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CONTACT US

Document Comments:

We value your feedback on this document. Please submit comments to your eRA Customer
Relationship Manager.

For general questions about this module and associated business processes:
Please contact your IC Coordinator. A list of IC Coordinators is available online:

http://inside.era.nih.gov/techrep list.cfim.

Troubleshooting support:

Please contact the eRA Help Desk:
Toll-free: 1-866-504-9552
Phone: 301-402-7469
TTY:301-451-5939

Web: http://era.nih.gov/help (Preferred method of contact)

Email: commons@od.nih.gov (for Commons Support)

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

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

DISCLAIMER STATEMENT

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

Contact Us/Disclaimer i February 8, 2013


http://inside.era.nih.gov/techrep_list.cfm
http://inside.era.nih.gov/techrep_list.cfm
http://era.nih.gov/help
mailto:commons@od.nih.gov
mailto:helpdesk@od.nih.gov

xTrain External/Institutional User Guide

DOCUMENT HISTORY
eRA
1-16-2009 |2.20.0.0 | 1.0.0.0 Initial Release of Document Documentation
Team
eRA
06-26-2009 | 2.22.00 |2.0.00 | Mmeorporate Updates and Documentation
Enhancements
Team
eRA
07-02-2009 | 2.22.0.0 |2.1.0.0 Update Table 3 References Documentation
Team
Modify to reflect recent policy
decisions regarding the use of eRA
01-31-2011 | 2.28.0.0 |2.2.0.0 termination notices for Documentation
institutional career development | Team
and other non-NRSA awards
. . L eRA
040012011 22800 |2300  |Modily toinclude termination of | 1y - ation
fellowships
Team
Updated for Enterprise Releases
from 4/2011 to 7/2012 and to
larify some questions received eRA
11/1/2012 | 3.05.02.0 | 2.4.0.0 © Documentation
by the Help Desk. Pages 6 — 8, Team
13-15,23-24,27,33,47— | *
48,52 — 55, 58
Updated the Delegation section | eRA
11/28/2012 | 3.05.02.0 | 2.5.0.0 for delegating and revoking Documentation
authority section. Team
. eRA
2552013 [3.05.02.0|2.6.00 | Converted from Flare Help Files | by o cntation
to PDF Team

How are we doing? The User Support Branch (USB) of electronic Research Administration (eRA)
is dedicated to serving our community and welcomes your feedback to assist us in improving our

Document History iii February 8, 2013



xTrain External/Institutional User Guide

user guides. Simply click the hyperlink listed below and complete the questionnaire associated with
the user guide.
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1 Purpose

The purpose of this document is to provide guidance on the use of xTrain to Institutional (external)
users. For more information regarding research training and research career opportunities offered
by the National Institutes of Health (NIH), please visit the Office of Extramural Research (OER)
Grants Training page at http://grants.nih.gov/training/index.htm.

1.1 Scope

This document indicates how to access xTrain, provides a description of xTrain user roles, and
explains the process for submitting appointments, re-appointments, amendments and termination
notices. This xTrain External User Guide, as well as additional reference material, is available on
the Institutional Research Training and Career Development Awards page:
http://era.nih.gov/training career/index.cfm.
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2 What is xTrain?

xTrain provides program directors/principal investigators, university administrators, and trainees
the ability to electronically prepare and submit PHS 2271 Statement of Appointment forms and
PHS 416-7 Termination Notices associated with institutional research training programs,
institutional career development awards, individual fellowships and research education awards.
xTrain is also used by agency grants management staff to review and process the appointments and
termination notices submitted electronically.

Grantee institution staff can use xTrain to:

« Create, route, and submit Appointments, Re-appointments, Amendments and Termination
Notices
o Track the status and timing of actions taken by xTrain users

xTrain eliminates the need for signed paper forms, except in the following situations:

Permanent U.S. residents must submit a signed and notarized statement certifying that they have
(1) a Permanent Resident Card (USCIS Form I[-551), or (2) other legal verification of such status

Signed hard copies of Payback Service Agreements are required for postdoctoral trainees in their
first year of Kirschstein-NRSA support. For more information on the Payback Service Agreement
policy, please refer to this web site. http://grants.nih.gov/grants/policy/nihgps 2012/nihgps
chll.htm# Toc271265163

2.1 Activity Codes Supported

The information that lists the current activity codes supported by xTrain can be accessed from the
xTrain My Grants screen. NRSA fellowships (F30, F31, F32 and F33) can only be terminated.
T15’s are for the National Library of Medicine and CDC. T01, T02, T03, and T42 are for CDC
only. Select the List of Activity Codes currently supported in xTrain hyperlink to access this
document.
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Figure I: List of Activity Codes Currently Supported in xTrain Hyperlink
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2.1.1 xTrain Activity Codes

Activity Code: A three-character code used to identify a specific category of extramural research
activity, applied to various funding mechanisms.

The table below shows a list of xTrain Activity Codes.

Activity Codes Supported in xTrain
(as of September
2012)

F30 KL2 TO1 T42 R25
F31 K12 T02 T90 R90
F32 KMm1 T03 TL1 RL5
F33 T15 TU2 RL9

T32

T34

T35

Figure 2: Document of Activity Codes from the Hyperlink

2.1.2 Stipend Level Links by Fiscal Year

The Stipend Level Links by Fiscal Year hyperlink is on the My Grants screen for (Principal
Investigator) PD/PI users.
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e [—— . . . . -L . hew Trasreds Rodber
u RrseTe OE 011 King, Lion CHCOLOGY-CHEMOTHERAFY, IMMUNOLOGY, BIOLOGY Vit Pooding Submission

Figure 3: Stipend level Hyperlinks by Fiscal Year Hyperlink for PI Users
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This link points to the Kirschstein-NRSA Stipend History spreadsheet. The spreadsheet displays
stipend levels for current and previous years.

A Y z AA AB AC AD AE AF
1 |Kirschstein-NRSA Stipend History
2
3 2005 2006 2007 2008 2009 2010 2011 2012
& Undergrad in the MARC and COR Programs
9 Freshmen/Sophomore 7.812 7.812 7.812 7.812 7.896 7.980 8,136 8,304
10 Juniors/Seniors 10,956 10,956 10,956 10.956 11.064 11.172 11.400 11,628
11 Pre- and Post-Doctoral Kirschstein-NRSA Particip
12 Pre-doc 20,772 20,772 20,772 20,772 20,976 21,180 21,600 22,032
15 Post-doc Level 0 35.568 36.996 36.996 36.996 37.368 37.740 38.496 39.264
16 Post-doc Level 1 37.476 38.976 38.976 38.976 39.360 39.756 40,548 41,364
17 Post-doc Level 2 41,796 41,796 41,796 41.796 42,204 42,624 43476 44,340
18 Post-doc Level 3 43.428 43.428 43.428 43.428 43.860 44,304 45,192 46,092
19 Post-doc Level 4 45,048 45,048 45,048 45.048 45,604 45,960 46.884 47,820
20 Post-doc Level 5 46,992 46,992 46,992 46,992 47,460 47,940 48,900 49,884
21 Post-doc Level 6 48,652 48,652 48,652 48,852 49,344 49,636 50,832 51,582
22 Post-doc Level 7 51.036 51.036 51.036 51.036 51.552 52.068 53112 54,180
23 NIH Guide Announcement Numbers and Hyperlinks: |MOT-0D-06-032 NOT-OD-06-026 NOT-0D-07-057 MOT-0D-08-036 NOT-0D-09-075 NOT-OD-10-047 NOT-OD-11-067 MOT-OD-12-033

Figure 4: Kirschstein-NRSA Stipend History Spreadsheet

2.2 xTrain Forms Supported
xTrain supports electronic submission of the following forms:

 Statement of Appointment Form (PHS 2271)
o Termination Notice (PHS 416-7)

Payback Agreement (PHS 6031)—This agreement is available for download/printing with
instructions for signing and submitting the agreement via postal mail. xTrain will populate the basic
information prior to printing

Form-specific information and instructions can be found at http://grants.nih.gov/grants/forms.htm.

2.3 xTrain External User Roles

BO A Business Official has signature or other authority related to

(Business Official) administering grantee institution training grants.

SO (Signing
Official) A grantee institution’s Signing Official has authority to legally
bind a grantee institution for grant matters.

PD/PI The Program Director or Principal Investigator is responsible for

Table 1: External User Roles
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the overall direction of the training program and has the skills,
knowledge and resources necessary to organize and implement a
high quality research training program. In Commons, this role is

(Program called the PI role but is used for PDs as well. The Fellow also has

Director/Principal the PI role. The PD/PI selects and appoints Trainees, amends

Investigator) appointments (when necessary), and initiates Termination
Notices.

A multi-PI can perform the same actions as the Contact PI

An ASST user is a grantee institution individual that is delegated
authority to perform Program Director/Principal Investigator
(ASST) xTrain training appointment functions. A user with the ASST
role cannot submit appointments.

PD/PI Delegate

Trainee: A person appointed to and supported by an institutional
Kirschstein-NRSA or non-NRSA research training award

Scholar: A person appointed to and supported by an institutional

Trainee
career development award
Participant: A person appointed to and supported by a research
education award.
The Sponsor is a person who mentors Fellows and can initiate
and facilitate the termination of a fellowship. The Sponsor can
Sponsor

submit the Termination Notice for foreign and federal fellowships
only.

Users with this authority are able to perform actions similar to the
Sponsor Delegate Sponsor role but they are not able to submit the fellowship
Termination Notice to the Agency.

Table 1: External User Roles

NOTE: The Signing Official (SO), Administrative Official (AO) and Accounts Administrator
(AA) can grant Business Official (BO), Principal Investigator (PI) or Assistant (ASST) roles to
individuals within the grantee institution. Signing Officials can also give Business Official
privileges to themselves. Trainees without eRA accounts will be invited to register as part of the
xTrain appointment process.

For more information on xTrain external user roles and the actions they can take, see the eRA
Commons Roles list at http://era.nih.gov/files/eRA Commons Roles.pdf
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2.4 508 Compliance

The xTrain module meets the compliance regulations of section 508. The standard makes products
accessible to people with disabilities, including those with vision, hearing, and mobility
impairments.
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3 Accessing xTrain

xTrain user interfaces and functionality are accessed from the Commons module. An eRA
Commons account is needed in order to use xTrain.

See the NIH eRA Commons System User Guide and corresponding subsections listed below for
details on accessing the Commons System and obtaining a Commons user account:

o System Requirements

o Accessing the Commons

o Password Policy
o Getting Help

To login to xTrain:

1. Login to eRA Commons at https://commons.era.nih.gov/commons/. If you have forgotten
your password, select the Forgot Password/Unlock Account? hyperlink.

Elecironic Research Administration
(( eRA Commons )

Sponsored by Narional Institutes of Health

Fpeas®

Commons Login &

*Required field(s)

“Username

*Password

— /

Forgot PasswordiUnlock Account?

NfA (v

Federal User Login Here
eRA Commons Help Desk

Hours: Mon-Fri, 7AM-8PM EDTIEST
Wehb: hitp-/fitservicedesk nih gov/eRAS
Toll-free: 866-504-9552

Phone: 301-402-7469

TTY: 301-451-53939

Contact initiated outside of business hours via Web or voice
mail will be returned the next business day.

Federated Institutions/Organizations ©

Welcome to the Commons

@ Ssystem ion
All systems available

If you accessed this page from a bookmark and have problems logging in, please refresh your
bookmark to use https://commons.era.nih.gov/commons/ and try again.

Scheduled Commons Maintenance: For maintenance information, see the eRA Scheduled Maintenance Calendar.

Support Related Resources

Electronic Submission: Learn about the most frequent application errors at Avoiding Common Erors.

Online Resources: Take advantage of our online Self Help Resources

Electronic Application Submission: To learn about completing and submitting an electronic grant application
and access helpful visit the Applying Electronically website

eRA Home Page: To find Commons EAQs, User Guides, training materials, and step-by-step instructions for
performing tasks in Commaons, visit the eRA website.

Commons Related Resources

Reference Letters: To submit a reference letter when requested by an applicant, please follow this link: Submit
Reference Letter.

Demo Facility: Demo Facility allows you to try most of the capahilities of the MIH eRA Commons in a sample
environment

Warning Notice

This is a U.S. Government computer system, which may be accessed and used only for authorized Government
business by authorized personnel. Unauthorized access or use of this computer system may subject violators to
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 sensitive data
encrypted to comply with confidentiality and privacy requirements. 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.

Register Grantee Organization

About the Commons

e Frequently Asked Questions
e LatestRelease Motes

Additional Links

Commons Login Tutorial
RePORT

.
.

* Grants.gov
s [Edison
.
.
.

Mational Institutes of Health
Public Access Policy Page
Loan Repayment Program

Figure 5: Common Login Fields
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2. Once logged in, on the navigation bar at the top of the screen, click the xTrain tab.

f Health & Human Services £ www.hhs.gov

Roles: SRA NCAA UPSPR
Logout | Contact Us | Help

Electronic Research Adminisivation gﬂ“«u% V‘Dve::ig»;
OER
(( eR . Commons ) L (S vy

Sponsored by Natlonal Instliutes of Health

7™ Admin Institution Profile Status eSNAP Internet Assisted RevieweRAParlners

Welcome to the Commons

+ TTY:301-451-5939 Loan Repayment Program

LikeThis BETA NEW

Welcome
— @ System Information Message Register Grantee Organization
Alerts:
ID: BURD About the Commons
Institution: Not Affiliated « eRA Commons Maintenance Downtime:
Roles: SRA NCAA UPSFR o Regularly scheduled maintenance: This upcoming weekend, the system will be * Frequently Asked Questions
unavailable from 10 p.m. Saturday, January 7 until 5 a.m. Sunday, January s Latest Release Notes
eRA Commons Help Desk 8.
o Critical security and performance patching to eRA systems: The system will be Additional Links
+ Hours: Mon-Fri, 74M-8PM unavailable from 10 p.m. Saturday, January 14 until 5 a.m. Sunday,
EDT/EST January 15. « RePORT
 Web: + If you are having difficulties logging in and you have previously been successful, s Grants.gov
http /fitsevicedesk nih.gov/eRA please close all browsers and clear browser cache and retry. e [Edison
+ Toll-free: 866-304-9552 « National Institutes of Health
= Phone: 301-402-7469 « Public Access Policy Page
.
.

Commons allows you to perform the following activities below based on the privileges associated with this
Contact inttiated outside of business hours profile:

via Web or voice mail wil be returned the
next business day.

Administration - Allows you to assign a delegate to perform system and accounts maintenance more...

Institution Profile - Enables you to view and update institution information moare

Personal Profile - Allows you to update your personal information more

Status - Allows you to check the status of grants and applications that have been submitted more...

eSNAP - Allows you to review the information needed to complete a grant application more..

xTrain - Enables you in a Trainee or 30 role to confirm the information that you have submitted for a
Trainee role type more

Internet Assisted Review (IAR) - Allows reviewer to submit critiques and preliminary scores for
applications they are reviewing more...

Figure 6: Commons - xTrain Tab

When a user accesses xTrain, the system displays the appropriate screen based on the user’s role.
The table below lists external user roles and the default screen displayed at xTrain access for the
user role.

PD/PI My Grants

ASST with xTrain

delegation My Grants

Trainee Appointments and Terminations

SO or BO List of Grants Search

Table 2: Initial xTrain Access
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xTrain will only populate lists with grants associated with the eRA Commons account with which
the user is logged in. If you have had multiple eRA Commons accounts, you may need to merge
the historical information associated with your accounts.

3.1 Accessing xTrain with Multiple Pl Affiliations

Principal Investigators (PIs) affiliated with more than one institution can select which institution to
work with after logging into commons.

1. Log into Commons.

If affiliated with multiple institutions, the name of the default institution displays as a link within the
Welcome section located in the upper right corner of each Commons page.

Welcome: THOMAS JEFFERSOIN
@ n D JEFFERSCM.T
Instrtutlun MOLNT YERMON COLLEGE )

. FI AR
Logout | Contact Us | Help

Figure 7: Institution Name Displayed as a Hyperlink for Multiple Affiliations

2. Ifnecessary, click on the name of the institution to view your grants for the appropriate
institution.

For more information on changing the institution affiliation, please refer to the section title,
Changing the Displayed Affiliation, in the Commons user guide located at
http://era.nih.gov/docs/COM UGV2630.pdf.

3.2 Accessing xTrain — PD/PI

PD/PI users are brought to the My Grants screen when the xTrain tab is selected. This screen
displays all training grants for which the user is listed as being the PD/PIL.

Efleciromic Reswarch Adminiafration VoM :l‘iEDLlMl;l'.:E'r
. - ingstuson HHS UBEVERSITY
(( (*l{ \ Commons ) Pty -

vl by Natioma P fmavirmoes af NMealrk

mmmmmmmmmww ﬂa Links #fA Parters Hilp

My Grants
Tips and Mobes:
. L".'.-:'-'--::--'_, _-.‘ Curtenly .-_;;._- aed in 3 Tigin

pand Lesd Links by  Fis cal
Tho F‘m-grﬂl} ector Coh 'nnan.-a s shows the Contact Pl for melti-P1 grants

1-2002 100

Prowciindletes Progamiweckee§ | Powcimeed |

OAE014 Moy, Chae D BOTECHNOLOOY TRARING PROGRAM

Lot Moewry, Chee O KTRARY DEMO TRABENG GRANT

Figure 8: My Grants Screen
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Clicking on any grant number takes the user to the Grant Summary page.

Estimated Number (#) of Trainees refers to the number of slots available for the specified training
period. The Number (#) of Accepted Appointments refers to the number of paper or electronic
appointments already accepted by the Agency for the specified training period.

Mo Ademin inabbution Profile Personal Profile Slatus @SHAP inleimel Adsiiled Riveewy Lish ofLh Paitoeis

Grant Summary

\Tips and Hotns:

« The Program Deector Colusn sheays shows the Conact F1 for multiFi grants
Project T32 CADFI93E  includes ARRA grants

Tiee xTedan Dima Triinmg Geast
Progect SartEnd Dabess 04012000 -« 04312014

1-dofn 10
m
G "' - Progeam Dir ocios & [— [ waccopted ll.::r-plrﬂ [E—— u\u-pu-u
| Apspeirilinianti Hl AppEarlrwnl

_____ D34 Monary, Che D ] 1 I:I (]
HEZ\._QEIA 3808 m1m I:I&CI-IWII:I 200G Woney, Cher D ﬂ ] 1 i 3 3
r T EPCADEFIIE-085 Tt T ] [ te g b g b D004 Moy, Chie D (1] ] 1 1 ] (1]
[ teliteiig D06 5 My, Chid D 1] ] 1 (1] 3 1]

DRS0E0E DZAT0T 2006 Woney, Cher D 1] ] 1 ] 3 Z

FRMMIT BRIAZGE DT Moy, Cher D 1] ] 1 (1] -1 2

008 GRIAZNE 2008 Money, Char D (1] a 1 1] 3 <]

[i-Sed Lot ] nasaEt 2010 Moy, Char D ] U] 1 [ 3 1]

Figure 9: Grant Summary Page

Clicking on a Grant Number hyperlink retrieves the Commons PI View screen, which provides
grant information for that project. PDF versions of Appointments and Termination Notices can be
retrieved when the hyperlink is selected.

el (of i Wil AR
ASDRCUBGN W Ded
et Pt Bl HHE UNNERSITY
Sashueul Ma AREDRCAL STHOOL
Siohenl Categary: SCHDOLS OF WECSCINE
(D Raifide HONE
D TrThansil Pl FAMILY MEDICINE
Pl Bl Melgniy, Char D
AppiCaon i ETADCALIFII-04
Proguosal Tite: aTrae Deme Temreng Grast
Pr ozl Rttt s TR LBMGT
Lt Seabus Ligaiatn Duats: Sar 72007
(Buigat Seart Dt SRREI0T
Byt Eresl Datin SRIND008
P o Rospeoat Duse Dt STRASNT
Cumrreni Awvard Hobos Dale SRITHAT
Applcaton Seurce: P
Progect Pericd Bagin Date: SR04
Propect Period Emd Datec S@ D009
SADPBC BN SLahA"
P
[ Appl. i V2567
Shafum Hibory I bdute of Corvdes A sagrameend
(1 ] o BT
Date Skatus Miesnaoge Insttude or Canter Date
AATEMT  Swand prepared refe quesions i Crants Wanagement Speoal MATHONAL CAMNCER INSTITUTE (Primary) R0EINT
AR08 Pefelifey BOTareil ik (raEw Fopler Sy ot atons B2 Progeam Oloal of Grans EUMICE EENNEDY SHRIVER NATIONEL INSTITUTE OF CHILID HEALTH & HURBLSH 08092007
MINMTHNE Spmale] DEVELOPMENT
Ciraoiom vt Mwterbem e ieeckbiebeain

Figure 10: Commons PI View Screen

Clicking the View Trainee Roster hyperlink on the My Grants screen will take you to the Trainee
Roster page. Clicking the View Pending Submissions hyperlink on the My Grants screen will
allow PD/PI users to submit more than one appointment at a time instead of individually.
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Eleciranic Research Adminisiration Wikkcomt CHERDIMONE Y
m m Iresbibuion HHS UBIVERSITY
( C 0 0 I'I. S )) dughordy, AR P haa-ing
Npsaiared by Narisaal Faivituréi af Naalrk — T
Homer  Admin  insdiston Profile  Personal Profle  Sistus  oSHAP  indemset Asscsbed Rivea Links ofA Parineds
My Grants
Tips and Noges:

L |._'5:.£':'£|"-_".|. Codes | ;'\.__"x_":d'ﬂ'ﬂ.ﬂL'AL

& 01 il Fi

v Tha Progies Director Colomn H-u-.-r whevs they Conact P lor mulF1 grants

IProsect End D ogram Dinecton Project Tie S
T &l (07304 OROLNGES DAL Momsty, Chasr O EOTECHMOLOGY TRABING PROGRAM
T2 D GOO08T 030999 =l I gy, it HTRAM DEMO TRAINEN) GRANT

Figure 11: View Trainee Roster Hyperlink

| Home Admin Institution Profile Personal Profile Status eSNAP Internet Assisted Review ﬁiillil Links eRA Partners Help A

Trainee Roster
MNotes and Tips:
& [f an institutional research training appointment or fellowship is ending earlier than initially planned. the PD/PI should initiate a Termination with the new end date, which will automatically

amend the period of appointment for a trainee or trigger the process for Agency staff to revise the period of the fellowship award.

e For appointments to institutional career development (K12, KL2. KM1) and research education (R25. R80) awards that are ending early, the PD/PI should only use the Termination Notice if
specifically instructed to do so by the awarding IC. If a Termination Notice is not required. the new appointment end date should be documented by an amendment to the appointment.

Project: T32 CA 099936  Includes ARRA grants
Project Title: x TRAIN DEMO TRAINING GRAMT
Project Start/End Dates: 04/01/2003 - 08/31/2014

Latest and Previous Awarded Suppart Years ||

Latest Awarded Support Year
ded

A\I\‘ears

TEuTTE T

honv App(xntment L o
— Appointment Termination 1e Degree | Appointment | Appointment | Termination | Termination Current Reviewer View Action

5T32CA099936-07 (Budget Period: 09/01/2010 - 08/31/2011 ) Create New Appointment

POST- In-Progress 2271 View 2271
Flake, Snow  New 201011/01/2010 10/31/2011 No  Doe Tiaines Electronic Flake, Snow e T
Tide, High New 2010 12/01/2010 1173002011 No EEE’ In-Progress Pl Electranic 2271Money, CherD  View 2271 ’Z—pmms

3T32CA099936-0651 (Budget Period: 09/30/2009 - 08/31/2011 ) ARRA Funded Create MNew Appointment

ator, Ella New 2009/09/30/2009 09/29/2010 09/29/2010  Yes Egg Accepted  Electronic g‘g—mqﬁ Electronic

2271 AGENCY View 2271 - 2271 Form
TM:Bow, Rain View TH - Term Motice

Figure 12: Trainee Roster Page

POST-  in-Pioaress =T i 271
Flike, Snow  Maw 2010 11012010 10312011 O i Esecronic Pl Ranaen s o 207s o
Ticsa, High Forw TOUDAZDUZHI0 1IINZ01T Mo  pRe inProgress P Elecronic 227T1Money. CharD w2271 - CIRGESE

ITXPCADESNM-0651 (Buadpst Pencd 030000 - 04312011 ) MMW
In Progess 2271: AGEMCY e 2271

1 Haw 2009 0002009 09292010 09292010 Yes PRE- ACCHpied EMCNONIC S SES  ECionic B
e pog  Acoenied B0 TH Bow, Rais Nigw T - i hiptics

Figure 13: Trainee Roster Page - Column Headings

The different possible choices for some of the columns on the Trainee Roster page are listed
below:

(1) Appointment Type:
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o New — The appointment is the first for the trainee on this grant (will also indicate “New” if
the original appointment was submitted on paper)

« Re-appointment--The trainee has had a previous appointment on this grant.

o Amendment--The original appointment has changed, and this is the newest version.

(2) Appointment Status: Clicking on the hyperlink will display the appointment routing history.

» Pending Agency Review --The appointment has been submitted to the agency. On Hold by
Agency-- The appointment has been submitted and the agency reviewer has put it on hold.

o On Hold by Agency - The appointment has been submitted and the agency reviewer has put
it on hold.

o On Hold by Agency — Awaiting Paper Signature--The appointment has been submitted and
the agency reviewer has put it on hold while waiting for the Payback Agreement and/or the
documentation for a permanent resident.

« In Progress PI-- The PD/PI or the assistant is working on the appointment.

o In Progress Trainee — The trainee is working on the appointment.

o Accepted —The agency reviewer has accepted the appointment.

o Terminated—The appointment or fellowship has been terminated.

(3) Appointment/Termination Source:

« Paper — The appointment or termination notice was submitted on paper.
 Electronic—The appointment or termination notice was submitted electronically through
xTrain.

(4) Termination Status:

« In Progress BO--The Business Official is working on the termination notice.

« In Progress PI-- The PD/PI (includes fellows) or an assistant is working on the termination
notice.

o In Progress Trainee--The Trainee is working on the termination notice.

o Pending Agency Review-- The termination notice has been submitted to the Agency

o On Hold by Agency- The Agency has reviewed the termination notice, but has not yet
accepted fit.

o On Hold by Agency — Awaiting Award Revision —An early termination notice has been
submitted for a fellowship and it has been placed on hold until the award can be revised

o Accepted—The Agency has accepted the termination notice.

(5) Current Reviewer—Indicates the individual who performed the action

(6) View:
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o View 2271-- Displays the PDF version of the 2271.
o View TN—Displays the PDF version of the termination notice.
o View Payback—Displays the PDF version of the termination notice.

(7) Action:

o Process 2271—Allows the user to take various actions to process the 2271.

e 2271 Form—Allows users to view PDF or validate (view errors and warnings.)

o Amend 2271—Allows users to start the amend process.

o Initiate TN—AIllows users to start the termination process.

o Process TN-- Allows the user to take various actions to process the termination notice.

