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Introduction

Signing Official (SO)

Administrative Official
(AO)

The NIH eRA Commons is a web-based system for applicants and institutions to
participate in the electronic grant administration process. Using the Java 2
Enterprise Edition (J2EE) specification, the Commons provides a modular
framework and infrastructure that allows NIH extramural grantee organizations,
grantees, and the public to conduct grant-related business with the NIH.

User Roles

NIH extramural grantee organizations, grantees, and the public are the primary
users of the Commons. Access to the Commons is granted using a User
Account and only authorized users assigned to a specific role(s).

A Signing Official or SO is a Business Official within an Extramural
Organization. The SO has institutional authority to legally bind the institution in
grant administration matters by providing signature approval of submissions.
The SO monitors activities with the Extramural Organization and may have a
number of titles while performing the following actions:

e Serve as an authority responsible for submission of grant applications
to the NIH.

e  Register an Institution.
e Create and modify the Institutional Profile (IPF) and user accounts.

e View all grants within the institution, including status and award
information.

e  Create additional SO accounts.

e  (Create accounts with a combination of roles.

An Administrative Official or AO is a Business Official within an Extramural
Organization and may be located within the Central Research Administration
Office or and Academic Department. The AO reviews grant applications for
accuracy before the SO submits final applications to the NIH. Depending on the
institution workflow process, it is possible for the SO and AO to be the same
person.

The AO performs the following actions:

e  Create and modify additional AO and PI accounts.

NOTE: AOs are not authorized to transmit applications to the NIH.
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Principal Investigator (PI)

Account Administrator
(AA)

Administration

Institution Profile

A Principal Investigator or PI directs a research project or program supported by
the NIH. The role of the PI within the NIH eRA Commons is to complete the
grant process, either by completing the required forms through the NIH eRA
Commons or by delegating this responsibility to another individual.

The PI performs the following actions:

e  Access information for any grant and only those grants for which they
are the designated PL.

Designated by the SO, the Account Administrator (AA), at the grantee
organization, facilitates the administration of NIH eRA Commons accounts.
The AA typically is located in the central research administration office.

The AA performs the following actions:

e Create and modify accounts for the AO, AA, FSR, PI, or ASST.

NOTE: AAs are not authorized to modify Institutional Profile (IPF)
information.

Principal Investigator,
Requests:
View Application Stelus,

Administrative Official
Guery Grart Data,
Accounts Administrator Meirtein Professional Profile
Request:
Mnintain User Accounts
l 3

Responses:
Applicstion Stetus,
Grant Data,
igssionsl Proi

Responze:
User Accounts

ApplicstioniGrant
Infarmation,

Protessinal Brofies, | |

Institutionsl Profies 1

IMPAC Il

COMMONS

Requests:

Wiew Application Status, Query Grant Data,
Meirtain Prafessional Profile,

ister Institution, Maintain Instiutional Profile

Request
Confirm Registration

Ri

Responses:

Application Sielus, Grant Date

Response: Professional Profile,

Institution Recystration Regsiration Pending c,ofnnrma!iun.
ofile

Signing Official

NIH Administrator

Figure 1. 1 Commons User Relationships.

Organized in a modular framework, the Commons provides the following
modules associated with specific types of grant processing.

The Account Administration module allows institution officials the ability to
create and manage user accounts associated with an institution.

The Institution Profile (IPF) module allows institution officials to electronically
receive and maintain external organization profile information necessary for all
grant applications from their institution. The grantee institution is arranged in a
three-level organizational hierarchy (e.g., School, Division, and Department).
Only institution Signing Officials (SO) are authorized to maintain this hierarchy.
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Personal Profile

Status

eSNAP

IAR

FSR

X-Train

Links

The Personal Profile (PPF) module allows users to maintain person profile
information, which includes employment, degrees, publications, contact
information, etc.).

The Status module allows the Principal Investigator (PI), Administrative Official
(AO), or Signing Official (SO) from the Grantee Organization to review the
status of pending grant applications in real-time.

The electronic Streamlined Non-competing Award Process (eSNAP) module
allows extramural grantee institutions to submit an electronic version of Type 5
(non-competitive) progress reports to the grants management community. For
more information, see the eSNAP User Guide.

The Internet Assisted Review (IAR) module allows reviewers to submit
critiques of grant applications and view each other's reviews before the actual
meeting. Scientific Review Administrators (SRA) and Grants Technical
Assistants (GTA) are able to view all critiques and generate preliminary score
reports and pre-summary statement bodies. For more information, see the IAR
User Guide.

The Financial Status Report (FSR) is a statement of expenditures sent to the
sponsor of a grant or contract. This module lets Grant and Contract Accounting
(GCA) prepare and submit an FSR on behalf of the Principal Investigator (PI).

The electronic Trainee Activities System (X-Train) module lets Program
Directors (PDs) of grantee institutions create and update trainee appointments.
For more information, see the X-Train User Guide.

The eRA Common Links module provides links to the following websites,
which provides information about the NIH eRA Commons and related
applications.

e Commons Support Page

e CRISP

e Edison

e ¢RA Home Page

e Loan Repayment Program

e National Institutes of Health
e NSF Fastlane

e OER Home Page

NOTE: The Links option is available before logging onto the Commons.
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Help

Session
Expiration

The Help option provides online Help for all aspects of using the NIH eRA
Commons.

NOTE: The Help option is available before logging onto the Commons.

System Requirements

The server component for the NIH eRA Commons System runs on a Sun Solaris
operating system, located at NIH CIT and interfaces with existing IMPAC II
applications. To access:

e Any personal computer can be used as the client component, operating
Internet Explorer (IE) or Netscape on any platform.

e Cookies and JavaScript must be enabled.

e  Hypertext links and navigation buttons provided by the system should
be used to move through the pages.

e  The selected browser should not be set for automatic password
completion. For instructions on making these changes, check your
browser’s on-line Help text.

NOTE: Contact the eRA Helpdesk for assistance in determining what version
of your browser is supported.

Log-out of the system when planning to take a break for an extended period.
Work sessions expire after 45 minutes of inactivity. Approximately, five
minutes before expiration, a notification message is displayed.

; https://commons.test.era.nil - Ellil

Tour session will be timed out i 5 minutes. What
would you like to do?

o Eeep Session - Continue editing your
page. Tou will be warned again if your
session i3 in danger

Abandon Session - Your session will
expire normally and you may loose any
data you are currently editing. You may fix
your session later by logeing in again.

Keep Session | Abandon Session |

Figure 1. 2 Session Notification.

o Click "2 388500 |4 resume and continue working.

Abandon Session

e Alternatively, click | to log out.

NOTE: When you are unable to respond to the expiration message, your session
will expire while the Commons is still open. When the system logs you out,
you may experience errors, lose functionality, or lose some of your data.

In the event any of the above problems occur:
e  Close the web browser.

e Re-open a new browser window and start a new session.

April 28, 2004
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Concurrent
Logins

Password
Expiration
Notification

Uniform Resource Locator
(URL), the global address of
documents, and other
resources on the World Wide
Web (WWW).

From the Login Screen, users
may access the Help tabs and
other available links.

Only one session at a time is allowed. An attempt to log in to another session

(using a second browser instance) causes the system to prompt you with an
option of either terminating the first session or canceling the request.

For security purposes, user passwords will expire and must be reset. If your

password is about to expire, a “password close to expiration” message is
generated once you log in.

Once your password expires, you are directed to select a new password.

NOTE: Changing your password does not require you to notify anyone.

Accessing the Commons

The Commons is a web-based system and users are required to enter a User 1D

and password for authentication.

To access:

1. Locate your Web Browser icon (e.g., Netscape Communicator or
Internet Explorer).

Metscape
Cornrmunicator

2. Enter the following URL in the Address field:
https://commons.era.nih.gov/commons/

Press @.

The Welcome Screen displays, as illustrated in Figure 1.1.

3} Commons - Microsoft Internet Explorer == x|

Fle Edt View Favorites Iodls Help |

Ggack = - @ (D) A Doearch (GiFavortes (Bhistoy | By S @ - 2

Agdress [@] https:jjcommans. era.nih. gov/commons/ ~| P |
S NATIONAL INSTITUTES OF HEALTH e e ated T
=¥ eRA Commons I oy

- Wersion 2.6.2

Links Help
Commons Login
* indicates required field.
Username *

“e“RA@

Wh ¢ A new release of NIH Commaons is now available and registration is open to
at's all NIH grantee organizations. Please reference the Commaons Support
Pace for specific features of this release.

Passward

Resest

Earnot Password?
System Notification

COMMONS For MIH grantee organizations that have not registered, go to Registration
About the Commons MIH eRA Cammans now includes the following functionality:
Lg=Iii]

e and P!

¢ Status — Allows Principal Investigators to review the current status of all their grant
applications and review detailed information associated with their grants. Institution Officials
{i.e., Signing Official (S0) or Administrative Official (AD) associated with the institution) can
see a summary view of grant applications, review the Motice of Grant Award, and access the
Progress Report face page

¥ Grantee Organization Renistration
¥ 2RA Contacts
¥ Enter eRANIH Commons Derma

Links

# < ¢ eSNAP — Allows an institution to review non-competing grant data and submit &
B Commons Support Page qﬁﬁ‘ i
¥ CRISP progrest‘t repart online.
b eRA Home Page € X-Train — Mot currently available.
B Grants.qov < Internet Assisted Review (IAR) — Allows reviewer to submit critiques and preliminary
¥ [Edison scores for applications they are reviewing. Allows Reviewers, SRAs, and GTAs to view all ;I
&] [ [& [ nternet

Figure 1. 3 The NIH eRA Commons Welcome Screen (COM0001).
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https://commons.era.nih.gov/commons/

First Time Users

Username and
Password
Information

3. Enter your User Name and press .

4. Enter your Password and press @.

5. Alternatively, select Login

NOTE: All passwords are unreadable as they are entered and the Commons will
lockout users after a specific number of unsuccessful login attempts.

6. Select the Forgot Password? hypertext link in the event you forget
your password. (For more information, see the heading “User and
Password Information” below.

First time users are directed immediately to the Change Password Screen
(FRWO0015).

4 Change Password - Microsoft Internet Explorer EIETE

| Ble Edt wew Favortes Dools Help

S0 NATIONAL INSTITUTES OF HEALTH =
‘©!  eRA Commons T

Change Password

Your password has expired, you must change vour password now in order to log into the system.
* indicates required field

New password must meet the following standards:

At least eight (8) non-hlank characters in length

Must contain a mixture of letters, numbers and at least ane of the following special characters: [ #§ % -
characters are not allowed

First and last characters cannot be numbers

Cannot contain username

Cannot be reused within ane (1) year

=+ == Other special

Your will be changed il i in eRA production (IMPP) applications. For IRDB applications - such as QVR - password
changes will take effect within one hour.

For additional guidance, please review the eRA Password Palicy,

" Old Passwori: —

“New Password:
iRetype New Password: “'““"““"““'1

&1 [ 18 [ miemet
Figure 1. 4 Change Password Screen (FRW0015).

Rules for creating passwords are displayed on screen. Once all information is
entered:

e Click to update the new password information and access

the Welcome Screen illustrated in Figure 1. 5.

NOTE: Passwords may be changed in accordance with the eRA Password
Policy (PASS). For more information, see the Password Policy section.

A personal user account is needed to log in to the NIH eRA Commons. This
requires a unique username (from 6 to 20 characters) and a password (minimum
length of 6 characters), which can be a combination of letters and numbers.

When a password is forgotten, an option is provided that allows a request to
reset the password. Submitting this request generates a new password, which is
sent to the email address contained in your user profile.

April 28, 2004
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NOTE: Password text is case-sensitive.

To reset your password, from the Main Commons access screen:

o Select the Forgot Password? hypertext link.

e  Enter your User ID and eMail address

e Click _ and the system will return to the Main page.

e A new password is generated and sent to the email address contained
within your user profile.

For more information on creating passwords, see the heading “Password Policy”
section on page 8.

Welcome Screen

Once access is granted, the Welcome Screen (COMO0001) displays user login
information and links based on assigned access rights.

/) Commons - Microsoft Internet Explorer 18] x|

JEle Edit Mew Favorites Tools Help / \ﬁ
Z

% NATIONAL INSTITUTES OF HEALTH iWelcome cchismso =

Institution: VIRGINIA
%‘b@g eRA Commons HHI COMMONWEALTH
s UNIVERSITY
Autharit: S0 Log-out

TG Administration
System Notification

1. Comenons will be down for
scheduled maintenance for
approximately 4 hours on Friday,
Movernber 1 beginning at 3Pm
EST

ftution Profile  Personal Profile Status eSNAP Links

sRADY

. Anewtrelease of MIH Commons is now available and registration is open to
What's grantee organizations. Please reference the Commons Support
Pane for specific features ofthis release

About the Comimons
¥ Scope and Purpose
¥ Frequently Asked Questions
¥ Grantee Organization Reqgistration
¥ RA Contacts
¥ Enter eRA MIH Commans Derma

CONMMONS Fo' MiH arantee organizations that have nat registered, go to Reaistration.
NIH eRA Gommans now includes the following functionality:

Links € Status — Allows Principal Investioators to review the current status of all their grant
¥ Commons Support Page applications and review detailed infarmation associated with their grants. Institution Officials
¥ CRISP {j.e., Signing Official (50) or Administrative Official (AC) as=ociated with the institution) can
b eRA Home Pade SEE 3 summary view of grant applications, review the Notice of Grant Award, and access the
b Grants.qov Progress Reportface page.
¥ IEdison g & eSNAP — Allows an institution to review nan-campeting grant data and submit a
B Loan Repavinent Procrarn v@“‘ progress repart online

- Mational Institutes of Health

¥ OER Homs Fags € X-Train — Mot currently available.
< Internet Assisted Review (IAR) — Allows reviewer to submit critigues and preliminary
seores for applications they are reviewing. Allows Reviewers, SRAs, and GTAS to view all
critiques in preparation for a rmeeting. 1AR creates a preliminary surmary statement body

containing submitted critiques for the SRA or GTA. ;I

& N
Figure 1. 5 NIH eRA Commons Welcome Screen (COM0001).

From the Welcome Screen:

e Messaging information is available, which communicates important
new information to users. Figure 1. 5 illustrates an example.

e Select one of the available tabs to access the Commons modules.

o Select the Log-out hypertext link to close the Commons session.

Introduction

7 April 28, 2004



On-Line Help

Getting Help

The eRA Commons Helpdesk responds to requests from institutions to register
with the NIH Commons. Several steps must be completed to respond to such a
request, including account creation for the Signing Official (SO), Account
Administrator (AA), and Administrative Official (AO) for that institution.
Oftentimes, Helpdesk staff establishes the Principal Investigator (PI) accounts as
well.

The account creation process is sometimes quite involved, since an NIH profile
must be assigned or created at the time of account creation. Due to occasional
ambiguity in the NIH database, sometimes a fair amount of time is needed to
select the appropriate profile for the new Commons user account.

When a problem occurs, help is available using the Common’s on-line
documentation or by contacting the contact the NIH eRA Commons Help Desk
at commons@od.nih.gov. .

e  Clicking the Help icon provides context sensitive help based on
the current screen.

e Selecting the Main Menu’s Help option accesses the Table of
Contents.

Password Policy

As shared information becomes more prevalent, so does IT security programs,
policies, and procedures. The eRA Password Policy (PASS) reduces the risk of
unauthorized access to the production servers and databases.

User passwords may be changed at any time. The eRA Change Password
Screen (PASS) is available to change user account passwords.

e Select the Administration tab, then Accounts, then Change
Password.

April 28, 2004

8 Introduction



All passwords are validated
against the Password Policy
requirements.

Password
Requirements

/3 eRA Change Password - Microsoft Internet Explorer =] 3]

| Fle Edt WView Favortes Tools Help ﬁ

S, -
I T
eRA Change Password

New password must meet the following standards:

+ At least eight (B) non-blank characters in length

Must contain a mixture of letters, numbers and special characters: | #§ % *- _=+=>
First and last characters cannot be numbers

Cannat contain usermame

Cannot be reused within one (1) year

Your p

applications - such as QVR - password changes will take effect within one hour.

For additional guidance, please review the eRA Password Palicy,

indicates required field

Change Password Form

*Username:
' Old Passwiord:
* New Password:

‘ Retype New Password:

will be changed il i ineRA | ion (IMPP) ic atis For IRDB

Submit | Clear

S

3

[ | mtemet

Figure 1. 6 eRA Change Password Screen.

eRA users can directly accesses the eRA Change Password module from the
following URL. http://apps.era.nih.gov/eraservices/

The following highlights the password requirements for eRA users.

Passwords created or changed by IC Account Administrators must be
changed at first login.

Passwords must be changed approximately every 180 days.

A ten (10) day grace period prompt will be issued once the password
expires. Notification of the grace period and opportunity to change the
password will be displayed during login.

Password length must be at least eight (8) non-blank characters in
length.

Passwords must contain a mixture of alpha, numeric, and special
characters.

The first and last characters cannot be numeric.
Passwords cannot contain a login name.
Passwords cannot be reused for a period of one year.

Accounts will be locked after five (5) consecutive unsuccessful login
attempts. An error message will instruct users to call their IC Account
Administrator to have an account unlocked.

Accounts with over 45 day expired passwords shall be locked.

For more information on the eRA Password Policy, access the following URL.
http://era.nih.gov/docs/NIH eRA Password Policy.pdf

Introduction
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Commons Demo

The Commons Demonstration
Site is almost identical to the
actual Commons Home page.

The NIH eRA Commons Demo module is a fully functioning demo site for all
users. All currently available modules are accessible within a festing
environment.

Using the NIH eRA Commons Demo

Use the training/demo facility to familiarize yourself with the NIH eRA
Commons and practice creating sample institutions, accounts, and grant
applications. The demo provides access to the major functions of the system in
a training/demonstration mode, which mirrors the production version, with the
major exception that only sample data is altered.

