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CONTACT US

Document Comments:
We value your feedback on this document.

How are we doing? The Communications & Documentation Team of the electronic Research
Administration (eRA) is dedicated to serving our community and welcomes your feedback to
assist us in improving our user guides. Please send comments about the user guide to this
address: eRACommunications@mail.nih.gov.

For general questions about this module and associated business processes:
Please contact your IC Coordinator. A list of IC Coordinators is available online:
http://inside.era.nih.gov/techrep _list.cfm.

Troubleshooting support:
Please contact the eRA Help Desk:

Toll-free: 1-866-504-9552

Phone: 301-402-7469

TTY: 301-451-5939

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

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

Hours: Mon-Fri, 7:00 a.m. to 8:00 p.m. Eastern Time

DISCLAIMER STATEMENT

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

Contact Us/Disclaimer ii February 25, 2011
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1 Introduction

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

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

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

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

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

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

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

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

Introduction 1 February 25, 2011
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2 Purpose

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

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

3 Scope

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

Purpose/Scope 1 February 25, 2011
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4 Qverview

4.1 Roles and Responsibilities

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

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

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

Overview 2 February 25, 2011
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4.2 Recruitment Phase Workflow

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

during the Recruitment Phase:

Reviewer's Email Account

=

List of Mestings

=

Check Conflicts

Check Conflicts

Figure 1: Recruitment Phase Workflow

Overview
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4.3 Accessing Internet Assisted Review (IAR)

To access the Internet Assisted Review module:

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

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

Electronic Research Adminisiration

Commons

) Wersicn 2.29.01

Telcome Guest
Institution: Mot Affiliated

Commons Login &
* indicates required field.
Username *

TJEFFERSON

Password *

Foroot Password/Unlock Account?

System Notification

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

further information at the eRA xTrain page.

€ eSNAP - Allows an institution to review non-competing grant data and submit a progress report

online.

4 Reference Letters: To submit a reference letter when requested by an applicant, please follow

this link: Submit Reference L etter

¢ Internet Assisted Review (IAR) - Allows reviewer to submit critiques and preliminary scores for
applications they are reviewing. Allows Reviewers, SRAs, and GTAs to view all critiques in
preparation for a meeting. AR creates a preliminary summary statement body containing submitted

critiques for the SRA or GTA

< Demo Facility - Dermo Facility allows you to try most of the capabilities of the NIH eRA Commons

ina sample environment.

Authority:
Sponsored by Natfonal Tnstitures of Health
| TN Links eRA Partners Help
What's
COMMONS
More Recent Features of Commons include: About the Commons

¥ Scope and Purpose

¥ Frequently Asked Questions

¥ Grantee Organization Reqistration
¥ eRA Contacts

¥ Enter eRA MIH Commons Dema

Links

¥ RePORT

¥ eRA User Guides & Support
¥ Applving Electronically

¥ Grants.gov

¥ iEdison

¥ Loan Repayment Program
¥ National Institutes of Health
¥ Public Access Policy Page

Figure 2: eRA Commons Login Page

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

Commons

Sponsored by Narional Institures of Health
| TN  Admin Institution Profile Personal Profile Status eSNAP |meme1-

( Electronic Research Adminisiration

) I

Welcome TJEFFERSON
Institution: GEQORGE WASHIMNGTOMN UNIYERSITY

1 Review }xTrain Links eRA Partners Help

Log-out

What's

COMMONS

System Motification

More Recent Features of Commons include:

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

information at the eRA xTrain page.

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

Submit Reference Letter

About the Commons

¥ Scope and Purpose

E Frequently Asked Questions

¥ Grantee Organization Reqgistration
¥ eRA Contacts

¥ Enter eRA NIH Commons Demao

Links

Figure 3: Internet Assisted Review Tab

Overview
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5 Sign Confidentiality Agreement (updated 2014)

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

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

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

Reviewers are required to indicate whether they are federally registered lobbyists before being
granted access to a meeting. Office of Management and Budget (OMB) policy requires a ban on
the appointment of federally registered lobbyists to federal advisory committees and other boards
and commissions. The steps for signing the agreement vary depending on this designation. The
Confidentiality Agreement explains this process and prompts Reviewers to provide a status
before electronically signing the agreement and gaining access to the meeting.

