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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.

Troubleshooting support:

Please contact the eRA Service Desk:

Toll-free: 1-866-504-9552

Phone: 301-402-7469

TTY: 301-451-5939

Web:https://grants.nih.gov/support (Preferred method of contact)

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.
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1 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
outside 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

« Presentto 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-
component or complex) applications with features presented differently depending on
the type of application, as determined by the entered Funding Opportunity
Announcement (FOA).

1.1 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:

« A single Overall Component: The Overall component describes the entire
application and how each of the additional components fit together.

o 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
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o Summaries: Information compiled from the data provided in the individual
components (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
application.

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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2 Latest Updates

August ?

added new topic Degree Type to provide context sensitive help for a field on Key Person
tab of Assist.

July 25, 2020

The use of ASSIST for the submission of administrative supplements has been
expanded and streamlined to support easier initiation and submission of administrative
supplements. See Initiate an Administrative Supplement Application.

April, 2020
ASSIST now supports the initiation and submission of Administrative Supplements.

March 31, 2020

Updates for Forms-F specifically for, Human Subjects & Clinical Trials Information
Form; PHS398 Cover Page Supplement; Career Development Award Supplement; PHS

Fellowship Supplement; PHS Assignment Request Form; and SBIR/STTR Information
November 25, 2019

ASSIST now permits NIH applicants/awardees to Upload Human Subjects Data Directly
to ClinicalTrials.gov. This new method allows data to be uploaded to ClinicalTrials.gov
directly inside ASSIST in one step. Itis simpler than the alternative, which requires
exporting the data in ASSIST to an XML file, then logging into ClinicalTrials.gov to
upload the contents of the XLM file.

February 27, 2019
Uploading Study Information from ASSIST into ClinicalTrials.gov

To reduce the burden on applicants who have to upload clinical study information to
ClinicalTrials.gov as part of registering their clinical trials on CT.gov, ASSIST users can
export clinical trial information from the HSCT Information form in ASSIST to CT.gov

January 28, 2019

The Editing Inclusion Counts section of the Inclusion Enroliment Report topic has been
updated.

September 12, 2018

ASSIST will now honor delegations made in Commons so that a user who has been
delegated the authority, by virtue of these delegations, can perform post award updates
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to Human Subjects information in ASSIST. These delegated users will need to be
granted access within ASSIST to perform post submission actions on behalf of the
delegator.

« Type of Delegations supported:

o Pl Delegation

o Submit Delegation

o Support AO: 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 requestin
ASSIST. The privileges for AO in ASSIST with regards to HSS requests will
be the same as the PL.

December 12, 2017

« PD/PIs will now have access to Amendment and Continuation applications that
they did not initiate when the status is WIP (Work in Progress).

« Applicants may now use an Ildentifier field and a Populate button to import data
from ClinicalTrials.gov registration.

« For SAMHSA type 5 applications, the Primary Project Performance Site will be
pre-populated from the parent application.

« A Competition ID will be added to the Copy Application screen above the
Competition Title.

October 12, 2017

Changes for Forms E to support Clinical Trials Initiative — ASSIST has been revamped
to accommodate the new integration of PHS Human Subjects and Clinical Trials
information and related changes for FORMS-E. Starting in late October, OER will start
adding the FORMS-E application packages to existing Funding Opportunity
Announcements (FOAs) with due dates on or after January 25, 2018.

March 29, 2017

The Non-Research SF-424 application form has been updated to a new user platform
(Spring MVC) to enable a more modern, secure, and flexible environment. Functionality
and appearance remain largely the same.

The following have also been updated to the Spring MVC platform:

« ASSIST Welcome Page
o ASSIST search screens
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o SF-424B

o SF-424D

« HHS Checklist

« HHS Project Abstract Summary

o SBIR-STTR Information

o PHS Fellowship Supplemental

o PHS398 Cover Page Supplement

o PHS398 Career Dev Award Supplemental
« PHS398 Research Training Program Plan

The Copy Application screen will now provide the FOA # of the application to be copied
to avoid the need to refer back to the original application.

Audit validations for null text have been updated to avoid unnecessary audit failures.
Hyperlinks updated to reflect Secure HTTP ("https:" vs "http:").
January 19, 2017

SAMHSA grantees will now use ASSIST for non-competing continuation applications
(non-research only). They will initiate the application in eRA Commons and prepare and
submititin ASSIST. 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.