/3 Commons - Microsoft Internet Explarer &) x|

| Fle Edt WView Favortes Tools Help ﬁ

g‘% NATI STTTUTES OF HEALTH -Gt Liome Guest 2
& —eRA Commons HITTER sttty
WVersion 2.2.4.0
COMMONS DEMONSTRATION SITE  COMMONS DEMONSTRATION SITE - COMMONS DEMONSTRATION SITE

Links Help

* indicates required field.
Username *

Passward What" The NIH eRA Commons Dema Facility cantaing all the features ofthe MIH
At'S o Componets esayy) but in a sample data

Reset g

Fora0l Pasoword? ] Create An Account . which will create both Ngigning Official (S0}
_q—chck Were to Create a new Account COMMONYS/ and Frincipal Investigator account for you to use \n_adqw on 10 creating
e — these Accounts, the process creates a sample institutio and a number of
s sample applications\yrants for you to use in learning all the features of the NIj/eRA Commons
System Notification ance you lag into youNgceount, you can try all the features ofthe MIH eRA Cpfimons with the
following exceptions

About the Commeons

¥ Scope and Purpose » ¥Train
¥ Frequently Asked Questions « Raster listing in Status

¥ eRA Contacts

¥ Enter eRA MIH Cormmaons
New in November

Links (Mote: You will need to create new accountsfinstitution to use these features )

¥ Commaons Support Page

B CRISP e SeelAR section in the MIH eRA Commons Release Nates,

¥ eRA Home Page

¥ Grants.uov Dema Facility accounts are kept active for 180 days. =l

& [ 15 [ mternet
Figure 1. 7 eRA Commons Demo Site (COM0001).

From the NIH eRA Commons home page:

e Click the Enter NIH eRA Commons Demo hypertext link from the
About the Commons section (under the Login fields) to access the
Commons Demonstration Site.

e  Users with a demo account should log in using the Username and
password created for this purpose.

e  User without a demo account should create one.

To create a new Demo Account:

e  (Click the CTEELE ST EEOLL | button to access the Create a

New Demo Account Screen (COMO0014).

April 28, 2004
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Creating a New The Create a New Demo Account Screen (COMO0014) facilitates creation of a
sample Institution and User account. Creation of a Signing Official (SO)

Demo Account account is required and grant applications are assigned to the created institution.

3 create a New Demo Account - Microsoft Internet Explorer =[] x|
|J File Edit ‘“iew Favorites Tools Help ﬁ

S NATIONAL INSTITUTES OF HEALTH #elcome Guest

g i [[II Institution:

o eRA Commons IR Authorty

Weision 2.2.4.0
COMMONS DEMONSTRATION SITE - COMMONS DEMONSTRATIONSITE - COMMONS DEMONSTRATION SITE
CTTOEN  Links Help

Create a New Demo Account

+ NIH Comrmaons TrainingiDermo Facility provides anyone the ability to create a sample institition, accounts, and applications/grants
allowing you to better understand the NIH Comrmons without affecting any production data. All functionality of the MIH Carmmons is
available with the exception of Internet Assisted Review and #-Train, which will become awailable in DemoiTraining Facility later in
2003,

# Through DemoiTraining Facility, you can create a sample institution and accounts by filling out the form provided below, By Default, a
Signing Official (S0Y is created and a number of applicationsfgrants are assigned to that institution. fyou choose to create a
Principal Investigator (P account, many of those grants will be assigned to that specific Pl account. Onee your institution is created
and initial accounts are assigned, the DemarTraining Facility version of MIH Cornmons will work exactly like the production version of|
Commaons, but madify only sample data. Therefore, itwill be possible to create new accounts, submit an eSMNAP or F3R, review
application/grant Status and even affiliate other sample users toyour sample institution

iAccount Information

* indicates reguired field

First Name:” ||

Last Name:™ | b

Account Mame must be a minimum of B characters and must not already be in use

S0 User Name:™
PlUser Name™

Role™ W so W R M rsr T isR

_ *
E-mail Address |
-

& [ & [ mremet
Figure 1. 8 NIH eRA Commons Demo — Create a New Demo Account.

Once a Principal Investigator (PI) account is created, a number of sample grant
applications are assigned to the PI account. Once the institution and initial
accounts are assigned, the training/demonstration module can be used to
perform all functions on the sample data linked to these accounts (such as
creating new accounts, submitting an eSNAP/FSR, reviewing application status,
and affiliating other demo users to the demo institution).

Enter new account information, noting the following:
e All fields followed by an asterisk (*) are required.

o Users Name must have a minimum of six (6) characters (numbers and
letters may be combined) and a maximum of twenty (20) characters.
The account names must be unique.

e  Select one or more roles for the new demo account.

e Click and a verification message displays the information
entered.

e Review all entered information.

Save

e Click
account.

to confirm the information and create the new demo

e A confirmation page lists the user name information and passwords.

e  Copy the information and click | COiie
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e  The system will return to the NIH eRA Commons Demonstration Site
for log in and start of the training/demo session.

NOTE: First time users are required to change their password. For more
information, see the heading “Changing Your Password.”
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Registering Institutions

The Registration instructions can
be printed as a reference during
the registration process.

Extramural Institutions must register to use the NIH Commons. Once an
institution registers, authorized personnel may create new user accounts within
the hierarchy and structure of an Extramural Institution. The Commons
provides Institutions with a secure account that can be used to represent the
Institution and to access IPF information. Once registered, accounts for the
Signing Official (SO) and Accounts Administrator (AA) can be created under
the registered Institution.

Institution Registration Request

The initial registration request registers the institution, sets up a mandatory
account for the institution’s Signing Official (SO), and sets up an optional
account for the institution’s Accounts Administrator (AA). Only authorized
organization officials may register their institutions.

To register an institution:
o Select the Home (tab) option.

e Directly under the heading “About the Commons,” select the
Grantee Organization Registration hypertext link (under the
Login fields) to access the Online Registration Instructions (REG3010).

/3 Online Registration - Microsoft Internet Explorer: == x|

| Ble Edt Yiew Favortes Iools Help

" Welcome cchismso =
r_g’?l % NATIONAL INSTITUTES OF HEALTH Institution: Mot Afiliated

2 3 i :
L eRA Commons Hr“m Authority 50 Log-out

Wersion 2.6.3
Profile P I Profile Status eSNAP Links Help

_Home | inistratior
Online Registration
Only Signing Officials can register their institutions with the NIH. Follow these directions to register your institution.

1. Complete the online Institution Registration Form and click Submit. A screen appears
with information about NIH registration and the institution data entered in the
Registration farm

2. Printthe registration page, make any corrections and affix your signature as designated

3. Faxthe registration page to the number at the top of the page

MIH will walidate the information your institution submitted for approval and send a
verification email to the Sianing Official (S0)

-

Reply to the werification e-mail.

Upon receipt of the verification email, the MNIH sets up your institution account, and
sends an email to the S0 with a link to a page showing their MIH institution name and
associated information

4. Verify that all information is correct,
6. Send confirmation response to this information and proceed.

7. Receive email notification of registered SO account (Useridipassward) fram the NIH

2] — - - [ 3 [ internet
Figure 1. 9 Online Registration Screen (REG3010).

Fegister MNow

e  C(Click the | button to access the Register Institution

page (REG3010).

Registering Institutions
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The reply must originate from the
same address as stated within the
registration information.
Otherwise, another email will be
generated requesting verification
of the email address.

3 Register Institution - Micrasoft Internet Explarer

5[]
| Ble Edt wew Favortes Dools Help
N9, NATIONAL INSTITUTES OF HEALTH Y:;‘;Sggiif;g&;” =
i©; eRA Commons IR COMMONWEALTH

— UNIVERSITY
WVersion 263 Authority,. S0 Log-out

(TN  Administration Institution Profile Personal Profile Status eSNAP Links Help
Register Institution @

unline Registration I

‘Welcome to the ERA Commons On-Line Registration Process

Completing this process will register your institution into the ERA Commons and establish up to two accounts for vour institution.
Selected staff at your institution can then create additional accounts appropriate to the needs of your institution,

* indicates required fleld i

Institution Information

Institution Name:* I

DUNS Number:

Before registering your institution please read through the registration material provided here. ltis recommended that vou
print a copy of this page to use as a reference when completing the form. To print & copy select the GPrintd button on your
browser button bar or select 8FileiPrintd frar the menu bar.

Street 1:* | city:™ |
Street 2: | State:” hd
(20873} or (208733423
Street 3: | Zip Code:™
Street 4: | Country: UNITED STATES -
|
&1 [ 18 [ miemet

Figure 1. 10 Register Institution Screen (REG3007).

Complete the information fields for the Institution and Accounts, noting the
following:

All fields followed by an asterisk (*) are required.

A minimum of one address line (Street 1) is required.

The Institution Name may contain a maximum of 100 characters.
An Official’s Title may contain a maximum of 240 characters.

Users Name must have a minimum of six (6) characters (numbers and
letters can be combined) and a maximum of twenty (20) characters.

When completing the information for the Accounts Administrator
(AA), the required account information is the same as the SO
information.

Verify that all entered information is correct before selecting
‘, which generates a completed registration form with
signature and date lines.

Print the registration form, make any necessary corrections, and sign.

NOTE: Only an SO or the designated individual may sign the form.

Fax the completed form to the NIH at (301) 451-5675.

The NIH will send an email to the designated SO along with a
hypertext link to verify the SO email address.

Select this hypertext link to access the Email Verification page
(REG3005).

NOTE: The Email Verification page confirms that the email address provided
for the SO is valid. The NIH then reviews the application, which is now
pending approval.

April 28, 2004
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Confirmation of
Institution
Registration

Pending

Approved

Completed

Rejected

Confirmation of the institution registration information authenticates the
institution profile assignment and completes the registration process. The
institution is notified when the name and address supplied during registration
conflicts with the name and address on file at the NIH. If this occurs, the
institution is provided with an option to either change the name and address
entered during registration or use the registration information to overwrite the
name and address on file at the NIH.

NOTE: Institution names and addresses can be manually updated using the Edit
Institution Profile function. For more information, see the heading "Editing
Institution Profile Information."

Once the SO eMail is confirmed and the registration request is reviewed by the
NIH, a second eMail is sent stating the status of the application and providing a
hypertext link to confirm and complete the registration process.

e Select the hypertext link in this email to open a verification page,
which displays the institution registration information.

The information can be confirmed or a request can be entered to the Help Desk
in the event the information must be corrected.

Once the institution information is confirmed, a final registration eMail is sent
with the username and password for logging on to the NIH eRA Commons
System.

Registration States

Accessible only by NIH Officials, approving an Account Request is part of the
Institution Registration process. Once an institution is registered, the
registration process can be defined using a concept of registration states.

Pending indicates the registration has been requested by the institution;
however, not yet approved by NIH.

Approved indicates the registration has been approved by NIH; however, the
institution has not yet confirmed the association made to an official NIH
institutional record.

Completed indicates the registration process has been completed and the
institution has active accounts which they can use to access the NIH Commons.

Rejected indicates the registration has been rejected by NIH.

Registering Institutions
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User Account Management

All users must have an
account to access the
Commons System.

Creating New
User Accounts

The NIH eRA Commons provides a module that facilitates User Account
creation and maintenance. Accounts are administered through the Commons
“Administration” module, which allows senior administrative officials (Signing
Officials) at each grantee organization to establish an account for the
organization. Once this account is in place, Signing Officials (SO) are able to
create secondary accounts for other Administrative Officials (AO).
Administrative Officials can then create additional accounts for the
administrative and scientific staff. This hierarchy establishes the means by
which applications can be approved before submission to the NIH and grants
AOs the authority to create and terminate accounts consistent with the status of
the investigators and administrative staff.

Within the Administration Module, the following functionality is available:
e  Create accounts for new users.

e C(Create accounts for existing users (associate account with an existing
NIH profile).

e  Modify or Delete existing accounts.

e  Assign accounts to appropriate institution.
e Delegate Authority.

e  Verify NIH Support.

Administration Module

The Administration module facilitates User Account Administration based on
assigned user roles. Once an institution registers with the eRA Commons and an
SO is authorized, the Administration module allows users to administer their
own eRA Commons accounts. The system recognizes the difference in roles
and access rights of the grantee Principal Investigators (PI), Administrative
Officials (AO), and Signing Officials (SO) and new users must be registered by
authorized personnel (e.g., Administrative Official (AO) of a grantee
Institution).

The Commons System associates user accounts with an NIH eRA profile. New
accounts created for PIs involves unique identification of the PI throughout the
NIH. However, for new users that do not have an existing profile record, a
profile record must be created. To create a new user account:

Access the Create a New Account Screen (ADM1001):

e Select the Administration tab option, Accounts, then Create
Account.

User Account Management

17 April 30, 2004



The user name is unique and
can only be assigned to one
user.

Pl Only Role

7} Create a New Account - Microsoft Internet Explorer == x|

Welcome cchismso 1
Institution: VIRGIMIA

"F“ﬁ COMMOMWEALTH

- UNIVERSITY

Authority,. S0 Log-out

| Ble Edt wew Favortes Dools Help

3?“"%%. NATIONAL INSTITUTES OF HEALTH
‘©: eRA Commons
-

Wersion 2.6.3

Home Administration Institution Profile Personal Profile Status eSNAP Links Help
Accounts

[MER CR.IERIIA  Create Affiliation Maintain Account Delegate Submit Delegate PPF Edit Change Password Verify NIH Support
Create a New Account @

o Tocreate an Account far an individual at vour institution, you must provide the required information, identified by a2 ™. For Principal
Investigators (Pl with previous NIH support, please provide as much of the optional data as possible to enahle the MIH to associate
the new account to the PI's existing profile already recorded atthe NIH.

o *indicates reguired field.

[Account Information

First Name:™ |Edward

Middle Name: | —

Last Name:™ |Hardmg
User Name:™ EHarding
Hold down Ctrl key to do multiple select orto deselect.
AR
A0
Role:* @ ASST
FSR
50
E-mail * [ehargina@usuhs.mil =
&1 http:/Jeommans. era.nih, gov/ [ 18 [ miemet

Figure 2. 1 Creating a New Account (ADM1001).

Enter new account information, noting the following:
e All fields followed by an asterisk (*) are required.

o Users Name must have a minimum of 6 characters (numbers and
letters can be combined) and a maximum of 20 characters. The account
names must be unique.

Current and comprehensive information about PIs with previous participation in
grant applications, committee involvement, and training appointments are stored
within the NIH eRA database. To avoid duplication of user accounts, PIs with
previous NIH Support must be linked with any existing NIH profile records.

PIs with prior NIH Support must enter their Birth Date, SSN, check the Prior
Support checkbox field, and enter IC and serial number of at least one grant
award. For more information, see the heading “Create Account for Existing P1.”

e Click to process the information.

NOTE: Once the form is completed and submitted, the PI will receive an
“Account Created” notification email (sent directly to the email account
provided within the account information) containing the username and a
randomly generated password.

April 30, 2004
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icrosoft Internet Explorer == x|

| Ble Edt wew Favortes Dools Help

tify Account Prol

Welcome cchismso =
gr‘-% NATIONAL INSTITUTES OF HEALTH : Institution: VIRGINIA
©&: eRA Commons [ COMMONHEALTH
eyt - - UNIVERSITY
Wersion 2.6.3 Authority. S0 Log-out
Home Administration Institution Profile Personal Profile Status eSNAP Links Help

Accounts
[MER CR.IERIIA  Create Affiliation Maintain Account Delegate Submit Delegate PPF Edit Change Password Verify NIH Support

Identify Account Profile

[Account Information

First Name:™  Edward
Middle Name:

Last Name:®  Harding

User Name:™  EHarding

Role® Pl
E-mail:* chisme@od nih.gav
Retype E-

chisme@od.nih.goy
mait:* @ g

Birth Date: H1 (For Pl only) {mm dd yvpyy)
Prior Support: (Far Planly) IC and Serial number required if prior support indicated
PPOTE = ic. Serial Number.

Name  [FmailAddress Status ___ facon |

&1 [ 18 [ miemet
Figure 2. 2 Identify Account Profile (ADM1014).

Bl

Create a MNew MNIH Profile

e  Select the | button to create a new

NIH profile.

icrosoft Internet Explorer =] x|
JE\Ie Edit  View Favorites Tools Help

ccount Informati

Welcome cchismso —
NATIONAL INSTITUTES OF HEALTH o ) [
I Institution: VIRGIMIA
& eRA Commons I COMMONWEALTH
Bpepst - UNIVERSITY
Version 2.8.3 Auathority:. 50 Loo-out
Home Administration Institution Profile  Personal Profile Status eSNAP Links Help
Accounts
[N CY.LIGITT Y Create Affiliation Maintain Account Delegate Submit _Delegate PPF Edit Change Password Verify NIH Support
Account Information
Search View Edit Delete
lAn account has been created for EHARDING with & new profile.
[Account Information
First Name: Edwrard
Middle Name:
Last Name: Harding
User Name: EHARDIMNG
Date of Birth:
Role: Fl
Account Creator: CCHISMSO
E-mail: chismc@od.hih.gov
[ Contact Us | Frivacy Notice | Disclaimer | Accessibility ] )
g"'%% National Institutes of Health 5 Depatment of © 2003 NIH. All Rights Reserved.
7 g Health Soreen Rendered: 0/09/2004 04:35:11 e "
Py Q000 Rodwille Pike and Human Serices  EDT — GRANTS.GOV
Bethesda, Manyland 20802 Sorean Id: ADMA00D FIND. APPLY. SUCCHEED™ =
-

& [ S [ mtemet
Figure 2. 3 Account Information (ADM1009).

NOTE: New users without previous NIH Support will not have a profile record
on file. It is crucial that new accounts with PI and IAR Roles are matched to
existing profile records.

User Account Management
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A User ID must be unique and therefore, can only be assigned to one user. The
Account Already . d g "

) Commons system will not permit a User_ID to be requested when one already
Exist exists.

7} Create a New Account - Microsoft Internet Explorer == x|
| Ble Edt wew Favortes Dools Help

NATIONAL INSTITUTES OF HEALTH 4 5 \Welcome schismso =
g"‘ It Institution: VIRGIMIA
é eRA commons .J[. " COMMONWEALTH
s - UNIVERSITY
Wersion 2.6.3 Authority. S0 Log-out

Home Administration Institution Profile Personal Profile Status eSNAP Links Help
Accounts

[MER CR.IERIIA  Create Affiliation Maintain Account Delegate Submit Delegate PPF Edit Change Password Verify NIH Support
Create a New Account @

essage
M The requested User Name i5 already being used. Please enter a different User Mame. (10: 30106)

# Tocreate an Account for an individual at your institution, you must provide the reguired information, identified by
Investiators (Pl with previous NIH suppaor, please pravide as much ofthe optional data as possible to en

.thg profile already recorded atthe NIH
e N ield

[Account Information

™ Far Principal
he MIH to associate

First Name:"™ |Cherv|
Middle Name: |
Last Name:™ |Ch|5m

User Name:* cohism|

Hold down Ctrl key to do multiple select or to deselect.