The Confidentiality Agreement must be signed one time for each meeting, regardless of meeting
phase. If the Reviewer has not signed the agreement for a particular meeting, the Confidentiality
Statement link displays in the Action column on the List of Meetings for that meeting. This link
opens the Confidentiality Agreement. To sign the agreement, follow the steps in the appropriate
sections below — Reviewer is Not a Federally Reqgistered Lobbyist or Reviewer is a Federally
Registered Lobbyist.

lMeeting « Meeting Dates/l ocation SRA Name Phase Critigue Due Reag:dhase EdllEﬁI;ase

201110 ABC (01) 07/2272011-07/22/2001 Ben Frankiin RECRUITMENT [E)_ 0341872011 02:00 AM 04152011 02:00 PM 05432011 10:00 PM( Canfidentiality Statement
ABC Stucly Section £55-T04-1976
BFranklini@emal .com

Action

Figure 4: Confidentiality Statement Link

5.1 Reviewer is Not a Federally Registered Lobbyist

To access and sign the Confidentiality Agreement and indicate that you are NOT a federally
registered lobbyist:

1. Select the Confidentiality Statement link from the Action column on the List of
Meetings.

The Confidentiality Agreement displays. This screen contains the NIH Confidentiality and Non
Disclosure Rules. Please read the agreement carefully.

2. Select the radio button indicating I am NOT a federally registered lobbyist.
3. Click the I agree button at the bottom of the screen.

Potential Review's Role 5 August 11, 2014
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CONFIDENTIALITY AGREEMENT @

Listof Meetings

Step A: LOBBYIST STATUS

Gam MNOT a faderally registered lobbyist (See Answer A1 at this site: hitp: hwww.gpo.gowfdsys/pkg FR-2011.-10-05/pd2011-257 SG.@
I'am afederally registerad lobbyist the meeting date falls within my term.

Step B: CONFIDENTIALITY AGREEMENT

NIH Confidentiality and Nondisclosure Rules:
Infermation for Reviewers of NIH Grant Applications and R&D Contract Proposals

Confidentiality in NIH peer review prohibits a peer reviewer from, among other actions:

Granting anyone whe has not been officially designated to participate in the peer review process access to any NIH secure computer system or advisory committes meeting using his or her
password or credentials, or through shared communication.

Sharing apglications, propesals, or mesting matenals with snysne who has not been officially designated to participate in the pesr review process, including but not limited to collesgues,
lab membars, fellows, students, applicants, offercrs or employees of an offercr.

Disclosing, in any manner, information about the committee deliberations, discussions, evaluations, or documents to anyone who has not been officially designated to participate in the peer
review process, including but not limited to a colleague, lab member, fellow, student, applicant, offeror or employes of an offeror,

Disclesing, in any manner, information about the committee deliberations, discussions, or evaluations related to an application to ancther member who has a dedlared conflict of interest
with that application.

Uszing information contained in an application or proposal for his/her perssnal benefit ar making such infarmation available for the personal benefit of any other individual or organization.

Participating in NIH peer review without signing a confidentialty certification.

If the NIH determines that a situation invelves a bona fide breach of confidentiality in the peer review process, the NIH may take remedial steps, such as:
& notifying the pasr reviewer in question and/sr hiz or her inatitutional Ressarch Integrity Officar or ather similar, sanior, institutional official.

= terminating the reviewer's term, if he or she 15 a standing member of an NIH chartered committes.

& raferring the matter to the NIH Office of Management Assessment and passibly te the Office of the Inspectar Genaral in the Departrment of Health and Human Services, which could result in
enminal penslties, ines, and/or imprisonment.

Certification

I certify that I have read the “NIH Confidentiality and Non-Disclesure Rules and Information for Reviewers” above. Under penalty of perjury (18 USC 1001), I certify that I fully understand the
confidential nature of the reviewer recruitmant and NIH peer review process and agree:

(1) to destroy or return all materials related to applications or proposals, associated materials made available to reviewers, information and materials related to the recruitment process and
reviews, reviewers’ evaluations, and discussions during review meetings;

{2} not to grant anyone who has not been officially designated to participate in the peer review process access to any NIH secure computer system or advisory committee mesting;