» Reappoint 2271 (This only appears when there is an awarded future year for the grant to
which the Trainee has not already been appointed.)—Allows users to reappoint a trainee to
the same grant.

3.3 Accessing xTrain — ASST

PD/PI delegates (ASSTs) are brought to the My Grants screen when the xTrain tab is selected.
This will bring up the My Grants — Select Delegator screen.

Kponrored bp Naoriesna!d fezrfrucer aof Naalrh

Electromic Rexearch Administrarion YWielcome radarareilby
Insthstion: EXT AT DEMOQ CORF
(( elR A Commons ) P
= Wesen 2.15.1.2

Homwe  Adimin Instfution Profile Personal Profile STslus  eSHAP Links «FR& Parliser s H

My Grants

teeloct Delegatar:
Mores, Chiar 0w

Figure 14: My Grants — ASST Screen

If multiple PD/PIs have delegated xTrain authority to the same ASST, the ASST must select a
specific PD/PI from the drop-down list and then click Select Profile.

Home Admin Institution Profile Personal Profile eSNAP Links eRA Pariners Help

My Grants n
ips and Notes:
» List of Activity Codes currently supported in xTrain

« Stipend Level Links by Fiscal Year
» The Program Director Column always shows the Contact PI for multi-P1 grants.

Select Delegator:
Detgatr "

Select Profile I
1-10f1 101

Project Start a Project End N Includes ARRA Grant 4
M AT P TN,

Wiew Trainee Roster
071012003 06/30/2013 King Lion PR TS R B R TR View Pending

Submissions

1234
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Figure 15: Select Delegator Screen

3.4 Accessing xTrain — Trainee

Trainees are brought to the My Appointments and Terminations screen, which will display the
Trainee’s Appointments and Terminations and allow the trainee to process them, if necessary.

Log-out
Sponsored by National Institutes of Health

Electronic Research Administration ) Welcome TATETTEE
Institution =T UAT DEMO CORP
>
(( eR A Commons ) e e
Version 2.25.01

Home Admin Personal Profile  RIC0N  Links eRA Partners Help

My Appointments and Terminations

Trainee Appointments and Terminations

Tips and Notes:

» The Program Director Column always shows the Contact Pl for multi-Pl grants.

E1-10t1 103
& Appoi & AppoI i App <& Termination & Program .. L Degree & Appointment & Termination & Current ;
Grant Numbers, 1o e ARRA® StartDate = EndDate ™ Date ¥ Director @ MSMUWONY | cvel = Status = Status = Reviewer e
5T326M001238 MONEY,  EXTAT In-Progress ol View Process
New 2011-04-01 2012-03-31 CHER DEMO CORp  PRE-DOC .. Newbie, Ima 2,70 o073

Brand

Figure 16: Trainee Appointments and Terminations Screen

3.5 Accessing xTrain — PD/PI and TRAINEE Roles

In some circumstances, an individual may have both the Trainee and PD/PI roles. If the trainee has
applied for a fellowship or another award from the Agency in the past, he or she will see the menu
tab: My Appointments and Terminations in addition to the My Grants menu tab. Upon logging
in the default menu tab is My Grants under the xTrain menu tab.

Home Admin Institution Profile Personal Profile  Status eSHAP xTrain Admin Supp eRA Partners
My Appointments and Terminations My Grants

Figure 17: xTrain Menu Tab Displaying Sub-menu Tabs

3.5.1 View Trainee Roster as PD/PI

On the My Grants screen, click the View Trainee Roster hyperlink to view the Trainee Roster
screen.

U.S, Department of Health & Human Services

£ www.hhs.gov

Electronic Research Administration g”""‘b% :gfe}ffgn;'z‘klexander Graharn Bell
OER
(( eRA Commons ) L (e

Roles: PI TRAINEE
Sponsored by Natlonal Institutes of Health Logout | Contact Us | Help

Home Admin Institution Profile Personal Profile Status eSHAP xTrain Admin Supp eRA Partners
My Appointments and Terminations My Grants

My Grants

Tips and Notes:

List of Activity Codes currently supparted in xTrain

Stipend Level Links by Fiscal Year

The Program Director Column always shows the Contact Pl for multi-P| grants.
xTrain FAQs

Kl1-10i1 13
Grant Number | Project Start Dale# Project End Dale¢ Program Director$ Project T|I|e¢ Includes ARRA Gmnl{s)# Action
F32 DK 999338  (07/01/2011 06/30/2012 Bell, Alexandra Graharm The pathophysiology of SBP2 abnormalities View Trainee Roster
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Figure 18: My Grants Screen Displaying the View Trainee Roster Hyperlink

The system displays the Trainee Roster screen. Refer to the section/topic titled Accessing xTrain —
PD/PI for more information on the Trainee Roster screen.

3.5.2 View My Appointments and Terminations as Trainee

To view any appointments and/or terminations, click on the My Appointments and
Terminations tab under the xTrain tab.

) Electronic Research Administration
el{.f\ Commons )

Sponsoared by Nartional Fnstiturtes of Health

U.5, Department of Health & Human Services

Home Admin Institution Profile Personal Profile Status eSNAP xTrain Admin Supp eRA Parti
My Appointments and Terminations My Grants

My Grants

Tips and Notes:

e List of Activity Codes currently supported in xTrain
s Stipend Level Links by Fiscal Year
e The Program Director Column always shows the Contact Pl for multi-P1 grants.
s XIrain FAQs
Kl 1-1 of 1
Grant Number | Project Start Datev Project End Datev Program [lrectorv
F32 DK 993399  O7/01/2011 06/30/2012 Bell, Alexandra Graham

Figure 19: My Grants Screen Displaying the My Appointments and Terminations Tab

The system displays the Trainee Appointments and Terminations screen.
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EI.S. Department of Health & Human Services

Electronic Research Administration
( eR A Commons )

Sponsered by National Institures of Health

£ www.hhs.gov

Welcome: Alexander Graham Bell

ID: ALEX

Insttution: UNIVERSITY OF CHICAGO
Roles: PI TRANEE

Logout | Contact Us | Help

{0}
@

Home Admin Institution Profile Personal Profile Status eSNAP xTrain Admin Supp eRA Partners
My Appointments and Terminations My Grants

Trainee Appointments and Terminations

Tips and Notes:

« The Program Director Column always shows the Contact Pl for multi-P1 grants.

K1-2012 13
. Appoi 3 d e i < Termination & Program .5 Degree 4 Appointment . Termination & Current c
GrantHumber, 7ype ARRA StartDate ™ End Date * Date * Director sttuton | R 3 hatue ¥ Status = Reviewer Vo Action
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2271
5T32DK398099- REFETOFF,  UNIVERSITY OF . TH: ==
2010-07-01 2011-06-30 2011-06-30 SAMUEL CHICAGO POST-DOC Terminated Accepted AGENCY x:z:.xTN
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Figure 20: Trainee Appointments and Terminations Screen

To return to the Trainee Roster screen, click on the My Grants tab under the xTrain tab. Then
click on the View Trainee Roster hyperlink.

3.6 Accessing xTrain — Admin (SO, BO)

After accessing xTrain, Admin users (BO, SO) are brought to the Search for Grants screen.

Elecironic Research Administration Welcome texbos0
Institution; EXT UAT DEMO
( eRA Commons ) CoRP
Epomsored by Narional fmsritures of Healrk Varion Authonty: BO Qig-out

HI.'I'I'It Admin _instilution Profile  Personal Profile eSHAP liii il Links @RA Pariners Help

List of Grants

‘ ‘ Project Start  [Project End

Date Date
Activity Code IC Serial Mumber PD Last Hame [ Swarch
| || ] Iﬁ Clear

Figure 21: Search for Grants Screen
3.7 Exiting xTrain
To exit xTrain:

Click the Log-out hyperlink located in the upper right corner of the screen.

Elecivanic Resaarch Admininivaiien elcome CHE RUABOME 7
mata HHS UNNVERTITY
(e=x¥M Commons ) T
Bpenpared by Wariomad Faspiveres of Neafri
u“_ﬂmwquw“ww in [T ﬂlmﬁ
My Grants
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Figure 22: Logout Hyperlink Screen
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4 Account Setup
4.1 Account Setup — PD/PI

eRA Commons users with the SO role or AA role can create accounts with Trainee, BO, PD/PI or
ASST roles or they can add these roles to existing accounts. Trainees without eRA accounts will
be invited to register as part of the xTrain appointment process.

To initiate an eRA Commons account for a Trainee as part of the xTrain process, complete the
following steps.

artment of Health & Human Services £ www.hhs.gov

Electronic Research Administration g"‘wb% ;"D"_EECLUF'"EEWKEEMW
( eRA Commons ) [ Y (St e—

Roles: Pl AR
Sponsared by National Institures of Health Logaut | Contact Us | Help

Home Admin Institution Profile Personal Profile Status eSHAP Internet Assisted Review ﬁﬁ Admin Supp eRA Partners

My Grants

Tips and Notes:

» When ARRA Funded checkbox is selected, search results will contain Grants and Supplements funded by American Reinvestment and Recovery Act ONLY.
» List of Activity Codes currently supported in xTrain
.
.

Stipend Level Links by Fiscal Year
xTrain FAQs

K1-10f1 113
Project Start A Project End Al Program Indudes ARRA Grant A "
Vi Roster
gg 0710111975 06/20/2013 EIf. Keshler EISS(E;%LAJH\R8.ENV\RONMENTALTOXICOLOGY PRE-& POSTDOCTORAL TRAINING

View Fending
Submissions

Figure 23: My Grants Screen Displaying the View Trainee Roster Hyperlink

1. Click the View Trainee Roster hyperlink on the My Grants screen.
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nent of Health & Human Services £ www.hhs.gov.

Elecironic Research Administration gv“%% ::DwelEcLoFme:Aunan Effarra
“OER
(( ‘) l{ 1'\ C O m m O n S ) é \) Institution: UNNERSITY OF WISCONSIN MADISON

o= p Roles: Pl 1aR
Sponsared by Natlonal Institutes of Healith Logout | Contact Us | He

Home Admin Institution Profile Personal Profile Status eSNAP Internet Assisted Review ﬁm Admin Supp eRA Partners

Trainee Roster
Notes and Tips:
+ [f an institutional research training appointment or fellowship is ending earlier than initially planned, the PD/PI should initiate a Termination with the new end date, which will automatically amend the
period of appointment for a trainee or trigger the process for Agency staff to revise the period of the fellowship award.
+ For appointments to institutional career development (K12, KL2. KM1) and research education (R25. R0, RL5, RL9) awards that are ending early, the PD/PI should only use the Termination Notice if

specifically instructed to do so by the awarding IC. I a Termination Matice is not required, the new appointment end date should be documented by an amendment to the appointment.

Project: T32ZES 999999
Project Title: MOLECULAR & ENVIRONMENTAL TOXICOLOGY PRE-& POSTDOCTORAL TRAINING PROGRAM
Project StartEnd Dates: 07/01/1975 - 06/30/2013

‘ Latest and Previous Awarded Support Years vl

K1-160f16 101

Ay ' ti A itment
p|-)||ca onv Appointment DDGIH e Termination | End Date | Degree Appointment Appointment | Termination | Termination Current Action
Tran;:eeﬁdlow Type Date Past? | Level Status Source Status Source Reviewer
ame
5T32ES 999999-35 (Budget Period: 07/01/2012 - 06/30/20131 Create New Appoiniment

2271 View 2271
3 A :
Wast, Full Reappointment 2012 07/01/2012 06/30/2013 Mo POST- Pending Agency

View Payback
DOC Review Electronic AGENCY View Payback
I i 2071 View 2271
Sail, Half Reappointment 2012 0710512012 0710412013 o Eg?;'r ;Z:‘m AGENCY pyocoroni azn. 0 dewzn

Figure 24: Trainee Roster Screen Displaying Create New Appointment Hyperlink

2. On the Trainee Roster screen, the PD/PI or the Delegate will click Create New

Appointment hyperlink under the desired budget period they want to add Trainee.
3. Click the Identify Trainee hyperlink from the Trainee Roster screen.

Home  Adimin nstigion Profile Personal Profile Status  eSHAP Links &RA Partners

Enter Trainee Commons User ID

n order to proceed with this operation, you rmust enter the Cornrmons User 1D far the Traines associated with the grant

" Trainee User I0D:

derlif Traineg

Continue | | Cancel |

Figure 25: Enter Trainee Commons User ID Screen

4. Provide search criteria then click Search button.
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g Sponsored by Natlonal Tnstitures of Healith )) Version 2.20.1.3
Home Admin Institution Profile  Personal Profile Status eSNAP Internet Assisted Review ﬁﬂ Links eRA Partners Help

Identify Trainee

Grant: 5 T32 AG 260-10
Project Title: Drug Discovery Training in Age-Related Disorders
Budget Start/End Dates: 05/01/1995-04/30/2008
Enter search parameters to locate existing Profiles with Training or Fellowship involvement with NIH. Ifthe desired Trainee is found, select "Create New
Appointment” link to proceed to 2271 form. Ifyou do not find the desired Trainee in the search result, use the buttan "Create Mew Profile” at the bottom of
the screen priorto proceeding to 2271 form.

* Last Name First Hame Middle Name Commons User ID |
| || |I Search ] [ Clear ]

[ Create Mew Trainee Profile ]

Figure 26: Identify Trainee

NOTE: Wild-card character (%) is allowed after the first three letters of the Last Name.

5. Ifno records are found, you can refine the search and try again. OR...
6. Ifunable to find a match, select Create New Trainee Profile button.

g Sponsored by Narlonal Trstitutes of Health )) Version 2.20.1.3
Links eRA Partners Help

Home Admin Institution Profile  Personal Profile  Status eSNAP Internet Assisted Review

Identify Trainee
Grant: 5 T32 AG 260-10

Project Title: Drug Discovery Training in Age-Related Disorders
Budget Start/End Dates: 06/01/15988-04/30/2008
Enter search parameters to locate existing Profiles with Training or Fellowship involerment with BIH. Ifthe desired Trainee is found, select"Create bew
Appointment” link to proceed to 2271 form. Ifyou do notfind the desired Trainee in the search result, use the hutton "Create Mew Profile” at the bottorm of
the screen prior to proceeding to 2271 form.

Middle Narme C User ID
|| |[ Search ][ Clear ]

* Last Name First Name

|[ Create Mew Trainee Profile ]I

Figure 27: Create New Trainee Profile Button

7. Provide required info then click Continue button.

g Sponsored by Natlonal FTnstitures of Healith ))Version2.20.1.3
Home Admin Institution Profile  Personal Profile  Status  eSNAP  Internet Assisted Review ﬂlil |I Links eRA Parthers Help

Create New Trainee Profile

Complete required infarmation and select "Continue® button to proceed to 2271 farm.

* Required

* First Name |Middle Name * Email Address

* Last Name

I
Cantinue Cancel
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Figure 28: Create New Trainee Profile Screen

The Statement of Appointment screen will appear.

Home Admin Institution Profile Personal Profile Status eSHNAP xTrain Links eRA Partners Help

Statement of Training Appointment

Project Number: T32 DK 065517
Appointment Status:
Project Title: RESEARCH TRAINIMNG IN PEDIATRIC MEFHROLOGY
Institution: EXT UAT DEMO CORP.
PD Name: Money, CherD

PHS 2271 ©OMB Mo. 0925-0001

*indicates required field

 [Trainee Personal Information

For ewery research training appointment ar re-appointment, trainees shaould review and update their personal information by using the Persanal
Profile link at the top ofthis page. Except for the e-mail address, personal information may only be entered or modified by the trainee.

Last Name, First Name, MI: Beaker, Kim Estry

Address Line 1: 123 My Street
Address Line 2:
Address Line 3:
Address Line 4:

City, State, ZIP: hty City, V4, 20862
Country: UNITED STATES

* Email; |nihe|e|:1r0nicsubmiss@|

Phone: 555-111-2222
Fax:

Degree(s) Earnedin Progress Completion Date MajorMinor Degree Completed?
BSH 05/1988 i Y

Figure 29: Statement of Appointment (2271 Form — Top Portion)
Here are the Business Rules for bottom portion of the Statement of Appointment Form.

1. Period cannot exceed 12 months and the start date must fall within the budget period.

2. The Stipend level must be entered for everyone except for scholars and participants. Must be

appropriate to trainee degree and experience.

3. Users enter salaries/other compensation for a whole or partial year for scholars or
participants.

4. Must recalculate date if calendar boxes are used.

For information on the Grant's Policy Statement, please refer to Section 11.3.7, Initiation of
Support, at this web site. http:/grants.nih.gov/grants/policy/nihgps 2012/nihgps chl1.htm#

Toc271265126
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Figure 30: Statement of Appointment (2271 Form — Bottom Portion)

7. Enter in all the required fields. Then click the appropriate Save button.
8. The Invite Trainee to Register screen has 2 option buttons:

a. Invite Trainee Now
b. Invite Trainee Later

Electronic Research Administration
( eRA Commons )

Sponsored by National Instiiuies of Health

Home Admin Institution Profile Personal Profile  Status  eSHAP Internet Assisted Review ﬁlii |I Links eRA Partners Help

Invite Trainee to Register

Please select the "Invite Trainee Mow" button. An email invitation to register for a Commons User ID will be sentto the Trainee and you will return to the 2271 form.
Ifyou decide to "Invite Trainee Later", the "Invite Trainee" button will appear atthe bottomn ofthe 2271 form for future use.

Note: The 2271 form cannot be routed to the Trainee until you receive an email with the Trainee's User ID or the “Trainee Registered” event appears in the 2271 Routing History.

[ inwvite Trainee Mow | [ invite Trainee Later ||

Figure 31: Invite Trainee to Register Screen

If the Invite Trainee Now button is selected, the system sends an email to the Trainee. Within the
email will be a hyperlink to begin Creating a New Account.

If the Invite Trainee Later button is selected, you will return to the 2271 form. The Re-invite
Trainee button will appear at the bottom of the 2271 form for future use.
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Figure 32: Invite Trainee Later Screen

Processing of the 2271 form cannot be continued until the Trainee has registered. This event
appears in the 2271 Routing History.

4.2 Account Setup — Trainee

The Program Director/Principal Investigator (PD/PI) initiates the Trainee’s training appointment
within the xTrain system and routes the Appointment Form (2271) to the Trainee. The Trainee
uses xTrain to complete the form and route it back to the PD/PI with his or her electronic
signature. A similar process is used again at the end of a Trainee’s Appointment with a
Termination Notice.

NOTE: Trainee must be a U.S. citizen or permanent resident at the time of the appointment.

4.2.1 Setting Up eRA Commons Account

If you already have an account, the Trainee role will be added, and you will be asked to update
your Personal Profile.

If you do not have an eRA Commons account, the xTrain system will automatically send you an e-
mail with a hyperlink and instructions for registering in Commons as part of the Appointment or
Termination process.
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To: <Trainee Email>
Subject: eRA Commons — xTrain: Create an Account
Dear Trainee:

This is a svstem-generated invitation to the eF.A Commons xTrain website in connection with
vour participation as a Trainee for Program Director [PI name] on a Grant [Grant #].

To participate in the Appointment and/or Termination forms submission, vou will need to log on
tothe eF.A Commons website with a user name and password.

Please wvisit this web site to create vour account as soon as possible. Open vour Web browser
and go to the URL <insert customized registration url with encrvpted person_id= {You can
copv and paste this address into the "Location" window of vour browser, and press Enter. If the
UFL doesn’t work, make sure it is complete and hasn’t been broken over multiple lines. Ifthe
UFL spans more than one line make sure vou are entering all of'it in the location window of
vour browser and that there are no spaces in the address.)

Follow the instructions on the screen to enter information about vourself. You will also be asked
to verify the public information that NIH has on file to ensure vour information is both accurate
and complete.

After submitting vour registration request, vou should receive a notification about vour account
activation within 2-> business days;it will contain the URL for the eR.A Commons web site. At
that time vou will be able to access xTrain with temporary password which will be sent to vou in
a separate email. Please note that vou cannot use eF.A Commons xTrain svstem until vour
account is active.

Figure 33: Sample e-mail Letter to Trainee

For more information on setting up trainee accounts, please refer to the Account Management
System (AMS) user guide located at http://era.nih.gov/files’AMS user guide.pdf .

After the account creation is completed, an email is sent to the trainee to invite the trainee to
register. After registering an email is sent stating that the account request is being reviewed by
NIH. When the account is approved, another email is sent stating that the account has been created
and the user name. A separate email is sent which contains a temporary password for accessing
Commons. After logging in with the temporary password, you are prompted to change the
password.

4.3 Account Setup — Trainee from the Manage Account Tab

An SO or other Commons user with Administrative roles can use the eRA Commons Create
Account screen to create or manage a Trainee account from the Manage Account tab using a
similar process as in the xTrain module.
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U.5. Department of Health & Human Services E2 www.hhs.gov

Institution: UNWERSITY OF MICHIGAN
Roles: 50 IAR

Logout | Contact Us | Help

=
(

Electronic Research Administration ‘«'t'.e:gcél';ne
Commons ) S CE

Sponsored by Natlonal Institures of Health

Home Admin

Institution Profile Personal Profile Status eSNAP Internet Assisted Review xTrain Admin Supp eRA Partners
Accounts Delegations

Manage Accounts Adh Search Change Password

Account Administration

The Account Administration sub-menu allows users to perform accounts maintenance according to their privileges. Sub-menus are visible to those users with appropriate privileges

Figure 34: Account Administration Screen Displaying Manage Accounts Tab

For more information on setting up trainee accounts, please refer to the Account Management
(AMS) user guide located at http://era.nih.gov/files’/AMS user guide.pdf.
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5 Personal Profile

Each eRA Commons account has an associated Personal Profile screen that includes information
specific to the account holder.

Personal profile information is used to pre-populate appointment and termination forms in xTrain.
The xTrain system will check to ensure that you have provided all the necessary information prior
to routing your xTrain forms back to the PD/PI.

5.1 Creating Personal Profile

Once an xTrain Trainee account is created (for instructions on creating a Trainee account see
section Account Setup), the Trainee must log into eRA Commons and access each of the trainee
specific Personal Profile pages to provide the information used to populate xTrain-related forms.

xTrain will check the Trainee’s Profile during the Appointment and Termination process and will
generate Errors and/or Warnings if expected information is not provided or conflicts with NIH
policies for the designated type of appointment.

In order to complete their personal profile successfully, the user must enter information in each of
the tabs listed below the Personal Profile tab:

Personal Information
Race/Ethnicity
Residential Address
Degrees/Residency

Trainee Specific

Electronic Research Administration Welcome gl n_a
( C ommons ) Institution: UNIVERSITY OF CALIFORNIA SAN DIEGO
Authority:  AQ S0 Log-out
- Version 2.21.1.15

Sponsored by Nartional Institures of Health

Home Admin Institution Profile Personal Profile Status eSHAP xTrain Links eRA Partners Help
Personal Information RacelEthnicity Employments Reviewer Address Residential Address Degrees/Residency Publications Trainee-Specific

Personal Profile

Figure 35: Personal Profile Tab
Carefully fill out your Personal Profile, paying particular attention to:

o Personal Information screen:
o Gender
o Social Security Number (SSN) — Trainees are asked to voluntarily provide the last
four digits of their SSN. This helps the Agency identify you and manage your records
in the eRA system.
o Citizenship *
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o Date of Birth (DOB)
o Disabilities *
o Race/Ethnicity screen:
o Race
o Ethnicity

o Residential Address

o Degrees/Residency screen:

o Enter all relevant degrees earned or in process

o Trainee-Specific Information screen:

o Questions about outstanding U.S. Federal debt and disadvantaged background.
Provide explanation, if necessary.

o Race/Ethnicity/Disability/Disadvantaged Background: Responses to these items will help
provide statistical information on the participation of individuals from diverse groups in
Agency programs and identify inequities in terms of recruitment and retention based on race,
ethnicity, disability, and/or disadvantaged background.

NOTE: Items with an asterisk are required fields although not all of the required fields for trainees
are marked with an asterisk on all of the screens. In these situations, text indicates that they are
required.

5.2 Personal Profile Fields Checked by xTrain

The xTrain system relies on having current and complete information in a trainee’s personal profile
in eRA Commons. IfxTrain identifies an issue with invalid or missing trainee profile information,
an error will be generated and it must be corrected before completing the xTrain function.

Trainees must keep their profiles up to date, paying special attention to the following fields that are
checked within xTrain:

o Personal Information screen: gender, citizenship, disabilities, SSN (requested but not
required), and date of birth
e Race/Ethnicity screen: ethnicity and race(s)

NOTE: Trainee Race, Ethnicity, Disabilities, Gender, and Birth Date must be entered. Where
available, Do not wish to provide can be used. Trainees must enter this information on the
Personal Profile screen in eRA Commons.

e Residential Address screen: Trainee should provide permanent address (i.e., where trainee
can be reached after the completion of the program)

o Degrees/Residency screen: enter all relevant degrees earned or in process, and residency
information, if applicable
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o Trainee-Specific Information screen: answer all the required questions and provide an
explanation, if necessary.

5.3 Personal Information
The following fields on the Personal Information screen are checked by xTrain:

o First Name

¢ Last Name

e DOB - Date of Birth
o Citizenship

o Disabilities

¢ eRA Email

o Gender

NOTE: The following fields are required: First Name:, Last Name:, Gender:, DOB,
Citizenship Country:, eRA Email:, and the Do you have a disability? question.

NOTE: The eRA Email field is used for xTrain notifications and the Forgot Password function
should be the same email address used when the user registered with eRA Commons.
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Figure 36.: Personal Information - Required Fields

Once all information has been entered into the Personal Profile screen, click theSubmit button.

NOTE: Because the Personal Profile module is used by multiple eRA services, some fields are
required only in specific circumstances. In addition, not all fields that are checked are marked as
required on the profile screens.

5.3.1 Citizenship

Check the box corresponding to your citizenship and visa status. If not a U.S. citizen, list the
country of citizenship.

Kirschstein-NRSA trainees and institutional career development scholars must be U.S. citizens,
non-citizen nationals, or permanent residents of the United States. A non-citizen national is an
individual who, although not a citizen of the United States, owes permanent allegiance to the
United States. Individuals in this category are generally born in lands which are not States, but
which are under U.S. sovereignty, jurisdiction, or administration (e.g., American Samoa).

Trainees in non-NRSA research training programs and participants in research education award
programs should consult the applicable Funding Opportunity Announcement (FOA) for citizenship
requirements.

Following the submission of their appointment through xTrain, trainees who are permanent
residents of the U.S. must submit a signed and notarized statement certifying that they have (1) a
Permanent Resident Card (USCIS Form [-551), or (2) other legal verification of such status.

For more information on paperwork for permanent residents, please refer to the Grants Policy
Statement section at this web site: http://grants.nih.gov/grants/policy/nihgps 2012/ntheps
chll.htm# Toc271265042

5.4 Race/Ethnicity

The Race and Ethnicity tab should be selected, and the requested information supplied, after all
information under the Personal Information tab has been completed.
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Figure 37: Race/Ethnicity Screen

Responses to the items on this screen will help provide statistical information on the participation of
individuals from diverse groups in Public Health Service (PHS) programs and identify inequities in
terms of recruitment and retention based on race, ethnicity, disability, and/or disadvantaged
background.