A0
Role:™ & 855T
FSR
o = |
&1 [ 18 [ miemet

Figure 2. 4 Create a New Account (ADM1001).

NOTE: User ID’s that are in a pending or approved state, will be verified by the
system for duplication. For more information, see the heading “Viewing
Pending Status Information.”

Create Account Creating an account for users with a role of Principal Investigator (PI) and an

. g existing NIH profile record is similar to creating a new user account. However,
fOI" EX|St| ng PI when a new PI user account is created, it must be associated with the NIH
profile that the NIH stores for PIs.

/ Create a New Account - Microsoft Internet Explorer: =& x|

NATIONAL INSTITUTES OF HEALTH Wieleame COHISME0 =
géb% I Institution: YIRGIMNIA
ED; eRA Commons VTR COMONIEALTH
HES

UNIVERSITY
Wersion 263 Authority, S0 Log-out
Home Administration Institution Profile Personal Profile Status eSNAP Links Help
Accounts

(MR CY.0ITE  Create Affiliation  Maintain Account Delegate Submit Delegate PPF Edit Change Password Verify NIH Support
Create a New Account @

= Tocreate an Accountfor an individual atyour institution, you must provide the required infarmation, identified by a = For Principal
Irvestigators (Pl with previous NIH support, please provide as much ofthe optional data as possible to enable the NIH to associate
the new accountto the Pl's existing profile already recorded at the NIH.

+ ®indicates required figld.

[Account Information

. *

First Name: |F'atev

Middle Name: | L
*

Last Name: |Mnnre

* l—
User Name: morep

Hold down Cirl key to do multiple selector to deselect.
AR

A0
Role:* & AseT
FSR
E-mail * |Eh\smc@mﬁ nih.gov LI
(3] [ 5 [ mterst

Figure 2. 5 Create a New Account (ADM1001).
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The user name is unique and
can only be assigned to one
user.

EMail Notification

To access the Create a New Account Screen (ADM1001):

e Select the Administration tab option, Accounts, then Create
Account.

Enter new account information, noting the following:
e All fields followed by an asterisk (*) are required.

e Users Name must have a minimum of 6 characters (numbers and
letters can be combined) and a maximum of 20 characters.

e  PIs with prior NIH Support must enter their Birth Date and SSN.

e  Check the Prior Support checkbox and enter IC and serial number of
at least one grant award.

e Click to process the information.

NOTE: Once the form is completed and submitted, the PI will receive an
“Account Created” notification email (sent directly to the email account
provided within the account information) containing the username and a
randomly generated password.

The email provides a link to a special form that the PI uses to confirm current
and comprehensive information about PIs with previous participation in grant
applications, committee involvement, and training appointments. This
information is stored within the NIH eRA database, to avoid duplication of user
accounts. PIs with previous NIH Support must be linked with any existing NIH
profile record. Once this form is completed, the PI receives an email with the
account information. For more information, see the heading “Verifying NIH
Support.”

NOTE: It is important that PIs with prior NIH support enter the optional Birth
Date, SSN, and prior support information, which enables the NIH to associate
the new account to the PI’s existing NIH profile.

User Account Management
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dentify Account Pr osoft Internet Explorer =] x|

JE\Ie Edit  View Favorites Tools Help

Welcome CCHISMEO =
gr\”ﬁa% NATIONAL INSTITUTES OF HEALTH Institufion: YIRGINIA
& eRA com mons | COMMONWEALTH
Bpepst . UNIVERSITY
Warsion 2.6.3 Authaority. 50 Log-out
Home (ETTUTITLL 04N Institution Profile Personal Profile Status eSNAP Links Help

Accounts
[N CY.LIGITT Y Create Affiliation Maintain Account Delegate Submit _Delegate PPF Edit Change Password Verify NIH Support

Identify Account Profile

iAccount Information

First Name:*  Peter
Middle Name:

Last Name:*  Moore

User Name:™ moorep

Role™ Pl 50
E-mail:* chismei@od.nih.gov
Retype E-

chismeg@od.nih.gov
mail:* @ g

Birth Date: 10/ 180 1939 (For Pl only) {mm dd vywd
prior S o Pl anly) IC and Serial number reguired if prior support indicated
TIOTSUPPOIE 5\ SNy Serial Mumber: 022778

Email Address Action |

olga.sterkis@nge.com Nt Affiliated Create Account

Return I Create a Mew MNIH Profile

MOORE, PETER B

&1
Figure 2. 6 Identify Account Profile (ADM1014).

o Select the PI's Name hypertext link to view the NIH Support for
verification/confirmation of the user profile.

IH Support Yiew -

Microsoft Internet Explorer -|5 ﬂ
JE\Ie Edit Wew Favorites Tools Help

NATIONAL INSTITUTES OF HEALTH E T"‘Q'FUT”E_CCH‘S""SO [~
g" I sttt n: VIRGIRIA
& eRA Commons ] COMMONEALTH
s - UNIVERSITY

Wersion 2.6.3 Authority, B0 Log-out
Home Administration Institution Profile  Personal Profile Status eSNAP Links Help

n_Maintain Account Delegate Submit Delegate PPF Edit Change Password Verify NIH Support

NIH Support View

[The NIH Support page lists the NIH application information associated with the selected Principal Investigator (PI). Use this infarmation ta
positively identify Pls associated with your institution

NIH Support €11 - 230123 13X

Institution Name Support Type Support Identification  Support Description :reporl SIS :‘:t::n

STRUCTURE AND
MOORE,PETERE  YALEUNIVERSITY  Application SROIGMOG1256-03  PHYSICAL PROPERTIES 07/01/2002  Awarded
OF RNA
MOORE,PETERB  YALEUNIVERSITY  Application 1510RR0TEE3I-DT MR Consele Uparads nyngo003  awarded
and Cryoprobe
PROGRAM N
' MACROMOLECULAR
MOORE,PETERE  YALEUNIVERSITY  Application spotomazzrrear  rCRONCLECHUAR D400 Awarded
CONTROL
STRUCTURE AND
MOORE,PETERE  YALEUNINERSITY  Application SROTGMOGIZE8-02  PHYSICAL PROPERTIES 07/01/2001  Awarded
OF RN#
PROGRAM N
' MACROMOLECULAR
MOORE,PETERE  YALEUNIVERSITY  Application wporemazzrrezs  ArCRONCLECHUAR | amtiangt  Awarded
CONTROL

O T conimnneinie 07 RIBOSOME iomnainann  neced 5

|&7 httpiffeommans. era.nib.gov/ lilg|° Internet
Figure 2. 7 View NIH Support (PPF6027).

o Click 1998 | {5 return to the Identify Account Profile Screen
(ADM1014).

o Select the Create Account hypertext link to associate the user
account with the existing profile.

April 30, 2004 22 User Account Management



Performing a
Query

; Account Information - Microsoft Internet Explorer
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Search View
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Create

lAn account has been created for PMOORE with an existing profile.

I
First Name? FETER
Middle Name: B
Last Name: MOORE
User Name: PMOORE
Date of Birth: 1061571939
Role: Pl
Account Creator: CCHISMSO
E-mail: chismei@od.nih.goy

[ Contact Us | Frivary Hotice | Disclaimer | Aecessibility ]

4
National Institutes of Health #7y, Depantment of @ 2003 NIH. All Rights Reserved.
@ (HIHY { /g Health Sereen Rendered: 0H00/2004 02:49:26 » Lt
Py 8000 Rodwille Fike - and Human Serices  EDT GRANTS.GOV
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Figure 2. 8 Account Information (ADM1009).

NOTE: For information on creating an NIH Profile account not associated with
any NIH Support, see the previous heading “Creating a New User Account.”

Updating Existing Accounts

Updating user accounts involves executing a query then modifying user roles,
reassigning accounts to another user, update account data, or resetting the
account password.

To update an existing account, first a query must be performed. Access the
Account List Screen (ADM1007) by:

o Select the Administration tab option, Accounts, then Maintain
Account.
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Role

Account Status

2} Account List - Microsoft Internet Explorer =181 x|
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Figure 2. 9 Account List (ADM1007).

To perform a query, use any one or combination of search criteria fields
described below, in conjunction with the User’s First and Last Name, or User ID
to locate a user account.

The role affiliated with the account (e.g. Administrative Assistant (AO),
Administrative Officer (AO), Signature Official (SO) ). For more information,
se the heading “User Roles.”

One or more roles can be selected by pressing and holding Ctrl, then selecting
multiple roles.

NOTE: ALL is the default value for this field and returns all possible account
roles.

The current status of the account profile (e.g., Active, Pending, Not Affiliated,
and All.) For a description of each status, see Table 2. 1.

Table 2. 1 Account Status Descriptions

Account Description
Status

Not Affiliated | Displays a list of users who have submitted grants/applications but
are not affiliated with the NIH eRA Commons system. Using the
“Not Affiliated” status to perform a query returns any PI at an
institution that has submitted an application within the last 5 years.

Pending Displays a list of users that have requested an NIH eRA Commons
account and are awaiting NIH verification (pending accounts). This
temporary status generally lasts 2 to 3 business days. In the Action
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Wildcards can be used to
return a list of User Names.

User Name

User ID and eMail
Address

Account Status

column, a hypertext link is provided for viewing the status of the
pending account.

Active Displays a list of users having a profile that has been associated with
an NIH eRA Commons account (active users). In the Action
column, hyperlinks are provided for viewing, editing, and deleting
the account. Active PI accounts have an additional hyperlink for
delegating PI authority.

All This query option displays a list of all of the above users.

e  Once all query criteria has been entered:

e C(Click to execute the query.
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Figure 2. 10 Query Executed (ADM1007).

The Account Hit List returns all user accounts matching the query criteria within
a list of up to 50 records per page. The following information or functionality is
provided within the Hit List columns.

Active user accounts will display the User’s Name as a hypertext link.

e Select the PI’s Name to view the NIH Support for
verification/confirmation of the user profile.

A user ID and email address will display for users that have an NIH eRA
Commons account.

Active accounts have hypertext links to view, edit, or delete account information.
Pending accounts will have a hypertext link to view the account status. An
account status of Not Affiliated displays a list of user accounts that have
submitted grants/applications; however, are not affiliated with the NIH eRA
Commons system and have a hypertext link of Create Account.
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Action

Modify User
Account
Information

The Action column, provides the following hyperlinks:

Create Account (for inactive user accounts that do not have an
account). For more information, see the heading “Creating New User
Accounts.”

Create Affiliation (for PIs that have not been affiliated with an
institution). For more information, see the heading “Create
Affiliation.”

View (for viewing Account Information).

Edit (for editing Account Information). For more information, see the
heading “Modify User Account Information.”

Delete (for deleting Account Information). For more information, see
the heading “Deleting User Accounts.”

Delegate Pl (for Active PI accounts have an additional hypertext link
for delegating PI authority. For more information, see the heading
“Delegate Authority.”

Status (for Pending PI accounts). For more information, see the
heading “Update Profile Status.”

Administrators can use the Edit Account Screen (ADM1003) to update user
account information, modify user roles, change/update email account, reassign
accounts, lock/unlock accounts, and reset passwords.

To access the Edit Account Screen (ADM1003):

Select the Administration tab option, Accounts, then Maintain
Account.

Execute a Query to locate the specific user. For more information, see
the heading “Performing a Query.”

Select the Edit hypertext link adjacent to the desired user account.
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Update Role

Change Email Address

Reassign Account

AR
A

; Edit Account - Microsoft Internet Explorer & Iil
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User Name;
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Figure 2. 11 Edit Account (ADM1003).

e Select the role(s) to which the account will be changed by pressing and
holding the Ctrl key and selecting multiple roles.

e Click to update the account with all changes.

NOTE: Other account information can be updated at this time.

An email is sent to the account holder providing them with a full description of
all changes made.

Email text can be updated from the Edit Account Screen (ADM1003) using the
eMail field. Once updated, an email is sent to the account holder with a full
description of changes made.

e Click to update the account with all changes.

NOTE: Other account information can be updated at this time.

Administrators can reassign accounts created by one administrator and assign
the account to another administrator. The user name of the target administrator
must be selected before the form is submitted.

To reassign an account to another Administrator:
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Change Account Lock
Status

# Edit Account - Microsoft Internet Explorer - ﬂlil
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Figure 2. 12 Edit Account (ADM1003).
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e Select the drop-down list LI icon adjacent to the Reassign
Account field label.

o Select the user name to which the account will be reassigned.

e The page refreshes to update the name, email, and role information for
the new user name.

NOTE: Other account information may be updated at this time.

e Click to reassign the username and update all changes.

NOTE: An email is sent to the account holder (the account that is being edited)
providing them with a full description of changes made.

Users cannot log on to the system once their account is locked. An account can
be locked:

e  When a user exceeds the maximum number of log in tries.

e The account can be manually locked by the NIH eRA Commons
System Administrator.

To change the account lock status:
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Reset Password
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Figure 2. 13 Edit Account

e Select the o Lock radio button adjacent to the Account Lock Status
field label.

e Click to update the account with all changes.

Once submitted, an email is sent to the account holder with a full description of
changes made.

NOTE: Other account information can be updated at this time.

The password can be reset to a system-generated password. When users forget
their password and cannot log on to the system or when the maximum number
of logins has passed and users are “locked out” of an account. Resetting the
password will change your account status from “locked” to “unlocked.”
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Figure 2. 14 Reset the Password (ADM1003).

The rules for resetting a password are as follows:
e The password is reset to the user’s last name in lower case letters.

o Ifthe length of the last name is less than the minimal number of
characters, the password is padded with numeric values starting with 1
(e.g., vul234).

e If the last name contains any characters not allowed in the password

field (e.g., spaces), the password is reset to the username instead of the
last name.

To reset the password:

e Select the o Yes radio button adjacent to the Reset Password field
label.

e Click to update the account with all changes.

Once submitted, an email is sent to the account holder with a full description of
the new password and a contact name.

NOTE: Other account information can be updated at this time.
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Deleting User
Accounts
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Figure 2. 15

NOTE: As soon as users log on with the new password they are prompted to
change the password. For more information, see the heading “Changing Your
Password.”

Deleting an account removes the user’s affiliation at the institution from the NIH
eRA Commons. Only Extramural Administrators may perform this function.

To delete a user account access the Edit Account Screen (ADM1003):

e Select the Administration tab option, Accounts, then Maintain
Account.

e Execute a Query to locate the specific user. For more information, see
the heading “Performing a Query.”

e Select the Edit hypertext link adjacent to the desired user account.
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A work-in-progress record is a
set of transactions, made
private during grant award
processing, which are not yet
official records.

Provisional

Permanent
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Figure 2. 16 Delete Account Confirmation (ADM1002).

e  (Click the Delete button to confirm the deletion and return to the
previous page.

NOTE: Deleting an account does not remove the user’s profile, nor does it
remove any work-in-progress records associated with the user’s profile.

Update Profile Status

Extramural Administrator has the authority to update the profile status for new
and existing accounts. Once the account has been assigned to an institutional

administrator, the account can then be associated with an NIH professional
profile.

When an account is associated with an NIH profile, the Commons has
established a relationship (linked) between the Commons profile and the NIH
profile. The “Profile Status” is the status of the person profile. Valid values are
provisional, which is the default value, permanent, and blank.

Users with a provisional profile (PROV) can manage one’s own account (not the
profile) and view the institutional profile (IPF).

Users with a permanent profile (PERM) can perform all Commons functions.
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Viewing Pending
Status

Once a NIH eRA Commons account has been requested, users are granted a
temporary status until the account is verified. When an account has a status of
Pending, Extramural Administrators can access the Account Request Status
Screen (ADM1025) to view whether the account is pending PI review or NIH
review.

To view the status of an account a query must be performed. Access the
Account List Screen (ADM1007):

e Select the Administration tab option, Accounts, then Maintain
Account.

e Execute a Query to locate the specific user. For more information, see
the heading “Performing a Query.”
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Figure 2. 17 Account List Screen (ADM1007).

o Select the Status hypertext link adjacent to the PI’s name and access
the Account Request Status Screen (ADM1025) illustrated in Figure 2.
18.
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Figure 2. 18 Account Request Status (ADM1025).
Pending Pl Review Accounts that are pending PI review indicate that the PI has not validated the

account request.

e Click the RN ETE button to send another email request for

validation of the PI account.

Pending NIH Review Accounts that are pending NIH review indicate that the NIH has not completed
the validation request and the account has not yet been activated.

NOTE: This temporary status generally lasts 2 to 3 business days.
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Verifying NIH Support

New users who are Pls receive an email that provides a link to a special form
that the PI uses to confirm information that NIH has regarding the PI’s
participation in grant applications, committee involvement, and training
appointments. The Verify NIH Support Screen (PPF6032) facilitates
confirmation of a PI’s NIH support.

PI’s with existing user accounts can access the Verify Support Screen by:

e Selecting the Administration tab option, then Accounts, then

Verify NIH Support.
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Figure 2. 19 Verify NIH Support (PPF6032).

Review the on-screen information for each available section (NIH Support,
Committee Involvement, and Principal Investigator):

o Select the o Correct or o Incorrect radio button for each entry to
verify the accuracy of the information.

e Scroll to the bottom of the screen and add any remarks to the
“Comments for NIH” field.

Click the Continue Account Request o notify the NIH

that you have validated your information.

NOTE: Once this form is complete, PIs will receive an email with user account
information.

User Account Management 35 April 30, 2004



Add Additional
Grant Information

To add additional grant information:

e  C(Click the S (1A SR |button

/2 Add NIH Support - Microsoft Internet Explorer =] x|
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Figure 5. 1 Add NIH Support (PPF6030).

First a query must be performed:

e  Enter one complete grant number.

e  Alternatively, use the drop-down list LI icon to select an IC and enter
a grant serial number.

NOTE: The IC and Serial Number fields are followed by an asterisk (*) and are
required.

e C(Click to execute the query.

April 30, 2004

36 User Account Management



; Add NIH Support - Microsoft Internet Explorer == |5|
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Figure 5. 2 Add NIH Support (PPF6030).

Once a query is executed, the results display within the “Search Result” area.

e Click the Add Grant hypertext link adjacent to the associated grant
number to return to the Verify NIH Support Screen (PPF6032).

e Select the o Correct or o Incorrect radio button for each entry to
verify the accuracy of the information.

e Scroll to the bottom of the screen and add any remarks to the
“Comments for NIH” field.

e Click the _ “0MUNUE ACEOUNTREAUEST |, 1o1ify the NIH

that you have validated your information.

