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Community for Advanced Graduate Training (CAGT) User’s Guide
1.0 INTRODUCTION

The Minority Access to Research Careers (MARC) branch of the National Institute of General
Medical Sciences (NIGMS) manages the Undergraduate Student Training in Academic Research
(U-STAR) program, designated the MARC U-STAR (T34) Program. This program offers
biomedical sciences research training to minority juniors and seniors of 4-year colleges,
universities and health professional schools to improve their ability to conduct biomedical
research at the graduate level. As part of the MARC U-STAR (T34) program, these minorities
are junior and senior honors students who have expressed a desire to pursue postgraduate
education leading to a Ph.D. Therefore, they are highly qualified candidates for training
programs at the graduate level.

NIGMS also manages the Institutional Pre-doctoral Training Grants program, which is
designated “T32.” The T32 program supports pre-doctoral research training for students
enrolled in qualified institutions. Such training covers biomedical sciences, behavioral sciences,
and related clinical fields. Therefore, Directors of the T32 Program seek students with the
biomedical research skills that the MARC program engenders.

The CAGT website is designed to enable T34 Students to find research training opportunities in
T32 programs, and to enable T32 Program Directors at universities to identify and recruit T34
Students who may be interested in their university’s research training program. This User’s
Guide contains all essential information to utilize the CAGT website effectively. This guide
includes a description of the system functionalities and capabilities, including step-by-step
instructions on how to access and use the website.

1.1 Purpose and Scope

The CAGT User’s Guide is intended for all MARC U-STAR (T34) Students, MARC U-STAR
(T34) Program Directors, MARC U-STAR (T34) Program Officials, Pre-doctoral Training
Grants (T32) Program Directors, and Pre-doctoral Training Grants (T32) Program Officials (for
the remainder of this document, the names of these roles will be shortened to T34 Student, T34
PD, T32 PD, T34 PO, and T32 PO.). The purpose of the User’s Guide is to explain: 1) how to
establish a profile on the website; 2) how to search for information about T32 programs; and 3)
how to search for information about T34 Students.

1.2 Privacy Act Considerations

The Privacy Act (Public Law 93-579) requires every Federal Agency to inform each individual
why personal information is requested and how it will be used. The information you are asked to
enter on our website will be used in our programs and institutes. The information will not be
disclosed, without your prior written consent, to anyone who is not an employee of the
Department of Health and Human Services. When inquiries are emailed to us, we store the
question and the email address information so that we can respond electronically. Unless
otherwise required by statute, we do not identify publicly who sends questions or comments to
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our web site. We will not obtain information that will allow us to personally identify you when
you visit our site, unless you chose to provide such information to us.
1.3 Organization of Document

This document explains the functionalities and illustrates how the CAGT user interface looks
from a user’s perspective. The sections are organized first by the functionalities of the
application and, where applicable, the perspective of specific types of users (e.g. T34 Students,
T34 Program Directors, T34 Program Officials, T32 Program Directors and T34 Program
Officials).

2.0 OVERVIEW OF CAGT

There are three basic flows in CAGT:
1) Create/Manage your profile
2) Search for a T32 Program
3) Search for a T34 Student

You will initially create a profile. Once you have created a profile, you can search for a T34
Student or a T32 Program. Students are limited to searching for T32 Programs.
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3.0 ACCESSING THE APPLICATION

The following sections describe the criteria you must meet before accessing the CAGT website.
Note that some web sites throughout the CAGT system use the term “Username” and others
“USERID.” For the purposes of the CAGT system, both terms mean the same thing.

3.1 Criteria for Students

To use the CAGT website, you must:
e Register with CAGT (section 4.1)
Be approved by your T34 Program Director
Change your temporary password to a self-defined password at http://password.nih.gov
Enroll your permanent password at https://iforgotmypassword.nih.gov/aims/ps/
Have an internet connection

3.2 Criteria for Program Directors

To use the CAGT website, you must:

e Have an internet connection

e Have avalid eRA Commons System Username and Password

e Be listed in eRA Commons as the “Principal Investigator” for your program; usually,
there is only one “Principal Investigator” for a program

e Have your eRA Commons profile and role associated with your current eRA Commons
System Username

e Your profile must contain your correct contact information, including your address, state,
email address and phone number

Note: CAGT refers to “Principal Investigator” in eRA Commons as a Program Director.

3.3 Criteria for T32 PD CAGT Assistants

To use the CAGT website, you must:
e Have an internet connection
e Have avalid eRA Commons System Username and Password
e Be listed in eRA Commons as an “ASST” for your institution
e Have your eRA Commons profile and role associated with your current eRA Commons
System Username

e Be selected in CAGT by a T32 PD to be a CAGT Assistant

3.4 Criteria for NIGMS Program Officials

To use the CAGT website, you must:
e Have avalid NIH Employee Directory (NED) system Username and Password
e Have an internet connection
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CAGT System User's Guide

3.5 Application’s Location

If you meet the criteria above, simply navigate to the location of the CAGT website located at:
https://cagt.nigms.nih.gov

You will need to enter your Username and Password.

3.6 Log-In

If you are a T34 Student and have not met the criteria stated in Section 3.1, please skip to Section
“Log-ln

4.1.1. Otherwise, click on the
https://cagt.nigms.nih.gov.

button on the Welcome page at

When the Registration period is closed, the opening web page will include text explaining that
registration is inactive and, if known, when registration will be active again. When the
Registration period is open, the opening web page displays as shown below.

National Institute of
General Medical Sciences

One of the National lnstitules of Health

Community for Advanced Graduate Training

Tl

e

=

Welcome to the Commaunity for Adwvanced
Graduate Training (CAGTH

About CAGT

This Web site is providad by NIGMS to
help MARC U-STAR (T34} undergradusts
stwdents find suitsble ressarch training
opportunities st the gradusts level, and to
=ssist directors of NIGMS Predoctoral
Training Grants {T32} in recruiting U-STAR
stwdents into their programs.

BAccess CAGT

NIGME MARC U-STAR [T14] Program
trains undergraduate students in the
biomedical and behaviors] sciences and
enhances their research skills in
preparation for grafuate school, MARC U-
STAR students sre honors undergradusts
juniors and seniors, mosthy from
underrepresented minority groups, who
have expressed 5 desine to pursus
graduste education leading toa Ph.D.
Their participstion in this ressarch training
program highhy qualifies them for science
research training programs at the
gradusts level

CAGT is now open for 2008-2008 MARC
students to register and input
information. MARC student registration
and data entry closes on Saturday,
November 13, 2(H8.

MIGMSE" Institutions] Predoctorsl Training
Grants [T3Z) support predoctoral resesrch
training 3t the gradusts school level. Such
training covers biomedical sciences,
b=havioral scisnces, and relsted clinicsl
figkds. Thersfore, directors of T22
programs sesk students with the
biomedical research skills that the MARC
U-5TAR program engendsrs.

Sowelcome to the community - we wish
ywou the best of leck in matching up!

T32 Program Directors may use the
system to view 2008-2008 MARC student
profiles and contact students of interest
beginning Monday, Gctober 20, 2008.

Nate: MARC

Figure 1. CAGT Opening Web Page

Note that the CAGT Home page includes hyperlinks to various outside programs, such as
MARC U-STAR.
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At the bottom of the web page is a row of hyperlinks. This includes answers to Frequently
Asked Questions (FAQ), access to a Contact Us page, and a link to an online version of this
user’s guide. This row of hyperlinks can be found as a footer to most CAGT web pages.

Access CAGT

MARC Program Directors must There are multiple steps for students to T32 Program Directors can selectup to 3
annually approve current MARC follow in order to access CAGT: individuals (called Assistants) to access
students to access CAGT. Faorthe CAGT on hisiher behalf.
2008-2009 academic year this must be 1. MARC students must register at the For mare information, L. T
completed by Thursday, November 13, beginning of each academic year and
2008. must be approved by their MARC

Program Director before accessing

CAGT. Ifyou are a MARC student,

whether you are new to CAGT or

2. Ifalready registered and approved by

your MARC Program Director for

2008-2009, then before your first log

in you must change your Temporary

Password to a Permanent Passward.

: here to change it.

Use your eRA Commons Username 3. Steps 1and 2 above completed? Use your eRA Commons Username and

here.

here. Then L= with your Password to L=

and Password to L Log-In
permanent password.

#» Forgot your Username? Click » Forgot your Username? Click » Forgotyour Username? Click
MNIGMSMARCCAGTi@nigms.nih.gov MIGMSMARCCAGT @nigms.nih.gov MIGMSMARCCAGT@nigms.nih.gov

#« Forgot your Password? Click » Forgot your Password? Click « Forgotyour Password? Click
hitps:Jicommons.ara.nin.gov/ hitps #iforgotmypassword.nih.goviaims/ps hitps:Jicommons.era.nih.gow
commonsiresetPassword.jsp or MIGMSMARCCAGT@nigms.nih.gov commonsiresetPassword.jsp

« Frequently Asked Questions (FAQ) = Frequently Asked Questions (FAQ) « Freguently Asked Questions (FAQ)

o CAGT User Guide o CAGT User Guide o CAGT User Guide

o NIGWS staff LEZ B0 ] here.

» [fyou have [T-related questions, contact NIGMSMARCCAGT@nigms.nih.gaov or call 301-435-9291.