(3) rot to disclose or discuss the applications or proposals, associated materials made available to reviewers, information and materials related to the recruitment process and reviews,
reviewers’ evaluations, and discussions during review meetings with any other individual except as authorized by the Scientific Review Officer (SRO) or other dessignated NIH official;

(4] rot to disclose information about the delib ng, d or evaluations related to an application to ancther member who has a declared conflict of interest with that
lizat
spplication;

(5] not te use infarmation contained in an Bpplication or propossl for my parsonsl benefit or make such information available for the personal benefit of any other individual ar arganization;
(6]} not to disclose procurement information prior to the award of a contract; and

(7) to refer all inquiries concerning the recruitment or review to the SRO or other designated NIH official.

| agree ! Cancel

Figure 5: Confidentiality Agreement — Not a Lobbyist

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

Read Phase Edit Phase

Meeting «+  Meeting Dates/l ocation SRA Hame Phase Critique Due End En Action
201110 ABC (01) 0F/2202011-07/2212011 Ben Franklin RECRUITMENT 9 O03A 82011 0200 AM 044 5/2011 09:00 PM 054352011 10:00 FI
ABC Study Section 555-704-18976

EFranklini@email.com

Figure 6: Check Conflicts Link for Recruitment Phase

Potential Review's Role 6 August 11, 2014
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NOTE: If enabled for another IAR Phase, the appropriate link(s) for that Phase display(s) in the
Action column.

5.2 Reviewer is a Federally Registered Lobbyist

A federally registered lobbyist whose term falls within the dates of a review meeting cannot be
granted access to the review meeting. A Reviewer’s status as a federally registered lobbyist must
be indicated on the Confidentiality Agreement screen.

To access and sign the Confidentiality Agreement and indicate that you ARE a federally
registered lobbyist:

1. Select the Confidentiality Statement link from the Action column on the List of
Meetings.

The Confidentiality Agreement displays. This screen contains the NIH Confidentiality and Non
Disclosure Rules. Please read the agreement carefully.

2. Select the radio button indicating | am a federally registered lobbyist, the meeting date
falls within my term.

3. Click the I agree button at the bottom of the screen.

Potential Review's Role 7 August 11, 2014
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CONFIDENTIALITY AGREEMENT @

List of Meetings

Step A: LOBBYIST STATUS

1 am NOT a federally registered lobbyist (See Answer A1 at this site: hitp:wwow.gpo.gov/fdsyspkaFR-2011-10-05pd f12011-257 36,pd h

( @ | am a federally registered lobbyist the meeting date falls within my term.

Step B: CONFIDENTIALITY AGREEMENT

NIH Confidentiality and Nondisclosure Rules:
Information for Reviewers of NIH Grant Applications and R&D Contract Proposals

Cenfidentiality in NIH paar review prohibits a peer reviewer from, among other actions:

« Granting anyone who has not been officially designated to participate in the pear review process access to any NIH secure computer system or advisory committes meeting using his or her
password or credentiale, or through shared communication.

-

Sharing applications, proposals, or meeting materials with anyone who has not been officially designated to participate in the peer review pracess, including but not limited te colleagues,
lab bers, fellows, ., app , offerors or employees of an offeror.

Dusclosing, in any manner, information about the committee deliberations, discussions, st y OF its bo anyone who has not been officially designated to participate in the peer
review process, incleding but not limited to a colleague, lab member, fellow, student, applicant, offeror or employes of an offeror.

Disclosing, in any manner, information about the committee deliberations, discussions, or evaluations related to an application to ancther member who has a declared conflict of interest
with that application.

Using information contained in an application or proposal for his/her personal benefit or making such information available for the personal benefit of any other individual or organization,

Participating in NIH peer review without signing a confidentiality certification.

If the NIH determines that a situation involves a bona fide breach of confidentiality in the peer review process, the NIH may take remedial steps, such as:

notifying the peer reviewer in guestion andfor his or her institutional Research Integrity Officer or other similar, senior, institutional official,

terminating the reviewer's term, if he or she is 2 standing member of an NIH chartered committee.

referring the matter to the NIH Office of Management Assessment and possibly to the Office of the Inspector General in the Department of Health and Human Services, which could result in
criminal penalties, fines, and/or imprisonment.

