

order values.

You may use decimal numbers (up to 2 places) and negative numbers to avoid re-

numbering every component. For example, to re-order a particular component to

appear between the first and second components, enter that component Order as
1.5.

After updating the values, you can use the Refresh button to display the com-
ponents in the updated order. Refreshing the displayed order does not save the
order and you can always use the Cancel button to abort the action, even after
refreshing the screen.

Change Component Order @

Tip:
To change components order numerical valu Orde Id
Component Praoject Title Project Lead
4i-Research (Research 1 This i a sample of my 15t Eessarch WHITAMAN, WALT

Component Type project.

159-Research (Research 2 This & my 2nd example of a Eessarch ALUSTEN, JAl
component type project

163-Resaarch (Ressarch 3 This i a sample of my drd Res

Component Type project.

earch LEE, HARPER

53-Resasrch (Retsarch 4 This & my 4th sample of a Research SHAKESPEARE, WILLLAM
Component Type project

3. When satisfied with the component order, select the Save button to save your res-

ults and return to the Application Information screen.

Forms Data Entry 293 February 7, 2025



Application Submission System & Interface for Submission Tracking (ASSIST) User Guide

Change Component Order @

Tip:
To change components order, enter a numerical value in the Order field.

Select Component Type Research Em

Order Componant Praject Title Project Lead

1 5d6-Research (Ressarch 1) This i= a sample of my 15t Ressarch WHITMAN, WALT
Component Type project.

3 169-Research (Ressarch 3) This is a sample of my 3rd Research AUSTEN, JANE
Component Type project.

3 199-Research (Ressarch 2) This is my Znd example of a Ressarch LEE, HARPER
component type projeck.

4 §93-Research (Ressarch 4) This is my 4th sample of a Research SHAKESPEARE, WILLLIAM

Component Type project

(DT

You can see your changes reflected in the Component Type panel.

Component Type
f—hﬂnﬁh _\

— Research

Sdb-Recmarch
(Research 1)

169-Research
(Research 1)

Training

See Also

e Actions
e Application Information
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o Component Information

Delete a Component

IMPORTANT: This topic is applicable only to multi-project applications.

If you are the Signing Official, Administrative Official, or the PI of the lead organization -
and/or- you have Entire Application Editor privilege, you have access to the Delete Com-
ponent feature in ASSIST. The Delete Component features allows you to permanently
delete individual components of any status from the application.

IMPORTANT: Deleting components is a permanent action. Once deleted, a component
cannot be accessed, retrieved, or viewed. There is no way to recover the component.

NOTE: ASSIST also has a Delete Application feature for deleting an entire application.
Individual components do not need to be deleted first when deleting the entire applic-
ation. Refer to the topic titled Delete the Application for steps on deleting entire applic-
ations.

To delete a component:
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Open the Summary tab of the component you wish to delete.

From the Actions panel, select the Delete Component button.

Home » Saarch for Application P Application Search Reudts » Application Information » Component Informaticon
—
Actions @ Core
RETURN TO APPLICATION EREEL ( RER Cover || Cover Page Other Sites Srikey | RGR Budget Research
Supplement Project Person Subaward Plan
MAHAGE ACCESS Information Profile

ADD OPTIOHAL FORM

ADO NEW COMPONENT =] Component Information

DISPLAY COMPONENT STATUS
Component ldentifier: 34%-Core

Sample Short Name  [Update Short Name)

Component Typea: Core

CHANGE COMPONENT ORDER

Component Short Hame:

PREVIEW CURRENT COMPONENT

VALIDATE COMPOMNENT Companent Title: Pride & Prejudice and the Human Psyche
VIEW STATUS HISTORY Component Project Lead|s): AUSTEN, JANE
UPDATE COMPONENT STATUS Organization: Sample Organization
Status: Work in Progress

2013-03-29 09:39:17.000 AM EOT

Status Date:

C DELETE COMPONENT )

COPY APPLICATION

DELETE APPLICATION

b | Application Information
Component Type
Application I0: 755

Opportunity Numbser Pa-00-000

+ Overall

Project Title: Crime & Punishment and the Effects on Mental

Health

POVPI Hamee: DOSTOEVSKY, FYODOR
Organization: UNIVERSITY

Status: Waork in Progress

Status Date: 2012-11-05 03:14:53.000 PM EST

A confirmation message displays as follows: You are about to delete this com-

ponent. Once this component has been deleted you will no longer be able to

retrieve or view it. Do you wish to continue with the delete?
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3. Select the appropriate action:

You may cancel the action at this point by selecting the Go Back button. If
you choose Go Back, the delete process ends, you return to the summary tab
from which you began, and the following steps are no longer applicable.

—OR-
To continue with the deletion, select the Continue button.

Upon continuing, a second confirmation displays as follows: Selecting Continue will
remove this component permanently from the application.

[hovee %]

4. This warning provides a final means of aborting the deletion. Carefully select the

appropriate action:

To stop the deletion process, select the Go Back button. If you choose Go
Back, the delete process ends, you return to the summary tab from which
you began, and the following steps are no longer applicable.

—OR-
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To confirm the action and permanently delete the component from the
application, select the Continue button. Remember that this action is
irreversible. Once the component is deleted, you cannot retrieve it.

NOTE: You cannot delete a component if one or more of its forms are locked by yourself
or another ASSIST user. If a form is locked, you will see the following error on your screen
after continuing from the second confirmation screen:

The component cannot be deleted as the following form(s) are currently locked by <User
ID> in: <application ID>: <locked form>

The Application Information screen displays with the message Component successfully
deleted. You will also notice that the component has been removed from the left-side
panel of Component Types.

Appiication Information

sctions @ Application Information @

MAMAGE ACCESS Tip: Some actions (e.g., Preview Application and Validate Application) are only available f
ATHE

ADD HEW COMPOMENT —— —
Component Successfully deleted
DISPLAY COMPONENT STATUS ( CmpnnEnE ey B D

CHANGE COMPONENT DRDER

PREVIEW APPLICATION
YALIDATE APPLICATION ) Appl]cauon Informatmn
VIEW STATUS HISTORY

UPDATE SUBMISSION STATUS Agplication | t Crime & Punishment and the Effects on Mental
Health

DOSTOEVSKY, FYODOR

COPY APPLICATION UNIVERSITY

When a component is deleted from an application, the Application Status History reflects
this action. The Status in the history show as Abandoned. The Status Comment will indic-
ate that the component was deleted by displaying the following Component ID: <ID
number> Deleted, along with the name of the ASSIST user who performed the deletion.
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Home » Search for Applications » Application Search Results » AppBeation Information » Yiew dApplication Status History

j=——=
Actions @
RETURM TO APPLICATION IMFO

MANAGE ACCESS

DISPLAY COMPONENT STATUS

Application Status History @

Status Date = Status

2014-07-0 12:5%:20 PM All Components Final
JO04-07-06 03:14:51 DA Work in Prograss

1 -3 of 3 records, Page 1 of 1

( VIEW STATUS HISTORY

) Czou.c-?-c-?u:m:s? PM  Abandoned

ADD NEW COMPOMENT

& Status Comment = Status Types Update User &
ASSIST JOYCE, JAMES
ASSIST JOYCE, JAMES
Component |d : 949 Componenty JOYCE, JAMES

Deleted
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Application Submission Status Workflow for Multi-Project Applic-

ations

IMPORTANT: This topic is applicable only to multi-project applications.

As your multi-project application evolves, its status is updated to reflect the current
stage in the submission process. This may be a manual status update or an automatic
update performed by ASSIST (i.e., system-generated).

The following provides a definition of the various status levels of an application.
Work in Progress: Allows editing of an application

All Components Final: Indicates that all components are in a status of Final (if not
Abandoned); also indicates that the application is ready for the Validate Application
process

All Components Validated: System-generated status set when the Validate Applic-
ation process runs error-free

Ready for Submission: Manual status which should be set after all internal reviews
have taken place

Submitted: System-generated status set after submitting the application to Grant-
s.gov

Submission Errors: System-generated status indicating that the validation process
returned errors

Abandoned: Manual status applied to indicate that the application is no longer
being worked on

NOTE: The ability to update an application’s status is dependent on the status of its com-
ponents. If an application's components are not in the proper status, certain application
status updates cannot be made. Refer to the table in the Update Application Submission
Status topic for the valid conditions for updating the application status.
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The figure below provides a general overview of the typical flow of an application from

Work in Progress to Ready for Submission status.

ASSIST .\pplit';nlinnSuhmiwinn Status Workflow

Start at number1)

1. Component Status is 3. Mark Component “Final”
“Work In Progress” Repeat for each incl. Component
2b. Mark Component “Complete”
and bad/trash component
“Abandoned” Repeat as necessany

4. Application: Update Submission 1
Status to “All Comp ts Final”

6. Application status changes to
=Fi
Srvor-Free [ “All Components Validated”

5. Validate entire Application ]

Contains |errors

( 5a. Application: Update Submission ]

Status to “Work In Progress”

5b. Change errored Component 6. Make necessary corrections to
Status to “Work In Progress” applications and Validate

See Also

* Display Component Status

Update Application Submission Status
Update Component Status

View Application Status History

View Component Status History

Display Component Status

Selecting the Display Component Status button from the Actions panel opens the Status
Summary. This screen displays a status summary of the entire application and its com-

ponents.

IMPORTANT: This topic is only applicable to multi-project applications.

The information on the screen is as follows:
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» Component ID (for individual components only)
e Status
e Next Steps

The Next Steps gives a description of what type(s) of status update can be performed
against the component in its current status.

P . .._-:. s Bar . IEE o 0. ko I:E. x P . >'5|la|!u'.$un|ma|y

Application Status @

0 To vpdate a status start by selecting the Update Submission Status button in the left column from:
» Ay form in an Application for the Application

« Component Summary for a Component

Status MHext Step

Work in Progress Update status to All Components Final once all components are in a Final or Abandoned
status.