NOTE: For users creating a new account, in approximately two business days
you will receive a notification email indicating that your PI account has been
created. The email will contain your username and a randomly generated
password.
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Institution Profile

The IPF code uniquely identifies
each distinct grantee
organization and can contain up
to 10 digits.

The Institutional Profile (IPF) number is the official code assigned by the Data
Control Unit of OD/OPERA, which is carefully controlled to facilitate reporting
and analysis of grants by institution. IPF data consists of a central registry of
names, locations, geographic information and other selected data for
organizations participating in PHS extramural programs.

Authorized Grantee Organization officials are able to update organizational
contact information (Organizational Profile), which includes institution name,
address, administrative officials, financial, assurance, and certification
information.

Once an Institution account is created, the IPF is updated with the organizational
information from registration; however, the institutional profile may be updated
at any time.

View Institutional Profile

To view the basic institutional profile:
o Select the Institution Profile tab, then the Basic option access the

View Institution Profile Screen (IPF2007).
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Figure 3. 1 View Institution Profile (IPF2007).

A read-only page, the View Institution Profile Screen (IPF2007) provides basic
Institution information and lists the Institution name and contact information.
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Edit Institution
Profile
Information

Assurances are written, binding
commitments an institution
submits to a federal agency,
promising to comply with
regulations and stating
procedures for achieving
compliance.

NOTE: Only SOs can modify institution information.

The SO has the authority to edit the IPF information.

To edit:

o Select the Edit hypertext link illustrated in Figure 3. 1 to access the
Edit Institution Profile Screen (IPF2006).
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Figure 3. 2 Edit Institution Profile (IPF2006).

Edit the information noting the following:

e All fields followed by an asterisk (*) are required.

e C(Click to update all changes.

NOTE: Users without authorized access will view the Institutional Profile (IPF)
information as read-only.

Viewing IPF Assurances and
Certifications

The Assurances/Certification Information Screen (IPF2005) contains data
elements that compose assurance/certification information about an institution
(e.g., human subjects assurance number, IRB approval date, IRB type, animal
welfare assurance number, IACUC approval date, assurances and certifications,
and unacknowledged certification explanation).
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To access:

e Select the Institution Profile tab, then the Assurances and
Certifications option.

The ORI Cem'ﬁcation Status /Y IPF Assurances and Certification - Microsoft Internet Explarer == x|
displays the status ofthe J Fle Edt Yiew Favorites Iools Help H Gsnantt
. . . . Wielcome cchismso =
sc[entlfic mlsconductpollcy g»»e% NATIONAL INE” TUTES OF HEALTH i[l[[ Institution VIRGINA
; : [ RA & COMMONWEALTH
assurance certification from o e ommons wdh 1 he v
OR] Version 2.5.3 Autharity: S0 Log-out

Personal Profile Status eSNAP Links Help
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View Edit
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Age Discrimination Assurance ~ 080272003
Civil Rights Assurance = 080272003
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Delinguent Debt Assurance E 03i02/2003
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Handicapped Individuals Assurance E 03i02/2003
Human Subjects ¥ 030272003 ;l
@] https://commons. kest.era.nih.gov/commons/detailsage. do?mod nu_i h ftution+Profie. Institutior | | 2) 4@ Internet

Figure 3. 3 IPF Assurances and Certification (IPF2005).

A read-only page, the IPF Assurances and Certification (IPF2005) provides a
checklist of Assurances and Certifications for grantee institutions to verify of
compliance.

NOTE: Not all assurances and certifications may be applicable to each
institution.

Edit IPF The SO has the authority to enter changes and updates to the IPF information.

A d To edit:
ssx_u:anc_es an o Select the Edit hypertext link illustrated in Figure 3. 3.
Certifications

ZJ Edit IPF Assurances and Certifications - Microsoft Internet Explorer 18] x|

J Filz  Edt Yew Favortes Tools  Help “ Sisnagt 31
NATIONAL INSTITUTES OF HEALTH ! ; \Weicome cenismso =
gté% i [" Institution: VIRGINIA
eRA Commons .J[. COMMONWEALTH
st - UNIVERSITY
Version 263 Authority 50 Log-out

Home Administration Institution Profile Personal Profile Status eSNAP Links Help

Basic Assurances and Certifications Maintain Org Hierarchy Institution Usage
Edit IPF Assurances and Certifications @

View Edit
ORI Cerification Status: Assurance Received and Accepted
ORI Cerification Date. 0473012004
Assurances and Certification e
Age Discrimination Assurance v ;ugmzmua
Civil Rights Assurance 3 | ;ngmgmnna
Conflict of Interest Assurance il I ;oatuzmoa
Delinguent Debt Assurance 2 | ;ugmzmua
Drugfree Warkplace Assurance ~ I ;loatuzfzuoa
Handicapped Individuals Assurance 2 : 089/02/2003 | =
|&] https:ficommans.test. era.nih. gov/commons/detail isage do?made=viewsmeny_itemPath=Institution+Profile Institutior | |2 (4 Intjet =
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Figure 3. 4 Edit IPF Assurances and Certifications (IPF2004).

e  Select the checkbox for the desired assurance.

e Enter an explanation of the certification in the adjacent text box.

e Click to update all changes.

NOTE: Users without authorized access will view the Edit IPF Assurances and
Certifications information as read-only.

Managing Organization Hierarchy

Organized into a three-level organizational hierarchy grantee institutions are
made up of a School Name, Division, and Department. This hierarchical
structure can be modified from the Maintain Organization Hierarchy Screen
(IPF2014).

To access:

o Select the Institution Profile tab, then the Maintain Org

Hierarchy option.

; Maintain Organization Hierarchy - Microsoft Internet Explorer = |5|
|J File Edit VYew Favorites Tools Help “ QSnagIt & ﬁ
NATIONAL INSTITUTES OF HEALTH Welcome cehismso B
T Institution: VIRGIMNIA
& eRA Commons U COMMONHEALTH
Tt - UNIMERSITY
Version 2.6.3 Authority: 50 Log-out

Home Administration Institution Profile Personal Profile Status eSNAP Links Help

Basic Assurances and Cerlifications _ Maintain Org Hierarchy __Institution Usage

Maintain Organization Hierarchy @

School:

Division: NONE | Mew | Edit Deactivate |

ﬂl Deactivate |

Departments Create a new departiment

Department Name A
MOME MOME Edit | Deactivate

[ Contact Us | Privasy Notice | Disclaimer | Accessibility ]

»
National Institutes of Health _.‘ 2 Department of @ 2003 MIH. All Rights Reserved.
{'é:;‘i% (QNDI;g Roduille Pike i {(é :::I:—Tuman Senices EE;E" Rendeted: DAZEO0405 2642 >-!':: GRANTS.GOWV™
Bethesda, Mandand 20892 Screen Id: IPF2014 FIND. APPLY. SUCCEED LI
&) E T
Figure 3. 5 Maintain Organization Hierarchy (IPF2014).
The Maintain Organization Hierarchy Screen provides the access point for
editing, creating, and deactivating the organizational component.
To access a specific School:
. . -
e  Click the drop-down list J button.
e Select a School Name from the listing.
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Hierarchy - Microsoft Internet Explorer == |5|
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Figure 3. 6 Selecting a School within an Institution.

Once the School Name is selected, any associated Division or Departments will
display within the lower half of the page.
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Figure 3. 7 Maintain Organization Hierarchy (IPF2014).
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Edit School
Information

Edit the Division

To edit the School Name:

o Select the Institution Profile tab, then the Maintain Org
Hierarchy option.

e Select the drop-down list ﬂ button adjacent to the School Name.
e Select the School Name from the listing.

e Select the EI button adjacent to the School Name to access the Edit
School Screen (IPF2016).

2 Edit School - Microsoft Internet Explorer =[] x|
|J File Edit VYew Favorites Tools Help “ QSnagIt & ﬁ
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Version 2.6.3 Authority 50 Log-out
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School Name:™ |(Ahio)AREA HLTH EDUCATION CTR E ok from recommended list,
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Save || Cancel
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Figure 3. 8 Edit School (IPF2016).

NOTE: All fields followed by an asterisk (*) are required.

o Edit the existing text or Type-in the School Name.

e Alternatively, click the Pick from recommended list hypertext link
and select the School Name from the drop-down listing.

NOTE: Selecting the Pick from recommended list hypertext link causes the
hypertext link User define school name to display. Select this hypertext
link to restore the previously displayed School Name.

e  Click the drop-down list ﬂ button adjacent to the School Category and
select a Category from the drop-down listing.

. Sawve . . N
e C(Click 4 to update the information and return to the Maintain
Organization Hierarchy Screen.

The Division is the major subdivision within an Institution of Higher Education.
To edit the Division Name:

e  Click the drop-down list ﬂ button adjacent to the Division Name.
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Edit Department

e Select the Division Name from the listing.

e Select the EI button adjacent to the School Name to access the Edit
Division Screen (IPF2013).

ion - Microsoft Internet Explorer - ﬂlil
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Figure 3. 9 Edit Division (IPF2013).

o Edit the existing text or Type-in the Division Name.

e Alternatively, click the Pick from recommended list hypertext link
and select the Division Name from the drop-down listing.

NOTE: Selecting the Pick from recommended list hypertext link causes the
hypertext link User define school name to display. Select this hypertext
link to restore the previously displayed Division Name.

. Sawve . . N
e C(Click 4 to update the information and return to the Maintain
Organization Hierarchy Screen.

The Department is a subdivision within the Division.

To edit the Department Name:
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Figure 3. 10 Maintain Organization Hierarchy (IPF2014).

e Select the Edit hypertext link adjacent to the Department Name to
access the Edit Department Screen (IPF2011).

epartment - Microsoft Internet Explorer - ﬁ‘|£|
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Figure 3. 11 Edit Department (IPF2011).

o  Edit the existing text or Type-in the Department Name.
e Alternatively, click the Pick from recommended list hypertext link

and select the Division Name from the drop-down listing.
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Adding New
Hierarchical
Components

Add Division Name

NOTE: Selecting the Pick from recommended list hypertext link causes the
hypertext link User define school name to display. Select this hypertext
link to restore the previously displayed Division Name.

e  Click the drop-down list ﬂ button adjacent to the Department
Category and select a Category from the drop-down listing.

. Save . . N
e Click 4 to update the information and return to the Maintain
Organization Hierarchy Screen.

To add a new School Name:
o Select the Institution Profile tab, then the Maintain Orqg
Hierarchy option.

e Select the M button adjacent to the school name to access the
Create New School Screen (IPF2015).

/Z Create New School - Microsoft Internet Explorer
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Figure 3. 12 Create New School (IPF2015).

NOTE: All fields followed by an asterisk (*) are required.

e Type-in a School Name.

e  Click the drop-down list ﬂ button adjacent to the School Category and
select a Category from the drop-down listing.

. . Sawe . . L
e Click 4 to update the information and return to the Maintain
Organization Hierarchy Screen.

To add a new Division Name:
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o Select the Institution Profile tab, then the Maintain Orqg
Hierarchy option.

e Select the M button adjacent to the Division Name to access the
Create New Division Screen (IPF2012).
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Figure 3. 13 Create New Division (IPF2012).

e Type-in a Division Name.

e Alternatively, click the Pick from recommended list hypertext link
and select the Division Name from the drop-down listing.

NOTE: Selecting the Pick from recommended list hypertext link causes the
hypertext link User define school name to display. Select this hypertext
link to restore the previously displayed Division Name.

. Sawve . . N
e C(Click 4 to update the information and return to the Maintain
Organization Hierarchy Screen.

Add Department To add a new Department Name:

Name e Select the Institution Profile tab, then the Maintain Org
Hierarchy option.

e  Select the Edit hypertext link adjacent to the Department Name to
access the Create New Department Screen (IPF2012).
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Figure 3. 14 Create New Department (IPF2010).

e Type-in a Department Name.

e Alternatively, click the Pick from recommended list hypertext link
and select a Department Name from the drop-down listing.

NOTE: Selecting the Pick from recommended list hypertext link causes the
hypertext link User define school name to display. Select this hypertext
link to restore the previously displayed Division Name.
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Figure 3. 15 Create New Department (IPF2010).
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Deactivating
Hierarchy
Components

e  Click the drop-down list ﬂ button adjacent to the Department
Category and select a Category from the drop-down listing.

. Sawve . . N
e C(Click 4 to update the information and return to the Maintain
Organization Hierarchy Screen.
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Figure 3. 16 Maintain Organization Hierarchy (IPF2014).

The hierarchical structure cannot be deleted from the eRA Commons. Schools,
Divisions, or Departments within an organization that have active awarded or
pending applications associated with the structure cannot be deactivated.

To deactivate:

e  Move the active awarded and pending applications to another hierarchy
within the same organization.

e Perform the steps to deactivate.

NOTE: Once a hierarchical component is deactivated it cannot be reactivated;
however, it can be added. For more information, see “Adding New Hierarchical
Components.”

Perform the following steps to deactivate:

o Select the Institution Profile tab, then the Maintain Orqg
Hierarchy option.
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Figure 3. 17 Maintain Organization Hierarchy (IPF2014).

e Select the m button adjacent the to School or Division

Name.

NOTE: When deactivating a selected School/Division, the next active
School/Division within the organization is selected as the listed School/Division.
In cases where another School/Division is unavailable for the organization, the
School/Division field becomes blank and a new School/Division must be

created.

e Alternatively, select the Deactivate hypertext link adjacent to the
Department Name.
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Figure 3. 18 Maintain Organizational Hierarchy (IPF2014).
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e  Once selected, the Organizational component is deactivated.

Once deactivate, the hierarchical component is no longer visible as part of the
organizational structure and cannot be reactivated. To reactivate, it must be
added as a new component.

NOTE: Only hierarchy department and major components that have do not have
active grants can be deactivated.

View Institution Usage

The View Institution Usage Screen (IPF2003) displays a summary of Institution
users. Extramural Administrators may view the read-only page for total number
of accounts and total number of overall logins for the institution.

To access:
e Select the Institution Profile tab, then the Institution Usage
option.
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Institution Usage Detail 1 - 10 outof 28 records  Prev 1 2 3 Mext
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Figure 3. 19 Institution Usage (IPF2003).
Ten names per page are displayed. To view additional names:
e  Click the Next hypertext link as illustrated in .
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Managing Personal Profile
Information

The Commons supports the establishment, monitoring and updating of
information profiles. Commons users and Principal Investigators (PI) can create
and edit their Professional Profile File (PPF) to update individual contact and
biosketch information. Users may also delegate the authority to update personal
profile information to other users. For more information, see the heading
“Delegating/Revoking Personal Profile Edit Authority.”

As illustrated in Figure 4. 1, the following information can be accessed from the
Personal Profile module:

e  Personal Information e Residential Address
e Race/Ethnicity e Degrees
e Employment e Publications

e Reviewer Address
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Figure 4. 1 Personal Profile Screen (PPF6010).
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Editing Personal
Profile
Information

Personal Information

The Personal Information Screen (PPF6008) provides fields for entering or
editing personal identifying characteristic information.

To access:

e Select the Personal Profile tab, then the Personal Information

option.
/3 Personal Information - Microsoft Internet Explorer =1
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Figure 4. 2 Personal Information Screen (PPF6008).

A minimum amount of information has been obtained from the user account
creation. To update:

e All fields followed by an asterisk (*) are required.

e Click to update all changes.

NOTE: A confirmation message displays on-screen.

o Select Ml to return to the Person Profile Screen (PPF6010).

Upon accessing the Personal Information Screen (PPF6008), all available
information is retrieved and this data can be updated at any time.

NOTE: Detailed editing instructions are available for editing the Degree and
Publication Information sections.
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Add/Edit Race/Ethnicity Information

The Race and Ethnicity Information Screen (PPF6011) facilitates identification
of multiple races.

To access:

e Select the Personal Profile tab, then the Race/Ethnicity option.
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Figure 4. 3 Race/Ethnicity Screen (PPF6011).
The OMB has changed the breakdown of ethnicity/racial groupings into separate
groups.
o All fields followed by an asterisk (*) are required.

e  Users must select an ethnicity and a race.

e Click to update all changes.

o Select Ml to return to the Person Profile Screen (PPF6010).
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Employment

The Employment List Screen (PPF6005) allows users to add or update their
research and professional employment history and positions held.

To access:
e Select the Personal Profile tab, then the Employments option.
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Figure 4. 4 Employment List Screen (PPF6005).

By default the institution that the user’s account is associated with will display
on the initial screen.

To edit an existing employment record:

o Select the Edit hypertext link adjacent to the employer's name.

Editing an
Existing
Employment
Record
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Employment Type:™ IFederaI - Is this your primary employment? [
| [Employment Address
Line 1:* [P BOX 980568 city:* [RICHMOND

Linez: | States™ VIRGINIA -
Line3 | Zip Code:™ 232980568 -
|

4

&7 http:fuevw.rih.gowy lilg|° Internet
Figure 4. 5 Employment Info Screen (PPF6005).

Once the employment information is retrieved, edits can be made.

For more information on the fields within the Employment Info Screen, see the
heading “Add New Employment.”
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Add New
Employment

Employment information is based on a specific time period. A single
employment for a person may be with one of three employers:

1. An external organization
2. A department of an external organization

3. A Federal organization.

To add a new employment record:

«  Click the _ AddNewEmployment [ o

a Add New Employment - Microsoft Internet Explorer ;Iilil
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Figure 4. 6 Add New Employment Screen (

For employment within an institution of higher education.

Find

e  (Click the button.
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Figure 4. 7 Institution Selection (PPF6014).

A search may be performed to locate the Institution Information:

e  Enter the full Institution Name or use a combination of fields to
identify the Institution desired.

e Alternatively, a mixture of text and wildcards can be used.

e Click to execute the query.

o  Scroll through the list of Institution Names

o  Click the Select hypertext link to make a selection and return to the
Institution Selection Screen

To select an NIH Institution or Center:

e Select the drop-down list LI icon adjacent to the NIH Institute or
Center field label and select an IC from the list.
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dd New Employment - Microsoft Internet Explorer - ﬂlil
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Figure 4. 8

Complete the on-screen items noting the following.

o All fields followed by an asterisk (*) are required.

to save all changes.
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Figure 4. 9 New Employment Added (PPF6006).

e Select M to return to the Person Profile Screen (PPF6010).
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NOTE: The employment address is used by the grants management community
to associate the user with grant applications

Reviewer Address

The reviewer address is used for users designated as Reviewers for grant
applications.