Certification

1 cartify that I have read the "NIH Confidentiality and Non-Disclosure Rules and Information for Reviewers™ above. Under penalty of perjury (18 USC 1001), I cartify that I fully understand the
canfidential nature of the reviewer recruitment and NIH peer review process and agree:

(1) to destroy or return all materials related to apglications or proposals, associated materials made available to reviewers, information and materials related to the recruitment process and
rEVIEws, ' - and di ns during review meetings;

(2} not ta grant anyone whe has not been officially designated to participate in the peer review process access to any NIH secure computer system or advisery committee meeting;

(3) not to disclose or discuss the applications or proposals, associated materials made available to reviewers, lnfqr_mdtlun and matenals related to the recruitment process and rewiews,
reviewers' evaluations, and discussions during review meetings with any other individual except as authorized by the Scientific Review Officer (SRO) or other designated NIH official;

(4) not to disclose information about the committee deliberations, discussions, or evaluations related to an application to another member who has a declared conflict of interest with that
application;

(5) not to use information contained in an application or proposal for my personal benefit or make such information available for the personal benefit of any other individual or arganization;
(8) not to disclose procurement information prior to the award of a contract; and

(7) to refer all inguiries concerning the recruitment or review to the SRO or other designated NIH official.

G

Figure 7: Confidentiality Agreement — Lobbyist

The Registered Lobbyist Verification screen displays. This screen shows that you have indicated
that you are a federally registered lobbyist and explains the purpose for requesting the lobbyist
status of Reviewers. The screen provides a link for accessing additional information on this
topic.

The Registered Lobbyist Verification screen also provides a chance to confirm or cancel this
designation.

NOTE: Once you have indicated your status as a federally registered lobbyist, you will be
denied access to the meeting. You will not have the ability to reverse the status yourself. If you

Potential Review's Role 8 August 11, 2014
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mistakenly designate yourself as a federally registered lobbyist, you must contact the eRA Help
Desk for assistance.

4. Only if you have accessed this screen and are NOT a federally registered lobbyist: Select
the Cancel/Return button to return to the List of Meetings screen. Refer to the section of
this document titled Reviewer is Not a Federally Registered Lobbyist to continue.

5. Only if you want to continue to confirm your status as a federally registered lobbyist:
Select the Confirm/Continue button.

Registered Lobbyist Verification

Cn June 18, 2010, Presciant Barack Dbama ssued A Presdental Memorandum announcng & contnusd commibment 1o reduce the influsnce
of special nierests by kseping federal advimory commitess and boards free of federally reglsiered lobbyists, The Office of Management and
Budgat (0B was drected to ssue final guidance io implsment this drective following & pubsc comment pencd. On Oclober 5, 2011, OMB
published "Final Guidance on Apponiment of Lobbysis o Federal Boards and Commissions.” The prohibfion on the appontment of federal
registered kibbyisis apples to appointments and re-appoinimenis made after June 18, 2010,

You have designated that you are a federally registered lobbyist (See Answers A1 at this site:
htipsenweg ano govideye/ pEgFR-201 1-10-05:pat 2041 1-257 38, pdi)

if this is correct, select Confrm/Continue below. You will nplbaabls o padicip

Confirm/Continue

If this & mcorres!, choose CancalReturn belaw . You will be Qreen &n opportunty to correct your
[ 1

fesignaton [ Cancel/Retumn |

55 A reviswer for this. mesting

and your access 1o this meeting in AR will be removed

Figure 8: Registered Lobbyist Verification Screen

The List of Meeting screen returns, displaying Access Denied: Federally Registered Lobbyist in
the Action column. The SRO receives an email whenever a potential Reviewer designates
himself as a federal lobbyist; however, it is a good idea to contact the SRO directly in this
situation.

List of Meetings @

Netes and Tips:

» IMPORTANT:Remember that the information contained on this web sile is private. Any information conceming applications, criiques or scores is highly confidential. Please
ramemoer 1o dastroy all réview malefials afters the review Ses5ion iS5 over. This includes all paper copies thal were panted as well as and elecironic files thal you may have
downloaded. This also petains to the CO containing the applications baing reviewed that you may have received and any files that were copied from there. If you do download files,
make sure that they are downloaded to a secure PG and not fo any nebwork drives or senvers.

» Fof information on the katest changes in lAR, go 1o the 1AR Release Motes

= For searchable onling halp for the LAR system, o 1o 1AR for R 5 Onling Scigen Halp.