» [fyou have programmatic questions, contact Dr. 2hawn Drew at drewl@mail.nih.gov or call 301-594-3900.

Figure 2. Opening Web Page (bottom portion)

Depending on your user role, there are several columns at the bottom of the opening web page to
allow users to log into the system and access sites for username/password help, CAGT User’s
Guide, and Frequently Asked Questions (FAQ) web page. There are also email hyperlinks and
phone numbers to contact staff for IT and programmatic questions.

After clicking on the [ Log-In_ button, you will be taken to the log-in page to enter your valid
Username and Password, as pictured below.
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NIH Login

Uger Name |

Passward: |

W ming Nofice

Thig i5 & U S Givemimend compuleér Sysham, which midy be accessnd and wsad ondy for aythonzed Govermment busingss By authoringd personngl Uinauthonzed access or
use of this compaler syslem may subject violators o criminal, i, andior adminisiratve action

All infiormation on this computer system may be intercepled, reconded, read, copied, and disclosed by and 1o suthorized personnel for oficial purposes, including criminal
investigations, Such irformation includes sensitive data encrmbid 10 comply with confidentiality and privacy requingments. ACCSsS or us® of this Compuler Sysbem by any
person, whither sulhornized of Enauthofized, constiules consen bo these eemns. Thede k2 no right of privacy in thie syslam

BCIT & (¢

Frpt

LT

Figure 3. NIH Log-In

Enter your Username and Password. For NIGMS Program Officials (T34 and T32), this is your
NED Username and Password.

For Program Directors (T34 and T32) and CAGT Assistants (T32), this is your eRA Commons
Username and Password. Please note that if you change your eRA Commons User ID or obtain
a new one, you must also associate your eRA Commons profile and role to this User ID.
Otherwise, you will not be able to log-in to CAGT. If you have questions about associating your
profile and/or role with an eRA Commons User 1D, contact eRA Commons at
http://ithelpdesk.nih.gov/eRA/.

For T34 Students, this is the Username and Password you established at http://password.nih.gov
as part of the registration process (see Section 4.1.1). Once your log-in is successful, you will be
taken to the CAGT website.

To ease management of your password, please register your password with NIH’s Password
Self-Service located at https://iforgotmypassword.nih.gov/aims/ps/ and follow the directions. At
this location, if you are a Student or Program Director, select domain “NIHEXT”. If you are a
NIGMS Program Director, select domain “NIH".
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4.0 USER FUNCTIONS
The following sections describe the individual CAGT website functionalities in more detail.

4.1 T34 Student Registration Process

Only T34 Students need to register to access the CAGT website. All other types of users can
access the application with existing Username and passwords, as detailed in Section 3.0 above. If
you are a T34 Student, continue reading. If you are a T34 PD, skip ahead to Section 4.2. If you
are not a T34 Student or a T34 PD, skip ahead to Section 5.0.

4.1.1 T34 Student Registration

You must register and be approved by your T34 Program Director before accessing the CAGT
system. To begin the registration process you must navigate your web browser to
https://cagt.nigms.nih.gov and click on the “Student User? Register Here” link, as pictured
below.

Access CAGT
MARC Program Directors must There are multiple steps for students to T32 Program Directors can selectup to 3
annually approve current MARC follow in arder to access CAGT. individuals (called Assistants) to access
students to access CAGT. For the CAGT on his/her behalf.
2008-2009 academic year this must be 1. MARC students must register atthe For maore information, L. here.
completed by Thursday, November 13, beginning of each academic year and
2008. must be approved by their MARC
Program Director before accessing
CAGT. Ifyou are a MARC student,
whether you are new to CAGT or
g Sprevious year, please
2. Ifalready registered and approved by
your MARC Program Director for
2008-2009, then before your first log
in you must change your Temporary
Password to a Permanent Password.
(i A here to change it
Lse your eRA Commons Username 3. Steps 1and 2 above completed? Use your eRA Commoens Username and
and Password to L2l here. Then L=l B00 with your Password to Lt =] here.
permanent passwoaord.
» Forgotyour Username? Click + Forgotyour Username? Click » Forgotyour Username? Click
NIGMEMARCCAGT@nigms.nih.qgov MNIGMSMARCCAGT@nigms.nih.qov NIGMSMARCCAGT@nigms.nih.qgov
# Forgotyour Password? Click & Forgotyour Password? Click # Forgot your Password? Click
hitps:lcommons.era.nih.gov hitps Viforgotmypassword.nih.gowaims/ps https:f'commons.era.nib.gow
commonsiresetPassword.jsp or NIGMSMARCCAGT@nigms.nih.qgov commeonsiresetPassword.jsp

Figure 4. New User Registration Link Location

After clicking on the Register command button under MARC Students, you will be
taken to Step 1 of 3 in the registration process, as presented below.
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Community for Advanced Graduate Training

Student Registration Form

First, enter and submit the

Step 1 of 3: requested information. Later,

your MARC Program Director will
approve your registration, after
which yvou wil receive by email a
User IO and a System Key. Then
* Indicates required field. go to pazzword.nih.gov to

eztablizh yvour Passwaord.
Already have a User ID?
MiodieName | | [ Log-in |

* School Email Address |

To register for an account, enter the requested information below and click the "Mext™ button to
advance to Step 2.

usen@domain.edu

usen@domain.edu

* Re-type School Email Address |

Telephone # | | 555-555-5555

* User Key I:' Flesse crea
* Re-Type User Key |:| Letters

Flease identify the state and institution of your MARC U-STAR (T34) Program, and your expected graduation date.

r User Key

* State |Select a State v

* Institution |Select an Institution b

* Expected Graduation Month
* Expected Graduation Year

Figure 5. T34 Student Registration Step 1

Complete the registration form with all required information, which is denoted with a red
asterisk (*).

If you have an institutional e-mail address (ending with the suffix *“.edu”) enter it in the School
Email Address field and then, for verification purposes, retype the email address in the following
block.

Note: remember your 2-alpha User Key that you have created (including the case of its
letters)! You will need to recall it when establishing a self-defined password later in the
process.

At the bottom of the web page is a listing of Areas of Research Training Interest (ARTI).
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Flease identify the state and institution of your MARC U-STAR (T34) Program, and your expected graduation date.

*State | Select a State v

*Institution | Select an Institution v

* Expected Graduation Month
* Expected Graduation Year

* Select one or more Areas of Research Training Interest:

Graduate-level research training Program Directors will search for you based, in part, on the interests you select below. More complete
descriptions of the following program titles, and the scientific research areas covered by them, can be found at the MIGME Instituticnal
Training Grant page. Please check areas that interest you.

E Behavioral-Biomedical Sciences | Cellular, Biochemical and Molecular | Molecular Biophysics
Sciences
[J Bicinforrmatics and Computational [ Chemistry-Biology Interface [] Molecular Medicine
Biology
[] Biostatistics [] Genetics [] Fnarmacological Sciences
O Biotechnology F Medical Scientist Training (MD/PhD) F 3ystems and Integrative Biology

[ Cancel J§ Next> |

Figure 6. Areas of Research Training Interests

You must select at least one ARTI before continuing with the Registration. If you do not select
an ARTI, the system will display an error message.

You must select at least one Area of Research Training Interest.
* Select one or more Areas of Research Training Interest:

Graduate-level research training Program Directors will search for you based, in part, on the interests you select below. More complete
descriptions of the following program titles, and the scientific research areas covered by them, can be found at the NIGMS Institutional
Training Grant page. Please check areas that interest you.

[] Behavieral-Biomedical Sciences [] Cellular, Biochemical and Malecular [] Malecular Biophysics
Sciences
E Bioinformatics and Computational El Chemistry-Biology Interface El Muolecular Medicine
Biology
E Biostatistics El Genetics El Pharmacological Sciences
[] Biotechnology [] Wedical Scientist Training (MD/FhD) [] Systems and Integrative Biology
] | |

Figure 7. Error Message - No ART]I Selected

After entering your information, click LLiiiiia ] to proceed to Step 2. If you do not complete all
the required information or enter invalid information, then you will receive an error message on
top of the page and see each invalid field highlighted in red with an error message. To end the
process at any time, click Ll
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At Step 2, you will see the following screen asking you to confirm your information.

Community for Advanced Graduate Training

Student Registration Form

First, enter and submit the

Step2of 3 requested information. Later,
your MARC Program Director will

Flease confirm that all the information below is correct. If the information is incarrect, click approve your regigtration, after

the "Back” button. which you will receive by email a

User ID and a System Key. Then

go to paszword.nih.gov to
Firstame David establish your Password.

Middle Mame
LastMarme Cannon
School Emnail Address  dec@umd.edu
Telephone #

Already have a User ID?

State MARYLAND
Institution  UNIVERSITY OF MARYLAND BALT CO CAMPUS
Expected Graduation May 2011

Areals) of Research  Chemistry-Biology Interface
Training Interest  Genetics

Figure 8. T34 Student Registration Step 2

e :.u.;.-\.}

You can either click 22225 to go back to Step 1 to edit your information, or click Ll
submit your registration information.
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After submitting your registration information, you will receive a confirmation page, Step 3, as
presented below.

Advanced

'- National Institute of MARC mummy  Community for
\3 General Medical Sciences 3} s

One of the National Institutes of Health

Community for Advanced Graduate Training

Student Registration Form

Step 3 of 3:

Thank You! Your information will be validated. If you have not received by email within 14 days the approval to log-in to
the system, please contact your MARC U-STAR (T34) Program Director.

