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CONTACT US

Document Comments:
We value your feedback on this document.

How are we doing? The Communications & Documentation Team of the electronic Research
Administration (eRA) is dedicated to serving our community and welcomes your feedback to assist
us in improving our user guides. Please send comments about the user guide to this

address: eRA Communications@mail.nih.gov.

Troubleshooting support:

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

Web:http://grants.nih.gov/support (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.
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1 ASSIST

The Application Submission System & Interface for Submission Tracking (ASSIST) is a web-
based system used to prepare multi-project (also known as multi-component or complex)
applications using the SF424 Research & Related form set and to submit electronically
through Grants.gov to NIH and other participating agencies.

ASSIST allows participants to do the following:

o Leverage current eERA Commons credentials to access ASSIST

« Delegate application preparation responsibilities to multiple users within and outside the
applicant organization while maintaining appropriate access control and security

» Populate data from established eRA Commons profiles

« Run validations on federal-wide and agency business rules prior to submission

o Generate Table of Contents, headers, footers, page numbers, etc. automatically

o Print/Preview applications prior to submission in the format used by the agency

« Present to reviewers clear, color PDF images rather than scanned versions of the application

» Avoid the hassle of preparing and shipping multiple paper copies

1.1 Application Format
All electronic multi-project applications prepared in ASSIST will include:

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

o Other Components: Some number of other component types (e.g., Admin Core, Project,
Core) with predefined data collection requirements set by the agency when posting the
opportunity in Grants.gov

o Summaries: Information compiled from the data provided in the individual components (e.g.,
component and categorical roll-ups of budget data).

Refer to the section of this document titled Search for an Application on Page 64 for information
on searching for applications.

Refer to the section of this document titled /nitiate an Application on Page 61 for information on
initiating an application.
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2 Logging into the Application

2.1 Logging In

ASSIST is a web-based system. Use your internet browser to access the system at the following
URL: https://public.era.nih.gov/assist

ASSIST uses the same user authorization service as eRA Commons. All ASSIST users must use
their existing eRA Commons IDs or work through their organization to obtain them. Commons
IDs with any of the following roles can be used with ASSIST:

« Signing Official (SO)

o Administrative Official (AO)
« Principal Investigator (PI)

o Assistant Role (ASST)
Account Administrator (AA)

1. In the Username field, type a valid eRA Commons username and press Tab to move to the
Password field.

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

NOTE: If this is the first time using your eRA Commons username and password, log into
eRA Commons first before attempting to access ASSIST. You can use the provided temporary
password to log into eRA Commons for the first time. Once logged in, you will be prompted to
change your password.

The system displays the Home page with your login information displayed in the upper right
corner of the page.

eRA Commons allows up to six unsuccessful attempts to log in. After the 6th attempt the account

is locked. You will then be prompted to change your eRA Commons password to gain access to
ASSIST.

2.2 Logging Out
Select Logout at the upper right hand corner of the page to end your session.
2.3 Changing Your Password

Y ou can change your password for many reasons including if you've forgotten it, if your password
has expired, if your account has been locked, etc. When changing your password, remember that
all passwords must follow the NIH eRA Password Policy.
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2.3.1 Forgot Password/Unlock Account

If you have forgotten your password or if your account has been locked, you can submit a request
to reset your password. Submitting this request generates a new, temporary password, which is
sent to the email address contained in your Commons personal profile. To reset your password:

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

Figure 1: Forgot Password/Unlock Account Link
The Reset Password screen displays.

2. Enter your User ID (this is the same as your User Name) and Email address into the
displayed fields. Both fields are required.

3. Select the Submit button.

Reset Password @

" Indicates required field
UserID: WShakespeare
mail: * TheBard@email.com

| Contast Us | Privacy Motics | Accessibity | Disclamer |

of Health (NIH) Deparimant cf Health € 2012 HIH. All Righis Reserved
] o ﬁ and Human Services Soeen Rendered: 02202013 09:00:21 EDT
Bathesda. Manyland 20552 P, D@ 1048

»

GRANTS.GOWV™
Wersian: 1.05.00 FING. APPLY. BUGCEED.

Figure 2: Reset Password Screen

The system returns to the ASSIST login page. Check the email account associated with your
profile for the new, temporary password. Once received, log into ASSIST again.

4. Use your existing User Name and the temporary password sent to you to log into ASSIST
again.
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5. At the prompt, enter a new password of your choosing for your account. Continue to use
this password until it expires.

2.3.2 Expired eRA Password

If your eRA Commons password has expired you will be prompted to change their eRA
Commons password when attempting to access the ASSIST system. Once the password is
changed you will be able to access ASSIST.

Access the following link for more information regarding changing your password
http://era.nih.gov/commons/faq commons.cfm#I1113
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3 Manage Access

Application access is controlled by assigning appropriate access levels or privileges to system
users. An access level is a group of privileges. Privileges control the extent to which each person
working on an application can view and/or edit application data.

Users from the applicant organization that log in to ASSIST using an eRA Commons ID with an
SO or AO role automatically have the Access Maintainer privilege needed to manage privileges for
other users. Users with the SO role can also assign the Access Maintainer privilege to other users
within their institution.

Application access can be controlled across three variables:

1. Editvs. View
2. Entire application vs. specific component within an application
3. Budget data vs. Non-Budget data

It is not necessary for all users who access an application to be affiliated with the applicant
organization, although certain functions are only available to affiliated users. For example, only
users affiliated with the applicant organization hold the Access Maintainer privilege for an
application.

3.1 Privileges Automatically Available in ASSIST Based on
eRA Commons Role

Some privileges are automatically available based on the organization and roles associated with the
eRA Commons ID used to access ASSIST. Since these privileges cannot be individually granted
or revoked with ASSIST, the Manage Access interface does not display all users that hold these
automatic privileges.

Signing Official (SO) at the lead application organization:

« Initiate application

« Assign, modify, or revoke application access for other users

» Delegate ability to assign, modify, or revoke application access for other users

« Edit entire application

o Submit application (must be SO at lead applicant organization AND have valid Grants.gov
Authorized Organization Representative credentials)

o Update the component status from WIP to Final (without setting it to Complete)

Administrative Official (AO) at the lead applicant organization:
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Initiate application

Delegate ability to assign, modify, or revoke application access for others

« Edit entire application

o Update the component status from WIP to Final (without setting it to Complete)

Principal Investigator (PI) identified on an application:

« Edit entire application

IMPORTANT: Once the DUNS number is entered on the SF424 R&R for a component, then
similar automatic privileges apply for that specific component. You cannot revoke the automatic
access given to the SOs or AOs of the component through Manage Access. However, when the
component is in any status other than Work In Progress, the component can only be edited by
individuals that are granted edit access to the entire application (the automatic access provided at
the component level alone is insufficient). This provides the applicant organization with the
ability to limit editing as they are pulling together the application. Access can be restricted to the
component lead through Manage Access at any time and when the component is in any status.

3.2 Add Access for a New User

ASSIST users with the appropriate authority can add access rights to new users. Access can be
assigned for editing the application or for only viewing it. In addition, users can be restricted from
(or allowed to) edit budget information on an application. Users can also be granted authority to
maintain access to other users. The Access Maintainer needs to know the eRA Commons ID of a
user in order to grant them access to the application.

NOTE: You must first create the Overall component to Manage Access to the application.

To add access for a new user:

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

YIEW STATUS HISTORY

ADD OVERALL COMPOMENT

UPDATE SUBNISSION STATUS
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Figure 3: Manage Access Button on Actions Pane

The User Access Summary page displays.

.:{f. W5, Department of Health & Human Services =) Home 3) Logout i) HelpDesk S)Contact Us

Application Submission System & Interface
for Submission Tracking (ASSIST)

— S = ‘ —
# 3 Sahreh for Amstienn » Ap NEin Sanreh Rpuins 3 Amsiieas fas malisn 5 ASEHE Sarmmary
@ User Access Summary @
Actions -
MANAGE ACCESS
View Access History
VIEW STATUS HISTORY
User name to add access t IS 1 -6 of & records, Page 1 of 1
ADD HEW COMPONENT
- . Project, ) . Hon- _ _ Access | Status _
User ~  Primary Organization = Role =  Component ID: Title = Budget  Budget ™ Al ~ Maint ~ Maint
Bl AUSTEN NIVERSITY PO Overall Component Mane Haone Edit ¥ ¥
Select Component Type
Pl ALISTEM UNIVERSITY PD/P Entire Application MHaone Hone Edit Y
+ Cverall
e Bl AUSTEN NIVERSITY Project %4%-Core: Pride & Edit Edit Edit M M
Lead Prejudice and the
P Human Pzyche
Lore — 5 =
Pl CEAME ER Project 662-Core: Red Badge None Edit Hone
{Sample Short Name) Lead of Courage and other
Skin Disorders
Pl POE UNIVERSITY Project T05-Core: The Tell-Tale Wiew Edit Hone H H
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Figure 4: User Access Summary Page
2. Select the Add User button at the bottom of the page.
The Add New User page displays.

3. Enter the eRA Commons ID into the Username field of the User Information portion of
the page.

4. Select the Submit button.

The matching User and Primary Organization information populate on the page.
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Figure 5: Add New User Page

5. Select the appropriate access for the Overall Component and/or additional components or the
Entire Application. Access is assigned by selecting one of the options - None, Edit, or View
- from the Budget, Non-Budget, and All drop-down lists for the Overall Component,
specific component, or Entire Application. If you are assigning different access levels for
Budget and Non-Budget information, use the individual drop-down lists for Budget and
Non-Budget; however, when you are assigning the same access level for both Budget and
Non-Budget data, you should use the All selection.

6. Optional: Select the checkbox for Access Maintainer if the user is being granted authority
to provide and control access to other users. The following rules govern the Access
Maintainer privileges:

Manage Access 8 July 18,2014



ASSIST User Guide

e Only an SO/AOR with the Applicant Lead Organization can grant or revoke the
Entire Application Access Maintainer access level. This can only be granted to a PI or
ASST associated with the institution of the SO/AOR.

o Any user holding the Entire Application Access Maintainer access level has the ability
to grant Entire Application Access levels — other than the Entire Application Access
Maintainer level — to any AA, AO, ASST, PL, or SO.

e Only an SO/AOR with the Component Lead Organization can grant or revoke the
Component Access Maintainer level. This can only be granted to a PI or ASST
associated with the institution of the SO/AOR.

o Any user holding the Component Access Maintainer access level has the ability to
grant any Component Access levels — other than Component Access Maintainer — to
any AA, AO, AST, PI, or SO.

7. Optional: Select the checkbox for Entire Application Status Maintainer if the user is being

granted authority to update the status for the entire application.
e Only an SO or AO from the Applicant Lead Organization can grant or revoke the

Status Maintainer access level.

o By default, the Initiator of the application is given access to this level.

« Status Maintainer level includes the ability to update the status of an individual
component (Complete, Final, Abandoned, WIP) as well as the status of the entire
application (All Components Final, Abandoned, Ready for Submission).

« The Status Maintainer privilege for an entire application cannot be granted to an
individual who does not hold the entire application Edit privilege as well (i.e., All
column, option Edit). The checkbox for the Status Maintainer privilege is disabled
until the Edit privilege is added for that individual.

8. Select the Save button to save the changes.

After saving the changes, the User Access Summary page displays. The added user and
corresponding access information are included in the displayed table.

ASSIST automatically sends an email notification to the user assigned the access. The email
notification informs the user of the access levels given, to which application or components of that
application the access applies, and the user who granted the access.

3.3 Modify User Access for an Application or Individual Components

ASSIST users with the appropriate authority may view and modify the access of other users.
Access can be assigned for editing the application or for only viewing it. In addition, users can be
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restricted from (or allowed to) edit budget information on an application. Users can also be granted
authority to maintain access to other users.

To view and modify access for an existing user:

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

Actions o

<— MANAGE ACCESS )

VIEW STATUS HISTORY

ADD OVERALL COMPOMENT

UPDATE SUBMISSION STATUS

Figure 6: Modify Access Button on Actions Pane

The User Access Summary page displays.
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Figure 7: User Access Summary Page

2. The User column displays names as hyperlinks. Select the name of the user whose access is
being modified.

The User Access Detail page displays.

{f'. LS. Department of Health & Human Services =) Home ) Logout ) Help Desk S} Contact Us
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and Hon-budget data, the All select thould be used. The uzer will be ghven the highest level of access asdgned

in the selections made,
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PO/PI Overall Companent Hone - ne = Ed - F

Project 545-Core: Pride & Prejudice and Edit | Edit w! | Edit - r

Lead the Human Psyche
&h2-Core: Red Badge of Courage Mone - - - - -
and other Skin Disorders
T05-Core: The Tell-Tale Heart Mone - - - - -
Disease
295-Core: A Study in Scarlet Hons " - " - r
Fever

Revoke All Accesses

Figure 8: User Access Detail Page

3. Make the appropriate changes by selecting the access for the Overall application, entire
application, and/or additional components. Access is assigned by selecting one of the options
- None, Edit, or View - from the Budget, Non-Budget, and All drop-down lists for the
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Overall Application or specific component.

4. Optional: Select the checkbox for Access Maintainer if you are granting authority to
provide and control access to other users. The following rules govern the Access Maintainer
privileges:

e Only an SO/AOR associated with the Applicant Lead Organization can grant or
revoke the Entire Application Access Maintainer access level. This can only be
granted to a PI or ASST associated with the institution of the SO/AOR.

« Any user holding the Entire Application Access Maintainer access level has the ability
to grant Entire Application Access levels — other than the Entire Application Access
Maintainer level — to any AA, AO, ASST, PI, or SO.

o Only an SO/AOR associated with the Component Lead Organization can grant or
revoke the Component Access Maintainer level. This can only be granted to a PI or
ASST associated with the institution of the SO/AOR.

o Any user holding the Component Access Maintainer access level has the ability to
grant any Component Access levels — other than Component Access Maintainer — to
any AA, AO, AST, PI, or SO.

5. Optional: Select the checkbox for Entire Application Status Maintainer if the user is being
granted authority to update the status for the entire application.

e Only an SO or AO from the Lead Applicant Organization can grant or revoke Status
Maintainer access level.

o By default, the Initiator of the application is given access to this level.

« Status Maintainer level includes the ability to update the status of an individual
component (Complete, Final, Abandoned, WIP) as well as the status of the entire
application (All Components Final, Abandoned, Ready for Submission).

6. Select the Save button to save the changes.

ASSIST automatically sends an email notification to the user whose access has been modified. The
email notification informs the user of the changes made to the access levels, to which application or
components of that application the access applies, and the user who changed the access.

NOTE: Select the View User Access History link on the User Access Detail page to view details
about the access levels granted and revoked for this specific user. Refer to the section of this
document titled User Access History on Page 18 for more information.

Refer to the section of this document titled Revoke Access to an Entire Application or Component
on Page 13 for information on revoking a user's access to the application and components.
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3.4 Revoke Access to an Entire Application or Component

ASSIST users with the appropriate authority may view and modify the access of other users,
including revoking access to components or the entire application.

To revoke access for an existing user:

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

Actions

C wwseacass )

VIEW STATUS HISTORY

ADD OVERALL COMPOMENT

UPDATE SUBMISSION STATUS

Figure 9: Manage Access Button on Actions Pane

The User Access Summary page displays.
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Figure 10: User Access Summary Page

2. The User column displays names as hyperlinks. Select the name of the user whose access is
being revoked.

The User Access Detail page displays.
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Figure 11: User Access Detail Page

3. Revoke access in one of the following manners:

To revoke specific access: Update the Budget, Non-Budget, and/or All access by selecting
None from the corresponding drop-down list and click the Save button to save the changes.

-OR-

To revoke access maintainer: Unselect the checkbox for Access Maintainer to remove this
ability from a user and click the Save button to save the changes.

-OR-
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To revoke status maintainer: Unselect the checkbox for Status Maintainer to remove this
ability from a user. Click the Save button to save the changes.

-OR-

To revoke all set access levels: Select the Revoke All Accesses button. At the confirmation
message Are you sure you want to revoke access to the application from this user? select the
Continue button.

The Status Maintainer privilege for an entire application cannot be granted to an individual
who does not hold the entire application Edit privilege as well (i.e., All column, option
Edit). For this reason, revoking an individual's Edit privilege for the entire application also
removes that individual's Status Maintainer privilege (where applicable).

Users whose access has been revoked receive email notifications informing of the changes. The
email includes the application, the person who revoked the access, and the access level revoked.

IMPORTANT: Some access levels cannot be revoked. The institution-based privileges
automatically granted to SOs and AOs cannot be revoked. The PD/PIs for the application must
have at least Entire Application Viewer access level, and the Project Lead must have at least the
Component (All) Viewer access level.

3.5 User Access History Summary

ASSIST users with the appropriate privileges may view the access history of the entire application,
Overall Application, and additional components. The access history provides details about the
access granted or revoked for an application and its components. This detail includes such
information as the username and organization, the action taken against the account, the access level
granted, the component to which access was granted, username of the person who granted the
access, and the date on which the action occurred. This information displays for each
user/component combination.

To view the application and component access history for all users:

1. Select the Return to Application Info button on the Actions panel to return to the
Application Information page.

2. From the Application Information page, select the Manage Access button from the Action
panel.
The User Access Summary displays details of all users holding access to the application
components.
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Figure 12: User Access Summary

3. Select View Access History link.

The User Access History Summary displays. This page provides a summary of the access
granted and/or revoked to all users for the application. The information on this page

includes:

e User

¢ Primary Organization

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

e Access Level

e Component ID: Title
o Update User

e Date of Event
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Figure 13: User Access History Summary Page
4. Select the View Access Summary link to return to the User Access Summary page.

3.6 User Access History

ASSIST users with the appropriate privileges may view a specific user's access history. The access
history provides details such as the person's name and organization, the action taken against the
account, the access level granted, the component to which access was granted, username of the
person who granted the access, and the date on which the action occurred.

To view the access history for a specific user:

1. Select the Return to Application Info button on the Actions panel to return to the
Application Information page.

2. From the Application Information page, select the Manage Access button from the Actions
panel.
The User Access Summary displays details of all users who have access to the application
and components.
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Figure 14: User Access Summary Page

3. Select the Modify button next to the user whose history you wish to view.

The User Access Detail page displays.
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Figure 15: User Access Detail Page

4. Select the View User Access History link.

The User Access History page displays for the selected user. Information regarding this
user's access is included for the Overall Application and all additional components,
regardless of which was selected from the User Access Summary in the steps above.
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Figure 16: User Access History
The information on this page includes:

e User

e Primary Organization

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

o Component ID: Title

o Update User

o Date of Event

5. To return to the User Access Detail page, select the User Access Detail link or use the
breadcrumbs at the top of the page or Actions on the side of the page to navigate away.
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4 Using ASSIST

To navigate through the application in ASSIST, select any of the buttons in the Actions section,
the links in the Component Type section of the left-side navigation area, or other links located on
the ASSIST pages.

Figure 17: ASSIST Navigation Panel

4.1 Actions

The Actions section of the left-side navigation provides buttons for accessing the features available
for the application or component currently displayed on the page. Some of these buttons remain
regardless of whether the entire application or an individual component is currently being viewed
(e.g., Manage Access). Other buttons are removed or added to this area depending on what is
being viewed at the time. For example, the available buttons featured in Actions when the
Application Information page is displayed differ from those featured when the Core Information
page is displayed, because the actions taken against an entire application differ from those taken
against an individual component (e.g., Update Submission Status vs. Update Component
Status). The available Actions buttons also may change depending on the status of an application
or component.
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4.2 Component Type

The Component Type section of the left-side navigation lists the different component types
included in the application. Components of the same type are grouped together and displayed
under that specific component type heading (e.g., if three different Project components were
initiated, all three are listed under the Project heading). To view all the components of a certain
component type, click the component type heading, which is displayed next to a plus sign (+). To
hide the components, select the component type heading when the minus sign (-) is displayed.

The components are listed with numeric identifiers, not the actual component title names; however
optional component short names (when added to a component) display beneath the numeric
identifier and can aid in keeping track of the different components.

Component Tyvpe

+ Owverall

Figure 18: Component Navigation Pane

4.3 Breadcrumbs

The breadcrumb links at the top of the ASSIST page may be used to navigate back and forth
through pages already visited. The breadcrumbs display a trail indicating how the current page was
accessed. To view any of the prior pages, select the page name link within the breadcrumbs.

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

Figure 19: Online Help Breadcrumbs

4.4 Component Form Tabs

A component is a named, agency-defined collection of data elements that may be repeated within
an application. When the Component Information is accessed for an Overall or individual
component, the included forms for that component are listed across the page in tabs. Each tab
displays the name of the particular form it represents. To navigate among the forms, select the form
tab.
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Summary

RER Cover || Cover Page Other Sites Srfkey Research | Cumulative|| Planned
Supplement| Project Person Plan Inclusion | Enrollment
Infoermation Profile Report Report

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

Figure 20: Component Forms

4.5 Navigational Links

Across the top of every ASSIST page, next to the Logout link, are the links for accessing the
ASSIST Home page (Home), for contacting system support (Contact Us), and for accessing help
desk support information (Help Desk). Select the appropriate link to access this information.

§- U.5. Department of Health & Human Services =) Home ZPContactUs Mg Help Desli ) Logout

/ Application Submission System & Interface
("= for Submission Tracking (ASSIST)

Figure 21: ASSIST Navigation Links

4.6 Online Help

Various sources of help exist for the ASSIST. The Welcome page Resources section contains
links for the Application Guide and the ASSIST User Guide. In addition, the Need Help? icon
launches the ASSIST online help feature in a separate browser window.

Welcome to the Application Submission System
& Interface for Submission Tracking (ASSIST)

% | INTIATE APPLICATION

& HIH Guide for Grants & Contracts

Grants.gov's Find Grant Opportunities

Q] SEARCH FOR APPLICATION

Search Applications
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Figure 22: ASSIST Welcome Page Help Links

The online help feature is also available for specific topics by selecting the ? icon from the various
pages in ASSIST. Selecting the icon from a specific page (rather than from the Welcome page)
opens the online help for that specific topic.

Application Information @ ———

5| Application Information

464

t Title Crime & Punishment and the Effects on Mental
Health

Figure 23: ASSIST Online Help Icon

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

) A Electronic Research Administration
A program of the National Institutes of Health

You are here: Using ASSIST

1f you are having trouble viewing any of the information contained in this help topic, & can also be found in the Aplication Submission
System & Interface for Submission Tracking (ASSIST) User Guide located online at_http://era.nih.gov/files/ASSIST user guide.pdi. Refer to
the User Guide's Table of Contents for your specific topic.

Using ASSIST

To nawvigate through the application in ASSIST, select any of the buttons in the Actions section, the links in the
Select Component Type section of the left-side navigation area, or other links located on the ASSIST pages.

Figure 24: Online Help Table of Contents

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

1. & t Manage Access fron Actions

sctions @ '\

Samples of expanded and collapsed help details.

"

Figure 25: Sample of Online Help Expanded and Collapsed Togglers

D]

The Expand All/Collapse All button located above the breadcrumbs at the top of each help screen
expands (or collapses) all hidden text and images within the current topic.

(@D =

You are here: Manage Access > Add Access for a New User

Figure 26: Online Help Expand All/Collapse All Button

4.7 Manage Attachments

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

http://grants.nih.gov/erants/ElectronicR eceipt/pdf guidelines.htm

Refer to the Application Guide for information on PDF creation:

http://grants.nih.gov/grants/funding/424/SF424 RR Guide General Adobe VerC.pdf#2 3 2
Creating PDFs for Text

http://grants.nih.gov/grants/funding/424/SF424 RR Guide General Adobe VerC.pdf#2 6
Format Specifications for Text

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

4.7.1 Add Attachment

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

{ Add Attachment
e ————"
Add Attachment
‘ Add .n’-'tti':hmunt

Figure 27: Add Attachment Buttons

A pop-up window opens providing the ability to search for the file.

2. Use the Browse button within the pop-up window to search for the PDF file.
3. With the file selected, click the Submit button.

Overall Component

Summary RE&R Cover || Cover Page Cover Other Checklist Sites SriKey Research
1 : Letter Pro
Supplement Project Person Plan
Information Profile

PHS C

C. my documents\Sample2 D Brme‘"D

Cancel

Figure 28: Selecting a File for Attachment

For fields allowing a single attachment, the Add Attachment button on the form field is
replaced by the Replace Attachment, Delete Attachment, and View Attachment buttons.
The attached file name displays within the field.

Fields allowing multiple attachments display the files in a table. Update and View buttons
display for each attached file.

4.7.2 Replace Attachment

File attachments display differently depending on whether the field allows for one attachment or
multiple attachments.

To replace an attachment from a field allowing only one attachment:
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1. From any form field with an added attachment, select the Replace Attachment button.

.
I Replace -ﬁ.ttachrrventl' Delete Attachment
S

Figure 29: Replace Attachment Button

A pop-up window opens providing the ability to search for the file.

2. Use the Browse button within the pop-up window to search for the PDF file.
3. With the file selected, click the Submit button.

The form field displays with the replaced attachment.

To replace an attachment from a field allowing multiple attachments:

. Select the Update button in the Update Attachment column for the specific file.

Add Attachment
Delete
an Update Wi
Attachment File Hame Save Attachment Attachment
[ Update ]

Figure 30: Replace Button for Forms with Multiple Attachments

A pop-up window opens for providing the ability to search for the file.

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

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

The table is updated with the new file.

4.7.3 Delete Attachment

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

multiple attachments.

To delete an attachment from a field allowing only one attachment:
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1. From any form field with an attachment, select the Delete Attachment button.

' Delete Attachment
e

Figure 31: Delete Attachment Button

Replace Attachment View Attachment

A delete confirmation window displays.
2. Confirm the deletion by selecting the Continue button.

To delete an attachment from a field allowing multiple attachments:

1. Click the checkbox in the Delete on Save column for the specific file.

2. Select the Save and release Lock button.

Replace View
Appendix File Hame Attachment Attachment
:

Figure 32: Checkboxes for Deleting from Forms with Multiple Attachments

The attachment is removed from the table.

4.7.4 View Attachment

File attachments display differently depending on whether the field allows for one attachment or
multiple attachments.

1. For fields allowing only one attachment: From any area on a form with an attachment
added, select the View A ttachment button.

Delete Attachment ' View .ﬁtll-:hm:nt

Figure 33: View Attachment Button

-OR-
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From fields allowing multiple attachments: Select the View button in the View Attachment
column for the specific file.