Reviewers must agree to the Confidentiality Statement, once per meeting, in order to access any review materials. Reviewers should click on the "Confidentiality Statement” link in the Action column.

All timas are in Eastem Standard Tima' Eastern Dapdight Time:

Meeting Dates/ Read Phase Edit Phase
Meeting Tetiicn Action Phase ©) Critique Due End End
201310 ZAI1 ABC 0S40 205152013 Acobis Danind: Fadesally SUBMIT 0BORZO1I  0BMAT013  0SI02013
Leacenhip Group for 8 Clinical Resasch 0. Registered Lobbyist 1129 PM Q700 AM 05:00 PM

Figure 9: Access Denied Due to Lobbyist Status

Potential Review's Role 9 August 11, 2014
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6 Self-Identify Conflicts of Interest

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

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

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

Read Phase Edit Phase

Meeting « Meeting Dates/L ocation SRA Name Phase Critique Due End End Action
201110 ABC (01) 07r2202011-07/2252011 Ben Frankin RECRUITMENT I 0311872011 02000 AM 04£15/2011 09:00 P 054352011 10:00 F'l-
ABC Stucly Section 555-704-1976

EFranklin@email.com

Figure 10: List of Meetings - Check Conflicts Link

The Check Conflicts screen displays for the meeting.

- Electronic Research Administration Welcome Wilson
(( C ommons ) Institution: Gearge Washington University
Authority:  1AR Log-out
Version 2.28.01

Sponsored by Natlonal Institutes of Health

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

Check Conflicts

Meeting Title: ABCD Cancer Study Meeting Dates: 0B/02/2011-06/0342011
Meeting ldentifier: 201110 ABCD Critiques Due: 04/13/2011 09:00 A
Meeting Phase: RECRUITMENT Eastern Standard Time / Eastern Daylight Time

Backto List of Meetings ContactSRO Instructions

Last COl check completion date: Not Completed
Conflict of Interest

A Caonflict of Interest in scientific peer review exists when a reviewer has an interestin a grant or cooperative agreement application oran
R&D contract proposal thatis likely o bias his or her evaluation of it. A reviewer who has a real conflict of interest with an apglication or
proposal may not participate in its review.

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

Display Applications: ALL & €Ol O

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

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

Need to
All Involved personnel Project Title/Abstract Conflict discuss
with SRO
; WIAKE FOREST UNIVERSITY HEALTH " Cancer research studies O O
Harding, Warren 6. po 2o een FI Abatract
Lincaln, Abe Mational Families in Action UGl (G-
Subcontract PI
ROOSEVELT " Medical studies in carcinogens Y [F]
FRR T UNIVERSITY OF COLORADO DENVER FI Abstract
Madison, James University of Colorado Denver Co-lnvestigator

Else_nhuwer. Drwight University of Colorado Denver Gther gSpeufy)-F’rUject
Diavid Coordinator

Figure 11: Check Conflicts Screen
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The Meeting Title, Meeting Identifier, Meeting Phase (Recruitment), and Meeting Dates are
displayed at the top of the screen.

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

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

‘Welcome Wilson

- Electronic Research Administration
C Institution: George Washington University
e R ommons Authorty 167 Log-out
Vewion 2.20.01

- Sponsored by National Institures of Health

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

Check Conflicts

Meeting Title: ABCD Cancer Study Meeting Dates: 06/02/2011-08/03/2011
Meeting ldentifier: 201110 ABCD Critiques Due: 0441372011 09:00 AM
Meeting Phase: RECRUITMENT Eastern Standard Time ¢ Eastern Daylight Time

Back to List of Meetings ContactSRO Instructions

Last COI check completion date: Not Completed

Conflict of Interest

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

All potential reviewers must read the NIH Conflict of Interest, C iality and Non Di € Rules concerning conflict of interest
in peer review before proceeding http:/urants L.nih.goviarants peer /COlL Information.pdf

Figure 12: Conflict of Interest Instructions

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

Display Applications: ALL ® coQ

Figure 13: Display Applications Options

The application information listed on the Check Conflicts screen includes:

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

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

e Conflict: This dual purpose field is to indicate that a potential conflict exists. If the
Reviewer feels that a potential conflict exists, s/he can select the checkbox for the
specific application.
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If a potential conflict already exists in Peer Review for the Reviewer and application, a
read-only Y is displayed to indicate this. This conflict may be one that the SRO entered
or a previously self-identified conflict which the SRO has since reviewed and recorded in
Peer Review.