Trainees, scholars, and participants are strongly encouraged to provide this information; however,
declining to do so will in no way affect their appointments.

This information will be retained by the PHS in accordance with and protected by the Privacy Act
of 1974. Racial/ethnic/disability/background data are confidential and all analyses utilizing the
data will report aggregate statistical findings only and will not identify individuals. (See the
Privacy Act Statement for more information at http:/www.usdoj.gov/privacy-file.htm.)

Once all information has been entered into the Personal Profile screen, click the Submit button.
5.4.1 Race
Check all of the boxes that apply or check Do Not Wish to Provide.

American Indian or Alaska Native: A person having origins in any of the original peoples of
North, Central, or South America and maintains tribal affiliation or community.

Asian: A person having origins in any of the original peoples of the Far East, Southeast Asia, or
the Indian subcontinent including, for example, Cambodia, China, India, Japan, Korea, Malaysia,
Pakistan, the Philippine Islands, Thailand, and Vietnam.

Black or African American: A person having origins in any of the black racial groups of Africa.
Terms such as Haitian or Negro can be used in addition to Black or African American.
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Native Hawaiian or Other Pacific Islander: A person having origins in any of the original
peoples of Hawaii, Guam, Samoa, or other Pacific Islands.

White: A person having origins in any of the original peoples of Europe, the Middle East, or
North Africa.

5.4.2 Ethnicity
The user must select either Non-Hispanic, Hispanic or Intentionally Withheld.

Hispanic or Latino: A person of Cuban, Mexican, Puerto Rican, South or Central American, or
other Spanish culture or origin, regardless of race. The term, Spanish origin, can be used in
addition to Hispanic or Latino.

5.5 Residential Address

The trainee should provide the permanent address (i.e., where the trainee can be reached after the
completion of the program). Give an address where the appointed individual can be reached by
mail after completion of the program. Do not give the present address unless it is considered
permanent.

Once all information has been entered, click the Submit button.
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Figure 38: Residential Address Screen

5.6 Listof Degrees

xTrain will check Degree information as part of the Appointment process as follows:
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o« PRE-BACCALAUREATE: does not have a bachelor’s degree
o PRE-DOC: must have a Bachelor’s Degree or equivalent
o POST-DOC: must have a PhD, MD, or equivalent

NOTE: Trainee should provide information on degrees in progress and their expected completion
date.

Use the Add New Degree button to provide new or additional degree information.

£ www.hhs.gov

[i S.Department of Health & Human Services

Electronic Research Administiration g" Welcome: James Bond
off ) ID: BOWDOOT
24 ‘ Il’] Il’] n é &J/ Institution: UNIVERSITY OF WISCONSIN
(( l{ \ O O S ) Lo Roles: PI TRAINEE POSTDOC
Logout | Contact Us | Help

Sponsered by Natlonal Institutes of Health

Home Institution Profile Personal Profile Status eSNAP xTrail
Personal Information Race/Ethnicity Employments Reviewer Specific Residential Address Ds-greeszes\dency Publications Reference Letters Trainee-Specific

List of Degrees @

Notes and Tips:

Include all degrees completed or in progress.

In addition to reporting. degree information is sometimes used to validate application information or populate system forms.

Current information is critical as it can determine eligibility for certain types of appointments/awards and can affect stipend level for Trainees.
Enter your most recent Residency Information.

If you have questions regarding ESI Eligibility Information, follow this link:  ESI Eligibility Information

If you have questions regarding Terminal Research Degree, follow this link: Terminal Research Degree

WMake sure that your most recent research degree is marked as your terminal degree.

Degrees 1- 3 out of 3 records

ree

BA: BACHELOR OF ARTS Johns Hopkins University 05/2005 Cognitive Science Edit [Delete
MS: MASTER OF SCIENCE University of Wisconsin-Madison 1212007 \’ Educational Psychology Edit |Delete
PHD: DOCTOR OF PHILOSOPHY University of Wisconsin-Madison 05/2012 Y gucational Psychology Edit |Delete Y

Add New Degree
———————

Medical Residency @
- :
Area of Medical Residency End date or Bcp;g;fgef‘l‘); Date of Medical Action Early Stage Investigator Status 0 Eligibility Date

Eligible
Mo Medical Residency information entered

Figure 39: List of Degrees Screen

5.6.1 Medical Residency Information

In order to provide Medical Residency information, at least one degree has to be reported within
the user Personal Profile Degrees/Residency section of Commons.
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Residency

e Enter your most recent Residency Information
s If you have questions regarding ESI Eligibility Information, follow this link:  ESI Eligibility Information

% degree has been added successfully.

Degrees 1 -1 out of 1 records

ompletion |[Degree -
B e e ———

DDS: DOCTOR OF DENTAL ¢y, mpia Universily College of Dental Me 0712008 Edit IDelete

SURGERY
Add New Degree

Medical Residency

Area of Medical End date or Expected End Date of Medical Early Stage Investigator End of Eligibility
Residency Residency Status Date

MNo Medical Residency information entered. Eligible 07/2018

Figure 40: List of Degrees Screen

Once degree information has been registered within Commons, a user can provide either
completed or in-progress Medical Residency information by entering minimally the end date, or
expected end date in the Residency screen.

0g-ou

Electronic Research Administration ‘Welcome gl _pi
Institution: UNIVERSITY OF CALIFORNIA SAN DIEGO
( eR A Commons ) i ]
Wersion 2.21.1.15

Sponsored by National Institutes of Health

Home Admin Institution Profile Personal Profile Status eSHAP xTrain Links eRA Pariners Help

Personal Information RacelEthnicity Employments Reviewer Address Residential Address  Degrees/Residency  Publications Reference Letters Trainee-Specific

Add Medical Residency - Completed or in Progress
Motes and Tips:

+ Medical Residency: Enter your most recent residency Information. If you have questions regarding ESI eligibility information, please follow this link: ESI
Eligibility Information.

* indicates required field

Medical Residency Information

Area of Medical Residency: |

End Date {or expected Date) of Medical Residency [I'quW\’YYQ )

Submit | Reset [§ Cancel

Figure 41: Add Medical Residency Screen

Related to degrees and residency is the Early Stage Investigator (ESI) status associated with the
necessary ESI policies. In order to address both the duration of training and to protect the flux of
new investigators, the NIH announced a new policy in fiscal year 2009 involving the identification
of Early Stage Investigators (ESIs). ESIs are New Investigators who are within 10 years of
completing their terminal research degree or within 10 years of completing their medical residency
at the time that they apply for RO1 grants. Applications from ESIs will be given special
consideration during peer review and at the time of funding. Peer reviewers will be instructed to
focus more on the proposed approach than on the track record, and to expect less preliminary data
than would be provided by an established investigator. To this end, degree and residency
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information is directly related to ESI status. For more information on new and early stage
investigator policies, go to http:/grants1.nih.gov/grants/new _investigators/index.htm#defearlystage

5.6.2 Trainee-Specific Information

The Trainee-Specific Information screen includes additional information required for participation
in institutional research training, career development or research education.

. US Department of Health & Human Services ) wwrw, hhis.ge

- Elecivanic Bagearch Administraiisn ,I’d_"“.}' :':ré:;-_-:ﬂi:;_astmnlﬂ
( C oOmmons ) ir;éﬁ ‘u‘“ 4 ettt RIRSTY OF WSCORGH LADSON
1
g (t

= P TRAMDE POSTOND
uuuuuu d by Nariomal fmarivwses of Neairk ::H.- ) -[;-.\. s‘,._.-

Wome  Admin niitsos Profe I e Salus eSHAP xTrein Admis Supp  elA Pariners
ipeonal Informabion Reco® Brecty Employments  Hirdsreros Speciic Eessdontial Aoy (ogreos:

Traines

l: " g vou delingnt 5 B rEpEVTHGL oF Sy U S Fadensl DK (2 pad fraiin i j SaiBor Seiow]

R 2

Figure 42: Trainee-Specific Information Screen

5.6.3 Statement of Non-delinquency on U.S. Federal Debt

A Statement of Non-delinquency on Federal Debt is required for each particular appointment
period and is to be completed by each individual (trainee) appointed to receive financial support
under a PHS institutional training grant.

If the prospective trainee is delinquent on Federal debt, the PHS must review the explanation. In
such cases, the PHS shall (a) take such information into account when determining whether the
prospective trainee is responsible with respect to that appointment, and (b) consider not approving
the appointment until payment is made or satisfactory arrangements are made with the agency to
which the debt is owed.

Therefore, it may be necessary for the PHS to contact the prospective trainee before the
appointment can be approved to confirm the status of the debt and ascertain the payment
arrangements for its liquidation. Individuals failing to liquidate indebtedness to the Federal
Government in a businesslike manner place themselves at risk of not receiving PHS financial
assistance.
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The PHS awarding component shall notify the grantee institution in writing of its decision
regarding the approval of a prospective appointee where this appointment discloses delinquency on
Federal debt.

The trainee must check the appropriate box. If the “Yes” box is checked, please provide an
explanation in the space provided.

NOTE: This question applies only to the trainee being appointed and does not apply to the
Program Director submitting the form.

Examples of Federal Debt include delinquent taxes, audit disallowances, guaranteed or direct
student loans, FHA loans, business loans, and other miscellaneous administrative debts. For
purposes of this certification, the following definitions of “delinquency” apply:

o For direct loans and fellowships (whether awarded directly to the applicant by the Federal
Government or by an institution using Federal funds), a debt more than 31 days past due on
a scheduled financial payment. (This definition excludes service payback under a National
Research Service Award.)

» For guaranteed and insured loans, recipients of a loan guaranteed by the Federal
Government that the Federal Government has repurchased from a lender because the
borrower breached the loan agreement and is in default.

5.6.4 Disadvantaged Background

To provide guidance in answering this question, the Trainee-Specific Information screen (See
Figure 32) provides a hyperlink to further information on disadvantaged background.

Individuals from disadvantaged backgrounds are typically high school students or undergraduates,
and:

o Come from a family with an annual income below established low-income thresholds.
These thresholds are based on family size, published by the U.S. Bureau of the Census;
adjusted annually for changes in the Consumer Price Index; and adjusted by the Secretary
for use in all health professions programs. The Secretary periodically publishes these
mcome levels at http://aspe.hhs.gov/poverty/index.shtml. For individuals from low income

backgrounds, the institution must be able to demonstrate that such candidates have qualified
for Federal disadvantaged assistance or that they have received any of the following student
loans: Health Professional Student Loans (HPSL), Loans for Disadvantaged Student
Program, or that they have received scholarships from the U.S. Department of Health and
Human Services (HHS) under the “Scholarship for Individuals with Exceptional Financial
Need”, or

o Come from a social, cultural, or educational environment such as that found in certain rural

or inner city environments that have demonstrably and recently directly inhibited the
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individual from obtaining the knowledge, skills, and abilities necessary to develop and
participate in a research career.

Under extraordinary circumstances the PHS may, at its discretion, consider an individual beyond
the undergraduate level to be from a disadvantaged background. Such decisions will be made on a
case-by-case basis, based on appropriate documentation. Trainees beyond the undergraduate level
should consult with their training grant PD/PIs for further instructions.
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6 Appointments

A trainee may be appointed at any time during the grant budget period for an appointment period
of 9 to 12 months (for T-activity codes that are not T35), without prior approval by the NIH
awarding office.

The time period may be different for scholars appointed to institutional career development awards
and participants appointed to research education awards.

At the time of the initial appointment and any subsequent reappointment, the training PD/PI must
submit a Statement of Appointment to the NIH awarding office. The Statement of Appointment

includes biographical and other information on the trainee and the stipend level for the period of

appointment.

In addition to the Statement of Appointment, a signed Payback Agreement must be submitted for
each postdoctoral trainee who is in his/her first 12 months of Kirschstein-NRSA postdoctoral
support.

For more information concerning the 2271 form, see Appendix A — Statement of Appointment
(Form PHS 2271) in the external xTrain user guide located at http://inside.era.nih.gov/files/x Train

UG v2.26.0.0.pdf.

i) A

- PD/PI identifies Trainee,
/ = INitiates Appointment by *

N filling out the 2271 and
I*l \ routes 2271 to Trainee
ﬁ:},\ Trainee fills out the 2271
Proarars Dir ‘- form and routes it back to ==
rogram Director/

Trainee

Principal Investigator PD/PI

PD/PI reviews

completed 2271 *

and routes it to
Agency for final
approval

el

11

Agency

B Quick Reference: http://lera.nih.govifiles/xTrain Initiate Appointment.pdf

Appointments 37 February 8, 2013


http://inside.era.nih.gov/files/xTrain_UG_v2.26.0.0.pdf
http://inside.era.nih.gov/files/xTrain_UG_v2.26.0.0.pdf
http://inside.era.nih.gov/files/xTrain_UG_v2.26.0.0.pdf

xTrain External/Institutional User Guide

Figure 43: Appointment Process Flow

6.1 Create New Appointment — PD/PI
To create an appointment:

1. PD/PI logs into eRA Commons and selects the xTrain tab to bring up the My Grants
screen. PD/PI is presented with a list of his/her grants.
2. PD/PI chooses a grant and clicks the View Trainee Roster hyperlink.

' Home Admin ietution Frofie Personal Profile Statns 05IAP infermet Assinied Beview B Links #fA Partness
My Grants

i and Mota:

i Links by Frscal Yoo
gl Columin el showi the Contsct Pl molti-Fl granti

T3 A5 paris DRO1NaES T Mondy, Chir D BAOTECHNOLOOY TRABING PROGRAN

Ta2 8 SE 5e D g N4 oniry, Chie D HTRAR DENO TRAISNG (RANT

Figure 44: My Grants Screen

3. Click Create New Appointment beside the desired grant.
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Figure 45: PD/PI Trainee Roster Screen

4. Enter the Trainee Commons User ID in the Trainee User ID:

box then click the Continue

button. The system associates the Trainee with the grant and displays the Statement of

Appointment screen.
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Homee  Admin nstitution Profile Personal Profile Status  eSNAP Links eRA Partners He

Enter Trainee Commons User ID

n order o proceed with this operation, yvou must enterthe Commons User D for the Trainee associatad with the grant

* Tralnee User ID:
_KimEiE:akEtr |

( dentify Trained

¢ Conini Tyancel]

| —

Figure 46: Enter Trainee Commons User ID Field

If the PD/PI does not have the Trainee User ID:, click on the Identify Trainee hyperlink to enter

other search parameters to help locate an existing Trainee User ID: or click Create New Trainee
Profile to create a new trainee profile.

Electronic Research Administration : Welcome texp
Institution: EXT UAT DEMO CORP.
(_eRA Commons ) "
Version 2.17.2.2

Authority:  PI Log-out
Sponsored by Nartlonal fnsritures aof Health
Home Admin Institution Profile Personal Profile Status eSHNAP ﬁm Links eRA Partners Help
Identify Trainee
Grant: 5 T32 MH -3

Project Title: xTrain Demao Training Grant
Budget Start/End Dates: 07/01/2003-06/30/2008

Enter search parameters to locate existing Profiles with Training or Fellowship involvementwith MIH. If
the desired Trainee is found, select “Create New Appointment” link to proceed to 2271 form. If you do not
find the desired Trainee in the search result, use the button “Create New Profile” at the bottormn of the
screen prior to proceeding to 2271 form.

* Last Name First Name |hidﬂe Name C User ID

| || Search | Clear |

Create New Trainee Profile |

Figure 47: Identify Trainee Screen

After identifying a Trainee, the PD/PI is presented with a 2271 form with some fields pre-
populated from the Trainee’s Personal Profile.
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Home Admin Institution Profile Personal Profile Status eSHAP xTrain Links eRA Partners Help

Statement of Training Appointment

Project Number: T32 Dk 065517
Appointment Status:
Project Title: RESEARCH TRAINING IN PEDIATRIC MEPHROLOGY
Institution: EXT LAT DEMO CORP.
PD Name; Money, CherD

Fax:

PHS 2271 OMB Mo, 0925-0001

*indicates required field

 [Trainee Personal Information

Far every research training appointment ar re-appointment, trainees should reviews and update their persanal infarmation by using the Personal
Frafile link atthe top of this page. Except for the e-mail address, personal infarmation may anly be entered or modified by the trainee.

Last Name, First Name, MI: Beaker, Kim Estry

Address Line 1: 123 dy Street
Address Line 2:
Address Line 3:
Address Line 4:

City, State, ZIP: My City, ', 20862
Country: UNITED STATES

* Email: |nihe|e|:tr0nicsubmiss@|
Phone: 555-111-2222

Degree(s) EarnedIn Progress Completion Date MajorMinor Degree Completed?
BEH

05/1988 I 7

Figure 48: Statement of Appointment (2271 Form) — Top Portion

Here are the Business Rules for bottom portion of the Statement of Appointment Form.

1.
2.

4.

Period cannot exceed 12 months and the start date must fall within the budget period.

The Stipend level must be entered for everyone except for scholars and participants. Must be
appropriate to trainee degree and experience.

Users enter salaries/other compensation for a whole or partial year for scholars or
participants.

Must recalculate date if calendar boxes are used.

For information on the Grant's Policy Statement, please refer to Section 11.3.7, Initiation of
Support, at this web site. http://grants.nih.gov/grants/policy/nihgps 2012/nihgps chl1.htm#
Toc271265126
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Figure 49: Statement of Appointment (2271 Form) — Bottom Portion

5. The PD/PI fills out the additional required (*) information in the Period of Performance and
Support for Period of Performance sections, and clicks Save to save the form.

Additional action buttons appear at the bottom of the form after the initial save. Once the form is
complete, click the Save & Route to Trainee button. The system will check the form prior to
routing. Any identified errors must be corrected prior to routing. Warnings may be addressed at
your discretion.

I'Sm | Gancel | | Raaﬁl Sawe & Routa to Trainee H Crelata |[ “igw POF | [ Sava & Submit to Agency ]

Figure 50: Additional Appointment Action Buttons

6. Provide comments to be sent via e-mail to the next recipient of the form, and then click the
Continue button.

Provide Comments

Pl St s PET ELATh 0 b B o Lo S e L 1 Do - 2 vl i o ] 0 L & B

Tl

T T atarzad zhe 22710 form nesded for you Appedncneenc. Flsaas conglece che rewsining informeacisn arned roots it hacsk

Lo me. Five @ oa call LI you hove any gquesbions.
-CTedr L. Eozay

D

Figure 51: Create Appointment - Provide Comments Screen

NOTE: Comments can also be seen from the Routing History. The Comments: text box is limited
to 2000 characters.
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7. After the Appointment Initiation Confirmation notice appears, click the Done button.

Home  Admin  Instilution Profile Personal Profile Status eSHAP Links eRA Pariners Help

Route to Trainee Confirmation

The Appointment Forrm was successiully roulad and Email aboul this aclion was sentio Trainee.

Figure 52: Appointment Initiation Confirmation Screen

8. The status of 2271 is changed to In Progress Trainee.

Application T pppointment Appoinment inati

- Ensd A " M "
Type e - Date N mﬂ Sranas Sowes ;::m-t ;:Itt - ;::::u R .
LE R St Dhabie el Datis Past?
STIZMHI 1200804 (Budaet Period: 0T r2008- 083063007 Creale Niw Aopointment

n o 3211
Hwhin, I POST] gt
o Hiw 2006 07012008 DER2007 o5 = Eluctronic Newbiojma Wi .
Brand DOE Brand e 2471 Foar

Figure 53: In-Progress Trainee Status Screen

After receiving an email about the appointment and logging into xTrain, the trainee reviews and
completes the necessary information. The Trainee then routes the 2271 back to the PD/PI.

The system will check the form prior to routing. Any identified errors must be corrected prior to
routing. Warnings may be addressed at your discretion. If no errors are encountered, the
appointment status becomes In Progress PI.

Appli ison = T e
T Sepprolt Rt P Tllﬂ\:lhh;I:. Dipiaa Fppobl et Agpeintnssl Terionaion Tenminatien Ciaram A
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Figure 54: In-Progress PI Status Screen

9. To complete the Appointment, the PD/PI reviews the 2271 form one last time by clicking
the Process 2271 hyperlink, and then clicks theSave & Submit to Agency button.
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* Stipend 36996
* Tuitionffees festimato) 12000
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Total h015%46

Savee | | Cancel || Resel | | Save & FRoute lo Trainee | | Delele || View FDF | (A Save & Submil Lo Agency E

Figure 55: Bottom of 2271 Form

10. Optional comments (up to 2000 characters) can be included in an e-mail message sent to the
Agency. If desired, enter comments into the comments field and click the Continue button.

Provide Comments
Please enfer comments below to send them by =-mail 1o the needt recipient of this farm.

ST RE EE

I am submicting Ima Newbie's Appoinement Tform. She i=s a wonderful additien
ta our program. Lee me know if you have any guestions,

Cher D. Money

o
c! Continue ﬂ' Cancel

Figure 56: Provide Comments Screen

11. Click the I Accept button.

Submit to Agency Certification

| cermify that this indid deal 15 gualifad Tor ihis program and is allgible o recaive inancial
suppaort Tar the period specified abowe. & copy ol his appaintrment fonm will be givan o the
individual

i T
[ ! | Accept || Cancel |

Figure 57: Submit to Agency Certification Screen

12. Click the Done button, which will record the PD/PIs Electronic Signature, and bring up the
Submit to Agency Confirmation screen.
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Home Admin Institution Profile Personal Profile Status eSHAP Internet Assisted Review ﬁﬁ Links eRA Partners Help |
Submit to Agency Confirmation

The appointment was successfully submitted to the Agency, and the Agency's grant specialists will he notified. For predoctoral appointments, no further action is
required. For postdoctaral Kirschstein-nRSA research training appointments, an ariginal signature is required on the Pavhack Agreement (60313, and the
appointment will not be accepted until the Agency receives the signed farms.

Foryour convenience, pre-populated Payback Agreement form is provided below. For a postdoctoral appointment, please print the form, obtain all necessary
signatures, and send originals to the designated grants management contact at the Agency.

Payback Agreement Farm
(oo >
Figure 58: Submit to Agency Confirmation Screen

13. In addition to confirming the submission of the appointment, the Submit to Agency
Confirmation screen provides reminders about any further action that may be needed:

o Pre-doc Appointments — No further action is needed, unless confirmation of permanent
residency status is required.
o Post-doc Appointments:
o For those entering their initial year of Kirschstein-NRSA post-doc support, mail the
original signed Payback Agreement (6031) form to the awarding NIH Institute or
Center

o Mail confirmation of permanent residency, if needed

14. The xTrain system checks the form. If error free, the form is routed, and the status of 2271
is changed to Pending Agency Review.

15. The PD/PI mails any required documentation or forms to the awarding component.

16. The Agency can accept the appointment, place it on hold, hold it for a paper signature,
delete it, view the PDF file, or route it back to the Institution by clicking the appropriate
button on the screen. These buttons are available, and made active based on roles.

6.1.1 Submit Appointments to the Agency Using the Batch Process

The PD/PI also has the ability to submit appointments to the Agency several at a time through the
batch process instead of individually. If there is an error or a warning, the PD/PI is able to review

errors and warnings for each appointment. The PD/PI can also enter a comment for each
appointment.

To submit Appointments to the Agency through the batch process:

1. Open the My Grants Screen.
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Figure 59: My Grants Screen with the View Pending Submissions Hyperlink

2. Click the View Pending Submissions hyperlink for a grant.

3. The Pending Submissions screen appears. There is a Select All button to choose all of the
pending submissions or select the checkbox for a particular record. Enters comments as
necessary per record.

Home Admin Institution Profile Personal Profile Status eSHAP Internet Assisted Review ﬁm Links eRA Partners Help

Pending Submissions

SelectAll (Ll Appointment "
i Highest| " o
: Appointment e ST (LRl Total|  Action Submit to Agency Comments
Trainee | Type | startDate| EnaDate | (g) | Level |Salary| Fee
Reset Name

5T32DA001234-19 (Budget Period: 07/01/2010-08/30/2011)

Day, PRE- View 2271
F sunny New 03001/201102/2912012PHD [ 21180 0 1000 308785 =5 ‘ ‘
I
Ting, N
: PRE- Wiew 2271
0 Valen New 02001/20110131/2012PHD [~ 21180 8698 1000 30878 = ’ ‘

Select and Submit

Figure 60: Pending Submissions Screen

4. Click the Submit button.

NOTE: If a validation error is generated for one appointment, amendment or re-appointment in the
batch, the PD/PI is presented with an option to de-select this appointment, amendment or re-
appointment from the batch and re-submit all other appointments that do not have errors or that
only have warnings.

6.2 Process New Appointment — Trainee

Trainee users are brought to the Trainee Appointments and Terminations screen when the xTrain
tab is selected.
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Click the Process 2271 hyperlink to access the Appointment form. The 2271 form is opened and
pre-populated with personal information pulled from the Trainee Profile and appointment
information entered by the PD/PI.

2 . - g
18 eRih - Trainee igpoiniments and Termirations - B - Page = Safelty = Took = -
U - Traeot EpaaEaid. Bl Tid Pl It
e T WRIEOME MANBWEE
c Insiation: EXT AT DEMO CoRS
ommons Aupcoty TRANEE POSTOOC .  Log-oud
Fpiaiarid by Natlomal laativtatei of Nealth i .

o Adein Wnstittion Prole Persons Profe Statss eSHAP (IPTIFTR™ Links ek Portneds

My Appointrents and Terminations

Trainee Appointments and Terminations

lips amd Meins:

= Tha Program Dineclor Column abwiys shows the Contact P e smilti-Pl grants

1202 10
Granl i AP M‘WLW a TRrminaion & Program ‘.mL Dagrod & APPORDEN & TOMMRADON & Cufvent i Free
lambar * Type * Sartbabe ¥ End Date ¥ Dabé ¥ Dwroclor W ¥ Livel 7 Stabes ¥ Satus ¥ Rivievwr
EH
STIINH 00123 moner,  ETAT  posT.  mProguss T n
) Reappoiniment 2011-08-18 20120815 ki CEMOCORF DOC  Trsnse Novkon iz 252 °
brnd o

Figure 61: Trainee Appointments and Terminations Screen

If applicable, the Trainee must select the appropriate Specialty Boards and indicate if enrolled in a
dual-degree program.
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Statement of Training Appointment

Pioject Bijipbeai: T22 W 31 2008
Appoiiimenn STanss In-Frogeess Traimes Ve Rouling Higloy
Piaject Tile: XTRAN DERD TREIMIMG SRAMT

liatnimiog USIVERSITY OF PEMESYLARNLS,

PO Haimas Waney, Chir 0
IF“"-&'- FETT1 OdB MO 0E25-000
Iralicatzs nequirad fiald
|Trainee Personal Informatsen |

Foir pvors resoarch tralrnemp appointmient or re-appoiniment, trainees showld rovios and updade fieir personad infoemalion by using the Personal
Profile link al the Lop of this page. Excepd for Fie e-indil Sddress, parsonal informalion miay ordy Be entéred ar modiled by e Wi,

| Loesn Waiw, Firsd Name, W Rerstos, Ima Brand
SSHE 000001 334

Adldress Linee 1 122 My Home Road
Aahdvesa Liles 2
Aililrass Lins 3:
Adlidress Line &

Cily, Srans, J8 My City, WD, 12345
Counarys UMITED STATES

* Email: |BskeraEmail rib oy

Phome: 65123-4507
Fars:

egres(s) Enmnedin Progress Completion Date Kajor Minga Degres Completad?
BE 052003 Biologw Y
(] O&2008 I b}

ame of Specially Boards (f apphcable)
Select Speciaky Board Coda _'-.-]

Is itwe Traimes in & dual.degres program (e.g. MOS0 7T

Ern Oives

Figure 62: Statement of Appointment -Top Portion

Prior Kirschstein-NRSA Support information is pulled from the profile. To correct or update this
information, go to Admin/Account/Verify NIH Support and enter a grant number. It is here that
the Trainee would review the remaining information on the form and contact their PD/PI with any
concerns.

