Electronic Submission

eRA Commons Role

Scarlett Gibb

NIH Office of Extramural Research
Office of Electronic Research and Reports Management
Interim Chief, eRA User Support, Training & Documentation

January 11, 2006

4 ‘& QR



Today

= Commons Registration

Institution
Pl

= Validation of an application
= Grant Folder — PI View




Commons Registration Steps

1.

Complete the online Institution Registration Form.

Print and sign the registration page.
Make any corrections and sign.

Fax the registration page to the number at the top of the page.

NIH will validate the information your institution submitted for approval
and send a verification email to the Signing Official (SO).

Reply to the verification email to confirm your email address.

NIH sets up the account and sends an email to the SO with a link to a
page showing their account information.

Verify that all information is correct.
Send confirmation response to this information.

Receive email notification of registered SO account
(userid/password) from the NIH.

Create and maintain additional accounts for your institution staff.
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2 Commons - Microsoft Internet Explorern

File —Edit ‘iew Favarites Tools  Help l:'
. o
Q Back - t Address :El https:{{commans.era.nih.gov/commans! M
: Links @j Customize Links @ Free Hotmall *3% Get Free Music Try AOL Now! @ Quick Seatch RealOne Player @ Togale Images :E] windows 85 Windows Marketplace @j Windows Media ﬂ Free AOL & Unlimited Internst ‘@ hé

L Welcome Guest
g@: F NATIONAL INSTITUTES OF HEALTH Institution: Mot Affiliated
G

— ©RA Commons GHIL S uory
| 7T Links Help o

What's IMPORTANT: Remember thatthe information contained on this weh site is private. Any information concerning applications, critiques or scares is highly confidential. Please remember to destroy all review
matetials afterthe review session is ower. This includes all paper copies thatwere printed as well a5 and electronic files that vou may have downloaded. This also pertaing to the CD containing the
applications heing reviewed thatyou may have received and any files thatwere copied fram there, Ifyou do download files, make sure thatthey are downloaded to a secure PC and notto any netwark drives
ot senvers, For addtional infarmation please check this Security Infamation Link,

COMMONS
MIH is eliminating the mailing of paper summary statements. Click here for the MIH Gu Organ IZatIOn Reg IStrathn LI n k

MIH is transitioning to electronic application submission and a new application form. Are you ready? Find out now at hitp://era.nih, gow/ElectronicReceipt/.

Primary Features of Commons include; About the Commons

Commons Login € Status - Allows Principal Irvestigators to rewiew the current status of all their grant applications and review detailed information associated F Scope and Purpose
* indicates reguired field. wiith their grants. Institution Officials (.., Signing Official (S0 or Administrative Official (AD) associated with the institution) can see a sumrmary k Frequently Asked Questions
M vieny 0f grant applications, review the Motice of Grant Award, and access the Progress Report face page. B Grantee Organization Redistration
Usermame € eSNAP - Allows an institution to review non-competing grant data and submit a progress report online. ¥ eRA Contacts
€ X-Train - Mot currently available. b Enter eRAMIH Commans Dema
Password * ¢ Internet Assisted Review {IAR) - Allows reviewer to submit critiques and preliminary scores for applications they are reviewing. Allows
Reviewers, SRAs, and GTAs to view all critigues in preparation for a meeting. IAR creates a preliminary summary statement hody containing Links
subrmitted critiques for the SRA or GTA. ¥ Commons Support Pacge
4 Financial Status Reports (FSR) - Allows electronic submission of financial information associated with a grant. ¥ CRISP
Faraot Password? ¢ Administration - Provides the ahility for an institution to create and manage user accounts associated with its institution. Additionally, it ¥ eRA Home Page
allows the institution's Signing Official {307 to maintain the institution information an file at the MIH. ¥ Electronic Application Receipt
System Notification 4 Demo Facility - Derno Facility allows you to try most of the capabilities ofthe MNIH eRA Commans in a sample environment. ¥ Grants.qov

¥ IEdizon

¥ Loan Repavment Program
¥ Mational Institutes of Health
¥ Public Access Policy Page

hen contacting the eRA Helpdesk make sure you are using the correct contact information. Many users have erroneously been contacting the NIH Helpdesk which does not support the eRA Commaons. Our contact
information is as follows: YWeb: hitp:/fera.nih.gov Email: commonsi@od.nih.gov Phone: 301-402-7 469/866-504-9552 (Toll Free) 301-451-5939 (TTY) Business hours M-F Tar-Bpr EST. This will help us to help you better,
thanks<hbr=<BR=>



https://commons.era.nih.gov/commons/Organization

Grantee Organization Registration

2 Online Registration - Microsoft Internet Explorer

File Edit Yiew Favorites Tools  Help l';
»
O Back - : Address f§| https:/ fcommons. era,nib, gov/commons registr ation regiskrationInstructions. jsp; A
! Links f§| Customize Links f§| Free Hotmall *¥3 Get Free Music Try ACL Now! ﬁ Quick Search RealCne Player @ Toggle Images @ Windows 85 Windows Marketplace @ "Windows Media E Free A0L & Unlimited Internet @ A