ContactUs | Your Privacy | Accessibility | Disclaimers | EOIA | CAGT User Guide | FAQ

Mational Institute of General Medical Sciences
45 Center Drive MSC 6200
Bethesda, MD 20892-6200

N £ USA.gov

Bt

Figure 9. T34 Registration Step 3

At this point, you have submitted your information successfully to your T34 Program Director.
Your Program Director should approve your registration request soon. If you do not receive
such approval by email within 14 calendar days, contact your T34 Program Director. Itis
possible that your T34 Program Director has not yet approved your request. It is also possible
that you submitted an email address that is no longer valid.

Alternatively, a technical obstacle may prevent your receipt of the approval email, which is sent
automatically by CAGT upon your T34 PD’s approval of your request. Please note that some
universities use anti-spam and anti-virus software with strict security settings. If you are
experiencing a delay in receiving the approval email, it is possible that this software has
designated CAGT’s email as spam and blocked its delivery to you. If you feel you are
experiencing technical obstacles, your T34 Program Director should contact the NIGMS Service
Desk at NIGMSMARCCAGT @nigms.nih.gov.
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4.1.2 Student Approved

After your T34 Program Director has approved your registration, you receive an email from
CAGT, which appears like Figure 10 below. Follow its instructions to establish a self-defined
password to CAGT. Please note that if you lose or forget your 2-alpha case-sensitive User Key,
you need to re-register — the only person who has your User Key is you. After you establish your
self-defined password, go to CAGT (https://cagt.nigms.nih.gov) and log-in, as described in
Section 3.5.

From:  Leiby, Nancy (NIH{NIGMS) [C] Sent: Wed 8/22/2007 12:40 PM

To: Gordon, Peter (NIH/MIGMS) [C]
o
Subject:  Access ko Community for Advanced Graduate Training (CAGT)

[Dear Peter Gordon,

Welcome to the NIGMS Community for Advanced Graduate Training (CAGT)! Your MARC LFSTAR (T34) Program Director at BARRY UNWERSITY has approved your registration
tothe CAGT website

Your User Name is GORDONPES
Your System Key s 40187%
Your User Key is the 2-digit alpha code that you submitted arlier when you requested to register with the CAGT website.

You will use your User Name, System Key and User Key to create your own password at the Mational Institutes of Health's website, Password NIH .gov. Simply go to
Passwiord NIH.gov — no hitp or v or any other prefixes. Once there, click on the link, "Change Passwiord." You will see the screen that requests information for. Domain, User 1D,
Current Password, Mew Password, and Confirmation of New Password

* For Domain, change the value to "NMIHEXT"
* For User ID, input your User Mame provided above
* For Current Passwiord, combine your 2-alpha User Key and the 6-character System Key provided above into one string of 8 characters, and enter the 8-character string here as
a case-sensitive temporary password
- For example, if you entered PG for your User Key when you registered, and you received above a System Key of 12345%, then enter "PG12345%" as your Current Password
* For Mew Password, enter one of your own choosing — follow the password requirements that you will see on the screen
* Re-enter the New Password to confirm
* Click "Change Mow"
T NIH Central Email Service will confirm that your password has been changed

MNow with your new password you are ready to enter the CAGT website. With your internet browser, go to cagtdev nigms.nih.gov, click the log-in button and follow the instructions for
logging in

If you experience any difficulty, please send an email to MHHelpDesk@ail NIH gov

Figure 10. Email Approving Student Registrants with Log-In Instructions

4.1.2.1 Change Password
Follow the steps in the approval email notification to access the CAGT site.
Enter your username and temporary password, provided by the email notification.
Before accessing the CAGT system, change your temporary password to a permanent password.
Under the MARC S_tu_de_nts column on the opening page, go to Step 2 and click on the Click

command button as illustrated in the following figure.
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MARC Program Directors must
annually apprave current MARC
students to access CAGT. For the
2008-2009 academic year this must be
completed by Thursday, Movember 13,
2008.

Use your eRA Commons Username

and Password to - here.

# Forgotyour Username? Click
NIGMSMARCCAGT@nigms.nih.gov

There are multiple steps for students to
follow in order to access CAGT:

1. MARC students must register at the
beginning of each academic year and
must be approved by their MARC
Program Director before accessing
CAGT. Ifyou are a MARC student,
whether you are new to CAGT or
returning from a previous year, please

kel here.

2. Ifalready registered and approved by
your MARC FProgram Director for
2008-2009, then befare your first log

in you must change your Temporary

= aad Permanent Password.

o hgre to change it.

3. Steps 1 and 2 above completed?

Then - with your

permanent password.

& Forgotyour Username? Click
NIGMSMARCCAGT@nigms.nih.qov

» Fargotyour Password? Click
hitps:/commons.era.nih.gow
commeonsiresetPassword.jsp

« Forgotyour Password? Click
hitps Miforgotmypassword.nih.gowaims/ps

T32 Program Directors can selectupto 3
individuals {called Assistants) to access
CAGT on hisiher behalf.

For mere information, LoSiee

A here.

Use your eRA Commons Username and

Password to - here.

# Forgot your Username? Click
NIGMSMARCCAGT@nigms.nih.gov

» Forgot your Password? Click
https:/'commons.era.nih.gow

or NIGMSMARCCAGT @nigms.nih.gov

commeonsiresetPassword.jsp

Figure 11. Log-in to Enter Permanent Password

The system will prompt the user to change their temporary password to a permanent password.

The system will display the following URL:

https://password.nih.gov/changepassword.aspx

Click on this URL and the system will display the Change Domain Password web page.

Follow the steps on the web page to enter your new password.

Use the various hyperlinks to understand the “password complexity and history requirements”
that all new passwords must satisfy.

Use the “What Not To Do” hyperlink for tips to avoid common mistakes when selecting a

password.
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Change Domain Password

Please choose the Domain your account belongs to.

New password must meet the password complexity and history requirements.

Here's the list of What ot To Do for choosing vour new password.

The new password must have at least 8 characters.
The new password must use at least 3 out of the following:

Upper-case letiers [A.. 7]
Lower-case letters [a...z]

Numbers [0...9]

Symbols [{}..." 1 @#S%"*()_-+="~]

Example: Pai@ @w0rd

Domain MIHEXT v
UserID

Current Password

New Password

Confirm Wew Password

Change Mow

Figure 12. Change Domain Password Web Page

Use the drop down list box to select “NIHEXT” as the Domain (the default is “NIH”).
Enter your Username in the UserID field.

Enter your current password. This is the two letter User Key you entered during the Registration
process (see Section 4.1.1) plus the System Key listed in the approval email notification (see
Figure 10).

Enter your new, permanent password in the New Password block. Again, note that your new
password must meet the criteria for all new passwords.

Enter your new password a second time in the Confirm New Password field for verification
purposes.
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Change Mow ]I
When finished, click the Change Now command button at the bottom of the
web page. If there are no problems with the new password, the system will verify that you
successfully changed your password.

4.1.2.2 | Forgot My Password Option

It is highly advised that the student use the | Forgot My Password option available on the
opening CAGT web page. Under the MARC Students column, click on the | Forgot My
Password hyperlink near the bottom of the web page.

Access CAGT
MARC Program Directors must There are multiple steps for students to T32 Program Directors can selectupto 3
annually approve current MARC follow in order to access CAGT: individuals (called Assistants) to access
students to access CAGT. Forthe CAGT on his/her behalf.
2008-2009 academic year this must be 1. WARC students must register at the For more information, L 1 here.
completed by Thursday, November 13, beginning of each academic year and
2008. must be approved by their MARC
Program Director before accessing
CAGT. Ifyou are a MARC student,
whether you are new to CAGT or
returning from a previous year, please
Register [Eees
2. Ifalready registered and approved by
your MARC Program Director for
2008-2009, then befare your first log
in you must change your Temporary
FPassword to a Permanent Password.
Ltz nere to change it.
Use your eRA Commons Username 3. Steps 1 and 2 above completed? Use your eRA Commons Username and
and Password to - here. Then _ with your Password to _ here.
permanent password.
# Forgot your Username? Click &« Forgotyour Username? Click # Forgot your Username? Click
NIGMSMARCCAGT@nigms.nih.gov NIGMSMARCCAGT@Nigms.nih.gov NIGMSMARCCAGT@nigms.nih.gov
» Fargotyour Password? Click . Pk » Forgot your Password? Click
hitps:/commons.era.nih.gow (€ hitps Miforgotmypassword.nih.gowaims/ps https:/commons.era.nih.gov
commeonsiresetPassword.jsp or MG ShtARSEASHEname T .oy commeonsiresetPassword.jsp

Figure 13. | Forgot My Password Hyperlink

The system will open a new browser window and display the | Forgot My Password web page.

November 7, 2008 15



CAGT System User's Guide CAGT-UG-07-103
Document Version 6.0

IForgotMyPassWord

Welcome to IForgotMyPassword
SELF-SERVICE CROSS-PLATFORM PASSWORD RESET AND SYNCHRONIZATION

Primary Account
Y Dpomain: NIHEXT v

User ID:

Privacy Policy & Terms of Use

] I3 £ T = el

This is a U.5. Government computer system, which may be accessed and used only for authorized Government business by
authorized personnel. Unauthorized access or use of this computer system may subject viclators to criminal, civil, and/or
administrative action.