If time does not permit, or if all required (*) information is not readily available, the Trainee can
click the Save button at any time and complete the form later if need be. Once complete the
Trainee should click the Save & Route to PI button to continue the Appointment process.
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Prior NRSA Support

Ifthe trainee has previousty received support from Kirschstein-NRSA training grant or fellowship, it will be listed in the table below. If the list of
prior suppprt is incomplete or incomrect, please click the NIH Support Menu tab above and Tollow the instructions for verifying NIH suppon.

Appointment End
Grant # Pl Star Date Dats Stipend At Degres Level Status

Field of Research Training or Career Development (Tor this appointment)

Choose a specific subfield (e.g., biological chemisiry) unless the broader category (2.0, biochemising fits best
—Fediatnc Oncalogy (7330) 3

* From (MMIDDAYYY) 07/01/2006 S

* To (MWDDNYYY) 06/30/2007 [E

12 |months 0 | days |__Fe-caloulale | plasceRe-calculate” if calendar baxes
were used lo select dales

pport for Period of Appointment
Ty Total for tis Graad (Ot cants)
* Stipend Level or Salary 0-3699 POST-D0C |v|
* Stipend /SalaryOther Compensation 36396
* Tuitionfees (estimated) 12000
* Travel 1200
Total 5014986

e —.
Save [] cancel || Reset Save & Route 1o Pl view POF |

™

Figure 63: Statement of Appointment - continued

When the Trainee clicks the Save & Route to PI button, the system will validate the information
contained in the 2271 form and will flag any Errors or Warnings found. Errors must be corrected
before the Appointment is routed. Warnings are corrected at your discretion.

Statement of Training Appointment

[Error Message

W Appointrment validation errars:
- Trainee citizenship must be entered. Trainee must enter this infarmation on Personal Profile screen in eRA Commons.,
{10 200014

Project Number: T32 MH 312008
Appoimtment Status: In-Progress Trainee Yiew Routing History
Project Title: XTRAIN DEMO TRAIMNING GRAMT
Institution: UNNERSITY OF PEMMESYLWANIA
PL Name: Money, Cher D

Figure 64: Statement of Appointment - Error Message

Optional comments (up to 2000 characters) can be included in e-mail message sent to PD/PL.
Once any comments have been entered click the Continue button.
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Provide Comments
Fleagse enler comments Baloe 1 end e Oy -mail e meel redipient oTis fom.

Caimnmseis:
I helamyve I hove iocluded mll the pecessacy informatin, I look forwacd to thim opporbunity.

Ima Mewbie

( Continue | WCancel

—

Figure 65: Provide Comments Screen

The Route to PI Confirmation screen will record your electronic signature when you click the I
Accept button.

Route to Pl Confirmation

I carify thal the slalements herain are roe and cormplate 1o e best ol my knovledae and that |
wiill camphy wiith sll applicable Public Heallh Service terms and condiflions gaverning my
appainiment. | am aware that any falze, fictiious or fraudulent statements or claims may subject
e o chminal, chal, oF adminisirative penathes,

Figure 66: Route to PI Confirmation Screen

Click the Done button to finish. xTrain will then change the Appointment Status to In Progress
PL

Route to Pl Confirmation

The 227 Fommn was suce EBETLI"!,-' routad and Emnall about this aclion was sent to #

Figure 67: Route to PI Confirmation Screen - 2271 Form Successfully Routed

|3 o — = o Toimnatvs o Plogan &
= Sl Dals * Endifialn = Daka = Diecia ¥

Fam e
STHIMHAN 2008 . o HanEs Chir EXT UAT POST- e 2 am
o 2MWIE-0 701 0070 320 W DEMD CORP Doo In-Progress Fi ;un-rr.l.'-her == =

LD

.  DeEpas e T wnali e Copt p el
inxtieien Larwwd = Salun  alun ' Fawiawim e Artiom

Figure 68: Appointment Status - In-Progress Pl
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6.3 Reappointments

Trainees whose appointments are coming to an end can be reappointed to grants that have future
award years.

NOTE: If the preceding appointment was submitted via a paper form, then a new appointment has
to be completed rather than a reappointment.

To reappoint a Trainee:

1. Access the xTrain module.
2. Access the Trainee Roster screen.
3. Click the Re-Appoint 2271 hyperlink for the specific Trainee appointment line item.

&T- view 3371
King Lion  New 2010 01012010 122010 Yes EE::T fccephed  Edecinonic 22T AGENCY —ios

Figure 69: Trainee Roster Screen—Partial View Showing the Re-Appoint 2271 Hyperlink

The system displays the Statement of Appointment screen. There is a Grant or Supplement
Available for Re-Appointment drop down from which the PD/PI must select the appropriate grant
or supplement to which the trainee can be appointed.

Grant or Supplement Available for Re-Appointment

Please select a grant or a supplement number for re-appointment

Select a grantfor re-appointment

Select a grant for re-appointment

5T32NS041234-10( Budget Period: 07/01/2010-06/30,/2011)
“ From (MWDDMYYY)

* To (MMIDD/YYYY) =
mgmh5|D |gays |_Recalculate |

Figure 70: Grant or Supplement Available Drop Down

Period of Appointment

Follow the steps for Appointments, but here are some key things to note while completing the
form:

1. The FROM date should be within the budget period of the grant for the reappointment.

2. The format of the date fields is MM/DD/YYYY.

3. After the dates are entered, press the Save button to have the stipend amounts for the new
fiscal year appear in the drop-down menu.

4. Select the appropriate stipend amount.
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NOTE: For partial years, the stipend amount can be adjusted. No commas or decimals are allowed
in the Stipend Amount field.

5. After all required fields are entered for the re-appointment, follow the steps for routing and
submitting the re-appointment in the Appropriate section.

NOTE: Reappointments follow the same process as Appointments. To access the Re-Appoint
2271 form, if necessary, click http://grants.nih.gov/grants/forms.htm. To access the Re-Appoint
2271 form’s instructions, if necessary, click http://grants.nih.gov/training/phs2271.doc.

6.4 Amendments

Once an appointment is accepted by the Agency, an amendment is required in order to change any
of the following items:

e Name

o Permanent Mailing Address
o Appointment Period

o Support from the Grant

NOTE: Some changes, such as name or mailing address, will also need to be updated by the
Trainee under Personal Profile within eRA Commons.

The user must be a PD/PI or Delegate (ASST) to amend a 2271. To create an Amendment:

1. Click the Amend 2271 hyperlink on the Trainee Roster screen in xTrain.

FRE:

Eows, Baye SOE 070 D6 GERLEI0OT 1] oo & iz

P

Figure 71: Amend 2271 Hyperlink

2. The original 2271 as it was submitted will be displayed.
3. When you view the 2271 PDF file, there will be an Amendment section appended at the
end.

If a Kirschstein-NRSA research training appointment is ending earlier than initially planned, the
PD/PI should initiate a Termination, which will automatically amend the appointment and capture
the new end date.

For institutional career development and other non-NRSA appointments ending early, the PD/PI
should document the new appointment end date by amending the appointment, unless specifically
instructed to use the Termination Notice by the NIH awarding Institute and/or Center (IC). Refer
to Section on Terminations for additional information.
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NOTE: Original Appointment

10. Are you Hispanic (or Latino)?  Mark)  LIYES (Rino  (Cintenbionalty Withheld

11. What's your racial backgroud?  Mark (X) ane or more 12. D0 you have a disability?
L aumerican indian or Alaska Native Cives ®Eino  (C) Do not wish to provide

L Wative Harwailan of other Pacfic sander

) Astan I yes, which of ihe following categories describe your disabily(jles)

L) Black of Aican Amencan = =

LR white L Hearing ) Mobility Orthopedic Impairment

L intenitionalty Withhed

1 visuan I other

13. Are you from a disadvantaged background?

Clves Do L inentonatty witeks

14, FIELD OF RESEARCH TRAINING OR CAREER DEVELOPMENT  (fior Ivs appointment) 15, PERIOD OF APPOINTMENT  (Monlf, day, year)

Enter a 4 digit code from instructions: 3200 From: 0903/2008 Too OSV02/2009

16. EDUCATION - AFTER HIGH SCHOOL  (Indicane &l acadermic and professiony’ education. For fansign degrees, ghve LS. equiinent )

(a) Name of Institution and Location (b) Digree(s) (<) Major Field (d)Minor Fieid
(List st recent first) Received
Degree | Mosvr
Colorado State University BS 1211997
University of Minnesota PHD  |0%2010 |Pharmacology

PHS 2271 Page 1012

Figure 72: 2271 Form

NOTE: The Amendment Section appears at the bottom of the PDF.

AMENDMENT

Field Name Original Value Amended Valug

Period of Appointment 09/03/2008 - 09/02/2009 09/03/2008 - 12/14/2008

SUPPORT FOR PERIOD OF APPOINTMENT

Stipend $20772 $5885

Trainee Signed Date 08/08/2008

PD Signed Date 08/08/2008 12/04/2008

PHS 2271 Page 20l 2 continued

Figure 73: 2271 Form’s Amendment Section

4. Make the desired updates by entering them into the Editable Amendment section.
5. Click Save.

NOTE: Amendments follow the same process as Appointments.

6.4.1 ARRA - Ability to Reappoint Trainee to a Supplement

xTrain will now look at both the support year of the grant and the suffix code. The system will
have the capability to reappoint a Trainee to a supplemental year as well as the next award year. To
perform this action, the user will now have a drop-down selection of grant numbers to which the
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Trainees can be reappointed, but only on the Reappointment form. The system will also allow
reappointment of the Trainee to the current year if the current year is for an ARRA-funded grant.

Grand of Supplemant Avalabis or RBa-Apposntment

please sedect a grant o 3 SUPESEMEn] nmbsd 1o ng-appointmant
Salect a grand for re-appontmaent
Salect a grant fos re-appoariment

Pgriced ol Appointmeni

Gh’-l:l:l ij.l. 15:"5] [ Budgit Penad: 0700 2008-06730/2011) 0172009
* To MWDENYYY) wrenn ([
12 |months 0 days Reccalculat® | pigase “Re-calculate” f calendar bomes were used %o seled dabes
Support for Period of Appasiment
Type Tatal fo this Geant (Ol cents)
* Sapend Level or Salary PRE - 2057 PRE-DOC =
" SUpEndT alani O Compeneation 276
" TuitionAess (estimaled) 13134
* Travel 0
Todal _14113

Figure 74: Re-Appointment Screen

Additionally, the Trainee Roster can now be sorted so that the newest grant is listed first and the
oldest grant is listed last.
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7 Terminations

The Termination Notice documents the termination of NRSA fellowships and appointments to
NRSA training grants.

It may also be used to document the termination of appointments to non-NRSA institutional
research training programs (e.g., NLM T15°s), research education awards (e.g., R25), and
institutional career development awards (e.g., K12).

For non-NRSA awards, please refer to the Funding Opportunity Announcement or Notice of
Award to determine whether a termination notice is required.

Note that the flow below is for institutional research training programs. The flow for terminating
fellowships, career development awards and research education awards, if applicable, differs.

Quick Reference: http://era.nih.gov/files/termination appointment.pdf

- 107,
= PD/PI locates Trainee on
e -4 = RoOster, initiates a Termination
NOD '-\ Notice (TN), inputs additional =
VA info and routes TN to Trainee \
Program Director/ ~ Trainee fills out required
Principal Investigator information and routes the TN Trainee
\ back to FPD/PI

PD/PI reviews TN and
routes it to BO

BO
approves

== and routes ==

TN to
Agency

Agency

- Quick Reference: http:/lera.nih.gov/files/xTrain Initiate Termination.pdf

Figure 75: Termination Process Flow
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7.1 Who Can Initiate/Submit Termination Notices
xTrain users with the following eRA Commons roles can initiate a termination notice:

« Principal Investigator (PI) — this role includes Fellows
o Assistant (ASST) with a PD/PI xTrain-delegated role
« Business Official (BO)

 Sponsor (for fellowships)

o Sponsor Delegate (for fellowships)

Only the BO can submit a Termination Notice (TN) to the Agency for NRSA appointments and
fellowships.

Only the PD/PI can submit a Termination Notice for career development awards (e.g. K12, KL2,
and KM1) and research education awards (e.g. R25, R90). The BO is not involved.

For Federal and Foreign fellowships, the PD/PI (Fellow), and the Sponsor can submit the
Termination Notice. For more information see Appendix B — Termination Notice (416-7 Form).

7.2 |Initiate a New Termination Notice for Appointments— PD/PI
To initiate a Termination Notice as a PD/PI:

The PD/PI logs into eRA Commons and selects the xTrain tab that displays the My Grants
screen. The PD/PI is presented with a list of his/her grants.

The PD/PI chooses a grant and clicks on the View Trainee Roster hyperlink.

The PD/PI locates the trainee on the Trainee Roster screen and clicks the Initiate TN hyperlink.

NOTE: The Initiate TN hyperlink in the Action column of the Trainee Roster screen will not
display if there is an existing WIP appointment for the same Trainee.

Pt
e, Grap 1 MBS OIS I ME e y Fang

Figure 76: Termination Process Flow

The PD/PI is then presented with a Termination Notice (Form 416-7) with some fields pre-
populated with already available data from the system.

NOTE: For form completion instructions and the form itself click
http://grants.nih.gov/grants/funding/416/phs416-7.pdf.
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NOTE: The PD/PI must select the name of the Business Official (BO), who will submit the
termination notice to the agency.

Termination Notice - Ruth L. Kirschstein National Research Service Award
Project Number: T32 A4 001234
Termination Status:
Project Title: BIOLOGICAL BASES OF ALCOHOLISM
Institution: OREGON HEALTH & SCIENCE UNIVERSITY
PD Name: Phillips, Tampa

*indicates required field PHS 416-7 ONB Mo. 0925-0002
[Trainee Personal Information

Before a research training appointment is terminated, trainees should review and update their personal information by using the Personal Profile link atthe top of this page. Except for the e-mail address, personal information
may only be entered or modified by the frainee

Last Name, First Name, MI: Denmark, Dean L

Address Line 1:
Address Line 2:
Address Line 3:
Address Line 4:

City, State, ZIP: , |

Country:

Phone:

Fax:

Degree(s) Earnedin Prog lf ioh Date [MajorMinor |Degree Corhpl ?
BS Jo11199g i v

B i v

Figure 77: Termination Notice (Form 416-7) —Top Portion

Here are some key things to note before completing the form:

The Termination Date format is MM/DD/YYY'Y.

No commas or decimals are allowed in the Amount of Stipend/Salary field.

All comment text boxes are limited to 2000 characters.

The Termination Notice can only be modified once.

Only the Business Official (BO) can submit the Termination Notice to the Agency for
NRSA appointments and fellowships. For career development awards (e.g. K12, KL2, and
KM1) and research awards (e.g. R25, R90), only the PD/PI can submit the termination
notice.

AR

7.2.1 Early Terminations

If a Trainee terminates early, only the Appointment that is being terminated, as well as all previous
Appointments, will get terminated with the early termination date. Any future Appointments,
including the ones in the same budget period, will not get terminated.

NOTE: Only whole numbers are allowed in the Amount of Stipend Salary field.
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Termination [late

1}3..'3.1,12[:1ﬂ Modity Termination Date I ]

Total Kirschstein - HRSA Support Under This Award

x Standard Stipend Humber of
Support Year Start Date End Date 5 m“m - ARRA =
Year 31 07012008 063002010 20,976.00 12 0
Year 32 07012010 03312011 153850 21,180.00
Totals: 3EB61.00

Prenide a summarny of raining recedved and résearch undertaken Suring raines tenung. List publicalions, if any, resulling from @ reseanch

during this perod. List gramts and career awards pending and received, If irgining appoinimant i being ferminated eanly, sale reason. (2000
characters maximam)

-0OR -
Upload PDF File
Activity Organization Type of Position
() Furthier EducationTraining ) Academic O Student
i Teaching O Indusstry O ResidenyClinical Fallow
) Research ) Government () Postdoctoral Researcher
2 Admdnistration () Hospital () Research Sdentist (non taculty)
(O Clinical Practice O Mon-profi O Faculty. Tenure-Track
2 Unknown  Unkniown () Faculty: Other
) Other O Other () Clinical Staft®rivate Fractice
) Unknawn

Figure 78: Termination Notice (Form 416-7) — Mid Portion

If the Appointment is ending earlier than initially planned, use the Modify Termination Date
button to adjust the last Appointment period. The system will automatically amend the
Appointment End Date and will recalculate the stipend.

NOTE: When the end date is modified, and the appointment is for a partial year, sometimes the
recalculated stipend amount will differ from the stipend amount calculated by the institution. The
institution can modify the stipend based on its calculation. The Agency will approve the modified
stipend, if it is within an appropriate range.

NOTE: The Termination Date format is MM/DD/YYY'Y.
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Modify Termination Date

You are requesting to modify the Termination Date. Mote that you can only chanoge this
Diate to shorten the [ast Trainee Appointment period. Upon acceptance of the
Termination Motice form by Agency, the system will automatically amend the last
appointment end date and re-calculate the stipend amount for the last appointtment. The
systern will pre-populate a recalculated stipend amount into the enterahle field on the
Termination Maotice Form fwou will see it as soon as yaou click Continue on this screen),
andyou can futher modify the stipend amaunt right on that screen

* Termination Date

e

[ Continue ] [ Cancel ]

Figure 79: Modify Termination Date Screen

1. The PD/PI fills out additional required (*) information and then clicks the Save button. The
status of the TN is changed to In Progress PIL.

IF kriern, @erilir posiion lille, arganizalion, and related infermation:

Prasition Tille:
Field:

M of O ganization:

Ciy
State! | Seleci Siake >
Phosie He: |
[Mailing Address after Termination of this Hirschsiein NRSA Support |
Shret; |
city: |
State; | Select Slate ~]
aw; |
Phoae Ha; |
Einsail: |
[other PHS Service Oigationswpport ]
* Nationad Health Serice Cops Schela ship: Mo, af tordhs: 0
" Kirsclisten-HRSA: Mo, af Mordhs: D

IF e raings has previoush received Sswapodt mom olhér Kirschslein-NREA raining grams or felowships, ilvwill be lisbad in
the 1akle balowy, I the st of prior support 1s incomplede or Incomrect, plaass contact the aRA Halplask

Grard Huinbes Froin Ta

15 thie trainee corpenthy pamicipating in MH Loan Repayment Progian? O vas & HMa

m Cancel |
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Figure 80: Termination Notice (Form 416-7) — Bottom Portion

2. To continue to process the TN, scroll down to the bottom of the form where additional
buttons now appear or you can open the form later from the Trainee Roster screen as
described below.

3. From the Trainee Roster screen, the PD/PI clicks the Process TN hyperlink to open the
form. If time does not permit, or if all required (*) information is not readily available, the
PD/PI can click the Save button at any time and complete the form later if need be. Once
complete the PD/PI should click the Save & Route to Trainee button, which is now visible
on the bottom of the 7rainee screen to send the form to the Trainee.

4. The PD/PI is given an opportunity to provide comments (up to 2000 characters) to be
included in the e-mail message that will be sent to the Trainee. If desired, enter comments
and then click the Continue button.

Provide Comments

Foowwolld like o send comiments by e-mail o he nesd recipient of this form, please insert them below,
Comments:

I have enjoyscd your participation with our training program. Fleass complecs
chaa Termination Notice and route it back oo B ©o ©loas out your Appolntment .,
Cher D. Honey

r Continue H Zancel |

— -

Figure 81: Provide Comments Screen

5. When the Termination Notice Confirmation screen appears, click the Done button.

Termination Motice Confirmation

The Termination Motice was succassially rauted and Email aboulthis action was senl o Trainge

Figure 82: Termination Notice Confirmation

6. At this point, the status of the Termination Notice (TN) is changed to In Progress Trainee.
If no action is taken by Trainee in 14 business days, the system will automatically route the
form back to the PD/PI, send a notification to PD/PI, and change the status of the TN to In
Progress PIL

WewET 1
- 5 : y gl PR | s Tht CaleChip  MessTH - SeAppon
Daka, Criip H IO O 00 Q10 Eds BEn SO B YR Do CALEGRE Papsr nm‘n H s 4779

CaNaRE, LRIIE
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Figure 83: In Process Trainee Hyperlink

NOTE: The PD/PI should make every effort to have the Trainee update their Personal Profile
screen within Commons, specifically update their email address with their new (forwarding) email
address, before the Trainee leaves the Institution. Otherwise, the PD/PI needs to know, and be able
to provide, a forwarding email address for the Trainee to be entered within the Termination Notice.

7. From the Trainee Roster screen, the PD/PI should click the Process TN hyperlink to open
the form once the trainee fills out the required information.

Wipw 33T j" L
= - FOET. & TH i ;
e, Chig M DA BTG O3 R00 QISR Yas  [oCT cceshd Papr In—"”ﬁ Emevanie oo oo .#EL'
Foataili

Figure 84: PI Trainee Roster Screen

&. PD/PI reviews the form and clicks the Save & Route to BO button at the bottom of the
screen to send the form to the BO.

* Hational Heall Service Coaps Schola ship: Mo, of Months: [0

* KirschstaiyNR%AC Mo, of Morilhs |0

IFthe Iraines has previowsly récebad Segpo rom alher Krschelgn-NRSA raining granis o fllowships, il be Beted in ha
tabile betow. Wihe lisl of pror support i incamplets or Incarmact, please camacl the eRA HelpDesk.

Grant Mumber Frotm To
15 tha trameae camr ety participatmg in HIH Loan Bapagament Pyoorams #as Mo

Save || Cancel || Resel | | Bave BRauleto Tramee M Bave &RaUle 10 BO | PyDElets | | View FOF |
b "™ ~

ey, —— —r

Figure 85: Termination Notice (Form 416-7) — bottom portion

9. PD/PI is provided opportunity to provide comments (up to 2000 characters) to be included in
e-mail message sent to BO. If desired, enter comments and then click the Continue button.

Provide Comments

o seanuld like to send cormments ee-mall 1o the nest reciplent of this fomm, please ingset thenn Delow.

Comments:
Chip N DPale iz no longer with our training program. Here 13 the Termination
Motice.

Cher D HMowney

| Cuntinua | Cancel J
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Figure 86: Provide Comments Screen

10. Click I Certify button. This will record your electronic signature.

Termination Notice Certification

I cerlify that o the best of my knowledge all the above information is comect

)

Figure 87: Termination Notice Certification

11. Click the Done button.

Termination Notice Confirmation

The Termination Matice was successfully routed to the designated Business Official.

l_ Diane _I

Figure 88: Termination Notice Confirmation

12. Status of TN is changed to In Progress BO.

00 OTANI00] DNTI00H DIAST00E Yor oo Acoeated

D  OLCEEE

Calke, Chip W T

.n:'w.

TR Happar) Dl
]

Wipea' 3
Ve TH
L)
Fmitaik

Figure 89: PI Trainee Roster Screen

7.3 Process Termination Notice — Trainee

To process a Termination Notice as a Trainee:

1. From the Trainee Appointments and Terminations screen, the Trainee clicks the Process

TN hyperlink to access the form.

Tralnes Appolntments and Terminations

& AppeEdTER o Appeddieedl s Teilenadbe . Mg . & Depes o Appkire
(Hbd Bl ot Datn = Frel Duake * Dain T o T I
pray RS daar A HOL0GIE Mo Cha e el DO POETDNG Asepied -ttt

& Deiioledbe o CidTER
= Sinha T o Miew

Db Chig L 2 L

Ev-rem 1@

Ll ]

Figure 90: Trainee Appointments and Terminations Screen
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2. The Termination Notice is opened and pre-populated with information pulled from the
Trainee profile and data previously entered by the PD/PI.

Termination Notice - Ruth L. Kirschstein National Research Service Award

Project Number: T32 MH 312008
Termination Status: In Progress Trainee Yiew Routing History
Project Title: XTRAIN DEMO TRAINING GRANT
Institution: UNIVERSITY OF PENMNSYLWAMNIA
PD Name: Money, Cher D

*indicates required field PHS 416-7 OMB Mo, 0925-0002

Trainee Personal Information

Before a research training appointment is terminated, trainees should review and update their personal information by using the Personal Profile link at the top of this page. Excep
forthe e-mail address, personal information may only be entered ar madified by the trainee.

Last Name, First Name, MI: Dale, Chip M.
SSN: 000005555

Address Line 1: Acorn lane
Address Line 2: Dr 2
Address Line 3: Lane 99
Address Line 4:

City, State, ZIP: Acorn, IM, 23121
Country: UNITED STATES

* Email: |2RAStage@mail.nih.go

Phone: 1564454445
Fax:

Figure 91: Termination Notice (Form 416-7) — Top Portion
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Degieeds) Eanedin Progiess Completion Date Major Minot Déqgiee Completed?
BA 02004 i ¥
WD 0BZ011 i N

Termination Date and Business Oficial submitting the Termination Molice to NIH

Terrmination Duabe: Bugingss OMcial
0352004
Support Yes Stat Date End Date Aot of Standard Stipand m m
ear 1 07012003 03312004 25,650.00 a ]
Totals: 2472500

Training Recehed

Frovide & summary of iraining recehed and raseanch undenaken during rainge tenum, List publicalions, if any, resuling from

the research dunng this period. List granis and career awards pending and recened If franung aopointment is beaing
lermingded eacly, stale roason (2000 charachers masimurm)

L O -
Uiplaadd FDF File
B,
Type of Position
¥ Further Education/Training D.ﬁ.cauemuc ) Shudent
) Teaching O naustey (C ResidentClinical Fallow
O Research O Govarnrmant (O Pastdoctoral Resaarcher
{2 Administration () Hospital (2 Research Scientist (non faculty)
¥ Clinical Practice ) Mon-profit () Faculty. Tenure-Track
O Unikniown O Uniknown (O Faculty: Other
O Other O Other () Clinical StafiPrivate Practice
2 Unkricowm
O Cther

Figure 92: Termination Notice (Form 416-7) — Mid Portion

A summary of the Training Received and research undertaken by the Trainee is added to the
Termination Notice either in the comment field or via a file upload. To upload a file, click the
Browse button and select the desired PDF formatted file from your personal file directory.