Component Statuses

1-4of 4 records, Page 1 of 1
Componant 1D Status Hext Staps
Cwvarall Wark in Progress Work in progress status may be updated to
= Complete
= Final
12-Career-Dev Complete Complete status may be updated to:
= Final
« Work in progress
= Ahandon
Sdb-Fasaarch Final Final stabus may be updated to:
= Wark in Progress
= Abandon
268-Traiming Abandoned Abandoned status may be updated to

= Woark in progress

See Also

Application Submission Status Workflow for Multi-Project Applications
Update Component Status

Update Application Submission Status

View Application Status History

View Component Status History

Update Component Status

IMPORTANT: This topic is only applicable to multi-project applications.
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ASSIST users with the appropriate privilege may update the status of an individual com-
ponent of a multi-project application when necessary as follows:

Valid Component Status Changes

From Status Available To Status

Work in Progress Complete

Abandoned*
Final

*Note: An Overall component
cannot be abandoned

Complete Final

Work in Progress

Final Work in Progress

Abandoned Work in Progress

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

To update the status of a component:

1. Select the Return to Application Info button on the Actions panel to return to
the Application Information page.

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

3. Select a component.

4. Click the Update Component Status button.

The Update Status window opens.
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Admin-Core

i REARE SRS RER Budget| Research
Plan

er a comment on the status "‘.’ this component or continue

5 | Application Information

]

The Red Badge of Courage and Other Skin

iSorders

5. Select the appropriate status from the Select the new status drop-down list.

6. Complete the status update:
a. Enter a comment in the provided text box.
b. Select the Add comment button.

-OR-

c. Select the link titled or continue without adding a comment to update the

status without entering a comment in the provided text box.

A notification of the change in status is sent to the appropriate individual(s). The applic-

ation status is changed to the selected status.

NOTE: When marking a component as Final, ASSIST validates if any senior/key persons
with a bio-sketch exist on another component marked as Final. Only one bio-sketch may
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exist per senior/key person on an application. Refer to the help topic titled Verify Seni-
or/Key Personnel for information on this topic.

Component Status History

IMPORTANT: This topic is only applicable to multi-project applications.

From the Component Information page, select the View Status History button to display
the Component Status History page.

* Componat Infgrmation

—
Actions L Core
RETURN TO APPLICATION LU RER Cover || Cover Page)|  Other Sites Sr/key || RER Budget RER Research
Supplement|  Project Person Subaward Plan
MAHAGE ACCESS Information Profile Budget

ADD OPTIOHAL FORM

ADD NEW COMPONENT &= Component Information
DISPLAY COMPONENT STATUS et

it kden tifier 749-Lore

GE COMPONENT ORCER Sample Short Mame  [Update Short Hame)

PREVIEW CURRENT COMPONENT

Core
VALIDATE COMPOMENT mponent Title: Pride & Prejudice and the Human Payche
' VIEW STATUS HISTORY '. AUSTEN, JANE

UPDATE COMPOMNENT STATUS rasniztion: Sample Organtzation

2013-03-29 09:35:17.000 AM EDT
DELETE COMPOMENT
COPY APPLICATION
T =| Opportunity Information:

759

Opportunity Mumber: PA-00-000
Component Type
Crime & Punishment and the Effects on Mental
Health
" RG] PO/PI Name DOSTOEVSKY, FYGDOR
+ Core UNIVERSITY

2012-11-05 03:14:53.000 PM EST

The Component Status History page displays the following information for each status
change made to the component:
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e Status Date
This is the time and date on which the status of the component was updated.
Updates to the status are performed using the Update Component Status button
for the specific component.

e Status
This field displays the status of the component.

e Status Comment
This field displays comments regarding the component status update. Comments
are optional when updating the status; therefore, this field may be blank.

e Update User
This field indicates by whom the status was updated. It may display the system
name (ASSIST) or the actual user who updated the application (Last Name, First
Name).

Core Component Status History @

Status Date - Status Status Comment Update User

See Also

* View Application Status History

Update Application Submission Status
To update the submission status of the application:

1. Select the Return to Application Info button on the Actions panel to return to

the Application Information page.

2. From the Application Information page select the Update Submission Status but-
ton from the Action list.

The Update Status window opens.
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Application Information

withault sdding & comment

FA-00-000

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

a. Enter a comment in the provided text box.

b. Select the Add comment button.

-OR-

c. Select the link titled or continue without adding a comment to update the

status without entering a comment in the provided text box.

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

Multi-Project Application Status Flow

The normal flow of status changes for a submitted multi-project application is as follows:

Work in Progress >> All Components Final >> All Components Validated >> Ready for
Submission >> Submitted
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The table below lists the valid application status changes and conditions.

Valid Application Status Changes for Multi-project Applications

Work in Progress

All Components Final

At least one com-
ponent, including the
Overall, must be
marked as Final;

All components must
be marked as either
Final or Abandoned

Work in Progress

Abandoned

All Components Final

Work in Progress

All Components Final

Abandoned

All Components Final

All Components Validated

This status is set by
ASSIST once an applic-
in All

ponents Final status

ation Com-

passes validations.

All Components Val-
idated

Ready for Submission

All Components Val-
idated

Work in Progress

All Components Val-
idated

Abandoned

Ready for Submission

Work in Progress

Application
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Ready for Submission

Abandoned

Submitted

Work in Progress

Agency
Pending Verification

or Refused

status is

Submission Errors

Work in Progress

Abandoned

Work in Progress

Refer to the help topic titled Update Component Status for information on updating the

status of individual components.

Single-Project Application Status Flow

The normal flow of status changes for a submitted single-project application is as fol-

lows:

Work in Progress >> Ready for Submission >> Submitted

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

Valid Application Status Changes for Single-project Applications

Work in Progress

Abandoned

Work in Progress

Ready for Submission

Ready for Submission

Work in Progress

Ready for Submission

Abandoned

Submitted

Work in Progress

Agency  status

Pending Verification

is

Application
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or Refused

Submission Errors Work in Progress

Abandoned Work in Progress

View Application Status History

From the Application Information page select the View Status History button to display
the Application Status History page.

IMPORTANT: You can access Application Information any time by selecting the Return
to Application Info button on the Actions panel.

® Application Information @

Actions

MAMAGE ACCESS

ADD OPTIOHAL FORM

PREVIEW APPLICATION
® Application Information
WALIDATE APPLICATION
‘ WIEW STATUS HISTORY ’- A 755
UPDATE SUBMISSION STATUS J t t Tit Crime & Punishment and the Effects on Mental
M a3 sl slAlTUS
Health
DOSTOEVSKY, FYODOR
COPY APPLICATION t WHIVERSITY
DELETE APPLICATIOM F 09/0272013 - 09/0172015

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

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

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

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

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

e Update User
This field indicates by whom the status was updated. It may display the system
name (ASSIST) or the actual user who updated the application (Last Name, First
Name).

Application Status History o

Status Date % Status Stabus Comment Stabus Type Update User

See Also

¢ View Component Status History
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Generating a Preview of the Entire Application

With the appropriate privilege(s), ASSIST users may view, print, and/or locally save a pre-
view of the application image from the Preview Application screen.

From this screen, you may perform the following actions:

» Generate and view an initial image preview
» View a previously generated image preview
» Generate subsequent image preview(s)

The Preview Application screen is accessed by selecting the Preview Application button
on the Application Information page Actions panel.

TIP: Select the Return to Application button on the Actions panel to return to the
Application Information page.

@

Actions

MANAGE ACCESS

ADD OPTIOHAL FORM

C PREVIEW AFPLICATION _)

VALIDATE APPLICATION

VIEW STATUS HISTORY

UPDATE SUBMISSION STATUS

COPY APPLICATION

DELETE APPLICATION

Generating and Viewing the Initial Application Image

To generate an initial preview request:
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1. Select the Generate Preview button from the Preview Application screen.

Preview Application @

Tips:

User Stabus Date ] Stabus Acton

Generate Presiew

NOTE: If a preview request was generated prior to this request, information on that
preview will display in the table. Refer to the help topic titled Viewing a Previously
Generated Image for more information.

ASSIST queues the request for the preview. The table on the screen updates with
the requester information and the status of the request, which could be Waiting to
Process, Processing, Failed, and Preview Available.

While the request is processing, the Refresh Status button can be used to update
the status and to check on the progress of the request. When the request pro-
cessing is completed, the View button displays in the Action column.

2. Optional: Use the Refresh Status button to update the status and monitor the pro-

gress until completed.
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+ Search for Applications » Appiscation Search Results » Application Information » Preview Application

Preview Application @

Tips:

= ASSIST allows one ap i
» The Status n does not to get current status.

+ Previewing a large application image can take several minutes. You may want to view the last one available

User = Status Date = Status = Action
Joyce, James Thu Aug 22 07:46:58 EDT 2013 Processing

Refresh Status

3. Select the View button to view the application image.

¥ Apehien * Pt b Prgwtew Application

Preview Application @

Tips:

+ ASSIST allows one 2

« The Status shown d

Status button ta get current status.

« Freviewing a large application image can take several minutes. You may want to view the last one available
Lher - Status Date = Status - Action
Joyee, lames Thu Aug 22 08:57:11 EDT 2013 Presdew Available m

Generate Preview

The application image displays in a separate window. From here, you can review,
print, and/or save the image locally if needed.

4. Close the window displaying the PDF.

NOTE: Although unlikely, it is possible that another ASSIST user accessing the applic-
ation at the same time could generate a preview request for the application while you
are in the Generate Preview screen. If this occurs, you will see the following error mes-
sage when you attempt to select the Generate Preview button : A 'Generate Preview'
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request is pending for this application. You may generate another preview when all
pending requests have processed.

Viewing a Previously Generated Image
To view an application image previously generated:
1. Open the Preview Application screen.

The screen displays information about the prior preview request. This includes the
User who submitted the request, the Status Date, the Status of the request, and
the View button in the Action column.

2. Select the View button to view the image.

» Praview Apphicatios

Preview Application @

Tips:

= ASSIST allow

Uear Status Date - Stabus A Bon

Generate Prevew

The application image displays in a separate window. From here, you can review,
print, and/or save the image locally if needed.

3. Close the window displaying the PDF.

Requesting a New Application Image

Even if an image currently exists, a new preview can be generated. To request a new pre-
view:
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1. Open the Preview Application screen.

The screen displays information about the prior request. This includes the User
who submitted the request, the Status Date, the Status of the request, and the
View button in the Action column.

2. Optional: Select the View button to view the existing image.

3. Select Generate Preview button to generate the new request for an image.

o Prraraiiee Amplic ptise
Preview Application @

Tips:

User Status Date - St Action
Joyce, James Thu Aug 22 08:57:11 EDT 2013 Prevew dvailable

ASSIST queues the request for the preview. The table on the screen updates with
the requester information and the status of the request, which could be Waiting to
Process, Processing, Failed, and Preview Available. This information is displayed
beneath the previous request.
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Preview Application @

Tips:

Lzar Status Date . b bus AcBon

Refresh Status

While the request is processing, the Refresh Status button can be used to update
the status and to check on the progress of the request. When the request pro-
cessing is completed, the View button displays in the Action column. The new
image replaces the previously generated one.

4. Select the View button to view the application image.

The application image will display in a separate window. From here, you can review,
print, and/or save the image locally if needed.