Add Attachment
Delete
an Feplacs Widw
Appendix File Hame Save  Attachment Attachment

O

0 N EED

Figure 34: View Button for Forms with Multiple Attachments
2. Select the Open button to view the attached file or the Save button to save the file locally.

4.8 Application Information

The Application Information page is the ASSIST landing page for the entire application. This page
is the first page seen when selecting a searched application or initiating a new application.

IMPORTANT: You can access Application Information any time by selecting the Return to
Application Info button on the Actions panel.

The Application Information page includes two sections: Application Information and
FOA Information.
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< L5, Department of Health & Human Services w) Home J) Logout ) Help Desk  Z)Contact Us

Application Submission System & Interface
for Submission Tracking (ASSIST)

Application Information

2] Application Information @

Actions

MAHAGE ACCESS

DISPLAY COMPOMENT STATUS

VIEW STATUS HIETORY

ADD HEW COMPOMENT % | Application Information
COPY APPLICATION Application Identifie 754
CHANGE COMPOMNENT ORDER Application Project Title Crime & Punishment and the Effects on Mental
Health
PREVIEW APPLICATION
DOSTOEVSKY, FYODOR
VALIDATE APPLICATION
UHIVERSITY
SUBMIT APPLICATION
057022013 - 09701725
UPDATE SUBMISSION STATUS
202-11-05 03:14:53. 000 PM EST
DELETE APPLICATION
=| FOA Infermation
Component Type FOA Humbe; PA-00-000
MIH Sample Oppertunity Title for Complex Applcations
+ Overall Agency Hational institutes of Health
+ Career-Dev
smpetit [ 08-16-12
+ Research
08/16/2012
+ Training

08/31/2013

Jane Do=

Sample Contact Person
E-mail: JanaDoeDemail.com
Phone: 301-111-1234

Figure 35: Application Information Page

4.8.1 Application Information Section

The Application Information section reflects the information entered during the initiation process
and is read-only.

o Application Identifier
Unique, system-generated number assigned to the application in ASSIST.
o Application Project Title
Title of the application/project as entered by the person who initiated the application.
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o PD/PI Name
Contact PI for the entire application.

o Organization

The lead applicant organization name of the submitting institution.
e Project Period

The start and end dates of the project.
o Status

The current status of the entire application.

Tip: Hover over the status with your mouse for a short description of the status.

o Status Date
The date and time of the last status update.

When an application is in Submitted status, the View Submission Status Details link
displays next to the status. Selecting this link displays the submission details for ASSIST,
Grants.gov, and Agency when available.

4.8.2 FOA Information Section

The FOA Information section displays read-only summary information concerning the funding
opportunity against which the application will be submitted. The following information is
displayed:

e FOA Number

The Funding Opportunity Announcement number.

e Opportunity Title
The name of the announcement.

e Agency
The Agency offering the grant opportunity (e.g., NIH).

4.8.3 Delete the Application

If you are the Signing Official you have access to the Delete Application feature in ASSIST. The
Delete Application feature allows you to permanently delete an entire application in any status.

IMPORTANT: Deleting an application is a permanent action. Once deleted, the application
cannot be accessed, re-instated, or viewed. There is no way to recover a deleted application.
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NOTE: ASSIST also has a Delete Component feature for deleting individual components of an
application. Refer to the topic titled Delete a Component on Page 38 for steps on deleting
individual components.

To delete the entire application:

1. Open the Application Information page of the application you wish to delete.
2. From the Actions panel, select the Delete Application button.

e akion | matioe
sctions @ Application Information @
MAHAGE ACCESS
CISPLAY COMPONENT STATUS
VIEW STATUS HISTORY
ADD NEW COMPONENT % Application Information
COPY APPLICATION
CHANGE COMPOMENT ORDER A t Crime & Punichment and the Effects on Mental
fealth
OSTOEVSKY, FYODOR
VALIDATE APPLICATION
ERSITY
SUBMIT APPLICATION
M22013 - 0%/01 /2015
JPOATE SUBMISSION STATUS
p— 20M12-11-05 03:14:53.000 PM, EST
C DELETE APPLICATION )
=| FOA Information
Component Tyvpe AN PA-00-000
HIH Sampls Opportunity Title for Complex AppBcations
Chrarall A y MHational institutes of Health
+ Career-De
08-16-12
- car
08/ 16/2012
Training
08/31/201
Jane Doe
Sample Contact Persan
E-maifl: Jan cam
Phone: 300-111-1234

Figure 36: Delete Application Button

A confirmation message displays as follows: You are about to delete this application. Once
this application has been deleted you will no longer be able to re-instate or view it. Do you
wish to continue with the delete?
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L\.

Figure 37: First Confirmation for Deleting an Application

3. Select the appropriate action:

Y ou may cancel the action at this point by selecting the Go Back button. If you
choose Go Back, the delete process ends, you return to the summary tab from which
you began, and the following steps are no longer applicable.

_OR-
To continue with the deletion, select the Continue button.

Upon continuing, a second confirmation displays as follows: Selecting Continue will delete
this application permanently.

'E 1 CONTIHUE W
L] ¥ 5,

Figure 38: Second Confirmation for Deleting an Application

4. This warning provides a final means of aborting the deletion. Carefully select the appropriate
action:

To stop the deletion process, select the Go Back button. If you choose Go Back, the delete
process ends, you return to the summary tab from which you began, and the following steps
are no longer applicable.

—OR-
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To confirm the action and permanently delete the application, select the Continue
button. Remember that this action is irreversible. Once the application is deleted, you
cannot re-instate it.

Y ou cannot delete an application if one or more of the forms are locked by yourself or another
ASSIST user. If a form is locked, you will see the following error on your screen after continuing
from the second confirmation screen:

The application cannot be deleted as the following form(s) are currently locked by <User ID> in:
<application ID>: <locked form>

Once you've successfully deleted the application, the ASSIST log in page displays with the
message Application successfully deleted.

4.9 Component Information

The Component Information page is the ASSIST landing page for a specific component. This page
is the first page seen when selecting a component from the Component Type navigation panel.
This page is also displayed when the Summary tab is selected for a component. The Component
Information page includes two sections: Component Information and Application Information.
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-': U5, Department of Health & Human Services =) Home ) Logout @ HelpDesk I)Contact Us

e BANCERITT Y -

st farmation » Comporant Information

—
Actions @ Core
RETURH TO APPLICATICN INFO LCLRCEE  ReR Cover || Cover Page]|  Other Sites Sc/key |[RAR Budget|  RER Research
Supplement .  Project Person Subaward Plan
MAHAGE ACCESS Information Profile Budget

DISPLAY COMPONENT STATUS

VIEW STATUS HISTORY &= Compeonent Information

ADD HEW COMPONENT
Camponent [dentifier S49-Core
LAl E 0 Sample Short Name  [Update Short Hame)

CHANGE COMPONENT ORDER rmponent Tyoe Core

PREVIEW CURRENT COMPOMENT

Pride 8 Prejudice and the Human Psyche

VALIDATE COMPOMENT Component Project Lead|s| AUSTEN, JANE
UPDATE COMPONENT STATUS CRMEEMT Sample Organization
2013-03-29 09:39:17.000 AM EDT

DELETE COMPOMENT

& | Application Information
Component Type
79

+ Cverall FOA Humber: Pa-00-000

t Title Crime & Punishment and the Effects on Mental
Health

PDVPI Hamee: DOSTOEVEKY, FYODOR

nkzation: UHIVERSITY

Date 2002-11-05 03:14:533.000 PM E5T

Figure 39: Component Information Page

4.9.1 Component Information Section

The Component Information section reflects the information entered when the component was
added to the application and is read-only. The information includes the following:
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o Component Identifier
Unique, system-generated number assigned to the component in ASSIST.
o Component Short Name (not for Overall components)
The short name entered at the time the component was added. Select the Update Short
Name link in this field to change the short name for this component.
o Component Type
The type (e.g., Core) selected from the list of component types when the component was
added to the application.
o Component Title
The title given to the component when added to the application.
o Component Project Lead
The component lead(s) as entered on the Sr/Key Person Profile tab for the component.
o Organization
The organization name as added in the R&R Cover tab for the component.
o Status
The current status (e.g., Work in Progress, Complete) for the component.

Tip: Hover over the status with your mouse for a short description of the status.

o Status Date
The date and time of the last status change for the component.

4.9.2 Application Information Section

The Application Information section reflects the information entered during the initiation process
and is read-only.

« Application ID

Unique, system-generated number assigned to the application in ASSIST.
e FOA Number

The Funding Opportunity Announcement number associated with the application.
o Project Title

Title of the application/project as entered by the person who initiated the application.
o PD/PI Name

Contact PI for the entire application.
o Organization

The lead applicant organization name of the submitting institution.
o Status

The current status of the entire application.
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Tip: Hover over the status with your mouse for a short description of the status.

o Status Date
The date and time of the last status update.

4.9.3 Delete a Component

If you are the Signing Official, Administrative Official, or the PI of the lead organization -and/or-
you have Entire Application Editor privilege, you have access to the Delete Component feature in
ASSIST. The Delete Component features allows you to permanently delete individual components
of any status from the application.

IMPORTANT: Deleting components is a permanent action. Once deleted, a component cannot
be accessed, retrieved, or viewed. There is no way to recover the component.

NOTE: ASSIST also has a Delete Application feature for deleting an entire application. Individual
components do not need to be deleted first when deleting the entire application. Refer to the topic
titled Delete the Application on Page 32 for steps on deleting entire applications.

To delete a component:
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Open the Summary tab of the component you wish to delete.
From the Actions panel, select the Delete Component button.

ion v Componsnt Information

CHAMGE COMPOMENT ORDER

PREVIEW CURREHT COMPONENT Cos

UPDATE COMPONENT STATUS

C DELETE COMPONENT )

Component Tyvpe

+ Overall

VALIDATE COMPONENT Compenent Praject Lead|s

& | Application Information

—
Actions @ Core
RETURH TO APPLICATIOH IHFO LR iR Cover || Cover Page Sites Srikey | RER Budget|  RER Research
Supplement Project Person Subaward Plam
MAMAGE ACCESS Infarmation Profile Budget

DISPLAY COMPOMENT STATUS

VIEW STATUS HISTORY =1 3

=) Compeonent Information
ADD HEW COMPONENT _ —
amponant ldentifier: 43-Lore
LE L] Con 1 ar Sample Short Hame Update Short Hame)

Core
Pride & Prejudice and the Human Psyche
AUSTEN, JAME

Sample Organization

2013-03-29 09:39:17.000 AM EDT

759
Pa-00-000

Crime & Punishment and the Effects on Mental
Health

DOSTOEVEKY, FYODOR

UNIVERSITY

2012-11-05 03:14:53.000 PM EST

Figure 40: Delete Component Button

A confirmation message displays as follows: You are about to delete this component. Once
this component has been deleted you will no longer be able to retrieve or view it. Do you

wish to continue with the delete?
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2

‘ Continue ' Go Back

Figure 41: First Confirmation for Deleting a Component

3. Select the appropriate action:

Y ou may cancel the action at this point by selecting the Go Back button. If you
choose Go Back, the delete process ends, you return to the summary tab from which
you began, and the following steps are no longer applicable.

_OR-
To continue with the deletion, select the Continue button.

Upon continuing, a second confirmation displays as follows: Selecting Continue will remove
this component permanently from the application.

!E . CONTIHUE W

Figure 42: Second Confirmation for Deleting a Component

4. This warning provides a final means of aborting the deletion. Carefully select the appropriate
action:

To stop the deletion process, select the Go Back button. If you choose Go Back, the
delete process ends, you return to the summary tab from which you began, and the
following steps are no longer applicable.

—OR-
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To confirm the action and permanently delete the component from the
application, select the Continue button. Remember that this action is
irreversible. Once the component is deleted, you cannot retrieve it.

NOTE: You cannot delete a component if one or more of its forms are locked by yourself or
another ASSIST user. If a form is locked, you will see the following error on your screen after
continuing from the second confirmation screen:

The component cannot be deleted as the following form(s) are currently locked by <User ID> in:
<application ID>: <locked form>

The Application Information screen displays with the message Component successfully deleted.
Y ou will also notice that the component has been removed from the left-side panel of Component
Types.

di- U5, Department of Health & Human Services

/ Application Submission System & Interface :“':nmmfmé
["E for Submission Tracking (ASSIST) o

LN U |

Application Information

actions @ Application Information @

MAMAGE ACCESS me jons (e.g., Pravi

Tip
Application Information link
DESPLAY COMPOMENT STATUS
G_u Component Successfully delated
.

VIEW STATUS HISTORY

ADD HEW COMPOMENT

COPY APPLICATION
icati f i
CHANGE COMBONENT ORDER B i e e e ]

FREVIEW APPLICATION
VALIDATE APPLICATION Application Project Title Crime & Punishment and the Effects on Mental
Health

SUBMIT APPLICATION T T

UPDATE SUBMISSION STATUS

UHIVERSITY

Figure 43: Component Successfully Deleted

When a component is deleted from an application, the Application Status History reflects this
action. The Status in the history show as Abandoned. The Status Comment will indicate that the
component was deleted by displaying the following Component ID: <ID number> Deleted, along
with the name of the ASSIST user who performed the deletion.
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= Wiew Application Status History

Actions @ Application Status History @

RETURN TO APPLICATION INFO

Ad A AGE ACCESS
MAHAGE ACCESS Status Date = Status Status Comment Status Type Update Liser

-

DISPLAY COMPOMENT STATUS AN 15T
( EW STATUS HISTORY _) ( 07 12:00:57 PM
HEW COMPOMEMT

ADD M

Figure 44: Deleted Component in Application Status History

4.9.4 Updating the Component Short Name

The Component Short Name is an optional field which can be entered when a component is
added to an application. The short name provides an alternative means for identifying the
component in case the system-generated component identifier is not known. The short name is
provided as a convenience and is used only in ASSIST. The Component Short Name field also
can be entered for the first time or updated from the Component Information page.

To update the component short name:

1. Access the Component Information page by selecting the Summary tab for the component
or by selecting the component from the Component Type navigational panel.
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VALIDATE COMPOMENT Component Project Lead|s| AUSTEN, JANE
UPDATE COMPONENT STATUS CRMEEMT Sample Organization
2013-03-29 09:39:17.000 AM EDT

DELETE COMPOMENT

& | Application Information
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Date 2002-11-05 03:14:533.000 PM E5T

Figure 45: Component Information Showing Short Name

2. Click the Update Short Name link located in the Component Short Name field.

3. From the Update Short Name pop-up window, enter a new name 20 characters or less. The
name must be unique, not used as the short name of another component on the application.
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Core

= Component Information

[Submit = Cancel”

b Application Information

Component Type

Figure 46: Update Short Name Pop-Up
4. Select the Submit button.

The Component Information updates with the new component short name.

4.10 Application & Component Status
4.10.1 Application Submission Status Workflow

As your multi-project application evolves, its status is updated to reflect the current stage in the
submission process. This may be a manual status update or an automatic update performed by
ASSIST (i.e., system-generated).

The following provides a definition of the various status levels of an application.
Work in Progress: Allows editing of an application

All Components Final: Indicates that all components are in a status of Final (if not
Abandoned); also indicates that the application is ready for the Validate Application process

All Components Validated: System-generated status set when the Validate Application
process runs error-free

Ready for Submission: Manual status which should be set after all internal reviews have
taken place

Submitted: System-generated status set after submitting the application to Grants.gov
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Submission Errors: System-generated status indicating that the validation process returned
errors

Abandoned: Manual status applied to indicate that the application is no longer being
worked on

NOTE: The ability to update an application's status is dependent on the status of its components. If
an application's components are not in the proper status, certain application status updates cannot
be made. Refer to the table in the Update Application Submission Status topic for the valid
conditions for updating the application status.

The figure below provides a general overview of the typical flow of an application from Work in
Progress to Ready for Submission status.

Start at number1)

1. Component Status is 3. Mark Component “Final”

“Work In Progress” Repeat for each ind. Component
2b. Mark Component “Complete”
and bad/trash component

“Abandoned” Rzpeat as necessary

4, Application: Update Submission
Status to “All Components Final”

E =F
rror-Free “All Components Validated”

6. Application status changes to J

‘ 5. Validate entire Application } ‘

Contains |errors 7. Application: Update
Submission Status to “Ready for
| Submission”

5a. Application: Update Submission
Status to “Work In Progress”

6c. Make necessary corrections to
applications and Validate

5b. Change errored Component
Status to “Work In Progress” —_—

Figure 47: Application Submission Status Workflow

4.10.2 Display Component Status

Selecting the Display Component Status button from the Actions panel opens the Status
Summary. This screen displays a status summary of the entire application and its components.

The information on the screen is as follows:
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o Component ID (for individual components only)

o Status
o Next Steps

The Next Steps gives a description of what type(s) of status update can be performed against the
component in its current status.

7]

Actions

RETURN TO APPLICATION INFO
MANAGE ACCESS
DESPLAY COMPOMENT STATUS
WIEW STATUS HISTORY

ADD HEW COMPONENT

we > Search for Appleations » Apr

Application Status @

ts » Application Information » Status Summary

0 To update a status start by selecting the Update Submission Status button in the left column from:
= Anvy form in an Application for the Application

« Component Summary for a Component

Component Type

+ COwverall
+ Career-Dev

+ Research

Status

Waork in Progress
status.

Component Statuses

+ Training

Compenent ID Status
Crarall Work in Progress
B12-Career-Dev Complete
S4b-Ressarch Final

Abandoned

ZE8-Traiming

Hext Step

Update status to All Components Final once all components are in a Final or Abandoned

1-dof 4 records, Page 1of 1

Mext Steps
Wark in progress status may be updated to:
« Complete
= Final
Complete status may be updated to:
= Final

« Work in progress

» Abandon

Final status may be updated to:

« Work in Progress

« Abandon

Abandoned status may be updated to
+ Work in progress

Figure 48: Status Summary Screen

4.10.3 Update Component Status

ASSIST users with the appropriate privilege may update the status of an individual component
when necessary as follows:

Table 1: Valid Component Status Changes

Work in Progress

Complete

Abandoned*

Final
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Table 1: Valid Component Status Changes

*Note: An Overall
component cannot be

abandoned

Final
Complete

Work in Progress
Final Work in Progress
Abandoned Work in Progress

NOTE: In order for an application to be submitted, at least one component of the application must
be marked as Final. All other components must be in Final or Abandoned status.

To update the status of a component:

1.

Select the Return to Application Info button on the Actions panel to return to the

Application Information page.

From the Application Information page expand the Overall or other component type from
the Component Type section of the navigation panel to display the list of components

within the section.
Select a component.

Click the Update Component Status button.

The Update Status window opens.
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-': .5, Department of Health & Human Services

Application Submission System & Interface

Actions @

MANAGE ACCESS
VIEW STATUS HISTORY
ADD HEW COMPOMENT
ADD OPTIOHAL FORM
PREVIEW CURRENT COMPOMENT

UPDATE COMPOMENT STATUS

Select Component Type

+ Cwerall

— Admin-Core
450-Admin-Core

Admin-Core

on » Component Information

RER Budget

Research
Plan

Select the new status SELECT STATUS -- &

Enter a comment on the status of this component or continue
without adding a comment.

an Psyche

s comment [ —Cancel |

Figure 49: Update Status Window for Component Status Changes

5. Select the appropriate status from the Select the new status drop-down list.
6. Complete the status update:

a. Enter a comment in the provided text box.
b. Select the Add comment button.

-OR-

c. Select the link titled or continue without adding a comment to update the status
without entering a comment in the provided text box.

A notification of the change in status is sent to the appropriate individual(s). The application status
is changed to the selected status.

NOTE: When marking a component as Final, ASSIST validates if any senior/key persons with a
bio-sketch exist on another component marked as Final. Only one bio-sketch may exist per
senior/key person on an application. Refer to the section of this document titled Verify Senior/Key
Personnel on Page 192 for information on this topic.
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4.10.4 Component Status History

From the Component Information page, select the View Status History button to display the
Component Status History page.

- U.5. Department of Health & Human Services =) Home ) Logout ) HelpDesk ) ContactUs

E Application Submission System & Interface
£ for Submission Tracking (ASSIST)

»aarch f i L o t ity > A t f stinn » Comporant Information
—
Actions @ Core
R R S peCATICH RED, Ll RaR Cover || Cover Page)  Other Sites Sr/Key | R&RBudget|  RBR Research
Supplement|  Project Person Subaward Plan
MAMAGE ACCESS Information Profile Budget

DISPLAY COMPONENT STATUS

( VIEW STATUS HISTORY _) =] Component Information
ADD HEW COMPONENT

249-Core
COPY APPLICATION -
Sample Short Hame  [Update Short Hame)

CHAHGE COMPONENT ORDER

Core
PREVIEW CURRENT COMPONENT ponent Title Pride B Prejudice and the Human Psyche
VALIDATE COMPONENT ponent Project Lead|s AUSTEN, JAME

€ - P
UPDATE COMPOMENT STATUS sample Organization

2013-03-29 09:3%:17.000 AM EDT
DELETE COMPONENT

&1 Application Information
Component Type
739
+ Owerall FOA Humber P-00-000
. Crime & Punishment and the Effects on Mental

Health
DOSTOEVSKY, FYODOR

UMIVEREITY

2012-11-05 03:14:53.000 PM EST

Figure 50: View Status History Button on Actions Navigation Pane for a Component

The Component Status History page displays the following information for each status change
made to the component:

o Status Date
This is the time and date on which the status of the component was updated. Updates to the
status are performed using the Update Component Status button for the specific

component.
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o Status
This field displays the status of the component.

o Status Comment
This field displays comments regarding the component status update. Comments are optional
when updating the status; therefore, this field may be blank.

o Update User
This field indicates by whom the status was updated. It may display the system name
(ASSIST) or the actual user who updated the application (Last Name, First Name).

1... ULS. Department of Health & Human Services =) Home ) Logout f) Help Desk  Z) Contact Us

Application Submission System & Interface
for Submission Tracking (ASSIST)

setions @ Core Component Status History o

MANAGE ACCESS
1= 3 of 3 records, Page 1 of 1
VIEW STATUS HISTORY Status Date = Status - Status Comment : Update User
20M2-05-06 12:45:31 PM Work in Progress Initial component creation
2012-05-07 1 & PM Complste

2 2-05-0F 123058

ADD HEW COMPOMENT

Final We're finished

Select Component Type

+ Overall

Figure 51: Component Status History Page

4.10.5 Update Application Submission Status

To update the submission status of the application:
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1. Select the Return to Application Info button on the Actions panel to return to the
Application Information page.

2. From the Application Information page select the Update Submission Status button from
the Action list.

The Update Status window opens.

’: U5, Department of Health & Human Services =) Home D Contact Us ) Help Desk ) Logout

Username: 50

/& Application Submission System & Interface
~E for Submission Tracking (ASSIST)

B ¢ Application Inforsmation

from: UNNE

sctions @ Application Information @

MAMAGE ACCESS

VIEW STATUS HEETORY

ADD HEW COMPONENT

Select the new status l--‘SELECT STATUS - |»

PREVIEW APPLICATION

o an b - o bR i -
VALIDATE APPLICATION Enter a comment on the status of this submission or centnue
Qther Skin

without adding a commeant.

SUBMIT APPLICATION

UPDATE SUBMISSION STATUS

Select Component Type
+ Overall
+ Admin-Core Add comment

Figure 52: Update Status Window for Submission Status Changes

3. Select the appropriate status from the Select the new status drop-down list.

4. Complete the status update:
a. Enter a comment in the provided text box.

b. Select the Add comment button.
-OR-

c. Select the link titled or continue without adding a comment to update the status
without entering a comment in the provided text box.
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A notification of the change in status is sent to the appropriate individual(s). The application status
is changed to the selected status.

The normal flow of status changes for a submitted application is as follows:

Work in Progress >> All Components Final >> All Components Validated >> Ready for
Submission >> Submitted

The table below lists the valid application status changes and conditions.

Table 2: Valid Application Status Changes

At least one
component,
including the
Overall, must be
marked as Final,

Work in Progress All Components Final
All  components
must be marked as
either Final or
Abandoned

Work in Progress Abandoned

All Components Final Work in Progress

All Components Final Abandoned

This status is set by
ASSIST once an
application in All
Components Final
status passes
validations.

All Components Final All Components Validated

All Components Validated Ready for Submission

All Components Validated Work in Progress

All Components Validated

Abandoned

Ready for Submission

Work in Progress
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Table 2: Valid Application Status Changes

Ready for Submission Abandoned
Agency status is
Submitted Work in Progress Pending Verificatio-
n or Refused
Submission Errors Work in Progress
Abandoned Work in Progress

Refer to the section of this document titled Update Component Status on Page 46 for information
on updating the status of individual components.

4.10.6 View Application Status History

From the Application Information page select the View Status History button to display the
Application Status History page.

IMPORTANT: You can access Application Information any time by selecting the Return to
Application Info button on the Actions panel.
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< U5, Department of Health & Human Services =) Home 3) Logout ) HelpDesk Z)Contact Us

Application Submission System & Interface
for Submission Tracking (ASSIST)

ty » Application Infor mation

»

Actions @ Application Information @

MAMAGE ACCESS

from this screen. The

DISPLAY COMPONENT STATUS

C VIEW STATUS HISTORY )

ADD MEW COMPOMENT »_| Applicatiun Information
COPY APPLICATION Joolcation ldantifier: 755
CHANGE COMPONENT ORDER Application Project Title Crime & Punishment and the Effects on Mental
Health
PREVIEW APPLICATION
PD/PI Ham DOSTOEVSKY, FYODOR
VALIDATE APPLICATION
anization: UHIVERSITY
SUBMIT APPLICATION
Project Perod: 09/02/2013 - 09/01/2015
UPDATE SUBMISSION STATUS
2012-11-05 03:14:53.000 PM EST
DELETE APPLICATION
[=] FOA Information
Component Type FOA Humbser: B 00-000
ortunity Tithe HIH Sample Opportunity Title for Complex Applications
+ Owerall Agency: Hational Institutes of Health
+ Core
08-18-12
dpportunity Open Date 081672012
rtunity Close Date: 08/31/2013
act Jane Doe

Sampls Contact Persen
E-mail: JaneDos@email.com
Phone: 301-111-1234

Figure 53: View Status History Button on Actions Navigation Pane for the Application

The Application Status History page displays the following information for each status change to
the application:

o Status Date
This is the time and date on which the status of the application was updated. Updates to the
status are performed using the Update Component Status button for the specific
component.
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o Status
This field displays the status of the application. Depending on the type of status update, this
field may display the submission status, Grants.gov processing status, or Agency status.
o Status Comment
This field displays comments regarding the status update. Depending on the type of status
update, this field may display the comments entered upon submission or Grants.gov error
details when applicable.
o Status Type
This field displays the type of status update performed -ASSIST, Grants.gov, or Agency.
o Update User
This field indicates by whom the status was updated. It may display the system name
(ASSIST) or the actual user who updated the application (Last Name, First Name).