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

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

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

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

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

application.
Display Applications: ALL ® co O
| COlCheckCompleted | | Save'Workinprogress | 1
Note: PI" indicates Contact PI. Use this Pl name when identifying application to SRO. [ Save/Previous Page ] [ Save/Mext Page ]
. . Need to
All Involved personnel Project Title/Abstract Conflict discuss
with SRO
) WAKE FOREST UNIVERSITY HEALTH - Cancer research studies O O]
Harding, YWarren G. SCIENCES FI Bhstract
Lincaln, Abe Mational Farmilies in Action Other (Specify)-
Subcontract PI
ROOSEVELT . Medical studies in carcinogens ¥ O
FRANKLIN UNNERSITY OF COLORADO DENVER Pl
Madizon, James University of Colorado Denver Co-Investigatar
Eisenhower, Dwicht oo o colorada Denver Other (Specify)-Project
David Coordinator
Johnsaon, Andrew Baylor College of Medicine
TAFT, WILLIAM . Cancer screening in the elderly: A medical research study . 7] O
HOWARD UNIVERSITY OF COLORADO DENVER Parent P in aging,
Ahstract
BAYLOR UNIVERSITY COLLEGE OF _
Taylor, Zachary MEDICINE Fl
Hayes, Rutherford UNIVERSITY OF COLORADO DEMYER PI ig”tutiﬂtn and public health: Cancer research study O O
h ’ strac
IPIEEE, (IR UNIVERSITY OF COLORADO DENVER Parant PI* v

Figure 14: Project Abstract Link
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3. To indicate to the SRO that a potential conflict exists, place a check in the Conflict box
for the application. This checkbox will not be available — and the column will display
the letter Y — if the SRO has already recorded a conflict with this application in Peer

Review.
Display Applications: ALL ® co O
| COlCheckCompleted | | Save'Workinprogress | 1
Note: PI" indicates Contact PL. Use this Pl name when identifying application to SRO. [ Save/Previous Page ] [ Save/Mext Page ]
. . Need to
All Involved personnel Project Title/Abstract Conflict discuss
with SRO
) WAKE FOREST UNIVERSITY HEALTH - Cancer research studies O]
Harding, YWarren G. SCIENCES FI Bhstract
Lincoln, Abe Mational Families in Action (Ol (i)
Subcontract PI
ROOSEVELT . Medical studies in carcinooens Y O
SERTAL T UNIVERSITY OF COLORADO DEMVER FI Abstract
Madizon, James University of Colorado Denver Co-Investigatar
Eisgnhower. Drwiaht University of Colorado Denver Other(Speciﬂf)-iject
David Coordinator
Johnsaon, Andrew Baylor Caollege of Medicine

Figure 15: Conflict Checkbox

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

Display Applications: ALL ® co O
[ COl Check Completed ] [ Sawve Work in progress ] 1
Note: PI" indicates Contact Pl. Use this Pl name when identifying application to SRO. [ Save/Previous Page ] [ Save/Mext Page ]
. . Need to
All Involved personnel Project Title/Abstract Conflict discuss
with SRO
) WAKE FOREST UNIVERSITY HEALTH - Cancer research studies O]
Harding, YWarren G. SCIENCES FI Bhstract
Lincaln, Abe Mational Farnilies in Action Other (Specify)-
Subcontract PI
ROOSEVELT . Medical studies in carcinogens Y O
SERTAL T UNIVERSITY OF COLORADO DENVER FI Abstract
Madizon, James University of Colorado Denver Co-Investigatar
Eisgnhower. Drwinht University of Calorado Denver Other(Speciﬂf)-iject
David Coordinator
Johnsaon, Andrew Baylor College of Medicine
TAFT, WILLIAM . Cancer screening in the elderly: A medical research study . 7]
HOWARD UNIVERSITY OF COLORADO DENVER Parent P in aging,
Ahstract
BAYLOR UNIVERSITY COLLEGE OF _
Taylor, Zachary MEDICINE Fl

Figure 16: Need to Discuss with SRO Checkbox

NOTE: It is important to review all information for a meeting. Depending on the number of
applications in the meeting, it may be necessary to use the page navigation buttons or scroll bar
to access all information.
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5. When a Reviewer has completed the checks on some applications, but has additional
applications to check later, the Reviewer can save the work already performed as a work
in progress. Select the Save Work in progress link.