To access:

e Select the Personal Profile tab, then the Reviewer Address
option.
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Figure 4. 10 Reviewer Address Screen (PPF6015).

Complete the on-screen items noting the following.

e All fields followed by an asterisk (*) are required.

e Click to save all changes.

o Select Ml to return to the Person Profile Screen (PPF6010).

Confirmation of When updating the Employment, Reviewer, or Residential Addresses, in the
. event an email address is entered that differs from the email address entered
Email Address during account creation, a confirmation screen displays.
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Figure 4. 11 Confirm eRA eMail Screen (PPF6019).

o Select EI to update the eRA eMail address

o

e Select to return and make corrections.
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Residential Address

The residential address is the home address of the user.

To access:

e Select the Personal Profile tab, then the Residential Address
option.

/3 Residential Address - Microsoft Internet Explorer =] x|
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Figure 4. 12 Residential Address Screen (PPF6035).

Complete the on-screen items noting the following.

o All fields followed by an asterisk (*) are required.

e Click to save all changes.

e Select ﬂl to return to the Person Profile Screen (PPF6010).
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Degrees
The Degrees Screen lists awarded and expected academic degrees.

To access:

e Select the Personal Profile tab, then the Degrees option.
ternet Explorer == x|
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Figure 4. 13 List of Degrees Screen (PPF6002).

Addlng a Degree To add a Degree:
e Click the | button.
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Figure 4. 14 Add New Degree (PPF6000).
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Add Publication
Information

Complete the on-screen items noting the following.

e All fields followed by an asterisk (*) are required.

e Select the drop-down list LI icon adjacent to the Degree Name and
select a valid degree from the list.

e Click to save all changes.

e  Select M to return to the Person Profile Screen (PPF6010).

Publications

Publications. Lists the peer-reviewed publications directly relevant to the
proposed project, with full citation text and the National Library of Medicine
(NLM) accession number.

To access:

o Select the Personal Profile tab, then the Publications option.
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Figure 4. 15 List of Publications Screen (PPF6015).

To add Publication Information:

Add Mew Fublication

e  (Click the I button
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Figure 4. 16 Add New Publication Screen.

Complete the on-screen items noting the following.

o All fields followed by an asterisk (*) are required.
e Click to save all changes.

e Select ﬂl to return to the Person Profile Screen (PPF6010).
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Status Module

The eRA Commons Status module is a secure, interactive Web interface for the
NIH and applicant/grantee regarding notifications and status of NIH business
transactions. Grantees and grantee organization administrative officials may
access this module and obtain status information about proposals, pending grant
applications and awards.

The Status Module allows Principal Investigators to review basic aspects of the
status of applications sent to the NIH, including pending review, review
outcome, pending Advisory Council action, and award status. Grantee
Organization Officials (i.e., Signing Official (SO) or Administrative Official
(AO) associated with the institution) are able to view pending actions for all
applications originating from their organization, review the NGA and progress
reports for all PIs within their organization.

General Search

The General Search Screen (STA4022) is the default search feature, which
provides search options for applications in general.

To access:

e Select the Status tab.

/3 Commons Status Query - Status - Micrasoft Internet Explarer =181 x|

Jg\e Edit Wiew Favorites Tools  Help

Welcome cchismso =
3&‘% NATIONAL INSTITUTES OF HEALTH . Inetitution: VIRGINIA
5@ eRA Commons PR COMMOMEALTH
-

UNMERSITY

Version 2.6.3 Authority.  FSR PI 50 Log-out
Home Administration Institution Profile Personal Profile eSNAP FSR Links Help

Status

Bl Status General Search
= General Search Type Activity Code Institution Code  Serial Mum, Support e, Suffix
Just In Time Grant Number l— l— l_ l— l— l—

Ending Progress Report
Recently Awarded
Training Grants

Number I

Eellowships i Last First
eApplications I I
Application Status lm

Budget Start Date fygpy |04/30/2003 @(MMIDDNWY) To|10/30/2004 @(MMIDDNWY)
Budget End Date From Emmooron o Emmorarng

O ization School
Hierarchy |ALL j
Diwision Department
ALL = ALL x
.
Search Clear
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Figure 5. 1 NIH eRA Commons Status General Search Screen.
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Grant Number

Accession Number

The General Search Screen provides initial access to the Status module.
Standard query options for the Signing Official (SO) and the Administrative
Official (AO) are available. The screen provides an interface for launching
application specific functionality such as eSNAP, Just In Time, and Project
Extensions when available for a particular application within the query results.

NOTE: Electronic application submissions to the NIH are available through the
Status interface.

Performing a Query

All queries, within Status, are performed similarly. Criteria are entered within
the parameter fields and once the query is executed, the Hit List displays a list of
grants that meets the criteria. Queries can be created using one or a combination
of query parameters.

To enter a query:

Tab

e Usethe key to move between fields when entering criteria.

e  Use the drop-down list j button to select criteria from a list of
options.

e  (Click the button.

Cl o
e Use the ﬂl button to remove all entered criteria from the search
fields before entering another query.

NOTE: The Clear button removes only entered query criteria.

To narrow your search, use the following field definitions and examples.

A Grant Number consists of six (6) fields and by entering criteria within one or
a combination of fields that make up the grant application number; PO’s may
access all grants within eRA.

The application number identifies the type of application (e.g., Type 1- New,
Type 5 — Noncompeting continuation, etc.) activity code (e.g., RO1 —
Research Projects, PO1 — Research Program Projects, etc.), administering
organization (e.g., Al — National Institute of Allergy and Infectious Diseases),
serial number assigned by CSR, suffix showing the support year for the
grant and other information identifying a supplement, amendment, or a
fellowship’s institutional allowance.

NOTE: For contracts, a modification number replaces the suffix.

The accession number is a unique value assigned to new applications by CSR,
which identifies applications submitted before assignment of the official NIH
grant number.
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Pl Name

Application Status

Entering Dates

Organizational Hierarchy

Status Result -
General Search

The PI Name consists of two (2) fields, the Last name and First name of the
Principal Investigator. Wildcards are used to perform a search. For example:

e Enter the PI’s name (e.g., Peters)

e The Hit List displays Peters, Petersen, Peterson, Petersson, etc.

NOTE: The Status module supports automatic use of the wildcard character %;
however, this character should never be used alone.

This field is used to search for grants based on the current status of the grant
within the grant life cycle. More than one status code is included in a “status
group.”

e  Click the drop-down list j button to view the options.

e For the Pending Progress Report select “Pending” from the Application
Status drop down list.

All dates such as, Budget Start Dates and Due Dates, are entered using the
format MM/DD/YYYY.

e Alternatively, select the Calendar icon E' to access a Calendar
window where the desired date can be selected.

The Organizational hierarchy applies only to institutions of higher education,
which contains a hierarchical structure consisting of the School (Major
Component Category), Division, and Department Name.

e  Use the drop-down list j button under the School category and
select one of the available listings for the default Institution.

Once a query is executed the retrieved records are displayed in rows and can be
reordered using the directional arrow options. Users may launch application
specific functionality such as the NGA, eSNAP, Just-in-Time (JIT), and project
extensions directly from the Hit List. Electronic applications submissions to the
NIH are available through the Status module as well.
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Figure 5. 2 General Search — Hit List (STA4023).

NOTE: Hypertext links are provided to access additional reference
documents/information. For more information, see the individual headings
described below.

Sorting the Hit List The default sort order is by grant number; however, sort icons are provided
above each column to sort the records.

-y
e Click the up or down ™ arrow to sort by descending or ascending
order.

e  Click the right K1-pore 1D arrow key to move to the next
page when a query exceeds the page maximum.

General Search Screen Related Links
and Documents

Once a query is executed and the Status Result — General Search Screen
displays, the following hypertext links are available.

Status The Status Results Hit List provides a listing of grant numbers as hypertext
. links. Selecting a grant number launches the Status Information Screen
Information (STA4002), which displays general grant information, status history, contacts

and more for the selected grant number.

e Select the grant number hypertext link to access Status Information
for the selected grant.
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Other Relevant
Documents

Notice of Grant
Award (NGA)
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Figure 5. 3 Status Information (STA4002).

e Scroll to the bottom of the page and select the Back hypertext link to
return to the Status Results Hit List (STA4023).

The Other Relevant Documents section displays varying documents based on
the status of the selected grant in the form of hypertext links.

o Select the eApplication hypertext link for access.

The NGA is the official grant award document notifying the grantee and others
that a grant has been made. The NGA contains or refers to all terms and
conditions of the grant, and provides the documentary basis for recording the
obligation of Federal Funds in the agency’s accounting system.

o Selecting the NGA hypertext link from the Status Results Hit List
launches a Word version of the Notice of Grant Award.
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eSNAP
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Figure 5. 4 Notice of Grant Award (NGA).

NOTE: Before the NGA displays, an option is provided to view the document or
save it to disk.

The Manage eSNAP page is used to view the eSNAP reports to which you have
access and lets you select an eSNAP report in order to perform various actions
upon it. Accessible from the General Search Hit List, eSSNAP allows users user
to select an old or new form type for an Inclusion Enrollment report with an

unknown form type. Notifications are sent to the AO/SO/PI when submitting an
eSNAP.

/3 eSNAP Menu - Microsoft Internet Explorer MEIES
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Current Reviewer:
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Upload Science Incomplete
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Figure 5. 5 Manage eSNAP (ESP7003).

April 29, 2004

72 Status Module



Prog ress Re port Grantees may submit a progress report to the awarding component’s Grants
Management Office to continue support on a grant. Progress reports must be
submitted annually, two months before the beginning date of the next budget
period. Grantees can determine which progress reports are due.

o Select the Progress Report hypertext link to generate the Grant

Progress Report.
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Figure 5. 6 Grant Progress Report.

Project Grantee Institutions may electronically submit their notification for a no-cost
. extension from the Extension Screen (STA4039). Project Extensions may be
Extensions performed automatically one-time only by the Signing Official (SO) no earlier
than 90 days before the end of the project and no later than the end date.

e Select the Extension hypertext link from the Status Results Hit List to
launch the Project Extensions Screen.
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Process

2} Extension - Microsoft Internet Explorer == x|
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This Grant is eligible to be extended for up to 1 year. Note that only a SO has the ability to perform a project extension and that you may
do this only once through the Commons.

Grant Number: 5RO1AANT3E78-03
Pl Name: Miles, Michael F.
Proposal Title: Microarray Analysis of Acute Ethanal Effects in Brain

To extend the period, selectthe number of manths for which you would like to extend the project period for this grant
Project End Date: 6i30/2004
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Figure 5. 7 Extension Screen (STA4039).

Grantees may extend the final budget period of the project period one time for a
period of up to 12 months beyond the original expiration date, shown in the
Notice of Grant Award (NGA), when the following conditions are met:

e Ifno additional funds are required to be obligated be the NIH awarding
office.

e Ifthere will be no change in the project’s originally approved scope,
and;

e Ifany one of the following applies.

1. Additional time beyond the established expiration date is required
to ensure adequate completion of the originally approved project.

2. Continuity of NIH grant support is required while a competing
continuation application is under review.

3. The extension is necessary to permit an orderly phase out of a
project that will not receive continued support.

NOTE: The fact that funds remain at the expiration of the grant is not, in itself,
sufficient justification for an extension without additional funds.

In extending the final budget period of the project period, the grantee agrees to
update all required certifications, including human subjects and animal welfare,
in accordance with applicable regulations and policies.

Grantees may not extend project periods previously extended by the NIH
awarding office. Any additional project period extension beyond the one-time
extension of up to 12 months requires NIH prior approval.

NOTE: Project extensions may be performed automatically through the NIH
eRA Commons one time only by the SO.
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To submit the Project Extension:

Submitting
e  Enter the project extension date.
e Click the Extend Froject Date | button
/2§ Extension - Microsoft Internet Explorer == x|
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g‘ﬁ' o Institution: VIRGINIA
©: eRA Commons ATTRR COMMONIEALTH
HE]

UNVERSITY

Version 2.6.3 Authority. FSR Pl S0 Log-out
Home Administration Institution Profile Personal Profile Status eSNAP FSR Links Help

Status Resutt
Extension
JApplication Information
Grant Number: SRO1AID44163-05
Pl Name: Caonrad, Daniel H.
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Figure 5. 8 Extension Confirmation (STA4040).

e Click ml to complete the project extension transaction.

Upon notification, the NIH awarding office will revise the project period ending
date and provide an acknowledgement to the grantee.

Just-In-Time (JIT Prior to award, Just In Time (JIT) information for Other Support
( ) Documentation, IACUC, IRB, and Human Subjects Education may be submitted
through the NIH eRA Commons when requested by NIH.

o Select the JIT hypertext link from the Status Results Hit List to retrieve
the JIT data from the database of the adjacent grant.
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Figure 5. 9 Just In Time Screen (STA4038).

Only Signing Officials (SO) may submit JIT information, with only one
opportunity to submit JIT information automatically through the NIH eRA
Commons.

e  Other Support is always required.

e JACUC and IRB dates are also required when the application involves
animal or human subjects.

e  Human subjects education information is required for new key
personnel on grants involving human subjects.

e  Click the Status Result sub-menu option to return to the Status
Result-General Search Screen (Hit List).

NOTE: The JIT feature is available directly from the General Search - Status
Screen (STA4022) as a query screen that retrieves grants with JIT links. For
more information, see the heading Just-In-Time (JIT) on page 78.

The JIT may be saved to a local directory or uploaded using the Import option.

Project Signing Officials may submit a Project Extension automatically to the NIH.
. Extensions may be performed no earlier than 90 days prior to the end date of the
Extensions project and no later than the end date. The change will take affect immediately

upon submission.
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eSubmissions

Extension - Microsoft Internet Explorer - ﬂlil

JE\Ie Edit  Wiew Favorkes Tools  Help |

J daBack ~ = - (@ a4 ‘ @hsearch [GlFavorites £ History ‘ - S
g,w;,% NATIONAL INSTITUTES OF HEALTH 1 iWelcome CCHISMSO =
Institution: VIRGINIA
=) eRA Commons 117 COMMONWEALTH
Hel

UNIVERSITY
Version 2.2.4 Authority: 50 Log-out
Home Administration Institution Profile Personal Profile Status eSNAP Links Help
Status Result
Extension

This Grantis eligible to be extended for up to 1 year. Note that only a SO has the ability to perform a project extension and that you may
do this only once through the Commons.

Application Information

Grant Number: SR3ITAINISTOS-10

Pl Name: Archer, Gordon L

Proposal Title: STAPHYLOCOCCAL METHICILLIMN REBISTANCE LOCUS

To extend the period, selectthe nurmber of months for which you would like to extend the project period for this grant.
Project End Date; 12/31/2003

Extend: & 12ponths  © @Monthe B Months

Thlsww\le}dendtheprolecttol'\ZﬁUZUU‘l

[ Contact Us | Frivasy Notice | Disclaimer | Accessibility ]

ég*" National Institutes of Health #7y, Depattment of @ 2003 NIH. All Rights Reserved 4
A3 { Health Grreen Rendered: 12405003 10-18-34

€ |;|—5|0 Internet
Figure 5. 10 Project Extension.
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The Electronic Submissions screen allows PI or SO to verify eSubmissions. The
status of submitted applications can be queried, tracked and reviewed.

oft Internet Explorer
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= Refused - | cannot verify the content of the submission at this time.

Camment:

Savel Cancel | ¥
4 | 3

& [ S [ mtemet
Figure 5. 11 Verify eSubmission.

NOTE: The IPF option is only displayed for NCAA Access. When displayed
the NCAA User must enter the exact IPF value for this query.
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Pl Status

The PI Status option allows PI's to view the status of proposals where they are
listed as the PI. Accessing the Pl Status hypertext link launches a search for
applications related to PI that’s logged-in.

e Select the Status tab and from the Status menu, select the Pl Status

hypertext link.
/3 PI Status Result - Microsoft Internet Explorer =1
J Ele Edit “iew Favorites Tools Help ‘
J GBack - = - D ﬁ | Qisearch  [GFavorites  (#History | B-SwE
el hi —
g%, NATIONAL INSTITUTES OF HEALTH BLome CEhismsn B
I Institution: VIRGIMNIA
i©®: eRA Commons I COMMONNEALTH
- - UNIERSITY
Version 2.6.3 Autharity.  FSR Pl SO Log-out
Home Administration Institution Profile Personal Profile Status eSNAP FSR Links Help
Status Result
Status Result - Pl Status
Mo records met the criteria
Ko-oor0 B
Application ID: Proposal Title: Institution Application Smlus: Status Dﬂle: Action
Expaort to Excel Show Gluery Print Hitlist
[ Contact Us | Privasy Notice | Disclaimer | Aocessibilite] »
g’““%% Hational Institutes of Health #7y, Department of @2003 NIH. Al Rights Reserued
&3 iy { {@_ Health Sereen Rendered: 05/03/2004 012306 = »
e’ Q000 Rroduille Pike and Human Semices  EDT = GRANTS.GOV
Bethesda, Marland 2002 Sereen Id: §TA4037 FIND. APPLY. BUCCEED =
| &7 hitp: e nih.gows ,_|3|° Internet

Figure 5. 12 Status Result — PI Status (STA4037).

Just-In-Time (JIT)

Just-In-Time is an application timeframe requiring applicants to send
information to the NIH only if an award is likely. Used for other support
information such as TACUC certification, certification of IRB approval, and
Human Subjects Assurance, JIT allows the PI or SO to provide information
directly to the NIH when that information is requested.

To search for JIT applications:

e  Select the Status tab and from the Status menu, select the Just In
Time hypertext link.
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Status Result -
Just-In-Time

mmans Status Query - Statu:
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| Ble Edt wew Favortes Dools Help
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Version 2.6.3 Authority.  FSR PI 50 Log-out
Home Administration Institution Profile Personal Profile Status eSNAP FSR Links Help
Status Result
Status @
Pl Status Just In Time

General Bearch

Type Activity Code Institution Code  Serial Mum. Support ¥r. Suffix

= JustIn Tirme Grant Number
Bending Progress Report
Last First
Training Grants BN | |
Fellowships -
eApnlications Application Status | Pending =
Organization Hi School
[ALL =
Diwision Department

ALL = ALL x
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Search Clear

)

[ Contsct Us | Privacy Motice | Disclaimer | ]
National Institutes of Health #7y Department of ®2003 NIH. All Rights Reserved.
EF ) fg Health Soreen Rendered: D4/30/2004 11:58:31
P 000 Roduwille Pike o2 and Human Services  EDT
Bethesda, Manyland 20882 Soreen Id: STAADZ4

-
»= GRANTS.GOV*

FIND. APPLY. SUCCEED

]

&1 http:/Jeommans. era.nih, gov/ [ 18 [ miemet

Figure 5. 13 NIH eRA Commons Status Just-In-Time Screen (STA4024).

e Enter query criteria.

e  Click the button.