- U5, Department of Health & Human Services ':I' Home j._l Contack Us {'_J Help Doeslc :3 Logout

E Application Submission System & Interface
(" for Submission Tracking (ASSIST)

- b A " T » £ f Eion » View Application Seatul History
—

o Application Status History o

Actions

MAMAGE ACCESS

VIEW STATUS HIETORY

ADD MNEW COMPONENT 1.4 of 4 records. Page 1 of 1
4 of 4 records, Page 1 0

PREVIEW APPLICATION Status Date L] Status Status Comment Status Type Update User

= — 2012-10-02 12:51:45 PM All Components Final Submission Joyee, James
VALIDATE APPLICATION Siat

SUBMIT APPLICATION 2012-10-02 12:52:07 PM All Components Validated Validated with No Errors  Submissic Jewg
LA -
UPDATE SUBMISSION STATUS 2012-10-02 12:52:24 PM  Ready for Submission .E.'!‘." ission  Joyce, James
2012-10-02 12:53:12 PM  Submitted Submitted to Grants.gov  Submission  Joyce, James
with Tracki Hum: Stat
GRANTOD 12

Select Component Tvpe

+ Cwerall

+ Core

Figure 54: Application Status History Page

4.11 Copy Application

If you are the Signing Official or Administrative Official of the lead organization and/or hold the
Entire Application Editor privilege, you have access to the Copy Application feature in ASSIST.
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The Copy Application screen is used to copy the components and data from the application
currently opened in ASSIST to another application for a requested FOA. The feature allows you to
copy the application's structure and data to be used for another application. The feature copies over
the Overall component, component identifiers, any existing component short names, assigned
access levels, and data (not including attachments).

When you copy an application in ASSIST, you are granted Entire Application Editor privileges for
the new application. The submission status of the new application is set to Work in Progress, as is
the component status of all included components.

IMPORTANT: The forms used in a copied application may not match the forms used for the
FOA of the new application. In these cases, ASSIST will perform a best-effort match in which
the system will copy fields within the form(s) that have matching names in the new form. Fields
that do not exist in the new form will not be copied from the copied application.

NOTE: Submission date, certification, and Authorized Representative signature from submitted
applications are never copied over to new applications. Application and component history also are
not copied.

1. Use ASSIST to search for and open the application you are copying.

2. Select the Copy Application button on the Actions panel.

MAMAGE ACCESS
CISPLAY COMPOMENT STATUS
EW STATUS HISTORY

ADD OVERALL COMPOMENT

( COPY APPLICATION )

DELETE APPLICATION

Component Type

Figure 55: Copy Application Button

The Copy Application screen opens.
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3. Enter the FOA for the new application into the Copy to Funding Opportunity
Announcement # field and select the Go button.

» Copy Application

Copy Application @

RETURHN TO APPLICATION INFO

MANAGE ACCESS

DISPLAY COMPOMENT STATUS

VIEW STATUS HISTORY

DO MEW COMPOMENT

COPY APPLICATION

CHANGE COMPOMNENT ORDER

Component Type

Trainiling

Figure 56: Copy Application Screen with FOA Prompt

Before copying the application, ASSIST performs certain validations against the

entered FOA, including checks to determine if the FOA is valid and is for a multi-project
award. Error messages will appear if these validations do not meet business and system
rules.

After validating the FOA, the screen displays the components in the current application that
can be copied to the new application. This information includes:

o Copy from Component

The unique identifier and short name (if existing) of the components in the copied
application.

e Project Title

The project title of the components in the copied application.
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o Status

The status of the components in the copied application. Although this provides you
the status of the components in the copied application, remember that the components
in the new application will have a status of Work in Progress.

e Project Lead

Individual responsible for the scientific and technical direction of the component
project in the as indicated in the copied application.

o Copy to Component options

A drop-down list of component types available in the new application based on the
indicated FOA of the new application. It is possible to copy a component of a specific
type in the original application to a different component type in the new application.

IMPORTANT: You must copy the Overall component and it must be copied to
the Overall component of the new application. For this reason, the Copy To
Component Type field for the Overall component is not editable.

Not all FOASs require or allow the same component types. When copying an application,
ASSIST determines which component types are allowed in the FOA you provided for the
new application. The options available in the Copy to Component Type drop-down list
reflect this.

4. Select an option from the Copy to Component Type drop-down list for all components
being copied to the new application and click the Copy Selected Components button.

NOTE: The default value of this field is Do Not Copy. Any components left with a value of
Do Not Copy will not be copied to the new application. The Overall component will always
be copied to the new application's Overall component.

Using ASSIST 58 July 18,2014



ASSIST User Guide

7]

Actions
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Figure 57: Components Selected to be Copied

A confirmation message displays as a pop-up box. Please make sure you thoroughly
understand the warning before continuing.

The copy feature will do a best effort copy of form field data. Data loss is possible when
copying from one announcement to another due to potential form differences. Application
attachments will not be retained. Be sure to carefully check the new copy of the application

for completeness.

3

m
m
e

1
m

(R

Figure 58: Copy Application Confirmation Message

5. Select the OK button to confirm the copy. Selecting Cancel will return you to the Copy
Application screen without completing the copy.
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6. After confirming the copy, another pop-up box prompts you to choose which application
you wold like to display in ASSIST. The following prompt displays: Please select OK to
remain in the current application. To open the new application, select Continue.

A\

“ox | Continue

Figure 59: Navigation Prompt for Viewing New Application or Current One
Select the OK button to remain in the original application.
—OR-—

Select the Continue button to display the newly created application.
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5 Prepare an Application

The process for preparing an application include the following:

Initiate the application

Add Overall component and enter data

Add additional components and enter data

Manage access
Prepare applications for submission

S o e

Search for the application

5.1 Initiate an Application

Prior to initiating an application using ASSIST, applicants must identify a Funding Opportunity
Announcement (FOA) to which they would like to apply. FOAs are posted in the NIH Guide for
Grants & Contracts and in Grants.govFind Grant Opportunities link, each of which has robust
search capabilities. The FOA text indicates whether ASSIST can be used to apply to that
opportunity. The FOA number (e.g., PA-12-987) is required to initiate an application.

Anyone with an eRA Commons ID and one of the following roles can initiate an application:

o Administrative Official (AO)
Signing Official (SO)
Principal Investigator (PI)

o Assistant Role (ASST)

e Account Administrator (AA)

To initiate the application:

1. Log into the ASSIST system.

2. From the Welcome page, enter the FOA in the Funding Opportunity Announcement #
field.

3. Select the Go button.

The Initiation Application page displays.
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1. Fill in the required fields:

a.

C.

d.

Enter a title for the application in the Application Project Title field.

NOTE: This populates the Descriptive Title of Applicant's Project field on
the SF424 RR Cover of the Overall component. The maximum number of
characters for the Application Project Title is 200.

After initiating your application, you can update your project title by editing the
Descriptive Title of Applicant's Project field.

Make a selection from the drop-down menu Lead Application Organization
Name.

NOTE: The list reflects the organizations affiliated with the user's

eRA Commons ID. Selecting the appropriate organization populates the Lead
Applicant Organization fields and the appropriate fields in the SF424

RR section of the Overall component.

Review the Lead Applicant Organization Address.

Review the Lead Applicant Organization DUNS number.

IMPORTANT: Once the DUNS is entered and saved on this form, it cannot
be edited later, on this or on other forms. Take care to verify that the DUNS
number in this field is correct and edit if necessary.

4. Select the Initiate Application button to continue.

NOTE: Selecting the Cancel button at any time cancels the initiation. A warning message, Are
you sure you want to cancel, confirms the action. Select Continue to cancel the initiation or Go
Back to return to the Initiate Application page.

The Application Information page displays as read-only with the status of the application as Work
in Progress. The informational message Application saved appears at the top of the page.

After initiating the application the user has the ability to access:

Manage Access

Add Overall Component

Prepare an Application 62 July 18,2014



ASSIST User Guide

=
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Application Submission System & Interface
for Submission Tracking (ASSIST)

2 Contact Us ) Help Desk ) Logout
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Initiate Application for FOA #: PA-00-000 @
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Choose Organization

Initate Application

Figure 60: Initiate the Application
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6 Search for an Application

Applications initiated in ASSIST are saved online and are accessible by multiple users who have
been given access to the application. In order for a previously initiated application to be accessed, a
search for that application must be performed on the Search for Application page. Only those users
granted permission to view or edit the application can locate it via the search function.

eRA Commons users with the Signing Official (SO) role can search and find any application
within their own organization.

To search for an application:

1. Log into the ASSIST system.

2. From the welcome page, select the Search Applications button.

S Contact Us @) Help Desk 7Y Lagout

di- U5 Department of Health & Human Services

/ Application Submission System & Interface }"wmmfr: 5
{ rom: LR

["¥ for Submission Tracking (ASSIST)

Welcome to the Application Submission System
Welcome SO_JOYCE & Interface for Submission Tracking (ASSIST) @) Need Help?

Resources

L | INTIATE APPLICAT ION

& NIH Guide for Grants & Contracts

Grants.gov's Find Grant Opportunities. Eack

Q]  SEARCH FOR APPLICATION

Figure 61: Search Applications Button

3. Enter any combination of optional search criteria on the Search for Applications page to
locate the application.

Search for an Application 64 July 18,2014



ASSIST User Guide

Application Identifier

This is the unique identifier for an application in ASSIST.

Application Project Title

A partial title is acceptable. ASSIST searches for key words in the title name.
Agency

Select a choice from the drop-down list.

PD/PI First Name
PD/PI Middle Name
PD/PI Last Name

PD/PI name fields (First, Middle, and Last) can be used for any PD/PI in the complex
application. When a search is conducted on a PD/PI name, ASSIST returns matching
applications in which the PD/PI is a key person with the PD/PI role on the Overall
component or exists on the SF424 R&R section under the PD/PI Contact
Information Name.

Lead Applicant Organization

This is the name of the institution that has submitted - or will be submitting - the
complex application. When searching by this field, ASSIST returns applications in

which the organization is the lead organization on the Overall component.

Submission Status

This is the status for the electronic grant submission. Users can search on more than

one status by selecting multiple options from the list while using the Ctrl key.

The Hide Abandoned Applications? checkbox is selected by default and can be
unchecked to include Abandoned status applications in search the results when no

specific submission status is selected.
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Submission Status; Work in Progre Hide Abandoned Applications? |
A Components Validated
Ready for Submission

L

Figure 62: Submission Status Search Criteria Field

o Submission Date (from and to)

When searching by submission date ranges, enter a date or select a date from the
calendar.

o Project Start Date

This is the date when the project is scheduled to begin. Enter a date or select it from
the calendar.

e Project End Date

This is the date when the project is scheduled to be completed. Enter a date or select it
from the calendar.

When entering search parameters, it is important to note that all parameters are case
insensitive and punctuation is ignored.

Entering search parameters is an optional step. When a search is performed without search
parameters entered, ASSIST returns all applications for which the user has the privileges to
access. If the number of records found exceeds the allowable limit, an error message
displays. In this instance, use the parameters to narrow the search.

4. Select the Search button to display the closest matched applications.
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» hearch for Applications

—

- . : @
Welcome SO_JOYCE Search for Applications ¥

—

Application |dentifier:

Application Project Title: The Red Badge of Courage and Other Skin Disarders

Figure 63: Search Button on the Search for Applications Page

Depending on the search parameters entered, multiple matching records may be found.
These results can be sorted, by selecting the arrow in the appropriate column heading.

NOTE: Selecting the Clear button at any time will clear the fields.

5. From the results listed on the Search for Application Results page, click the Select button in
the Action column next to the appropriate application.
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_&f U5, Department of Health & Human Services

Application Submission System & Interface
for Submission Tracking (ASSIST)

=) Home ) contact Us ) Help Desk. ©) Logout
Cearch for Application Resuits
Search for Application Results
One item found,
Application, Application Project Lead Applicant | Submission Submissio Project Project
ldentifier Title Agency POVPI Mame ~  Organization ~ Status - n Date Start Date = End Date ~ Action
759 The Red Badge of HIH CRANE, STEPHEN  UNIVERSITY Work in Progre 10/31/2012  10/31/2018
Courage and Other
Skin Disorders
Figure 64: Search for Applications Results Page & Select Button
The Application Information page displays for the selected application.
Refer to the section of this document titled Prepare an Application on Page 61 for details on
completing an application.
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7 Adding Components

Depending on the opportunity being applied for, a number of other component types (e.g., Admin
Core, Project, Core) may exist with predefined data collection requirements set by the agency.
These other components can be added to the application using ASSIST.

Refer to the Application Guide for more information on components.

http://grants.nih.gov/grants/funding/424/SF424 RR Guide General Adobe VerC.pdf#2 5
Forms for an Application to

7.1 Overall Component

The Overall component provides overview information for the application. The Overall component
describes the entire application and explains how each of the additional components fit together. It
is a special component type with a single occurrence in every complex application. The PD/PI and
multi-PD/PIs for the entire application are captured in the Overall component. It is the only
component that includes full SF424 R&R cover data collection. It does not include a budget.

The Overall component must be added first before additional components can be added. Adding
the Overall component also adds its corresponding forms (e.g., Cover Page, Checklist).

If additional components are available, they can be added using the Add New Component button
in the Actions section. Refer to the section of this document titled Other Components on Page 98.

IMPORTANT: The figures provided in these topics serve as examples only. They may not
reflect what you see in your own applications and may not always represent valid data.

If you have specific questions about the forms available for your application, please refer to the
Application Guide.

7.1.1 Add Overall Component

The Overall component must be the first component added to an application. The data provided in
the Overall component should reflect the entire application.

To add an Overall component:

1. Select the Return to Application Info button on the Actions panel to return to the
Application Information page.

2. From the Application Information page, select the Add Overall Component button in the
Actions panel.
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MAMAGE ACCESS

VIEW STATUS HISTORY

UPDATE SUBMISSION STATUS

Figure 65: Add Overall Component Button in Actions Pane

The Add Overall Component page displays the Project Information, L.ead Applicant
Organization, and Contact Project Director/Principal Investigator sections.

3. Indicate the Application Type by selecting one of the following radio buttons:
e New
o Resubmission
e Renewal
o Continuation (not used by NIH)

e Revision

4. Enter the Project Start Date (or select from the calendar tool).

5. Enter the Project End Date (or select from the calendar tool).

6. Review the Application Project Title provided at the time of the application initiation. Edit
as needed.

7. The Lead Applicant Organization cannot be changed after it is provided in the initiation of
the application.

8. Within the Contact Project Director/Principal Investigator section, enter the Username
and select the Populate Name from Username button if the eRA Commons username is
known.

-OR-
Enter the First Name and Last Name of the Contact PD/PI.

9. Select the Save button to add the overall component to the application and to display the
forms associated with the Overall component.

NOTE: Selecting the Cancel button cancels the action without saving any information.
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di- 1.5, Department of Health & Human Services =) Home S)ContactUs @ HelpDesk ) Logout

E Application Submission System & Interface Usernama:
£ for Submission Tracking (ASSIST)

from: LIN

» Add Crverall Comporsnt

Add Overall Component @

Actions @
MAMAGE ACCESS Adfter initiation, the Lead Application Organizabon Name and Lead Application Organizabion DUNS cannot be changed

VIEW STATUS HISTORY

ADD OVERALL COMPONENT

Project Information
Select Component Type

788
@ Hew (O Resubmission () Renewal O Continuation O Revision
17012012 TR
1o /2m7 =]
The Red Badge of Coursge and Other
kin Dizorders
Lead Applicant Organization
UNVERSITY
12345678
Contact Project Director/Principal Investigator
Pl Crane Populate Hame from Username
Stephen
" Concel |

Figure 66: Add Overall Component Page

The Component Information page for the Overall component displays the Component
Information (as well as Application Information) as read-only with the status of the component
as Work in Progress. Tabs across the top of the page provide access to the applicable component
forms.

After adding the Overall component, you may perform the actions displayed under the Actions
column, depending on your access level. Most likely, you can select one of the following:

Update Overall Component Forms
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Manage Access

Add New Component

Add Optional Form

7.1.2 Edit Overall Component Forms

The forms of the Overall component may be edited when the component status is Work in
Progress. The following lists the basic steps for navigating and enabling forms for editing. Before
starting to enter data on a form, the user should be prepared to enter data marked with an asterisk
(*). These data elements are required to save the form.

To edit component forms:

1. Select the Return to Application Info button on the Actions panel to return to the
Application Information page.

2. From the Application Information page expand the Overall component from the
Component Type section.

3. Select the Overall component.
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7]

Actions
MANAGE ACCESS
DISPLAY COMPOMENT STATUS
VIEW STATUS HISTORY
ADD NEW COMPOMENT
COPY APPLICATION
CHAMGE COMPONENT ORDER
PREVIEW APPLICATION
VALIDATE APPLICATION
SUBMIT APPLICATION

UPDATE SUBMISSION STATUS

CELETE APPLICATION

Component Type

+ Admin-Core

Figure 67: Select Component Type

The Component Information page displays for the Overall component.
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L5, Department of Health & Human Services

=) Home S)ContactUs ) Help Desk T) Logout

Actions o

RETURM TO APPLICATION INFO
MAHAGE ACCESS
CASPLAY COMPOMNENT STATUS
VIEW STATUS HISTORY

ADD HEW COMPONENT

=

ADD OPTIOHAL FORM

COPY APPLICATION

CHANGE COMPOMENT ORLER

PREVIEW CURRENT COMPONENT

VALIDATE COMPOMENT

UPDATE COMPOMNENT STATUS

Component Type

- Overall

Orverall

+ Admin-Core

Overall Component

* Companent Infor mation

RBR Cover | Cover Page Dthar Shtes Srikey Rewsarch
Supplement  Praject Parash Flam
Infor mathon Profile
Component Information
omponent ldentifis Overall

Status Date:

Owverall Component

The Red Badge of Courage and Other Skin
Dizorders

CRANME, STEPHEM

UNIVERSITY

2012-10-25 09:52:21.000 AM EOT

759
PA-00-000

Crime & Punishment and the Effects on Mental
Health

DOSTOEVEKY, FYODOR

UNIVERSITY

2012-10-23 01:35:15,000 PM EOT

Figure 68: Component Information Page for Overall Component

4. Select the tab for the appropriate form.

RER Cover | Cover Page Other Sites Srikey Research
Supplement| Project Person Plan
Infermation Profile
Figure 69: Overall Component Form Tabs
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10.

Select the Edit button at the top of the form to open the fields for editing. Selecting this
button reserves the form, enables it for editing, and prevents others from editing it
simultaneously.

For forms with grouped sections, all editable data fields are expanded by default, as shown
by the selected Expand All checkbox. Unselect the checkbox to collapse the fields on the
form.

NOTE: Individual fields can be expanded (when applicable) by selecting the down arrow
on the right side of the field and collapsed by selecting the up arrow.

Complete the forms as necessary, paying attention to the validation warnings. These
validations exist to ensure that the proper and required information is entered correctly. Refer
to the section of this document titled Form and Field Level Validations on Page 172 for
more information.

For assistance with the information required on the forms, please refer to the Application
Guide.

http://grants.nih.gov/grants/funding/424/SF424 RR Guide General Adobe VerC.pdf#4
Completing the SF424 Research

Refer to the section of this document titled Overall Component on Page 69 for help with
ASSIST (e.g., navigating the forms, entering data into form fields, etc.).

. Select one of the save options at the bottom of the form to save the data:

a. To save the information and keep the form open for further editing, select the Save
and Keep Lock button.

b. To save the information and close the form, select the Save and Release Lock button.

c. For multi-page forms only: To save the data on the current page of the form and to
display a new page for entry, select the Save and Add button. The Save and Add
button is not available on all forms.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button
on the confirmation - returns the form to read-only and does not save any of the entered
information onto the form.

Navigate to and complete the other forms by selecting the corresponding tabs and following
the same steps.

When unsaved data exists: When navigating from tab to tab without saving the data, a
warning message displays as follows:
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Exiting without saving will result in losing the data entered. Do you wish to save before
exiting?

Return to the form to save the data.

a. Select the Go Back button to return to the unsaved form.
b. Select the button for a save option at the bottom of the form.
c. Navigate to the next form again.

-OR-
Continue to next form without saving.

a. Select the Continue button to move to the selected form without saving the changes
entered onto the current form.

b. Complete the new form as appropriate.
c. Repeat steps for navigating to other forms.

For security reasons, ASSIST employs a session time-out feature which logs you out of

ASSIST when the system determines that there has been no activity for a specific amount of time.
Before doing so, ASSIST displays a warning message indicating the remaining amount of time
until the automatic logout occurs. To prevent the automatic time-out, select the Continue Working
button from the warning screen.

7.1.3 SF424 R&R Cover for Overall Component
For assistance with the information required on the forms, please refer to the Application Guide.

http://grants.nih.gov/grants/funding/424/SF424 RR Guide General Adobe VerC.pdf#4 2
Cover Form

For guidance on completing the form in the ASSIST system, refer to the steps below:
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1. Select the Edit button to enable the form for editing.

- U.S. Department of Health & Human Senvices =) Home ) Logout ) HelpDesk ) Contact Us

Application Submission System & Interface Username: 50_JOVLE
o P . L. o from: UNINERSITY
for Submission Tracking (ASSIST)

Actions o

MANAGE ACCESS

VIEW STATUS HISTORY

ADD HEW COMPOMENT Surmimanry Cover Page Dthar fitea Sr ey Reusarch
Supplerent PrDiﬁ:F Person Flan
PREVIEW CURRENT FORM R Epie

WVALIDATE COMPONENT

Application for Federal Assistance
SF 424 (R&R) v2.0 9@

Select Component Tvpe @

_ R

+ Research 1. * TYPE OF SUBMISSIOM -

Figure 70: Edit Button on R&R Cover for Overall Component

2. Complete the required fields for each section. Required fields are marked with asterisks (*).

Some information, including the organization details in the Applicant Information section
and the fields within the Project Director/Principal Investigator Contact Information
section, is carried over from the application initiation. These fields are disabled for editing
and are read-only.

The Descriptive Title of Applicant's Project is also carried over from the Application
Project Title provided on the Initiate Application page; however, this field may be edited if
necessary.

3. To save the entered information, select the Save and Keep button to keep the form open for
further editing -or- select the Save and Release Lock button to close the form after saving.
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NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button

on the confirmation - returns the form to read-only and does not save any of the entered
information onto the form.

7.1.4 PHS 398 Cover Page Supplement for Overall Component
For assistance with the information required on the forms, please refer to the Application Guide.

http://grants.nih.gov/grants/funding/424/SF424 RR Guide General Adobe VerC.pdf#5 3
Cover Page Supplement Form

For guidance on completing the form in the ASSIST system, refer to the steps below:

1. Select the Edit button to enable the form for editing.

- 1.5, Department of Health & Human Strdces =) Home ) Logout ) HelpDesk Z)Contact Us

= Application Submission System & Interface Usernama: S0_MYCE

from: UNIVERSITY

x

for Submission Tracking (ASSIST)

\ i li N h}
ey > g " & ¥ Aot f Tl » Componest. Information
Actions @ Overall Component
MAMAGE ACCESS It is recommended that you fill out the RER Cover form before starting the Cover Page Sugplement so that the Applicant
Organizalion Contact data are forwarded populated here. The following data are required to save this form: 2. Human
VIEW STATUS HISTORY Subjects: Chnical Trial?, Applicant Organization Contact: First Name, Last Nama, Title, Phone Number, Doas the
oposed ct imvolve human embryonic stem cells?
ADD NEW COMPONENT POpOEGE ey
PREVIEW CLURRENT FORM Summary  RER Cover f"""" Fage [N Sies Srikey Research
Supplemant R RRERN Parion Plan
VALIDATE COMPONENT Irdor mation Profile
PHS 398 Cover Page Supplement
Select Component Type PH5398 CoverPageSupplement v2.0

= Overall @
Overall
1. Project Director/Principal Investigator

+ Ressarch

The PD/P Information on the PHS 298 Cover Page Supplement is populated from Project Director/Principal

Figure 71: Edit Button on Cover Page Supplement for Overall Component

2. Complete the required fields for each section. Required fields are marked with asterisks (*).
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Some information, including the Project Director/Principal Investigator section and the
contact name within the Applicant Organization Contact section, is carried over from the
application initiation. These fields are disabled for editing and are read-only.

3. To save the entered information, select the Save and Keep button to keep the form open for
further editing -or- select the Save and Release Lock button to close the form after saving.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button
on the confirmation - returns the form to read-only and does not save any of the entered
information onto the form.

7.1.5 Research & Related Other Project Information for Overall
Component

For assistance with the information required on the forms, please refer to the Application Guide.

http://grants.nih.gov/grants/funding/424/SF424 RR Guide General Adobe VerC.pdf#4 4
Other Project Information

For guidance on completing the form in the ASSIST system, refer to the steps below:

1. Select the Edit button to enable the form for editing.

§~ U3, Department of Health & Human Services =) Home ) Logout ) HelpDesk Z)Contact Us

from: UNINERSITY

A= Application Submission System & Interface Username: S0_JOYCE
z

for Submission Tracking (ASSIST)

@ Overall Component

MANAGE ACCESS Al aditable fields marked with ' must be entered in order to Save this form. Please gather these data bofore beginning
r data entr
VIEW STATUS HISTORY

ADD HEW COMPONENT Summary || BER Cower | Cower Page 5 Sites Sr Wy Basearch
Supgemert - Favson Flan
Profile

PREVIEW CURRENT FORM

VALIDATE COMPOMENT
Research & Related Other Project Information

R&R OtherProjectinfo v1.3 L

Select Component Type @
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Figure 72: Edit Button on Other Project Information for Overall Component

2. Complete the required fields for each section. Required fields are marked with asterisks (*).

3. To save the entered information, select the Save and Keep button to keep the form open for
further editing -or- select the Save and Release Lock button to close the form after saving.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button
on the confirmation - returns the form to read-only and does not save any of the entered
information onto the form.