Training Recetved
Ed

Provide & surmmary of fraining recerad and resesrch undedaxen during tralmes tenura. List publications, £ any, resusting fam

the resaarch duning this perind. List granis and career awards pending and racaived. if fraiming sopoisdmment is belng
terrpinsidind gy, Sl reason (2000 characlers marimurm)

- OR -

Uplaad POF File

Hrowse..

Post Award information
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Figure 93: Upload Training Received Screen

I kneem, ender posibon bile, organizabon, and relsied mformadion

Position Tile:
Fiaklz
Hamse of O gandzation:
City:
state: | Select State |

Phana o |

ailing Address afler Termination of this Kirschsiein-MRSA Suppori

* Street; [Acom Lane

* Sty [z
* state; | INDLAMA >
* - [21121
* Phone Me: [301-BE5-1212

* Emali: [askera @il nihgew
(iher PHS Senvice Dbligalion Support
* Hational Health Serdce Corps Scholarship: Mo, of Monlks, 0
* Hirachetein HRSA: Mo, of Manths: 0
i the raings Ras presously received suppont fram other Kirechstein-RRSA training grants or fellovships, itwil be listed in tha

lable balow. Ifihe lisl of prior suppor is incomplata ar incorrect, pleasa canlact e R A HeloDesk

Gramt Humnber From T

* Is the tialnes cisrently panticipating i HIH Loan Repayinent Progiam? & ves 8o
Sawe || Gancal || Hasmdf- Save &Ruutﬂtﬂpl Sl' yigw FOF |
N —

Figure 94: Termination Notice (Form 416-7) — Bottom Portion

3. The Trainee fills out the required (*) Termination Notice (TN) information and clicks the
Save & Route to PI button. The system will run a quick validation process and present any
errors or warnings to be addressed by the trainee before it is routed to the PI. If all required
fields are complete, the form is routed to the PI and the Trainee’s electronic signature is
recorded and the Termination Status is changed to In Progress PI.

NOTE: The Trainee’s mailing and email address need to be ones where they can be reached after
their training has been terminated.

4. Additionally, the trainee should update their information in the Personal Profile section
within Commons and should know how to contact the Help Desk if the list of prior
Kirschstein-NRSA support is incorrect.

5. The Trainee is provided an opportunity to provide comments. Comments: (up to 2000
characters) will be included in an e-mail message sent to the PI. Click Continue.
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Home Admin Institution Profile Personal Profile Status eSHAP Internet Assisted Review Links eRA Partners Help

Provide Comments
Ifyau would like to send comments by e-mail to the next recipient of this form, please inzert them below.

llc t

I have completed my application. Please review and let me know if I have missed anything. If not, please submit this form
to Agency.
Thank vyou,
Yuri Gorh

Cancel

Figure 95: Provide Comments Screen

6. Click the I Certify button. This will record your electronic signature.

Termination Notice Certification

In signing this Torm, | cadifé thal the statements therein are true and complete 1o the bast of iy knoadadge. Wiliful
pravision of false informalion is a criminal offiense (LS. Code, Tille 18, Section 10017, | am aware that any false,
fictitious, or fraudulent staternent may, in addifion 1o other reredies available fo the Government, subject me fo
civil penalties under the Program Fraud and Ciil Remedies Act of 1986 (45 CFR Part 749), Also, if | have a payback
abligation, | understand that payback semice must begin within 2 vears of lerminating my Kirschsteln-MNESA
support; othierwise, Tnancial payback becomes due, unless an exension of the 2-year service initialion pedod or a
wealver ol the obligation is granted. I also understand halitl fail to repay both principal and interest, the Fadaral
Government will take autherized actions to collect the debt.

([ Cerny T Gancar)

Figure 96: Termination Notice Certification

7. Click the Done button.

Termination Notice Confirmation

The Terminslon Molce was Succes sl rouled 2nd Emall aboul RS achon was santito P

(CETIN

o ——

Figure 97: Termination Notice Confirmation

8. The status of the TN is then changed to In Progress PIL.

Trainee Appoeintments and Terminations
Elv1.1ary 1L

- - - T o Pran e s & Depmes o Appoinnmen s Temnination . Cunns
= wnate O B e = e T Dhgia v OMEESRL s T man = saanis = et e fedien

Frar

- Trd A |
1 TAmH - - e - Heney, Cher  EXT AT POET- e BT
S FalERER 2a0s0En FUEE T L DSt EGAP . DO R MLl FHE T il

Figure 98: Trainee Appointments and Terminations

e v

If no action is taken by the PI within 14 business days, the system will automatically route the form
to the Business Official (BO), send a notification to the BO, and change the status to In Progress
by BO.
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NOTE: Ifa TN is sent back to an Institution by the Agency and the TN has a status of In
Progress BO, the PI is able to recall the TN.

NOTE: The PD/PI should make every effort to have the Trainee update their Personal Profile
screen within Commons, specifically update their email address with their new (forwarding) email
address, before the Trainee leaves the Institution.

7.4 Process New Termination Notice — BO
To create a Termination Notice as a BO:

1. xTrain users with the BO role are brought to the grants search screen when the xTrain tab is
selected. Provide search criteria such as the PDs last name, and click the Search button.

Kieceroaniy Ressarch Adminigrrarion

(( Commons ))

3 Spcnscrad By Nasicmal FParcirwass af Mealrk Warian 19,11
Hoirar  Adivdn  Mstiunon Profike Pecsonol Prefla Stans oSMAP SRR Y Liskcs ofth Pannors
SoarchTor Oraims

List of Grants

* Punject S1ai hars * Pisiaet End Dina

Agteaty Codo L9 ‘Sorsl Humhay PO Lot Rawe

tngzoe B8 [1aweoos (| seech | [l

Figure 99: List of Grants Screen

2. Select the View Trainee Roster hyperlink.

Elccieanic Research Administration Waliome FfiLER ]

. # A, InsFhalion: HHE LNAERSTY L)

> .

( eRA Commons ) e o _—
Eponsared by Narifomal faavitures af Nealrk Warion 2 3001

Homa  Admin _Insttulion Profile  Personal Profie  Sistus  aSHAP

Links &RA Parners

List of Grants
Pifhen ARRA Funded checkibox is selected, search msults will contain Grants and Supplemants funded by Amencan Reiresiment and Flecoveny Act OHILY
Projoct Start Dabe ARFeA Funded Only

Actiaty Code K Senial Bembor PO Last Namsa: Project End Dase

[<7] i EHO Saarch |
Ea1o0uw 103

LEFAE DTRAHETE o010 LA, W TRARSHG PROGRAM

TTFET]

:&:}11 [ e S A1 FESLARCHIE, 44 EBOTECHMOLOGY TRANING GRANT

Figure 100: BO Trainee Roster

3. From the Trainee Roster screen, BO clicks the Process TN hyperlink to open the form.

ITTAHE L0081 (B ed Perks: DT Sis el ol i)

e T
Dk Ghig M Fix13 ORI S08S O1LRE08 AN Sd  vas E_'éﬁ'r EibEptEn) [ I:;'—Ipﬂ'h Eiicaion i ;" Happy )04 ﬁ
K =
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Figure 101: BO Trainee Roster Screen
4. BO reviews TN and clicks the Save & Submit to Agency button at the bottom of the

screen.

Other PHS Sendce Obligation Suppet

* Marssmal HoaRl Sandos Cofja Sololarshis Mo of Mondns: |0

téo. of Mordns: |0

* Wil s lstain MRS A;
It frainee has oreinus b recsbeed Suppom Tom olher Kl‘gl,rr‘:]:ﬁlll-l‘lnm|I.€|Illllly grarla or Te b nigns, (1wl B liglad in

Ihe taiie helow, B Ihe DElof pror Ssusaom 1= inompless or incomscl, pleass montact the eRA HelpDesk,

Vi al Blsi vl Fiean Ta

1oz iy A b ok et ipating in BIH Lean Bapayansnt Progean? & ves Do
Sava | | Cancel || Razat | [ Save &Fouk b Trainaa ] [ Savs & Foutk b Fi ﬂ Bava & Bubmil i Ageny S[ Dalet || wiww FOF |

Figure 102: Termination Notice (Form 416-7) — bottom portion

5. BO is provided opportunity to provide comments (up to 2000 characters) to will be included
in e-mail message sent to the Agency. If desired, enter comments and then click the

Continue button.

Provide Comments

fyou weould like 1o send comments by e-mail to the next recipient of this form, please inserd them belovw.

(O TIEE] B
Thiz Termination Hotiloce for Chip N Dale reflects the new Harch 13

cermination date. Let we Know i1f you have dguestions.

Howard 0. Ouck

c Continue 3| Cancal |

Figure 103: Provide Comments Screen

6. Click the I Certify button. This will record your electronic signature.

Termination Notice Certification

| certifi that e information provided for "Dates of Support Under This &asard”, and "Tolal Slipend Received &
Mumber of Months Supported under this Award” is correct according 1o institutional records.

T v certin Ty cancen |

Figure 104: Termination Notice Certification

7. Click the Done button.
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NOTE: The Business Official (BO) is the only one who can submit a Termination Notice (TN) to
the Agency for final processing and acceptance.

Electronic Research Administration
(@=E¥ Commons

Sponsored by National fnstitures of Health Verion 2.22.1.4
Home Admin Institution Profile  Personal Profile  eSHAP xTrain Links eRA Partners Help

Search for Grants

Termination Notice Confirmation

The Termination Motice was successfully submitted to the Agency, and the Agency's grant specialists will be notified.

Figure 105: Termination Notice Confirmation

8. Status of TN is changed to Pending Agency Review.

i 3771

FOET: Befiging WewTH - Tam

[=alw, Chip M I3 OTMAROE 3004 [3152I0  Yes oac frpapied Fagper g ey Elechonic  TH AGENGCY Vimad M ki
B Ptk s

9. Agency can Approve the TN, Place on Hold, or Return to Institution with comments.

7.5 Terminating Fellowships

Users can also initiate and submit termination notices for fellowships via xTrain. Once the
Fellowships are terminated, they will be automatically closed. As with training appointments,
institution users will be able to terminate Fellowships early. Internal users will not be able to accept
the TN until the Fellowship award is revised to show the new end date.
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7.5.1 Initiating a Termination Notice for Fellowships

The Fellow/PD/PI locates his or '\
her name onthe Trainee -
= Roster initiates a Termination *ﬁfv
Motice (TM), inputs additional o
info and routes the TH to the
Sponsor

Fellow/Principal

Investigator The Sponsorreviews and certifies the ' Sponsor

information and routes the TN to the BO

The BO
approves the
TH and
submits the
TN to the
Agency

Business Official (BO)

- Quick Reference: hitp:llera.nih.govifiles/termination_fellowship.pdf
Figure 106: Termination Flow for NRSA Fellowships

The Termination Notice for a Fellow can be initiated by the PD/PI (Fellow), Business Official
(BO), Sponsor or Sponsor Delegate. The flow diagram indicates the preferred process: the Fellow
initiates the termination notice; the Sponsor routes and certifies it; and the Business Official
submits it to the Agency.

The individual that initiates the award termination is the user.

o The user locates the most recent Fellowship on the Trainee Roster screen.

o The user selects the Initiate TN hyperlink for the appropriate Fellowship to be terminated.

o The user is presented with a Termination Notice (PHS 416-7) with fields pre-populated with
data from the eRA system.

o The Modify Termination Date button within the Termination Notice can be used for early
terminations of the Fellowship.

o The user reviews the Termination Notice and makes any necessary edits/additions (such as
updating the email address of the PD/PI (Fellow) and entering/uploading the training
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provided), selects the BO who could Submit the form, and then presses Save to retain the

form.

NOTE: For Federal or Foreign (the Institution is outside the US) Fellowships, the PD/PI (Fellow),
and the Sponsor, as well as the BO can submit the Termination Notice.

o The Termination Status is set according to the role of the individual who initiated it: Either

In Progress PI, In Progress Sponsor, or In Progress BO.

NOTE: Additional action buttons appear at the bottom of the form.

o The user decides who will be the next reviewer of the Termination Notice, and routes it to
that individual.

[e]

The Fellow can route it to either the Sponsor or the BO. The Termination Status is set
to either In Progress Sponsor or In Progress BO, depending on who will be the next
reviewer.

NOTE: It is preferable that the Fellow route the Termination Notice to the Sponsor.
The Sponsor can route it to either the Fellow or the BO. The Termination Status is set
to either In Progress PI or In Progress BO, depending on who will be the next
reviewer.

At least one individual in addition to the person who initiated the Termination Notice
should review the Termination Notice.

The system runs the validation process and presents any errors or warnings to be
addressed. Any errors must be corrected prior to routing. If error-free (warnings are
OK), the form is routed. The Electronic Signature of the user is recorded, and the
Termination Status is changed to that of the next reviewer.

Except for Foreign or Federal Fellowships, the Fellowship must be routed to the BO
for submission to the Agency.

NOTE: (If no action is taken):

o Termination Notices are automatically routed from the Sponsor to the BO after 14 days

« Termination Notices are automatically routed from the PD/PI (Fellow) to the BO after 14

days

7.5.2 The BO Reviews and Submits the TN to the Agency

o The BO logs into eRA Commons, selects the xTrain tab and is presented with a Search

screen. The BO enters search criteria and clicks Search. The BO selects the View Trainee

Roster hyperlink for the grant.
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o From the Trainee Roster screen, the BO clicks the Process TN hyperlink to open the form.
The BO reviews the TN and clicks the Save & Submit to Agency button.
o The system runs the validation process and presents any errors or warnings to be
addressed by the BO.
o Iferror-free (warnings are OK), the form is submitted, the BO’s Electronic Signature
is recorded and the Termination Status is changed to Pending Agency Review.

7.5.3 The Agency Processes the TN

1. The Agency can accept the Termination Notice or return it with comments.

2. The Agency cannot immediately accept the TN if the end date of the Fellowship was
modified and the stipend does not agree with the Notice of Award (NoA). In such a
situation, the Agency user has to put the Termination Notice on hold until the NoA is
modified
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8 Other Functions

Like most actions taken within the eRA Commons system, most functions are based on user roles
and the associated authority as it relates to a specific role.

8.1 Delegation — ASST Role

A PD/PI can delegate to an Assistant the authority to perform all xTrain-related functions on their
behalf except for the authority to submit Appointments, Amendments and Reappointments to the
Agency.

ASSTs with xTrain delegation can perform all other PD/PI functions prior to submission. ASSTs
will receive the same e-mail notifications as the PD/PL

eRA Commons allows PD/PIs to delegate several types of authority (e.g., PPF, Progress Report,
xTrain, Status). Currently, each type of authority must be delegated separately.

The institution’s Signing Official (SO) must add the ASST role to the individual’s existing eRA
Commons account or create an eRA Commons account with the ASST role for the individual if
he/she does not already have an account.

8.1.1 Assign Delegation

1. After logging into Commons, PD/PI selects the Admin tab in the blue navigation bar across
the top of the screen. Then select the Delegation sub-menu.

The system displays the My Delegates screen.

1.5, Department of Health & Human Services ) werw khi.gov

(( “Commons )

Spamia Narf al fm fes of Nealrk

Hicome |_r"-u_ -

o ,.'-"

Homa Inafitafion Frofifa Personal Profie Slates @ SHAP  aTraen fdmen HA Partnars

My Delegates ©

i3 Fulbeslh Wl By B i Bl Wi ISR 2w BLMOty] mideilad | PIF, Progiids Rispodt, XTRANN, SlatiE

MO reDds wis'e fehmed

Figure 107: Commons My Delegates Screen Displaying Search or Add Delegate Hyperlink

2. Click the Search or Add Delegate hyperlink.
3. Search for the appropriate person and click the Select button to select the appropriate person
on the Search for Delegates screen.
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The Delegate Authority (Authorities) screen appears.

4. Check the xTrain box and click the Save button on the Delegate Authority (Authorities)
screen.

For more information on delegations, refer to the section titled Delegations in the Commons user
guide located at http://era.nih.gov/docs/COM _UGV2630.pdf.

Dvparmen of Health & Human Services }3 L hhiog e
¥
Kiegiranic Regearah Adminigrrarion e "R%' P Wcceme Retaiah Sunriok F e
& o O SR EROOH_ PR
. h SRR N CARD
(( Commons )) (T
Spamsared by Natiosal factitates of Nealik - -

pegout | Cankact Us | Haig
e Inafilufion Brofile  Personal Profle Sl aXMAP xTrein Admin B, Partras

Delegate Authaority(Authorities) ©

SedenT1 Dusbepananis|
Fou have BEced ¥ delegats S0Rd b Polta Slescs TEM_POTT & AQASST

¥ou mary assign e lolowing delegaionist [ 99F [ Progress Repon | B xTRAN ) T Sesius [5'“!":'-"' | i Claar Al _,

—_—
{| Save [} Roset || Concel |

Figure 108: Delegate Authority (Authorities) Screen Displaying Adding x Train Authority

8.1.2 Remove Delegation

1. In Commons the PD/PI selects the Admin tab in the blue navigation bar across the top of the
screen and selects the Delegations sub-menu tab.

2. On the My Delegates screen, the PD/PI selects the appropriate user.

3. On the Delegate Authority (Authorities) screen, the PD/PI un-checks the xTrain box and
clicks the Save button.

For more information, refer to the section titled Delegations — Remove Delegations in the
Commons user guide located at http://era.nih.gov/docs/COM UGV 2630.pdf.

i U5 Deparimeni of Health & W vic 3 www s gow
KElecéiromic Meswarc b Addmiminirai fem - Pq‘h Vinoew R MOLEE
- - B o) © wousoe
e XA Commons )) L) (& R—
Spensarsd dy Narfesal Faarirares of Woafrk s .-" H_r_._l..._”"._
Home inaghuson Profile Fersonal Profle SSatus oSALP nderned dysisted Sevew xTran  dmin A Partnary.
My Delegates @
Wi bk P by 13 dedegate he 18 cwng suhonte auihore s | PPF, Progress Report, nTRABL Status
Ry Laurtient Diebegabions
 receds found. aisplaving all IecoIds.
[ a0 BEET e
Cimmind Vil Al ARST DLARTAATT
-
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Figure 109: Commons My Delegates Screen Displaying Users with xTrain Authority
8.2 Training Grants
8.2.1 View Training Grants for SO/BO

For users with the SO or BO roles, the List of Grants screen displays as shown in the List of
Grants search screen below.

To view the List of Grants screen:

1. Access the Commons system at https://commons.era.nih.gov/commons/.
2. Click the xTrain navigation tab.

The List of Grants screen displays training grant query parameters.

Electronic Research Administration = Welcome glenn_asst2
Institution: UNIVERSITY OF CALIFORNIA SAN DIEGO
)
( eRA Commons ) oo 0 50 Loaut

Sponsored by Narional Institures of Health Version 2.22.1.7

Home Admin Institution Profile Personal Profile Status eSHNAP ﬁm Links eRA Pariners Help
List of Grants

When ARRA Funded checkbox is selected. search results will contain Grants and Supplements funded by American Reinvestment and Recovery Act ONLY.

Project Start  Project End Date
Date
ARRA Funded
Activity Code IC  Serial Number PD Last Name [ |l

| ont
| [ I B B O
Figure 110: List of Grants Search Screen

3. Complete the appropriate text boxes and click the Search button.

The system displays query results as a list of training grants.

Electronic Research Administration = Welcome OFFBUSIN fad
Institution: HHS UMMVERSITY T
(’I{ Commons ))
Version 2.20.01

Authority:  AQ BO Log-out
Sponsored by Narional Imstltutes of Health 2.
Home Admin Insfitution Profile Personal Profile Status eSNAP liiil' Links eRA Partners Help
List of Grants

hen ARRA Funded checkbox is selected, search results will contain Grants and Supplements funded by American Reinvestment and Recovery Act ONLY.

T ARRA Funded Only

Activity Code IC  Senial Number PD Last Name Project End Date
2 (| H I = e
[K11-10 of 10

Projecl start 4 [Project End includes ARRA
LEAL 071011978 0403012010 IDEAS, NEWY TRAINING PROGRAN View Trainge
001234 Roster
—Ei :201 07/101H983 06/30/2013 RESEARCHER, IMA BIOTECHNOLOGY TRAINING GRANT view Trainee

Roster

Figure 111: List of Grants Screen Displaying Search Results

NOTE: All projects displayed represent awarded training grants.
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8.2.2 Viewing Training Grants for More than one PD/PI

An Assistant (ASST) can have xTrain privileges delegated from more than one PD/PI. These users
can view training grants assigned/associated to each delegating PD/PL.

For an ASST with multiple delegated privileges, xTrain displays the My Grants screen with a
drop-down box listing PD/PI names.

The My Grants screen displays a list of PD/PI names.

Select a PD/PI name from the drop-down list.

Elewiromic Rexearch Admimisiraiian Yielcome radaroreilby
Instindon; EXT LIAT DEMO CORF
@G- C
( celR A ommons ) e
G Weaien 215012

Spowrcred By SNarfenad feerfrucres af Nealrh

Hoaree  Adimin  instition Profile Personal Profile Stslus e SHAP Links &RA Putiers  Help

My Grants

fecloct Delogatar:
Koney, Char D«

Figure 112: My Grants Screen Displaying the Select Profile Button

The Grant Summary screen displays a list of grants for the selected PD/PI.

Home Admin Institution Profile Personal Profile Status eSNAP Internet Assisied Review iﬂ Links eRA Partners Help

Grant Summary
Tips and Notes:
» The Program Director Column always shows the Contact Pl for multi-Pl grants.
Project: T32 CA 099936  Includes ARRA grants

Title: xTrain Demao Training Grant
Project Start/End Dates: 04/01/2003 - 08/31/2014

K1-gofs 13
Grant Numbery  |ARRA Funded % |Budget Start Date % (Budget End Date g Program Director 4
Appointments Appointments Appointments
1T32CA099936-01A1 09/30/2004 09/29/2005 2004 Maney, Cher D 0 1 0 3 0
2T32CAD99936-06 09/01/2009 08/31/2010 2009 Money, Cher D n 0 i 1 3 3
3T32CA099936-0681 Yes 09/30/2009 08/31/2011 2009 Money, Cher D 0 0 1 1 0 0
5T32CA099936-02 093012005 09/29/2006 2005 Money, Cher D 0 0 i 0 3 0
5T32CA039936-03 09/30/2006 09/29/2007 2006 Money, Cher D 0 0 1 0 3 2
5T32CA039936-04 0913012007 08/31/2008 2007 Money, Cher D 0 0 i 0 3 2
5T32CA039936-05 09/01/2008 08/31/2009 2008 Money, Cher D 0 0 1 0 3 3
5T32CA099936-07 09/01/2010 08/21/2011 2010 Money, Cher D i 0 1 0 3 i

iew Trainee Roster
Figure 113: Grant Summary Screen

8.3 View 2271 & View TN PDF

Any xTrain user can click View 2271 PDF hyperlink or View TN PDF hyperlink on the Trainee
Roster screen to look at the most recent Appointment or Termination form.
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If it is not yet submitted to Agency (or if previously submitted on paper), the system creates the
view on the fly, pulling the most current information from the profile/database and including any
entered data.

If it is already electronically submitted, a snapshot of the form at time of submission is displayed.

The xTrain system displays the most recently OMB-approved form; for historical paper
submissions, the form may not look identical to the one submitted.

Apialie alhim = Ajsjredininein
T Appokliesin Fr . LETTETR ST HH Deiggi i Rppalininesd Appelininaid Tedininalion Thlnhlh}ll“ Aol
Trainee Twpi St Date Bl age D08 Past? Liredl  Staius SOl Stahes SalNce

BT IDKDGESAT-04 Budgal Perad: 070 00 7- D3 NI0ne)

- PEndireg
g::;“ M o HOOF DFOAA200T DSr3iva00e: 04 32id Ha EE; fitapid  Elorbonic  Agercy  Elachons

el

Figure 114: View 2271 & View TN Hyperlink

|Save |[ Cancel || Reset|| RoutetoTramee || RouetoPl || Submitto Agency ]|Deleta::i View PDF ”:;

Figure 115: View PDF Button

8.4 View Routing History

The View Routing History hyperlink is available throughout many of the xTrain processes. This
hyperlink provides event history and includes routing comments. The hyperlink can be accessed
from within forms or from the Appointment/Termination Status screen.

Statement of Training Appointment

Project Mumbar: T32 M- 312008

Appalitment Status: Pending Agency Hhﬁl"ﬂ g Bouting Histony )
Project Tithe: XTRAIN DEMO TRAINIM

Instifudion: LINIVERSITY OF PERMSYLWARNIA
PO Maanee: Money, Cher D

Figure 116: Statement of Training Appointment Screen Displaying View Routing History Hyperlink
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Routing History

Project Number: T32 MH 312008
Appointment Status: Pending Agency Review
Project Title: *TRAIN DEMO TRAINING GRANT
Institution: UNIVERSITY OF PEMNSYLVANIA
PD Name: Money, Cher D
Trainee Name: Newhie, Ima Brand

Action A q Current Current .

Event Taken By Action Date  Action Taken Status iower Action Comments
Pl Initiates, Amends, or

o o Money, O6Mmarz00a . In-Progress
R_’e-appmnts aTrainee Cher 0F 36 PM Initiated by PI Pl Money, Cher
vig 2271
PI Routes 2271 to Money,  OB/0SI2008  Routedto  In-Frogress  Mewdhie, Lgﬁr:’elstta?:d D 220 m.”;” ”eet'?'e'””rd"”“ f‘p.‘i%‘m";fm‘ P'eg.se
Tielinee Cheat 0707 PM e Trainee Wi plete the remaining infarmation and route ithackto me. Give me

a call it you have any guestions. -Cher D, Money

Trainee Routes 2271 to Mewhie, 060552008 In-Pragress | helieve | have included all the necessary infarmatin. | loak forward
Pl Ima or43py  CoutedtoPlop Maney, Cher s his apportunity. Ima Newkie

X ; Pending | am submitting Ima Mewbie's Appointrment farm. She is & wonderful
P Submits 2271 ta Money, 06{0512008 S Agency AGEMCY addition ta our program. Let me know if you have any guestions.
Agency Cher 07:56 P Agency )

Review Cher D. Money

Figure 117: Routing History Screen

NOTE: The text listed under the Action Comments field includes information that was entered by
users in the Provide Comments screen.

8.5 View Grant Summaries

On the My Grants and List of Grants screens, the grant number is a hypertext hyperlink that takes
the user to the Grant Summary screen when clicked. To view a grant summary from the My
Grants or List of Grants screens, click the Grant Number to access the Grant Summary screen.