All information on this computer system may be intercepted, recorded, read, copied, and disclosed by and to authorized
personnel for official purposes, including criminal investigations. Such information includes =ensitive data encrypted to comply
with confidentiality and privacy reguirements. Access or use of this computer system by any person, whether authorized or
unauthorized, constitutes consent to these terms. There is no right of privacy in this system.

I agree I disagree

Figure 14. | Forgot My Password Web Page

Select “NIHEXT” using the Domain drop down list box, and then enter your UserID. Read the
Privacy Policy and Terms of Use at the bottom of the web page and click the | AGREE
command button to continue.

Follow the steps on the | Forgot My Password web page. When finished, close the separate
browser window and return to the CAGT system.

If you ever forget your password, click on this option and enter the requested information to have
the system retrieve your password information.

4.1.3 Student Registration Declined

If your T34 Program Director has declined your registration, you receive an email notification
from CAGT, with contact information in case you have questions about the decision, as in Figure
15, below.

Subject: Aocoess to Comrunity for Advanced Graduate Training (CAGT)
Dear Nicgws (Test) Nigms (Test),

The MARC U-2TAE (T34) Program Director at JACKICN ITATE UNIVERSITY has declined your request to register with the
Comrunity for Advanced Graduate Training (CAGT) . If you have guestions sbout this decision, please contact the Program
Director identified helow:

Jacoqueline Stevens
JACQUELINE.J.STEVENSEJSUMS.EDT

(601) 979-3462

JACKESON STATE UNIVERIITY

DEPT OF MOLECULAR AND CELLULAR BIOLOGY
1400 JER LYMCH STREET

JALCESON

HISSISSIPPI

39217

Figure 15. Email Declining Student Registrants
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4.2 T34 Program Director Approval of T34 Student Request

As a T34 PD, you must approve your students’ registration requests for them to gain access to
the CAGT website. When one of your students registers, CAGT will notify you with an email
very similar to the one presented in Figure 16, below.

Subject: Student requests approval for access to CAGT

THIS IS A SYSTEM-GENERATED EMAIL. PLEASE DO NOT REPLY TO THIS EMAIL - NO ONE WILL
RECEIVEIT.

ASSOCIATE PROFESSOR ANTHONY C MADU:

The student identified below has requested registration to the Community of Advanced Graduate
Training (CAGT) website. To approve or decline the student’'s request to access the CAGT, please
go to hitps:licagttest.nigms.nih.govl. The student will not be able to access the CAGT website until
you have approved this request.

First Mame: Test
Last Mame: Tester
Email Address: ledwanir@mail.nih.gov

Phone:
State: VIRGIMIA
Institution: VIRGINIA UNION UNIVERSITY

Thank you.

This is a CAGT system-generated email. Please do not reply to this email.

Figure 16. Notification of New Student Registration

If you take no action on these requests, you will receive reminder emails seven and 14 days after
a student registers. To approve students, click on the link in the email and log in to the CAGT
website as presented earlier in Section 3.5. Once logged in, the system will immediately present
any of your students who have requested to register with the website, as pictured below on the
Student Access Requests page.
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Search Programs ' Search Students |

Manage Profile/Program Stud Acco:
Community for Advanced Graduate Training

Approval of MARC U*STAR (T34) Program Student

Approvved Students
You have approved access far the studants listed below, Ifyou wish to ehange a student's access status, pléase select the appropriate
valua In the status column and click the "Submit All Changes” button,

The students named balow requested access o the CAGT website, If the student is an approved paricipant in your institutions MARG
U*STAR (T34) program, then please change the value in the slalus column to “Approve” and click "Submit All Changes” (o "Decling” if the
student is not an approved pardicipant). fyou need more infarmation to decide, leave the status value as “Waiting™ while you refrieses

Information,
| Reset | Submit All Changes
Stalus Last Nams ¥ Eir st Marme School Email Address Date Bequested
|Wa1t|ng V] Gordon Palar aordonpeSi@niams. nib.goy Qrizerz007
| Vaiting -.-] Simpson Homer SimpsonH1 @@nigms. nih qoy 07427/2007
| waiting |+ | Ward John wardi@aniarms nih qoy a7iZTIZ007

Status Last Nama ¥ First Mame School Email Address Date Requested Date Approved
| Approved |~ | Crick Francis Q0o npe 9 aEninm s nif QoY 0Ti2TI2007 0727i2007
| Agproved | Watzon Jarmes aordonpeT Eaiarms nitaoy 0TI2TI2007 0727i2007
| Agproved | wilkins Maurice gordonpesbniams nih aoy OFi2Ti2007 07272007

Dachied Stipdents

Wow have declined access for the students listed balow. If you wish 1o change a student’s access stalus, please select the appropriate
value in the status column and click the "Submit Al Changes® button.

Stalus Lasl Name ¥ Eirst Nama School Email Addross Dty Ragquigstod Dty Declingd
| Declined |~ | Goardon P eter GoardenFe2enlGMS MIH.aoy 07262007 OFF2Ti2007
_' Declined |~ | Khan Genghis gerdonpeGEnigms. nikaoy OFf2srz007 OF2TRo0F
'_ Declined = | Lenwis Cameanon nlgmsmarceaghEdnigms.nib gow aF2orz0a7 OFE007
| Reset | Submit All Changes

Figure 17. T34 Student Access Request

The top matrix lists students who are waiting for approval; the second matrix lists students
whose registration you have already approved; and the third matrix lists students whose
registrations you have declined (e.g., a student may be declined because he/she is not a currently
appointed MARC student). You can change the status of any student on this page by selecting
the appropriate status — click the down arrow in the status column to view a drop-down list of
status choices and highlight the appropriate status. Then click to process the
entire page. The button changes all the statuses back to their original states.
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You can sort the information by Last Name, First Name, Date Requested, Date Accepted, or
Date Declined in each section by clicking on those table headers. The arrow next to a table
header indicates the direction of the sort — down arrows indicate ascending sorts, and up arrows
indicate descending sorts. For example, in Figure 17, above, the records of each matrix are
sorted alphabetically by last name.

Once you approve or decline a student’s registration request, CAGT will process the request and
send notification and instructions to your student.

Your students are instructed to contact you if they experience a delay in receiving approval. If
you are not the cause of the delay, keep in mind a couple of potential technical causes of delay.
First, your student may have registered with an email address that no longer works. Second,
some universities use anti-spam and anti-virus software with strict security settings. It is
possible that this software has designated CAGT’s email as spam and blocked its delivery to
your student. If you feel your student is experiencing technical obstacles, contact the NIGMS
Service Desk at NIGMSMARCCAGT@nigms.nih.gov.
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5.0 MANAGE PROFILE/PROGRAM

This section shows you how to create and/or update your profile and program. The profiles differ
depending on the type of user, so go to the appropriate section for instructions (Section 5.1 for
T34 Students, Section 5.2 for Program Directors, and Section 5.3 for Program Officials).

5.1 T34 Students

When you log in to the website for the first time, you will be taken to the Manage Profile page,
as presented below. You must select at least one Area of Research Training Interest on this page,
or you will not be able to save your information or complete this process. If you log out without
completing this process, the next time you log into CAGT system, you will return to this Manage
Profile web page.

After you have selected at least one Area of Research Training Interest, you can manage your
profile anytime after log-in by clicking on the Eala SUalial tab.
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t— National Institute of S ommunity for
a ‘ Advanced

General Medical Sciences T2 MW= Graduate
One of the National Institutes of Health ! ;___‘4/7 Trainin g

Jum— — Logout

Community for Advanced Graduate Training

Manage Profile
Please verify and update your profile below.

* Indicates required field.

Mame and Personal Information

* First Mame |Wi|liam |

Middle Name | |

* Last Mame |Dav1's |

Title  Student

* Schoaol Email Address |nigmsmarccagt@nigms_nih_gov
* Re-type School Email

|nlgms;marccagt@nlgr‘ns;_mh_gm.I

Address
Telephone # |555-555-5555 | s55-555-5555
* Expected Graduation Month May w

* Expected Graduation Year | 2010

* Your Area(s) of Research Training Interest:

Graduate-level research training Program Directors will search for you based, in part, on the interests you select below. More complete
descriptions of the following program titles, and the scientific research areas covered by them, can be found at the MIGMSE Insiitutional
Training Srant page. Flease check areas that interest you.

O Behavioral-Biomedical Sciences O Cellular, Biochemical and Molecular [l Molecular Biophysics
Sciences
[] Bicinformatics and Computational [] ©Chemistry-Biology Interface [] Maolecular Medicine
Biology
[] PBiostatistics Senetics [] Fharmacelogical Sciences
[] Bictechnology [] Medical Scientist Training (MD/PhD) [] Systems and Integrative Biology

Institution Information
Institution Mame  UNINVWERSITY OF PUERTO RICO RIC PIEDRAS
Frogram Director REGINALD VW MORALES
Title PROFESSOR AND CHAIRMAN
Email REMORALES@&UPRRP.EDU
Frogram URL httpoifwww . vahoo.com

Contact Us | Your Privacy | Accessibility | Disclaimers | EOlA | CAGT User Guide | EAQ

Mational Institute of General Medical Sciences
45 Center Drive MSC 6200
Bethesda, MD 20892-5200

Figure 18. T34 Student Manage Profile

At the top of the page, you can update your pre-populated personal information, which you
provided at the time of registration. Update the information as appropriate.