Display Applications: ALL ® co O

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

Note: PI" indicates Contact PI. Use this Pl name when identifying application to SRO. [ Save/Previous Page ] [ Save/Mext Page ]
. . Need to
All Involved personnel Project Title/Abstract Conflict discuss
with SRO
) WAKE FOREST UNIVERSITY HEALTH - Cancer research studies O]
Harding, YWarren G. SCIENCES FI Bhstract
Lincoln, Abe Mational Families in Action (Ol (A
Subcontract PI
ROOSEVELT . Medical studies in carcinogens W O
SETALTY UNIVERSITY OF COLORADO DENVER FI Absiract
Madizon, James University of Colorado Denver Co-Investigatar

Eisenhawer, Dwight
David

Johnson, Andrew Baylar Callege of Medicine

COther {Specify)-Project

University of Colorado Denver ——

Figure 17: Save Work in Progress Link

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

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

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

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

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

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

Message from webpage

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

Are wou sure you want ko navigate away from the sceent

l ok ( Cancel )

Figure 18: Unsaved Data Warning Message
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6. When all applications have been reviewed and all potential conflicts of interest have been
applied, select the COI Check Completed button to indicate to the SRO that the COI
check for each application in the meeting is complete.

Display Applications: ALL ® co O
( COl Check Completed m | Save'workinprogress | 1
Note: PI* indicates Contact PL. Use this Pl name when identifying application to SRO. [ Save/Previous Page ] [ Save/Next Page ]
i . Need to
All Involved personnel Project Title/Abstract Conflict discuss
with SRO
WAKE FOREST UNIVERSITY HEALTH . Cancer research studies O]«
Harding, YWarren G. SCIEMCES FI Abstract ™
Lincoln, Abe Mational Families in Action (Ot ESjEIGHT-
Subcontract Pl
ROOSEVELT . Medical studies in carcinogens W O
Bevri UNIVERSITY OF COLORADO DENVER FI Abstract
Madison, James University of Colorado Denver Co-Investigatar
Eisgnhower. Dwiciht University of Colorado Denver Other(Speciﬂf)-iject
Dravid Coordinatar
Johnsaon, Andrew Baylar College of Medicine
TAFT, WILLIAM . Cancer screening inthe elderly: A medical research study [
HOWARD UNIVERSITY OF COLORADO DEMNYER Parent PI in aging,
Ahstract
BAYLOR UNIVERSITY COLLEGE OF _
Taylor, Zachary WEDICINE Fl

Figure 19: COI Check Completed Button

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

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

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

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

[SRO Name]

Scientific Review Officer
[SRO Address]

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

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

Meeting Title: ABCD Cancer Study Meeting Dates: 06/02/2011-08/03/2011
Meeting ldentifier: 201110 ABCD Critiques Due: 041372011 09:00 AM
Meeting Phase: RECRUITMENT Eastern Standard Time / Eastern Daylight Time

Back to List of Meeting S( ContactSRO Jinstructions

2} Contact SRO - Microsaft Internet Explorer g@g

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

Conflict of Interest Tharl: you for completing your conflict of mterest checle

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

proposal may not participate in its review. 7 5p

All potential reviewers must read the NIH Conflict bf To wew applicaion(s) where you idemified conflict of mnterest please select

in peer review before proceeding hittp:iarants t.oib.ol Display COI Applications option.
Display Applications: ALL & co1 O SRO Name
Franklin, Ben
| ColCheckCompleted | | Save Scientific Review Officer 1
Note: PI" indicates Contact PI. Use this PIname whell gp (0 ADDRESS
ABCD Study Section for Ongoing Cancer Research Studies Need to
All Involved p Rockledge I, Room 1234, 6705 Rockledge Drive Bethesda, MD Conflict discuss
Phone: (301) 555-1234 with SRO
. . v
Harding, ¥arren G. WAKE FOREST UNIVERSITY || Email: eR ATesti @g}laﬂ.mh.gov |
SCIENCES
Lincoln, Abe National Families in Action
ROOSEVELT
L UNIVERSITY OF COLORADQIETET = W 1/ O O