October 24, 2016

SAMHSA Applicants/Grantees Can Now Submit New Applications and Post-Award
Amendments Electronically Using eRA Commons & ASSIST

Submit new applications using ASSIST

You can now prepare your new grant application in ASSIST and submitit via
Grants.gov to SAMHSA for funding consideration.

o ASSIST will provide all required and optional forms for the Funding
Opportunity Announcement you are applying for (using ASSIST is an
alternative to using downloadable forms).

« Loginto ASSIST and initiate your application. You can provide access to the
application to individuals on your team.
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« Once you fill out the application, you can use the Validate Application action
to run the application against SAMHSA's business rules (validations) and
see any errors or warnings.

« Once the application is ready for submission, use the Submit button to submit
to SAMHSA via Grants.gov.

Once submitted to Grants.gov, you can track the application submission status in
Grants.gov and eRA Commons. You are responsible for tracking your application
through Grants.gov to a visible application image in eRA Commons. You must
address any errors identified in Grants.gov and eRA Commons before the
submission deadline.

Detailed steps and screenshots are available in the ASSIST online help (see
general help as well as the section on Non-Research Forms)

Submit post-award amendments: Initiate in eRA Commons, Submit through
ASSIST

Whether it is a revision to the budget, a carryover request, a change in scope, key
personnel, a merger or transfer, a no-cost extension or an organization change,
you will be able to fill out and submit these post-amendment applications
electronically.

In eRA Commons:

« A new Non-Research tab has been added to the top navigation in eRA
Commons

« Clicking that tab and then the Manage Post Award Amendments tab will
open up a screen that will allow you to search for a list of grants eligible for
amendments and then initiate a post-amendment application request.

In ASSIST

« Once an amendment request has been initiated in eRA Commons, the
system will open ASSIST and the required amendment-specific forms and
prepopulate select data fields. You may have to add additional forms
manually, as specified by the Funding Opportunity Announcement.

« Upon completion of data entry, ASSIST will run the application through the
validations and display any errors or warnings. Once those are corrected, the
application can be submitted to Grants.gov.

Latest Updates 6 January 12,2021



ASSIST User Guide

Back in eRA Commons:

« Grantees can view the status of the submitted application on the Manage
Post Award Amendments: View screen in eRA Commons.

« After the post-amendment application is submitted and retrieved by agency,
SAMSHA may place a Request for Additional Materials (RAM) after the post-
amendment application is submitted. In this case, an ‘Edit RAM’ option will
be displayed in the Action column of the Manage Post Award Amendments:
View screen.

The grantee can fill out the fields on the Post-Award Amendment Application:
Request for Additional Materials screen and submit the RAM to SAMSHA.

October 20, 2016

« Added Non-Research Amendments section as well as Non-Research Forms list.
This is initially for SAMHSA use but will be expanded later.
o Non-Research Amendments

o Non-Research Forms

April 15, 2016

« Updated to Forms-D — incorporated changes to PHS Forms included in Forms-D
application packages (for due dates on or after May 25, 2016).The following topics
have been updated:

o PHS 398 Cover Page Supplement
o PHS 398 Research Plan
o PHS 398 Career Development Award Supplemental Form

o PHS 398 Research Training Program Plan

o PHS 398 Training Budget

o PHS 398 Training Subaward Budget Attachment(s) Form
o PHS 398 Modular Budget

o PHS Fellowship Supplemental

« Introduced the PHS Inclusion Enroliment form (the new form that combines
Planned Enrollment Report and Cumulative Inclusion Enrollmentinto a single
form).

o See topic PHS Inclusion Enrollment
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« Introduced the Assignment Request form, used for capturing assignment
requests
o See topic PHS Assignment Request
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3 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.

Component Tvpe

3.1 Actions

The Actions section of the left-side navigation provides buttons for accessing the
features 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
Information page is displayed, because the actions taken against an entire application
differ 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.
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3.2 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.
Components of the same type are grouped together and displayed under that specific
component 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
component 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

+ Cwverall

3.3 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.