In the middle of the page, you must select at least one Area of Research Training Interest to
enable Program Directors to find you when searching for T34 Students who are interested in that
area. To see detailed information about these Areas of Research Training Interest, click on the
“NIGMS Institutional Training Grant” link.

At the bottom of the page is the name of your institution, program director and program
director’s email address. It may also include the URL of your program’s web page if your
program director has entered one.

After verifying your profile, click E22222 to submit your updated profile to the system.
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5.2 T34/T32 Institution Program Directors

To view your personal profile and program information click on the | Manags Profile/Program |
tab anytime after log-in. The following figures present the Profiles for T34 Program Directors
and T32 Program Directors, respectively.

Community for Advanced Graduate Training

Program Director Profile and Program

Please verify and update your profile below. Ifthere is any incorrect pre-populated information, please correct it within the eRA-Commons
systemn. This correction will appear here tomorrow. If you do not see this updated information tomorrow, please contact the NIGME
Semvice Desk.

Mote: If you change your Commeons User ID or obtain a new Commons User 1D, you must also associate your Commeons profile and role
to this User ID; otherwise, you will not be able to log-in to CAGT. If you have questions about associating your profile andior role with a
Commons User ID, contact eBA Commons.

Personal Information
Title Assistant Professor
FirstMame MARK
Middle Mame A
LastMame MELTON
Suffix
Institution Mame ST, AUGUSTINE'S COLLEGE

Address ST AUGUSTINE'S COLLEGE
NATURAL SCIENCES AND MATHEMATICS
1315 OAKWOOD AVENUE
City RALEIGH

State NORTH CAROLINA
ZIP Code 27610
Email Address  MAMELTON@ST-AUG.EDU
Telephone # (919) 516-4029
Telephaone Extension
Fax# (919) 516-4465

MARC U*STAR (T34) Program Information

Program URL |http'-"" inserting your program’s URL web page addre:
GT members to "click-through™ to yoi

I ] | ]

Figure 19. T34 PD Manage Profile/Program

Review and verify your profile and program information. All of the read-only information is
currently stored in the eRA Commons system. Edits should be done in the eRA Commons
system, as detailed in Section 5.2.1 below.

At the bottom of the page is a space for a URL link to your program’s web pages. Providing a
URL link will enable users to view information about your program when it appears in search
results. The CAGT website cannot verify the validity of the URL, so please verify it before
clicking the L button. If you are the Program Director for more than one T32 training
grant, there will be a field for each program’s URL.
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'*- National Institute of MARC mmmmy  Community for
L

- . = Advanced
General Medical Sciences R Graduate

One of the National Institutes of Health 1 P:___,—y Training
-

Frog Logout
Community for Advanced Graduate Training

Program Director Profile, Assistant and Program

Please verify and update your profile below. If there is any incorrect pre-populated information, please correct it within the eRA-Commuons
system. This correction will appear here tomorrow. If you do not see this updated information tomorrow, please contact the NIGMS
Senvice Desk.

MNote: If you change your Commaons User ID or obtain a new Commons User 1D, you must also assaciate your Commons profile and role
to this User ID; otherwise, you will not be able to log-in to CAGT. If you have guestions about associating your profile andior role with a
Commons User ID, contact eRA Commons.

Personal Information Assistant to Program Director
Title INVESTIGATOR As a Program Director, you can designate up to three
First Mame MATALIE persons to support your use of CAGT. Selectthe

. appropriate name(s) in the drop-down list below
Middle Mame G (use CNTL-Select for multiple selections) and click
LastMame AHHN "Save”.

Suffix
Institution Name UNIVERSITY OF COLORADO AT BOULDER Mo CAGT Assistant

Address UNIVERSITY OF COLORADO
DEPT OF CHEMISTRY & BIOCHEMISTRY

uce 215
City BOULDER
State COLORADO Ifthe person(s) you wish to make your CAGT
Assistant(s) does not appear on the list, then you
_ZlP Y must first establish an ASST account for them in
Email Address NATALIE.AHN@COLORADO.EDU eRA-Commons. To do so, contact your institution's
Telephone # (303) 492-4799 eRA-Commons Account Administrator (A4) or
Telephone Extension Sponsored Research Office (SRO). When your

assistant(s) has an eRA-Commons account as an
“ASST,” the next calendar day his/her name(s) will
appear in the drop-down list above. If it does not
appear in the drop-down list after one calendar day,
contact your institution’s A&

Fax# (303) 492-2439

CAGT Assistant(s)
No CAGT Assistant selected

CAUTION: Kyour assistant already has an eRA-
Commons account with a roleMauthority” other than
CASST,” your institution’s A& or SRO needs to add an
“ASST role to the existing account, rather than create
a new account. Otherwise your assistant will not be
able to log into CAGT — see the “Mote” in the
introduction of this page.

Institutional Predoctoral Training Grants (T32) Program Information

MIGMS Program Mame  Cellular, Biochemical, and Molecular Sciences (CMB)

MIGMS Area(s) of Cellular, Biochemical and Molecular Sciences
Research Training

Program URL |http-.f.f Inserting your program’s URL web page addres
. all CAGT members to "click-through™ to your w

Figure 20. T32 PD Manage Profile/Program

T32 Program Directors have the option to select up to three CAGT Assistants. To select a
CAGT Assistant, scroll down the drop-down box on the right side of the profile and select the
name of the appropriate person. If you want more than one CAGT Assistant, press the CNTL
key while you are highlighting your selections. Click the i button. The name of the
CAGT Assistant(s) will appear in the left column. The next calendar day, your CAGT
Assistant(s) will be able to log in to CAGT with his/her eRA Commons account User ID and
password. With this access, (s)he can search for T34 Students or T32 Programs. If you want to
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change a CAGT Assistant(s), de-select the name(s) and select the CAGT Assistant(s) you want.
If you do not want a CAGT Assistant, select “No CAGT Assistant”. Click the = button.

If the person you wish to designate as your CAGT Assistant is not listed in the drop-down list,
this person needs an eRA Commons Account with an “ASST” role. Contact your institution’s
eRA Commons Account Administrator (AA) or your Scientific Research Office (SRO) to
request for your assistant an eRA Commons account as an “ASST”. When your assistant
receives the ASST eRA Commons account, (s)he will receive an email from eRA Commons.
The day after your assistant receives this email, (s)he will appear in the CAGT drop-down list
pictured above. CAGT picks up eRA Commons information at about midnight each day, so
changes to eRA Commons appear in CAGT the next calendar day.

If your assistant already has an eRA Commons Account that is not designated with the ASST
role/”authority,” ask your institution’s AA to add the ASST role/*authority” to your assistant’s
existing account — rather than create a new account. Otherwise, your assistant will not be able to
log into CAGT. Please note that if you or your assistant change Commons User IDs or obtain a
new Common User ID, you must associate your Commons profile and role to this User ID.
Otherwise, you will not be able to log into CAGT. If you have questions about associating your
profile and/or role with a Commons User ID, contact eRA Commons at
https://commons.era.nih.gov/commons.

5.2.1 Editing Your eRA Commons Data

The information about you in CAGT is automatically retrieved each night from the eRA
Commons system. For Program Directors to edit personal information in eRA Commons, click
on the “eRA Commons” link in CAGT and the eRA Commons system will open in a new
browser window, as presented below. (Note: CAGT Assistants do not have profiles in CAGT.
Therefore, this information applies to Program Directors only.)

ﬁ‘é‘% NATIONAL INSTITUTES OF HEALTH S \‘f::t\;;r:;i.Guest
2 Y E
+w+  @RA Commons HITTRR oty
Wersion 2.10.1.4
COMMONS DEMONSTRATION SITE ~ COMMONS DEMONSTRATION SITE - COMMONS DEMONSTRATION SITE

| IO Links eRAPartners Help

What's Commons 2.7.2.3 was released on April 25th and is now availableFeatures ofthis release includes many performance upgrades and supports changes necessary forthe May 2" rollout of Public Atcess
Manuscript Submissions.  Additionally, 2.7.2 contains the features released lastweek, which include

s Clogeout Submizsions of Final Invention Statement and Final Progress Report through Status.
COMMONS « Apility to disperse Meeting Materials in Intemet Assisted Review
= Display of Submission Errors within CGAP and soon grants.gov submissions.

The NIH eRA Commons Dermo Facility contains all the features ofthe NIH eRA Commons (exceptions are listed below) butin a sample data environment. To use the Demo Facility, you need to Create a
Dema Account, which will create both a Signing Official (S0) and Principal Investigator account foryou to use. In addilion to creating these Accounts, the pracess creates a sample institution and a number of
sample applicationsfgrants for you to use in learning all the features of the NIH eRA Commans. Once you log in 1o your account, you can try all the features of the NIH eRA Gommons.