5. Close the window displaying the PDF.

NOTE: Although unlikely, it is possible that another ASSIST user accessing the applic-
ation at the same time could generate a preview request for the application while you
are in the Generate Preview screen. If this occurs, you will see the following error mes-
sage when you attempt to select the Generate Preview button: A 'Generate Preview'
request is pending for this application. You may generate another preview when all
pending requests have processed.

e Application Information
e Previewing a Component or Form
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Previewing a Component or Form

IMPORTANT: This topic applies only to multi-project applications.

With the appropriate privilege(s), ASSIST users may view and print previews of an applic-

ation's forms or of the individual components of a multi-project application.

Previewing the Current Form

While working on a form of an application, you can open a preview of what that form

looks like as a PDF document.

To preview the form you are working on:

1. Select the specific form to preview by clicking its tab.

2. From the Actions panel, select the Preview Current Form button.

tz » Appbication Information

@ Application Information @

Actions

MANAGE ACCESS

ADD OPTIOHAL FORM Sumenary | RER Cower | Cowver Phge
il

RETURN TO APPLICATION All editable fields marked with 7?7 must be entered in order o Save this form. Please gather these data before

WP Froject
C PREVIEW CURRENT FORM ) -

VALIDATE APPLICATION

Research & Related Other Project Information
VIEW STATUS HISTORY RER ObharPreieetlnfn vl 1 @

UPDATE SUBMISSION STATUS
Edit

COPY APPLICATION

DELETE APPLICATION

3. Select the appropriate option to open the document file.

A PDF version of the specific form is generated and displayed within a new browser

window.

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

PDF locally.
5. Close the window displaying the PDF.
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Previewing a Component

NOTE: This applies only to multi-project applications.

1. From the Component Information page, select the Preview Current Component
button from the Action section.

Actions o

RETURN TO APPLICATION
MANAGE ACCESS
ADD OPTIONAL FORM
ADD NEW COMPONENT
DISPLAY COMPOMENT STATUS
CHANGE COMPOMNENT ORDER

t PREVIEW CURRENT COMPONENT '

VALIDATE COMPONENT

VIEW STATUS HISTORY

UPDATE COMPOMNENT STATUS

Admin-Core

R Bl RER Cover | Cover Page||  Other St Sribley | RER Budget| Ressarch
Supplement|  Project Parson Plan
Infarmatian Prafile

&) Component Information

02 1-Admin-Core
{Update Short Hame)
Admin-Core

Sample Admin-Core Component for multi-preject

2015-01-12 11:22:43.000 AM EST

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

NOTE: Application and component summaries and tables of contents are gen-

erated only when previewing the entire application, not for individual components.
Refer to the help topic titled Generating a Preview of the Entire Application for

information on previewing an entire application.

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

locally.

3. Close the window displaying the PDF.
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Introduction to Non-Research Amendments (for Non-Research

Agencies)

Non-research users will utilize the eRA Commons to initiate amendment applications and
the Application Submission System & Interface for Submission Tracking (ASSIST) to com-
plete and submit applications.

The initial step requires logging in to the eRA Commons environment with the role of
PD/PI (Project Director/Principal Investigator) or SO (Signing Official).

Eligible users will then see the Non-Research option in the main menu ribbon. Selecting
that tab provides access to the Manage Post Award Amendments option which is the
starting point for the initiation and submission process.

Department of Health & Human Services D W‘WW’.hhs.gDV

Wedcome: Fanny Crasby

BJiW Commons ( OER)  1D: HYMN_GURU
£ 3
@ A program of the National Institutes of Health NlH L/ o T S AL LS

Roles: P POSTDOC
Legout | Contact Us | Help

Hon-Research

Vielcome to the Commons.

Please refer to the PD/PI or SO-specific sections for searching for and initiating amend-
ments for eligible grants.

Once an amendment application has been initiated via Manage Post Award Amend-
ments in the eRA Commons, the system will open ASSIST and pre-populate the applic-
ation with the required forms and select data fields.

ASSIST provides validations and previews to help to minimize submission and review
issues that might otherwise have a detrimental effect on the application.

The topics in this section cover expanded information on this process as well as the
unique forms that may be required.
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Search and Initiate -- PD/PI View

When a user with a PD/PI role selects the Non-Research tab and then the Manage Post
Award Amendments tab, the system will present them with a list of grants eligible for
amendments. This list will only display those grants on which the user is a PD/PI.

A checkbox is available to show expired grants as well and these may also be amended.

Home Admin Institution Profile Personal Profile Status ASSIST Prior Approval RPPR xTrain xTRACT Admin Supp eRA Partners MNon-Research

Manage Post Award Amendments

Manage Post Award Amendments: Search @
e s o
Showing 1 - &6 of total 6

Grant Federal Project Project Budget Budget
Number # Agency $ Start # End ¥ Start + End $ Project Title & Action
H795ME59995  SAMHSA 01/01/2020  12/31/2024  01/01/2020 12/31/2020 SAMHSA Non-Research view RGN
Type 1 FOA
H7O5M333333  SAMHSA 01/01/2015  12/31/2024  01/01/2015  12/31/2020 SAMHSA Non-Research Bintiate... -
Type 1 FOA
H7TOSME6GE65  SAMHSA 01/01/2020 12/31/2024  01/01/2020 12/31/2020 SAMHSANon-Research
Type 1 FOA

Budget Revision
Carryover Request
Change in Scope
Key Personnel
Merger, Transfer, elc
No-Cost Extension

Organization Change

The screen will show buttons in the Action column to Initiate a new amendment applic-
ation or to View a previous amendment application if applicable.

Clicking on the Initiate button will open a menu showing the types of amendment
options available.

e Budget Revision

e Carryover Request

» Change in Scope

» Key Personnel

» Merger, Transfer, etc
* No-Cost Extension

» Organization Change
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Clicking on one of the menu options will open the ASSIST module and open all of the
forms required for the type of amendment selected.

—_— Application Information
4 Hide Mavigat

Application Information @

Required Forms Additional Forms
W 4

UPDATE SUBMISSION STATUS
Rt 5F 424 Cover  Sites Budget Honr Budget Construct.  Loblying Project Budget Project Other
— Hemn Construct Construct it ] sl Abrstract Hasrathar Mirrative Hisrthos
Construct. Assurances Summary Aktachment Attachments
OFY APPLICATION

% | Application Information

ASSIST will open to the Application Information screen (i.e., Summary tab) showing the
Action options on the left side and tabs for the required forms above the information
section.

Please refer to the core ASSIST Help topics for specific functionality within ASSIST.
However, note that non-research applications may have required forms that are not
standard for research applications. Please see Forms under Non-Research Amendments
for descriptions of forms unique to non-research applications and amendments.

The forms required are added to the applications depending on the funding announce-
ment and the type of amendment selected. The SF424 and Sites forms are always
required.

Many fields in the SF424 and some other forms are pre-populated; some of those fields
are editable whereas some are read-only. The pre-populated fields have information that
has been transferred into the application from the eRA Commons.

e 1. Type of Submission - (Pre-populated and Read-only)

» 2. Type of Application, letter (for Revision type), description in Other (if Revision
type "E: Other" is selected) - (Pre-populated and Read-only)

3. Date Received - (Automatically populated at the time of submission with the cur-
rent date)

e 5. Federal Award Identifier - (Pre-populated and Read-only)
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» 8.a-d (Legal name, Tax ID number, DUNS, UEI, and address) - (Pre-populated.
DUNS and UEI are Read-only)

e 10. Name of Federal Agency - (Pre-populated)

» 11. Catalog of Federal Domestic Assistance Number and CFDA Title - (Pre-pop-
ulated)

» 12. Funding Opportunity number and Title - (Pre-populated and Read-only)

e 13. Competition ID Number and Title - (Pre-populated)

» 15. Description of Project - (Pre-populated)

» 16. Applicant and Program/Project - (Pre-populated)

e 17.Start and End Date - (Start Date is Pre-populated and Read-only and End Date

is pre-populated)

18. Estimated Funding. (These fields are pre-populated with "0.00")

NOTE: All fields with an asterisk [*] are required be completed in order to submit the
application.

Search and Initiate - SO View

From the Non-Research Amendments - View screen in eRA Commons, the SO will select
the amendment actions from the Initiate button in the Action column for the applicable
grant.

NOTE: SAMHSA users who are Business Officials will be given the Signing Official role in
eRA Commons.

Open Search by clicking on the Non-Research tab and then the Manage Post Award
Amendments tab.

The resulting Search screen will provide fields to search by several criteria. If the search
criteria fields are left blank and then the Search button is clicked, a list of all eligible
grants for the organization are displayed.
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Home Admin
€RA Partners Non-Research
Manage Post Award Amendments

Manage Post Award Amendments: Search @

No data available in table

Institution Profile Personal Profile Status ASSIST Prior Approval RPPR xTrain XxTRACT Admin Supp

Showing 0 to 0 of 0 entries

Activity @ | activity co Ic*@ All selected (6) -
Serial # @ 000( PDI/PI Last Name @ ast name
e Ered o
Grant Federal Project Project Budget Budget Project
Number % Agency ¥ Start % End + Start + End + Title * Action

Once the desired criteria has been entered and the Search button has been clicked, the
resulting list will have an Initiate button and, if there are already amendments for that
grant, a View button. The view option will show a summary of the previous amendments

on that grant.

If the list is long, the SO may also use the Filter tool to find specific grants or grants with

specific criteria (specific PD/PI, for example).