Home *» Search for Applications » Application Search Results » Application Information * Component Information

3.4 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
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the page in tabs. Each tab displays the name of the particular form it represents. To
navigate among the forms, select the form tab.

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

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

3.5 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.

ASSIST

Sponsored by the National nstitutes of Health

3.6 Online Help

Various sources of help exist for the ASSIST. The Welcome page Resources section
contains 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 —r’_
& Interface for Submission Tracking (ASSIST) @) eed Help?

BEesources

2| INTIATE APPLICATION

___

& HIH Guide for Grants & Contracis

Grants.gov's Find Grant Opportunities

E 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 @ 4—

—

L Application Information

44

Crime & Punishment and the Effects on Mental
Health

No matter how online help is accessed, all topics covered in the online help are
accessible via the Contents list on the left side of the online help window.
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A program of the National Institutes of Hoalth

4ApY. W Electronic Research Administration m.‘u'»cni insttutes of Health _’-

You are here: Using ASSIST

If you are having trouble viewing any of the information contasned i this help topic, it can also be found in the Agplication Submission
System & Interface for Submission Tracking (ASSIST) User Guide located online at hittp://era nih.gov/files/ASSIST yser guide.pdf. Refer to
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.

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

To add access for a new user:

1. @ Select Manage Access from the Actions panel on the left side of the page
A !:-:.-a \
( MARRLE ALCESS :) '
WD STATLE HERORY Samples of expanded and collapsed help details.
ADG OVERALL COMPONENT /
LPDATE SUBMIETION STATLS
El 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.

CENAI"

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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3.7 Logging into the Application

ASSIST uses the same user authorization service 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.

m You can access ASSIST from eRA Commons or by going directly to the ASSIST
login page.
« From eRA Commons, select the ASSIST link on the menu bar.

i) A Commons
A program of the National Institutes of Health

Home Admin Institution Profile Personal Profile Status RPPR Admin Supp eRA Partners [AssisT |

m For this option, log in to eRA Commons first and then click on the
ASSIST tab.

« Login directly using the URL; https://public.era.nih.gov/assist/. This page
provides three login options.
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angJ‘_n with eRA Credentials

Username:

Password: o

- - 1 -

(For External Users Only)
Forgot Password /Unlock Account?

®

-
Login with Federated Account

St

rLl:lg]‘_n with Login.gov §

[0 LOGIN.GOV

I. Login with eRA Credentials
« Inthe Username field, type a valid eRA Commons username and
press Tab to move to the Password field.

« Type the eRA Commons password and click the Login button.

Il. Login with Federated Account
« Select the appropriate organization from the
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Select.. ¥ | | Signin

Acme University

Aeon University

Alpha University

Baklava University

Beantown Institute of Technology
Bodacious State University
Castle Rock College
Coruscant Space Academy
Damascus Road Eye Institute
Dragonville Medical Center
Eighty-Four University

Eureka Discovery Institute
Fifty-5ix University of Arkansas
Friendsville University
Geneva-on-the-Lake Academy

o Click the Sign In button

Federated Institutions/Organizations 7

| Acme University d

| Sign in |

Using ASSIST
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« Your organization's sign in page displays.

A 1 Identity Provider
e
Login to NIH Dev SP

NetlD

» Forgot your MetlD Password?

y Meed Help?
Password

[ Don't Remember Login

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

« Enter your credential information (e.g., username and password)
as appropriate to your organization.

This information - and screen - is managed by your own
organization and not by eRA Commons. If you do not know your
credentials at your institution or you are having trouble with your
institution's log in screen, you will need to contact your institution.
eRA cannot help you with this screen.
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Validations will occur with your organization to authenticate your
credentials. Any failure to authenticate your organization
credentials must be addressed with your organization.

If Commons determines that your organization credentials are
associated with your Commons ID, you will be successfully
logged into Commons and can start using the system. If your
accounts are not linked, you will be prompted to do so.

lll. Accessing ASSIST with login.gov (two-factor authentication)

For screenshots and details, see https://login.gov/help/

Steps for the Initial Setup at login.gov

STEP 1 — Click on the login.gov option

a.