. Prirnary Features of Commans include: Ahout the Commons
Commons Login 4 Status - Allows Principal Investigators to review the current status of all their grant applications and review detailed information assaciated ¥ Scope and Purpose
* indicates required field. wiith their grants. Institution Officials e, Signing Official (30 or Administrative Official (A0) associated with the instituion) can see a summary ¥ Frequently Asked Guestions
* wiew of grant applications, review the Notice of Grant Award, and access the Progress Report face page. ¥ Grantee Organization Renistration
Username 4 eSNAP - Allows an institution to review non-competing grant data and submit a progress report online. ¥ eRA Contacts
‘ 4 X-Train - Mot currently available ¥ Enter eRA NIH Commang
Paseword* 4 Internet Assisted Review (IAR) - Allows reviewer to submit critigues and preliminary scores for applications they are reviewing. Allows
Reviewers, SRAs, and GTAS to view all critiques in preparation for a meeting. IAR creates a preliminary summary statement body containing Links
submitted critiques for the SRA or GTA. B Commaons Sunnart Page
4 Financial Status Reports (FSR) - Allows electranic subrnission of financial information associated with a grant b CRISP
[ — 4 Administration - Provides the ability for an institution to create and manage user accounts associated with its institution. Additionally, it ¥ 2RAHOme Pae
allows the institution's Signing Official (30) to maintain the institution information on file atthe NIH b Grants qov
system Notification 4 Demo Facility - Cemo Facility allows you to ty most of the capabilities ofthe MIH eRA Commons in a sample environment ¥ [Edigon

¥ Loan Repayrment Prograrm
P Mational Institutes of Health

b OER Home Page

Figure 21. eRA Commons Log-In Screen
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Log-in to eRA Commons. To change your personal information, click on Personal Profile under
the main banner. You will see the screen presented below.

Electronic Research Administration : Welcome cagtcommaonst =
Institution: LS. NATIOMNAL INSTITUTE GEMNERAL MED SCI
” J
( [ S LN Commons ) maorty 56 oot
Wersion 2.10.1.4

Sponsored by National Imstitures of Health

Home Admin_Institution Profile Personal Profile Status eSNAP Links eRA Partners Help

Personal Information Race/Ethnicity Employments Reviewer Address Residential Address Degrees Publications

Personal Information @

I* indicates reguired field
 lidentitying Information |
Name Prefix: || First Name:™ [vernita
Middle Name: | Last Name:™ |Dawkins
Name Suffi: | SSN: [
(mmiddyy
& WITHHELD « -
Gender: I l DOB: l— Withheld? ¥
U.S. Citizenship: | | Citizenship Country: | ~]
System
il dawkinsv@nigms.nih.gov Mo >
eRA Email: | @nig [ Notifications:*
 [Disabilities (select all that apply) |
™ Hearing [T wision
[ Missing Extremities [ Monparalytic Orthopedic
[T Partial Paralysis [T Complete paralysis
[T Speech I Mator temp code)
[T Gther b

Submit | Feset | Cancel

-
@ -1 AT CT R—

Figure 22. eRA Commons Personal Profile Page

A sub-menu will appear. On the sub-menu, click on “Personal Information.” Edit your personal
information as needed and click the submit button.

If you would like to edit your business contact information, on the sub-menu, click on “Reviewer
Address.” The screen below will appear. Edit your information and click the submit button.

eRA Commons data is updated in CAGT during a nightly batch process. If you do not see your
update in CAGT the next day, then click on the “NIGMS Service Desk” link to notify the help
desk of the issue.
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Electronic Research Administration - Welcome cagtcommaonst j
Institution: LLS. MATIOMAL INSTITUTE GENERAL MED SCI
>
( eRA Commons w56 sy
Sponsored by Narlonal Tnstitutes of Health Version 2.10.1.4

Home Admin Institution Profile Personal Profile Status eSNAP Links eRA Partners Help

Personal Information Race/Ethnicity Employments Reviewer Address Residential Address Degrees Publications

Reviewer Address @

i indicates required field

Reviewer Address . 0|
Line 1:* [ Cityr* |

Line 2: | State™ 'l

Line 3: | Zip Code:™ l—

Line 4 | Country:™ IW

Phone:” | Fax: I

E-mail:* |

Submit | Reset | Cancel

[Contact UsiHelp Desk | Privacy Motice | Disclaimer | Accessibility | )
g"“‘% Mational Institutes of Health (MIH ’ Cepartment of Health @ 2007 NIH. All Rights Reserved. -
c;é 2000 Rockyille Pike \g and Human Services  Screen Rendered: 0870372007 08:2818 EDT = GRANTS.GOV*
= Bethesda, Maryland 20892 e Screen |d: PPFE01E FIND. APPLY. SUCCEED™ j
|&] Dane ’_’_’_’_E @) Trusted sites

Figure 23. eRA Commons Reviewer Address

5.3 NIGMS T34/T32 Program Officials

To view your personal profile and program information click on the | Manags ProfileiProgram |
tab.

Review and verify your profile and program information. All of the read-only information is
currently stored in the NED system. If there is incorrect information, then click on the “NIGMS
Service Desk” link to notify the help desk of any changes.

At the bottom of the page is a space for a URL link to NIGMS web pages that describe NIGMS-
level programs. NIGMS T34 Program Officials see a pre-populated URL leading to the MARC
U-STAR (T34) Program page. NIGMS T32 Program Officials see a pre-populated URL leading
to the T32 Institutional Training Grant Program description.
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Logout

FPlease verify and update your profile below. If there is any incorrect pre-populated information, please contact the NIGMS Service Desk.

Personal Information
Title
First Mame
Middle Mame
Last Mame
Suffix
Institution Mame
Address

City

State

ZIP Code

Email Address
Telephone #
Telephone Extension
Fax#

Dr
Clifton
A
Poodry

National Institute of General Medical Sciences

NIGM S

Room 2AS3TH
45 Center Drive
Bethesda

MARYLAND

20892
poodryc@nigms.nih.gov
+1 301 594 3900

+1 301 480 2753

MARC U-S5TAR (T34) Program Information

Program(s) URL httpdiwww.nigms.nih.qoviTraining/MARC/U STARAwards.htm

Contact Us | Your Privacy | Accessibility | Disclaimers | FOIA | CAGT User Guide | FAQ

Mational Institute of General Medical Sciences
45 Center Drive MSC 6200
Bethesda, MD 20892-6200

%5%3 {(. 'ﬁSA.gov

Figure 24. NIGMS Program Official Manages Profile/Program
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To search for T32 Programs, click on the [ Search Programs | tab. You will see the screen in
Figure 25 below (depending on your role, you may see different tabs in the banner).

Community for Advanced Graduate Training

Search and View Pre-docteral Training Grants (T32) Programs

You can search by Area(s) of Research Training Interest, State and/or Institution.

NIGMS Area(s) of Research Training:
Select at least one Area of Research Training Interest.

More complete descriptions of the following program titles, and the scientific research areas covered by them, can be found at the MIGIWME

Institutional Training Grant page.

[ SelectAl

F Behavioral-Biomedical Sciences
Sciences

F Bioinformatics and Computaticnal
Biology

Biostatistics Genetics
B

oo o d

F Biotechnology

Institution

ALABAMA (AL)
ARIZONA (AZ)
CALIFORNIA (CA)
COLORADO (CO)

| £

Cellular, Biochemical and Molecular

Chemistry-Biology Interface

Medical Scientist Training (MD/PhD)

O
O
O
O

BAYLOR COLLEGE OF MEDICINE (TX)
BOSTON UNIVERSITY (MA)

BOSTON UNIVERSITY MEDICAL CAMPUS (MA)
BRANDEIS UNIVERSITY (MA)

= =

Logout

Molecular Biophysics
Molecular Medicine

Pharmacological Sciences

Systemns and Integrative Biology

|

Figure 25. Search Programs

Enter values for any or all of the available parameters — NIGMS Area(s) of Research Training,

State and/or Institution. Click L

To read a description of each NIGMS Area of Research Training, click on the hyperlink
“NIGMS Institutional Training Grant,” which will present descriptions in a new browser

window.

Note that you must select at least one Area of Research Training Interest for search criteria. If

you do not, the system will display an error message.
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Windows Internet Explorer

L] E You must select at least one Area of Research Training
L

Figure 26. Error Message - Searching without Selecting Area of Research Training

If this occurs, click OK to close this message box and refine your search criteria. You may
search on more than one Area of Research Training at a time by checking multiple check boxes,
or click on the Select All checkbox to select all Areas of Research Training.

To search for programs for more than one state, hold down the CTRL key while highlighting
additional states. To search multiple institutions, hold down the CTRL key while highlighting
additional institutions. If you leave all parameters blank, your search will yield all programs. As
illustrated below, your search results are presented at the bottom of the page with the number of
programs found, the number of programs shown per page, and the number of pages containing
this information.