Non-Research

Manage Post Award Amendments
Manage Post Award Amendments: Search @
Activity @ Ic*e

Serial # @ PD/PI Last Name @

[#]Include Expired Grants @

Home Admin Institution Profile Personal Profile Status ASSIST Prior Approval RPPR  xTrain xTRACT Admin Supp eRA Pariners

SM -~

Showing 1 - 3 of total 3 (filtered from 42)

Filter:
| 123 Show 25 B per page @ »
Grant Federal Project Project Budget Budget
Number + Agency 5 Start + End * Start = End = Project Title -
H795M000123 SAMHSA 01/01/2020 12/31/2024 01/01/2020 12/31/2020 SAMHSA Type 1 view (Bt
Mon-Research FOA View nitiate...
H79SM001234  SAMHSA 01/01/2020 12/31/2024 01/01/2020 12/31/2020 SAMHSA Type 1 view | [Binitiate
Non-Research FOA S
H795M012345 SAMHSA 01/01/2020 12/31/2024 01/01/2020 12/31/2020 SAMHSA Type 1 view | [Hinitiate
Non-Research FOA e
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Once the grant to be amended is located, click on the Initiate button in the Action

column on the row for that grant to see a drop-down menu listing the following amend-

ment options:

Filter:

[123
Grant Federal
Number ¥ Agency ¥
H79SM000123 SAMHSA
H795M001234 SAMHSA
H795M012345 SAMHSA

Project
Start =

01/01/2020

01/01/2020

01/01/2020

Project
End 5

12/31/2024

12/31/2024

12/31/2024

Budget
End =

Budget
Start =

01/01/2020 12/31/2020

01/01/2020 = 12/31/2020

01/01/2020 12/31/2020

Show 25 Bperpage

Project Title

SAMHSA Type 1
Non-Research FOA

SAMHSA Type 1
Mon-Research FOA

SAMHSA Type 1
Non-Research FOA

: ’

Action

Bilnitiate .. -~

View

Budget Revision
Carryover Request
Change in Scope
Key Personnel
Merger, Transfer, etc
No-Cost Extension
Organization Change

» Organizational Change

Budget Revision
Carryover Request
Change in Scope

Key Personnel

Merger, Transfer, etc
No-Cost Extension

Select the most appropriate type. The user will then be taken to ASSIST to begin the post

award amendment application with the amendment-specific forms.

The SF424 and Sites forms are always required for these amendment applications. There
may also be other forms required that are unique to Non-Research applications.

Introduction to Non-Research
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Application Information @

e - Required Forms lAddmonal Forms
UPDATE SUBMISSION STATLY ! ! K
Rt 5 424 Cover Sites Budget Hor Budget - Construct. Lobbying Project Budget Project
_————————— Han Construct. Constrsct Assurances Disclosu e Albstract Harrative Harrative
Conatruct. Assurances Swmmary Attachment
COPY APPLICATION
ELETE APFLICATICH p— e ;
DELETEARRHCATION I~ Application Information
219
M. Cathon

Depending on the funding opportunity and the type of amendment, a combination of
the forms below will be included with the ASSIST application package. Note that all of
the required forms should automatically load into ASSIST for the Notice of Funding
Opportunity Announcement (NOFO) and amendment type selected, but some forms
may be added manually as well.

o SF424 -
 Instructions: https://apply07.grants.gov/apply/forms/instructions/SF424 4
0-V4.0-Instructions.pdf
SF424A (Budget Information — Non-Construction Programs) -
» Instructions: https://apply07.grants.gov/apply/forms/instructions/SF424A-
V1.0-Instructions.pdf
SF424B (Assurances for Non-Construction) -
e Instructions: https://apply07.grants.gov/apply/forms/instructions/SF424B-
V1.1-Instructions.pdf
SF424C (Budget Information for Construction Programs) -
« Instructions: https://apply07.grants.gov/apply/forms/instructions/SF424C _
2 0-V2.0-Instructions.pdf
SF424D (Assurances for Construction Programs) -
e Instructions: https://apply07.grants.gov/apply/forms/instructions/SF424D-
V1.1-Instructions.pdf
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https://apply07.grants.gov/apply/forms/instructions/SF424B-V1.1-Instructions.pdf
https://apply07.grants.gov/apply/forms/instructions/SF424C_2_0-V2.0-Instructions.pdf
https://apply07.grants.gov/apply/forms/instructions/SF424C_2_0-V2.0-Instructions.pdf
https://apply07.grants.gov/apply/forms/instructions/SF424D-V1.1-Instructions.pdf
https://apply07.grants.gov/apply/forms/instructions/SF424D-V1.1-Instructions.pdf
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SFLLL (Disclosure of Lobbying Activities)
 Instructions: https://apply07.grants.gov/apply/forms/instructions/SFLLL 1
2 P-V1.2-Instructions.pdf
Project Abstract Summary -

» https://apply07.grants.gov/apply/forms/instructions/Project Abstract 1 2-
V1.2-Instructions.pdf

Budget Narrative Attachment -

» https://ap-
ply07.grants.gov/apply/forms/instructions/BudgetNarrativeAttachments_1_
2-V1.2-Instructions.pdf

Project Narrative Attachment -

» https://ap-
ply07.grants.gov/apply/forms/instructions/ProjectNarrativeAttachments 1 2-

V1.2-Instructions.pdf

Other Attachments -

 https://ap-
ply07.grants.gov/apply/forms/instructions/OtherNarrativeAttachments 1 2-

V1.2-Instructions.pdf

Additional information for the forms above can be found in Non-Research Forms.

Introduction to Non-Research 327 February 7, 2025


https://apply07.grants.gov/apply/forms/instructions/SFLLL_1_2_P-V1.2-Instructions.pdf
https://apply07.grants.gov/apply/forms/instructions/SFLLL_1_2_P-V1.2-Instructions.pdf
https://apply07.grants.gov/apply/forms/instructions/Project_Abstract_1_2-V1.2-Instructions.pdf
https://apply07.grants.gov/apply/forms/instructions/Project_Abstract_1_2-V1.2-Instructions.pdf
https://apply07.grants.gov/apply/forms/instructions/ProjectNarrativeAttachments_1_2-V1.2-Instructions.pdf
https://apply07.grants.gov/apply/forms/instructions/ProjectNarrativeAttachments_1_2-V1.2-Instructions.pdf
https://apply07.grants.gov/apply/forms/instructions/ProjectNarrativeAttachments_1_2-V1.2-Instructions.pdf
https://apply07.grants.gov/apply/forms/instructions/OtherNarrativeAttachments_1_2-V1.2-Instructions.pdf
https://apply07.grants.gov/apply/forms/instructions/OtherNarrativeAttachments_1_2-V1.2-Instructions.pdf
https://apply07.grants.gov/apply/forms/instructions/OtherNarrativeAttachments_1_2-V1.2-Instructions.pdf

Application Submission System & Interface for Submission Tracking (ASSIST) User Guide

Non-Research Non-Competing Continuation Overview

SAMHSA grantees are now able to use ASSIST for non-competing continuation applic-
ations (non-research only).

They will initiate the application in eRA Commons and prepare and submit it in ASSIST.

NOTE: If a PD/PIl is not the initiator of a Continuation application, they will not be able to
view or edit the application in ASSIST until an SO (Signing Official) has given them that
permission.

Grantees will be able to track the application in eRA Commons through Status; they will
also be able to manage their entire non-competing continuation process for their grant
using a new Manage Continuations sub-tab in eRA Commons.

Requisite changes will also be made to the Grant Folder.

Non-Competing Continuation Process

How does a PD/PI or BO know when a non-competing continuation

application is due?

1. The PD/PI and BO are notified via email of the upcoming due date for the required
application. The application package is available three (3) months days before the
due date or six (6) months before the current budget period end date.

a. A reminder email is sent out one (1) month before the due date.
b. If the application has not been submitted by the due date, a late notice email

is sent the next day.
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How does a PD/PI or BO initiate a non-competing continuation applic-
ation?

1. The application is initiated through Commons.

2. Select "Non-Research" and then "Manage Continuations". (click to view)

XTra.. Hon-Research

ASSIST  Prior Approval RPPR

Marage Continuations

Manage Continuations

Welcome to the Commec.

Manage Post Award Amendments

3. The PD/PI will be taken to a screen with a hitlist of their grants. From this list, the
PD/PI may sort the applications due by entering that term in the filter field. (click to

view)

Home Admin Institution Profile  Personal Profile  Status ASSIST  Prior Approval RPPR  Internet Assisted Review xTrain  xTRACT  Admin Supp

eRA Pariners | Mon-Research

Manage Post Award Amendments | Manage Continuations

Manage Continuations: Search B ]

7] Include Expired Segments @

fhowing 1 to 13 of 13 entries (filtered from 38 total entries)

Show 25 jenhles Previous - Next

Core Federal Project Project Budget Budget FOIPI
Grant # Agency & Start % End * Start * End * Name = Wtatus % Project Title * Action s

HT9SM123456 SAMHSA 06/01/2017 0&/31/2022 06/01/2017 05/31/2018 BATES, SAMHSA test dala

NORMAN PAR-22-2041477597731804
HTS5M123123  SAMHSA 06/01/2017  05/31/2022 060172017 05/31/2018  BATES, SAMHSA test data

MORMAN PAR-22-2041477597713300
HTSSMO00123  SAMHSA 06/01/2017 05/31/2022 0B/01/2017 05/31/2018 BATES SAMHSA test data.

MNORMAN PAR-22-20414T7507TT37623

SOs will be able to use the search screen to selectively search for grants that are
due. The resulting hitlist will show the results of the search. (click to view SO search

screen and results)
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Home Admin Institution Profie Personal Profile Statlus ASSIST Prior Approval RPPR  xTrain xTRACT Admin Supp eRA Pariners Non-Research

Manage Post Award Amendments  Manage Confinuations [ ]
_ . SO Search Screen HINT: Search by "Due"
Manage Continuations: Search @ Status to filter search
— results only to those that
Activity © — c'e Al selected (6] are due
Serial # @ /
PDIPI Last HName @ tr [ Status @ | Due |'I]
Open Date From @ T M To idnyyyy | B Due Date From @ a0 =] To middiyy =]

Search

] Include Expired Segments

[ SO Search Results for"Due” status ] Showing 1 to 25 of 38 entries
Search:
Show 25 * | entries. Previous - 2 Mext

Core Federal Project Project Budget Budget

Grant # “ Agency ¥ Start * End * Start $ End = PD/Pl Name $ Status 3 ProjectTitle % Action %

H79SM123456 SAMHSA 06/01/2017 05/31/2022 06M1/2017  05/31/2018  STINGLEY, NORMAN Due SAMHSA test data. m
PAR-22-20414775

H795M012345 SAMHSA  06/01/2017 05/31/2022 06/01/2017 05/31/2018 STINGLEY, NORMAN Due SAMHSA test data m
PAR-22-20414775

H79SM001234  SAMHSA 06/01/2017 05/31/2022 06/01/2017 05/31/2018 STINGLEY, NORMAN Due SAMHSA test data m
PAR-22-20414T75

4. From the resulting hitlist, click on the View button in the Action column for the
grant that is due. This action will show the list of support years. The year that is eli-
gible for the continuing application will have a button labeled "Select One" in the
Action column. Select the "Initiate..." option from the Select One drop-down

menu to open the application in ASSIST. (click to view)
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Manage Post Award Amendments = Manage Continuations
i § § 4 Back to Search
Continuations: View @
Application Information
Grant Number: HT9SM123456 Organization Name: UNIVERSITY OF NAVIGATIO
Project Period: 01/01/2020 - 12/31/2024 Grant Pregram (PCC):
howing 1 to 4 of 4 entries
Search:
F . 1 s
ate - ACtIOl’I(S) - Previdns Next
Grants.gov —
Support Year * Application# $ Tracking# $ Statul jed Qate 5 Action(s) %
Select One »
2 Pend
3 Pend .
Initiate...
4 Pend
5 Pend i