I Welcame Guest
gég NATIONAL INSTITUTES OF HEALTH nstitution: Mot Affliated
G

=  eRA Commons T o

Version 2.7.26

TN Links Help
Online Registration
Only Signing Officials can register their institutions with the MIH. Follow these directions to register your institution.

1. Complete the online Institution Registration Form and click Submit. A screen appears
with infarmation about MIH 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 atthe top ofthe page.

MIH will validate the information your institution submitted for approval and send a
yatification email to the Signing Official (509, / Steps are SpE"Ed OUt fOI’

4. Replyto the verification e-mail. Organ |Zat|0n :

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

. Werify that all information is correct.
6. Send confirmation response to this information and proceed.
7. Receive email notification of registered 50 account (useridipassward) from the MIH.

8. Create and maintain additional accounts for your institution staff




Grantee Organization Registration

2 Registen Institution - Microsoft Internet Explorer

File Edit View Favorites Tools  Help .','
3
e Back - : Address |@ https: ffcammons. era, nib, gov/commons/registration registrationCreateScresn. jsp V|
: Links @ Customize Links @ Free Hotmail  “¥3 Get Free Music Try A0L Mow! ﬁ Quick Search RealCne Plaver @ Toggle Images @ windows 85 windows Marketplace @ windows Media B Free AOL & Unlimited Internet @ -
~
Online Registration I

Welcome to the ERA Commons On-Line Registration Process.

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

Before registering your institution please read through the registration material provided here, Itis recommended thatyou print & copy of this page to use as a reference when completing the form. To print a copy
select the yPrinty button on your browser button bar or select yFile/Printy from the menu bar.

* indicates required field

Institution Information
Institution Name:* || |

DUNS Humber: [ ]

Street 1:* | | City™

Srer2 | | St

. (20873) or (208733423)
Street 3: | | Zip Code:

Street 4: Country: UMITED STATES v
| | | |

Accounts Information

Principal Signing Official Accounts Administrator
This entire section is optional; however if any information is entered then all required fields must be
entered
Name Prefix: |:| Name Prefix: |:|
First Name:* | | First Name:* | |
Middle Name: | | Middie Name: | |
Last Name:* | | Last Name:™ | |
Titles* | | Title:* | |
User Name:* l:| User Name:* l:l
Phone:* | | Phone:* | |
Fax:™ | | Fax:™ | |
E-mail:* | | E-mail:* | |




Grantee Organization Registration

Registration Information

Please Fax Completed Registration Form to (301)451-5675 In order to protect the
confidentiality of certain information, access to the secure eRA Commons server is limited
to authorized users. The registration of authorized eRA Commons users will be
administered by the Principal Signing Official, or their designee, serving as the grantee
organization Commons Accounts Administrator. The grantee organization Principal
Signing Official serving as administrator of the Commons accounts, and signatory of this
form, should be the Official with institutional authority in so far as legally binding grants
administration actions with the NIH are concerned, including serving as the grantee
organization authority responsible for submission of grant applications to the NIH. As
Commons Accounts Administrator, this Official will have the authority to create, modify and
delete Commons accounts for additional Signing Officials, Administrative Officials,
Principal Investigators, Program Directors, and other scientific and/or administrative staff
for the grantee organization. Solely for the purpose of facilitating administration of
Commons accounts, and distinct from submitting grant applications to the NIH, the
Principal Signing Official can extend authority to a Primary Commons Accounts
Administrator. Designation of such a Primary Commons Accounts Administrator can be
acknowledged herein, as detailed below, so long as both Principal Signing Official and
Primary Commons Accounts Administrator are signatories of this form. By signing this
form, the signatory acknowledges responsibility for maintaining the security and
confidentiality of the grantee organization's information through the administration of all
Commons accounts established for the grantee organization.

<Institutional Information>
Signing Official (Required) Account Administrator (Optional)

Signature Signature
Date Date




Principal Investigator Registration

<3 Account List - Microsoft Internet Explorer,
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NIH Notification Text — 4 types
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Application Processed Successfully, Please Verify

Notification sent instructing SO and Pl to log on to the Commons and
verify the application

Subject Line: Verification of Your Electronic Grant Application <Grants.gov
Tracking #>

Body of Text:

For PlI:

NIH has received your electronic application. The next step is for you to inspect the application for
accuracy. Please log into the Commons, select ‘Status’, and view your application. You will be able to
see the image of the application that has been created.