Once a query is executed and the Status Result — Just-In-Time Screen displays,
the JIT hypertext link is available. For more information on executing a query,
see the heading “Performing a Query.”

Once a query is executed the retrieved records are displayed in rows and can be
reordered using the directional arrow options. Users may launch the Just-in-
Time (JIT) Screen (STA4038) directly from the Hit List.

rasoft Internet Explorer

1Bl x|

g"-% NATIONAL INSTITUTES OF HEALTH
& eRA Commons
Fpenst

Wersion 2.6.3

Home Adi 1 afi
Status Result

Status Result - Just In Time @

Institu

n Profile Personal Profile Status

Application IDg Proposal Title

1R01AGO23783-01 Tyrosyl-OMNA phosphodiesterase and mddative DMA
damage

1RO1AI058300-01 Cytotoxic lymphocytes in acute lung injury

2ZR01CAD27605-24  MNUCLEQTIDE DEPRIVATION-BASED SELECTIVE

THERAPEUTICS

2R01CANB37S3-10 Promotion of Nucleoside Analog Induced Apoptosis
by HOIs

1R01CA102760-01A1 A Bridge to Better Health: Developing Adolescent
Health

1R01CA106630-01 The role of p53 in remodeling DNA methylation in
cancer

1R01CA104278-01 HUMARN MITOCHONDRIAL FOLATE/ANTIFOLATE
TRAMSPORT

2R01CAN40E15-18A2 Repair of DNA double-strand breaks with damaged
ends

1R01CA102196-01A1 Lysophospholipid in Neovascularization in Ovarian
Cancer

1R01CA100121-01A1 Rational Design of Movel Estrogen Receptar
Antagonists

Welcome cchismso

eSNAP FSR

s Help

ry Application
Pl Name g Status
POVIRK, Pending
LMWRENCE F

MNAGARKATTI, MITZl  Pending
MORARN, RICHARD G Fending

GRANT, STEVEN Fending
DANIEH, STEVEN J  Pending
TAYLOR, BHIRLEY M Pending
MORAN, RICHARD G Pending
POVIRK, Fending
LAWRENCE F

FANG, KIANJUN Pending

ABRAHAM, DONALD  Pending
J

Institution: VIRGIMIA

COMMONWEALTH
UNMERSITY
Authority.  FSR PI 50

Kl1-230r23

&
= Date

02/04/2004

02/06/2004
1017/2003

10i22/2003

10621/2003

10i20/2003

03i22/2003
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1017/2003

Log-out
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Figure 5. 14 Status Result — Just In Time (STA4025).
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Status Result -
Pending Progress

Report

JustIn Time Grant Number I— l—
= Pending Progress Report
Recently Awarded BSNAP Only [

Pending Progress Report

A noncompeting grant progress report, the Pending Progress Report is submitted
by grantees to report progress and continue funding for a grant’s out years.

To search for Pending Progress Reports:

e Select the Status tab and from the Status menu, select the Pending
Progress Report hypertext link.

3 Commons Status Query - Status - Microsoft Internet Explorer - | = LI

JE\Ie Edit  Wiew Favorites Tools  Help

=
#-09, NATIONAL INSTITUTES OF HEALTH e e =
i©: eRA Commons LI COMNONWEALTH
L - UNIVERSITY

Version 28.3 Authority.  FSR Pl 50 Log-out
Home Administration Institution Profile Personal Profile Status eSNAP FSR Links Help

Status Result

Status
Pl Status Pending Progress Report
General Search Type Activity Code Institution Code  Serial Mum. Supportyr. Sufiix

Training Grants Late Progress

Fellowshins Report |

eApplications

ehpplications Due Date From Ewmoorg  Tol E iy

Last First
Pl Hame I I

Application lﬁ
Status Pending

Organization School

Hierarchy [y | =
Division Department
IALL = IALL =
Search | Clearl
&7 E

Figure 5. 15 Pending Progress Report Screen (STA4026).

e Enter query criteria.

e  (lick the button.

Once a query is executed and the Status Result — Pending Progress Report
Screen displays, the Progress Report hypertext link is available. For more
information on executing a query, see the heading “Performing a Query.”

Once a query is executed the retrieved records are displayed in rows and can be
reordered using the directional arrow options. Users may launch the Progress
Report directly from the Hit List.
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; Pending Progress Report - Microsoft Internet Explorer

JE\Ie Edit  Wiew Favorites Tools  Help
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|&7 httpiffeommans. era.nib.gov/ lilg|° Internet

Figure 5. 16 Status Result — Pending Progress Report (STA4027).

Recently Awarded

To search for Recently Awarded applications:

e Select the Status tab and from the Status menu, select the Recently
Awarded hypertext link.

; Commons Status Query - Status - Microsoft Internet Explorer - | = 5"
J Ele Edit “iew Favorites Tools Help

Welcome cchismso
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Figure 5. 17 Recently Awarded (STA4028).
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Status Result -
Recently Awarded

e Enter query criteria.

e  (Click the button.

Once a query is executed and the Status Result — Recently Awarded Screen
displays, additional hypertext links are available. For more information on
executing a query, see the heading “Performing a Query.”

Once a query is executed the retrieved records are displayed in rows and can be
reordered using the directional arrow options.

3 Commons Status Query - Status Result - Recently Awarded - Microsoft Internet Explorer

| Ele Edt Yew Favoies Tods Help

Welcome cchismso

'% NATIONAL INSTITUTES OF HEALTH Institutian: VIRGINIA
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Application IDv Proposal Title Pl Nﬂmev

1R03AAD13665-01  Ethanol Discrimination in Transgenic Mice
1RO1AAD13678-01  Microarray Analysis of Acute Ethanol Effects in Brain

SKOTAADDDZ36-05  MEDIATION AND MODERATION OF GEMETIC RISK FOR
ALCGOHOLISM

2ZRO1AAD11408-08  An lrish Affected Sib Pair Study of Alcohol Dependence
IROTAADTZ637-01  ETHANOL AMD JAK-STAT SIGMNALING PATHVWAY
SRO1AAD11408-07  An Irish Affected Sib Pair Study of Alcohol Dependence

SKOTAADDOZ3E-03  MEDIATION AND MODERATION OF GEMETIC RISK FOR
ALCOHOLISM

SKI3AANO0222-05  ACUTE DRUG WITHDRAWAL IN A GENERAL MEDICAL
BETTING

SROTAADT2637-03  ETHAMOL AMD JAK-STAT SIGRALING PATHVWAY
SRO1AADT3678-02  Microarray Analysis of Acute Ethanol Efects in Brain
SRO1AAD13023-02  Aleohal in Neocortex Development and Plasticity

SKOTAADDOZ3E-04  MEDIATION AND MODERATION OF GEMETIC RISK FOR
ALCOHOLISM

SKOZAADDDZ3E-04  ETHANOL SEMSITIVITY OF RECOM NMDA RECEFTORS

WOODWARD, JOHN J 037222000 MGA
SK23AAI00222-03  ACUTE DRUG WITHDRAWAL IN A GEMERAL MEDICAL WEAVER, MICHAEL F 06/27/2000  RMGA LI
cETTING

[& [ & @ meernet
Figure 5. 18 Status Result — Recently Awarded (STA4029).

SHELTOM, KEITH L
MILES, MICHAEL F
PRESCOTT, CAROLA

PRESCOTT, CAROL A
ISHAC, EDYARD J

PRESCOTT, CAROL A
PRESCOTT, CAROL A

08/28/2002  MGA
0472172000 MGA
08/29/2003  MNGA
0210172000 RMGA

WEAVER, MICHAEL F 06/18/2002  MNGA

ISHAC, EDVARD )
MILES, MICHAEL F
RAMOA, ARY S
PRESCOTT, CAROL A

04/29/2002  RMGA
06M17/2002  MGA
02272002 MGA
0172572001 HGA

Training Grants

To search for Training grant applications:

o Select the Status tab and from the Status menu, select the Training
Grants hypertext link.
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Figure 5. 19 Training Grants Screen (STA4030).

)

e Enter query criteria.

e  (Click the button.

Once a query is executed and the Status Result — Training Grants Screen
displays, additional hypertext links are available. For more information on
executing a query, see the heading “Performing a Query.”

Status Result — Once a query is executed the retrieved records are displayed in rows and can be
reordered using the directional arrow options.

Training Grants

a ommons Status Query - Status Result - Ti Grants - Microsoft Internet Explorer . =) LI

J Ele Edit ¥iew Favorites Tools Help ﬁ
NATIONAL INSTITUTES OF HEALTH g Welcome cohismse =
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ST32AI007407-12 Training in Hypersensitivity and Cancer Conrad, Daniel H.  Awarded 0a/01/2003 MNGA
Immunolagy

ST32AI007R17-04 TRAINIMG IN MOLECULAR PATHOGEMESIS  Ohman, Dennis E. - Awarded 08i01/2003 MNGA
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AT32AI007617-03 TRAINIMG IN MOLECULAR PATHOGEMNESIS  OHMAN, DEMNIS E - Awarded 08i01/2002 MGA
QF MICROBIAL DISEASES

2T32AI007407-11 Training in Hypersensitivity and Cancer COMRAD, DAMNIEL H Awarded 08/01/2002 MGA
Irmrnunalogy
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ATIZAI0D07ET7-01A41 TRAINING INMOLECULAR PATHOGEMNESIE  OHMARN, DENNISE  Awarded 0g/01/2000 MGA
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AT32AI007R17-02 TRAINIMG IN MOLECULAR PATHOGEMESIS  OHMAN, DEMNIS E - Awarded 08in1/2001 MNGA
QF MICROBIAL DISEASES

AT32AI007407-10 TRAINIMG IN HYPERSEMSITIVITY AND CONRAD, DAMIEL H Awarded 09i01/2001 MGA
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[&7 0one BE

Figure 5. 20 Status Results — Training Grants.
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Status Result -

Fellowships

Last
Training Grants Pl Name | |
= Fellowships
N Cation Status | All 2

Fellowships

To search for Fellowship applications:

e Select the Status tab and from the Status menu, select the
Fellowships hypertext link.
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Figure 5. 21 Status — Fellowships (STA4032).

e Enter query criteria.

e  (Click the button.

Once a query is executed and the Status Result — Fellowships Screen displays,
additional hypertext links are available. For more information on executing a
query, see the heading “Performing a Query.”

Once a query is executed the retrieved records are displayed in rows and can be
reordered using the directional arrow options. Users may launch the Fellowship
report directly from the Hit List.
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Figure 5. 22 Status Result — Fellowships.

e  Click the Fellowship hypertext link to view the Fellowship PHS 416-

9 Report.
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Figure 5. 23 Fellowship Report.
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Status Results -
eApplication

eApplications

The eApplications Screen (STA4034) allows the PI or SO to verify an
eSubmission and to search for applications that were submitted electronically
through CGAP.

e Select the Status tab and from the Status menu, select the
eApplications hypertext link.
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Figure 5. 24 eApplications Screen (STA4034).

e Enter query criteria.

e  (lick the button.

Once a query is executed and the Status Result — eApplications Screen displays,
additional hypertext links are available. For more information on executing a
query, see the heading “Performing a Query.”

Once a query is executed the retrieved records are displayed in rows and can be
reordered using the directional arrow options. Users may launch application
specific functionality such as the Transmittal Sheet directly from the Hit List.
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Intercalation/Alkylation Drug Sheet
ZR0M1DCO0016S-20 Approved Approved PROPERTIES OF OLFACTORY COSTANZO, Pending 1142452003 Transmittal
RECEPTORS - MEURAL RICHARD M Sheet
REGEMERATION
Expaort to Excel Show Gluery Print Hitlist |
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Figure 5. 25 Status Result — eApplication (STA4035).
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Pl Name

Application Status

Entering Dates

Organizational Hierarchy

Status Result -
General Search

The PI Name consists of two (2) fields, the Last name and First name of the
Principal Investigator. Wildcards are used to perform a search. For example:

e Enter the PI’s name (e.g., Peters)

e The Hit List displays Peters, Petersen, Peterson, Petersson, etc.

NOTE: The Status module supports automatic use of the wildcard character %;
however, this character should never be used alone.

This field is used to search for grants based on the current status of the grant
within the grant life cycle. More than one status code is included in a “status
group.”

e  Click the drop-down list j button to view the options.

e For the Pending Progress Report select “Pending” from the Application
Status drop down list.

All dates such as, Budget Start Dates and Due Dates, are entered using the
format MM/DD/YYYY.

e Alternatively, select the Calendar icon E' to access a Calendar
window where the desired date can be selected.

The Organizational hierarchy applies only to institutions of higher education,
which contains a hierarchical structure consisting of the School (Major
Component Category), Division, and Department Name.

e  Use the drop-down list j button under the School category and
select one of the available listings for the default Institution.

Once a query is executed the retrieved records are displayed in rows and can be
reordered using the directional arrow options. Users may launch application
specific functionality such as the NGA, eSNAP, Just-in-Time (JIT), and project
extensions directly from the Hit List. Electronic applications submissions to the
NIH are available through the Status module as well.
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/2 Commons Status Query - Status Result - General Search - Microsoft Internet Explorer —|=]x|
J Ele Edt Wew Favorites Tools Help ﬁ
Wielcome cchismso =
3&‘% NATIONAL INSTITUTES OF HEALTH .
T Ingtitution: VIRGINIA
i©: eRA Commons I CONMONYEALTH
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Status Result
Status Result - General Search
E1-1000f581 12345600
— Y - . Application . Budget . "
Application ID 5 Proposal Title PIName & Status 2 Statbate = Action
1R01AAD14356-01 Reducing Alcohol-Exposed Pregnancy Risk INGERSOLL, With dramwn 071012003
IKAREN 5
SROMAADT1408-07  Anlrish Affected Sib Pair Study of Alcohol PRESCOTT, CAROL Awarded 0970142002 MNGA
Dependence A
1R01AADT4717-01A41 Functional genomics of ethanal craving and Miles, Michael F Pending a7i01s2004
haltrexaone
1F32AA014726-01A1 Pharmacogenomics of ethanol and myelin Kerns, Robnet T Pending 080152004
GENE EXpression
1R01AAN15325-01 Cost-Effectiveness of Alcohal Withdrawal WEAVER, MICHAEL  Pending 07/01/2004
Pharmacotherapy F
ARO1AADT43596-01A1 Reducing Alcohol-Exposed Pregnancy Risk INGERSOLL, Pending 04/01,2004
KAREN 5
SEIMAADI3TT1-02 Predictars of Alcohol Drinking in College-aged  LEONHARDT, Awarded 09/01,2003 NGA
Waomen BRIDGET B
1R21AA014177-0141 Stern Cells and Chronic Ethanol Treatment and RICE, ANM C Mot Funded 09/0142003
With draneal
1R01AA014717-01 Functional Genarmics of Ethanol Craving and  Miles, Michael F With drawn 121012003
Maltrexone
1RO1AADT4583-01 Alcohol Withdrawal on General Medicine Wards WEAVER, MICHAEL Mot Funded 07/012003 LI
|@ https:Ncommons.test‘era.mh‘gow'commonsfproFiIep’prof\\eSe\ectiunAct\on‘do?mode:view&menu_itamPath:PersonaHPl| |é |O Internet

Figure 5. 2 General Search — Hit List (STA4023).

NOTE: Hypertext links are provided to access additional reference
documents/information. For more information, see the individual headings
described below.

Sorting the Hit List The default sort order is by grant number; however, sort icons are provided
above each column to sort the records.

-y
e Click the up or down ™ arrow to sort by descending or ascending
order.

e  Click the right K1-pore 1D arrow key to move to the next
page when a query exceeds the page maximum.

General Search Screen Related Links
and Documents

Once a query is executed and the Status Result — General Search Screen
displays, the following hypertext links are available.

Status The Status Results Hit List provides a listing of grant numbers as hypertext
. links. Selecting a grant number launches the Status Information Screen
Information (STA4002), which displays general grant information, status history, contacts

and more for the selected grant number.

e Select the grant number hypertext link to access Status Information
for the selected grant.
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Other Relevant
Documents

Notice of Grant
Award (NGA)

; Status Information - Microsoft Internet Explorer

=15/
JE\Ie Edit  Wiew Favorites Tools  Help ﬁ
-

NATIONAL INSTITUTES OF HEALTH . Weleome cchismso
g" o Institution: VIRGINIA
q% eRA Commons MITTTRR COMMOMNEALTH
HE]

UNNMERSITY

Wersion 2.6.3 Authority. FER PI S5O Log-out
Home Administration Institution Profile Personal Profile  @EETCN  eSNAP FSR Links Help
Status Result

Status Information

eneral Grant Information Gther Relevant Documents
atus: Application withdrawn for amendrment. e

nstitution Name: VIRGINIA COMMANWEALTH UNIVERSITY A e=tIoN
chool Name: MEDIGAL GOLLEGE OF VIRGINIA

chool Category: SGHOOLE OF MEDICINE

ivision Name: MNOMNE

epartment Name: PHARMACOLOGY AND TOXIGOLOGY

| Name: Miles, Michael F

rant TROTAAD 4717-01

ccession Number: 863856

roposal Title: Functiohal Genomics of Ethanal Craving and Naltrexone b
roposal Receipt Date: 03/01/2003
ast Status Update Dates 01/02/2004
urrent Award Notice Date:

| eApplication Status:

0 eApplication Status:

Effective g1 Message Primary Institute or Center Assignment
Date Institute Name Institute Center
01/02/2004  Application withdrawn for amendment. Assignment Date
070 812003 Stury Section review completed. Institute or Center  MATIONAL INSTITUTE OR ALCOHOL ABUSE 03/19/2003
Council review pending AND ALCOHOLISM
03312003 Study Section review pending Dual Institute or Center Assignmennt hd
[& [ & @ meernet

Figure 5. 3 Status Information (STA4002).

e Scroll to the bottom of the page and select the Back hypertext link to
return to the Status Results Hit List (STA4023).

The Other Relevant Documents section displays varying documents based on
the status of the selected grant in the form of hypertext links.

o Select the eApplication hypertext link for access.