7.1.6 Overall Component Sites
For assistance with the information required on the forms, please refer to the Application Guide.

http://grants.nih.gov/grants/funding/424/SF424 RR Guide General Adobe VerC.pdf#4 3
Project Performance Site

For guidance on completing the form in the ASSIST system, refer to the steps below.
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7.1.6.1 Primary Performance Site

1. Select the Edit button in the Primary Performance Site section of the page.

& e
._‘lf. U5, Department of Health & Human Services

/&= Application Submission System & Interface by
% for Submission Tracking (ASSIST) -

j—

. @ Overall Component

Actions
MANAGE ACCESS
VIEW STATUS HISTORY sl L Frenbivr il " Peey i —"
Infoor aticn Profile
ADD HEW COMPONENT
PREVIEW CURRENT FORM
Primary Performance Site @
Select Component Type
Organization Name DUNS Address Action

m Project/Performance 5ite Location(s)

+ Admin-Core . .
Mo items found.

Entry #  Organization Name DUNS Address Action

Hothing found to display.

Figure 73: Primary Performance Site Edit Button (Overall Component)
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The Project Performance Site Primary Location section opens for editing.

a

.f‘.(l’. LLS. Department of Health & Human Scrvices

=) Home o) Legout ) HelpDesk =) Contact Us

/&= Application Submission System & Interface
% for Submission Tracking (ASSIST)

Actions @

MANAGE ACCESS
VIEW STATUS HISTORY
ADD HEW COMPONENT

PREVIEW CURRENT FORM

YALIDATE COMPOMENT

Select Component Type

= Owverall
Owverall

+ Core

Overall Component

All editable fialds marked with ™ must be entered in order to Save this form. Please gather these data before beginning
sour data a-lr;-

Y
Summary | RER Cover | Cover Page Other Srilary Ressarch
Supplement  Froject Person Flan
Information Profile

Projéct/Performance Site Locations Summsry

Project/Performance Site Location(s)

PerformanceSite v2.0

| | am submitting an application as an indkddual, and not on behalf of & company, state, local or tribal gevernment,

academia, or other type of grganization

Project Performance Site Primary Location

Paopulate from this component

- Select State - hi

Country UMITED STATES M

Save and Release Lock

Save and Keep Lock

Save and Add il Cancel and Release Lock

Figure 74: Project Performance Site Primary Location Fields
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2. Optional: Select the Populate from this component's R&R Cover button to populate the
fields with the Applicant Information entry from the component's R&R Cover.
3. Complete the required fields and any other appropriate information. Required fields are
marked with asterisks (*).
4. Select one of the save options at the bottom of the form to save the data:
a. To save the information and keep the form open for further editing, select the Save
and Keep button.
b. To save the information and close the form, select the Save and Release Lock button.
c. To save the data on the current page of the form and to display a new page for entry,
select the Save and Add button.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button
on the confirmation - returns the form to read-only and does not save any of the entered
information onto the form.

The Edit and View buttons can be used to edit or view the added Primary Performance Site
information.

7.1.6.2 Project/Performance Site Location(s)

1. Select the Add Site button in the Project/Performance Site Location(s) section to add
additional sites.
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.{:?. LLS. Department of Mealth & Human Services '-a' Hoeme gcantau:t U5 ﬂ Heip Desk :) Logout

A= Application Submission System & Interface
for Submission Tracking (ASSIST)

j—
. @ Overall Component
Actions
MANAGE ACCESS
VIEW STATUS HISTORY S R e Lemmreenasll  prcoct " e || “ren
Information Profile
ADD HEW COMPONENT

PREVIEW CURRENT FORM

Primary Performance Site @
Select Component Type

Organization Mame DUMS Address Ac tion

B
m Project/Performance 5Site Location(s) @

+ Admin-Core

Ho items found.

Entry #  Organization Hame DUMS Address Action

Hothing found to display.

Figure 75: Project/Performance Site Location(s) Add Site Button (Overall Component)

The Project Performance Site Location section opens for editing.

Adding Components 84 July 18,2014



ASSIST User Guide

;'_",h U5, Department of Health & Human Services =) Home I) Logout ) HelpDesk Z)Contact Us

/&= Application Submission System & Interface
% for Submission Tracking (ASSIST)

| —
. Overall Component
Actions @ I
MAHAGE ACCESS All editable fields marked with ™ must be entered in order to Save this form. Please gather these data before beginning
your data entry
VIEW STATUS HISTORY
ADD HEW COMPOHENT Summary | RER Cover | Cover Page Other “ Srifey Rasearch
supplemaent ?F'Ilj'H.'ll Fc-rw?n Flan
PREVIEW CURRENT FORM bty Lt
VALIDATE COMPONENT Prajéct/Parformance Site Locations Summary
Project/Performance Site Location(s)
Select Component Ty : 2 -
P ¥pe Performance5ite v2.0
= Owerall Edit
Owverall
+ Core ) .
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academia, or other type of grganization

Project Performance Site Location 1

Populate from this component's R&ER Cover

== Select State -

UHITED STATES

Save and Keep Lock Save and Release Lock save and Add [l Cancel and Release Lock

Figure 76: Project Performance Site Location Fields

2. Optional: Select the Populate from this component's R&R Cover button to populate the
fields with the Application Information entry from the component's R&R Cover.
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3. Enter the required fields and any other appropriate information.
4. Select one of the save options at the bottom of the form to save the data:
a. To save the information and keep the form open for further editing, select the Save
and Keep button.
b. To save the information and close the form, select the Save and Release Lock button.
c. To save the data on the current page of the form and to display a new page for entry,
select the Save and Add button.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button on the
confirmation - returns the form to read-only and does not save any of the entered information onto
the form.

The Edit, Remove, and View buttons can be used to edit, remove, or view a
Project/Performance Site Location.

- U5 Department of Health & Human Services =P Home D contact s §) Heip Desk 2 Logout

E Application Submission System & Interface Userisined d
k o & & 5 . rom: UMDY
£ for Submission Tracking (ASSIST)

» Component Information

@ Overall Component

Actions

MAMAGE ACCESS

ety Summary | RER Cover | Cover Page Other Sy Rasearch

VIEW STATUS HISTORY Supplement Project Person Flan
Iinfor mation Profile

ADD NEW COMPOMENT

PREVIEW CURRENT FORM

Primary Performance Site @

Select Component Type
Organization Hame DUHS Address Acton

fample Primary Site Location 52 Memory Lane m m
‘ = Owerall Derrvlle, M) 07834
| UNITED STATES

Project/Performance Site Location(s) | _dd Site ]

Entry # (Organization Hame DM Address Action
Dermdlle, M) 07834
LINITED STATES

Figure 77: Project/Performance Site Locations Summary for Overall Component

7.1.7 Senior/Key Person Profile for Overall Component

For assistance with the information required on the forms, please refer to the Application Guide.
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http://grants.nih.gov/grants/funding/424/SF424 RR Guide General Adobe VerC.pdf#4 5
Senior Key Person Profile

For guidance on completing the form in the ASSIST system, refer to the steps below.
7.1.7.1 Profile - Project Director/Principal Investigator

The Project Director/Principal Investigator information is carried over from the details entered
during the application initiation. Depending on the privileges assigned to you, this information can
be edited and/or viewed.

To view the information, select the View button in the Action column for the PD/PI entry in the
PROFILE-Project Director/Principal Investigator section of the page.

di- U.5. Department of Health & Human Services

Application Submission System & Interface Usernama: SO
for Submission Tracking (ASSIST)

from: UNNVER:

) Overall Component

Actions

MANAGE ACCESS
Summary | RER Cover | Cover Page Other Sites

VIEW STATUS HISTORY Supplement  Froject
Iinfor mation

ADD HEW COMPOMENT

PREVIEW CURRENT FORM

PROFILE - Project Director/Principal Investigator @

Select Component Type
PD/PI Hame Project Fole Action

Stephen Crane PO/P

Figure 78: Project Director/Principal Investigator View Button

To edit the information, perform the following steps:
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1. Select the Edit button in the Action column for the PD/PI entry.

1'.' LL5. Department of Health & Human Services =P Home D Contact Us ) Heip Desk 3D Logout

Application Submission System & Interface
for Submission Tracking (ASSIST)

@ Overall Component

Actions
MANAGE ACCESS

Research
Plan

Summary | RER Cover | Cover Page Other Sites
Supplemant  Project
Information

VIEW STATUS HISTORY

ADD HEW COMPONENT

PREVIEW CURRENT FORM

PROFILE - Project Director/Principal Investigator @

Select Component Type
PD/PI Hame Project Rols Action

Stephen Crane PO/PY @

Figure 79: Project Director/Principal Investigator Edit Button

The Research & Related Senior/Key Person Profile (Expanded) section displays for the
PD/PI.

2. Update the appropriate fields. When adding a PD/PI, use one of the following methods:
a. Select a name from the Add Sr/Key from other component drop-down list to
choose a person from another component and select the Add button.
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Sumimary | RAR Cowver || Cover Page Othar Sitas Rértaarch
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---- (hoose a Person ---- ¥
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Fopulate fields from Credentials
William Shakespeare

Harper Las

TEDTET

Crang

-~ Select Suffix --- %

UNNERSITY

Figure 80: Add Sr/Key From Other Component for PD/PI Profile
_OR-

b. Enter the Commons ID of a person into the Credential field and select the Populate
fields from Credentials button to populate the information based on the Commons

nEy Summary | RER Cover | Cover Page Othar Shtes = Retearch
PREVIEW CURRENT FORM Supel nt|  Praject Pars Plas
Infor mathon Frofile
VALIDATE COMPONENT
Sr/Key Parson Summary

Select Component Type Research & Related Senior/Key Person Profile (Expanded)
R&R Key Person Expanded v2.0
— Overall

Overall Edit

+ Admin-Core

+ Project PROFILE - Project Director/Principal Investigator
dd Srikey from other === Choose a Person ---- |% m
Credential, &.g., agency logir Q-_'_ rane Populate fields from Credentials
Prefix - Select Prefix --- M|
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Figure 81: Populate Fields from Credentials Button for PD/PI Profile
-OR-

c. Manually enter the first name, last name, address, and phone number information for

the person.
3. Select one of the save options at the bottom of the form to save the data:

a. To save the information and keep the form open for further editing, select the Save
and Keep Lock button.

b. To save the information and close the form, select the Save and Release Lock button.

c. To save the data on the current page of the form and to display a new page for entry,
select the Save and Add button.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button
on the confirmation - returns the form to read-only and does not save any of the entered
information onto the form.

7.1.7.2 Profile - Senior/Key Person(s)

Depending on the privileges assigned to you, actions are available for viewing, adding, editing,
and/or removing senior/key persons on a project.

Adding Senior/Key Person

1. Select the Add Sr/Key button from the PROFILE - Senior/Key Person(s) section of the
page.
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’: .5, Department of Health & Human Scrvices
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» Comparant |nfarmation
| —
. @ Overall Component
Actions
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i Summary | RER Cover | Cover Page  Other Sites Sr/¥ey FRasarch
VIEW STATUS HISTORY Sorplarmact] Froject Perian =
Infod mation Profile
ADD MEW COMPONENT
FREVIEW CURRENT FORM
PROFILE - Project Director/Principal Investigator @
Select Component Type
POVP Hame Project Role Action
Staphen Crane PDVPI m
— COwerall
Overall PROFILE - Senior/Key Person(s) @
+ Admin-Core Ho items found,
Entry # SriKey Person Project Role Acton
Hothing found to display

Figure 82: Add Sr/Key Button

The Research & Related Senior/Key Person Profile (Expanded) section displays for the
new Senior/Key Person.

2. Enter the person information using one of the following methods:
a. Select a name from the Add Sr/Key from other component drop-down list to

choose a person from another component and select the Add button.
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Summary || RER Cover | Cover Page Orther Sites :"rh_'{ Rsaarch
Supplement  Project P'_’J.‘.I"‘ Flan
Informaticn !

S Key Person Summary

Research & Related Senior/Key Person Profile (Expanded)
R&R Key Person Expanded v2.0

PROFILE - Senior/Key Person 1

Fopulate fields from Credentalk

Select Suffic -- [

Figure 83: Add Sr/Key from Other Component for Senior/Key Person Profile

-OR-

b. Enter the eRA Commons ID of a person into the Credential field and select the
Populate fields from Credentials button to populate the information based on the

eRA Commons ID.
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Summary | RER Cover Cowver Page Other Sites 3¢y Research
T Peruon

Supplement  Project = Flan
trifior ration Profile

Research & Related Senior/Key Person Profile (Expanded)

......

PROFILE - Senicr/Key Person 1

Figure 84: Populate Fields from Credential Button for Senior/Key Person Profile
-OR-

c. Manually enter the first name, last name, address, and phone number information for
the person.
3. Select a role for the person from the Project Role drop-down list.
4. Complete any of the relevant optional fields.
5. Select one of the save options at the bottom of the form to save the data:
a. To save the information and keep the form open for further editing, select the Save
and Keep Lock button.
b. To save the information and close the form, select the Save and Release Lock button.
c. To save the data on the current page of the form and to display a new page for entry,
select the Save and Add button.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button
on the confirmation - returns the form to read-only and does not save any of the entered
information onto the form.

The entered person displays on the Sr/Key Person Summary.
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Figure 85: Sr/Key Person Summary for Overall Component
Viewing & Editing Senior/Key Person(s)

Select the View button to view the details of the person entry.

Adding Components 94 July 18,2014



ASSIST User Guide

._'g{,_ L5, Department of Health & Human Services

/A= Application Submission System & Interface
= for Submission Tracking (ASSIST)

& » Search for AppHcations ¥ Applization Tearch Resuits » Application Infor mation » Compontst Infermation

® Overall Component

Actions

MAHAGE ACCESS

Surmman RER C L« P Oithas it Rasearch
VIEW STATUS HISTORY . T e rptemet] Project o s
Inf oo Particn

ADD NEW COMPONENT

PREVIEW CURRENT FORM

PROFILE - Project Director/Principal Investigator @
Select Component Type

PD/PI Hame Project Hole Action
Stephen Crang PIVPI m
— Owerall
Overall PROFILE - Senior/Key Person(s) WL
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Figure 86: Senior/Key Person View Button

To edit the person entry, perform the following steps:

1. Select the Edit button for the person entry.
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Figure 87: Senior/Key Person Edit Button

2. Enter the appropriate fields.
3. Select one of the save options at the bottom of the form to save the data:
a. To save the information and keep the form open for further editing, select the Save
and Keep Lock button.
b. To save the information and close the form, select the Save and Release Lock button.
To save the data on the current page of the form and to display a new page for entry,
select the Save and Add button.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button
on the confirmation - returns the form to read-only and does not save any of the entered
information onto the form.

Removing Senior/Key Person(s)

To remove a senior/key person:
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1. Select the Remove button for the person entry.

_-'-\l,’_ L5, Department of Health & Human Services '.) Home ; Contact Us FJ Help Desk :J Logout

E Application Submission System & Interface
% for Submission Tracking (ASSIST)

") Overall Component
Actions
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VIEW STATUS HISTORY S | ol o |
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ADD HEW COMPOMENT

PREVIEW CURRENT FORM

PROFILE - Project Director/Principal Investigator @

Select Component Type
PO/P] Hame Project Role Action

= Owverall

Overall PROFILE - Senior/Key Person(s)
+ Core

Entry & Srikey Person Project Role i
1 William Shakespears Co-Inmvestigator

stanhen Crang PDIPI Edit J View |

One item found.

Figure 88: Senior/Key Person Remove Button

A pop-up window displays confirming the deletion.

2. Select the Continue button to confirm the removal of the senior/key person entry (selecting
Go Back returns the Sr/Key Person Summary without removing the entry).

The Sr/Key Person Summary updates with the selected person removed from the PROFILE -
Sr/Key Person(s) list.

7.1.8 PHS398 Research Plan for Overall Component
For assistance with the information required on the forms, please refer to the Application Guide.

http://grants.nih.gov/grants/funding/424/SF424 RR Guide General Adobe VerC.pdf#5 5
PHS 398 Research Plan Form

For guidance on completing the form in the ASSIST system, refer to the steps below.
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1. Select the Edit button to enable the form for editing.

- U.5 Department of Health & Human Services

E Application Submission System & Interface Usernama: §
= for Submission Tracking (ASSIST)

from: UNNE

» Component. Information

Actions @ Overall Component

MANAGE ACCESS Sumemary | RER Cover || Cover Page Othar Shtes Srikey lﬂ:‘""
Supplement| Project Parsca il
VIEW STATUS HISTORY Indfor mathan Frofile

ADD MEW COMPOMENT
PHS 398 Research Plan
PREVIEW CURRENT FORM e ~ .
PHS398 Research Plan v2.0 o
VALIDATE COMPONENT

Edit

Select Component Type 1. Research Plan Attachments:

= Owerall
Orerall

Figure 89: Edit Button on Research Plan Form for Overall Component

2. Add the appropriate Research Plan Attachments. Required fields are marked with an
asterisk (*).

3. To save the entered information, select the Save and Keep button to keep the form open for
further editing -or- select the Save and Release Lock button to close the form after saving.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button
on the confirmation - returns the form to read-only and does not save any of the entered
information onto the form.

7.2 Other Components

Multiple-project opportunities often require additional component types with pre-defined data
collection requirements. Examples of these additional components include Admin Core, Core,
Project, Construction, Career Development, and Training. The component types required for a
multiple-project application differ depending on the Funding Opportunity Announcement (FOA).

The required component types for the FOA can be selected from ASSIST and added to the
application. ASSIST only allows the required component types specific to the opportunity to be
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added to the application. Adding a component also adds its corresponding forms (e.g., Cover Page,
Checklist).

Please refer to the FOA for details on the application and component type requirements.

7.2.1 Add Additional Component Types
The additional component types available in ASSIST will vary by opportunity.

Users should add components for a specific component type in the order in which they should
appear within the final application image used by the agency for funding consideration.

NOTE: The order of component types cannot be rearranged once they are added to the
application.

To add additional component types:

1. Select the Return to Application Info button on the Actions panel to return to the
Application Information page.

2. From the Application Information page or the Component Information page, select the Add
New Component button in the Actions panel.

(e

Figure 90: Add New Component Button on the Actions Pane

The Add Component page displays.

3. Select a Component Type from the drop-down list.

NOTE: Only component types available for the application's FOA display in the drop-down
list.

4. Enter a Component Start Date or select one from the calendar tool. This field defaults to
the project start date entered on the Overall component.

5. Enter a Component End Date or select one from the calendar tool. This field defaults to the
project end date entered on the Overall component.
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6. Enter a Component Project Title

7. Optional: Enter a Component Short Name (up to 20 characters) to help identify the
component. This is not a required field.

Component short names -when existing- appear on the Component Information page as well
as under the component identifier on the left-side Component Type navigation panel.
Component short names must be unique to the project and can be updated from the
Component Information page. Component short names are available only for your
convenience in ASSIST and do not carry over to Grants.gov at the time of submission.

Component Type

+ Owverall

Figure 91: Component Short Name

8. Select the Save button to add the component to the application and display the forms
associated with the component type selected.

NOTE: Selecting the Cancel button cancels the action without saving any information.
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Figure 92: Add Component Page

The Component Information page displays the Component Information (as well as Application
Information) as read-only with the status of the component as Work in Progress. Tabs across the
top of the page provide access to the applicable component forms.

Tip: Check the Funding Opportunity Announcement text for component-specific instructions for
preparing additional components.

After adding the component you have the ability to access:

Update Component Forms

Manage Access

Add New Component

View Status History

Add Optional Form

Preview Current Component

Update Component Status
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7.2.2 Edit Additional Component Type Forms

The forms of the component may be edited when the status is Work in Progress. The following
lists the basic steps for navigating and enabling forms for editing.

To edit component forms:

1. Select the Return to Application Info button on the Actions panel to return to the
Application Information page.

2. From the Application Information page expand the appropriate component from the
Component Type section.

3. Expand the component type to display the components.

4. Select the appropriate component.
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Actions @

MANAGE ACCESS
DISPLAY COMPOMNENT STATUS
VIEW STATUS HISTORY
ADD HEW COMPOHNENT
COPY APPLICATION
CHANGE COMPONENT ORDER
PREVIEW APPLICATION
VALIDATE APPLICATION
SUBMIT APPLICATION

UPDATE SUBMISSION STATUS

DELETE APPLICATION

Component Tyvpe

+ Owerall

Figure 93: Select Component Type Navigation Pane

The Component Information page displays for the selected component.
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1.5, Department of Health & Human Services

Application Submission System & Interface
for Submission Tracking (ASSIST)

7]

Actions

RETURH TO APPLICATION INFO
MAMAGE ACCESS
DISPLAY COMPONENT STATUS
VIEW STATUS HIETORY
ADD NEW COMPONENT
COPY APPLICATION
CHANGE COMPOMENT ORDER
PREVIEW CURRENT COMPONENT
VALIDATE COMPONENT

UPDATE COMPONENT STATUS

DELETE COMPOMENT

Component Type

+ Overall

Summary

(=

5

=) Home J) Logout ) Help Desk

2) Contact Us

st ¥ st formation » Comaarant Information
RER Cower | Cover Page Other Sites Srikey RER Budget RE&R Research
Supplement .  Project Person Subaward Plan
Information Profile Budget
Compeonent Information
ponent [dentifier S49-Core

Sample Short Mame  [Update Short Hame|
Core

Pride & Prejudice and the Human p‘w: ke
AUSTEN, JANE

Sample Organization

2013-03-29 09:39:17.000 AM EDT

78
P4-00-000

Crime & Punishment and the Effects on Mental
Health

DOSTOEVEKY, FYODOR
UNHIVERSITY

2002-11-05 03:14:533.000 PM E5T

Figure 94: Component Information Page

5. Select the tab for the appropriate form.
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10.
11.

Select the Edit button at the top of the form to open the fields for editing. Selecting this
button reserves the form, enables it for editing, and prevents others from editing it
simultaneously.

For forms with grouped sections, all editable data fields are expanded by default as shown
by the selected Expand All checkbox. Unselect the checkbox to collapse the fields on the
form.

NOTE: Individual fields can be expanded (when applicable) by selecting the down arrow
on the right side of the field and collapsed by selecting the up arrow.

Complete the forms as necessary, paying attention to the validation warnings. These
validations exist to ensure that the proper and required information is entered correctly. Refer
to the section of this document titled Form and Field Level Validations on Page 172 for
more information.

For assistance with the information required on the forms, please refer to the Application
Guide.

http://grants.nih.gov/grants/funding/424/SF424 RR Guide General Adobe VerC.pdf#4
Completing the SF424 Research

For system help with entering data into form fields, refer to the specific form help topic
located in Overall Component Forms and/or Other Components section of the online help or
User Guide.

Select one of the save options at the bottom of the form to save the data:
a. To save the information and keep the form open for further editing, select the Save
and Keep Lock button.
b. To save the information and close the form, select the Save and Release Lock button
c. For multi-page forms only: To save the data on the current page of the form and to
display a new page for entry, select the Save and Add button. The Save and Add
button is not available on all forms.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button
on the confirmation - returns the form to read-only and does not save any of the entered
information onto the form.

Navigate to the other forms by selecting the corresponding tabs.
When unsaved data exists: When navigating from tab to tab without saving the data, a
warning message displays as follows:
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Exiting without saving will result in losing the data entered. Do you wish to save before
exiting?

Return to the form to save the data.

a. Select the Go Back button to return to the unsaved form.
b. Select the button for a save option at the bottom of the form.
c. Navigate to the next form again.

-OR-
Continue to next form without saving.

a. Select the Continue button to move to the selected form without saving the changes
entered onto the current form.

b. Complete the new form as appropriate.
c. Repeat steps for navigating to other forms.

For security reasons, ASSIST employs a session time-out feature which logs you out of

ASSIST when the system determines that there has been no activity for a specific amount of time.
Before doing so, ASSIST displays a warning message indicating the remaining amount of time
until the automatic logout occurs. To prevent the automatic time-out, select the Continue Working
button from the warning screen.

7.2.3 SF424 Form Cover for Other Components
For assistance with the information required on the forms, please refer to the Application Guide.

http://grants.nih.gov/grants/funding/424/SF424 RR Guide General Adobe VerC.pdf#4 2
Cover Form

For guidance on completing the form in the ASSIST system, refer to the steps below:
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1. Select the Edit button to enable the form for editing.

A U5, Department of Health & Human Services =) Home ) Logout ) HelpDesk ) Contact Us
E Application Submission System & Interface Useriiia S0
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J—
Actions @
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VIEW STATUS HISTORY
ADD HEW COMPOMENT summary [l Cover Page  Other Sites Se/Mey | RGR Budget| Research |Cumulative] Planned
Supplemaent T‘rejﬂ._l. P-rrs-Pn Plan Inclusion | Encollment
PREVIEW CURRENT FORM AL s e || L
VALIDATE COMPOMNENT
Application for Federal Assistance
— SF 424 (R&R) v1.0 D
Select Component Type @
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Figure 95: Edit Button on RR Cover Form for Components

2. Complete the required fields for each section. Required fields are marked with asterisks (*).

Tip: You can use the Populate from Overall component's R&R cover button to auto-
populate the fields in Section 5 with information entered on the Overall component
R&R Cover form.

3. To save the entered information, select the Save and Keep button to keep the form open for
further editing -or- select the Save and Release Lock button to close the form after saving.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button
on the confirmation - returns the form to read-only and does not save any of the entered
information onto the form.

7.2.4 Component PHS 398 Cover Page Supplement

For assistance with the information required on the forms, please refer to the Application Guide.
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http://grants.nih.gov/grants/funding/424/SF424 RR Guide General Adobe VerC.pdf#5 3
Cover Page Supplement Form

For guidance on completing the form in the ASSIST system, refer to the steps below:

1. Select the Edit button to enable the form for editing.
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VIEW STATUS HISTORY Subjects: Clinical Trial?; Applicant Organization Contact: First Name, Last Name_ Title, Phone Number; Does the

sed project involve human embryonic stem cells?
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S — MT EOR .
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+ Owerall @

= Research .
1. Praject Director/Principal Investigator
D60-Research

Figure 96: Edit Button on Cover Page Supplement for Components

2. Complete the required fields for each section. Required fields are marked with asterisks (*).

Some information, including the Project Director/Principal Investigator section and the
contact name within the Applicant Organization Contact section, is carried over from the
application initiation. These fields are disabled for editing and are read-only.