5. The Initiate... link will open the continuation application in ASSIST in another win-
dow or tab (depending on the browser configuration) with the necessary forms pre-
loaded. Other information from the parent application will be preloaded into some

fields as well. (click to view ASSIST screen)

NOTE: Some screens may not display correctly in the Internet Explorer browser
with Compatibility Mode turned on. To ensure that the screens are correctly dis-
played, turn off Compatibility Mode or use a different browser.
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{/(‘ U.S. Department of Health & Human Services =) eRA Commons =) Home o) Logout a Help Desk S Contact Us

Application Submission System & Interface for Username:
ssion Tracking (ASSIST)
by the National Irstify

T _ %4

Actions @ « Hide Navigation « Show Help
Application Information @

Home = Application Information

ADD OPTIONAL FORM

Tip: jons (e.g., Preview A ation and Validate Application) are only available from this screen. The
PREVIEW APELICATION Appli ormation link in the breadcrumbs above can be used to return to this screen
VALIDATE APPLICATION )
Summary  EIF PR Sites Budget - HHS Budget Project
VIEW STATUS HISTORY . COI'IN;:::ICL Checklist Harrative Harrative
UPDATE SUBMISSION
S % | Application Information

Application ldentifier: 12333

Application Type: Continuation

Application Project Title: SAMHSA Doc Images

PD/PI Hame:

Organization:

Project Period:

Status: Work in Progress Submit Application

Status Date: 2017-01-04 01:58:46.000 PM EST

=| Opportunity Information:

Opportunity Number: PA-51-555

Opportunity Title: SAMHSA TEST Non-Competing Continuation (Type 5)
Agency: SAMHSA

CFDA Number: 93.243

SAMHSA-TEST-TS-NCC
10/01/2016
nity (lnze Date 13000

6. Proceed to complete the required forms, perform validations, and submit the
application using the normal ASSIST functionality. See the links below for more

information.
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Validating the Application

IMPORTANT: This topic is applicable only to multi-project applications.

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

Validating the Entire Application

To perform validations on the entire application:

1. Select the Return to Application Info button on the Actions panel to return to
the Application Information page.

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

MAHAGE ACCESS

VIEW STATUS HISTORY

ADD HEW COMPOMENT

COPY APPLICATION

PREVIEW APPLICATION

DISPLAY COMPOMENT STATUS

CHAMGE COMPOMENT ORDER

( VALIDATE APPLICATION )

SUBMIT APPLICATION

LIPDATE SUBMISSION STATUS

The system begins validating the application. If there are errors or warnings, they are lis-

ted on the Application Errors and Warnings Results page, which opens as a separate win-

dow. Errors must be corrected before the application can be submitted.

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

found.

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

Refer to the help topic titled Application Errors and Warnings Results for information on

displayed errors and warnings.

Validating an Individual Component

To perform validations on an individual component:

1. Navigate to the appropriate component by expanding it and selecting it from the

Component Type section of the left-side navigation panel.
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2. Select the Validate Component button under Actions.

Actions @

RETURN TO APPLICATION INFO
MAHAGE ACCESS
DISPLAY COMPOMENT STATUS
VIEW STATUS HISTORY
ADD NEW COMPONENT
COPY APPLICATION
CHAMGE COMPOMNENT ORDER
PREVIEW CURRENT COMPOMEMT

( VALIDATE COMPONENT )

UPDATE COMPOMENT STATLS

The system begins to validate the Component. If there are errors or warnings, they are lis-
ted on the Application Errors and Warnings Results page, which opens as a separate win-
dow.

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

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

IMPORTANT: If you experience difficulties with the Validation function, it may be due
to your browser having a pop-up blocker enabled. To correct this, please ensure you
include an exception into your browser's security settings, listing the URL as: *.nih* to
allow popups from the NIH.

Validating the Application 335 February 7, 2025



Application Submission System & Interface for Submission Tracking (ASSIST) User Guide

About Other Transactional Authority (OTA) Awards

What is an Other Transactions Authority?

An Other Transactions Authority (OTA) allows for Federal Government agencies to enter
into Other Transactions (OTs).

What is an Other Transaction?

An Other Transaction (OT) is a unique type of legal instrument other than a contract,
grant, or cooperative agreement. Generally, this awarding instrument is not subject to
the FAR, nor grant regulations unless otherwise noted for certain provisions in the terms
and conditions of award. It is, however, subject to the OT authority that governs the ini-
tiative as well as applicable legislative mandates.

Why are Other Transactions used instead of traditional funding

mechanisms?

Reasons to use an OT may include a combination of the following, among others:
An Other Transactions Authority (statute’s citation);

Need for flexibility to negotiate terms and conditions appropriate for the specific pro-
gram requiring fluid implementation;

Nontraditional review and award management practices are needed because the science
is expected to be highly evolving, with requirements for additional aims or expertise
added to, or removed from, the project throughout the term of execution;

Collaborative involvement by the NIH in the technical direction and oversight of the
research, which can be akin to partnering (e.g., participation in progress reviews and
decisions on future efforts or direction; government may be a voting or nonvoting mem-
ber of the consortium);

Negotiate intellectual property rights; and/or

Participation sought by nontraditional research recipients, such as:
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Patient advocacy organizations, pharmaceutical companies, foreign entities, or other
organizations that are typically not inclined to work with the Federal Government;

Consortia comprised of various entities that collaborate as peers with the NIH to manage
the project and share its costs;

Nonprofit entities that have an interest in the goals of the program; or

Individuals.

Where are NIH’s OT Research Opportunity Announcements loc-

ated?

Research Opportunity Announcements may be found on NIH institutes, centers, or ini-
tiatives' websites; the NIH Guide for Grants and Contracts; sam.gov; and other locations
known to industry for the specific research initiative. Additionally, NIH may reach poten-
tial applicants via other means, including but not limited to white papers, oral present-
ations, panel pitches, and targeted solicitations.

How are NIH Other Transactions applications evaluated?

All applications for Other Transactions are required to go through a scientific evaluation
or an objective review. Contents of the evaluation or review are outlined in each
Research Opportunity Announcement. Through a process that involves the thorough
and consistent examination of applications based on an unbiased evaluation of scientific
or technical merit or other relevant aspects of the proposal, each review is performed by
persons expert in the field of endeavor for which support is requested and is intended to
provide advice to the individuals responsible for making award decisions.

Who to contact for NIH Other Transactions?

Each Research Opportunity Announcement provides the names and contact information
for those leading each initiative. General inquiries about NIH Other Transactions can be
sent to NIHODOTA@nih.gov.
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Initiating an OTA Application

Preparing to Apply

Use these instructions, together with the forms and information found in the funding
opportunity announcement, to complete your application. The Notice of Funding Oppor-
tunity (NOFO) will include specific instruction and forms needed for your application sub-
mission. Remember that the NOFO instructions always supersede these application
instructions.

NIH typically makes awards to organizations, not individuals. At the time of submission,
the Program Director/Principal Investigator (PD/PI) and their organization must be
registered at eRA Commons. In addition to the PD/PI, an individual with the role of Sign-
ing Official (SO) is needed. If an application is awarded, additional registrations (e.g., Sys-
tem Award Management) will be required.

OTA applications must be submitted using NIH's ASSIST web-based application sub-
mission system. Users can access ASSIST directly or through eRA Commons.

Initiating the Application

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

INITIATE APPLICATION

Opportunity Number

(Example: PA-XX-XXX or LITC-ABCD-XX-000)

T SEARCH FOR APPLICATION Search Applications

B

INITIATE OR ACCESS LOAMN REPAYMENT APPLICATION (LRP)

d

Initiate or access work in progress application
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1. On the ASSIST Welcome screen, enter the OTA ROA number in the Opportunity
Number field.

2. Click the Go button. The Initiate Application screen displays.

Initiate Application for Announcement #: OTA-22-333 @

5 ANNOUNCEMENT INFORMATION:

OTA-22-333
Test OTAv3.0

Hational Institutes of Health

03/01/2022
10016/ 2028
NIH Contact
Application Project Title *
(describe title in 200 characters)
Lead Applicant Organization: * UNIVERSITY OF CALIFORNIA, SAN DIEGO ~
Lead Applicant Organization Address: UHIVERSITY OF CALIFORNIA SAN DIEGO

OFFICE OF CONTRACT & GRANT ADMIM, 0934
LA JOLLA, CA920930621

Contact Project Director/Principal Investigator

Pre-fill Application from Usernamse

First Hame:
Middle Name:

Last Name:

Initiate Application

» The Initiate Application screen contains several required elements, marked with red
asterisks (¥).

e The Application Project Title must be entered.

» The Lead Applicant Organization must be selected from the drop-down menu.
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 The fields for the Contact Project Director/Principal Investigator section can be
entered manually or prefilled using an eRA username.

To prefill the Contact PD/PI fields:

1. Click the Pre-fill Application from Commons Username button.

2. Enter the PD/PI's eRA username and click the Submit button. If the user has a
Pl role with the selected Lead Applicant Organization, their name is autofilled. If the
user does not have a Pl role with the selected Lead Applicant Organization, an error
is displayed and you must manually enter the PD/PI's name.

3. Once required fields have been satisfied, click the Initiate Application button to
create an application record.

OTA Summary Screen

Each application in ASSIST receives a unique Application Identifier at creation. This value
is displayed on the Application Information Summary page and can be used as a search
key on the Search for Applications screen if returning to work on the application at a
later time.

The Summary screen and any constituent forms in the application are loaded as tabs to
the right of the action menu.
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Application Information @

ﬁ .

»_| Application Information

82224

Title: Exploring the Effects of Long-Term Radiation Exposure
Curie, Marie
Marie Cunie LLC

Status: Work press  Subsmit Application Submit Application” is only active for Signing Officials

Status Date: 2022-08-05 05:49:40.000 PM EDT

Announcement Information:

mation: OTA-22-313
Test OTAv3.0
Hational Institutes of Health
03/01/2022

ose Date: 10/16/2028

HIH Contact

Actions are available on the left-hand side of the screen. More information about Actions
can be found in the Refer to Actions on page 55topic.
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Actions @

MANAGE ACCESS
ADD OPTIOMAL FORM
PREVIEW APPLICATION
VALIDATE APPLICATION
VIEW STATUS HISTORY

UPDATE SUBMISSION STATUS

COPY APPLICATION

DELETE APPLICATION

OTA Form Screen

Completing the Application Form

All fields marked by an asterisk (*) are required.