Home _Admin_insiitubon Prole  Personal Profie Status e SHAP  Intermel Assislsd Revew ﬁn Links _cHA Pariness H

My Grants

Tips and Notes:

roect indDases Program Direcaae 3] ProectTited  feckces AR Geanil 3 -::-
Garieag Moy, Chisr D BIOTECHMNOLODY TRANNESS FRJORAM = _._n:': o
a.’ia_ﬂ_"lELni.ri”"

yiiey P 0D SUBMISSIENS

DED0014 Moery, Chist D XTRAIN DEMO TRABSNG (RANT

Figure 118: My Grants Screen Displaying Grant Number Hyperlinks

NOTE: Data entry for previously submitted paper actions may be still in progress.

The Grant Summary screen displays.
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| Home Admin Institution Profile Personal Profile Status eSNAP Internet Assisted Review iﬁ Links eRA Pariners Help

Grant Summary
Tips and Notes:
» The Program Director Column always shows the Contact Pl for multi-P| grants.
Project: T32 CA 099936 Includes ARRA grants

Title: ¥ Train Derna Training Grant
Project Start/End Dates: 04/01/2003 - 08/31/2014

[{1-80f8 10
Appointments: Appointments Appointments:

1T32CA099936-01A1 09/30/2004 09/29/2005 2004 Money, CherD 0 0 1 0 3 0
2T32CA099936-06 09/01/2009 08/31/2010 2009 Money, Cher D 0 0 1 1 3 3
aAT32CA099936-0651 Yes 09/30/2009 08/31/2011 2009 Money, Cher D 0 0 1 1 0 0
5T32CA099936-02 09/30/2005 09/29/2006 2005 Money, Cher D 0 0 1 0 3 1]
5T32CA099936-03 09/30/2006 09/29/2007 2006 Money, Cher D 0 0 1 0 3 2
5T32CAD99936-04 09/30/2007 08/31/2008 2007 Money, Cher D 0 0 1 0 3 2
AT32CA099936-05 09/01/2008 08/31/2009 2008 Money, Cher D 0 (1] 1 0 3 a3
5T32CA099936-07 09/01/2010 08/31/2011 2010 Money, Cher D 0 1] 1 0 3 1]

View Trainge Roster

Figure 119: Grants Summary Screen Displaying Actions Accepted

NOTE: Fields displayed on the Grant Summary screen cannot be edited.

8.6 View Trainee Roster
To view the Trainee Roster screen from the My Grants screens:

1. Click on View Trainee Roster hyperlink.

! mmmmmmm-mmmmm unmmﬁ

My Grants
Tips and Holes:
« Lisl of Activity Codes curenthy suppoeted n xTrain

+ Shpand Level Links by Fiscal Yaa
¢ Tha Program Direcior Colume slways shows the Contact P for multi-P1 grants

E3-zoa 10

oot e prons s e roict it § proram beocio§ | —————_propcitieg |
T32 AG DOTI04 0011988 0432014 Moy, Chatr O BHOTECHMOLOG TRANING PROGRAM

T2 Ca 0908 PRI e T Moey, R D HTRMN DEMG TRAMING GRANT

Figure 120: My Grants Screen Displaying View Trainee Roster Hyperlink

2. Make a selection from the drop down and click the Go button.
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Mo dudimin_iealihution Profie Sedsonal Profle  Ststs e SHAP  intemet A sabid Birdew Links s Partnis. *
Trainee Roster
Motos ansd Tigs:
= Han nptetional reseaich tiawung spponireent of fslowibep i endeng earber than intialy planned, the PDPT should indiate 8 Tesmmation with the new end date, which will sutomateally

mmiid e panod of Bppoantmant 10 & LIBAGG OF GG th peosaas e Agency Stal 1o s tha pesad of thi Sallowshep wamd

+ For sppontregnis by instiutionsl caresr developmant (K12, KL2, KM1) and sesgarch edecation [R5, R30) swards that me snding aarly, the POVFI should only e3e the Temnation Hobce
specificaly instrocted to do so by the awarding IC. i a Termination Hotice is not required, e neer appointment end date should be documented by an amendmant 1o the appointment

Progect TI2 CAOG993E Inclades ARRA grants
Progect Tite: sTRAMN DEMO TRAINNG GRANT
Progecl StartEnd Dates: (02015003 - 08215014

Latest and Previous Awarded Supgart Years
| L da i e SRS YRIT
Lot and Peisadu Aacinded § i YA

A

&y
LA Rk e A

s
Applcation g cirtmend

e Y| hpgsointmesn Ciogrin Appointment | Termination

Trsimdalier Trpe Start Dasie | Exed Date Lereel stahrs

STICAO0UIEOT (Budpet Penad 090172010 - 0A73172011 ) Cregle New Sppontment

POST- IPIOIess  py o =M Wherw F2T1
Fisks, Sacw ot Pl iy M boc  Trines Flaka, Secw igw Paniack - 2271 Fgem
Tice. High M 0 120T010 1132011 Mo m in-Progress Pl Eldronic 2271 Manay, Char D Wiew 2271 -iE%'m
ITIZCADSUHIE D65 (Budget Ponod 09BN2009 - 012011 ) ARRA Funded Croats Hew iooiimant

FRE: - i Frooness 2T AGEMCY Wiew 2171 = 2271 Foem
Gistor, Elly Hew 200803302005 0OSR01009C9E0I0 Yes  (NF  Accepied  Echonk oo Bcnonc = [t

Figure 121: Trainee Roster Screen

8.6.1 Trainee Roster Fields

The following are the possible descriptors that can be shown for each of the fields in the Trainee
Roster.

(1) Appointment Type:

o« New
o Reappointment
o Amendment

(2) Appointment Status:

o Pending Agency Review

o On Hold by Agency

o On Hold by Agency — Waiting Paper Signature
e In Progress PI

o In Progress Trainee

o In Progress BO

(3) Appointment Source:

o Paper
¢ FElectronic

(4) Termination Status:
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o In Progress PI

 In Progress Trainee

o In Progress BO

o Pending Agency Review
o On Hold by Agency

o On Hold by Agency — Awaiting Award Revision (for Fellowships only)

o Accepted (When the termination status is “Accepted,” the appointment status is

“Terminated.”)
(5) View:

e View 2271
e View TN
o View Payback

(6) Action:

o Process 2271
e 2271 Form
o Amend 2271
e Initiate TN
e Process TN

o Reappoint 2271 (This only appears when there is an awarded future year for the grant to

which the Trainee has not already been appointed.)

STINCADS993E-0T (Budget Penod: DSVO2040 « 082201 ) Creale Naw sppointmint

Fiake, Snow MW 2010 11012010 16312011 ™ EODSCT- Tﬁ:ﬁongu b
T, High Hoard 0101202000 11302011 ] m’ In-Frogress F1 EMOonic

ITXPCADDEUNG-0651 (Busdpat Pencd 0302000 - 02312011 ) ARRA Funded Craale Maw S0000amen]

Gator, E53 Frw 2009090020000929201009292010 Yes PO Accepled  Elechonic

LREEES  Eyecironic

=M

Flaks, S
ks + = BrpLess
1 ' Fe' i | —
22T MO, ChatD Vi T

2271 AGEMCY w2271 -Z2TLiFnm

TH Bow, Rain

vhew 2271
Wit P sk - 2271 Feam

Wik TH - Tigim Mo

Figure 122: Trainee Roster Fields
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9 Email Messages

9.1 Email Reminders for Time Based xTrain Activities
The following email reminders will be sent to facilitate time based xTrain activities.

9.1.1 Email Reminder to Fellow (Pl), Sponsor, Sponsor Delegate, and
BO—30 Days Before Fellowship End Date

The system sends an email to the Fellow (PI), the Sponsor, Sponsor Delegate, and the BO if the
Fellowship End Date is within 30 days and the Fellowship is not yet terminated and the email has
not yet been sent for this Fellowship.

9.1.2 Email Reminder to Fellow (Pl), Sponsor, Sponsor Delegate and
BO—Fellowship End Date has Passed

The system sends an email to the Fellow (PI), the Sponsor, Sponsor Delegate, and the BO if the
Fellowship End Date has passed and the Fellowship is not yet terminated and the email has not yet
been sent for this Fellowship.

9.1.3 Email Reminder to Fellow (Pl), Sponsor, Sponsor Delegate and
BO—Fellowship End Date has Passed 30 Days Ago

The system sends an email to the Fellow (PI), the Sponsor, Sponsor Delegate, and the BO if the
Fellowship End Date has passed 30 days ago and the Fellowship is not yet terminated and the
email has not yet been sent for this Fellowship.

NOTE: The system sends one consolidated email if multiple records are found that meet the above
mentioned conditions.

9.2 Email Notifications to Manage the Termination Process for
Fellowships

The following email notifications will be sent in the process of managing Fellowship Termination
Notices.

9.2.1 Fellowship TN Routed to Sponsor

The system sends an email to the Sponsor and the Sponsor Delegate anytime the Termination
Notice requires more processing.

9.2.2 Fellowship TN is on Hold Awaiting Award Revision

The system sends an email to the BO and the IC Central Mailbox anytime the termination date is
modified in xTrain and the award has not yet been modified with the new date.
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9.2.3 Fellowship TN Routed to Fellow (PI)

The system sends an email to the Fellow (PI) anytime the Termination Notice requires more
processing.

9.2.4 Fellowship TN Submitted to Agency

The system sends an email to the Fellow (PI), Sponsor, and Sponsor Delegate anytime a
Termination Notice is submitted to the Agency.

9.2.5 Fellowship TN Routed to BO
The system sends an email to the BO anytime a Termination Notice requires more processing.
9.2.6 Fellowship TN Accepted by Agency

The system sends an email to the Fellow (PI), BO, Sponsor, and Sponsor Delegate anytime a
Termination Notice is accepted by the Agency.

9.2.7 Fellowship TN Rejected by Agency

The system sends an email to the Fellow (PI), BO, Sponsor, and Sponsor Delegate anytime a
Termination Notice is rejected by the Agency.

9.2.8 Fellowship TN Recalled

The system sends an email to the Fellow (PI), BO, Sponsor, and Sponsor Delegate anytime a
Termination Notice is recalled.

9.2.9 Fellowship TN Deleted Email

The system sends an email to the Fellow (PI), BO, Sponsor, and Sponsor Delegate anytime a
Termination Notice is deleted.
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10 Getting Help

Additional xTrain information, including Quick Reference Sheets, Animated Online Tutorials, and
PowerPoint Presentations, can be found on the Training and Career Development Support Page at
http://era.nih.gov/training career/index.cfm.

Users may also request assistance from the eRA Commons Help Desk:

eRA Commons Help Desk

Web: http://ithelpdesk.nih.gov/eRA/ (Preferred method of contact)
Toll-free: 1-866-504-9552

Phone: 301-402-7469

TTY:301-451-5939

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

10.0.1 Hyperlinks of Interest:
eRA Commons:

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

eRA Web Site:

http://era.nih.gov

xTrain Web Page:
(Application Launch, Quick Reference sheets, FAQs, Training Materials)

http://era.nih.gov/era training/xtrain.cfm

Ruth L. Kirschstein National Research Service Award Page:
(Policy Information, Stipend Levels, FAQs)

http://grants.nih.gov/training/nrsa.htm

NIH Forms & Applications:

http://grants.nih.gov/grants/forms.htm
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11 Appendix A — Statement of Appointment (Form PHS 2271)

Instructions for PHS 2271 Form Approved Through 06/30/2012
Revised 06/09 OMB No. 0925-0001

U.S. Department of Health and Human Services
Public Health Service

Information and Instructions for Completing
Statement of Appointment (Form PHS 22’71)

The Public Health Service (PHS) estimates that it will take 15 minutes to complete this form. This
includes time for reviewing the instructions, gathering needed information, and completing and
reviewing the form. An agency may not conduct or sponsor, and a person is not required to respond
to, a collection of information unless it displays a currently valid OMB control number. If you have
comments regarding the amount of time it takes to complete this form or any other aspects of this
collection of information, including suggestions for reducing this burden, send comments to: NIH,
Project Clearance Office, 6705 Rockledge Drive MSC 7974, Bethesda, MD 20592-7974, ATTN: PRA
(0925-0001). Do not return the completed form to this address.

. INTRODUCTION

This form is to be used to appoint individuals as trainees to institutional Ruth L. Kirschstein-National
Service Research Award (Kirschstein-NRSA) programs (e.g., T32, T34, T35) and applicable non-
NRSA institutional research training programs (e.g., T15). It can also be used to document the
appointment of scholars to institutional career development awards (e.g., K12) and individual
participants to research education awards (e.g., R25).

Please read carefully the following instructions, including the Privacy Act Statement at the end of this
document. All items on the form must be completed unless otherwise indicated in these instructions.

Il. GENERAL INSTRUCTIONS

A. Definitions:

Types of Awards

Kirschstein-NRSA. Awards that provide undergraduate, predoctoral, and postdoctoral
research training support under the authority of Section 487 of the PHS Act (42 USC 288). All
Kirschstein-NRSA trainees must meet specific citizenship requirements — for details, see Item
8.

Non-NRSA Research Training. Awards that provide predoctoral and postdoctoral research
training support through non-NRSA funding authorities. These training programs generally do
not have the same provisions and requirements as Kirschstein-NRSA awards (e.g., specific
citizenship requirements).

Career Development. Awards that provide doctoral-level investigators an opportunity to
enhance their research careers. Individuals appointed to institutional career development
awards must meet specific citizenship requirements—for details, see Iltem 8.

Research Education. Awards that provide support for programs intended to attract
investigators to a specific field of study. Individuals appointed to research education award

PHS 2271 (Rev. 06/09) — Instructions

Figure 123: Statement of Appointment (Form PHS 2271) Instructions
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programs may or may not be subject to specific citizenship requirements—for details, see
ltem 8.

Types of Appointments

Trainee. A person appointed to and supported by an institutional Kirschstein-NRSA or non-
NRSA research training award.

Scholar. A person appointed to and supported by an institutional career development award.
Participant. A person appointed to and supported by a research education award.

B. Application

A “Statement of Appointment” form covers the support of an individual for a particular budget period
and is required for each new appointment, reappointment, or amended appointment of an individual
receiving stipend, tuition costs, or travel expenses as a trainee under a Kirschstein-NRSA or other
applicable PHS institutional training grant. This form may also be used to document the salary and
other support provided to an individual as a scholar or participant under a career development or
research education program award in which the institution selects and appoints the individual. The
form (which is signed by both the individual and the Program Director) must be completed and
submitted to PHS at the time the individual starts the appointment or reappointment, or, in the case of
an amendment, as soon as the change occurs. If there are multiple Program Directors on the award,
the contact PD should sign.

For new postdoctoral trainees appointed to Kirschstein-NRSA institutional grants, a signed and dated
payback agreement must be submitted with this appointment form before a stipend or other allowance
may be paid.

C. Submission

The original should be sent to the awarding component. A copy should also be given to the trainee,
scholar, or participant, the Program Director, and Business Official.

lll. ITEM-BY-ITEM INSTRUCTIONS

Item 1. PHS Grant Number. Insert the entire PHS Grant Number as shown on the particular Notice of
Grant Award from which funds are provided, e.g., 5 T32 GM12453-03 would be listed as
Type: 5; Activity Code: T32; ID Serial Number: GM12453-03.

Item 2. Trainee/Scholar/Participant Name. Include maiden name or other names in parentheses
where applicable.

Item 3. Sex. Self-explanatory.
Item 4. Type of Action.
New Appointment: When an individual has not been previously supported by this training grant.

Reappointment: When an individual was supported by this grant during a previous budget period, the
appointment covered by this form is designated a reappointment. Skip the shaded items if the
information provided will be the same as that reported during the prior budget period. Always
complete the non-shaded items.

Amendment: “Amendment” pertains only to a change of item 2 (Name); 9 (Permanent Mailing
Address); 15 (Appointment Period); or 20 (Support from this Grant) during a period of appointment for
which a “Statement of Appointment” form has already been submitted. Amendments must be
submitted as soon as the change occurs. Complete only items 1, 2, 4, 6, 22, 23, and the item(s) to be
amended.
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Item 5. Prior NRSA Support. Individuals being appointed to a Kirschstein-NRSA institutional grant
for the first time or being reappointed after a break in support must indicate if they have received prior
Kirschstein-NRSA support from either an individual award or institutional grant. If yes, specify on the
form the dates of support, the level (pre- or post-), the mechanism (individual award or institutional
grant), and the grant number, if known. (See the Program Guidelines for limitations on total period of
support.)

Item 6. Social Security Number. Trainees/scholars/participants are asked to voluntarily provide the
last four digits of their Social Security Numbers. This information provides the agency with vital
information necessary for accurate identification and review of appointments and for management of
PHS grant programs. See the Privacy Act Statement at the end of these instructions for further
information concerning this request.

Item 7. Birthdate. Self-explanatory.

Item 8. Citizenship. Check the box corresponding to the trainee’s, scholar’s, or participant’s
citizenship and visa status. If not a U.S. citizen, list the country of citizenship.

A noncitizen national is an individual who, although not a citizen of the United States, owes
permanent allegiance to the United States. Individuals in this category are generally born in lands
which are not States, but which are under U.S. sovereignty, jurisdiction, or administration (e.g.,
American Samoa).

Kirschstein-NRSA trainees and institutional career development scholars must be U.S. citizens, non-
citizen nationals, or permanent residents of the United States. Individuals on temporary or student
visas are not eligible. Trainees or scholars in these programs who are permanent residents of the
U.S. must submit a notary’s signed statement with this appointment form certifying that they have (1)
a Permanent Resident Card (USCIS Form [-551), or (2) other legal verification of such status.

Trainees in non-NRSA research training programs and participants in research education award
programs should consult the applicable Funding Opportunity Announcement (FOA) for citizenship

requirements.

Item 9. Permanent Mailing Address. Give an address where the appointed individual can be
reached by mail after completion of the program. (Do not give present address unless it is considered
permanent as defined above.)

Items 10-13. Race/Ethnicity/Disability/Disadvantaged Background. Responses to these items will
help provide statistical information on the participation of individuals from diverse groups in Public
Health Service (PHS) programs and identify inequities in terms of recruitment and retention based on
race, ethnicity, disability and/or disadvantaged background.

Trainees, scholars, and participants are strongly encouraged to provide this information, however
declining to do so will in no way affect their appointments.

This information will be retained by the PHS in accordance with and protected by the Privacy Act of
1974. Racial/ethnic/disability/background data are confidential and all analyses utilizing the data will
report aggregate statistical findings only and will not identify individuals. (See the Privacy Act
Statement at the end of these instructions for more information.)

10. Are you Hispanic (or Latino)?

Hispanic or Latino: A person of Cuban, Mexican, Puerto Rican, South or Central American, or other
Spanish culture or origin, regardless of race. The term, “Spanish origin,” can be used in addition to
“Hispanic or Latino™.
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11. What is your racial background?
Check one or more.

American Indian or Alaska Native. A person having origins in any of the original peoples of North,
Central, or South America and maintains tribal affiliation or community.

Asian. A person having origins in any of the original peoples of the Far East, Southeast Asia, or the
Indian subcontinent including, for example, Cambodia, China, India, Japan, Korea, Malaysia,
Pakistan, the Philippine Islands, Thailand, and Vietham.

Black or African American. A person having origins in any of the black racial groups of Africa.
Terms such as “Haitian” or “Negro” can be used in addition to “Black or African American.”

Native Hawaiian or Other Pacific Islander. A person having origins in any of the original peoples of
Hawaii, Guam, Samoa, or other Pacific Islands.

White. A person having origins in any of the original peoples of Europe, the Middle East, or North
Africa.

12. Do you have a disability?
Disability: A physical or mental impairment that substantially limits one or more major life activities.
13. Are you from a disadvantaged background?

Disadvantaged Background: An individual is considered to be from a disadvantaged background if
he or she:

1. Comes from a family with an annual income below established low-income thresholds,
published by the U.S. Bureau of the Census; adjusted annually for changes in the Consumer
Price Index; and adjusted by the Secretary for use in all health professions programs. The
Secretary periodically publishes these income levels at hitp://aspe.hhs.gov/poverty/
index.shtml. Individuals falling in this category must have qualified for Federal disadvantaged
assistance or have received Health Professional Student Loans (HPSL), Loans for
Disadvantaged Student Program, or scholarships from the U.S. Department of Health and
Human Services under the Scholarship for Individuals with Exceptional Financial Need.

2. Comes from a social, cultural, or educational environment, such as that found in certain rural
ar inner-city environments, that has demonstrably and recently directly inhibited the
acquisition of the knowledge, skills, and abilities necessary to develop and participate in a
research career. This category is most applicable to high school and perhaps undergraduate
students, but more difficult to justify for individuals beyond that level of achievement.

Item 14. Field of Training (FOT). Provide a single numeric FOT code from the list below that best fits
the research training that will be provided during the appointment. Use the subcode (nonbold
lowercase) unless the broader category (bold uppercase) fits best.
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1000

1100
1110
1120
1130
1140

1200
1210
1220
1230
1240
1250
1260
1270
1280
1200
1310

1400
1410
1420
1430
1440

1500
1510
1520
1530

1600

1610
1620

1700
1710
1720
1730
1740
1750
1760
1770

1900

2000
2010
2020
2030
2040
2050
2060
2070
2080

2200
2210
2220
2230
2240
2250
2260
2270
2280
2290
2310

|. Predominantly Non-Clinical
or Lab-Based Research
Training

BIOCHEMISTRY
Biological Chemistiry
Bioenergetics

Enzymology
Metabolism

BIOENGINEERING
Bioelectric/Biomagnetic
Biomaterials
Biomechanical Engineering
Imaging

Instrumentation and Devices
Mathematical Modeling
Medical Implant Science
Nanotechnology
Rehabilitation Engineering
Tissue Engineering

BIOPHYSICS

Kinetics

Spectroscopy
Structural Biology
Theoretical Biophysics

BIOTECHNOLOGY

Applied Molecular Biology
Bioprocessing and Fermentation
Metabolic Engineering

CELL AND DEVELOPMENTAL
BIOLOGY

Cell Biology

Developmental Biology

CHEMISTRY
Analytical Chemistry
Bioinorganic Chemistry
Bioorganic Chemistry
Biophysical Chemistry
Medicinal Chemistry
Physical Chemistry
Synthetic Chemistry

ENVIRONMENTAL SCIENCES

GENETICS

Behavioral Genetics
Developmental Genetics
Genetic Epidemiology
Genetics of Aging
Genomics

Human Genetics
Molecular Genetics
Population Genetics

IMMUNOLOGY
Asthma and Allergic Mechanisms
Autoimmunity
Immunodeficiency
Immunogenetics
Immunopathology
Immunoregulation
Inflammation

Structural Immunology
Transplantation Biology
Vaccine Development
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2400

2410
2420
2430
2440
2450
2460

2470
2600

2800
2810
2820
2830
2840
2850
2860
2870
2880
2890
2910
2920

3100

3200
3210
3220
3230
3240

3300
3310
3320
3330
3340

3350
3360
3370
3380

3500

3600
3610

3620
3630
3640

3650

3660
3680
3690
3710

3720
3730
3740
3750

3900
3910
3920
3930

MICROBIOLOGY AND
INFECTIOUS DISEASES
Bacteriology

Etiology

HIV/AIDS

Mycology

Parasitology
Pathogenesis of Infectious
Diseases

Virology

MOLECULAR BIOLOGY

NEUROSCIENCE

Behavioral Neuroscience
Cellular neuroscience
Cognitive neuroscience
Communication Neuroscience
Computational Neuroscience
Developmental Neuroscience
Molecular Neuroscience
Neurochemistry
Neurodegeneration
Neuropharmacology
Systems/Integrative
Neuroscience

NUTRITIONAL SCIENCES

PHARMACOLOGY
Molecular Pharmacology
Pharmacodynamics
Pharmacogenetics
Toxicology

PHYSIOLOGY

Aging

Anesthesiology (basic science)
Endocrinology (basic science)
Exercise Physiology (basic
science)

Integrative Biology

Molecular Medicine
Physiological Optics
Reproductive Physiology

PLANT BIOLOGY

PSYCHOLOGY, NON-CLINICAL
Behavioral Communication
Sciences

Behavioral Medicine (non-clinical)
Cognitive Psychology
Developmental and Child
Psychology

Experimental & General
Psychology

Mind-Body Studies
Neuropsychology

Personality and Emotion
Physiological Psychology &
Psychobiology

Psychology of Aging
Psychometrics

Psychophysics

Social Psychology

PUBLIC HEALTH

Disease Prevention and Control
Epidemiology

Health Economics

3940
3950
3960
3970

4100
4110
4120
4130

4200
4210
4220
4230

4240
4250
4260
4270

4400

4410
4420
4430
4440
4450

4600
5000

6000

6100
6110
6120
6130
6140
6150
6160
6170
6180
6190
6210
6211

6400

6500
6510
6520
6530
6540
6550
6560
6570
6580

6590
6610
6620
6630
6640
6650
G660

Health Education

Health Policy Research

Health Services Research
Occupational and Environmental
Health

RADIATION, NON-CLINICAL
Nuclear Chemistry

Radiation Physics
Radiobiology

SOCIAL SCIENCES
Anthropology

Bioethics

Demography & Population
Studies

Economics

Education

Language and Linguistics
Sociology

STATISTICS AND/OR
RESEARCH METHODS AND/OR
INFORMATICS

Biostatistics and/or Biometry
Bioinformatics

Computational Science
Information Science

Clinical Trials Methodology

TRAUMA, NON CLINICAL

OTHER, Predominantly Non-
Clinical or Lab-Based Research
Training

Il. Predominantly Clinical
Research Training (can
include any degree)

ALLIED HEALTH
Audiology

Community Psychology
Exercise Physiology (clinical)
Medical Genetics
Occupational Health
Palliative Care

Physical Therapy

Pharmacy

Social Work
Speech-language Pathology
Rehabilitation

DENTISTRY

CLINICAL DISCIPLINES
Allergy

Anesthesiology

Behavioral Medicine (clinical)
Cardiovascular Diseases
Clinical Laboratory Medicine
Clinical Nutrition

Clinical Pharmacology
Complementary and Alternative
Medicine

Clinical Psychology
Connective Tissue Diseases
Dermatology

Diabetes

Gastroenterology
Endocrinology

Immunology
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6670 Gene Therapy (clinical) 6910 Oncology 7300 PEDIATRIC DISCIPLINES

6680 Genatrics 6920 Orthopedics 7310 Pedatric Endocrinology

6690 Hematology 6930 Otorhinolarynology 7320 Pediatric Hematology

6710 HIVIAIDS 6940 Preventive Medicine 7330 Pediatric Oncology

6820 Infectious Diseases 6950 Radiation, Interventional 7340 Pediatric, Prematurity & Newborn
6830 Liver Diseases 6960 Pulmonary Diseases

6840 Metabolic Diseases 6970 Radiology, Diagnostic 7500 NURSING

6850 Nephrology 6980 Rehabilitation Medicine

6860 Neurology 6990 Psychiatry 7700 VETERINARY MEDICINE

6870 Ophthalmology 7110 Surgery 8000 OTHER, Predominantly Clinical
6880 Nuclear Medicine 7120 Trauma Research Training

6890 OB-GYN 7130 Urology

Item 15. Period of this Appointment. The period shown in most cases will be 12 months.
Appointment periods may exceed 12 months in rare cases and only with prior approval from the PHS.
The amount of the stipend/salary and tuition for each full period of appointment must be obligated
from funds available at the time the appointment begins, unless other arrangements have been made
with PHS.