3. To save the entered information, select the Save and Keep button to keep the form open for
further editing -or- select the Save and Release Lock button to close the form after saving.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button
on the confirmation - returns the form to read-only and does not save any of the entered
information onto the form.
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7.2.5 Component Research & Related Other Project Information
For assistance with the information required on the forms, please refer to the Application Guide.

http://grants.nih.gov/grants/funding/424/SF424 RR Guide General Adobe VerC.pdf#4 4
Other Project Information

For guidance on completing the form in the ASSIST system, refer to the steps below:

1. Select the Edit button to enable the form for editing.
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Figure 97: Edit Button on Other Project Information Form for Components

2. Complete the required fields for each section. Required fields are marked with asterisks (*).

3. To save the entered information, select the Save and Keep button to keep the form open for
further editing -or- select the Save and Release Lock button to close the form after saving.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button
on the confirmation - returns the form to read-only and does not save any of the entered
information onto the form.

7.2.6 Component Sites

For assistance with the information required on the forms, please refer to the Application Guide.
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http://grants.nih.gov/grants/funding/424/SF424 RR Guide General Adobe VerC.pdf#4 3
Project Performance Site

For guidance on completing the form in the ASSIST system, refer to the steps below.
7.2.6.1 Primary Performance Site

1. Select the Edit button in the Primary Performance Site section of the page.

.:il.’. LS. Department of Health & Human Services =) Hgme contact Us @ Help Desk 2D Logout

e —
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Haothing found to display.

Figure 98: Primary Performance Site Edit Button (Components)
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The Project Performance Site Primary Location section opens for editing.
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Figure 99: Project Performance Site Primary Location Fields (Components)
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2. Optional: Select the Populate from this component's R&R Cover button to populate the
fields with the Application Information entry from the component's R&R Cover.
3. Complete the required fields and any other appropriate information. Required fields are
marked with asterisks (*).
4. Select one of the save options at the bottom of the form to save the data:
a. To save the information and keep the form open for further editing, select the Save
and Keep Lock options.
b. To save the information and close the form, select the Save and Release Lock button.
c. To save the data on the current page of the form and to display a new page for entry,
select the Save and Add button.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button
on the confirmation - returns the form to read-only and does not save any of the entered
information onto the form.

The Edit and View buttons can be used to edit or view the Primary Performance Site information.
7.2.6.2 Project/Performance Site Location(s)

1. Select the Add Site button in the Project/Performance Site Location(s) section to add
additional sites.
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Figure 100: Project/Performance Site Location(s) Add Site Button (Components)

The Project Performance Site Location section opens for editing.
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Figure 101: Project Performance Site Location Fields (Components)

2. Optional: Select the Populate from this component's R&R Cover button to populate the

fields with the Application Information entry from the component's R&R Cover.
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3. Enter the required fields and any other appropriate information.
4. Select one of the save options at the bottom of the form to save the data:
a. To save the information and keep the form open for further editing, select the Save
and Keep Lock button.
b. To save the information and close the form, select the Save and Release Lock button.
To save the data on the current page of the form and to display a new page for entry,
select the Save and Add button.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button on the
confirmation - returns the form to read-only and does not save any of the entered information onto
the form.

The Edit, Remove, and View buttons can be used to edit, remove, or view a Project/Performance
Site Location.

: .5, Department of Health & Human Services

E Application Submission System & Interface

for Submission Tracking (ASSIST)

| —
. Project
Actions o ‘]
MAMAGE ACCESS
VIEW STATUS HISTORY .
Summary RER Cover | Cover Page Other Sites Srikey RER Budget Research
ADD HEW COMPOHENT $upp|rm¢nl Project Person Plan
Information Profile
PREVIEW CURREMT FORM
VALIDATE COMPOMNENT
Primary Performance 5ite @
Select Component Type Organization Hame DUHS Address Acton
52 Mamory Lane mm
e Derville, NJ DO000TE 34
Ll INITED STATES
+ Admin-Core
Project/Performance Site Location(s)
= Praject
One item found.
a1-Project Entry #  Organization Hame DUNS Address Action
Dernville, HJ 000007834
UHITED STATES

Figure 102: Project/Performance Site Locations Summary (Components)
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7.2.7 Senior/Key Person Profile for Other Components
For assistance with the information required on the forms, please refer to the Application Guide.

http://grants.nih.gov/grants/funding/424/SF424 RR Guide General Adobe VerC.pdf#4 5
Senior Key Person Profile

For guidance on completing the form in the ASSIST system, refer to the steps below.
7.2.7.1 Profile - Project Lead

When available, the PROFILE - Project Lead information is carried over from the details entered
while adding the component. Depending on the privileges assigned, this information can be edited
and/or viewed.

To view the information, select the View button in the Action column for the Project Lead entry in
the PROFILE-Project Lead section of the page.

- U5 Department of Health & Human Services

, Application Submission System & Interface
£ for Submission Tracking (ASSIST)

m \ i A 11
. For A - - - s 3 Component. Information
 —
: Project
Actions o ]
MANAGE ACCESS
WIEW STATUS HISTORY
Summary | RE&R Cover | Cover Page Other Sites E"fﬁﬁr RER Budget| Ressarch
ADD NEW COMPONENT Supplement|  Project o Plan
Information Profile
PREVIEW CURREMT FORM
VALIDATE COMPONENT
PROFILE - Project Lead @
Select Component Type Praject Lead Hame Project Role Acton
=+ Owarall

Figure 103: Project Lead View Button

To edit the information, perform the following steps:

Adding Components 116 July 18,2014



ASSIST User Guide

1. Select the Edit button in the Action column for the Project Lead entry.

6. LS, Department of Health & Human Services

, Application Submission System & Interface
£ for Submission Tracking (ASSIST)

) Project

Actions
MAMAGE ACCESS

VIEW STATUS HISTORY

Summary RE&R Cover || Cover Pape

ADD HEW COMPONENT Supplement

WL e

Other
Project

Information

Sites

PREVIEW CURRENT FORM

VALIDATE COMPONENT

Sy
Person
Profile

Research
l.an

RER Budget

PROFILE - Project Lead @

Select Component Type Project Lead Hame

=+ Owarall

Project Role AcHon

Figure 104: Project Lead Edit Button

The Research and Related Senior/Key Person Profile (Expanded) section displays for

the Project Lead.

2. Update the appropriate fields.

3. Select one of the save options at the bottom of the form to save the data:
a. To save the information and keep the form open for further editing, select the Save

and Keep Lock button.

b. To save the information and close the form, select the Save and Release Lock button.

c. To save the data on the current page of the form and to display a new page for entry,

select the Save and Add button.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button
on the confirmation - returns the form to read-only and does not save any of the entered

information onto the form.

7.2.7.2 Profile - Senior/Key Person(s)

Depending on the privileges assigned, actions are available for viewing, adding, editing, and/or

removing senior/key persons on a project.
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Adding Senior/Key Person

To add a Senior/Key Person:

1. Select the Add Sr/Key button from the PROFILE - Senior/Key Person(s) section of the

page.

_-‘( LLS, Department of Health & Human Services

_ Application Submission System & Interface
~ £ for Submission Tracking (ASSIST)

=) Home

2]

Actions
MANAGE ACCESS
WIEW STATUS HISTORY
ADD HEW COMPOMENT
PREVIEW CURREMT FORM

VALIDATE COMPORENT

Select Component Type

+ Overall

+ Admin-Core

— Project
£21-Project Entry #

{othing found to display.

atron * Compornt Information

contact Us ) Help Deskt ) Logout

Project
. Sy
Summary | RE&R Cover 55:;:;::1;: p?tc‘l_l-;rt Sites P‘?_rrs_?n RER Budget Rc;ld::r\ch
Information Profile
PROFILE - Project Lead @
Project Lead Hame Project Role Action
Edit ] View |
PROFILE - Senior/Key Person(s) (SEEELS]
Ho items found
Srikey Person Project Rols Acton

Figure 105: Add Sr/Key Button

The Research & Related Senior/Key Person Profile (Expanded) section displays for the

new Senior/Key Person.

2. Enter the person information using one of the following methods:

a. Select a name from the Add Sr/Key from other component drop-down list to
choose a person from another component.
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Summary | RER Cover | Cover Page Other Sites g‘r"{""!" RER Budget | Research
Supplement |  Project pE_".‘:‘;'" Plan
Information rofile
SriKey Person Summary

Research & Related Senior/Key Person Profile (Expanded)

Rk Key Ferson Expanded v1..

PROFILE - Senior/Key Person 1

Populate fields from Credentials

Figure 106: Populate Fields from Credentials Button for Senior/Key Person (Components)
-OR-

b. Enter the Commons ID of a person into the Credential field and select the Populate

fields from Credentials button to populate the information based on the Commons
ID.
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Summary R&R Cover | Cover Page Other Sites é"‘rb" RER Budpget  Research
Supplement|  Project pe?.‘i‘“ Plan
Infarmatian rofie

Research & Related Senior/Key Person Profile (Expanded)

PROFILE - Senior/Key Person 1

C'_ HAKESPEARE Populate fields from Er'eden

Figure 107: Populate Fields from Credentials Button for Senior/Key Person (Components)
-OR-

c. Manually enter the first name, last name, address, and phone number information for
the person.
3. Select a role for the person from the Project Role drop-down list.
4. Complete any of the relevant optional fields.
5. Select one of the save options at the bottom of the form to save the data:
a. To save the information and keep the form open for further editing, select the Save
and Keep Lock button.
b. To save the information and close the form, select the Save and Release Lock button.
c. To save the data on the current page of the form and to display a new page for entry,
select the Save and Add button.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button on the
confirmation - returns the form to read-only and does not save any of the entered information onto
the form.

The entered person displays on the Sr/Key Person Summary.
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&
._'*f_ LLS, Department of Health & Human Senvices

A= Application Submission System & Interface
% for Submission Tracking (ASSIST)

ety ¥ Application Information » Component Infarmation

Project
Actions o d
MANAGE ACCESS
WIEW STATUS HISTORY
Summary | RE8R Cover | Cover Page Other Sites RER Budget  Research
ADD NEW COMPOMNENT Supplement|  Project Plan
Information
PREVIEW CURREMT FORM
VALIDATE COMPONENT
PROFILE - Project Lead @
Select Component Type Project Lead Hame Profect Role Action
Harper Las Project Lead m
+ Overall
+ Admin-Core PROFILE - Senior/Key Person(s)

= Project One item found
; Entry # S| Persan Project Role Acton
421-Project try Key Per i
1 Wiliam Shakespears Consultant m m

Figure 108: Sr/Key Person Summary for Components

Viewing & Editing Senior/Key Person(s)

Select the View button to view the details of the person entry.
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&
._'*f_ LLS, Department of Health & Human Senvices

A= Application Submission System & Interface
% for Submission Tracking (ASSIST)

ration > Component Information

LriKey Person

Wiliam Shakespears

= Project
a1-Project Enty #
1

Project
Actions o d
MANAGE ACCESS
WIEW STATUS HISTORY
Summary | RE8R Cover | Cover Page Other Sites Research
ADD NEW COMPOMNENT Supplement|  Project Plan
Information
PREVIEW CURRENT FORM
VALIDATE COMPONENT
PROFILE - Project Lead @
Select Component Type Project Lead Hame Profect Role Action
Harper Las Project Lead m
+ Overall
+ Admin-Core PROFILE - Senior/Key Person(s)

Project Role

Consultant

One item found

Action

Figure 109: Senior/Key Person View Button (Components)

To edit the person entry, perform the following steps:
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_;(. LLS, Department of Health & Human Senvices '.') Homae —‘3 Contact Us 'ﬁ' Haip Dk :} Logoaut

E Application Submission System & Interface Username
£ for Submission Tracking (ASSIST)

firam: LIMNPY

» Component Infarmation

| —
. Project
Actions o ‘1
MANAGE ACCESS
WIEW STATUS HISTORY -
Summary | RE8R Cover | Cover Page Other Sites ;'"hw RER Budget|| Research
ADD HEW COMPOMENT Supplement||  Project . Plan
Information Profile
PREVIEW CURREMT FORM
VALIDATE COMPONENT
PROFILE - Project Lead @
Select Component Type Project Lead Hame Project Role Ac Hon
Harper Las Project Lead Edit m
+ Overall
+ Admin-Core PROFILE - Senior/Key Person(s) | idd Sr/Key |

SR One item found
421-Project Entry # SriKey Person Project Role AeBon
" o

{illam Shakespeare Cansultant m

Figure 110: Senior/Key Person Edit Button (Components)

1. Select the Edit button for the person entry.
2. Enter the appropriate fields.

3. Select one of the save options at the bottom of the form to save the data:
a. To save the information and keep the form open for further editing, select the Save
and Keep Lock button.
b. To save the information and close the form, select the Save and Release Lock button.

To save the data on the current page of the form and to display a new page for entry,
select the Save and Add button.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button on the
confirmation - returns the form to read-only and does not save any of the entered information onto
the form.

Removing Senior/Key Person(s)

To remove a senior/key person:
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- LS. Department of Health & Human Services =) vome Dcontact Us D Help Desk 1) Logout

E Application Submission System & Interface Useriial 0
' " c = = rom: UNNVERS
£ for Submission Tracking (ASSIST)

» Component Infarmation

| —
. Project
Actions o ‘1
MANAGE ACCESS
WIEW STATUS HISTORY -
Summary | RE8R Cover | Cover Page Other Sites ;'"hw RER Budget|| Research
ADD MEW COMPOMNENT Supplement|  Project ‘-‘_rr‘.*“" Plan
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PREVIEW CURREMT FORM
VALIDATE COMPOMENT
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Figure 111: Senior/Key Person Remove Button (Components)
1. Select the Remove button for the person entry.

A pop-up window displays confirming the deletion.

2. Select the Continue button to confirm the removal of the senior/key person entry (selecting
Go Back returns the Sr/Key Person Summary without removing the entry).

The Sr/Key Person Summary updates with the selected person removed from the PROFILE -
Sr/Key Person(s) list.

7.2.8 Research & Related Budget for Other Components

ASSIST users who have been granted budget authority (View or Edit) may add, edit, and/or view
budget information using the R&R Budget tab.

NOTE: If a user does not have the View or Edit budget authority, the R&R Budget tab does not
display among the tabs for other component forms.

For assistance with the information required on the forms, please refer to the Application Guide.
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http://grants.nih.gov/grants/funding/424/SF424 RR Guide General Adobe VerC.pdf#4 7 RR
Budget Form

For guidance on completing the form in the ASSIST system, refer to the steps below.
7.2.8.1 Adding Budget Period 1
To add budget information for Period 1:

1. Select the Edit button to enable the form for editing.

._*';_ U5, Department of Health & Human Services

E Application Submission System & Interface
£ for Submission Tracking (ASSIST)

@ Project

Actions

MAMAGE ACCESS

VIEW STATUS HISTORY

Summary RER Cover | Cover Page Other Sites Srikey RER Budget [
ADD HEW COMPONENT Supplemeant Project Perzon Pan

Information Profile

PREVIEW CURRENT FORM

VALIDATE COMPOMENT

Research and Related Budget - Period 1
Select Component Type R&R Budget v1.1

+ Cwverall

+ Admin-Core [] Expand &1l

+ Component-X

The Organizational DUNS and Enter Hame of Organization on the Project Budget are populated from the Applicant

Figure 112: Edit Button for R&R Budget

2. Complete the budget information as appropriate. Required fields are marked with an asterisk
(*).

3. To save the entered information, select the Save and Keep button to keep the form open for
further editing -or- select the Save and Release Lock button to close the form after saving.
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NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button

on the confirmation - returns the form to read-only and does not save any of the entered
information onto the form.

7.2.8.2 Adding Another Budget Period

When adding additional budget periods, the information from the previous budget period is carried
over and auto-populated into the fields. This information can be edited as necessary.

To add an additional budget period:

1. Select the Add Period button.

4 LS. Department of Health & Human Services =) Home =) Contact Us ) Help Desk <3 Logout

/&= Application Submission System & Interface Usoramna;50_JCwCE

from: UNWERSITY

£ for Submission Tracking (ASSIST)

_-——...L

» Componsnt |nformarion

@ Project

MANAGE ACCESS

VIEW STATUS HISTORY @) Budget Pericd saved
D OO Summary RER Cover | Cover Page Other Sites SeiKey RER Budget Research
pplameant Project Paron Plan
PREVIEW CURRENT FORM Information Profile

VALIDATE COMPONENT Period 1 _,_u.,_m,.lf@

Select Component Type Research and Related Budget - Period 1

T
R&R Budget v1.

+ Cwverall

Edit and Get Lock

+ Admin-Core

Expand A

+ Component-X

Figure 113: Add Period Button

Research and Related Budget - Period X displays (where X is the specific budget period
being added).

2. Enter and/or edit the budget information for the specific period.

3. To save the entered information, select the Save and Keep button to keep the form open for
further editing -or- select the Save and Release Lock button to close the form after saving.
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NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button on the
confirmation - returns the form to read-only and does not save any of the entered information onto
the form.

7.2.8.3 Editing and Viewing an Entered Budget

Depending on the authority granted, you may view and/or edit existing budget information for any
of the entered budget periods. To edit budget information:

1. Select the link for the period to view or edit (e.g., Period 3 link).

Project

0 Budget Period saved

Summary R&R Cover | Cover Pape Other Sites SriKey RER Budpet Ressarch
Supplement Project Person Plan
Information Profile

Pariod 1 Pario : Comistive [T

Research and Related Budget - Period 2
i @

Edit and Get Lock

©

Figure 114: Period Link for Accessing Added Budget Periods

2. Select the Edit button to edit the information.
3. Update the budget information as necessary.

4. To save the entered information, select the Save and Keep button to keep the form open for
further editing -or- select the Save and Release Lock button to close the form after saving.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button on the
confirmation - returns the form to read-only and does not save any of the entered information onto
the form.

7.2.8.4 Deleting a Budget Period

With Edit Budget authority, an ASSIST user may remove entire budget periods from a component.
To delete an entire budget period:
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1. Select the link for the period being removed (e.g., Period 3 link)

* Component. edior mation

Project

0 Budget Period saved

Summary RE&R Cover | Cover Papge Other Sites Srikey RER Budget Research
Supplement Project Person Plan
Information Profile

Research and Related Budget - Period 2

RE&R Budget v1.1 o

Edit and Get Lock

Figure 115: Accessing Added Budget Periods

2. Select the Edit button to enable editing.

3. Click the Remove Budget Period button.

Save and release Lock [l Cancel and se Lo Remove Budget Period

Figure 116: Remove Budget Period Button
A confirmation window displays.

4. Select the Continue button to confirm the deletion request.

NOTE: Selecting the Go Back button returns the budget period form without deleting it.

The R&R Budget tab information displays, with the link for the removed budget gone. This
information is now deleted. The deleted budget period is also removed from the Cumulative

Budget information.

7.2.8.5 Viewing Cumulative Budget

To view the cumulative budget of multiple budget periods, select the Cumulative link.
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t o mation

1 Period 2 Period 3 Rty Add Period

Project
0 Budget Period saved
Summary R&R Cover | Cover Page Other Sites SriKey RER Budget Research
Supplement Project Person Plan
Information Profile

Research and Related Budget - Period 2

R&R Budget vi.1 @

Edit and Get Lock

Figure 117: Cumulative Link for Multiple Budget Periods

The Research and Related Budget - Cumulative Budget displays as read-only.

7.2.9 R&R Subaward Budget for Other Components

The R& R Subaward Budget form must be added to the component as an optional form. Refer to

the section of this document titled 4dd Optional Forms to a Component on Page 174.

For assistance with the information required on the forms, please refer to the Application Guide.

http://grants.nih.gov/grants/funding/424/SF424 RR Guide General Adobe VerC.pdf#4 8

Special Instructions for Preparing

For guidance on completing the form in the ASSIST system, refer to the steps below.

7.2.9.1 Adding a Subaward

To add a subaward:
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1. Select the Add New Subaward button.

._{j’. U5, Department of Health & Human Services

=— Application Submission System & Interface
£ for Submission Tracking (ASSIST)

¥ Saarck for As st » Application Search Raults » A3 it farmation ¥ Comparant Infarmation
| —
@ Project
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MAMAGE ACCESS
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Summary || RER Cover | Cover Page Other Sites Srikey | RER Budget Hr"_t Ressarch
ADD HEW COMBONENT Supplement||  Project Person Tl Plan
Infarmation Prefile udget
PREVIEW CURRENT FORM
VALIDATE COMPONENT Complete the subawardee budget(s) in accordance with the R&R Budget instructions.
{ Add Hew Subaward | Remove All Subawards
Select Component Type
+ Overall Subsward Organization Acton
Mothing found to display
+ Admin-Core
+ Component-X

— Praject
421-Praject

Figure 118: Add New Subaward Button on R&R Subaward Budget Form

The Research and Related Budget - Period I for Subaward <X> page displays.
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Figure 119: Subaward Budget Fields

2. Complete the budget information as appropriate. Required fields are marked with an asterisk

(*).
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3. To save the entered information, select the Save and Keep button to keep the form open for
further editing -or- select the Save and Release Lock button to close the form after saving.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button
on the confirmation - returns the form to read-only and does not save any of the entered

information onto the form.

4. Repeat steps, selecting Add New Subaward for each additional subaward.

The added subawards display in a table from which they can be accessed using the Edit,

Remove, and View buttons.

_g\,'. U.5. Department of Health & Human Services

/&= Application Submission System & Interface
- % for Submission Tracking (ASSIST)

 Componint bfor matien
P—
. @ Project
Actions
MANAGE ACCESS
VIEW STATUS HISTORY
Summary = RBR Cover | Cover Page Other Sites SriKey RER Budget FER Ressarch
ADD MEW COMPOMENT Supplement| | Preject ersen S:h‘-*-"ﬁ fan
Information Profile ludget
PREVIEW CUURRENT FORM
VALIDATE COMPOMENT Complete the subawardee budget(s) in accordance with the R&R Budget instructions.
— Add Mew Subaward | Remove All Subawards
Select Component Type
+ Owerall Subaward Organization Ac Hon
Subawardi University m
+ Component-X
— Praoject
£21-Project

Figure 120: Subaward Summary Table

Adding Another Budget Period to a Subaward

To add an additional budget period to a subaward:

Adding Components 132

July 18,2014



ASSIST User Guide

1. From within the subaward form, select the Add Period button.

Project

r Cormponett Informarion

-ﬂ Subaward Budget Period saved

Summany LT Ry Cover Page Other Sites
Supplement F‘rnjeﬂ
Information

Srikey RER Budget
Person
Profile

RER
Subaeard
Budget

Research
Plan

Subaward

Research and Related Budget - Period 1
R&R Budget v1.1 @

L

Edit and Get Lock

[] Expand A

Figure 121: Add Period Button on R&R Subaward

The Research and Related Budget - Period X displays (where X is the specific budget

period being added).
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ettt |AF b Mutees

Project
" RE&R
Summary R&R Cover | Cover Page Other Sites Seikey R&R Budget Research
Supplement|  Project Person Subaward Plan
Infarmation Prafile Budget

-' ged 1 '.."-..:'

Research and Related Budset

PER Riidaat ﬂ

L Gudget

Figure 122: Subaward Form for Additional Budget Period

2. Enter the budget information for the specific period.

3. To save the entered information, select the Save and Keep button to keep the form open for
further editing -or- select the Save and Release Lock button to close the form after saving.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button on the
confirmation - returns the form to read-only and does not save any of the entered information onto
the form.

Editing and Viewing an Entered Budget for a Subaward
To view and/or edit the subaward budget period:

1. From within the subaward form, select the link for the period to view or edit (e.g., Period 3
link).
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r Cowmponant ladormarion

Project
7 Rk -
Summary | RE&R Cover || Cover Page Other Sites SrfKey R&R Budget Research
Supplement Project Person m‘“"f‘j Plan
Information Profile Budge
Period 1 Period 2 (ARl Add Period

Figure 123: Subaward Period Link

View the information.
Select the Edit button to edit the information.
Update the budget information as necessary.

A

To save the entered information, select the Save and Keep button to keep the form open for
further editing -or- select the Save and Release Lock button to close the form after saving.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button on the
confirmation - returns the form to read-only and does not save any of the entered information onto
the form.

Viewing Cumulative Budget for a Subaward

To view the cumulative budget for a particular subaward, access the form and select the
Cumulative link.
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Figure 124: Cumulative Link for Subawards with Multiple Budget Periods

The Research and Related Budget - Cumulative Budget displays as read-only.

7.2.9.2 Removing Subawards

Subawards can be removed individually or all at once. The steps below provide detail for each

method.

Removing an Individual Subaward

To remove an individual subaward:

1. Select the Remove button from the Action column for the particular subaward being

removed.
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» arch for App Hors » Applicatio h Besuits 3 Apg i Inf stion » Component information
Project
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Complete the subawardee budget(s) in accordance with the R&R Budget instructions.
| Add New Subaward | Remove All Subawards |
Subaward Organization Action
e Sty [ Edit | Remove J View |
Subaward2 MyOrganization m@m

Figure 125: Remove Button for Removing Individual Subawards
A confirmation window displays.

2. Select the Continue button to complete the removal.

]
=3
=
=]

he RER Budget instructions.

AcHon

Summary R&R Cover | Cover Page Other Sites Srikey RER Budget Research
Supplement Project Person Plan
Information Profile

Figure 126: Individual Subaward Removal Confirmation

Removing All Subawards

To remove all subawards at one time:
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1. Select the Remove all Subawards button from the R&R Subaward Budget tab main
page.

._’:.j'_ U5, Department of Health & Human Services

A= Application Submission System & Interface
% for Submission Tracking (ASSIST)
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4+ Component-X

= Project
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Figure 127: Remove All Subawards Button

A confirmation window displays.

2. Select the Continue button to move forward and delete the subawards. (Selecting Go Back
cancels the action.)
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Figure 128: Remove All Subawards Confirmation

7.2.10 PHS398 Research Plan for Other Components

For assistance with the information required on the forms, please refer to the Application Guide.

http://grants.nih.gov/grants/funding/424/SF424 RR Guide General Adobe VerC.pdf#5 5

PHS 398 Research Plan Form

For guidance on completing the form in the ASSIST system, refer to the steps below.
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1. Select the Edit button to enable the form for editing.

- U5, Department of Health & Human Services

A= Application Submission System & Interface
X for Submission Tracking (ASSIST)
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Select Component Type 1. Research Plan Attachments:

+ Cverall

Figure 129: Edit Button on Research Plan Form for Components

2. Add the appropriate Research Plan Attachments. Required fields are marked with an
asterisk (*).

3. To save the entered information, select the Save and Keep button to keep the form open for
further editing -or- select the Save and Release Lock button to close the form after saving.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button
on the confirmation - returns the form to read-only and does not save any of the entered
information onto the form.