As presented in Figure 27 below, search results for all PDs and POs are presented at the bottom
of the page with the number of T34 Students found, the number of students shown per page, and
the number of pages containing the information.
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Select All
Behavioral-Biomedical Sciences Cellular, Biochemical and Molecular Molecular Biophysics
Sciences
Bioinformatics and Computational Chemistry-Biology Interface Molecular Medicine
Biology
Biostatistics Genetics Pharmacological Sciences
Biotechnology Medical Scientist Training (MDIPhD) Systems and Integrative Biology

Institution

ALABAMA (AL)
ARIZONA (AZ)

CALIFORNIA (CA) .
COLORADO (CO) | high

BAYLOR COLLEGE OF MEDICINE (TX)
BOSTON UNIVERSITY (MA)

BOSTON UNIVERSITY MEDICAL CAMPUS (MA)
BRANDEIS UNIVERSITY (MA) ~| | highiighting

[ Search |

List of Programs (267 programs found)

Display | 25 per page % 1-

[13%]
'
i
'
|
'
len
'
e
'
|1
]
[=]
'
[L=]
'
s
'
s
.
=
]
LS

Most data in this table is from eRA COMMONS

Biomedical-Behavioral

OMIVERSITY OF Behavioral-Biomedical Interface: Prevention and ROMALD PRINZ )
SOUTH CAROLINA Sci Devel i onALD PR B
AT COLUMBIA Ceroes evelopmental Sciences
Training
FL'JII'Ir\'Jll'\‘SfIlEEIE%I'!lEIiiszr Behavioral-Biomedical Predoctoral Training Program Julie Fiez fie .
PITTSBURGH Sciences in Behavioral Brain Research 412-624-7078

SAN DIEGO STATE
UNIVERSITY

Behavioral-Biomedical
Sciences

Transdisciplinary Training for
Predoctoral Behavioral

Melbourne Havell
(858) 505-4772

mhovell@projects. sdsu.edu

Scientist:

Figure 27. Search Programs with Results

You can change the number of records showing on each page by clicking on the down arrow
next to “Display” presented above and to the left of the records grid — you can show 25 records
per page, 50 records per page, or all records serially. If you choose 25 or 50 records per page,
you can move from page to page by clicking on the page numbers presented above and to the
right of the records grid.

The results are sorted as a default by Area(s) of Research Training (ascending). You can also sort
the results by Institution or Program. Clicking on the Program’s name will open that program’s
web page in a new browser window. Clicking on the Director’s email address will open an email
template of your default email application with the “To” field pre-populated with that Director’s
email address. To see a description of each program listed in the Area(s) of Research Training
column, click on the link “NIGMS Institutional Training Grant” just under the header for
NIGMS Area(s) of Research Training.

To print the results, click on the “Print search results” icon that is above and to the right of the
results table. Alternatively, you may use your internet browser’s print functions.
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7.0 SEARCH FOR T34 STUDENTS (PD, PO & CAGT ASSISTANT)

Program Directors, their assistants, and NIGMS Program Officials can search for T34 Students.

To search, click on the tab. You can search for T34 Students based on their
Area(s) of Research Training Interest, State, and Institution, as presented in the following figure.
Select values for Student Area(s) of Research Training, States, and/or Institutions. Then click

| Search [ perform your search. T34 Program Directors are limited to searching their own
students by Area(s) of Research Training Interest.

Community for Advanced Graduate Training

Search and View MARC U-STAR (T34) Students
You can search by Area(s) of Research Training Interest, State andfor Institution.

Student Areals) of Research Training Interest:
Select at least one student Area of Research Training Interest.

More complete descriptions of the following program titles, and the scientific research areas covered by them, can be found at the MIGMS
Institutional Training Grant page.

F Mo Area Selected

] Behavioral-Biomedical Sciences F Cellular, Biochemical and Maolecular E Maolecular Biophysics
Sciences
F Bicinformatics and Computaticnal F Chemistry-Biolagy Interface O Maolecular Medicine
Biology
| Biostatistics | Genetics E Pharmacological Sciences
[] Biotechnology [] MWedical Scientist Training (MD/FhD} [] Svsterns and Integrative Biology

| Search |

Figure 28. Search for T34 Students (by POs, T32 PDs & CAGT Assistants)
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Note that you must select at least one Student Area of Research Training Interest or the system
will display an error message.

Windows Internet Explorer

' E You must seleck at least one Student Area of Research Training Interest
L

Figure 29. Error Message - No Area of Research Training Interest Selected

If this occurs, click on the OK button to close this message box and refine the search criteria.
The user may select more than one Student Area of Research Training Interest to use as search
criteria by checking multiple checkboxes.

If you are a T34 PD, you can search for only your own T34 Students by Area(s) of Research
Training Interest, as illustrated in Figure 30.

Community for Advanced Graduate Training

Search and View MARC U-STAR (T34) Students
You can search by Area(s) of Research Training Interest, State andfor Institution.

Student Area(s) of Research Training Interest:
Select at least one student Area of Research Training Interest.

More complete descriptions of the following program titles, and the scientific research areas covered by them, can be found atthe NIGWS
Institutional Training Grant page.

O Mo Area Selected

[] Behavicral-Biomedical Sciences Cellular, Biochemical and Molecular

Sciences

Molecular Biophysics

O
[] Bicinformatics and Computational [] Chemistry-Biology Interface Molecular Medicine
Biclogy
O
Ll

[] Biostatistics Genetics Pharmacological Sciences

F Bictechnology

Medical Scientist Training (MD/PhD)

Systems and Integrative Biology

Institution

ALABAMA (AL)
ARIZONA (AZ)
CALIFORNIA (CA)
FLORIDA (FL)

ALABAMA STATE UNIVERSITY (AL)
BARRY UNIVERSITY (FL}
BROOKLYN COLLEGE (NY)
CALIFORNIA STATE UNIV BAKERSFIELD (CA)

1=

Figure 30. Search for T34 Students (by T34 PDs)
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As presented in the following figure, search results for all are presented on the bottom of the
page with the number of T34 Students found, the number of students shown per page, and the
number of pages containing the information.

You can change the number of records showing on each page by clicking on the down arrow
next to “Display” presented above and the left of the records grid — you can show 25 records per
page, 50 records per page, or all records serially. If you choose 25 or 50 records per page, you
can move from page to page by clicking on the page numbers presented above and to the right of
the records grid.

Community for Advanced Graduate Training

Search and View MARC U-STAR (T34) Students
You can search by Areals) of Research Training Interest, State and/for Instituticn.

Student Area(s) of Research Training Interest:
Select at least one student Area of Research Training Interest.

More complete descriptions of the following program titles, and the scientific research areas covered by them, can be found at the NIGMS
Institutional Training Grant page.

[] Mo Area Selected

E Behavioral-Biomedical Sciences E Cellular, Biochemical and Molecular E Molecular Biophysics
Sciences
[] Bicinformatics and Computational Chemistry-Biology Interface [] Molecular Medicing
Biology
F Biostatistics F Genetics F FPharmacological Sciences
E Biotechnology E Medical Scientist Training (MD/PhD} E Systems and Integrative Biology

Institution

ALABAMA (AL)
ARIZONA (AZ)
CALIFORNIA (CA)

ALABAMA STATE UNIVERSITY (AL)
BARRY UNIVERSITY (FL)
BROOKLYM COLLEGE (MY}

FLORIDA (FL) hd CALIFORMIA STATE UNIV BAKERSFIELD (CA)
List of Student Records (2 students found, 8 total recards returned) Print search results

Display |25 per page

UNIVERSITY OF
TEXAS EL PASO

Lorena Geddes Chemistry-Biology Interface | nigmsmarccagt@nigms.nih.gov 555-555-6655

Figure 31. Search for T34 Students with Results

The results are sorted as a default by Area(s) of Training Research Interest (ascending). You can
also sort the results by T34 Students or Institution.

Remember, you must select at least one Student Area of Research Training Interest or the system
will display an error message.
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Clicking on the T34 Student’s name will open that student’s full profile in a new browser
window. Clicking on the institution’s name will open that institution’s program web page in a
new browser window. Clicking on the T34 Student’s email address will open an email template
of your default email application with the “To” field pre-populated with that T34 Student’s email

address.
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Community for Advanced Graduate Training

MARC U-5TAR (T34} Student Profile

Personal Information

First Mame

Middle Mame

Last Mame

Title

School Email Address
Telephone #

Area(s) of Research
Training Interest

Institution Information
Institution Mame
State
Expected Graduation

Frogram URL

Program Director Information
Mame

Title

Email

John

Halper

Student
halperji@calstatela.edu
555.555.5555

Cellular, Biochemical and Molecular Sciences

CALIFORNIA STATE UNIVERSITY LOS ANGELES
CALIFORNIA
May 2009

CARLOS GABRIEL GUTIERREZ
Professor

CGUTIERECAL STATELA.EDU

Figure 32. T34 Student Profile
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8.0 PRODUCE REPORTS (NIGMS POs & IRMB CAGT ADMINISTRATORYS)

CAGT enables NIGMS POs and IRMB CAGT Administrators to generate standard MS Excel
reports of some of its data.

Reports for NIGMS Program Officials are detailed in this section. The report, “Status of Student
Registrations & Approval,” presents data about those students who have registered in CAGT,
including the status of their registrations, the number of days waiting for approval by their T34
Program Director, and contact information for their Program Director. The report, “Number of
Log-Ins,” presents data about the number of log-ins by types of users and individuals, and
includes contact information for individuals.

To generate these reports, click on the | Reports FE) anytime after log-in to view the Report
Selection screen.

' , National Institute of MARC mmmmy  Community for
g General Medical Sciences T32

Advanced

One of the National Institutes of Health | == $"3F|U_EEE
ne o e Natraonal institures o ol z i
s e 7= Training

' Manage Profile/Program  Search Programs ~ Search Students  Reports Logout

Community for Advanced Graduate Training

Reports Selection

Please choose from one of the following reports, and then click View Report

Select a Report i

Contact Us | Your Privacy | Accessibility | Disclaimers | FOLA | CAGT User Guide | FAQ

Mational Institute of General Medical Sciences
45 Center Drive MSC 6200
Bethesda, MD 20892-6200

{%? {é USA.gov

Figure 33 Reports Page
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the report you wish to generate and click the Uizl button.