Other instructions should be requested where institutional accounting practice precludes obligations of
stipend/salary and tuition in the amount required for the full appointment period.

Item 16. Education. List undergraduate, master’s, and doctoral degrees and the month and year
earned.

Item 17. Specialty Boards. If applicable, select a specialty from the attached list. If not applicable,
indicate N/A.

Items 18-19. Degrees Sought. Provide the degree sought under the award. Indicate whether the
appointee is in a dual degree program (e.g., M.D./Ph.D.).

Include the date that all degree requirements are expected to be completed.

Item 20. Support for Period of Appointment. Indicate the total amount the appointee expects to
receive from the grant during the appointment period. For trainees, provide stipend amount,
tuition/fees, and travel. For career development scholars and research education award participants,
report only the salary or subsistence allowance to be received from the grant, on the line for
stipend/salary/other compensation.

Item 21. Statement of Nondelinquency on U.S. Federal Debt. A “Statement of Nondelinquency on
Federal Debt” is required for each particular appointment period and is to be completed by each
individual (trainee) appointed to receive financial support under a PHS institutional training grant.

If the prospective trainee is delinquent on Federal debt, the PHS must review the explanation required
to be provided on, or attached to, the form. In such case the PHS shall (a) take such information into
account when determining whether the prospective trainee is responsible with respect to that
appointment, and (b) consider not approving the appointment until payment is made or satisfactory
arrangements are made with the agency to whom the debt is owed.

Therefore, it may be necessary for the PHS to contact the prospective trainee before the appointment
can be approved to confirm the status of the debt and ascertain the payment arrangements for its
liquidation. Individuals failing to liquidate indebtedness to the Federal Government in a businesslike
manner place themselves at risk of not receiving PHS financial assistance.

PHS 2271 (Rev. 06/09) — Instructions
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The PHS awarding component shall notify the sponsoring institution in writing of its decision regarding
the approval of a prospective appointee where this form discloses delinquency on Federal debt.

The trainee must check the appropriate box. If the “Yes” box is checked, please provide an
explanation in the space provided. The question applies only to the person requesting financial
assistance, and does not apply to the person who signs the form as the Program Director.

Examples of Federal Debt include delinquent taxes, audit disallowances, guaranteed or direct student
loans, FHA loans, business loans, and other miscellaneous administrative debts. For purposes of this
certification, the following definitions of “delinquency” apply:

» For direct loans and fellowships (whether awarded directly to the applicant by the Federal
Government or by an institution using Federal funds), a debt more than 31 days past due on a
scheduled\ﬂnancial payment. (This definition excludes service payback under a National Research
Service Award.)

+ For guaranteed and insured loans, recipients of a loan guaranteed by the Federal Government that
the Federal Government has repurchased from a lender because the borrower breached the loan
agreement and is in default.

* For grants, organizations in receipt of a “Notice of Grants Cost Disallowance” which have not repaid
the disallowed amount or which have not resolved the disallowance. (This definition excludes
disallowance in an “appeal” status.)

Item 22. Certification and Signature of Appointee. Self-explanatory.

Item 23. Certification, Signature, and Address of Program Director. Self-explanatory.

PHS 2271 (Rev. 06/09) — Instructions
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Form Approved Through 06/30/2012
OMB No. 0925-0001

Departmeht of Health and Human Services Follow attached instructions carefully. Submit this form at the time the
Public Health Services individual is appointed, is reappointed, or the reported appointment is amended
Statement of Appointment Return this form to the PHS awarding component. For new postdoctoral trainees
(Flease Type) under NRSA, signed and dated payback agreement must accompany this form.
1. PHS GRANT NUMBER 2. APPOINTEE’'S NAME (Last, first, initial) 3. SEX
Type Activity 1D Serial No.
Mm [1F
4 TYPE OF ACTION (Check only one type) 5 PRIOR NRSA SUPPORT (Individual or institutional)
] NEW appointment (NOT previously supported by this grant) D NO |:| YES (If “Yes,” see instructions)

[] REAPPOINTMENT (Previously supported by this grant)
[] AMENDMENT of items checked: [ |2 [ ]9 []15 []20

. SOCIAL SECURITY NO. 7. BIRTHDATE (Month, day, year)
XXX-XX-
8. CITIZENSHIP (See instructions) 9. PERMANENT MAILING ADDRESS

D U.S. Citizen or Noncitizen National
Non-U.S. Citizen

D With a Permanent U.S. Resident Visa (“Green Card”)
[] witha Temporary U S Visa

If not a U.S_ aitizen, of which country are you a citizen? =
‘ E-mail ‘

10. Are you Hispanic (or Latino)? [J YES [] NO [] Do Not Wish to Provide

11. What is your racial background? Check one or more 12. Do you have a disability?
D Amencan Indian or Alaska Native D YES D NO D Do Not Wish to Provide
[[] Native Hawaiian or other Pacific Islander If yes, which of the following categories describe your disability(ies):
L] Asian [ Hearing ["] Mobility/Orthopedic Impairment
D Black or African American D Visual D Other
[] white

13. Are you from a disadvantaged background?
D Do Not Wish to Provide

O ves O NO O Do NotWish to Provide

14. FIELD OF RESEARCH TRAINING OR CAREER DEVELOPMENT (for this |15. PERIOD OF APPOINTMENT (Month, day, year)
appointment)

16. EDUCATION — AFTER HIGH SCHOOL (Indicate all academic and professional education. Far foreign degrees, give U.S. equivalent )

Enter a 4 digit code from instructions: From: To:

(a) Name of Institution and Location (b) Degree(s) . " .
(List most recent first) Received (c) Major Field (d) Minor Field
Degree Mo./YT.
mMinor field degree 1

PHS 2271 (Rev. 06/09) Page 1 of 2
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17.NAME OF SPECIALTY BOARDS (if applicable)

18. DEGREE(S) SOUGHT [ Jves []no ] h“:;rgge type

Are you in a dual degree program (e.g., M.D./Ph.D.}? [lves o

19. EXPECTED COMPLETION DATE OF DEGREE REQUIREMENTS (if applicable)

20. SUPPORT FOR PERIOD OF APPOINTMENT

TYPE Total for this Grant (Omit cents)
Stipend / Salary / Other Compensation $
Tuition/fees (estimated) $
Travel (estimated) $

TOTAL $

21 STATEMENT OF NONDELINQUENCY ON U.S. FEDERAL DEBT . Is the appointee delinquent on the repayment of any U.S_ Federal debt(s)?
D NO D YES (If “Yes,” please explain below )

22. CERTIFICATION AND ACCEPTANCE: | certify that the statements herein  |(a) SIGNATURE OF APPOINTEE (b) DATE
are true and complete to the best of my knowledge and that | will comply
with all applicable Public Health Service terms and conditions goveming my |&==
appointment. | am aware that any false, fictitious or fraudulent statements or
claims may subject me to criminal, civil, or administrative penalties.

. This individual is qualified for this program and is eligible to receive financial gﬁGNATURE OF PROGRAM DIRECTOR  ((b) DATE

support for the period specified above. A copy of this appointment form will
be given to the individual.

2

w

(c) TYPED NAME OF PROGRAM DIRECTOR

(d) INSTITUTION'S NAME, ADDRESS, AND PHONE NO.
(Street, city, state, zip code)

PHS 2271 (Rev. 06/09) Page 2 of 2
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Privacy Act Statement

The PHS maintains application and grant records as part of a system of records as defined by the Privacy Act: 09-25-
0112, Grants and Cooperative Agreements: Research, Research Training, Fellowship, and Construction Applications
and Related Awards. The Privacy Act of 1974 (5 USC 522a) allows disclosures for “routine uses” and permissible
disclosures.

Some routine uses may be:
1. To the cognizant audit agency for auditing.

2. To a Congressional office from a record of an individual in response to an inquiry from the Congressional office
made at the request of that individual.

3. To qualified experts, not within the definition of DHHS employees as prescribed in DHHS regulations (45 CFR 5b.2)
for opinions as part of the application review process.

4. To a Federal agency, in response to its request, in connection with the letting of a contract or the issuance of a
license, grant, or other benefit by the requesting agency, to the extent that the record is relevant and necessary to
the requesting agency’s decision on the matter;

5. To organizations in the private sector with whom PHS has contracted for the purpose of collating, analyzing,
aggregating, or otherwise refining records in a system. Relevant records will be disclosed to such a contractor, who
will be required to maintain Privacy Act safeguards with respect to such records.

6. To the sponsoring organization in connection with the review of an application or performance or administration
under the terms and conditions of the award, or in connection with problems that might arise in performance or
administration if an award is made.

7. To the Department of Justice, to a court or other tribunal, or to another party before such tribunal, when one of the
following is a party to litigation or has any interest in such litigation, and the DHHS determines that the use of such
records by the Department of Justice, the tribunal, or the other party is relevant and necessary to the litigation and
would help in the effective representation of the governmental party.

a. the DHHS, or any component thereof;

b. any DHHS employee in his or her official capacity;

c. any DHHS employee in his or her individual capacity where the Department of Justice (or the DHHS, where it
is authorized to do so) has agreed to represent the employee; or

d. the United States or any agency thereof; where the DHHS determines that the litigation is likely to affect the
DHHS or any of its components.

8. A record may also be disclosed for a research purpose, when the DHHS:

a. has determined that the use or disclosure does not viclate legal or policy limitations under which the record
was provided, collected, or obtained;

b. has determined that the research purpose (1) cannot be reasonably accomplished unless the record is
provided in individually identifiable form, and (2) warrants the risk to the privacy of the individual that additional
exposure of the record might bring;

c. has secured a written statement attesting to the recipient’s understanding of; and willingness to abide by,
these provisions; and

d. has required the recipient to:

(1) establish reasonable administrative, technical, and physical safeguards to prevent unauthorized use or
disclosure of the record;

(2) destroy the information that identifies the individual at the earliest time at which removal or destruction can
be accomplished consistent with the purpose of the research project, unless the recipient has presented
adequate justification of a research or health nature for retaining such information; and

(3) make no further use or disclosure of the record, except (a) in emergency circumstances affecting the health
or safety of any individual, (b) for use in another research project, under these same conditions, and with
written authorization of the DHHS, (c) for disclosure to a properly identified person for the purpose of an
audit related to the research project, if information that would enable research subjects to be identified is
removed or destroyed at the earliest opportunity consistent with the purpose of the audit, or (d) when
required by law.

The Privacy Act also authorizes discretionary disclosures where determined appropriate by the PHS, including to law
enforcement agencies, to the Congress acting within its legislative authority, to the Bureau of the Census, to the
National Archives, to the General Accounting Office, pursuant to a court order, or as required to be disclosed by the
Freedom of Information Act of 1974(5 USC 552) and the associated DHHS regulations (45 CFR Part 5).

PHS 2271 (Rev. 06/09) — Privacy Act
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Specialty Boards

If applicable, select a single specialty or subspecialty to complete item 17. If more than one applies, select the
one most closely related to the field of career development or research training for this appointment.

Allergy and Immunelogy
Allergy and Immunology

Anesthesiology

Anesthesiology (General)
Critical Care Medicine

Hospice and Palliative Medicine
Pain Medicine

Colon and Rectal Surgery
Colon and Rectal Surgery

Dermatology

Dermatology (General)

Clinical and Laboratory Dermatological
Dermatopathology

Immunology

Pediatrnic Dermatology

Dental

Dental Public Health

Endodontics

Oral and Maxillofacial Pathology

Oral and Maxillofacial Radiology

Oral and Maxillofacial Surgery

Orthodontics and Dentofacial
Orthopedics

Pediatric Dentistry

Periodontics

Prosthodontics

Emergency Medicine

Emergency Medicine (General)
Hospice and Palliative Medicine
Medical Toxicology

Pediatric Emergency Medicine
Sports Medicine

Undersea and Hyperbaric Medicine

Family Medicine

Family Medicine (General)
Adolescent Medicine

Geriatric Medicine

Hospice and Palliative Medicine
Sleep Medicine

Sports Medicine

Internal Medicine

Internal Medicine (General)

Adolescent Medicine

Cardiovascular Disease

Clinical Cardiac Electrophysiology

Critical Care Medicine

Endocrinology, Diabetes and
Metabolism

Gastroenterology

Geriatric Medicine

Hematology

Hospice and Palliative Medicine

Infectious Disease

Interventional Cardiology

Medical Oncology

Nephrology

Pulmonary Disease

Rheumatology

PHS 2271 (Rev. 06/09) — Attachment

Sleep Medicine
Sports Medicine
Transplant Hepatology

Medical Genetics

Clinical Biochemical Genetics
Clinical Cytogenetics

Clinical Genetics (M.D.)
Clinical Molecular Genetics
Molecular Genetic Pathology
Ph.D. Medical Genetics

Neurological Surgery
Neurological Surgery

Nuclear Medicine
Nuclear Medicine

Nursing
Acute Care Nurse Practitioner

Adult Nurse Practitioner

Adult Psychiatric and Mental Health
Nurse Practitioner

Advanced Clinical Diabetes
Management, Clinical Nurse
Specialist

Advanced Clinical Diabetes
Management, Nurse Practitioner

Gerontological Nurse Practitioner

Clinical Nurse Specialist in Adult Health
(formerly Medical-Surgical) Nursing

Clinical Nurse Specialist in Adult
Psychiatnc and Mental Health
Nursing

Clinical Nurse Specialist in Child and
Adolescent Psychiatric and Mental
Health Nursing

Clinical Nurse Specialist in Home
Health Nursing

Clinical Nurse Specialist in Pediatric
Nursing

Clinical Nurse Specialist in
Public/Community Health Nursing

Clinical Nurse Specialist in
Gerontological Nursing

Family Nurse Practitioner

Family Psychiatric and Mental Health
Nurse Practitioner

Pediatric Nurse Practitioner

School Nurse Practitioner

Obstetrics and Gynecology
Obstetrics and Gynecology (General)
Critical Care Medicine

Gynecologic Oncology

Hospice and Palliative Medicine
Maternal and Fetal Medicine
Reproductive Endocrinology/Infertility

Ophthalmology
Ophthalmology

Orthopaedic Surgery
Orthopaedic Surgery (General)
Orthopaedic Sports Medicine

Surgery of the Hand

Otolaryngology

Otolaryngology (General)

Neurotology

Pediatric Otolaryngology

Plastic Surgery Within the Head and
Neck

Sleep Medicine

Pathology

Anatomic Pathology and Clinical
Pathology (General)

Pathology-Anatomic (General)

Pathology-Clinical (General)

Blood Banking/Transfusion Medicine

Chemical Pathology

Cytopathology

Dermatopathology

Forensic Pathology

Hematology

Medical Microbiology

Molecular Genetic Pathology

Neuropathology

Pediatric Pathology

Pediatrics

Pediatrics (General)

Adolescent Medicine

Child Abuse Pediatnics
Developmental-Behavioral Pediatrics
Hospice and Palliative Medicine
Medical Toxicology
Neonatal-Perinatal Medicine
Neurodevelopmental Disabilities
Pediatric Cardiology

Pediatric Cntical Care Medicine
Pediatric Emergency Medicine
Pediatric Endocrinology
Pediatric Gastroenterology
Pediatric Hematology-Oncology
Pediatric Infectious Diseases
Pediatric Nephrology

Pediatric Pulmonology

Pediatric Rheumatology
Pediatric Transplant Hepatology
Sleep Medicine

Sports Medicine

Physical Medicine and Rehabilitation

Physical Medicine and Rehabilitation
(General)

Hospice and Palliative Medicine

Pain Medicine

Neuromuscular Medicine

Pediatric Rehabilitation Medicine

Spinal Cord Injury Medicine

Sports Medicine

Plastic Surgery

Plastic Surgery (General)

Plastic Surgery Within the Head and
Neck

Surgery of the Hand

Figure 133: Statement of Appointment Specialty Boards
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Preventive Medicine

Aerospace Medicine

Medical Toxicology

Occupational Medicine

Public Health and General Preventive
Medicine

Undersea and Hyperbaric Medicine

Psychiatry and Neurology
Neurology (General)

Psychiatry (General)

Addiction Psychiatry

Child and Adolescent Psychiatry
Clinical Neurophysiology
Forensic Psychiatry

Geriatric Psychiatry

Hospice and Palliative Medicine

PHS 2271 (Rev. 06/09) — Attachment

Neurodevelopmental Disabilities

Neurology with Special Qualifications in
Child Neurology

Neuromuscular Medicine

Pain Medicine

Psychosomatic Medicine

Sleep Medicine

Vascular Neurology

Radiology

Diagnostic Radiology

Hospice and Palliative Medicine
Neuroradiology

Nuclear Radiology

Pediatric Radiology

Radiation Oncology

Radiologic Physics

Vascular and Interventional Radiology

Surgery

Surgery (General)

Hospice and Palliative Medicine
Pediatric Surgery

Surgery of the Hand

Surgical Critical Care

Vascular Surgery

Thoracic Surgery
Thoracic Surgery

Urology
Urology (General)
Pediatric Urology

Figure 134: Statement of Appointment Specialty Boards - continued
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12 Appendix B — Termination Notice (Form 416-7)

Information and Instructions for Completing a
Termination Notice

(Completed form should be mailed to the PHS awarding agency Grants Management Office named in the Notice of Award)

This form summarizes the information to be supplied by
Ruth L. Kirschstein National Research Service Award
(NRSA) recipients on termination of their award and for a
limited period thereafter. This form may also be used to
document the termination of appointments to non-NRSA
institutional research training programs (e.g., T15),
research education awards (e.g., R25), and institutional
career development awards (e.g., K12). For non-NRSA
recipients, please refer to specific guidance on
documenting the termination of appointments in the
Funding Opportunity Announcement, and in the terms and
conditions of the Notice of Award.

ALL KIRSCHSTEIN-NRSA RECIPIENTS

(1) The attached Termination Notice (PHS 416-7) serves
as the official record of your training under a
Kirschstein-NRSA. This summary of work accomplished,
support period, stipends received, and post-training
activity is required of all recipients immediately after
termination. After securing proper signatures, forward the
completed form to the appropriate awarding office
(National Institutes of Health (NIH) Institute or Center or
Agency for Healthcare Research and Quality (AHRQ)).
This form may be filled out online and then printed for
submission.

(2) Because the sponsoring Federal agencies are asked
periodically to review Kirschstein-NRSA program impact
in terms of career choices, you may be contacted after the
termination of this award, but no more frequently than
once every 2 years, to determine how the training
obtained has influenced your career.

KIRSCHSTEIN-NRSA POSTDOCTORAL
RECIPIENTS WITH A PAYBACK OBLIGATION

(1) As specified in the Payback Agreement you signed at
the time of award, biomedical or behavioral health-related
research, health-related teaching, and/or health-related
activities must begin within 2 years of terminating
Kirschstein-NRSA support; otherwise, unless an
extension of the 2 year service initiation period or a waiver
of the abligation is granted, financial payback becomes
due. Further details are given in the Payback Agreement
and the National Research Service Awards section of the
most recent version of the NIH Grants Policy Statement
found at: http:/grants.nih.gov/grants/policy/policy.htm. If
you have any questions, contact the awarding office that
supported your training.

PHS 416-7 (Rev. 6/09) Instructions

(2) To record your payback status and service, you will
receive from the sponsoring Federal agency an Annual
Payback Activities Certification (APAC) (PHS 6031-1)
form one year after your termination date and annually
thereafter until your service obligation has been
completed.

(3) You are required to keep the Federal funding agency
informed of your current address and telephone number
until your total payback obligation is satisfied. Report any
change to the NRSA Payback Service Center, Office of
Extramural Programs, National Institutes of Health, 6011
Executive Boulevard, Suite 206, MSC 7650, Bethesda,
MD 20892-7650; (301) 594-1835; (866) 298-9371.

SPECIFIC INSTRUCTIONS FOR ITEMS ON THE
TERMINATION NOTICE

(ltem 1) Where applicable, include in parentheses any
maiden name or other name used. This information is
helpful in identifying past records and publications.

(Item 2) Provide the complete grant or award number of
the budget period supporting your last year of research
training, career development or education (e.g., 5 T32 GM
60654-08).

(Item 3) Self-explanatory.

(Item 4) The last four digits of your Social Security
Number are requested under authority of the Public Health
Service Act as amended (42 USC 288). This information
provides the sponsoring Federal agency with vital
information necessary for accurate identification and
review of terminated appointments and fellowships and,
where applicable, to establish and maintain an accurate
paybhack record file. Providing this portion of your Social
Security Number is voluntary and you will not be deprived
of any Federal rights, benefits, or privileges for refusing to
disclose it.

(ltem 5) Include the degree(s) sought or earned during the
period of support and the date all degree(s) requirements
were (or will be) completed.

(Item 6) Self-explanatory.

(Item 7) For Kirschstein-NRSA Awards Only -- Provide
information on your total Kirschstein—-NRSA stipend
support under the parent fellowship or training grant of
which the number in ltem 2 is a part. For domestic non-
Federal institutions, the “Amount of Stipend” column must
reflect the stipend only. Individual fellows sponsored by
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Figure 135: Termination Notice (Form 416-7) Instructions

(training at) Federal or foreign institutions must include all
money paid directly to them by government check in the
“Amount of Stipend” column. Note the stipend amount
must reflect only the Kirschstein-NRSA stipend. Do not
include any supplementation provided by other sources.
Do not include any other NRSA-awarded costs such as
tuition or institutional allowance.

(Item 8) Self-explanatory.

(Item 9a) Please mark a single box under each of the
three categories that best describes your anticipated post-
award position, activity, and the organization with which
you will be affiliated.

(ltems 9b and 9c¢) Provide post-award title, address, and
phone number, if known.

(Item 10) For Kirschstein-NRSA Awards Only -- Provide
an address where information regarding post-
Kirschstein-NRSA training may be sent.

(Item 11) For Kirschstein-NRSA Awards Only -- Provide
information on prior support from other Kirschstein—-NRSA
grants and awards and/or National Health Service Corps
(NHSC) scholarships for which you still have a service
obligation. If you are currently participating in the NIH
Loan Repayment Program, check “LRP.” This information
will be used to develop a complete service obligation
record.

(ltem 12) In signing this form, | certify that the statements
therein are true and complete to the best of my
knowledge. Willful provision of false information is a
criminal offense (U.S. Code, Title 18, Section 1001). | am

PHS 416-7 (Rev. 6/09) Instructions

aware that any false, fictitious, or fraudulent statement
may, in addition to other remedies available to the
Government, subject me to civil penalties under the
Program Fraud and Civil Remedies Act of 1986 (45 CFR
Part 79). Also, if | have a payback obligation, | understand
that payback service must begin within 2 years of
terminating my Kirschstein—-NRSA support; otherwise,
financial payback becomes due, unless an extension of
the 2-year service initiation period or a waiver of the
obligation is granted. | also understand that if | fail to repay
beth principal and interest, the Federal Government will
take authorized actions to collect the debt.

(Item 13) The sponsor of (for individual fellowship awards)
or the contact Program Director (for an institutional award)
must sign and date the form certifying that the research
training information is correct.

(Item 14) For Kirschstein-NRSA Awards Only -- A
business official of domestic non-Federal sponsoring
institutions (with the knowledge and authority to verify this
information) must certify that the information provided in
ltems 6 and 7 is correct according to institutional records.

NIH estimates that it will take 30 minutes to complete this form. This
includes time for reviewing the instructions, gathering needed
information, and completing and reviewing the form. An agency may not
conduct or sponsor, and a person is not required to respond to, a
collection of information unless it displays a currently valid OMB control
number. If you have comments regarding this burden estimate or any
other aspect of this burden, send comments to: NIH, Project Clearance
Office, 6705 Rockledge Drive MSC 7974, Bethesda, MD 20892-7974,
ATTN: PRA (0925- 0002). DO NOT RETURN THE COMPLETED FORM
TO THIS ADDRESS.

Figure 136: Termination Notice (Form 416-7) Instructions — continued
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Form Approved Through 0853002011

OME Me. DB825-0002

Public Health Service

Termination Notice

Department of Health and Human Services

Ruth L. Kirgchstein National Research Service Award

1. NAME OF FELLOW OR APPOINTEE (Last, first, midale)

2. GRANT NO.

3. MAME OF SPONSORING INSTITUTION

4. 50CIAL SECURITY

5. DEGREE{S) EARNEDY COMPLETION

&. DATES OF SUPPORT UNDER THIS AWARD (Month

NO. DATE(S)
FORK-XOR-
, day, year} FROM: Ti:

for Amount of Stipend)

7.TOTAL KIRSCHSTEIN-MRSA STIPEMD RECEIVED AND WUMBER OF MONTHS SUPPORTED UNMDER THIS AWARD (See specific instructions

el AMOUNT OF STIPEND WD IMBER g’;ﬁ el AMOUNT OF STIPEMD ,_';‘;;;';‘LE'EERDE;
1" YEAR 5" YEAR
2'C YEAR 5™ YEAR
3" YEAR 7™ YEAR
4™ YEAR TOTALS

&, Provide a summary of training receved and research undertaken during fellowship or trainee tenure. List publications, if any, resulting from the
research during this period. List grants and caresr awands pending and received. If fellowship or training appoiniment is being terminafed early,

stafe reason.
fa. POST-AWARD INFORMATION: Please mark a single box in each of the categories |80, POST-AWARD POSITION TITLE, FIELD, HAME OF
below. ORGAMIZATION, CITY, AND STATE
Type of Position Activity Organization
[ Student JFurther EducationTraning | Academic
[] Resident/Clinical Fellow [ Teaching CJindustry
[ Postdoctoral Researcher [ Res=arch 3 Govemment
[J Research Scientist (non-faculty) | [ Administration [ Hospital
[ Faculty: Tenure-Track [ Clinical Practice [ Mon-profit
[ Faculty: Cther [ Unkmnown [ Unkmown
[ Clinical Staff/Private Practice O Other O Other
[ Unknown
] Cther: Bz TEL NO.

10a. MAILING ADDRESS AFTER TERMIMATION OF THIS
KIRSCHSTEIN-NRSA SUPPORT (Street, city, state, zip code)

D MHSC Scholarship: Mo of months:
[] kirschstein-NR:SA: Mo of months:
Period of support

10b. TEL MO.

Grant Mao.