7.2.11 Cumulative Inclusion Enroliment Report for Other Components

The Cumulative Inclusion Enrollment Report form must be added to the component as an optional
form. Refer to the section of this document titled Add Optional Forms to a Component on Page
174.

For assistance with the information required on the form, please refer to the Application Guide.

http://grants.nih.gov/grants/funding/424/SF424 RR Guide General Adobe VerC.pdf#5 8 2
Cumulative Inclusion Enrollment
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For guidance on completing the form in the ASSIST system, refer to the steps below.

7.2.11.1 Adding a Cumulative Inclusion Enroliment Study

To add a cumulative inclusion enrollment study:

1.

Select the Add New Cumulative Inclusion Enrollment Study button. If this is the first
study you are adding, you can also select the Edit button for Study 1 located in the Action
column of the displayed table.

_.‘{_ W5, Department of Health & Human Services =) Home 3) Logout ) Help Desk ) Contact Us

/&= Application Submission System & Interface
"% for Submission Tracking (ASSIST)

Actions @ Research
AGE ALLESS Sumemary | RER Cover | Cover Page Other Shtes Srikey | RER Budget| Ressarch
Supplement| Project Parson Plas
VIEW STATUS HISTORY Irfar mation Frofile

ADD HEW COMPONENT

PREVIEW CURRENT FORM

VALIDATE COMPOMNENT Add New Cumulative Inclusion Enrollment Study ) Remove All Comulative Inclusion Studies

Study
Select Component Type Number Study Title

+ Overall

— Research
060-Research

Figure 130: Adding a New Cumulative Inclusion Enrollment Study

The PHS398 Cumulative Inclusion Report opens for editing.
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Swmmary | RBR Cover Cover Page|  Other St Sri%ey | REBR Budget| Ressarch ':-:““,""'_"“""
Supplement  Frofect Pare s Flan Sl
Indarmatiamn Frafils

Repart

Cumylative Inclysign Enrglment Baport Summary

Cumulative Inclusion Enrollment Report

PHS398 CumulativelnclusionReport v1.0 L

Study 1 af 1

Thiz report format should NOT be used for collecting data from study participants.

Ethnic Categories

Unknown/Haot Reparted
Hot Hispanic or Lating Hizpanic or Latino Ethnicity Total
Unknown Unbknown Unknown
Racial /Hot Hat Mot
Categories Female Male Reported Female Male  Reported Female Male  Reported
American 0 ] o 0 0 0 ] 0 0 0
Imndian
Alazka
MHabrve
Aslan 0 0 ] ] i 0 i] ] i o
Hative 0 0 0 0 0 0 ] 0 0 0
Hawaiian
ar Qther
Pacific
Islander
Black or 0 0 0 0 0 0 0 0 0 0
AFTLC AR
American
White 0 0 1] 0 ] 0 0 0 o 0
Maore than 0 [il il i il 0 i i il ]
One Race
Unknawn 0 0 o 0 0 0 0 i 0 0
or Not
Reported
Total 0 0 0 ] o 0 0 i ] ]

Figure 131: PHS398 Cumulative Inclusion Report in Edit Mode

2. Complete the required fields and any other appropriate information. Required fields are
marked with an asterisk (*).
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3. Select one of the save options at the bottom of the form to save the data:

a.

To save the information and keep the form open for further editing, select the Save
and Keep Lock options.

To save the information and close the form, select the Save and Release Lock button.

c. To save the data on the current page of the form and to display a new page for entry,

select the Save and Add button.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button
on the confirmation - returns the form to read-only and does not save any of the entered
information onto the form.

4. Select the Cumulative Inclusion Enrollment Report Summary link to return to the table

of enrollment studies.
Cormponent Information
Research
u Cumulative Inclusion Report updates saved
Summary | RAR Cover | Cover Page Dtk 5ol S My ERER Budget | Ressarch CI.FTH.III_'ﬁ'V'I'
Supplément|  Praject Parson Pl Inchusion
Indarmalion Prafils Repart

Cumulative Inclusion Enrollment Report

PH 7

Study 1 af 1

This report format should HOT be used for collec ing data from study participants.

Sample Component Level Study Tite 1

Figure 132: Cumulative Inclusion Enrollment Report Summary Link

The added studies display in the table from which they can be accessed using the Edit, Remove,
and View buttons.
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Actions o Research

MANAGE ACCESS

Summary  BER Cover Cover Page Other Sites Sri%ay
Supplement | Project Parson
VIEW STATUS HISTORY information Profile

1 3 Compandnt. Information

RER Budget Ressarch
Plan

ADD NEW COMPOMENT

PREVIEW CURREMT FORM

VALIDATE COMPOMENT Add Hew Cumulative Inclusion Enrollment Study

Study
Select Component Type Humber Study Title
1 Sampls Component Level Study Title 1
+ Overall 2 Sample Component Level Study Title Humber 2
= Research 3 tample Componant Level Study Humber 3

060-Research

Remove All Comulative Inclusion Studies

1-3of 3 records, Page 1 of 1

Action

| Edit ] Remove ] View |
 Edit ] Remove ] View |
[ _View |

Remove

Figure 133: Cumulative Inclusion Enrollment Report Summary

7.2.11.2 Viewing and Editing the Enroliment Studies

To view and/or edit a cumulative inclusion enrollment study:

1. Select the appropriate button for the specific study to be viewed or edited:

Actions @ Research

MAMAGE ACCESS

Summary  RBR Cover Cover Page| Other Sites Sritey
Supplement|  Project Parson
YIEW STATUS HIETORY Iinformation Profile

gion » Comporsnt Informanion

ADD NEW COMPOMENT

PREVIEW CLURRENT FORM

VALIDATE COMPONENT Add Hew Cumulative Inclusion Enrollment Study

Stud
Select Component Type Numb:r Study Title
1 Sample Component Level Study Title 1
+ Overall 2 tample Component Level Study Title Humber 2
= Research 3 Sampls Component Level Study Mumber 3
060-Research

Remaowe All Cumulative Inclusion Studies

1-3of 3 records, Page 1 of 1

Action
[ Edit J Remove ] View |
[ Edit J Remave ] View |
[ View |

Remowe

Figure 134: Edit and View Options for Cumulative Inclusion Enrollment Reports

To view the information:

a. Select the View button to see the form in read-only.

b. Note that once within the read-only form, you can select the Edit button at the top of

the form to enter edit mode.
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To edit the information:

a. Select the Edit button for the study.
b. Make your changes.
c. Select one of the save options at the bottom of the form to save the data:
1. To save the information and keep the form open for further editing, select the
Save and Keep Lock options.
1. To save the information and close the form, select the Save and Release Lock
button.

iii. To save the data on the current page of the form and to display a new page for
entry, select the Save and Add button.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue
button on the confirmation - returns the form to read-only and does not save any of the
entered information onto the form.

2. Select the Cumulative Inclusion Enrollment Report Summary link to return to the table
of enrollment studies.

7.2.11.3 Removing Individual Cumulative Inclusion Enroliment Study

You can remove the studies individually using the buttons found in the Action column of the
summary table. To remove an individual study:

1. Select the Remove button for the specific study.

» Camparnt |AfGr matis

Actions @ Research

MAMAGE ACCESS

Summary || RBR Cover |[Cover Page|| Othar Sites sriey Rtk Budget Research | RSy hathrm
Supplement| Project Person PMan I:: uw.;n
VIEW STATUS HISTORY it P S

ADD NEW COMPONENT

PREVIEW CLURRENT FORM

VALIDATE COMPONENT Add New Cumulative Inclusion Enrollment Study Remove All Cumulative Inclusion Studies

Study
Select Component Type Humber Study Title Action

s [ Remove |
el Lample Component Level Study Title Number 2 Edit m m

= Research | smple Component Level Study Humber 3 1

060-Research

Figure 135: Removing an Individual Cumulative Inclusion Enrollment Report
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A confirmation message pops up prompting you to continue or cancel this action.

2. Select the Continue button to continue removing the study.

Summary | RER Cover Cover Page Othar Sites S My SR Budget Rewearch
Supplemant |  Project Person Plan
Infarmaticn Profile

' et ] Femone |
'* et | Femone |

Figure 136: Confirmation Message for Deleting a Cumulative Inclusion Report
If you wish to cancel, select the Go Back button.

7.2.11.4 Removing All Cumulative Inclusion Enroliment Studies

Y ou can remove all studies at the same time rather than removing each individual study. Removing
all studies also removes the entire form from the component.

To remove all studies:

1. Select the Remove All Cumulative Inclusion Studies button at the top of the form.

y » 1 b Application Infarmation * Companent Information
e
Actions @ Research
MANAGE ACCESS Summary | RER Cover Cower Fage  Other Sites SeMey | RER Budget| Ressarch [Rieeitd
Supplement Project Parian Plan Incluiion
VIEW STATUS HISTORY Infarmation Profile Report
ADD HEW COMPONENT
PREVIEW CURRENT FORM
VALIDATE COMBPONENT Add Mew Cumulative Inclusion Enrollment Study
1-3of 3 records, Page 1 of 1
Study
Select Component Type Humber Study Title Action
1 Sample Component Level Study Title 1 [ _Edit | Remove [ View |
+ Overall ] Sample Component Level Study Title Number 2 m
= Research 3 Sample Component Level Study Humber 3 mm
0&0-Research
Figure 137: Deleting All Cumulative Inclusion Enrollment Reports
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A confirmation message pops up prompting you to continue or cancel the action.

2. Select the Continue button to remove all forms.

Research

| e ] umulative Inclusion Studies

M i T NET AcHeon

(T mm e
| Edit J Remove |

[ Edit § Remove |
Figure 138: Confirmation Message for Deleting All Cumulative Inclusion Reports

If you wish to cancel, select the Go Back button.

7.2.12 Planned Enrollment Report for Other Components

The Planned Enrollment Report form must be added to the component as an optional form. Refer
to the section of this document titled Add Optional Forms to a Component on Page 174.

For assistance with the information required on the form, please refer to the Application Guide.

http://grants.nih.gov/grants/funding/424/SF424 RR Guide General Adobe VerC.pdf#5 8 1
Planned Enrollment Report

For guidance on completing the form in the ASSIST system, refer to the steps below.
7.2.12.1 Adding a Planned Enroliment Study
To add a planned enrollment study:

1. Select the Add New Planned Enrollment Study button. If this is the first study you are
adding, you can also select the Edit button for Study 1 located in the Action column of the
displayed table.
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‘—L‘f: W5, Department of Health & Human Sendces =) Home ) Logout ) HelpDesk ) Contact Us

Search for Apphications ¥ Appiication Crarch Fisjuity b Aoplication nfes mation b COmpaet Infar mation
Actions @ Research
MANAGE ACCESS Sumimary | RER Cover | Cover Page  Other Sites Sriey | RER Budgst Ressarch | Cumulative
Supplement Project Person Plan Inclusion
VIEW STATUS HISTORY Infiormaticn Profile Report
ADD HEW COMPOMENT lsnmed Enrollment Stud MMAr

PREVIEW CURRENT FORM

e Remove All Planned Enrollment Studies

Shudy
Select Component Type Humber Study Title Action

. (CEit ) tenore ] view

One item found.

+ Owerall

Figure 139: Adding New Planned Enrollment Study

The Planned Enrollment Report opens for editing.
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._\;‘f U5, Department of Health & Human Services -3 Home f) Logout i) Help Desk _'_:l-lzoma:t Us

Application Submission System & Interface
for Submission Trac

rration * Component information

p—
sctions @ Research
MAHAGE ACCESS Summary | RER Cover Cover Page Othar Sitws Srikey  RBR Budpet Ressarch || Cumulative
Supplement|  Project Perion Plan Inclushcn
VIEW STATUS HISTORY Infer Fakien Frafile Regrt
ADD HEW COMPONENT Planned Enrgiment Report Summary
PREVIEW CURRENT FORM
VALIDATE COMPONENT Planned Enrollment Report
PlannedReport v1.0 @
—
Select Component Type Edit
+ Overall Study 12 1

= Resesrch Thiz repart farmat should HOT be used for collecing data from study partcipants.

study Tithe

060-Research

- Select IEl

o ent
Ethnic Categories
Hot Hispanic or Lating Hispanic or Lating Total
Racial Categories Female Hale Famale Male
American lndian, 0 [il il 0 o
Alaska Mathee
Asian 0 a 0 ] a
Mative Hawalian or 0 a o g .
Other
Pacific Islander
Black or African 0 [il 0 0 a
American
White 0 0 0 0 0
More than One 0 0 o a o
Race
Total o L1} L1} L1} o

Save and Add il Cancel and Release Lock

Save and Keep Lock Save and Release Lock

Figure 140: Planned Enrollment Study in Edit Mode

2. Complete the required fields and any other appropriate information. Required fields are
marked with an asterisk (*).
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3. Select one of the save options at the bottom of the form to save the data:
a. To save the information and keep the form open for further editing, select the Save
and Keep Lock options.
b. To save the information and close the form, select the Save and Release Lock button.
c. To save the data on the current page of the form and to display a new page for entry,
select the Save and Add button.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button
on the confirmation - returns the form to read-only and does not save any of the entered
information onto the form.

4. Select the Planned Enrollment Report Summary link to return to the table of enrollment

studies.
oapniL dcion
—
actions @ Research
MAMAGE ACCESS
LILERE [“ Planned Enrollment Report updates saved ]
VIEW STATUS HISTORY
; S Summary | RER Cowver Cowver Page Other Sita SeGey | RAR Budget | Retsarch | Cumulitive
ADD NEW COMPONEN Supplement | Project Perion Plan in

nfsi e thon Profile Rt

PREVIEW CURREMT FORM

Flanned Enrglment Report Summary
VALIDATE COMPOMNENT C— :‘)
— Planned Enrollment Report
Select Component Tyvpe PlannedReport v1.0 o
F Oherall m

Figure 141: Planned Enrollment Report Summary Link

The added studies display in the table from which they can be accessed using the Edit, Remove,
and View buttons.
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‘x‘i;' LS. Department of Health & Human Sendices =) Home ;) Logout ) HelpDesk Z)Contact Us

Application Submission System & Interface
= for Submission Tracking (ASSIST)

sarch for dophcations ¥ Apsiization Gearch Resuits » Aopheation beformat

o » Companent Infarmation

Actions @ Research
MANAGE ACCESS Summary | RER Cover | Cover Page Other Sitas SriMay RER Budget Research | Cumulative
Supplement Project Perion Plan Inclusion
VIEW STATUS HISTORY Information Frofile Report
ADD HEW COMPOMENT
PREVIEW CURRENT FORM
VALIDATE COMBOMENT Add Hew Planned Enrollment Study Remove All Planned Enrollment Studies

i -3 af 3 records, Page 1 of 1

Study
Select Component Type Humber Study Title Action
1 Sample Enrollment Study for Individual Component m m
+ Owerall F: My Second Planned Enrollment Study m m m
— Research 3 Third Sample Study Title [ Edit | Remove | View |

040-Research

Figure 142: Planned Enrollment Study Summary

7.2.12.2 Viewing and Editing the Enrollment Studies

To view and/or edit a planned enrollment study:
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1.

Select the appropriate button for the specific study to be viewed or edited:

.;{',’_ L5, Department of Health & Human Senvices

/& Application Submission System & Interface

@) Help Desk ) Contact Us

Usernamea: S0_JOYCE
- - . - - T from: UNHINERSITY
for Submission Tracking (ASSIST)

» Companent Infarmation

Actions @ Research

MAMAGE ACCESS

Summary | RER Cover | Cover Page Other Sites
VIEW STATUS HISTORY

Sriey | RBR Budget Research |Cumulative
Supplement  Project Perion Plan Inclusion
Irifiod Pration Profile Rapodt
ADD NEW COMPOMENT
PREVIEW CUIRRENT FORM

VALIDATE COMPOMNENT

Add New Planned Enrollment Study

Remowve All Planned Enrollment Studies
13 of ¥ records, Page 1 of 1
Study
Select Component Type Humber Study Title Action
1 Sample Enrollment Study for Individual Component EDESEE
+ Owral 2 My Second Planned Envoliment Stud Eait ] Femore ] View
— Ressarch 3 Third Sampls Study Tiths
0&0-Research

Figure 143: Edit and View Options for Planned Enrollment Studies

To view the information:

a. Select the View button to see the form in read-only.

b. Note that once within the read-only form, you can select the Edit button at the top of
the form to enter edit mode.

To edit the information:

a. Select the Edit button for the study.
b. Make your changes.

c. Select one of the save options at the bottom of the form to save the data:

1. To save the information and keep the form open for further editing, select the
Save and Keep Lock options.
1. To save the information and close the form, select the Save and Release Lock
button.

iii. To save the data on the current page of the form and to display a new page for
entry, select the Save and Add button.
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NOTE: Selecting the Cancel and Release Lock button - followed by the Continue
button on the confirmation - returns the form to read-only and does not save any of the
entered information onto the form.

2. Select the Planned Enrollment Report Summary link to return to the table of enrollment
studies.

7.2.12.3 Removing Individual Planned Enroliment Study

Y ou can remove the studies individually using the buttons found in the Action column of the
summary table. To remove an individual study:

1. Select the Remove button for the specific study.

» Compenent Information
Actions @ Research
MANAGE ACCESS Summary || RER Cover | Cover Page Other Sites Sriey RER Budget Rewearch Cumulative _' ' '.
Supplement  Project Person Plan Inclusion [l
VIEW STATUS HISTORY Inif o Pation Profile Raport
ADD HEW COMPOMENT
PREVIEW CURRENT FORM
VALIDATE COMPOMENT Add Hew Planned Enrollment Study Remowve All Planned Enrollment Studies
3 of 3 records, Page 1 of 1
Study
Seleet Component Type Humber Study Title Action
1 Sample Enrollment Study for Indhidual Component m m m
+ Owerall 2 My Second Planned Enrollment Study ElEEsnEs
- 3 Third Sample Study Title @

0&0-Research

Figure 144: Removing an Individual Planned Enrollment Study

A confirmation message pops up prompting you to continue or cancel this action.
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2. Select the Continue button to continue removing the study.

X - - Basirs ¥ & ar i + COPrereiE | T
Research
Summary | RER Cover | Cover Page Other Sites Srikey  ||BER Budget| Research | Cumulstive LPI‘-.T:Mdr
Supplement|  Project FPerson PMan Iechuion rirollmant
Informuation Profile Report Report
_ Iment Studies
St

Coonmie W Goback— Action
1 [ View |
[ View |
hird Sample Study Ti | Edit ]| Remove J View |

Figure 145: Confirmation Message for Deleting a Planned Enrollment Report

If you wish to cancel, select the Go Back button.

7.2.12.4 Removing All Planned Enrolliment Studies

You can remove all studies at the same time rather than removing each individual study. Removing

all studies also removes the entire form from the component.

To remove all studies:
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1. Select the Remove All Planned Enrollment Studies button at the top of the form.

.i@'_ LS. Department of Health & Human Senices o) Home ) Logout ) Help Desk  3)Contact Us

Application Submission System & Interface sermamals
. - . - — : - from: L
for Submission Tracking (ASSIST)

¥ j * 2 51+ Componenit Information
|
Actions @ Research
MANAGE ACCESS Summary || RER Cover | Cover Pags||  Other Sites Sriiey | RER Budget| Research | Cumulative [kmintg
Supplement]  Project Person Plan [RSURCEr Erirollmant
VIEW STATUS HISTORY information Profile report [y
ADD HEW COMPOMENT
PREVIEW CURRENT FORM
VALIDATE COMPOMENT Add Hew Planned Enrollment Study ' Remove All Manned Encollment Studies )]
1:3of 3 records, Page 1 of 1
Study
Select Component Type Humber Study Title Action
1 Sample Enroliment Study for Individual Component m
+ Owerall 2 My Second Planned Enrollment Study
Third Sample Study Title

Figure 146: Removing All Planned Enrollment Studies

A confirmation message pops up prompting you to continue or cancel the action.
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2. Select the Continue button to remove all forms.

* Coamporent Information
Research
= - . Plarsved
fummary | RER Cover | Cover Page Dt Sites Srikey RER Budget| Ressarch | Cumulative Eraredl i
Supplement  Project Person Plan Inclusion |
Information Profile Report Sapar
Sh REMOV

Hun M FROM TH MPOMENT Action
e —
| Edit ] Remove J View |
Third Sample Study Title mm

Figure 147: Confirmation Message for Removing All Planned Enrollment Reports

If you wish to cancel, select the Go Back button.

7.2.13 Career Development Award Supplemental

For assistance with the information required on the forms, please refer to the Application Guide.

http://grants.nih.gov/grants/funding/424/SF424 RR Guide General Adobe VerC.pdf#7 5

PHS 398 Career Development

For guidance on completing the form in the ASSIST system, refer to the steps below:
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1. Select the Edit button to enable the form for editing.

§- V5. Department of Health & Human Services =) Home ) Logout ) HelpDesk Z)Contact Us

E Application Submission System & Interface Usernama: SO_JOYCE
% for Submission Tracking (ASSIST)

from: UMIVERSITY

\T’f—'—’f ..__' e qﬁ

. 3 Sea for s » A » Component Information

|
Actions @ Career-Dev
RETURMN TO APPLICATION INF -
D e Summary | RER Cover | Cover Page | Other Sites seey | RER Budget o
R Supplement  Project Perion e
MAHAGE ACCESS information Prodile

VIEW STATUS HETORY
PHS 398 Career Development Award Supplemental
Form

PREVIEW CURRENT FORM PH539

VALIDATE COMPONENT

Select Component Type

ADD HEW COMPOMENT

CareerDevelopmentAwardSup v :_’ﬂ

Introduction (if applicable)

+ Cwverall

m Candidate Informaticn
= . ghoy

Figure 148: Edit Button on PHS 398 Career Development Award Supplemental

2. Attach the applicable sections using the Add Attachment buttons.

NOTE: If needed, use the Delete Attachment buttons to remove attachments or the View
Attachment buttons to view them.

3. To save the entered information, select the Save and Keep button to keep the form open for
further editing -or- select the Save and Release Lock button to close the form after saving.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button
on the confirmation - returns the form to read-only and does not save any of the entered
information onto the form.

7.2.14 PHS 398 Research Training Program Plan

For assistance with the information required on the forms, please refer to the Application Guide.
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http://grants.nih.gov/grants/funding/424/SF424 RR Guide General Adobe VerC.pdf#8 7
Research Training Program Plan

For guidance on completing the form in the ASSIST system, refer to the steps below:

1. Select the Edit button to enable the form for editing.

dif- U5, Department of Health & Human Services =) Home 13 Logout ) Help Desk =) Contact Us

Application Submission System & Interface }'f"*:lf;"m —;q:ﬁ{:““
'y - - - . TOim: -
for Submission Tracking (ASSIST)

om0

|
_—l

» Component Infermation

—
Actions @ Training
RETURN TO APPLICATION INF T
e B SEALE o Swmmary | RER Cover | Cover Page Othar Sites Srikey 1."""'"'"- Training Trairing
e Supplement  Praject Person ”:',ir“ Budget Subaward
MANAGE ACCESS Infor mation Profile a Budget

WIEW STATUS HISTORY

PHS 398 Research Training Program Plan
ADD NEW COMPOMENT T ) ~

PH5398 ResearchTrainingProgramPlan v2.0
PREVIEW CURRENT FORM

VALIDATE COMPOMENT

Select Component Type

+ Owerall

Figure 149: Edit Button on PHS 398 Research Training Program Plan

2. Attach the applicable sections of the research plan using the Add Attachment buttons.

NOTE: If needed, use the Delete Attachment buttons to remove attachments or the View
Attachment buttons to view them.

3. To save the entered information, select the Save and Keep button to keep the form open for
further editing -or- select the Save and Release Lock button to close the form after saving.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button
on the confirmation - returns the form to read-only and does not save any of the entered
information onto the form.
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7.2.15 PHS 398 Training Budget

ASSIST users who have been granted budget authority (View or Edit) may add, edit, and/or view
budget information using the Training Budget tab.

NOTE: If a user does not have the View or Edit budget authority, the Training Budget tab does
not display among the tabs for other component forms.

For assistance with the information required on the forms, please refer to the Application Guide.

http://grants.nih.gov/grants/funding/424/SF424 RR Guide General Adobe VerC.pdf#8 5
PHS 398 Training Budget

For guidance on completing the form in the ASSIST system, refer to the steps below.
7.2.15.1 Adding Budget Period 1

To add budget information for Period 1:
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1. Select the Edit button to enable the form for editing.

<~ U5, Department of Health & Human Services =) Home ) Logout () HelpDesk S)Contact Us

= Application Submission System & Interface HEWEET#M
- = for Submission Tracking (ASSIST) :

n » Component Information

Actions @ Training

RETURN TO APPLICATION INFO e
Summary | RER Cover || Cover Page Other Fitan Srikey Tradning IJ“:'(':{“ Training

= = Supplement  Project Paricn Program = Subaward
MANAGE ACCESS Irfor mution Prafile Plan Budget

WIEW STATUS HISTORY

LR Add Period

ADD NEW COMPONENT

PREVIEW CURRENT FORM PHS 398 Training Budget - Period 1
PHEI08 TraiminaBudaat v

VALIDATE COMPOMNENT HS398 T a.["ll\::,.JL.dg._L vi1.0

Edit
Select Component Type
+ Overall The Organizational DUNS and Enter Name of Orpanizati

Organization Information on the 5F 424 (RER) Cov
o on the 5F 424 (RER) Cover of this component; you will not be able

Organizational DIUINS

Figure 150: Edit Button for Training Budget

2. Complete the budget information as appropriate. Required fields are marked with an asterisk
(*).

3. To save the entered information, select the Save and Keep button to keep the form open for
further editing -or- select the Save and Release Lock button to close the form after saving.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button
on the confirmation - returns the form to read-only and does not save any of the entered
information onto the form.

7.2.15.2 Adding Another Budget Period

When adding additional budget periods, the information from the previous budget period is carried
over and auto-populated into the fields. This information can be edited as necessary.

To add an additional budget period:
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1. Select the Add Period button.