All attachments should be in the format of a non-fillable PDF. Please be sure the PDFs
you are using are not fillable. If you are unsure whether your document meets the sub-
mission requirement it is recommended to print the document using a PDF writer (using
the Print option and selecting the PDF writer as your printer) or contacting the eRA Ser-
vice Desk.
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Summary

Application Information @

Application Form
Core v3.0 @

Submission Type

Prior Submission Tracking
Humber

* Type of Application

Federal ldentifier

1. Applicant Information

* Organization Name

2. Employer Identification (EIM) or (TIN)

Employer Identification

3. Descriptive Title Of Applicant’s Project

* Descriptive Title of
Applicant’s Froject

4. Project Period

* Start Date

* End Date

5. Project Director/Principal Investigator

1 Marie Curie

Additional PD/PI

Entry &
Hothing found to display.

Leadership Plan

iness Official Contact Information

Prefix

* First Name
Middle Hame

* Last Hame
Sufffix
Position/Title
Department

* Organization Name
Division

* Street 1
Street 2

* City

County

1 T aba

© Pre-Application o Application © Corrected Submission

@ Hew © Resubmission

UEI UYTTZTEGIDT
UNIVERSITY OF CALIFORMNLA, SAN DIEGO

Department
Divisien
* Street 1 UNIVERSITY OF CALIFORNIA SAH DIEGO
Street 2 OFFICE OF CONTRALT & GRANT ADMIN, 0934
* City LA JOLLA
County
State CA: California;
Province
* Country USA: UNITED STATES ;
Zip/Postal Code 920930621

195600614441

Exploring the Effects of Long-Term Radiation Exposure

Contact Infarmation

Enter the Contact PD/PI's contact information below.

Contact PD/PI Hame

Additional PD/PI Hame:

Organization
Hame

Organization

Expand All

View Attachment

* Required fieldys)

2025
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1. Click the Core tab to view the OTA application form. The currently active tab will be
highlighted in blue.

2. Click the Edit button to begin data entry. In edit mode, data entry by other users is
blocked until the lock-holder either releases the lock or it expires.

Submission Type

If the application is being resubmitted after correcting errors/warning, select the Cor-
rected Submission radio button and enter the prior submission tracking number as it
appears in the footer of the prior submission.

Type of Application is a required field.

Section 1. Applicant Information

Organization Name: This field is required. Enter the name of the organization for the SO.

Contact and Address fields: Enter the field data for the Applicant Organization as each
label indicates. The Organization Name, Street 1, City, and Country are required fields.
The State and ZIP/Postal Code fields will become required upon Country selection of
United States. Note that ZIP/Postal Code must be entered in ZIP+4 (nine-digit postal
code) format. Province is enabled for all non-US countries and required for Canada.

Section 2. Employer Identification (EIN) or (TIN)

Enter either the organization’s Taxpayer Identification Number (TIN) or Employer Iden-
tification Number (EIN) as assigned by the Internal Revenue Service. If your organization
is not in the United States, enter 44-4444444. Your EIN may be 12 digits, and if this is the
case, enter all 12 digits.

Section 3. Descriptive Title of Applicant’s Project

This field is required. The descriptive title is limited to 200 characters, including spaces
and punctuation.

Section 4. Project Period

Enter the proposed date range of the project.
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The Start Date is an estimate. The project period should not exceed what is allowed in
the ROA.

The End Date is an estimate and must occur in the future of the Start Date.

Section 5. Project Director/Principal Investigator (PD/PI) Contact Inform-

ation

The PD/Pl is the individual responsible for the overall scientific and technical direction of
the project. In the eRA Commons profile, the person listed here must be affiliated with
the applicant organization entered in section 1 Applicant Information.

If submitting an application with multiple PD/Pls, the main or primary PD/PI should be
entered in the first or top section as the Contact PD/PI. The Add Additional PD/PI but-
ton may be used to add other PD/PIs. Following data entry, the user may edit or view the
PD/PI entries; additional PD/PI entries can also be individually removed from the applic-
ation.

If the NOFO requires a leadership plan for a multi-PD/PI application, upload the rationale
for choosing a multiple PD/Pl approach in PDF format. The governance and organ-
izational structure of the leadership team and the research project should be described,
including communication plans, processes for making decisions on scientific direction,
and procedures for resolving conflicts. The roles and administrative, technical, and sci-
entific responsibilities for the project or program should be delineated for the PD/Pls
and other collaborators.

If budget allocation is planned, the distribution of resources to specific components of
the project or the individual PD/PIs should be delineated in the Multiple PD/PI Lead-
ership Plan. In the event of an award, the requested allocations may be reflected in a foot-
note on the Notice of Award.

The leadership plan should be attached as a PDF file. For more details, refer to the PDF
requirements.

Credential, e.g. agency login: enter the eRA Commons user name for the PD/PI. This field
is not required to save the form, however the Commons user Identification is for the
Contact PD/PI at the time of submission.

Complete the personal information for the PD/PI.
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Contact and Address fields: Enter the field data for the PD/PI as each label indicates. The
Organization Name, Street 1, City, and Country are required fields. The State and
ZIP/Postal Code fields will become required upon Country selection of United States.
Note that ZIP/Postal Code must be entered in ZIP+4 (nine-digit postal code) format.
Province is enabled for all non-US countries and required for Canada.

Following data entry, Save changes. To return to the main form use ‘Save and Release
Lock’ or click the "OTA Core’ breadcrumb under the blue 'OTA Core’ form tab.

Section 6. Business Official Contact Information

Complete the information for the Business Official Contact.

Contact and Address fields: Enter the field data for the Business Official as each label
indicates. The Organization Name, Street 1, City, Country, and Email are required fields.
The State and ZIP/Postal Code fields will become required upon Country selection of
United States. Note that ZIP/Postal Code must be entered in ZIP+4 (nine-digit postal
code) format. Province is enabled for all non-US countries and required for Canada.

Assurances: The applicant organization is responsible for verifying its eligibility and the
accuracy, validity, and conformity with the most current institutional guidelines of all the
administrative, fiscal, and scientific information in the application, including the Facilities
and Administrative rate. Deliberate withholding, falsification, or misrepresentation of
information could result in administrative actions, such as withdrawal of an application,
suspension and/or termination of an award, debarment of individuals, as well as possible
criminal and/or civil penalties. The signer further certifies that the applicant organization
will be accountable both for the appropriate use of any funds awarded and for the per-
formance of the grant-supported project or activities resulting from this application. The
grantee institution may be liable for the reimbursement of funds associated with any
inappropriate or fraudulent conduct of the project activity.

Select the | agree check box to provide the required certifications and assurances.
Section 7. Estimated Project Funding

Enter the total federal funds, including Direct Costs and F&A (Indirect Costs) requested
for the entire project period.
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Section 8. Human Subjects

Answer yes or no to the question regarding involvement of human subjects. If yes, indic-
ate whether the studies are exempt from Federal Regulations. If required by the ROA,
select the Human Subject Clinical Trial Information Form from the Optional Forms in the
left navigation pane. Follow instruction in the SF424 instruction guide for this specific
form.

Section 9. Abstract

The project abstract is a succinct and accurate description of the proposed work. It
should be understandable to a scientifically literate reader. It should include the project’s
broad, long term objectives and description of research design. The abstract is limited to
one page.

The abstract should be attached as a PDF file. For more details, refer to the PDF require-
ments.

Section 10. Specific Aims

The specific aims should be attached as a PDF file. For more details, refer to the PDF
requirements.

Section 11. Cover Letter

The cover letter is for internal use only. It should be included any special considerations
or explanatory details regarding the submission of the application. The letter should
include the application title.

The cover letter should be attached as a PDF file. For more details, refer to the PDF
requirements.

Section 12. Attachments

Attach PDF files in accordance with the NOFO and/or specific instructions using the Add
attachment button. If multiple attachments are added, each should have a unique file
name. The attachments should be attached as a PDF file. For more details, refer to the
PDF requirements.
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Saving the Application Form

At the bottom of the form there are several save options:
» Save and Keep Lock - saves data and restricts data entry access to current user
» Save and Release Lock - saves data and releases form to other users

e Cancel and Release Lock - does not save data and releases form to other users

OTA Application Submission Status

Checking your Application

Cilck the Validate Application button in the Actions pane to check your application for
business errors and warning. Errors must be corrected prior to submission. Warnings will
not stop prevent your application from being submitted.

Click the Preview Application button in the Actions pane to view the PDF version of the
application. This is a view of the assembled image is nearly identical to that the review-
ers/evaluators will assess.

Click the Update Submission Status in the Actions pane button to update the applic-
ation status to Ready for Submission. This will also perform additional validations against
business errors prior to changing the status. If you wish to add a comment, enter it in the
Comment field and click the Add Comment button. Otherwise, click the or continue
without adding a comment link to continue.

Submitting your Application

Once the application has been placed in Ready for Submission status, the Signing Official
will be able to click the Submit Application button. After a confirmation that the SO
does wish to submit the application, it will be sent to NIH for processing. The status can
be viewed and updated by clicking the View Submission Status Details link next to the
application status. Follow the status of your submission in eRA Commons.
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Application Errors and Warnings Results

When an application (or component of a multi-project application) fails validation, any
errors and warnings are listed on the Application Errors and Warnings Results page,
which opens as a separate window.

At the top portion of the page, ASSIST displays the application (or component) against
which the validation was run.

The bottom portion of the page displays the errors or warnings found during validation.
While warnings should be reviewed, errors must be addressed in order for an application
to be submitted.
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Application Errors and Warnings Results 0

(

Top Section:
Shows application or
component againstwhich the

& | Application Information

3156 validation wasrun.
Opspaar bunity Humbes : PA-45-678

Application Project Tithe: Emotions: Pride & Prejudice

POVPI Hame: BENMET, ELIZABETH

Drganizaton: UNIVERSITY OF PEMBERLEY

& Errors

Total Errars to be corrected before the application can be submitted: 8

Total Warnings to be corrected at Applicant discretion: 3

Form Mame Error Message

GLOBALYALIDATION Only one budget form =

SriKey Person Profile The Biographical Sketch

Sr/Key Person Profile  The organization name . .

SriKey Person Profile The Biographical Sketch Boﬂom SECtIﬂrI. . .

RER Budget Only one budget witn f SRIOWS @Ny errors or warnings found during

Modular Budget For Modular Budget pe Ualidaliﬂn

Madular Budget The Total Direct Costs i

Consortium Fi (112.5] "ErTOrs must be corrected before

Ressarch PMan The Specific Almz attac SumeSSID.n
*Review warnings and address issues if
applicable.