Community for Advanced Graduate Training

Reports Selection

Please choose from one of the following reports, and then click View Report

Select a Report b

Status of Student Registrations & Approval
Mumber of Log-Ins

Figure 34 Report Menu

CAGT will generate the appropriate report in an MS Excel spreadsheet. You can open or save
the spreadsheet to a local drive using the MS Windows screen function, as pictured below.

File Download x|

Do you want to open or save this file?

@ j Mame: wigws, SkatusOFStudentRegistrationsandapprosal, xls
[Hl Type: Microsaft Excel Warksheet, 11.5KE

From: cagtdey.nigms.nib.goy

Open ] [ Save ] [ Cancel

Alwayz azk before opening this tupe of file

I "~| YWhile files from the [ntermet can be uzeful, zome files can potentially
-0 harm pour computer. If you do nat trugt the source, do not open or
= save thiz file. What's the risk?

Figure 35 MS Windows File Download Screen

To view the spreadsheet, click the button. The spreadsheet will open to present the

data you requested, as pictured below in Figure 36. The reports are sorted according to default
settings. The sort order for the report below is Status (descending), # Days Waiting/Waited
(descending), T34 PD Last Name (ascending), T34 PD First Name (ascending), and Last Name
(ascending). The default sort order for the report, “Number of Log-Ins,” is Type of User
(ascending), Institution (ascending), and Last Name (ascending). Manipulate MS Excel to view
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the data as you wish. You can save the report to a local drive by using MS Window’s “Save” or
“Save As” functions.

File Edit Wiew Insert Format Tools Data Livelnk GoTo  Favorites  Help

S AR | @ MIGMS CAGT - Error i o=~ |5of Page ~ iCF Tools - §
Al = #& Status of Student Registrations & Approval - 07/22/2008
A \ B [ ¢ 1] D | E \ B \ G \ ]
I Status of Student Registrations & Approval -071
5 | LastName FirstName Status # Days Waiting/Waited Registration Date Institution T34 PD Last Name T34
E Lyman Kevin D 1 Jul 20, 2008 UNIVERSITY OF PUERTO RICO MAYAGUEZ CHAPARRO MILDRE
| 4 |Liu ‘Yoshi Wy 1 Jul 20, 2008 UNIVERSITY OF MARYLAND EASTERN SHORE OKOH JOSERI
5 |Bounds Rachelle Wy 4 Jul 17, 2008 CLARK ATLANTA UNIVERSITY FINKELSTEMN ISABEL
E Ifedi Faustina Wy 8 Jul 14, 2008 UNIVERSITY OF ARIZONA TISCHLER WMARC
7 |Pearson Yetts Wy i Jul 13, 2008 CALIFORNIA STATE UNIVERSITY FULLERTON COHEN AMYEE
|5 |Charland Stacy D 25 Jun 26, 2008 NORTH CARCLINA CENTRAL UNIVERSITY ROBINSON ELWOC
E Pennington  Jaime D 31 Jun 20, 2008 UMIVERSITY OF MARYLAND BALT CO CAMPUS Radtke Katherir
10| Gordon Peter Wi 32 Jun 19, 2008 UNIVERSITY OF PUERTO RICO AT HUMACAD VEGA-BERMIUDEZ ESTHEI
E Chen Yaping D 39 Jun 12, 2008 SAN DIEGO STATE UNIVERSITY Hovell helbour
| 12 | Griffin David D 53 hlay 29, 2008 UNIVERSITY OF PUERTQO RICO AT HUMACAO VEGA-BERMIUDEZ ESTHEI
13 | Cormwel ay Wy 59 May 23, 2008 UNIVERSITY OF TEXAS SAN ANTOMNIO BAREA-RODRIGUEZ  EDWIN
EMcDame\ Randy Wy 59 Wlay 23, 2008 UNIVERSITY OF ARIZONA TISCHLER WMARC
15 | Dumm Christopher Wy 70 hlay 12, 2008 UNIVERSITY OF CALIFORMIA LOS ANGELES TIDBALL JAMES
|15 |Baca Jose D 222 Dec 12, 2007 CITY COLLEGE OF NEW YORK LEVITT JOMATEH
E Chen Vickey WY 231 Dec 03, 2007 JACKSOMN STATE UNIVERSITY Stevens Jacquel
|18 | Gurmnucio Carlos D 243 Moy 21, 2007 UNIVERSITY OF PUERTCO RICO AT HUMACAD VEGA-BERMIUDEZ ESTHEI
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APPENDIX A GLOSSARY

This section provides a glossary of all terms and abbreviations used in the Guide.

Term

Definition

Account
Administrator
(AA)

A person at an institution designated by an institution’s Signing
Official (SO) to administer eRA Commons accounts at the institutional
level. The AA can create, delete and modify accounts. This role is
part of the business process that leads to the establishment in CAGT of
the CAGT Assistant.

Account Official
(AO)

A person at an institution who is designated by an institution’s Signing
Official (SO) to administer the NIH grant. An AO can create AO and
Pl accounts. This role can be part of the business process that
designates successors to Program Directors. The succession process
creates demand for the CAGT role of CAGT Assistant

Approved

A status of a T34 Student Username and Password that indicates the
cognizant Program Director has approved the request of the T34
Student to establish a Username and Password and the System has
acknowledged this Program Director’s approval.

Area of Research
Training

One of 11 T32 Program research areas that NIGMS uses to organize
the giving of grants to T32 institutions. It is synonymous with
“support area” and “area of research interest.”

ASST A code for the eRA Commons user role of Assistant. CAGT uses this
code to import ASST users at institutions into CAGT so that a T32 PD
can select a CAGT Assistant.

CAGT Community for Advanced Graduate Training

CAGT Assistant

A person, usually a program assistant, designated by a T32 Program
Director who can use all functionality of CAGT except view the
profile of the T32 Program Director. The CAGT Assistant must first
have an eRA Commons account with an ASST role to be selected as a
CAGT Assistant

Declined A status of a T34 Student Username and Password that indicates the
cognizant Program Director has denied the request of the T34 Student
to establish a Username and Password and the System has
acknowledged this Program Director’s denial.

Electronic A virtual meeting place where NIH extramural grantee organizations,

Research grantees, and the public can receive and transmit information about the

Administration
eRA Commons

administration of biomedical and behavioral research. The eRA
Commons is divided into both unrestricted and restricted portions that
provide for, respectively, public and confidential information.
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Term

Definition

Institution

A 4-year college, university, or health professional school that receives
an NIGMS research training grant as part of the T34 program or the
T32 program.

Minority Access
to Research
Centers (MARC)

A branch under the MORE Division (see below) that offers special
research training support to 4-year colleges and universities with
substantial enrollments of minorities such as African Americans,
Hispanic Americans, Native Americans (including Alaska Natives),
and natives of the U.S. Pacific Islands. The branch's goals are to
increase the number and competitiveness of underrepresented
minorities engaged in biomedical research by strengthening the science
curricula at minority-serving institutions and increasing the research
training opportunities for T34 Students and faculty at these institutions.

Minority
Opportunities in
Research (MORE)

A division within the NIGMS that is responsible for expanding
opportunities of minorities in NIGMS-support research activities. It
manages several research training programs that span the full range of
post-secondary academic levels — community college, undergraduate,
post-baccalaureate, masters, doctoral, post-doctoral and faculty.

NED NIH Employee Directory

NIGMS National Institute of General Medical Sciences

NIH National Institutes of Health

Program A grant provided by NIGMS to an institution that funds a coherent set

of research training activities and is managed by an institution’s
Program Director.

Program Director

An employee of an institution that receives a NIGMS T34 or T32 grant
who manages the grant on behalf of the institution and the NIGMS.

Program Official | A NIGMS manager who is responsible for and oversees the T32 or
T34 grants awarded to institutions.

Registrant A person who must register with the CAGT to access it; e.g., a T34
Student; not a Commons Account holder such as a Program Director or
a NED Account holder such as a NIGMS Program Official.

Signing Official A person at an institution responsible for binding an institution to the

(SO) terms of an NIGMS grant (signing the grant agreement). This person
also approves at their institution the use of eRA Commons by Principal
Investigators (“Program Directors”), Administrative Officials (AO)
and Account Administrators (AA).

System The Community for Advanced Graduate Training (CAGT).

T34 Program A program, entitled Undergraduate Student Training in Academic

Research (U-STAR), which offers biomedical sciences research
training to juniors and seniors of 4-year colleges, universities and
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health professional schools that are recognized as serving historically
under-represented groups, to improve their ability to conduct
biomedical research at the graduate level.

T34 Student Student who has been approved into the T34 research training program

(a junior or senior honors student) who attends a 4-year college,
university, or health professional school that is recognized as serving
historically under-represented groups, and who has expressed a desire
to pursue postgraduate science education leading to a Ph.D.

T32 Program

A program, entitled Institutional Pre-doctoral Training Grants, which
supports pre-doctoral research training for students enrolled in
qualified institutions. Such training covers biomedical sciences,
behavioral sciences, and related clinical fields.

Waiting

A status of a T34 Student User ID and Password that indicates that the
T34 Student has submitted a request to register with the CAGT and is
awaiting the approval of this request by the cognizant Program
Director.
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