4 U5, Department of Health & Human Services =) Home ) Logout ) HelpDesk =) Contact Us

E Application Submission System & Interface 1‘-"&““-55“?7#??&
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["E for Submission Tracking (ASSIST)
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Actions @ Training
= == —n
LA A2 R LY Summary | RER Cover | Cover Page |  Other Site Seikey | Training [Nl Training
o Supplemant | Project Peruon Frogram Budget Subaward
MANAGE ACCESS bnfor mation Profile Flan Budget

VIEW STATUS HISTORY period | ’"””“"’@

ADD MEW COMPOMENT

PREVIEW CURREMT FORM PHS 398 Training Budget - Period 1
VALIDATE COMPONENT PHS398 TrainingBudget v1.0 o

Select Component Type

Figure 151: Add Period Button for Training Budget

PHS 398 Training Budget - Period X displays (where X is the specific budget period being
added).

2. Enter and/or edit the budget information for the specific period.

3. To save the entered information, select the Save and Keep button to keep the form open for
further editing -or- select the Save and Release Lock button to close the form after saving.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button on the
confirmation - returns the form to read-only and does not save any of the entered information onto
the form.

7.2.15.3 Editing and Viewing an Entered Budget

Depending on the authority granted, you may view and/or edit existing budget information for any
of the entered budget periods. To edit budget information:
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1. Select the link for the period to view or edit (e.g., Period 3 link).

Component Information

Training

Summuary | RER Cover  Cover Page Oithar Siter Srifkey Training Trairving
Supplement Project Paricn Prcsgr asm Subsward
Informaticn Profile Plan Budget

Peripd 1  Period 3 :. WO <dd Period

PHS 398 Training Budget, Cumulative Budget 7

Figure 152: Period Link for Accessing Added Training Budget Periods

2. Select the Edit button to edit the information.
3. Update the budget information as necessary.

4. To save the entered information, select the Save and Keep button to keep the form open for
further editing -or- select the Save and Release Lock button to close the form after saving.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button on the
confirmation - returns the form to read-only and does not save any of the entered information onto

the form.

7.2.15.4 Deleting a Budget Period

With Edit Budget authority, an ASSIST user may remove entire budget periods from a component.

To delete an entire budget period:

1. Select the link for the period being removed (e.g., Period 3 link)

Component Information

Training

Symmary | RER Cover | Cover Page | Othér Sites Srifey Training Trairing
Supplement  Project Perion Prergram Subaward
Enformation Prodile Flan Budget

PHS 398 Training Budget, Cumulative Budget @

Figure 153: Accessing Added Training Budget Periods

2. Select the Edit button to enable editing.
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3. Click the Remove Budget Period button.

Save and Keep Lock Cave and relsase Lock Cance d releass Lock Remove Budget Perod

Figure 154: Remove Budget Period Button on Training Budget
A confirmation window displays.

4. Select the Continue button to confirm the deletion request.

NOTE: Selecting the Go Back button returns the budget period form without deleting it.

The PHS 398 Training Budget tab information displays, with the link for the removed
budget gone. This information is now deleted. The deleted budget period is also removed
from the Cumulative Budget information.

7.2.15.5 Viewing Cumulative Budget

To view the cumulative budget of multiple budget periods, select the Cumulative link.

» Component Information

" m
Training
tummary | RER Cowver  Cover Page  Other Lites Srilay Traiving (NNl Training
Supplement Project Perwon Program Eudget Subaveard

Information Prodile Flan Budget

PHS 398 Training Budget - Period 1

FRa27G d1NINgE getl vha ﬁ.}

Figure 155: Cumulative Link for Multiple Training Budget Periods

The PHS 398 Training Budget - Cumulative Budget displays as read-only.
7.2.16 Training Subaward Budget

The Training Subaward Budget form must be added to the component as an optional form. Refer
to the section of this document titled Add Optional Forms to a Component on Page 174.

For assistance with the information required on the forms, please refer to the Application Guide.

Adding Components 163 July 18,2014



ASSIST User Guide

http://grants.nih.gov/grants/funding/424/SF424 RR Guide General Adobe VerC.pdf#8 6
PHS 398 Training Subaward Budget

For guidance on completing the form in the ASSIST system, refer to the steps below.
7.2.16.1 Adding a Training Subaward
To add a subaward:

1. Select the Add New Subaward button.

_;f U5, Department of Health & Human Services

A= Application Submission System & Interface
for Submission Tracking (ASSIST)

Actions @ Training

RETURN TO APPLICATION INFO - L Py
Summary | RER Cover | Cover Pags Dther Sited Sy Training Trairding

Supplement  Project Parion Program Budiget
MAHAGE ACCESS Ik mal ica Prefile Flan

=) Home 1) Logout @) Help Desk  Z)Contact Us

VIEW STATUS HISTORY
Training Subaward Budget

ADD NEW COMPONENT ) ; . n @
Training Subaward Budget v21.0

PREVIEW CURRENT FORM

VALIDATE COMPOMENT Complete the subawardee budget(s) in accordance with the Training Budget instructions.

Add Hew Subaward | Remove All Subawards

Select Component Type

+ Owerall Subaward Organization Ac tion

MHothing found to display.

I

268-Training
My Training)

Figure 156: Add New Subaward Button on Training Subaward Budget Form

The PHS 398 Training Budget- Period I for Subaward <X> page displays.
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‘. LS, Department of Health & Human Services

= Application Submission System & Interface
~ & for Submission Tracking (ASSIST)

=) Home 3) Logout ) Help Desk Z)Contact Us

ve » Search for Applications » Application Search Results » Appli n » Component Information
j—
Actions @ Training
RETURN TO APPLICATION INF ik
ETU b LiCATIO 2 Summary | RER Cover §¢“r Fage Pmr_m Fitey Fs;mw :r;inir\i TBr‘::ing ‘LL"‘::‘F:‘
MANAGE ACCESS e e, phesi-l B et | -
VIEW STATUS HISTORY Periad 1
ADD HEW COMPONENT = -
Subaward
PREVIEW CURREMT FORM
VALIDATE COMPONENT PHS 398 Training Budget - Period 1
PHS5398 TrainingBudget v1.0 °
Select Component Type Ed
+ Owerall
— Training
Organizational DUMS
268-Trai
g Organization Hame
My Training)
et Type T Project & Subsward/Consortium
Start Date e
—

End Date

A, Stipends Tuition/Fees

Figure 157: Subaward Training Budget Fields

2. Complete the budget information as appropriate. Required fields are marked with an asterisk

(*).

3. To save the entered information, select the Save and Keep button to keep the form open for
further editing -or- select the Save and Release Lock button to close the form after saving.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button
on the confirmation - returns the form to read-only and does not save any of the entered

information onto the form.

4. Repeat steps, selecting Add New Subaward for each additional subaward.
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The added subawards display in a table from which they can be accessed using the Edit,
Remove, and View buttons.

.f;i;f'. LS. Department of Health & Human Services o Home ) Logout ) HelpDesk ) ContactUs

Application Submission System & Interface
% for Submission Tracking (ASSIST)

me » Search for Applcations » Application Search Results » Application Information » Component Infarmation
j—
Actions @ Training
RETURM TO APPLICATION INFO = e =
Sumeary | RBER Cover Cover Page | Other Sites Srifoy Trairing Training
Supplement|  Project Ferson Frogram Budget
MANAGE ACCESS Information Profils Plan

VIEW STATUS HISTORY

Training Subaward Budget
ADD HEW COMPONENT )

Training Subaward Budget v2.0
PREVIEW CURRENT FORM

VALIDATE COMPOMENT Complete the subawardee budget(s) in accordance with the Training Budget instructions.

Add Hew Subaward | Remove All Subawards

Select Component Tvpe

+ Overall Subaward Organization Action
Subaward1 University m m m
e S MyOrganizaion ait ] Renove ] View

268-Training
(My Training)

Figure 158: Training Subaward Summary Table

Adding Another Budget Period to a Training Subaward

To add an additional budget period to a subaward:
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1. From within the subaward form, select the Add Period button.

» Component Information

Training
Summary || RER Cover | Cover Page  Other Siten Srifey | Training | Traiving [kl
Supplemant Project Pisr i Frogram Eudgel !\-l..lkuh;rl:.
Infermation Profile Flan Budget

Subaward 1

PHS398 TrainingBudget v1.0 @

PHS 398 Training Budget - Period 1

Figure 159: Add Period Button on Training Subaward

The PHS 398 Training Budget - Period X displays (where X is the specific budget period

being added).
" 3 ;> » » Component Information
Trainino
[Taining
Summary | RER Cover Cower Page | Other Sites Srilay Traiming | Trabnirg ___T'I"-"_""“;
supplement Project Férion Progsam Buedget g
Information Profile Plan Budget
Subaward 1
PHS 398 Training Budget {Period 2
PHS5398 TrainingBudget v1.0 Z
Organizational DUNS
Organization Hame
Budget Types  Project & Subaward/Contortum
Start Date [11/01/2013 x|
End Date  [§3701/2013 Jsz53]
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Figure 160: Subaward Form for Additional Training Budget Period

2. Enter the budget information for the specific period.

3. To save the entered information, select the Save and Keep button to keep the form open for
further editing -or- select the Save and Release Lock button to close the form after saving.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button on the
confirmation - returns the form to read-only and does not save any of the entered information onto
the form.

Editing and Viewing an Entered Training Budget for a Subaward
To view and/or edit the subaward training budget period:

1. From within the subaward form, select the link for the period to view or edit (e.g., Period 3

link).
. i
» Component Information

Training
Iraining

Sumemary | RBR Cover | Cover Page|| Other Sites Srikey Training Training g.T;I d

fupplement|  Project Parson Program Budget i
Information Profie Plan Budget

PHS 398 Training Budget - Period 1

] W 0 = L

Figure 161: Subaward Period Link for Training Budget

View the information.
Select the Edit button to edit the information.
Update the budget information as necessary.

wh v

To save the entered information, select the Save and Keep button to keep the form open for
further editing -or- select the Save and Release Lock button to close the form after saving.

NOTE: Selecting the Cancel and Release Lock button - followed by the Continue button on the
confirmation - returns the form to read-only and does not save any of the entered information onto
the form.
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Viewing Cumulative Training Budget for a Subaward

To view the cumulative training budget for a particular subaward, access the form and select the

Cumulative link.

Iraining

Sumimary | RBR Cover | Cover Page Other Sites Sritey
fupplement  Project Parson
Irfor mation Profile

Training
Program
Plan

» Component Information

Budget

Training Tralning

Suibasward

PHS 398 Training Budget - Period 1

Figure 162: Cumulative Link for Subawards with Multiple Training Budget Periods

The PHS 398 Training Budget - Cumulative Budget displays as read-only.

7.2.16.2 Removing Training Budget Subawards

Training budget subawards can be removed individually or all at once. The steps below provide

detail for each method.

Removing an Individual Training Budget Subaward

To remove an individual subaward:

1. Select the Remove button from the Action column for the particular subaward being

removed.
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] p » h ts » Application Information » Component Information
[Taining
Summary RER Cover Cover Fage| Other Sitws Srifay Trairing Trainimg
Supplemant|  Profect Parsom Frogram Eudget
Indarmatisn Profile Plan

Training Subaward Budget

Training Subaward Budget v2.0 ©

Complete the subawardee budeet(s) in accordance with the Training Budeget instructions.

Add Hew Subaward | Remove All Subawards

Subaward Organization Action

Subaward? MryOrganiza ton

Figure 163: Remove Button for Removing Individual Training Budget Subawards
A confirmation window displays.

2. Select the Continue button to complete the removal.

Summary | RER Cover Cover Page Dthsr Sitws S Wy Trrairing Tranimg *Tuining-‘
Supplement | Project Person Program Budpet [
Anfesenation Bralils ,ﬂ{ Budget
e
A
Cofnp ~USAWARHI HSORTILIM/CONTRACTLIA 315 1 the Training Budget instructions.
Go Back
St - .mm-/ Action
Subaward? MyOrganizaton hencre ] View

Figure 164: Confirmation for Removing an Individual Training Budget Subaward

Removing All Training Budget Subawards

To remove all subawards at one time:
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1. Select the Remove all Subawards button from the Training Subaward Budget tab main
page.

.f@. LS. Department of Health & Human Services ) Home ) Logout ) HelpDesk ) Contact Us

Application Submission System & Interface
£ for Submission Tracking (ASSIST)

NN

or tons » earch Results » Application Information » Component Information
==
Actions @ Training
RETURN TO APPLICATION INFO
Sumeary RER Cover Cover Fage |  Other Sites Srikey Tralring Training
Supplemant | Project Parion Program Budget
MAMAGE ACCESS Indar mathan Frofile Plan
VIEW STATUS HISTORY
Training Subaward Budget
ADD HEW COMPONENT

Training Subaward Budget v2.09@
PREVIEW CURRENT FORM

VALIDATE COMPOMENT Complete the subawardee budget(s) in accordance with the Training Budget instructions.

d Hew Subaward lﬁ:-. pove All Subawards

Select Component Type

4 Overall Subaward Organization Action
Subawardl University et | Remove ] view |
— Training Subaward2 MyOrganization m m

268-Training
(My Training)

Figure 165: Remove All Subawards Button for Training Budget

A confirmation window displays.

2. Select the Continue button to move forward and delete the subawards. (Selecting Go Back
cancels the action.)
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5 BE € o - Other 5 5 v B Training
mtll  Proje Paricn Subaward
4t (=} 44 T s i d i
Infionmation Profile ar

Tr'ain| ]

Canp Al 1 thE Training Budget instructions

Ac tion

M cus J/ (et ] Femove J View |

Figure 166: Confirmation for Removing All Subawards for Training Budget

7.3 Form and Field Level Validations

ASSIST component forms include validation features at the field level created to identify
formatting errors or missing required data well in advance of the submission process. These checks
are performed when information is first entered into a field or when the component form is saved.

NOTE: This topic discusses the validations for improperly formatted data and missing required
data. This topic does not discuss validating the entire application for submission. Refer to the
section of this document titled Validating the Application on Page 188 for information on
submission validation.

7.3.1 Field Data Format Validations

Many component forms contain fields requiring certain types of data (e.g., numeric data in salary
fields). ASSIST features field level validation on many form fields to ensure that they information
being entered is in the proper format. In these specific fields, ASSIST validates the data upon entry
(or after moving the cursor from the field) and immediately displays a pop-alert indicating that the
format is not as expected.
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A %

Figure 167: Invalid Format Error

When this occurs, read the error message and select the OK button. The field containing the error
remains red - and cannot be navigated away from - until the erroneous data is fixed or cleared out.

7.3.2 Required Field Validations

Many of the component forms in ASSIST include fields requesting required information that must
exist before the application can be submitted. Required fields are marked with a red asterisk (*).
Although the information in these fields is required for submission, component forms can be saved
without this information. This is useful when not all the required information is known at the time a
form is started. A component form can be started, saved, and completed later when the information
is known.

When saving a form with missing required fields, a notice displays indicating that data entry errors
were found and providing the options to Continue saving the form as-is or to Return to correct
errors.

» f : » A : Resuirs > Applicat farmation > Component Information

(7]

Actions

MANAGE ACCESS

VIEW STATUS HISTORY

ADD NEW COMPOMENT I Project Performance Site updates saved but errors exist..,

PREVIEW CURRENT FORM I The (anerscdanal MHcdet minct he needded for fhe | acatan an the Project/Performance Site Location(s) form if
country ¢

VALIDATE COMPOMENT O Stre
I City !5
e Stat

Select Component Type & ZIps Return to correct erruz
R — Surmmal r/Key | RE&R Budget RE&R Research
supmETIETIL Fruge rerson Subaward Plan
Information - Profile Budget

Project/Performance Site Locations Summary

Project/Performance Site Location(s)

T N

PerformanceSite v2.0
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Figure 168: Data Entry Errors Notice

To aid in the identification of incomplete forms, ASSIST employs a missing information icon - a
red exclamation point (!) - on the summary page of incomplete component forms. The icon
indicates the section or field with missing data. If the icon is seen on the summary page, simply edit
the appropriate section of the form and provide the required information before saving again.

NOTE: Not all forms contain summary pages.

* Comporant Inforemanksn

() Core

Actions

MANAGE ACCESS Summary || REBR Cover | Cover Page Other Sr/Key | RER Budget RER Research
Supplement Project Person Subaward Plan
VIEW STATUS HISTORY Information Profile Budget

ADD NEW COMPONENT

PREVIEW CURRENT FORM

T Primary Performance Site @
Organization Mame DUNS Address Action
f8% Main Street Edit m
Select Component Type Anytown, IL 60614
I I UNITED STATES
+ Overall Project/Performance Site Location(s) EZEES
1t
Entry # Organization NHame DUNS Address Action

nu
UMITED 5TATES

Figure 169: Red Exclamation Point Indicates Missing Data on the Form

NOTE: Missing required information can also be identified by performing a component validation.
Refer to the section of this document titled Validating an Individual Component on Page 189.

7.4 Add Optional Forms to a Component

To add optional forms:

1. Select the Return to Application Info button on the Actions panel to return to the
Application Information page.

2. From the Application Information page expand the appropriate component from the
Component Type section.

3. Select a component type to display the Component Information.

The Component Information page opens for the component.
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4. Select the Add Optional Form button from the Actions navigation panel.

A pop-up window opens for selecting the form to be added.
5. Choose a form from the drop-down list.

6. Select the Submit button to add the form to the component.

NOTE: Selecting the Cancel button closes the window without added the form to the

component.

Research

( S ) Add Optional Form

—— ct the form you wish to 04 (( SRS~ ])

§

Select Component Type

Figure 170: Adding an Optional Form

7. Select the tab of the corresponding form to enter information on the form.

7.5 Change Component Order

The Change Component Order screen is used to set the order in which your components appear in
the submitted application (i.e., the PDF version) for each particular component type. For example,
if your application contains four components of the component type Research, you can re-arrange
those four components into any order you wish. The component order can be changed for

components in the status of Work in Progress, Complete, or Final.
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» Change Component Order

Actions @ Change Component Order @
EETUEN TO APPLICATION INFO Tiili
MANAGE ACCESS S
DISPLAY COMPOMENT STATUS
VIEW STATUS HISTORY t Choose Component — =] SN

ADD HEW COMPOMENT

CHANGE COMPOMENT ORDER

Component Type

+ Crerall

+ Carger-Dev

Research

Training

Figure 171: Change Component Order Screen

NOTE: Although components within a particular component type can be re-ordered, you cannot
re-arrange the order of component types.

Access the Change Component Order screen by selecting the Change Component Order button
on the Actions panel. Once the screen is opened, follow the steps below to update the order of
components of a particular component type:

1. Select a component type from the Select Component Type drop-down list and click the
Select button. The component types displayed in the list depend on your application's FOA.

» Change Component Order

Actions @ Change Component Order @
RETURM TO APPLICATION INFO Tip:
MANAGE ACCESS .

DESPLAY COMPOMENT STATUS

WIEW STATUS HISTORY

ADD NEW COMPONENT

CHANGE COMPOMENT ORDER

Figure 172: Choose a Component Type to Re-order Components

The screen updates to display the current Order, Component, Project Title, and Project
Lead for each component of the selected component type. Components display in the order
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in which they were added to the application until they are re-ordered using this feature. Once
components have been re-ordered, they will display in the current (i.e., updated) order.

» Change Component Order

Actions @ Change Component Order @
RETURM TO APPLICATION INFO Tip:
MAMAGE ACCESS 1ochange

DEEPLAY COMPOMNENT STATUS

VIEW STATUS HISTORY ' ! Research -]

ADD NEW COMPONENT
Order Component Project Title Project Lead

CHANGE COMPOHENT ORDER WHITIAN, WALT
WHITMAMN, WAL

Component Type

+= Orverall

+ Career-Dev

— Research
546-Rescarch

Figure 173: Current Order of Components on Change Component Order Screen

2. Use the text box in the Order column for each component being re-ordered to enter an order
value. Make sure to enter a unique value in each Order field. You will receive an error if
you attempt to save the order of components with duplicate order values.

Y ou may use decimal numbers (up to 2 places) and negative numbers to avoid re-numbering
every component. For example, to re-order a particular component to appear between the
first and second components, enter that component Order as /.5.

After updating the values, you can use the Refresh button to display the components in the
updated order. Refreshing the displayed order does not save the order and you can always
use the Cancel button to abort the action, even after refreshing the screen.
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Home » Search for Applications » Application Search Results » Application Information » Change Component Order
—
Actions @ Change Component Order @
RETURN TO APPLICATION INFO Tip:
To change components order, enter a numerical value in the Order field,
MAHAGE ACCESS
DISPLAY COMPOMENT STATUS
VIEW STATUS HISTORY Select Component Type Research B setect |
ADD HEW COMPONENT
CHANGE COMPONENT ORDER Component Draject Tile Pujuck Lond
Bdé-Fesearch (Research 1) This is a sample of my 15t Ressarch WHITMAN, WALT
Component Type project.
199-Rasearch (Research ) This is my Znd example of a Ressarch ALFSTEM, JANE
c - component type project.
smponent 1 ype 169-Research (Research 3) This i a sample of my Ird Research LEE, HARPER
Component Type project.
E53-Research (Fesearch 4) This s my 4th sample of a Research SHAKESPEARE, WILLLAM
+ Overall Component Type project

Figure 174: Enter Values in the Order Field(s) to Re-order the Components

3. When satisfied with the component order, select the Save button to save your results and

return to the Application Information screen.

7]

Actions

RETURM TO APPLICATION INFO
MANAGE ACCESS

DISPLAY COMPOMENT STATUS

esults » Application Information » Change Component Order

Change Component Order @

Tip:
To change compenents order, enter a numerical value in the Order field,

VIEW STATUS HISTORY Select Component Type Research B setect |
ADD HEW COMPONENT
T Order Componant Project Title Project Lead
CHAN HEH
1 S5dé&-Rezearch (Ressarch 1) This &= a sample of my 1st Ressarch WHITMAN, WALT
Component Type project.
3 169-Research [Research 3) This = a sample of my Ird Research AUSTEN, JANE
. Component Type project.
COI‘:‘LDO]‘IEI‘I.’: T~‘ pe 31 199-Ressarch [Ressarch 2) This is my 2nd exampls of a Ressarch LEE, HARPER
component type project.
4 893-Research (Ressarch 4) This is my 4th sample of a Research SHARESPEARE, WILLLAM
+ Overall Component Type praject
+ Career-Dev

(DT

Figure 175: Save Button on Change Component Order Screen

You can see your changes reflected in the Component Type panel.
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Component Type

Corooe Do

~

— Research

Sdb-Research
(Research 1)

169-Research
(Research 3)

Training

Figure 176: Re-ordered Components as Seen in Component Type Panel
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8 Previewing the Application

8.1 Generating a Preview of the Entire Application

With the appropriate privilege(s), ASSIST users may view, print, and/or locally save a preview of
the application image from the Preview Application screen.

From this screen, you may perform the following actions:

o Generate and view an initial image preview
o View a previously generated image preview

« Generate subsequent image preview(s)

The Preview Application screen is accessed by selecting the Preview Application button on the
Application Information page Actions panel.

Tip: Select the Return to Application Info button on the Actions panel to return to the
Application Information page.

(- L5, Departmient of Health & Human Sendces

f Application Submission System & Interface Ermﬁn:n;:_:;ft
- . . . rom: U ol
(¥ for Submission Tracking (ASSIST)

e\ ML

Appiscation Information

Actions @ Application Information @

MAHAGE ACCESS Tip

DISPLAY COMPOMENT STATUS

VIEW STATUS HISTORY
ADD NEW COMPONENT » | Application Information
COPY APPLICATION Applicat y . 755

CHANGE COMPOMNENT ORDER Apr tion Project Tit Crime & Punishment and the Effects on Mental

Health
( PREVIEW APPLICATION _)
POV P Mame DOSTOEVSEY, FYODOR

VALIDATE APPLICATION

UNIVERSITY
SUBMIT APPLICATION
09/ C2/2013 - 09/01/2M5
UPDATE SUBNISSION STATUS

2012-11-05 03:14:53.000 PM EST

Figure 177: Preview Application Button on Application Information

8.1.1 Generating and Viewing the Initial Application Image

To generate an initial preview request:
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1. Select the Generate Preview button from the Preview Application screen.

4 U5, Department of Health & Human Services =) Home ) Logout ) Help Desk ) Contact Us

A= Application Submission System & Interface Usernama: 50_JIYICE
L= - S — - —— from: UNIVERSITY
£ for Submission Tracking (ASSIST)

» Preview dpplication

Actions @ Preview Application @

RETURHN TO APPLICATION INFO Tips:

MANAGE ACCESS

DISPLAY COMPONENT STATUS

VIEW STATUS HISTORY

ADD HEW COMPONENT User Status Date ] Status Action
COPY APPLICATION Nothing fownd to display.

CHANGE COMPONENT ORDER

PREVIEW APPLICATION

VALIDATE APPLICATION

Figure 178: Generate Preview Button for an Initial Request

NOTE: If a preview request was generated prior to this request, information on that preview
will display in the table. Refer to the section of this document titled Viewing a Previously
Generated Image on Page 183 for more information.

ASSIST queues the request for the preview. The table on the screen updates with the
requester information and the status of the request, which could be Waiting to Process,
Processing, Failed, and Preview Available.

While the request is processing, the Refresh Status button can be used to update the status
and to check on the progress of the request. When the request processing is completed, the
View button displays in the Action column.

2. Optional: Use the Refresh Status button to update the status and monitor the progress until
completed.
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r
i~ U.5. Department of Health & Human Services =) Home 7) Logout @) HelpDesk Z)Contact Us

Application Submission System & Interface
for Submission Tracking (ASSIST)

L
Aetions @ Preview Application @
RETURH TC APPLICATION INFO Tips:
MAHAGE ACCESS + ASEIST alle tioh preview re active at
« The Status doe t automatically te - use the Refres
DISPLAY COMPOMENT STATUS « Previewing a large appl on image can take several minutes. You

VIEW STATUS HISTORY

ADD HEW COMPOMENT User = Status Date = Status : Action

oyce, Ji Thu Awug 22 074625 T 2013 Procossing
COPY APPLICATION o, James u Aug 2 8 EOT 2013 TOC eSS

CHANGE COMPONENT ORLER

Refresh Status

PREVIEW APPLICATION

Figure 179: Preview Application Screen with a Processing Request

3. Select the View button to view the application image.

15, Department of Health & Hurnan Seivices =) Home ) Logout ) HelpDesk  Z) Contact Us

Application Submission System & Interface
for Submission Tracking (ASSIST)

» Pravigw ASplication

=
Actions @ Preview Application @
RETURN TO APPLICATION INFO Tips:
MANAGE ACCESS « ASSIST allows 2 W reque
« TheStatuss ot automatically ug
DISPLAY COMPONENT STATUS + Freviewing a large appl on image can take several minutes. You

VIEW STATUS HISTORY

ADD HEW COMPONENT User - Status Dats

Joycas, James Thu Aug 22 08:57:11 EDT 2013 Prevdew Availabls

ik

Status — Action

COPY APPLICATION

CHANGE COMPONENT ORDER

Generate Preview

PREVIEW APPLICATION

Figure 180: View Button on an Initial Preview Request

The application image displays in a separate window. From here, you can review, print,
and/or save the image locally if needed.
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4. Close the window displaying the PDF.