A Warnings

Form Hame ‘Warning Message
R&R Cover The e-mail address for the Person to Be Contacted was not included. The AOR email address also
provided on the SF 424 AR cover page will be used instead. {001.27.1)
Other Project In most cases, a Bibliography and References Cited attachment should be included. (D04.22.1)
Information
Maodular Budget In most cases, a Personnel Justification attachment should be included. [019.6.1)

The information on this screen includes:

e Component ID & Title (multi-project applications only)

For multi-project applications, lists the component (Overall or other) for which the

error or warning exists

¢ Form Name
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Lists the form containing the field prompting the error or warning
e Error Message
Explains the issue causing the error or warning

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

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

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

ASSIST considers senior/key person entries to be the same person if the Senior/Key Per-
son Profile or PD/PI Profile Credentials match. If senior/key person entries exist where cre-
dentials are not provided for both entries, then ASSIST considers senior/key persons to

be a potential match if the First Name, Last Name, and Organization Name match.

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

Select Senior/Key Person

tch p spdor/ ey Person to be submitted with this applcation
en identified as potental matches to Sendor/Eey persons on
at Final. Plaase check i they have baen identified correctly.
Senior/Key Person on 299-Core: A Study Senior/Key Person on other component Check if they
in Scarlet Fever already marked Final are the same
anan Dayls '_'-I'En'--:F':.'.--!l Prejudice and the Human D
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Conversely, if ASSIST determines that the persons are a definite match, based on the
same entered credentials, the system does not require you to indicate if the persons are

the same, and automatically displays the Select Biosketch page instead.

Select Biosketch

de in the submission. Click on the hyperlink of the

Biosketch uploaded from another

Srnipr.‘l‘icy Person Eiosketch uploaded for this component componant

onan Davle ¢y 399-Lore: A Study in Scarlek Fever {::, 349-Core: Pride & Prejudice and

the Human Psyche

Submit Biosketches

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

ASSIST Identifies Potentially Matched Persons

When ASSIST identifies two key persons as a potential match, the Select Senior/Key Per-

son page displays. The page includes a table displaying the senior/key person of the cur-
rent component (being marked as Final) next to the component previously marked as

Final containing the potentially same senior/key person.
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Select Senior/Key Person

The grantor agency allows only one biosketch per Senior/Key Person to be submitted with this applcation
The following Senmior/Key Persons have been identified as potential matches to Senior/Key persons on
another component already marked as Final. Please check if they have been identified correctly.

Senior/Key Person on 293-Core: A Study
in Scarlet Fever
Arthur Conan Dayle

Senior/Key Person on other componant Check if they
already marked Final
349-Core: Pride & Prejudice and the Human

Psyche -

are the same

Identification Completed Cancel Status Change

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

The grantor agency allows only one biosketch per Senior/Key Person to be submitted with this applcation
The following Senmior/Key Persons have been identified as potential matches to Senior/Key persons on

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

Senbor/Key Person on 29%-Core: A Study
in Scarlet Fever
Arthur Conan Doyle

Senior/Key Person on other component Check if they
already marked Final

9459-Core: Pride B Prejudice and the Human
Poyche

arg L

Identification Completed Cancel Status Change

-OR-

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

Senior/Key Person on 299-Core: A Study Senior/Key Person on other companent Check if they
in Scarlat Fever already marked Final ara the tame

hrthur Conan Doyle 44%-Core: Pride & Prejudice and the Human
Fsyche

ldentification Comple ted Cancel Status Change

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

2. Select the Identification Completed button.

Select Senior/Key Person

The grantor agency allows only one biosketch per Senior/Key Person to be submitted with this application.
The following Semior/Key Persons have been identified as potential matches to Senior/Key persons on

anaother component already marked as Final. Plaaze check if they hove been identified correc thy.

Senbor/Key Person on 29%-Core: A Study Senfor/Key Person on ather component Check if they
in Scarlet Fever already marked Final arg the same
Arthur Conan Dovle 949-Core: Pride & Prejudice and the Human
Poyehe

C Identification Completed Zancel Status Change

The Select Biosketch page displays.
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Select Biosketch

Biosketch uploaded from another
Srn:inr.'l':c,- Person Biosketch uploaded for this component component
I oran Davle ™ 399-Lore: A Study in Scarlet Fever .::) 949-Core: Pride & Prejudice and
the Human Psyehe

Submit Biosketches

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

ASSIST Determines that Persons are a Match

ASSIST displays the Select Biosketch page after you indicate that potentially matching
senior/key persons are the same person (on the Select Senior/Key Person page) -OR-
when ASSIST determines that two senior/key persons have the same credentials and are
therefore a match. This page lists the senior/key person and the titles of the components
containing biosketches for that person. The biosketches are viewable by clicking the com-
ponent title, which is displayed as a link.
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Select Biosketch

tify which biesketch to include in the submission. Click on

s wiew the biosketch for that

For sach person, please i

component identifier/ titl component. You must select

person before can s it your selectons.

i

Senior/Hey Person
Arthar [

Biosketch uploaded for this component

anan Dayls

Biosketch uploaded from another
componsnt

the hyperlink of the

for each

& & Prejudice and

{:‘} $99-Lore: A Study in Scarlet Fever D 949-Core: Prd

Submit Biosketches

the Human Psyehe

Optional: Select the component title link listed under Biosketch uploaded for this

component column to view the biosketch for the current component being
updated as Final or the component title link listed under Biosketch uploaded

from another component column to view the bios
viously set to Final status.

ketch for the component pre-

& {dentify which bi
component identifier/ title to view the biosketch for that
bef

For sach person, pleas ockatch to

PErson pre you can submit your selectons.

Senior/Key Person Biosketch uploaded for this component

nclude in the submission. Cick on the hwperlink of the

component. You must select

Biosketch uploaded from another

r each

componant

Arthur |

enan Daoyle

# Human Psyche

o 99-Core: A Study in Scarlet FH‘rDCCﬁ-( are: Pride & Prejudice a
i

.5

Select the biosketch to include in the application by

either clicking the radio button

for the current component or the radio button for the previously finalized com-
ponent. Selecting the current component indicates that the biosketch for the com-
ponent being finalized should be used for the application, and the other one

removed. Selecting the previously finalized compon

ent's radio button indicates

Verify Senior/Key Personnel 357

February 7, 2025



Application Submission System & Interface for Submission Tracking (ASSIST) User Guide

that the biosketch on the component previously set to Final status should be used,
and the one on the current component should be removed.

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

3. Select the Submit Biosketches button to complete the selection of which bio-
sketch to submit with the application.

Select Biosketch

For sach person, please identify which bicsketch to include in the submission. Click on the hyperlink of the
component identfier/title to view the bicsketch for that component. You must select a bicsketch for each
person before you can submit your selecbons.

Biosketch uplsaded from another
Senior/Key Person Biosketch uploaded for this component component
Arthur Conan Dayle ( ® :ﬂﬁ-(.nrr: A Study in Scarlet Fever O 943-Core: Pride & Prejudice and
the Human Psyehe

The unselected biosketch is removed from the Senior/Key Personnel form the cor-
responding component.
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Application Submission

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

Refer to the help topic titled Validating the Application for information on performing val-
idations.

Refer to the help topic titled Update Application Submission Status for information on
updating the status of an application.

Submit the Application

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

After submitting, you have a 2 business day application viewing window to check your
assembled application and Refer to Revise a Submitted Application on page 373. Your
application automatically moves forward to the receipt and referral staff for further pro-
cessing after the application viewing window has elapsed unless you explicitly "reject"
the application in eRA Commons Status module.

If you submitted an administrative supplement, a signing official can skip the two day
viewing window by clicking the Verify link in the Status module for the supplement. See
this topic in eRA Commons help for details.

Refer to the steps below for submitting either a multi-project application or a single-pro-
ject application as appropriate. Also see Submit, Track and View Your Application.

Submitting Multi-Project Applications

To prepare a multi-project application for submission:
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1. Verify that at least one component of the application is in Final status and that the
other components are in either Final or Abandoned status.

2. Verify that the status of the application is All Components Final.

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

When an application passes validations, its status is updated to All Components Val-
[dated.

4. Update the application to Ready for Submission using the Update Submission

Status button from the Actions section.

To submit an application:

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

1. With the application in Ready for Submission status, select the Submit Application
button from the Application Information screen. The button is located next to the
Status field and is only enabled when the application is in Ready for Submission
status.

ASSIST prompts the user for the Grants.gov Authorized Organization Rep-
resentative (AOR) credentials.

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

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

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

To prepare an application for submission:

1.

3.

Optional: Perform validations against the application using the Validate Applic-
ation button from the Actions section.

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

Optional: Provide a comment if desired.

To submit an application:

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

1.

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

ASSIST perform validations when the status is updated. If the application fails val-
idation, any errors and warnings are listed on the Application Errors and Warnings
Results page, which opens as a separate window. Errors must be corrected before
submitting the application.

IMPORTANT: Although you may submit your application with existing Warnings,
please make sure to review all warnings and correct the necessary items.

With the application in Ready for Submission Status, select the Submit Application

button from the Actions area.

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

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

NOTE: These are the Grants.gov credentials and not the ASSIST or eRA Commons
credentials.
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The information is passed from ASSIST to the Grants.gov system for further pro-
cessing. In ASSIST, the application is updated to a status of Submitted. The dates
and times of the submission are recorded. These details can be viewed in the View
Status History page. In addition, ASSIST sends notification to the appropriate
parties to inform them that the application has been submitted. This includes the
SO and PD/PI.

See Also

* Update Component Status

» Update Application Submission Status
* Validating the Application

e View Submission Details

View Submission Details

After submitting an application to agency, ASSIST users may view the status details of
the application. Also see Submit, Track and View Your Application.

To view status details:
1. Perform a search to locate and select the application.