The NGA is the official grant award document notifying the grantee and others
that a grant has been made. The NGA contains or refers to all terms and
conditions of the grant, and provides the documentary basis for recording the
obligation of Federal Funds in the agency’s accounting system.

o Selecting the NGA hypertext link from the Status Results Hit List
launches a Word version of the Notice of Grant Award.
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eSNAP

izl Latest NGA[11.¢tf - Microsaft Word =18l x|

File Edt Wiew Insert Format Tooks Table Window Help Acrobat

DS e | | Sa#ya ‘Ihesaurusm % Bz [ Paste Special, |Nex;Wmdnw

Plain Text = Courier New -0 - ‘ B 7 U |:
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Department - of - Health: and- Huwan- Servicesd E
Mational-Institutes-of-Healthy E
1
MATICNAL - TMSTITUTE - ON - ALCOHOL - ABUSE - AND - ALCOHOL T50E .
e
a ~
Grant - Muxber: - 5+ RO1- LAO11408-07 .
Principal-Investigator::PRESCOTT, - CARCL - A+ PHDG 0
Project-Title::-in-Trish-Affected:Sib-Pair-Study:of: Aloohol.Dependenced
a (@]
T
DIRECTORY 4
VIRGINTA: COMMCNWEALTH- UNTVERSTTYY
OFFICE - OF - SPONSORED - PROGRAMS]
PO-BOX- 980566 P -
RICHMOND, - V1232596805664
UNTTED - STATESA -
Auard:e-wailed:to: -ospavard@hsc.vou. edud A -
o =
5 =
. s

[Page 1 V Sec 1 7 a1 nt cColt ElAE R
Figure 5. 4 Notice of Grant Award (NGA).

NOTE: Before the NGA displays, an option is provided to view the document or
save it to disk.

The Manage eSNAP page is used to view the eSNAP reports to which you have
access and lets you select an eSNAP report in order to perform various actions
upon it. Accessible from the General Search Hit List, eSSNAP allows users user
to select an old or new form type for an Inclusion Enrollment report with an

unknown form type. Notifications are sent to the AO/SO/PI when submitting an
eSNAP.

/3 eSNAP Menu - Microsoft Internet Explorer MEIES

J Ele Edit “iew Favorites Tools Help ‘
J GBack - = - D s | Qisearch  [GFavorites  (#History ||%- Sm3E

Institution: VIRGINIA [
S eRA Commons U COMMONNEALTH

st UNIVERSITY

Veision 2.2.4 Autharity, 50 Log-out
Home Administration Institution Profile Personal Profile Status eSNAP Links Help

Status Result

Manage eSNAP

eSNAP Menu @

[Application Information

Grant Number: SRO1AADT1408-07

Institution: VIRGINIA COMMOMYWEALTH UNIMVERSITY

PlName: PRESCOTT, CAROL A

Project Title: An Irish Affected Sib Pair Study of Alcohol Dependence
Due Date: 07/01/2003

Current Reviewer:

Status: Mot Started

Status of Completion:

Upload Science Incomplete
Organization Information  Incomplete
Perfarmance Sites Incomplete
key Persannel Incomplete
Research Subject Incomplete e
SMNAP Questions Incomplete
Inclugion Enroliment Incomplete

& [ 3 [ mtemst
Figure 5. 5 Manage eSNAP (ESP7003).
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Prog ress Re port Grantees may submit a progress report to the awarding component’s Grants
Management Office to continue support on a grant. Progress reports must be
submitted annually, two months before the beginning date of the next budget
period. Grantees can determine which progress reports are due.

o Select the Progress Report hypertext link to generate the Grant

Progress Report.

|J File Edit WYew Favorites Tools Help ﬁ

: *
BE&- = -8 5208[E]4 e ][ok= -e0O0@E]-]E
o AEL]
e - Ts|E-7 - 2-BL) L o
ﬂ
5 Dspartment of Health and Human Ssrvices Revisw Group Tpe Activity Grant Number =
= Publie Hoalh Services ALTHS H Aot 501 ABITI0R304
E Total Project Pericd
E Grant Progress Report From: OBIDNZ001 Through 0212802005
— Requastad Budgat Period
A Fram: ouT200 Through: 02282005
T 1 TITLE OF PROJECT
£ Aleahal in Neocortex Devslopmant and Plasticity
I= 2a. PRINCIPAL INVESTIGATOR OR PROGRAM DIRECTOR 3. APPLICATION CRGANIZATICN
{Nam and sddress, strest, city, state, zip cods) {Name and sddress, siret, city, stats, zip cods)
;: Name:  Ramoa, Ary S Name VIRGINIA COMMONWEAL TH UNIVERSITY
t Address:  VIRGINIA COMMONWEALTH UNIVESITY Address:  VIRGINIA COMMONWEAL TH UNIVERSITY
z MEDICAL COLLEGE OF VIRGINIA CFFICE OF SPONSORED PROGRAM S ADM
£ DEPT. OF ANATOMY, P.0. BOX 98070 PO BOX 020558
o ROOM 12-042, SANGER HALL
@
4 2b. FI EMAIL ADDRESS 4, ENTITY IDENTIFICATION NUMBER
E ARAMOAGHSC.VCU.EDU 154600175841
_(% 2c. P| DEPARTMENT, SERVICE, LABORATORY, OR EQUIVALENT 5 T1TLE & ADDRESS OF ADMINISTRATIVE OFFICIAL
ANATOMY AND NEURCEIOLOGY Tite DIRECTOR
Address. VIRGINIA COMMONWEALTH UNK, OFFI
PO BOX 980568
2d. MAJOR SUBDIVISION
MEDICAL COLLEGE OF VIRGINIA
Emai:OSPABEEMS VoL EDU
BHUMAN SUBJECTS 7. VERTEBRATE ANIMALS
No | @a Resssrch Exsmpt 86, Human Subjscts Assurance Mo o 7a. F"Yesh IAGUG Approval Date -
4T 411 F W Gsxtiin [0 5 @ 4] i

&7 pone | |3 |4 internet
Figure 5. 6 Grant Progress Report.

Project Grantee Institutions may electronically submit their notification for a no-cost
. extension from the Extension Screen (STA4039). Project Extensions may be
Extensions performed automatically one-time only by the Signing Official (SO) no earlier
than 90 days before the end of the project and no later than the end date.

e Select the Extension hypertext link from the Status Results Hit List to
launch the Project Extensions Screen.
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Process

2} Extension - Microsoft Internet Explorer == x|

| Ble Edt wew Favortes Dools Help

y Institution: VIRGINIA -]
& eRA Commons I COMMONWEALTH
eyt - UNWERSITY

Wersion 2.6.3 Authority. FSR Pl 50 Log-out

Home Administration Institution Profile Personal Profile Status eSNAP FSR Links Help
Status Resutt

Extension @

This Grant is eligible to be extended for up to 1 year. Note that only a SO has the ability to perform a project extension and that you may
do this only once through the Commons.

Grant Number: 5RO1AANT3E78-03
Pl Name: Miles, Michael F.
Proposal Title: Microarray Analysis of Acute Ethanal Effects in Brain

To extend the period, selectthe number of manths for which you would like to extend the project period for this grant
Project End Date: 6i30/2004

Extend: & 12ponths " 8Months ¢ B Months

This will extend the project to [6/30/2005

[ Contast Us | Privacy Notice | Disolaimer | ]

- )
National Institutes of Health 77, Deparment of ®2003 NIH. All Rights Reserved.
) (HIHY { {/{ Health Soreen Rendered: 04/20/2004 10:39:32 - W
P 000 Roduwille Pike and Human Semices  EDT — GRANTS.GOV
Rathesda Mandand 20A27 Screen |d: STA02 FIND. APPLY. SUCCEED= T
&1 E T

Figure 5. 7 Extension Screen (STA4039).

Grantees may extend the final budget period of the project period one time for a
period of up to 12 months beyond the original expiration date, shown in the
Notice of Grant Award (NGA), when the following conditions are met:

e Ifno additional funds are required to be obligated be the NIH awarding
office.

e Ifthere will be no change in the project’s originally approved scope,
and;

e Ifany one of the following applies.

1. Additional time beyond the established expiration date is required
to ensure adequate completion of the originally approved project.

2. Continuity of NIH grant support is required while a competing
continuation application is under review.

3. The extension is necessary to permit an orderly phase out of a
project that will not receive continued support.

NOTE: The fact that funds remain at the expiration of the grant is not, in itself,
sufficient justification for an extension without additional funds.

In extending the final budget period of the project period, the grantee agrees to
update all required certifications, including human subjects and animal welfare,
in accordance with applicable regulations and policies.

Grantees may not extend project periods previously extended by the NIH
awarding office. Any additional project period extension beyond the one-time
extension of up to 12 months requires NIH prior approval.

NOTE: Project extensions may be performed automatically through the NIH
eRA Commons one time only by the SO.
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To submit the Project Extension:

Submitting
e  Enter the project extension date.
e Click the Extend Froject Date | button
/2§ Extension - Microsoft Internet Explorer == x|

NATIONAL INSTITUTES OF HEALTH 4 Welcome cchismse =l
g‘ﬁ' o Institution: VIRGINIA
©: eRA Commons ATTRR COMMONIEALTH
HE]

UNVERSITY

Version 2.6.3 Authority. FSR Pl S0 Log-out
Home Administration Institution Profile Personal Profile Status eSNAP FSR Links Help

Status Resutt
Extension
JApplication Information
Grant Number: SRO1AID44163-05
Pl Name: Caonrad, Daniel H.
Proposal Title: IGE CONTROL BY OVEREXPRESSION OF CD23

You selected to exdend the project period for this grant for 12 months

[ Contast Us | Privacy Notice | Disolaimer | ]

g’”‘b‘% National Institutes of Health #7, Department of @ 2003 NIH, All Rights Ressrved.

) (HIHY { fg Health Soreen Rendered: 04/20/2004 10:48 55 -

P 000 Roduwille Pike and Human Services  EDT L= GRANTS.GOV™
Bethesda, Maryland 20992 Sereen Id: STA4040 FIND. APPLY. SUGCEED. C

)

&1 https: fjcommens. test. era,nih, gov/commansinstitution/ipfMenu. sp7menu_itemPath=Institution-+Profile [ 18 [ miemet

Figure 5. 8 Extension Confirmation (STA4040).

e Click ml to complete the project extension transaction.

Upon notification, the NIH awarding office will revise the project period ending
date and provide an acknowledgement to the grantee.

Just-In-Time (JIT Prior to award, Just In Time (JIT) information for Other Support
( ) Documentation, IACUC, IRB, and Human Subjects Education may be submitted
through the NIH eRA Commons when requested by NIH.

o Select the JIT hypertext link from the Status Results Hit List to retrieve
the JIT data from the database of the adjacent grant.

Status Module 75 April 29, 2004



; Commons Status Query - Just In Time - Microsoft Internet Explorer == |5|
|J File Edit WYew Favorites Tools Help ﬁ
el CCHISMSO =
o NATIONAL INSTITUTES OF HEALTH 4 eleome. =
I Institution: VIRGIMNIA
HY eRA Commons H I COMMONWEALTH
Bt - UNIVERSITY
Version 2.2.4 Authority: 50 Log-out
Home Administration Institution Profile Personal Profile Status eSNAP Links Help
Status Result

Just In Time

Just in Time allows the Principal Investigator or Signing Official to provide Other Support, IACUC, IRB, and Human Subject Assurances Just
In Time information directly to the MIH when that information is requested. Although a Pl may save this information through Commons only
an 50 ray submititto NIH. Once the infarmation has been subrmitted to the NIH, twill be available forviewing in Status in the Other
Relevant Documents section

Other Support Documentation is always required. [fthe application involves care and use of vertebrate animals or involves Human Subjects,
verification of the date ofthe respective IACUC or IRB approval is required on this "Justin Tirme" page. Ifthe specific date(s) is not available,
you may not use this autornated submission feature atthis time. This version for electranic submission reguires all data elements to be
submitted atthe same time. If some pieces ofthe requested infarmation are delayed, all ofthe information rust be submitted directly to the
appropriate NIH Grants Management Office

Application Information

Grant Number: 1TRO1AIDS2330-01A1 b
PlName: REYMOLDS, KEVIN &
Proposal Title: 3-Ketoacyl ACP Synthase |l A Novel Antibiotic Target

Flease provide active and pending support for all key personnel. Other Support includes all financial resources, whether Federal, non-
Federal, commercial or institutional, available in direct support of an individual's research endeavors, including but not limited to
research grants, cooperative agreements, contracts, and/or institutional awards. Training awards, prizes, or gifis do not need to he
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To provide the MIH Other Support, follow the suggested format available at hito:farants 1.nih.cowirantsfundingbhs 398othersuppart.do: =l

&7 pone | |3 |4 internet
Figure 5. 9 Just In Time Screen (STA4038).

Only Signing Officials (SO) may submit JIT information, with only one
opportunity to submit JIT information automatically through the NIH eRA
Commons.

e  Other Support is always required.

e JACUC and IRB dates are also required when the application involves
animal or human subjects.

e  Human subjects education information is required for new key
personnel on grants involving human subjects.

e  Click the Status Result sub-menu option to return to the Status
Result-General Search Screen (Hit List).

NOTE: The JIT feature is available directly from the General Search - Status
Screen (STA4022) as a query screen that retrieves grants with JIT links. For
more information, see the heading Just-In-Time (JIT) on page 78.

The JIT may be saved to a local directory or uploaded using the Import option.

Project Signing Officials may submit a Project Extension automatically to the NIH.
. Extensions may be performed no earlier than 90 days prior to the end date of the
Extensions project and no later than the end date. The change will take affect immediately

upon submission.
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eSubmissions

Extension - Microsoft Internet Explorer - ﬂlil

JE\Ie Edit  Wiew Favorkes Tools  Help |
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Status Result
Extension

This Grantis eligible to be extended for up to 1 year. Note that only a SO has the ability to perform a project extension and that you may
do this only once through the Commons.

Application Information

Grant Number: SR3ITAINISTOS-10

Pl Name: Archer, Gordon L

Proposal Title: STAPHYLOCOCCAL METHICILLIMN REBISTANCE LOCUS

To extend the period, selectthe nurmber of months for which you would like to extend the project period for this grant.
Project End Date; 12/31/2003
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Figure 5. 10 Project Extension.

=

The Electronic Submissions screen allows PI or SO to verify eSubmissions. The
status of submitted applications can be queried, tracked and reviewed.

oft Internet Explorer

JE\Ie Edit  View Favorites Tools Help |

J GBack + = - (D it ‘ Qsearch  [GlFavorites L fHistory “%v S m

Welcome CCHISMSO =
g& NATIONZLUNETITUTES OF HEALTH Institution: WIRGINIA COMMONWEALTH
©7 eRA Commons SHFITRE UNVERGITY
Hes e

Authatity. S0
Version 2.2.4
Hoeme  Administration Institution Profile  Personal Profile Status eSNAP Links Help
Status Result
Verify eSubmission
[Application Information
Grant Number: ANAT
Pl Name: COBTAMZO, RICHARD M
Proposal Title: FROPERTIES OF OLFACTORY RECEPTORS - NEURAL REGEMNERATION

Applicant Organization Certification and Acceptance: | cettify thatthe staterents herein are true, complete and accurate to the best of rr
knowledge, and accept the obligation to comply with Public Health Services terms and conditions if 3 grant is awarded as a result ofthis
application. | arm aware that any false, fictitious, or fraudulent staternents or claims ray subject me to criminal, eivil, or administrative pen

= Refused - | cannot verify the content of the submission at this time.

Camment:

Savel Cancel | ¥
4 | 3

& [ S [ mtemet
Figure 5. 11 Verify eSubmission.

NOTE: The IPF option is only displayed for NCAA Access. When displayed
the NCAA User must enter the exact IPF value for this query.
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Pl Status

The PI Status option allows PI's to view the status of proposals where they are
listed as the PI. Accessing the Pl Status hypertext link launches a search for
applications related to PI that’s logged-in.

e Select the Status tab and from the Status menu, select the Pl Status

hypertext link.
/3 PI Status Result - Microsoft Internet Explorer =1
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el hi —
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Status Result
Status Result - Pl Status
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Ko-oor0 B
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Expaort to Excel Show Gluery Print Hitlist
[ Contact Us | Privasy Notice | Disclaimer | Aocessibilite] »
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Figure 5. 12 Status Result — PI Status (STA4037).

Just-In-Time (JIT)

Just-In-Time is an application timeframe requiring applicants to send
information to the NIH only if an award is likely. Used for other support
information such as TACUC certification, certification of IRB approval, and
Human Subjects Assurance, JIT allows the PI or SO to provide information
directly to the NIH when that information is requested.

To search for JIT applications:

e  Select the Status tab and from the Status menu, select the Just In
Time hypertext link.
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Figure 5. 13 NIH eRA Commons Status Just-In-Time Screen (STA4024).

e Enter query criteria.

e  Click the button.

Once a query is executed and the Status Result — Just-In-Time Screen displays,
the JIT hypertext link is available. For more information on executing a query,
see the heading “Performing a Query.”

Once a query is executed the retrieved records are displayed in rows and can be
reordered using the directional arrow options. Users may launch the Just-in-
Time (JIT) Screen (STA4038) directly from the Hit List.
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Figure 5. 14 Status Result — Just In Time (STA4025).
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Status Result -
Pending Progress

Report

JustIn Time Grant Number I— l—
= Pending Progress Report
Recently Awarded BSNAP Only [

Pending Progress Report

A noncompeting grant progress report, the Pending Progress Report is submitted
by grantees to report progress and continue funding for a grant’s out years.

To search for Pending Progress Reports:

e Select the Status tab and from the Status menu, select the Pending
Progress Report hypertext link.

3 Commons Status Query - Status - Microsoft Internet Explorer - | = LI

JE\Ie Edit  Wiew Favorites Tools  Help

=
#-09, NATIONAL INSTITUTES OF HEALTH e e =
i©: eRA Commons LI COMNONWEALTH
L - UNIVERSITY

Version 28.3 Authority.  FSR Pl 50 Log-out
Home Administration Institution Profile Personal Profile Status eSNAP FSR Links Help

Status Result

Status
Pl Status Pending Progress Report
General Search Type Activity Code Institution Code  Serial Mum. Supportyr. Sufiix

Training Grants Late Progress

Fellowshins Report |

eApplications

ehpplications Due Date From Ewmoorg  Tol E iy

Last First
Pl Hame I I

Application lﬁ
Status Pending

Organization School

Hierarchy [y | =
Division Department
IALL = IALL =
Search | Clearl
&7 E

Figure 5. 15 Pending Progress Report Screen (STA4026).

e Enter query criteria.

e  (lick the button.