Figure 20: SRO Contact Information and Contact SRO Link
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7 Appendix A: Potential Reviewer Email Notifications

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

7.1 Invitation to Create a Commons Account

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

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

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

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

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

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

e Viewing application abstracts (if applicable)

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

Identifying Potential Conflicts

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

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

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

Follow the instructions on the screen to enter information about yourself. You will also be asked
to verify the public information that NIH has on file to ensure your information is both accurate
and complete.
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After submitting your registration request, you should receive a notification about your account
activation within 2 - 5 business days; it will contain the URL for the eRA Commons web site. At
that time you will be able to access Internet Assisted Review with a temporary password which
will be sent to you in a separate email. Please note that you cannot use Internet Assisted Review
until your account is active.

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

Thank you for your time and effort.

Sincerely,

SRO Name

Scientific Review Officer
SRO ADDRESS

Phone: PHONE NUMBER
Email: EMAIL

7.2 Reminder of Commons Account

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

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

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

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

site grants you access to the Recruitment Phase of IAR for the purpose of:

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

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

¢ Viewing application abstracts (if applicable)

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

Identifying Potential Conflicts

To indicate COIl in I1AR: Log on to the eRA Commons IAR web site with your user name
and password. Our records indicate that you have previously established an IAR user
account.
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Your user name is USERNAME

Please open your Web browser and go to the eRA Commons URL [Commons URL]

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

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

Thank you for your time and effort.
Sincerely,

SRO Name

Scientific Review Officer
SRO ADDRESS

Phone: PHONE NUMBER
Email: EMAIL

7.3 Potential Reviewer Verification Required

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

Dear Potential Reviewer:

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

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

site grants you access to the Recruitment Phase of IAR for the purpose of:
e Viewing the list of applications, participating institutions and involved personnel.
e Indicating which applications, if any, you have or think you may have a conflict of
interest (COIl). The various types of COI you should consider are provided on the
IAR website.

e Viewing application abstracts (if applicable)

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

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

Your action is required. Our records show that you have started but have not completed the
process to create your eRA Commons Internet Assisted Review (IAR) account. Please visit
this web site to complete your account request as soon as possible. Open your Web browser
and go to the URL [Commons URL]

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

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

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

Thank you for your time and effort.

Sincerely,

SRO Name

Scientific Review Officer
SRO ADDRESS

Phone: PHONE NUMBER
Email: EMAIL

7.4 NIH Verification Required

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

Dear Potential Reviewer:

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

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

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

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

e Viewing application abstracts (if applicable)
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After indicating potential COIl in IAR, please contact the SRO if you have any questions or
would like to discuss particular issues in more depth.

Identifying Potential Conflicts

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

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

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

Thank you for your time and effort.

Sincerely,

SRO Name

Scientific Review Officer
SRO ADDRESS

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

c

COl Conflict of Interest

Csv Comma-separated Values File Type
E

eRA Electronic Research Administration
ESA Extramural Support Assistant

1

IAR Internet Assisted Review

IRG Initial Review Group

M

MLG Mailing email address

NIH National Institute of Health

(6]

OER Office of Extramural Research

P

PDF Portable Document Format File Type
Pl Principal Investigator

PPID Profile Person ldentification

R

REV Peer Review System

R&R Receipt and Referral

S

SRG Scientific Review Group

SRO Scientific Review Officer

U

USB User Support Branch

Appendix B: Acronym List 22

February 25, 2011



	1 Introduction
	2 Purpose
	3 Scope
	4 Overview
	4.1 Roles and Responsibilities
	4.2 Recruitment Phase Workflow
	4.3 Accessing Internet Assisted Review (IAR)

	5 Sign Confidentiality Agreement (updated 2014)
	5.1 Reviewer is Not a Federally Registered Lobbyist
	5.2 Reviewer is a Federally Registered Lobbyist

	6 Self-Identify Conflicts of Interest
	7 Appendix A: Potential Reviewer Email Notifications
	7.1 Invitation to Create a Commons Account
	7.2 Reminder of Commons Account
	7.3 Potential Reviewer Verification Required
	7.4 NIH Verification Required

	8 Appendix B: Acronym List
	C
	E
	I
	M
	N
	P
	R
	S
	U