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

2. Select the View Submission Status Details link located next to the Status of the
application.
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Application Information @

& | Application Information

Application |dentfier

Application Project Title

POVP Hame:

Drganization:

Status:

Status Date:
|=| Opportunity Information:

Oppartunity Mumber:
Opportunity Title:
Agency:

CFDs Humber:
Competition I0:
Opportunity Open Date:
Opportunity Close Date:

Agency Contact:

759

The Red Badge of Courage and Other Skin
Disorders

CRAME, STEPHEN

UNNERSITY

Submitted G’mw Submisshon Stabus Detalts)

2012-10-25 01:27:13.000 PM EDT

PA-00.000
MEH Mlli-progsct - ypical Reseanch Components
Hational Institutes of Health

83.5396

MULTI_PROJECT

0 30 2

R 3RME

Jars Dos

Sample Contact Person
E-mail: JaneDomiemsd com
Phone: 301-111-1234

The submission status details display for ASSIST, Grants.gov, and the Agency.
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Application Information o

Application ldentifier:
Opportunity Number:
Project Title:

PD/'PI Hame:

Organization:

Grants.gov Tracking =:

Last Status Check:

atus Updates

759

PA&-D0-000

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

UNNERSITY

GRANTOO123456

Thu Oct 25 13:30:53 EDT 2012

ASSIST
Submission Date:
Submitting ADR:
ASSIST Submission Status:

Submission Status Date:

Thu Qct 25 13:26:39 EOT 2012
James Joyce
Submitted

Thu Qct 25 13:27:13 EDT 2012

Grants.gov
Grant.gov Tracking &
Grants.gov Recebed Date:
Grants.gov Processing Status:

Grants.gov Status Date:

GRANTDO123454
Thu Qct 25 13:27:05 EOT 2012
Recetved by Agency

Thu et 25 12:29:05 EOT 2012

Agency

View any Agency Submizsion Warnings

Agency Tracking #:
Agency Status:

Agency Status Date:

Screen Rendered: 12

1234567 (To View Commons Status Details)
PROCESSED

Thu Qct 25 13:30:39 EOT 2012

012 HIH. All Rights Reserved,
£ 12:31:14 EST

Yersion

Screen Id: ASSISTOD4ZEZ121

Application Information

Application information is displayed above the submission status details. This inform-

ation includes:
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» Application Identifier
This field displays the unique identifier of the application in ASSIST.
e Opportunity Number

This field displays the Notice of Funding Opportunity number associated with the
application.

» Project Title
This field displays the title of the project associated with the application.
« PD/PI Name
This field displays the name of the Contact PI for the application.
» Organization
This field displays the lead organization for the application.
» Grants.gov Tracking #

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

o Last Status Check

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

» Check for Status Updates button
This button is used to perform an update of the status details.
ASSIST
ASSIST Status details include the following:
* Submission Date

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

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

¢ ASSIST Submission Status
This is the ASSIST status of the application.
e Submission Status Date

This field displays the date and time at which the latest submission status update
occurred.

Grants.gov
If information is available, Grants.gov status details include the following:
* View Grants.gov Submission Errors link

This link displays if there are submission errors detected at Grants.gov. Select the
link to view a list of errors and warnings from Grants.gov.

» Grants.gov Tracking #

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

e Grants.gov Received Date

This field displays the date and time at which Grants.gov received the application.
» Grants.gov Processing Status

This field displays the latest Grants.gov application processing status.
e Grants.gov Status Date

This field displays the date and time at which the latest Grants.gov status update
occurred.

Agency

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

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

grantor Agency.

Agency Tracking #

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

opens the eRA Commons Status Information screen, from which you can view the
agency generated application (e-Application) under the Other Relevant Documents

section.

Status Information @

Filter x
1 RO1 CA123456-01

Status: Scientific Review Group
review completed.

Pl Name: ARAMITHEA, JOSEPH

© Status

@ Other Relevant Documents
e-Application
Appendix1254-Suppl. Table.pdf

eSubmission Cover Letter

@ Additions for Review
© Review
@ Institute/Center Assignment

© Status History

Expand All

Collapse Al

Project Title: Epigenetic determinants in the chemoradioresistance and
treatment of Ras mutant lung cancer

NIH Appl. 1D: 7654321 Application ID: 1 R01 CA123456-01

. © Reference Letter(s)

NOTE: If you are an unauthorized user, you will receive an error message when you

attempt to access the link.
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» Agency Status
This field displays the latest grantor Agency application processing status.
e Agency Status Date

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

See Also

¢ View Post-Submission Errors

View Post-Submission Errors

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

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

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

2. Select the View Submission Status Details link in the Status field of the
Application Information page.
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Application Information @

Application Information

T84

Project Title The Red Badoe of Courage and Cther Skin
Dizorders

CRAME, STEFHEN

LUNNVERSITY

G&w Submisshon Stabus Deuil_i.)

2012-10-25 01:27:13.000 PMs EDT

=| Opportunity Information:

UFlr.-ﬂll't.ll'l'lT:,-' MHumber: FA-00.000
Opportunity Title: MIH Multi-progect - typical Reseanch Componsnts
Hational bnstitutes of Health
93.396
MULTI_PRCOUECT
(2 220 2
Jare Do
Sampie Contact Ferson
E-mail: JaneDosemssd com

Phome: 300-111-1234

The application status details display in a separate window. Refer to the help topic
titled View Submission Details for information about this page. When Grants.gov
post-submission errors exist, the View Grants.gov Submission Errors link dis-
plays. If Agency errors and warnings exist, the View Agency Submission Errors
and Warnings link displays.

3. Select the appropriate link to view the errors and warnings.
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Application Information L

Application |dentifier:
Opportunity Member:
Project Tithe:

PDVPI Hame:

Organization:

Grants.gov Tracking =:

Last Status Check:

i

PA-00-000

The Red Badge of Courage and Other Skin Disorders

CRAME, STEPHEN

UNNERSITY

GRANTOO 123455

Thu Oct 25 13:30:53 EOT 2012

ASSIST

Submission Date:
Submitting ADR:
ASSIST Submission 5itatuws:

Submission Status Date:

Thu Oct 25 13:26:39 EOT 2012
James Joyce
Submission Errors

Thu Oct 25 13:27:13 EDT 2012

Grants.gov
View Grants.gev Submission Errors
Grant.gov Tracking &

Grants.gov Recebed Date:
Grants.gov Processing Status:

Grants.gov Status Date:

GRANTOO 123454
Thu Oct 25 13:27:05 EOT 2012
Recetved by Agency

Thu Qct 25 13:29:05 EDT 2012

Agency

{ View Agency Submission Errors and Warnings )

Agency Tracking #:
Agency Status:

Agency Status Date:

ERRORVAL
Thu Qet 25 13:30:39 EOT 2012

@ 2012 HIH. All Rights Reserved.
Sereen Renderad: 12707720012 12:31:14 EST | Sereen ld: ASSISTOO42E2121

Version: 2.00.00
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Agency Errors and Warnings Results

The Agency Errors and Warnings Results page shows errors and warnings detected dur-
ing application processing by the grantor Agency. The page is divided, showing Applic-
ation Information on the top and separate sections for Errors and Warnings beneath.

Errors must be corrected before the application can be re-submitted to Agency. Applic-

ations can be submitted when warnings exist, but those warnings should be reviewed
and considered.
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Agency Errors and Warnings Results @
% Application Information

Application ldentifier: e
Oppartunity Mumber: P&-D0-D00D
Application Project Title: The Red Badge of Courage and Other Skin Disorders
PPl Hame: CR&ME, STEPHEN
Organization: UMNERSITY

Errors

Component ID & Title Form Hame Error Message

Crearall R&R Cover This application is a duplcate of a previous submission for the same
council round. i this submission is in response to arror(s)/warningis),
submit again using the ‘Changed/Corrected Application’ Type of
Submission on the 5F 424 RR cover page. If submitting to HIH, follow the
HIH duplicate submission policy: HOT-0D-09-100. {001.1.2)

Warnings

Component ID & Title Form Hame Warnkng Mestage
Crvarall Other Project In most cases, a Bibliography and References Cited attachment should
Information be included. (004.21.1)

Crearall SriKey Person Profile Mo degrees are Hsted in the Commons Profile or have been submitted on
the RR Senior/Key Profile form for the Contact PDVPL if the degrees
listed in the eRA Commons are not current, please update them in the
eRA Commons. Instructions on updating profile information are available
at hittps://commons.era.nih.gov/ commons-help/2 16.hitm. (005.24.1)

15%-Admin-Core Other Project In most cases, a Bibliography and References Gted attachment should

Information be included. (004.22.1)

15%-Admin-Core SriKey Person Profile Ho degrees are listed in the Commons Profile or have been submitted on
the RR Sendor/Key Profile form for the Contact POVPL I the degrees
listed in the eRA Commons are not current, please update them in the
eRA Commons. Instructons on updating profile information are available
at https:/ fcommons.era. nih.gov/commons-help/2 16, htm. (005.24.1)

159-Admin-Core R&R Budget Both academic and calendar months have been included for test best for
budget year 1 on the 424 RR Budget page (section ARB). Please use
either calendar months or a combination of academic and summer
months. f effort does not change throughout the year, use the
calendar months column. i effort varies between academic and summer
months, leave the calendar months column blank and use only the
academic and summer months columns. (006.14.1)

The Errors and Warnings tables include the following fields:
» Component ID & Title (multi-project applications)

This is the component of the multi-project application for which the error or warn-
ing was detected
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¢ Form Name

This is the specific form on which the error or warning was detected.
» Error Message or Warning Message

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

Revise a Submitted Application

ASSIST users with the authority to edit an entire application may revise an application
even after it has been submitted. This is necessary when an application is in Submission
Errors or Agency Errors status and needs to be corrected and re-submitted. Also see Sub-
mit, Track and View Your Application.

To revise and resubmit an application:

1. From the Application Information page select the Update Submission Status but-

ton from the Action list.
The Update Status window displays.

2. Select the Work in Progress status from the Select the new status drop-down

list.
3. Complete the status update:
a. Enter a comment in the provided text box.
b. Select the Add comment button.

-OR-

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

4. Select the component needing revision from the Component Type section of the

page.
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5. Select the Update Component Status button from the Actions section of the
page.
6. Update the status of the component to Work in Progress by selecting it from the

drop-down box, entering comments, and selecting the Add Comment button.

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

Restore Previous Version

If a program official edits an application in HSS, the application must be refreshed in
ASSIST to view the edits. The PO will email the SO and/or PI to notify them that edits
have been made and a refresh is necessary.

PO edits that require SOs/Pls to refresh the application include:
» PO deletes a study
* PO restores a deleted study
» PO moves studies across segments

» PO adds or removes components

IMPORTANT: Refreshing an application that is in Work in Progress status will overwrite
any unsubmitted updates with the version available to federal agency staff.

To refresh an application in ASSIST:

1. In the Actions pane, click the Restore Previous Version button. A confirmation
screen is displayed.
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A Notice:

continue?

Clicking Restore Previous version button will refresh and restore the
application to the last version submitted to NIH. Any Work in Progress updates
made since the last submission will not be saved. Are you sure you want to

Figure 18: Restore Previous Version confirmation screen

2. Click the Continue button. The application is refreshed with the PO's edits and a
confirmation message is displayed in a banner at the top of the screen.
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