When you click on the login.gov option, you will be redirected to
https://login.gov/

Login with Login.gov @

[u LDGIN.GDU]

STEP 2 — Create a login.gov account

© o0 T

Enter email address at login.gov
Receive email verification
Verify email address

Create password

Choose a primary authentication method — for instance, select
phone
1. Enter phone number

2. Enter security code received by text message
3. Setup is confirmed
Set up a secondary authentication method — for instance, an

authenticator app
1. Scan barcode and enter authenticator code

2. Setup is confirmed

Using ASSIST
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g. Your account creation atlogin.gov is confirmed. Click Continue
to return to eRA Commons.

STEP 3 — Associate your login.gov account with your eRA
Commons account (one-time only)

a. The Associate your eRA Account screen is displayed. Enter your
eRA credentials — user name and password — to associate your
login.gov account with your eRA Commons account. You will
only do this once unless you decide to use a different login.gov
account.

b. Please note, your eRA account must be active. If you do not know
your eRA account password or you password is expired, please
complete the Forgot Password/Unlock Account process before
completing this process.
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Associate your eRA Account

Authentication Source: J LOGIN.GOV
Login.gov Primary Email Address: kirk.tiberius@sfa brnr.edu

© INFORMATION!

« In order to access eRA modules using your Login.gov account,
you must first associate the Login.gov account with your eRA
account.This is a one-time process.

« Please enter your eRA Commaons username and password to
complete this process.

« |f you do not remember your eRA account password or your
account is locked, click on the Forgot Password/Unlock Account
link and complete the Reset Password/Unlock Account process.
Once that is complete, you will need to start the login process
over using your Login.gov account.

« [f you do not remember your username or receive an error
message indicating invalid credentials, please contact your
organization's account administrator for assistance.

» Please note, entering an incorrect password for your eRA
account multiple times, can result in your eRA account being
locked.

eRA Credentials

eRA User ID:_

Enter your eRA User ID and Password
then click the Continue button

eRA User Password:

@

Continue

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

YOU ARE DONE

Using ASSIST 20 January 12,2021



ASSIST User Guide

3.7.1 Troubleshooting Login Problems with login.gov

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
d. http://m.era.nih.gov/cmb

3. Ifitstill does not work, please contact the eRA Service Desk at
https://grants.nih.gov/support/index.html

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
temporary 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 Home page with your login information displayed in the upper
right corner of the page.

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.

3.7.2 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
password, remember that all passwords must follow the NIH eRA Password Policy.

3.7.2.1 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
profile. To reset your password:

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

3. Select the Submit button.

Reset Password @

" Indicates required field

UserID: WShakespeare
maik: " TheBard@email com

[ Contast Us | Privacy Molics | Accessbity | Daclamer |
']
Py Naticnal Irstitutes of Health (NIH) 0 arm d Lbl ® 2013 NIM. Al Rights Resarved.
SEBE 9000 Roonitle Pt f and Human Services Screen Rendered: 03202013 08:00:21 EDT o .
s’ Bashesda, Macland 20892 - Soreen d: AMSO010@ 1049 GRANTS.GOV

Version: 10500 FINDG. APPLY

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 sent to you to log into
ASSIST again.

5. Atthe prompt, enter a new password of your choosing for your account. Continue
to use this password until it expires.

3.7.2.2 Expired eRA Password

If your eRA Commons password has expired you will be prompted to change their eRA
Commons password when attempting to access the ASSIST system. Once the
password is changed you will be able to access ASSIST.
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Access the following link for more information regarding changing your password
https://era.nih.gov/icommons/fag commons.cfm#lll3

3.8 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.

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

Itis not necessary for all users who access an application to be affiliated with the
applicant 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,
itis 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.

3.8.1 Privileges Automatically Available in ASSIST Based on
eRA Commons Role

Some privileges are automatically available based on the organization and roles
associated 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 display 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
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« Submit application (must be SO at lead applicant organization AND have valid
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 Pl to initiate and
work on HSS request.

3.8.2 Delegations from Commons that are supported within ASSIST:

Delegations from Commons

Commons
Authority

Type

Delegated

By Delegated To Description

SO, AA, AO are giving this authority on
behalf of one Pl to another PI, which
enables this second Pl to initiate and
submit a progress report or initiate and
submit an HSS request for the first PI. This
delegation also gives the delegated Pl the
authority to submit progress reports for the
Pl 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 requestin ASSIST. The privileges
for AO in ASSIST with regards to HSS
requests will be the same as the PI.