Please review the image. If you are satisfied, please verify the application in order to agree to terms.
The application will not be referred to a study section for review until both the SO and the PI have
verified. You must verify the application within two business days from the time of the application
deadline. If we don’t receive approvals within the requested time, your application may be rejected or
delayed until a later review cycle.

If you have any questions about this email, please contact the eRA Help Desk at 1-866-504-9552 (tty:
301-451-5939) or commons@aod.nih.gov .

For SO (cc: to Person to Be Contacted):

NIH has received an electronic application for <Pl name>. The next step is for you to inspect the
application for accuracy. Within the next two business days, please log into the Commons and go to the
Status system to verify the submission. You will be able to see the image of the application that has
been created.

Please review the information and the image. If you are satisfied, please verify the application in order
to agree to terms. The application will not be referred to a study section for review until both the SO and
the PI have verified. If we don’t receive approvals within the requested time, your application may be
rejected or delayed until a later review cycle.

If you have any questions about this email, please contact the eRA Help Desk at 1-866-504-9552 (tty:
301-451-5939) or commons@od.nih.gov.



mailto:commons@od.nih.gov
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Application Processed with Warnings (no errors)

Notification sent instructing SO and Pl to log on to the Commons,
view warnings, and verify the application

Subject Line: Verification of Your Electronic Grant Application, <Grants.gov
Tracking Number>

Body of Text:

NIH has received the electronic application titled “<Project Title>" that was submitted through
Grants.gov. Several warnings have been generated for the application; these warnings will not
block processing of the application. To view the warnings and to inspect the application for
accuracy, log in with your username and password to the NIH eRA Commons website at
https://commons.era.nih.gov/commons/. Then select the “Status” menu item and click on the
Application Identifier (TN) link next to the submitted application. You will be able to see the
warninéys that have been generated and view the image of the application that has been
created.

If desired, the application can be resubmitted (with a ‘Changed Application’ Type of
Submission) through Grants.gov.

Please review the image. If the image accurately reflects the submitted application, please
verify the application in order to agree to terms. The application will not be referred to a study
section for review until both the SO and the PI have verified. You must verify the application
within two business days of the application’s availability in Commons. If we don't receive
approvals within the requested time, your application may be rejected or delayed until a later
review cycle.


https://commons.era.nih.gov/commons/

Application Processed with Errors
(and possibly warnings)

Notification sent instructing SO and Pl to log on to the
Commons and view errors and warnings associated with a
Grants.gov submission

Subject Line: Errors and Warnings for Your Electronic Grant
Application <Grants.gov tracking number>

Body of Text:

NIH has received the electronic application titled “<Project Title>” that was
submitted through Grants.gov. The application has generated error messages
and/or warning messages. Since errors will prevent successful processing of a
grant application, the application will not be processed by NIH until the errors are
corrected. Warnings are for informational purposes and will not prevent
processing by NIH.

To view the messages, log in with your username and password to the NIH eRA
Commons website at https://commons.era.nih.gov/commons/. Then select the
Status menu item, retrieve the grant application, and click on the Application
Identifier (TN) link next to the submitted application. You must correct the errors
in the application. If desired, any warnings can also be addressed at this time.
Submit the entire corrected appllcatlon through Grants.gov selecting the
Changed/Corrected Application Type of Submission.



https://commons.era.nih.gov/commons/

Commons User ID Not Valid

Notification sent if a Commons account is invalid

Subject Line: Missing or Invalid eRA Commons User ID in
Application Submission, <Grants.gov Tracking Number>

Body of Text:

NIH has received the electronic application titled <“Project Title"> that was
submitted through Grants.gov. The Commons User ID that was to be supplied
as the Credential for the Senior/Key Person Profile component was missing, or
was an invalid user ID. This application must be corrected and the entire

application submitted through Grants.gov, using the Changed/Corrected
Application submission type.

If you have any questions about this email, please contact the eRA Help Desk at
1-866-504-9552 (tty: 301-451-5939) or commons@od.nih.gov.
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Both the Pl and SO Need to
Verify Application

Verify eApplication @
{Application Information -

\Grant Number: AN . B el :
_ _ CGAP Appendi
PIName: CGAP Appendix

Proposal Title: I CGAF Application Cover Letter

erify eApplication

Principal Investigator Program Director Assurance: | cedify that the statements herein are true, complete and accurate to the best of my
knowledoe. | am aware that amy false, fictitious, or fraudulent statements or claims may subject me to criminal, civil, or administrative penalties.