E-MAIL:

Ovrr

11. OTHER PHS SERVICE OBLIGATION SUPPORT

12. SIGMATURE OF FELLOW QR APPOINTEE {See specific instructions)

DATE

13. Certification of Sponsor or Program Director: that to the best of my knowledge all the above information is comect

SIGNATURE

DATE

TYPED MAME OF SPONSOR OR PROGRAM DIRECTOR

14. Business Official’s Verification of ltems & and 7.

{Mot applicable to individual fellows at Federal or foreign institutions. )

SIGNATURE DATE TYPED MAME OF BUSIMNESS OFFICIAL [TEL
FAX
13. (For Government use only) The information provided in ltems & and T is in agreement with PHS records.
SIGNATURE DATE TYPED MAME AMD AWARDIMG OFFICE
PHS 416-7 (Rev. 3/08)
Figure 137: Termination Notice Form 416-7
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Privacy Act Statement

The Public Health Service requests this information pursuant to
statutory authorities contained in Section 405(a) and 487 of the
Public Health Service Act, as amended (42 USC 284(b)(1)C
and 288), and other statutory authorities (42 USC 242(a).
280(b)(4), and 29 USC 670). The information collected will
facilitate postaward management and evaluation of PHS
programs. Ruth L. Kirschtein National Research Service
Awardees agreed to complete and submit this form as part of
the Payback Agreement and Activation Notice signed when
support started. Information on the period of support and
stipend received will be used to verify and establish in the PHS
the official record of the fellow’s or trainee’s payback obligation
to the Federal government. The social security number is
requested to provide a reliable identifier that will assist in
establishing an accurate and complete record for each
individual. 1t is particularly useful in maintaining effective
communication with those individuals who have incurred
payback obligations through their participation in the Ruth L.
Kirschstein National Research Service Award program. Failure
to provide the social security number may seriously diminish
PHS'’s capability to credit the account of the proper trainee who
is fulfilling the payback requirement by either acceptable service
and/or monetary repayment. Failure to provide the social
security number will not be a basis for withholding benefits.

The PHS maintains application and grant records as part of a
system of records as defined by the Privacy Act: 09-25-0036,
“Extramural Awards and Chartered Advisory Committees.” The
Privacy Act of 1974 (5 USC 552a) allows disclosures for
“routine uses” and permissible disclosures.

Routine uses include:
1. To the cognizant audit agency for auditing.

2. To a Congressional office from a record of an individual in
response to an inquiry from the Congressional office made
at the request of that individual.

3. To qualified experts, not within the definition of DHHS
employees as prescribed in DHHS regulations (45 CFR
5b.2) for opinions as part of the application review process.

4. To a Federal agency, in response to its request in
connection with the letting of a contract or the issuance of a
license, grant, or other benefit by the requesting agency, to
the extent that the record is relevant and necessary to the
requesting agency's decision on the matter.

5. To organizations in the private sector with whom PHS has
contracted for the purpose of collating, analyzing,
aggregating, or otherwise refining records in a system.
Relevant records will be disclosed to such a contractor, who
will be required to maintain Privacy Act safeguards with
respect to such records.

6. To the sponsoring organization in connection with the review
of an application or performance or administration under the
terms and conditions of the award, or in connection with
problems that might arise in performance or administration if
an award is made.

7. To the Department of Justice, to a court or other tribunal, or
to another party before such tribunal, when one of the
following is a party to litigation or has any interest in such
litigation, and the DHHS determines that the use of such
records by the Department of Justice, the tribunal, or the
other party is relevant and necessary to the litigation and

PHS 416-7 (Rev. 6/09) Privacy Act

would help in the effective of the

governmental party.
a. the DHHS, or any component thereof;
b. any DHHS employee in his or her official capacity;

representation

c. any DHHS employee in his or her individual capacity
where the Department of Justice (or the DHHS, where it
is authorized to do so) has agreed to represent the
employee; or

d. the United States or any agency thereof, where the
DHHS determines that the litigation is likely to affect the
DHHS or any of its components.

8. A record may also be disclosed for a research purpose,
when the DHHS:

a. has determined that the use or disclosure does not
violate legal or policy limitations under which the record
was provided, collected, or obtained;

b. has determined that the research purpose (1) cannot be
reasonably accomplished unless the record is provided
in individually identifiable form, and (2) warrants the risk
to privacy of the individual that additional exposure of the
record might bring;

c. has secured a written statement attesting to the
recipient’'s understanding of, and willingness to abide by,
these provisions; and

d. has required the recipient to:

(1) Establish reasonable administrative, technical, and

physical safeguards to prevent unauthorized use or
disclosure of the record;

(2) Remove or destroy the information that identifies the
individual at the earliest time at which removal or
destruction can be accomplished consistent with the
purpose of the research project, unless the recipient has
presented adequate justification of a research or health
nature for retaining such information; and

(3) Make no further use or disclosure of the record,
except (a) in emergency circumstances affecting the
health or safety of any individual, (b) for use in another
research project, under these same conditions, and with
written authorization of the DHHS, (c) for disclosure to a
properly identified person for the purpose of an audit
related to the research project, if information that would
enable research subjects to be identified is removed or
destroyed at the earliest opportunity consistent with the
purpose of the audit, or (d) when required by law.

The Privacy Act also authorizes discretionary disclosures where
determined appropriate by the PHS, including to law
enforcement agencies, to the Congress acting within its
legislative authority, to the Bureau of the Census, to the
National Archives, to the General Accounting Office, pursuant to
a court order, or as required to be disclosed by the Freedom of
Information Act of 1974 (5 USC 552) and the associated DHHS
regulations (45 CFR Part 5).

Figure 138: Privacy Act Statement
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13 Appendix C — Payback Agreement (Form PHS 6031)

Form Approved Through 06/30/2012

OMB No. 0925-0002

Ruth L. Kirschstein National Research Service Award
Payback Agreement

To be completed by Trainees and Fellows before beginning the first 12 months of postdoctoral support
(Completed form should be mailed to the awarding Federal Agency Grants Management Office named in the Notice of Award)

This agreement is an important condition of award.
Please read carefully before signing.

Introduction-Section 1602 of the NIH Revitalization Act of
1993, which was signed into law on June 10, 1993,
contains provisions which substantially modify the service
payback requirements for individuals receiving Ruth L.
Kirschstein National Research Service Awards (NRSA).
These modifications apply to individuals beginning
Kirschstein-NRSA-supported appointments or fellowship
awards on or after June 10, 1993. Under these
requirements:

* Predoctoral Kirschstein-NRSA recipients will not incur
a payback obligation;

* Postdoctoral Kirschstein-NRSA recipients will incur a
payback obligation only during the initial 12 months of
postdoctoral Kirschstein-NRSA support;

* Postdoctoral Kirschstein-NRSA recipients in the 13th
or subsequent months of Kirschstein-NRSA support
do not incur any additional payback obligation.

Under the new requirements, payback obligaticns
stemming from postdoctoral Kirschstein—-NRSA support
may be discharged in the following ways:

* By receiving an equal period of postdoctoral
Kirschstein-NRSA support beginning in the 13th
month of such postdoctoral Kirschstein-NRSA
support;

« By engaging in an equal period of health-related
research, research ftraining, and/or health-related
activities that averages at least 20 hours per week
based on a full work year;

« By engaging in an equal period of health-related
teaching that averages at least 20 hours per week
based on a full work year.

Kirschstein—-NRSA appointments or individual awards will
be governed by the service payback requirements
articulated in the National Research Service Award
Guidelines. These guidelines can be found in the NRSA
portion of the most recent version of the NIH Grants Policy
Statement found at: http:/grants.nih.gov/grants/policy/
policy.htm.

For additional questions the

Agreement contact:

regarding Payback

PHS 6031 (Rev. 6/09) Page 1

NRSA Payback Service Center
Phone: (301) 594-1835 or (866) 298-9371
nrsapaybackcenter@mail.nih.gov

I. SERVICE REQUIREMENT

In accepting a Ruth L. Kirschstein National Research
Service Award to support my postdoctoral research
training, | understand that my first 12 months of
Kirschstein-NRSA support for postdoctoral research
training carries with it a payback obligation. | hereby agree
to engage in a month of health-related research, health-
related research training, or health-related teaching for
each month | receive Kirschstein-NRSA support for
postdoctoral research training up to and including 12
months. If | receive Kirschstein-NRSA support for
postdoctoral research training for more than 12 months, |
agree that the 13th month and each subsequent month of
Kirschstein-NRSA-supported postdoctoral research
training will satisfy a month of my payback obligation
incurred in the first 12 months. This service shall be
initiated within 2 years after termination of Kirschstein-
NRSA support. The research, teaching, and/or health-
related activities shall be on a continuous basis and shall
average at least 20 hours per week of a full work year. For
information regarding deferral of the NRSA obligation due
to participation in the NIH Loan Repayment Procgram see:
http://www.Irp.nih.gov.

Il. FINANCIAL PAYBACK PROVISIONS

| understand that if | fail to undertake or perform such
service in accordance with Section |, the United States will
be entitled to recover from me an amount determined in
accordance with the following formula:

A=F [(t-s)f]

Where “A” is the amount the United States is entitled to
recover; “F” is the sum of the total amount paid to me
under the initial 12 months of my postdoctoral Ruth L.
Kirschstein National Research Service Award support; “t”
is the total number of months in my service obligation; and
“s” is the number of months of such obligation served.

Except as provided in Section Il below, any amount the
United States is entitled to recover from me shall be paid
within the 3-year period beginning on the date the United
States becomes entitled to recover such amount. The
United States becomes entitled to recover such amount 2
years after termination of my Ruth L. Kirschstein Naticnal
Research Service Award support if | do not engage in

Figure 139: Payback Agreement (Form PHS 6031)
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acceptable service payback activities in accordance with
Section I. If | elect to engage in financial repayment before
the end of the 2-year period, the United States becomes
entitted to recover such amount on the date of my
election. Interest on the amount begins on the date the
United States becomes entitled to recover such amount
and is at the rate fixed by the Secretary of the Treasury
after taking into consideration private consumer rates
prevailing on that date. | understand that | will be allowed
an initial 30-day interest-free period in which to fully pay
such amount, and that | may prepay any outstanding
balance after that period to avoid additional interest. |
further understand that | will be subject to authorized debt
collection action(s) (including any accrued interest and
late fees) should | fail to comply with the payback
provisions of this Section Il

ll. CONDITIONS FOR BREAK IN SERVICE,
WaIVER, AND CANCELLATION

| hereby understand that the Secretary of Health and
Human Services:

A. May extend the period for undertaking service, permit
breaks in service, or extend the period for repayment, if
it is determine that:

1. Such an extension or break in service is
necessary to complete my clinical training or to
participate in a NIH Loan Repayment Program;

2. Completion would be impossible because of
temporary disability; or

3. Completion would involve a substantial hardship
and failure to extend such period would be
against equity and good conscience;

B. May waive my cbligation, in whole or in part, if it is
determined that:

1. Fulfilment would be impossible because | am
permanently and totally disabled; or

2. Fulfilment would involve a substantial hardship
and the enforcement of such obligation would be
against equity and good conscience;

C. WiIll, in the event of my death, cancel any obligation
incurred under this payback agreement.

IV. TERMINATION NOTICE — ANNUAL REPORT
OF EMPLOYMENT — CHANGE OF ADDRESS
AND/OR NAME

| agree to complete and submit a Termination Notice (PHS
416-7) immediately upon completion of Kirschstein-NRSA
support. Thereafter, on an annual basis | agree to
complete and submit Annual Payback Activities
Certification forms sent to me by the awarding Federal
Agency concerning post-award activities, and agree to
keep the awarding Federal Agency advised of any change
of address and/or name until such time as my total
obligation is fulfilled.

V. PROGRAM EVALUATION

I understand that | may| also be contacted from time to
time, but no more frequently than once every 2 years,
after the termination of this award to determine how the
training obtained has influenced my career. Any
information thus obtained would be used only for statistical
purposes and would not identify me individually.

VI. CERTIFICATION

By signing the certification block below, | certify that | have
read and understood the requirements and provisions of
this assurance and that | will abide by them if an award is
made.

NIH estimates that it will take 5 minutes to complete this form. This
includes time for reviewing the instructions, gathering needed
information, and completing and reviewing the form. An agency may not
conduct or sponsor, and a person is not required to respond to, a
collection of information unless it displays a currently valid OMB control
number. If you have comments regarding this burden estimate or any
other aspect of this burden, send comments to: NIH, Project Clearance
Office, 6705 Rockledge Drive MSC 7974, Bethesda, MD 20892-7874,
ATTN: PRA (0925-0002). DO NOT RETURN THE COMPLETED FORM
TO THIS ADDRESS.

Name (Last, first,
middle):

Social Security No (Required):

Signature:

Date:

Support received under the awarding
Federal agency Award/Grant Number:

Mailing Address:

Enter mailing address

E-mail:

PHS 6031 (Rev. 6/09) Page 2

Figure 140: Payback Agreement (Form PHS 6031) — continued
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Privacy Act Statement

The Public Health Service requests this information pursuant
to statutory authorities contained in Section 405(a) and 487
of the Public Health Service Act, as amended (42 USC
284(b)(1)C and 288), and other statutory authorities (42
USC 242(a), 280(b)(4), and 28 USC 670). The information
collected will assist in activating the award and facilitate
postaward management and evaluation of PHS programs.
Although providing the information is voluntary, an individual
may not receive support from the grant until the form is
submitted.

The PHS maintains application and grant records as part of
a system of records as defined by the Privacy Act: 09-25-
0038, “Extramural Awards and Chartered Advisory
Committees.” The Privacy Act of 1974 (5 USC 552a) allows
disclosures for “routine uses” and permissible disclosures.

Routine uses include:
1. To the cognizant audit agency for auditing.

2. To a Congressional office from a record of an individual
in response to an inquiry from the Congressional office

made at the request of that individual.

. To qualified experts, not within the definition of DHHS
employees as prescribed in DHHS regulations (45 CFR
Bb.2) for opinions as part of the application review
process.

. To a Federal agency, in response to its request, in
connection with the letting of a contract or the issuance of

a license, grant, or other benefit by the requesting
agency, to the extent that the record is relevant and
necessary to the requesting agency's decision on the
matter.

. To organizations in the private sector with whom PHS
has contracted for the purpose of collating, analyzing,
aggregating, or otherwise refining records in a system.
Relevant records will be disclosed to such a contractor,
who will be required to maintain Privacy Act safeguards
with respect to such records.

. To the sponsoring organization in connection with the
review of an application or performance or administration
under the terms and conditions of the award, or in
connection with problems that might arise in performance
or administration if an award is made.

. To the Department of Justice, to a court or other tribunal,
or to another party before such tribunal, when one of the
following is a party to litigation or has any interest in such
litigation, and the DHHS determines that the use of such
records by the Department of Justice, the tribunal, or the
other party is relevant and necessary to the litigation and
would help in the effective representation of the
governmental party.

a. the DHHS, or any component thereof;

b. any DHHS employee in his or her official capacity;

PHS 6031 (Rev. 6/09) Privacy Act

c. any DHHS employee in his or her individual capacity
where the Department of Justice (or the DHHS, where
it is authorized to do so) has agreed to represent the
employee; or

. the United States or any agency thereof, where the
DHHS determines that the litigation is likely to affect
the DHHS or any of its components.

8. A record may also be disclosed for a research purpose,
when the DHHS:

a. has determined that the use or disclosure does not
violate legal or policy limitations under which the
record was provided, collected, or obtained;

. has determined that the research purpose (1) cannot
be reasonably accomplished unless the record is
provided in individually identifiable form, and (2)
warrants the risk to privacy of the individual that
additional exposure of the record might bring;

. has secured a written statement attesting to the
recipient’'s understanding of, and willingness to abide
by, these provisions; and

. has required the recipient to:

(1) establish reasonable administrative, technical, and
physical safeguards to prevent unauthorized use or
disclosure of the record;

(2) remove or destroy the information that identifies
the individual at the earliest time at which removal or
destruction can be accomplished consistent with the
purpose of the research project, unless the recipient
has presented adequate justification of a research or
health nature for retaining such information; and

(3) make no further use or disclosure of the record,
except (a) in emergency circumstances affecting the
health or safety of any individual, (b) for use in
another research project, under these same
conditions, and with written authorization of the
DHHS, (c) for disclosure to a properly identified
person for the purpose of an audit related to the
research project, if information that would enable
research subjects to be identified is removed or
destroyed at the earliest opportunity consistent with
the purpose of the audit, or (d) when required by law.

The Privacy Act also authorizes discretionary disclosures
where determined appropriate by the PHS, including to law
enforcement agencies, to the Congress acting within its
legislative authority, to the Bureau of the Census, to the
National Archives, to the General Accounting Office,
pursuant to a court order, or as required to be disclosed by
the Freedom of Information Act of 1974 (5 USC 552) and the
associated DHHS regulations (45 CFR Part 5).

Figure 141: Privacy Act Statement
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14 Appendix D — Appointment Errors/Warnings Quick

Reference

The table below identifies the circumstances (conditions) when errors or warnings occur, the error
or warning message provided as a result, and the role of the individual who sees the message on

the screen.

NOTE: When the internal user clicks the Validate button, the warnings will appear for that
appointment. The errors will not be shown because the appointment cannot be submitted with

CITOoT1S.

A Trainee Appointment
cannot exceed 12 months
The Trainee Appointment withoqt prior approval of the
Period specified exceeds | Error awarding agency. Please PI
adjust the Start/End Date of
12 months. .
the Appointment or contact
the eRA Help Desk for
further assistance.
There is another existing
Appointment for the Trainee
The Start and End Dates on the Grant # [Insert Grant
of the New Appointment # and the PI Name of the
cannot be within the Start Error existing Appointment]. The PI
and End Date of the Start and End Dates of the
existing Appointment for new Appointment cannot be
the Trainee. within the Start and End
Date of an existing
Appointment for the Trainee.
The Appointment Start The Trainee Appointment
Date is not within the Error Start Date should occur PI
Budget Period year of the within the Budget Period
Associated Grant. year of the associated grant.

Table 3: Appointment Errors/Warnings Quick Reference
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The Appointment Start The Appointment Start Date
Date should be less than
the Appointment End Error should be less than the PI
pp Appointment End Date.
Date.
The Trainee Appointment The Trainee Appointment
End Date must be less Warn- End Date must be less than
. . . PI
than or equal to the ing or equal to the Project Period
Project Period End Date. End Date.
The Trainee Race, Gender,
and Birth Date must be
) . ilable, D
If the Trainee Race, entere.d Where gval able, Do '
. . not wish to provide, can be | Trainee/P-
Gender, or Birth Date is Error .
used. The Trainee must enter | I**
not entered. .. .. .
this information on the
Personal Profile screen in
eRA Commons.
The Trainee Ethnicity and
Disabilities must be entered.
.. ilable, D
If the Ethnicity and/or Where aval %b €, Do not .
Disabilities are not Error wish to provide, can be used. | Trainee/P-
entered The Trainee must enter this | I**
mformation on the Personal
Profile screen in eRA
Commons.
If the Stipend/Salary
amount is not entered or is The Stipend/Salary amount
entered but is zero or less. | Error must be entered and be PI
The R25 activity code can greater than zero.
have zero stipend/salary.
The citizenship indicator E The Trainee’s citizenship Trainee/P-
for Trainee Profile is not fror must be entered. The Trainee | **

Table 3: Appointment Errors/Warnings Quick Reference
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must enter this information
entered. on the Personal Profile
screen in eERA Commons.
Th t th )
> gt does not have At least one Trainee degree
the activity code T34, the )
. . must be entered. The Trainee )
Stipend Level is not PRE- .. . Trainee/P-
) Error must enter this information
BAC, and the Trainee [**
on the Personal Profile
does not have at least one .
screen in eERA Commons.
degree.
The Trainee has not entered
The Appointment is for a a PhD, MDT o equlva'ﬂent
degree required for this Post-
Post-Doc or a Scholar and .
. Warn- Doc or Scholar Trainee/P-
the Trainee does not have in Appointment. The Trainee I*
a PhD, MD or at least one & pp . .
cquivalent deeree must enter this information
quiv gree. on Personal Profile screen in
eRA Commons.
The Trainee has not entered
) ) Bachelor’
The Appointment is for a a bacheior's degree or
. equivalent degree required
Pre-Doc and Trainee does ) .
, Warn- | for this Pre-Doc Trainee/P-
not have Bachelor’s . . .
: ing Appointment. The Trainee I*
degree or equivalent .. .
deoree must enter this information
gree. on the Personal Profile
screen in eERA Commons.
The Pre-Doc may not receive
The Pre-Doc is receiving Warn greater than five years of
more than five years of 0 NRSA support without a PI
NRSA support. £ waiver from the awarding
agency.
The Post-Doc is receiving | Warn- The Post-Doc may not PI

Table 3: Appointment Errors/Warnings Quick Reference
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receive greater than three
more than three years of ing years of NRSA support
NRSA support. without a waiver from the
awarding agency.
The Trainee has Federal
The Trainee profile Debt indicated in the
indicates Federal Debt Error Trainee-Specific section of Trainee
with no explanation their Personal Profile. An
provided. explanation for the Federal
Debt must be provided.
No Trainees may be
If the Appointment Period appointed for less than nine
(difference between Start months unless the Training
. Warn- .
and End Dates) is less . grant was designated for PI
than nine months and ne short-term training positions
activity code is not T35... or prior approval was granted
by the awarding agency.
No SSN has been entered in
the Trainee Personal Profile.
The Trainees are asked to
voluntarily provide their SSN
If Trainee Profile is Warn- | information to aide in the Trainee/P-
missing a SSN.... ing processing of the Trainee [**
Appointments by providing
the agency with vital
information necessary for
accurate identification.
gf:; ;;ezoféislil;g;;nt Tl}e Save & Submit function
failed. The 2271 Form must
been routed to the Error be routed to the Trainee prior Pl
Trainee, if the PI tries to fo submission o agency
submit the 2271 Form to '

Table 3: Appointment Errors/Warnings Quick Reference
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NOTE: The Save & Route to
Trainee button appears at the
bottom of the screen after the
the acenc PI invites or re-invites the
gency: Trainee to register in eRA
Commons AND the Trainee
follows the e-mailed
registration instructions.
If the grant is aT35 and If the grant Activity Type is
the number of months . )
. Warn- | T35 then the Appointment Trainee/P-
between the Appointment | . . sk
. ing Period should not be less I
Start and End Dates is less
than two months.
than two months...
If the grant is a T35 and If the grant Activity Type is
the number of months ; .
. Warn- | T35 then the appointment Trainee/P-
between Appointment . . %
. ing period should not exceed I
Start and End Dates is
three months.
more than three months...
Trainee/P-
I**
This
warning
The activity code for the Because the Trainee has a exist§ in
grant is T34 and the Warn- | degree, confirm the Trainee's | XTrain
Trainee has any type of ing eligibility for the T34 only $0
degree. Appointment. there is no
need for
the Edit
Checker
validation
procedure.

Table 3: Appointment Errors/Warnings Quick Reference
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If the Appointment Period For RL5, RL9, R90 and R25
(difference between Start .. .
. activity codes, xTrain does .
and End Dates) is less ) : Trainee/P-
. Error not accept Appointments if
than eight weeks and the ) C [**
.. . the Appointment Period is
activity code is RL5, RL9, less than eieht weeks
R90 or R25... 8 ‘
For RLS, RL9, R90 and
R25 activity codes. if the Please make sure you are
ctivity codes, Wamn- | following the FOA Traince/P-
Non-Resident is selected | . : ) .
. ing instructions regarding [**
on Trainee Personal citizenship requirements
Profile. .. preq '
. . inf ion h
If the Appointment is for a No degree information has .
.. Warn- | been entered on Personal Trainee/P-
Participant and no degree | . .
. . ing Profile screen in eRA I**
is specified...
Commons.
For RLS5, RL9, R90 and
R25 activity codes and the Warn The Field of Research Trainee/P-
Field of Research i Training (FOT) or Career I+
Training (FOT) is not & Development is not entered.
specified...
For all activity codes The Appointed individuals
except for RL5, RL9, R90 must be citizens, noncitizen Trainee/P-
and R25, if Non-Resident | Error nationals of the United [
is selected on the Trainee States, or lawfully admitted
Personal Profile... permanent residents.
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15 Appendix E — User Role Functions

Delegate xTrain
Authority

PD/PI (except for
fellows) can designate
a delegate to perform
xTrain specific
functions on their
behalf (ability to
submit to agency
specifically withheld) | X X

A Sponsor can also
can designate a
delegate to perform
xTrain specific
functions on their
behalf (ability to
submit to agency
specifically withheld)

Identify Trainee
Facility to locate an
existing eRA X X X X X
Commons profile for a
Trainee
View Trainee Rqster X X X X
Access to the Trainee | X Del- X . .
. Fel- Insti- | Insti-
Roster of specific Own |egated | Fellows : :
lows |tution |tution
grant Pls
View List of Grants % X % X X X
Provide list of grants Del- Fel- Insti- | Insti-
. Own Fellows . :
based on provided egated lows |tution | tution

Table 4: User Role Functions
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search criteria

PIs

View Grant Summary
Read-only access to
the cumulative grant
data, such as short
term, pre-doc, and
post-doc slot allocation
and accepted slots
within a given overall
grant, for each support
year of the grant

View Routing History
Read-only access to
routing history for
Appointments and
Terminations Notices
(TNs)

View Own
Appointments and
Terminations
Access to list of
Appointments and
TNs

Process 2271
(Appointment)
Ability to interact with
the electronic 2271
form

Initiate New
Appointment

X

Table 4: User Role Functions
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Enter Data X X

Route New
Appointment to X X
Trainee

Route New
Appointment to PI

Delete Appointment
(not yet submitted)

Initiate an Amended
Appointment

Initiate Re-
appointment

View form in PDF
format

Submit New
Appointment to X
Agency

Process TN
(Termination Notice)
Ability to interact with
the electronic TN

Initiate Termination
Notice

Enter Data X X

X

Route Termination
Notice to PD/PI
(includes Fellows)

X
Fellows

Fel-
lows

Table 4: User Role Functions
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Route Termination
) ) X
Notice to Trainee
Route Termination
Notice to BO X X
Delet§ TN (not yet X %
submitted)
View form in PDF X % X
format
X

For For

some foreign

activ- and
Submit to Agency ity federal

code- fel-

S low-

only ships

only

Recall (if not submitted
to Agency)
Previous reviewer can | X X X
recall form from
current reviewer
Validate
Rup Val‘ldatlon process | X X
to identify form
errors/warnings

Table 4: User Role Functions
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16 Acronyms and Abbreviations

A

AA - Accounts Administrator
AO - Administrative Official
ASST - Assistant

BO - Business Official

DOB - Date of Birth

eRA - Electronic Research Administration

FOA - Funding Opportunity Announcement

HHS - Health and Human Services

IC - Institute and/or Center

NCAA - NIH Central Accounts Administrator
NIH - National Institutes of Health

NLM - National Library of Medicine

NRSA - National Research Service Award

OER - Office of Extramural Research
OMB - Office of Management and Budget

PD - Program Director
PD/PI - Program Director/Principal Investigator
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e PDF - Portable Document Format

o PHS - Public Health Service
 PI - Principal Investigator

e SO - Signing Official
o SSN - Social Security Number

e TA - Training Activities
e TN - Termination Notice

e USCIS - US Customs and Immigration Services
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