SO, AA,
Progress | AO (on
Report behalf of
PI)

Any active user

) Enables the authorized user to initiate and
Pl within the

editan RPPR or HSS request

Progress
Report
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Delegations from Commons

Organization
(this includes
the PI, SO, AA
orAO or
anyone else
who has a
commons
account so that
whoever they
delegate to can
initiate and edit
an RPPR or
initiate and edit
an HSS
request on their
behalf.)

Submit

SO, BO

Pl

Enables the Pl to submit (progress report
or HSS Request)

IMPORTANT: In the case of multi-project applications, once the DUNS number is
entered on the SF424 R&R for a component, then similar automatic privileges apply
for that specific component. You cannot revoke the automatic access given to the SOs
of the component through Manage Access. However, when the componentis 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 editing as they are pulling together the application. Access can
be restricted to the component lead through Manage Access at any time and when
the componentis in any status.

See Also

« Add Access for a New User

o Modify User Access for an Application

o Revoke Access to an Application

« Manage Access History

o User Access History

Using ASSIST
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3.8.3 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.

3.8.3.1 Access for Multi-Project Applications

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

Actions

C MAMAGE ACCESS )

ADD MEW COMPOMENT

DISPLAY COMPOMNENT STATUS

CHANGE COMPOMENT ORDER

PREVIEW APPLICATION

VALIDATE APPLICATION

VIEW STATUS HISTORY

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

User Access Summary @

Tips:

s ASSIST all

View Access History

Hon-

. Project
User Primary Organization Rale Component ID: Title  Budget Budget
Fl AUSTEN M POfF roieral Mon Han
PIALIST PO/ n
Pl AUSTEN Pre 549-Core: Pride
Le Prej & an
Hu sych
Pl CRANE oject &62-Core: Red Badge
ad f atha

Al

ACCESS
Maint

Stabus
Maint

3. Selectthe 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

portion of the page.

5. Select the Submit button.

The matching User and Primary Organization information populate on the page.
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Add New User @
USER INFORMATION
IM SITY
Project Hon- Access Status
Role Component ID: Tite Budget Budget All Maintainer Maintainer
; - - ) - l_
- - - r
- 1 - ) - l_
- - - l_

6. Select the appropriate access for the Overall Component and/or additional
components 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:

« Only an SO/AOR 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.

o 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
ability 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
individual component (Complete, Final, Abandoned, WIP) as well as the
status of the entire application (All Components Final, Abandoned, Ready for
Submission).

« 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
privilege 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
components of that application the access applies, and the user who granted the access.
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3.8.3.2 Access for Single-Project A

pplications

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

Actions 2

C MAMAGE ACCESS )

ADD OPTIONAL FORM

PREVIEW APPLICATION

VALIDATE APPLICATION

VIEW STATUS HISTORY

UPDATE SUBMISSION STATUS

The User Access Summary page displays.

User Access Summary @

Ti ps:

» Access Summary

User Primary (rganization
ALSTEN UHIVERSITY OF PEMEERLEY

Project Hon-
Bole Budget Budget
Add User

Acces
All Maint

Status
Maint

2. Selectthe Add User button at the bottom of the page.

3. On the displayed Add New User page, enter the eRA Commons ID into the
Username field of the User Information portion of the page.

4. Select the Submit button.
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The matching User and Primary Organization information populate on the page.

Add New User @

v = Add Mew Liser

USER INFORMATION

Project Role Budget

EIMGLEY, CHARLES

UMIVERSITY OF PEMEERLEY

ACCESS Status

Hon-Budget Al Maintainer

r

Main tainer

r

| swe  JRSCRRESON

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.

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

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.
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« 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, PI, 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.

3.8.4 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
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.

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

3.8.4.1 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 6

C MAMAGE ACCESS )

ADD MEW COMPOMENT

DISPLAY COMPOMNENT STATUS

CHANGE COMPOMENT ORDER

PREVIEW APPLICATION

VALIDATE APPLICATION

WVIEW STATUS HISTORY

UPDATE SUBMISSION STATUS

The User Access Summary page displays.
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b > Sphrch far Amslepn ¥ Apalient Cadirch R 1 3 Amplienn T8 ikl ¥ Aol Siammary

User Access Summary @

Tips:

i

» view the last one available.