& ee to accept respaonsibility far the scientific conduct ofthe project and to provide the reguired progress repaorts if 2 grant is awarded as a
result o ]

(%) Refused- | cannotverifythe content of the subrission at this time.

Cnmment:

| Save || Cancel |

% Done é ﬂ Internet




Transmittal Sheet

2} Transmittal Sheet - Microsoft Internet Explorer

File Edit Mew Favorites Tools  Help

. Address EE https: ffcommons, era.nib, govyfcommons)transmitkalsheet fkransmitkalsheet ., jsp

- I\VAdobe - Yf - &~ j| Search Wweb v|E|v - | ) Mal -

Transmittal Sheet
Institution Name: R
Proposal Title: 1! A -

Pl Name: |
Gram Number: aoooon-00

Accession Number: n o ]
Proposal Receipt Date;

-@ Done é ﬂ Internet




Viewing Application Errors/Warnings

Address -“Ejhttps:,l',l'mmmnns.Era.nih.gI:w,l'I:I:Immnns,l'status,l'piSearchResuIt.jsp w | Links *
Version 2726 S
Home Admin Institution Profile  Personal Profile ‘ Status eSNAP Internet Assisted Review Links Help

Status Result

Status Result - Pl Status

Important; The MIH provides the JIT (Just in Time) ¥nk in the Commons for applications receiving a percentile of less than 30 or
for applications receiving a priority score of between 100 and 300 if no percentile is provided. Please await instructions from the
MIH o whether to complete this information. Furhermare, there is 3 systerm problem with the Commaons, which shows the JIT
link for MESA applications (Fellowships and Training applications). Please do not submit the JIT information for these types of
applications through the Commons. Please submit JIT information for training grants and fellowships through email or

faw. Finally, JIT requires a Signing Official (S0 atyour nstitution to send the request to the MIH. As a Principal Investigator, you

are ahle to save this information. Howewer, you must notify an individual with S0 rights to foneard the information to the MIH.
Thank you for your cooperation.

[K]1-370f37 102

N -y . l Toble N Application " Status " .
Application ID@ Proposal Tnle.@, Institution Status % Date - Action
0ar0152000

- Withdrawn

eSubmission
Fror

2
é ﬂ Internet




Viewing Application Errors/Warnings

Address ij htkps: ffcommans, era.nib, govcommons,skatus) genericskatusInformation, jsp w| Links *
T T vesionz2726 A
Home Admin Instiution Profile  Personal Profile Status eSNAP Internet Assisted Review Links Help

Status Result

Status Information

eSubmission Errors/Warning

[ The Total Direct Costs for the Entire Proposed Project Period must be equal to the sum of the Total Direct Costs for each budget period.-
Error

B The sum Total of DC less Consortium F&A for the entire project period must be equal to the sum of DC less Consortium F&A for each budget
period.- Error

& The Street Line 3 in the Pl contact information does not match the information recorded inthe PI's NIH eRA Commons account. Please
check the PI's preferred employment aililress in the Comimons, and resulbimit.- Error

B The position title for PD/PI: I o5 not match the position title listed in hisher NIH eRA Commons account. Please check the
eRA Commons, and resubmit.- Error

[l The total indirect costs must be equal to the sum of indirect costs for each budget period.- Error
B You must enter awvalid EIN- Error

B The total cost requested for Budget Period 2 must be equal to the direct costs plus the indirect costs requested for that budget period.-
Error

[ The Street Line 4 in the Pl contact information does not match the information recorded inthe PI's NIH eRA Commons account. Please
check the PI's preferred employment address in the Commaons, and resubimit.- Error

& The name prefix for Key Person: I (ocs not match the name prefix listed for hisher NIH eRA Commons account. - Warning

General Grant Information Other Relevant Documents
Status: W




Where to Go for Help

= Forms transition and questions on NIH’s overall
plan for electronic recelipt:
NIH Grants Information
Email: grantsinfo@nih.gov

= NIH eRA Commons registration and post-
submission questions on Commons functionality:
Support Page: http://era.nih.gov/commons/index.cfm

Help Desk
m Email: commons@od.nih.gov
m Phone: 1-866-504-9552 OR 301-402-7469

= Grants.gov registration and submission questions
Grants.gov Customer Service
Visit: http://www.grants.gov/CustomerSupport

19


mailto:grantsinfo@nih.gov
http://era.nih.gov/commons/index.cfm
mailto:commons@od.nih.gov
http://www.grants.gov/CustomerSupport
http://era.nih.gov/commons/index.cfm%ED%AF%80%ED%B1%BAHelp

Are you ready?

Ask questions. Get informed!
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