Once a query is executed and the Status Result — Pending Progress Report
Screen displays, the Progress Report hypertext link is available. For more
information on executing a query, see the heading “Performing a Query.”

Once a query is executed the retrieved records are displayed in rows and can be
reordered using the directional arrow options. Users may launch the Progress
Report directly from the Hit List.
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; Pending Progress Report - Microsoft Internet Explorer
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Figure 5. 16 Status Result — Pending Progress Report (STA4027).

Recently Awarded

To search for Recently Awarded applications:

e Select the Status tab and from the Status menu, select the Recently
Awarded hypertext link.

; Commons Status Query - Status - Microsoft Internet Explorer - | = 5"
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Figure 5. 17 Recently Awarded (STA4028).
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Status Result -
Recently Awarded

e Enter query criteria.

e  (Click the button.

Once a query is executed and the Status Result — Recently Awarded Screen
displays, additional hypertext links are available. For more information on
executing a query, see the heading “Performing a Query.”

Once a query is executed the retrieved records are displayed in rows and can be
reordered using the directional arrow options.
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Figure 5. 18 Status Result — Recently Awarded (STA4029).

SHELTOM, KEITH L
MILES, MICHAEL F
PRESCOTT, CAROLA

PRESCOTT, CAROL A
ISHAC, EDYARD J

PRESCOTT, CAROL A
PRESCOTT, CAROL A

08/28/2002  MGA
0472172000 MGA
08/29/2003  MNGA
0210172000 RMGA

WEAVER, MICHAEL F 06/18/2002  MNGA

ISHAC, EDVARD )
MILES, MICHAEL F
RAMOA, ARY S
PRESCOTT, CAROL A

04/29/2002  RMGA
06M17/2002  MGA
02272002 MGA
0172572001 HGA

Training Grants

To search for Training grant applications:

o Select the Status tab and from the Status menu, select the Training
Grants hypertext link.
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Figure 5. 19 Training Grants Screen (STA4030).

)

e Enter query criteria.

e  (Click the button.

Once a query is executed and the Status Result — Training Grants Screen
displays, additional hypertext links are available. For more information on
executing a query, see the heading “Performing a Query.”

Status Result — Once a query is executed the retrieved records are displayed in rows and can be
reordered using the directional arrow options.

Training Grants

a ommons Status Query - Status Result - Ti Grants - Microsoft Internet Explorer . =) LI
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ST32AI007407-12 Training in Hypersensitivity and Cancer Conrad, Daniel H.  Awarded 0a/01/2003 MNGA
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Figure 5. 20 Status Results — Training Grants.
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Status Result -

Fellowships

Last
Training Grants Pl Name | |
= Fellowships
N Cation Status | All 2

Fellowships

To search for Fellowship applications:

e Select the Status tab and from the Status menu, select the
Fellowships hypertext link.
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Figure 5. 21 Status — Fellowships (STA4032).

e Enter query criteria.

e  (Click the button.

Once a query is executed and the Status Result — Fellowships Screen displays,
additional hypertext links are available. For more information on executing a
query, see the heading “Performing a Query.”

Once a query is executed the retrieved records are displayed in rows and can be
reordered using the directional arrow options. Users may launch the Fellowship
report directly from the Hit List.
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Figure 5. 22 Status Result — Fellowships.

e  Click the Fellowship hypertext link to view the Fellowship PHS 416-

9 Report.
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Figure 5. 23 Fellowship Report.
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Status Results -
eApplication

eApplications

The eApplications Screen (STA4034) allows the PI or SO to verify an
eSubmission and to search for applications that were submitted electronically
through CGAP.

e Select the Status tab and from the Status menu, select the
eApplications hypertext link.

/Z} Commaons Status Query - Status - Microsoft Internet Explorer 1= =]
J Ele Edit Miew Favorites Tools Help
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Welcame cchismso
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)
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Figure 5. 24 eApplications Screen (STA4034).

e Enter query criteria.

e  (lick the button.

Once a query is executed and the Status Result — eApplications Screen displays,
additional hypertext links are available. For more information on executing a
query, see the heading “Performing a Query.”

Once a query is executed the retrieved records are displayed in rows and can be
reordered using the directional arrow options. Users may launch application
specific functionality such as the Transmittal Sheet directly from the Hit List.
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Figure 5. 25 Status Result — eApplication (STA4035).
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Delegate Authority

Organizational Institutions and PIs may grant another user the authority to enter
and process grant information, update their Personal Profile (PPF) information,
submit eSNAP, and ensure that NIH has associated (linked) the proper NIH
Support.

Delegate Pl Access

The Administration Screen provides the functionality to delegate (and revoke)
authority to update a user's Personal Profile information.

To access:

o Select the Administration tab option, then Accounts, then the
Delegate Pl option.
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Figure 6. 1 Delegate PI Access (ESP7000).

o  Select (Highlight) the authorized user from the list of “Current
Institution Users.”

e  Click the button to delegate.
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Figure 6. 2 Delegate PI Confirmation (ESP7001).
. Save
e Click to confirm the delegate and update the change.
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Figure 6. 3 Delegate PI Access (ESP7000).

NOTE: A conformation email will be sent to the selected delegate(s) and to the
PI’s registered account once the delegate function is completed.
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Delegate Authority

from the Maintain
Account List

Revoking

Personal Profile

Authority

A query may be performed to locate a user to whom you want to delegate PI
authority and for locating accounts with a current status of Not Affiliated so that
you can create user accounts and create institutional affiliations. For more
information on executing a query, see the heading “Performing a Query.”

2} Account List - Microsoft Internet Explorer =181 x|

|J File Edit WYew Favorites Tools Help

NATIONAL INSTITUTES OF HEALTH welcome tenisimsn =
g’L Ws% Institutian: IRGINIA
& eRA com mons COMMONWEALTH
eyt UNIVERSITY
Version 2.8.3 Autharity: S0 Log-out
Home Administration Institution Profile Personal Profile Status eSMAP Links Help

Accounts
Create Account Create Affiliation @IETIEILTR' Delegate Submit Delegate PPF Edit Change Password Verify NIH Support

Account List @

Search Criteria
Role: Account
~| Hold dovn Status:
Cittl key to do
rrultiple
selectorto
deselect.

Name:

User ID:

Account Search Results 1 - 5 outof 5 records — Prev 1 MNext All

Email Address 4 Account Status 5 m ;

Catpenter, Joyce SJCARFEN sicarpen@veu.edu Active FSR  iew|Edit| Delste |
Chermside, Herbert WCUOQSPA dirospag@veu.edu Active AA S0 View | Edit| Delete |
Chism, Cheryl CCHISMSO Chisme @od.nih.goy Active 50 Wiew | Edit | Delete |
Cobbs, Ddesta OGCOBBS ngeobbs@yey edu Active FSR  wiew|Edit| Delete |
COBTANID, RICHARD RCOSTANZO  rmeostang@veu.edu Active Pl Wiew | Edit | Delete | Delegate PI

[ Contact Us | Frivasy Notice | Disclaimer | Accessibility ]

)
€ [ [ [ memet
Figure 6. 4 Account List.

e Click the Delegate Pl hypertext link adjacent to the user's name.

The PI Delegate authority can be revoked by selecting the desired user from the
listing of “Current Institution Users.”

e Select the Administration tab option, then Accounts, then the
Delegate Pl option.

e Select (Highlight) the delegate’s name from the “Current PI Delegates”

list.
e Click the ﬂl button, as illustrated in Figure 6. 3.
. Save .
e Click to confirm the removal and the selected name(s) is

removed from the “Current PI Delegates” list.

NOTE: Multiple users can be selected by pressing and holding the Ctrl key and
selecting all of the desired names.

NOTE: A conformation email is sent to the selected delegate(s) and to the PI’s
registered account once the revoke function is completed.
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. With PI authority delegated, authorized users may access the Verify PI Support
Ve I'Ify Pl Su ppOl't module to verify and/or add the applications, committee involvement, and
training applications that the NIH has on file for the PI.

e Select the Administration tab option, then Accounts, then the
Verify NIH Support option.

3 Select PI for Yerify NIH Support - Microsoft Internet Explorer

(8] x|
|J File Edit ‘“iew Favorites Tools Help ﬁ
N

Welcome cchismsao
ké‘f% NATIONAL INSTITUTES OF HEALTH & [ Institution: VIRGIMIA COMMOMNEALTH
ot eRA Commons CHI UNIVERSITY
- _

Autharit. FSR Pl 80 I

Wersion 263
Administration

dome Institution Profile Personal Profile Status eSNAP FSR_Links Help

Accounts
bate Account Create Affiliation Maintain Account Delegate Pl Delegate Submit Delegate PPF Edit Change Password @R UMTET

pelect Pl for Verify NIH Support @

lect a Pl for verifying NIH Support
pfile to verify NIH Support for:

Chism, Cherl (CCHISMS0) =l
Chismm, Chetyl (CCHISMS0)

FILLMORE, HELLEM (HFILLMORE)
Harding, Thendare (THARDING)

I | _>|;I

& [ & [ mremet
Figure 6. 5 Select PI for Verify NIH Support (PPF6033).

When the user has been granted authority by more than one PI:

e  Click the drop-down list LI icon and select the desired person’s

name.
e Click the SelectProfile | button
No Awarded NIH Support When the PI’s awarded grants or committee involvements do not display, a

or Committee Involvement search can be performed to add the NIH Support to the PI’s profile.
Exist
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a ¥Yerify NIH Support for Theodore Harding - Microsoft Internet Explorer == |5|

|J File Edit WYew Favorites Tools Help
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“ou are veritying MIH Support for Theodore Harding . We do not show any awarded NIH Support ar Gornmittee Involvement for Theodore Hardir
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Home:

Verify NIH §

Comments for NIH

El
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Figure 6. 6 Verify NIH Support (PPF6032).

e  (Click the cd) [l S0 |butt0n to access the Add NIH
Support Screen (PPF6030).

a Add NIH Support - Microsoft Internet Explorer

— =] x|
|J File Edit V¥ew Favorites Tools Help ﬁ
E

géf’% NATIONAL INSTITUTES OF HEALTH %
et eRA Commons CHIITRS
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Figure 6. 7 Add NIH Support (PPF6030).

To perform a query:

e Enter one complete grant number.
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e  Alternatively, use the drop-down list LI icon to select an IC and enter
a grant serial number.

NOTE: The IC and Serial Number fields are followed by an asterisk (*) and are
required.

e C(Click to execute the query.

3 Add NIH Support - Microsoft Internet Explorer

— =] x|
|J File Edit V¥ew Favorites Tools Help ﬁ
E

g"“% NATIONAL INSTITUTES OF HEALTH ﬂ%
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SRO1GMOE1258-03  |MOORE, PETER B STRUCTURE AND PHYSICAL PROPERTIES OF RMA Add Grant
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Figure 6. 8 Add NIH Support (PPF6030).

Once a query is executed, the results display within the “Search Result” area.

e Click the Add Grant hypertext link adjacent to the associated grant
number to verify the NIH Support, as illustrated in Figure 6. 9.
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a ¥Yerify NIH Support for Theodore Harding - Microsoft Internet Explorer . =) LI
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Figure 6. 9 Verify NIH Support (PPF

Review the on-screen information and for each available section (NIH Support,
Committee Involvement, and Principal Investigator):

e Select the o Correct or o Incorrect radio button for each entry to
verify the accuracy of the information.

e Scroll to the bottom of the screen and add any remarks to the
“Comments for NIH” field.

. Continue Account Request | :
e  Click the i to notify the NIH that
you have validated your information.
omplete Account Request osoft Internet Explorer == x|
J Flle Edit View Favorites Tools  Help
. Welcome cehismso -
ﬁ’»% NATIONAL INSTITUTES OF HEALTH Institution: VIRGINIA COMMONWEALTH
i©: eRA Commons UNNVERSITY
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Version 263
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Comments on NIH

Thank you for confirming the NIH support listed above. By selecting Continue Account Request, this account request will
now be verified and completed by NIH. Generally, this takes NIH approximately two business days. You will be notified by
email whenthe process is complete.
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Figure 6. 10 Complete Account Request (PPF6021).
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eSNAP is the electronic version
of the SNAP Type 5, non-
competing, progress report.

Continue Account Regquest

e Click to return to the Main

Screen.

. Back .
e Alternatively, select J to return to the previous screen and make
corrections.

Delegate Submit Access

The Delegate Submit module allows grantee institution to selectively delegate
authority for eSSNAP submission to a PI.

To access:

e Select the Administration tab option, then Accounts, then the
Delegate Submit option.

Z} Delegate Submit Access - Microsoft Internet Explorer — =] x|

|J File  Edit ‘iew Favorites Tools Help ﬁ
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Figure 6. 11 Delegate eSNAP Submit Access (ESP7026).

o  Select (Highlight) the authorized user from the list of “Current
Institution PI Users.”

e Click the button to delegate to copy the selected name

to the “Current Submit Delegates.”

NOTE: Once a PI has been delegated this authority and submits an eSNAP to
NIH on behalf of the grantee, an e-mail notification is sent to the authorized

organizational official.
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Delegate PPF Edit Authority

The Administration Screen provides the functionality to delegate (and revoke)
authority to update a user’s Personal Profile information and maintenance of the

Institutional Profile (IPF).
To access:

o Select the Administration tab option, then Accounts, then the
Delegate PPF Edit option.

4} Delegate PPF Edit Access - Microsoft Internet Explorer =] x|
|J File Edit V¥ew Favorites Tools Help
el thardi —
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Version 2.6.3
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You are delegating PPF Edit Authority.
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Cancel
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Figure 6. 12 Delegate PPF Edit Access (ESP7029).
This allows the delegate to change the PI’s NIH Personal Profile information
such as name, address, email, and phone number.
e Select (Highlight) the authorized user from the list of “Current
Institution Users.”
e Click the button to delegate (copy) the selected name
to the “Current PPF Edit Delegates.”
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a Delegate PPF Edit Confirmation - Microsoft Internet Explorer ;Iilil

|J File Edit WYew Favorites Tools Help ﬁ
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Delegate PPF Edit Confirmation @

Flease confirm that you want to DELEGATE the person below.

CONFIRM DELEGATE
Delegate Name:  Zhou, Qibing
Title:

PO BOX 568
Address:

RICHWMOMD YA 232880568

Save | Cancel

[ Contact Us | Frivasy Notice | Disclaimer | Accessibility ]
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Figure 6. 13 Confirmation of Delegate PPF Edit (ESP7030).

e Click M to confirm the delegation.

The designee will receive an email confirming that the PI has granted you the
authority to edit their personal profile (PPF) information in the NIH Commons.

NOTE: For the designee to change the personal profile information, login to
NIH Commons, select Personal Profile and select the name that you wish to edit.
For more information, see the heading “Managing Personal Profile
Information.”

Create Affiliation

An affiliation can be created for users who have submitted grants/applications
but are not affiliated with your Institution and the NIH eRA Commons System.

Once the user account has been created and submitted, the Identify Account
Profile displays with the "Create Affiliation" hypertext link as illustrated in
Figure 6. 14.
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Identify Account Profile

iAccount Information

First Name:™  Anna
Middle Name:

Last Name:™  Moore

User Name:*  Moorea

Role™ Pl

E-mail:* chismegod nih.gov

Retype E-mail:" thisme@od.nih.gov

Birth Date: 07y 03 1961 (For Plonly) {mm dd v
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¥ 1c: DKk Serial Number: 52511

Prior Support:
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Figure 6. 14 Identify Account Profile (ADM1014).
For PI’s that have not been affiliated with an Institution, the “Create Affiliation”

hypertext link displays within the Action column.

o Select the Create Affiliation hypertext link to view the NIH Support
that is associated with the PI information that was entered during
account creation.

- Microsoft Internet Explorer = |5|

Favorites  Tools  Help

NATIONAL INSTITUTES OF HEALTH : Welcome cehismso <
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eRA Commons
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NIH Support View

The NIH Support page lists the NI application information associated with the selected Principal Investigator (P1). Use this inforrmation to positi
identify Pls associated with your institution.

1=
o ) - . Support Start
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oT
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Figure 6. 15 View NIH Support (PPF6027).
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NIH Support does not
Match

View the associated NIH Support to determine whether the listed NIH
application information identifies the PI associated with your Institution.
e Click S19%8

/2§ 1dentify Account Profile - Microsoft Internet Explarer 18] x|

to return to the Create a New NIH Profile Screen.

| Fle Edt Wew Favortes Tooks Help
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: eRA Commons I UNNERSITY
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Version 2.6.3
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[WEE GRS Create Affiliation  Maintain Account  Delegate Pl Delegate Submit Delegate PPF Edit Change Password Verify Nl

Identify Account Profile

[Account Information

First Name:™  Chenl

Middle Name:

LastName:®  Harding

User Name:*  HardingC2

Role™ Pl

E-mail:* chisme@od nih.gav

Retype E-mail:* thismeggod nih gov

Birth Date: 03/ 050 1948 (For Plonly) (mm dd yy)

(Far Planly) IC and Serial number required if prior support indicated
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Figure 6. 16 Identify a New NIH Profile (ADM1014).

When the displayed NIH Support is the applications associated with the new
user account:

e C(Click @ to return to the Create a New NIH Profile to enter
another IC and Serial number and view the prior support.

3 Create a New NIH Profile - Microsoft Internet Explorer - ﬂlﬂ

JBIe Edit Wiew Favorikes Tools Help
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Ifyouwish to create an account for an indivioal who already has NIH Suppot, please select the Create Account link far any matching profiles
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Figure 6. 17 Create a New NIH Profile.
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NIH Support Matches

Create a New NIH Profile

When the displayed NIH Support matches the PI

e Click @ to create the account and initiate the confirmation
email. For more information, see the heading “User Account
Management.”

When the application information is not representative of the newly created user
account.

e  (Click the Create a New NIH Profile I button to create a new NIH

Profile that is not associated with the previously viewed support. For
more information, see the heading “Verifying NIH Support.”

Create Affiliation Screen

An Affiliation with the default Institution can be created from the Create
Affiliation Screen (ADM1001).

To access:

e Select the Administration tab, then Accounts, then the Create
Affiliation option.

2 Create affiliation - Microsoft Internet Explorer — =] x|
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Figure 6. 18 Create Affiliation (ADM1011).

Enter the on-screen information noting the following:

e  FEach required field is followed by an asterisk (*).

e (Click to create the affiliation.
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rosoft Internet Explorer
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