Yiew Access History

User name to add access t user 1 - & of &records, Page 1 of 1
~ . Project, . . Hon- _ Access | Stabus _
User ) Prirn.nrg,r ﬂrpniz.l.ﬁon - Rale : C.-ompunenl: 10 Title - Er.rdiel'._ B-udge-t ) Al T Maint Maint :
Fl AUSTEMN HIVERSITY PO Crerall Component Hane Hana Edit ¥ i
Pl ALISTEN E= PD/PI Entire Application MHone Hone Edit L M
Bl AUSTEN UNINERSITY Project S4%-Core: Pride & Edit Edit Edit M H
Lead Prejudice and the
Human Psyche
Fi CRAMNE UNIVERSITY Project 6&b62-Core: Red Badge Hone Edit Hone H H
Lead of Courage and other
Skin Disorders
Pl POE NIVERSITY :'I:;E\'.t T05-Core: The Tell-Tale View Edit Hore H M
Lead Heart Disease
Fi_ DOYLE ER Project 299-Core: A Study in Wiew Edit Hone H H
Lead Scarlet Fever
Add User

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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iy

User Access Detail

User Information

Project Hon ACCESS Status
Rale Componant I Title Budget Budget All Mabntainer  Maintabfer

E1| EX| BN E

m Revoke All Accesses

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.

o 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
ability 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
individual component (Complete, Final, Abandoned, WIP) as well as the
status of the entire application (All Components Final, Abandoned, Ready for
Submission).

6. Select the Save button to save the changes.

ASSIST automatically sends an email notification to the user whose access has been
modified. 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.

3.8.4.2 Modify Privileges for Single-Project Applications

1. Select the Manage Access button from the Actions panel on the left side of the
page.
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Artions 6

C MAMAGE ACCESS )

ADD OPTIOMAL FORM

PREVIEW APPLICATION
YALIDATE APPLICATION
WVIEW STATUS HISTORY

UPDATE SUBMISSION STATUS

The User Access Summary page displays.

- .ll-__'

User Access Summary @

» Access Summary

Wiew Access History

iz, Page 1 of 1

-~ Project Han- Aceess
User Primary Organization Role Budget Budget All Maint
AUSTEM UMIVERSITY OF PEMBERLEY Hane Hone Edit H
EBENMET UHIVERSITY OF PEMEERLEY POVPI Hone Hone Edit
MEDARCY UNNWEESITY OF PEMEERLEY MHone Hone Edit H
DEREYSHIRE
[ Add User |

Status
Maint
]
]

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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User Detail

User Access Detail @

User Infoermation

View User Access History

EBENMET

UNIVERSITY OF PEMEBERLEY

Access Status

Project Role Budget Hon-Budget All Maintainer Maintainer

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
Plor 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.
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.
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« 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.

3.8.5 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.

Actions

C MAMAGE ACCESS )

ADD MEW COMPOMENT

DISPLAY COMPOMEWT STATUS

CHAMGE COMPOMNENT ORDER

PREVIEW APPLICATION

VALIDATE APPLICATION

YIEW STATUS HISTORY

UPDATE SUBMISSION STATUS

The User Access Summary page displays.
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User Access Summary @

Tips:
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» view the last one available.

Yiew Access History

User name to add access t user 1 - & of &records, Page 1 of 1
~ . Project, . . Hon- _ Access | Stabus _
User ) Prirn.nrg,r ﬂrpniz.l.ﬁon - Rale : C.-ompunenl: 10 Title - Er.rdiel'._ B-udge-t ) Al T Maint Maint :
Fl AUSTEMN HIVERSITY PO Crerall Component Hane Hana Edit ¥ i
Pl ALISTEN E= PD/PI Entire Application MHone Hone Edit L M
Bl AUSTEN UNINERSITY Project S4%-Core: Pride & Edit Edit Edit M H
Lead Prejudice and the
Human Psyche
Fi CRAMNE UNIVERSITY Project 6&b62-Core: Red Badge Hone Edit Hone H H
Lead of Courage and other
Skin Disorders
Pl POE NIVERSITY :'I:;E\'.t T05-Core: The Tell-Tale View Edit Hore H M
Lead Heart Disease
Fi_ DOYLE ER Project 299-Core: A Study in Wiew Edit Hone H H
Lead Scarlet Fever
Add User

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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User Access Detail @

U Ditas

User Information

View Lser Access History

Project
Rals Coampoanant ID: Tits

Hon ACCESS Status

Budget Budget All Mabntainer  Maintabfer

E1| EX| BN E

Revoke All Accesses

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-

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.
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-OR-

To revoke all set access levels: Select the Revoke All Accesses button. At the
confirmation 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.

3.8.6 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.

3.8.6.1 Manage Access History for Multi-Project Applications

The access history provides details about the access granted or revoked for an
application and its components. This detail includes such information as the username
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. This information displays for each
user/component combination.

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.
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User Access Summary @
ips
& Adalsl
View Access History
R Project Hon Access  Status
LUzer Primary Organization Raole Component ID: Title Budget Budget All Maint Maint

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 page includes:

o User

« Primary Organization

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

o« Component ID: Title

o Update User

o Date of Event
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Manage Access History

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

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

3.8.6.2 Manage Access History for Single-Project Applications

The access history provides details about the access granted or revoked for an
application. 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.

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
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application.

User Access Sumimary @

Tips:

» ACCess Summary

Wiew Access History

~ Project
User Primary Organization Heole Budget
ALISTEN —mmm = =
EBEMHET R
MEDARCY
Add User

Acoess
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Status
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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:

o User
« Primary Organization

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

Access Level

Update User
Date of Event
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Aanage 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.

3.8.7 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.

3.8.7.1 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.

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
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application and components.
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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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User Access Detail @
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4. Selectthe 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 components, regardless of which was selected from the User Access

Summary in the steps above.
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User Access History ©

User Information

AcHon Access Level 2 Component I0: Title Update User Date of Event

The information on this page includes:

o 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.

3.8.7.2 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.

To view the access history for a specific user:
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1. Selectthe Return to Application Info button on the Actions panel to return to the
Application Information page.

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

2.

The User Access Summary displays details of all users who have access to the
application and components.

» ACCess SUmmary

User Access Summary @

Vigw Access History

- Project Hon-

Access Status
User Primary (rganization Hole Budget Budget All Maint Maint
ALSTEN
EBENMET
MRDARCY M

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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View User Access History
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Access Status
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4. Selectthe View User Access History link.

The User Access History page displays for the selected user.
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3.9

The information on this page includes:

o User
o Primary Organization

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

o Access Level
o Update User
« Date of Event

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
features 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
conditions 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.

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.

Add New Component
Add Optional Form
Change Component Order

Copy Application

Delete Application

Delete Component

Display Component Status

Manage Access

Preview Application

Preview Current Component

Preview Current Form

Return to Application Information

Submit Application

Update Component Status
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Update Submission Status

o Validate Application

o Validate Component

« View Status History (for the application)

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

3.10 Manage Attachments

Some form fields allow or call for attachments, which must be in the form of a PDF.
Please review the NIH eRA PDF guidelines for further details and tips on successfully
attaching documents.

https://grants.nih.gov/grants/ElectronicReceipt/pdf guidelines.htm

Refer to the appropriate Application Guide for information on PDF creation:

Creating PDFs for Text Attachments

o General
« SBIR/STTR
o Individual Fellowship

Format Specifications for Text (PDF) Attachments

o General
« SBIR/STTR
o Individual Fellowship

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

3.10.1 Add Attachment
To add an attachment:

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

button.
' Add Mt.lr_hment'
—
Add Attachment

‘ Add .A'ttlchmmt
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A pop-up window opens providing the ability to search for the file.

2. Use the Browse button within the pop-up window to search for the PDF file.

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

Surmmary KRR Cover || Cover Page Lcm" Other Checklist Sites Srikey Research
Supplement etier Project Person Plan
Information Profile
PHS C| |
(' i Erowse.. )
' submit | Cancel

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.

3.10.2 Replace Attachment

File attachments display differently depending on whether the field allows for one

attachment 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 ﬁ.ttachrrl-r:ntl' Del