NOTE: Although unlikely, it is possible that another ASSIST user accessing the application at the
same time could generate a preview request for the application while you are in the Generate
Preview screen. If this occurs, you will see the following error message when you attempt to select
the Generate Preview button while the other request is processing: 4 'Generate Preview' request

is pending for this application. You may generate another preview when all pending requests have
processed.

8.1.2 Viewing a Previously Generated Image
To view an application image previously generated:

1. Open the Preview Application screen.

The screen displays information about the prior preview request. This includes the User who

submitted the request, the Status Date, the Status of the request, and the View button in the
Action column.

2. Select the View button to view the image.
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Figure 181: Preview Application Screen with Previously Generated Image

The application image displays in a separate window. From here, you can review, print,
and/or save the image locally if needed.

3. Close the window displaying the PDF.
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8.1.3 Requesting a New Application Image
Even if an image currently exists, a new preview can be generated. To request a new preview:

1. Open the Preview Application screen.

The screen displays information about the prior request. This includes the User who

submitted the request, the Status Date, the Status of the request, and the View button in the
Action column.

Optional: Select the View button to view the existing image.
3. Select Generate Preview button to generate the new request for an image.
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Figure 182: Generate Preview Button

ASSIST queues the request for the preview. The table on the screen updates with the
requester information and the status of the request, which could be Waiting to Process,
Processing, Failed, and Preview Available. This information is displayed beneath the
previous request.

While the request is processing, the Refresh Status button can be used to update the status
and to check on the progress of the request. When the request processing is completed, the
View button displays in the Action column. The new image replaces the previously
generated one.
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Figure 183: Processing a New Preview

4. Select the View button to view the application image.

The application image will display in a separate window. From here, you can review, print,
and/or save the image locally if needed.

5. Close the window displaying the PDF.

NOTE: Although unlikely, it is possible that another ASSIST user accessing the application at the
same time could generate a preview request for the application while you are in the Generate
Preview screen. If this occurs, you will see the following error message when you attempt to select
the Generate Preview button while the other request is processing: 4 'Generate Preview' request
is pending for this application. You may generate another preview when all pending requests have
processed.

8.2 Previewing a Component or Form

With the appropriate privilege(s), ASSIST users may view and print previews of the individual
components of an application or their forms.

8.2.1 Previewing a Component

1. From the Component Information page, select the Preview Current Component button
from the Action section.
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A PDF version of the component is generated within a new browser window, showing the
component forms and attachments.

NOTE: Application and component summaries and tables of contents are generated only
when previewing the entire application, not for individual components. Refer to the section
of this document titled Generating a Preview of the Entire Application on Page 180 for
information on previewing an entire application.

2. Optional: Select the print option to print the PDF or the save option to save the PDF locally.

3. Close the window displaying the PDF.

8.2.2 Previewing the Current Form

While working on a form of the Overall or other components of an application, you can open a
preview of what that form looks like as a PDF document.

To preview the form you are working on:

1.
. From the Actions panel, select the Preview Current Form button.

Select the specific form to preview by clicking its tab.

. Select the appropriate option to open the document file.

A PDF version of the specific component form is generated and displayed within a new
browser window.

4. Optional: Select the print option to print the PDF or the save option to save the PDF locally.

Close the window displaying the PDF.
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Figure 184: Preview Current Form Button

Previewing the Application

187

July 18,2014



ASSIST User Guide

9 Validating the Application

Before an application can be submitted, it must pass various system and business validations at
both the overall application and individual component levels. Validation checks are triggered
automatically whenever the status of the application or component is updated by an ASSIST user;
however, validation checks can also be run manually if chosen. ASSIST users can choose to
validate the entire application or individual components as desired. To validate the entire
application, a user must have the Entire Application Editor - All (both Budget and Non-Budget)
Access level. To validate a component, a user must have the Editor - All (both Budget and Non-
Budget) Access level for that component. Refer to the section of this document titled Manage
Access on Page 5

9.1 Validating the Entire Application
To perform validations on the entire application:

1. Select the Return to Application Info button on the Actions panel to return to the
Application Information page.

2. Navigate to the Application Information page.
3. Select the Validate Application button under Actions.

Figure 185: Validate Application Button on Actions Pane

The system begins validating the application. If there are errors or warnings, they are listed on the
Application Errors and Warnings Results page, which opens as a separate window. Errors must be
corrected before the application can be submitted.

With no errors or warnings, a message displays as follows: No errors or warnings were found.

NOTE: ASSIST does not perform validations on components in Abandoned status.
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Refer to the section of this document titled Application Errors and Warnings Results on Page 190
for information on displayed errors and warnings.

9.2 Validating an Individual Component
To perform validations on an individual component:

1. Navigate to the appropriate component by expanding it and selecting it from the
Component Type section of the left-side navigation panel.

2. Select the Validate Component button under Actions.

UPDATE COMPOMENT STATLIS

Figure 186: Validate Component Button on Actions Pane

The system begins to validate the Component. If there are errors or warnings, they are listed on the
Application Errors and Warnings Results page, which opens as a separate window.

ASSIST cannot perform all validation checks on the application if required components or required
forms are missing. When this occurs, error messages to this effect display on the Application
Errors and Warnings Results page.

If no errors exist and no warnings are necessary, a message displays as follows: No errors or
warnings were found.
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10 Application Errors and Warnings Results

When an application or component fails validation, any errors and warnings are listed on the
Application Errors and Warnings Results page, which opens as a separate window. At the top
portion of the page, ASSIST displays the application or component against which the validation
was run.

The bottom portion of the page displays the errors or warnings found during validation. While
warnings should be reviewed, errors must be addressed in order for an application to be submitted.
The information in this table includes:

o Component ID & Title

Lists the component (Overall or other) for which the error or warning exists
e Form Name

Lists the form containing the field prompting the error or warning
e Error Message

Explains the issue causing the error or warning
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Figure 187: Application Errors and Warnings Results Page

The information in the sections for errors and warnings is sortable by selecting the up/down arrows
next to the table headings. Selecting the arrows sorts the information in numeric or alphabetic order
based on the column heading selected.
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11 Verify Senior/Key Personnel

ASSIST allows a biosketch to be uploaded for each senior/key person entry on a complex
application. Only one biosketch may be submitted per senior/key person in the final application,
even if that person is on multiple components within the application.

Upon updating a component to Final status, ASSIST checks to see whether a biosketch for a
senior/key person exists on another component marked as Final. If a user has added two or more
biosketches for the same Senior/Key Person, ASSIST requests that one of them be selected as the
biosketch to include with the application.

ASSIST considers senior/key person entries to be the same person if the Senior/Key Person Profile
or PD/PI Profile Credentials match. If senior/key person entries exist where credentials are not
provided for both entries, then ASSIST considers senior/key persons to be a potential match if the
First Name, Last Name, and Organization Name match.

When ASSIST finds that a bio-sketch for a senior/key person on the current component being set
to Final potentially matches another senior/key person with a bio-sketch on an existing Final
component, the Select Senior/Key Person page displays prompting you to indicate whether these
are the same person before prompting you to choose which biosketch to use.
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Figure 188: Select Senior/Key Person Page Displays for Potential Match

Conversely, if ASSIST determines that the persons are a definite match, based on the same entered
credentials, the system does not require you to indicate if the persons are the same, and
automatically displays the Select Biosketch page instead.
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Figure 189: Select Biosketch Page Displays for Definite Match

The steps for completing both pages are detailed in the sections that follow.

11.1 ASSIST Identifies Potentially Matched Persons

When ASSIST identifies two key persons as a potential match, the Select Senior/Key Person page
displays. The page includes a table displaying the senior/key person of the current component
(being marked as Final) next to the component previously marked as Final containing the
potentially same senior/key person.
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Figure 190: Select Senior/Key Person Page

1. If the listed senior/key persons are different, leave the Check if they are the same checkbox
unchecked.
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Figure 191: Senior/Key Person are Not the Same
-OR-

If the listed senior/key persons are the same person, click the Check if they are the same
checkbox to place a checkmark in the box.
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The grantor agency allows only one biosketch per Senior/Key Person to be submitted with this application.
The following Senbor/Key Parsons have baen identified as potential matches to Senjor/Key pearsons on

angther component already marked as Final. Please check if they have been identified comrectly.

Senior/Key Person on 299-Core: A Study Senior/Key Person on other component Check if they
in Scarlat Fever already marked Final are the same

drthuor Conan Doyl 949-Core: Pride & Prejudice and the Human
Pryche

Identiflication Complebed Cancel Status Change

Figure 192: Senior/Key Persons are Same Person

NOTE: To cancel the action without completing the identification, click the Cancel Status
Change button and the Continue button on the subsequent confirmation pop-up message.
Selecting the cancel option results in the biosketch selections not being saved and the
component not being updated to Final.

2. Select the Identification Completed button.
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Figure 193: Identification Completed Button

The Select Biosketch page displays.
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Figure 194: Select Biosketch Page Displays

3. Continue with the steps detailed below to complete the Select Biosketch page.

11.2 ASSIST Determines that Persons are a Match

ASSIST displays the Select Biosketch page after you indicate that potentially matching senior/key
persons are the same person (on the Select Senior/Key Person page) -OR- when

ASSIST determines that two senior/key persons have the same credentials and are therefore a
match. This page lists the senior/key person and the titles of the components containing biosketches
for that person. The biosketches are viewable by clicking the component title, which is displayed

as a link.
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Figure 195: Select Biosketch for Senior/Key Person

1. Optional: Select the component title link listed under Biosketch uploaded for this
component column to view the biosketch for the current component being updated as Final
or the component title link listed under Biosketch uploaded from another component
column to view the biosketch for the component previously set to Final status.

For each person, please identify which biesketch to include in the submission. Click on the hyperiink of the
component identhier/title to wiew the biosketch for that component. You must select a biosketch for sach

person before you can submit your salectons.
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Figure 196: Component Titles Display as Hyperlinks

2. Select the biosketch to include in the application by either clicking the radio button for the
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current component or the radio button for the previously finalized component. Selecting the
current component indicates that the biosketch for the component being finalized should be
used for the application, and the other one removed. Selecting the previously finalized
component's radio button indicates that the biosketch on the component previously set to
Final status should be used, and the one on the current component should be removed.

NOTE: Select the Cancel Status Change button to cancel the action without selecting a
biosketch. Selecting the cancel option results in the biosketch selection not being saved and
the component status not being updated to Final.

3. Select the Submit Biosketches button to complete the selection of which biosketch to
submit with the application.
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Figure 197: Submit Biosketches Button

The unselected biosketch is removed from the Senior/Key Personnel form the corresponding

component.
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12 Application Submission

When an application is complete, it needs to be submitted to the offering agency using the submit
feature in ASSIST. An application can be submitted when it passes all validations and the status of
the application is Ready to Submit. Only ASSIST users with the appropriate privileges can submit
an application.

Refer to the section of this document titled Validating the Application on Page 188 for information
on performing validations.

Refer to the section of this document titled Update Application Submission Status on Page 50 for
information on updating the status of an application.

12.1 Submit the Application

Users with the proper privileges may electronically submit the application via ASSIST. In order for
an application to be submitted, the application status must be Ready for Submission. An application
can only be updated to Ready for Submission status when it has passed all system and business
validations.

To prepare an application for submission:

1. Verify that at least one component of the application is in Final status and that the other
components are in either Final or Abandoned status.

2. Verify that the status of the application is A// Components Final.

3. Perform validations against the application using the Validate Application button from the
Actions section.

When an application passes validations, its status is updated to 4/l Components Validated.

4. Update the application to Ready for Submission using the Update Submission Status
button from the Actions section.

To submit an application:

Only a Signing Official for the Applicant Lead Organization, who is an Authorized Organizational
Representative, can submit the application.

1. With the application in Ready for Submission Status, select the Submit Application button
from the Actions area.

ASSIST prompts the user for the Grants.gov Authorized Organization Representative
(AOR) credentials.
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2. Enter the AOR credentials in the Username and Password ficlds and select the Enter
button.

NOTE: These are the Grants.gov credentials and not the ASSIST or eRA Commons
credentials.

The information is passed from ASSIST to the Grants.gov system for further processing. In
ASSIST, the application is updated to a status of Submitted. The dates and times of the
submission are recorded. These details can be viewed in the View Status History page. In
addition, ASSIST sends notification to the appropriate parties to inform them that the
application has been submitted. This includes the SO and PD/PI.

12.2 View Submission Details

After submitting an application to agency, ASSIST users may view the status details of the
application. To view these details:

1. Perform a search to locate and select the application.

The Application Information page displays general information including the application
Status. The Grants.gov Tracking # will be displayed in the
Application Information Summary after Grants.gov has received the submission.

2. Select the View Submission Status Details link located next to the Status of the
application.
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Figure 198: View Submission Status Details Link on Application Information

The submission status details display for ASSIST, Grants.gov, and the Agency.
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Figure 199: Submission Status Information

Application Information

Application information is displayed above the submission status details. This information includes:
o Application Identifier

This field displays the unique identifier of the application in ASSIST.
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FOA Number

This field displays the Funding Opportunity Announcement number associated with the
application.

Project Title

This field displays the title of the project associated with the application.
PD/PI Name

This field displays the name of the Contact PI for the application.
Organization

This field displays the lead organization for the application.

Grants.gov Tracking #

This field displays the Grants.gov tracking number. This field is blank if the Grants.gov has
not yet received the application.

Last Status Check

This field displays the date and time of the most recent successful request to check the status,
either by a user or by the system.

Check for Status Updates button

This button is used to perform an update of the status details.

ASSIST

ASSIST Status details include the following:

Submission Date
This field displays the date and time at which the application was submitted in ASSIST.
Submitting AOR

This field displays the name of the ASSIST user who submitted the application, based on the
AOR credentials entered upon submission.
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o ASSIST Submission Status

This is the ASSIST status of the application.

o Submission Status Date

This field displays the date and time at which the latest submission status update occurred.

Grants.gov

If information is available, Grants.gov status details include the following:

o View Grants.gov Submission Errors link

This link displays if there are submission errors detected at Grants.gov. Select the link to
view a list of errors and warnings from Grants.gov.

o Grants.gov Tracking #

This field displays the Grants.gov tracking number. This field is blank if Grants.gov has not
yet received the application.

o Grants.gov Received Date

This field displays the date and time at which Grants.gov received the application.

o Grants.gov Processing Status

This field displays the latest Grants.gov application processing status.

o Grants.gov Status Date
This field displays the date and time at which the latest Grants.gov status update occurred.
Agency
If information is available, Agency status details include the following:
o View Agency Submission Errors and Warnings link

This link displays if there are submission errors and/or warnings detected at the grantor
Agency. Select the link to view a list of errors and warnings from the grantor Agency.
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o Agency Tracking #

This field displays the unique identifier for the application given by the grantor Agency upon
receipt of the application. Selecting the tracking number hyperlink opens the eRA Commons
Status Information screen, from which you can view the agency generated application (e-

Application).
Status Information
General Grant Information
Status: Applicabon entered inlo system
Institution Hame: UNIVERSITY
Schood Name:
School Category:
Devisson Hame:
Departmant Hame:
P Namse: CRANE. STEPFHEN
Apphcation 10 1P20-
Proposal Titke: PA-00-000 Action
Proposal Receipt Date: 100252012
Last Status Updaite Date: 10252012
Current Award Notice Date:
Applcabon Seurce: Grants gov
Project Period Begin Date: 07012014
Project Period End Date: 04202019
eApphcaton Sates: Submessien Complets
FO& [PADO-000] - MEH Commiplex Research type comiponents. only
NEH Appl. I0x 1234567
Effective Date Status Message Institute or Center Assignment Date
Awvard Document Number Scientic Revew Group:
FSR Accapted Code N Couwncl Mestng Date(Y YA} 201401
Snap inacator Code
Revwew Outcome Avalable No
Swmmary Statement Available: Ho
Earty Stage imrestigator Elgible
Hrw Irmen 3t gator Elgitde
Elgitie for FFATA Reporting
Reference Letter(s)
This kSt Shows REMMNCE LEMES 3350080 with This particular Grant Application. PRincipal IrmesSgalor Can $&& 3 st of all Reference LeBers within Personal Prole - Refersnce LeBers $eC80n on #RA Commans
[T
Admintstration Hame Phone Email

Figure 200: eRA Commons Status Information Screen and e-Application Link

NOTE: If you are an unauthorized user, you will receive an error message when you
attempt to access the link.

o Agency Status
This field displays the latest grantor Agency application processing status.
o Agency Status Date

This field displays the date and time at which the latest grantor Agency status update
occurred.

12.3 View Post-Submission Errors

When an application is submitted, the offering agency performs certain validations against the
application. If errors exist, the application is put into a status of Submission Errors. ASSIST users
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with the proper authority can view these errors and make corrections before re-submitting the

application to the Agency.

The errors and warnings returned by the Agency and Grants.gov are viewable from the status
detail page for the application. To view post-submission errors on an application:

1. Perform a search to locate and select the application.

2. Select the View Submission Status Details link in the Status field of the
Application Information page.
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Figure 201: View Submission Status Details Link

The application status details display in a separate window. Refer to the section of this
document titled View Submission Details on Page 200 for information about this page.
When Grants.gov post-submission errors exist, the View Grants.gov Submission Errors
link displays. If Agency errors and warnings exist, the View Agency Submission Errors
and Warnings link displays.

3. Select the appropriate link to view the errors and warnings.

- LS, Dapar

Application Information @

The Red Badge of Courage and Other Skin Dizorders
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_-\E‘T'lDlLi‘ Irg stion UMNERSIT
MAN
g #: GRANTO0123455
DiSPLAY CC o o
Thu Qet 25 13:30:53 EOT 2012
s Check for Status Updates
ADD NE!
CORY
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Submission Errers
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C"."irh' Agency Submission Errors and 'H.lrr'in?:)
ERRORVAL
Thy Dt 25 13.30:39 EOT 2012
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Figure 202: Application Status Information

12.3.1 Agency Errors and Warnings Results

The Agency Errors and Warnings Results page shows errors and warnings detected during
application processing by the grantor Agency. The page is divided, showing Application
Information on the top and separate sections for Errors and Warnings beneath. Errors must be
corrected before the application can be re-submitted to Agency. Applications can be submitted
when warnings exist, but those warnings should be reviewed and considered.

The Errors and Warnings tables include the following fields:

o Component ID & Title

This is the component for which the error or warning was detected

e Form Name

This is the specific form on which the error or warning was detected.

o Error Message or Warning Message

This is the error or warning message. For errors, this message contains details for the error
with guidance for resolving the issue. For warnings, this message provides further
explanation of the warning.

Application Submission 208 July 18,2014



ASSIST User Guide
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Figure 203: Agency Errors and Warning Results

12.4 Revise a Submitted Application

ASSIST users with the authority to edit an entire application may revise an application even after it
has been submitted. This is necessary when an application is in Submission Errors or Agency
Errors status and needs to be corrected and re-submitted.

To revise and resubmit an application:
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1. From the Application Information page select the Update Submission Status button from
the Action list.

The Update Status window displays.

2. Select the Work in Progress status from the Select the new status drop-down list.

3. Complete the status update:
a. Enter a comment in the provided text box.

b. Select the Add comment button.
-OR-

c. Select the link titled or continue without adding a comment to update the status
without entering a comment in the provided text box.

4. Select the component needing revision from the Component Type section of the page.
5. Select the Update Component Status button from the Actions section of the page.

6. Update the status of the component to Work in Progress by selecting it from the drop-down
box, entering comments, and selecting the Add Comment button.

Once the status of the component is Work in Progress, the appropriate component form(s) can be
updated. Navigate to the appropriate forms, make the changes, and re-submit the application. Refer
to the section of this document titled Submit the Application on Page 199 for information on
submitting the application.

Application Submission 210 July 18,2014



	1 ASSIST
	1.1   Application Format

	2 Logging into the Application
	2.1   Logging In
	2.2   Logging Out
	2.3   Changing Your Password
	2.3.1  Forgot Password/Unlock Account
	2.3.2  Expired eRA Password


	3 Manage Access
	3.1   Privileges Automatically Available in ASSIST Based on eRA Commons Role
	3.2   Add Access for a New User
	3.3   Modify User Access for an Application or Individual Components
	3.4   Revoke Access to an Entire Application or Component
	3.5   User Access History Summary
	3.6   User Access History

	4 Using ASSIST
	4.1   Actions
	4.2   Component Type
	4.3   Breadcrumbs
	4.4   Component Form Tabs
	4.5   Navigational Links
	4.6   Online Help
	4.7   Manage Attachments
	4.7.1  Add Attachment
	4.7.2  Replace Attachment
	4.7.3  Delete Attachment
	4.7.4  View Attachment

	4.8   Application Information
	4.8.1  Application Information Section
	4.8.2  FOA Information Section
	4.8.3  Delete the Application

	4.9   Component Information
	4.9.1  Component Information Section
	4.9.2  Application Information Section
	4.9.3  Delete a Component
	4.9.4  Updating the Component Short Name

	4.10   Application & Component Status
	4.10.1  Application Submission Status Workflow
	4.10.2  Display Component Status
	4.10.3  Update Component Status
	4.10.4  Component Status History
	4.10.5  Update Application Submission Status
	4.10.6  View Application Status History

	4.11   Copy Application

	5 Prepare an Application
	5.1   Initiate an Application

	6 Search for an Application
	7 Adding Components
	7.1   Overall Component
	7.1.1  Add Overall Component
	7.1.2  Edit Overall Component Forms
	7.1.3  SF424 R&R Cover for Overall Component
	7.1.4  PHS 398 Cover Page Supplement for Overall Component
	7.1.5  Research & Related Other Project Information for Overall Component
	7.1.6  Overall Component Sites
	7.1.6.1  Primary Performance Site
	7.1.6.2  Project/Performance Site Location(s)

	7.1.7  Senior/Key Person Profile for Overall Component
	7.1.7.1  Profile - Project Director/Principal Investigator
	7.1.7.2  Profile - Senior/Key Person(s)
	Adding Senior/Key Person
	Viewing & Editing Senior/Key Person(s)
	Removing Senior/Key Person(s)


	7.1.8  PHS398 Research Plan for Overall Component

	7.2   Other Components
	7.2.1  Add Additional Component Types
	7.2.2  Edit Additional Component Type Forms
	7.2.3  SF424 Form Cover for Other Components
	7.2.4  Component PHS 398 Cover Page Supplement
	7.2.5  Component Research & Related Other Project Information
	7.2.6  Component Sites
	7.2.6.1  Primary Performance Site
	7.2.6.2  Project/Performance Site Location(s)

	7.2.7  Senior/Key Person Profile for Other Components
	7.2.7.1  Profile - Project Lead
	7.2.7.2  Profile - Senior/Key Person(s)
	Adding Senior/Key Person
	Viewing & Editing Senior/Key Person(s)
	Removing Senior/Key Person(s)


	7.2.8  Research & Related Budget for Other Components
	7.2.8.1  Adding Budget Period 1
	7.2.8.2  Adding Another Budget Period
	7.2.8.3  Editing and Viewing an Entered Budget
	7.2.8.4  Deleting a Budget Period
	7.2.8.5  Viewing Cumulative Budget

	7.2.9  R&R Subaward Budget for Other Components
	7.2.9.1  Adding a Subaward
	Adding Another Budget Period to a Subaward
	Editing and Viewing an Entered Budget for a Subaward
	Viewing Cumulative Budget for a Subaward

	7.2.9.2  Removing Subawards
	Removing an Individual Subaward
	Removing All Subawards


	7.2.10  PHS398 Research Plan for Other Components
	7.2.11  Cumulative Inclusion Enrollment Report for Other Components
	7.2.11.1  Adding a Cumulative Inclusion Enrollment Study
	7.2.11.2  Viewing and Editing the Enrollment Studies
	7.2.11.3  Removing Individual Cumulative Inclusion Enrollment Study
	7.2.11.4  Removing All Cumulative Inclusion Enrollment Studies

	7.2.12  Planned Enrollment Report for Other Components
	7.2.12.1  Adding a Planned Enrollment Study
	7.2.12.2  Viewing and Editing the Enrollment Studies
	7.2.12.3  Removing Individual Planned Enrollment Study
	7.2.12.4  Removing All Planned Enrollment Studies

	7.2.13  Career Development Award Supplemental
	7.2.14  PHS 398 Research Training Program Plan
	7.2.15  PHS 398 Training Budget
	7.2.15.1  Adding Budget Period 1
	7.2.15.2  Adding Another Budget Period
	7.2.15.3  Editing and Viewing an Entered Budget
	7.2.15.4  Deleting a Budget Period
	7.2.15.5  Viewing Cumulative Budget

	7.2.16  Training Subaward Budget
	7.2.16.1  Adding a Training Subaward
	Adding Another Budget Period to a Training Subaward
	Editing and Viewing an Entered Training Budget for a Subaward
	Viewing Cumulative Training Budget for a Subaward

	7.2.16.2  Removing Training Budget Subawards
	Removing an Individual Training Budget Subaward
	Removing All Training Budget Subawards



	7.3   Form and Field Level Validations
	7.3.1  Field Data Format Validations
	7.3.2  Required Field Validations

	7.4   Add Optional Forms to a Component
	7.5   Change Component Order

	8 Previewing the Application
	8.1   Generating a Preview of the Entire Application
	8.1.1  Generating and Viewing the Initial Application Image
	8.1.2  Viewing a Previously Generated Image
	8.1.3  Requesting a New Application Image

	8.2   Previewing a Component or Form
	8.2.1  Previewing a Component
	8.2.2  Previewing the Current Form


	9 Validating the Application
	9.1   Validating the Entire Application
	9.2   Validating an Individual Component

	10 Application Errors and Warnings Results
	11 Verify Senior/Key Personnel
	11.1   ASSIST Identifies Potentially Matched Persons
	11.2   ASSIST Determines that Persons are a Match

	12 Application Submission
	12.1   Submit the Application
	12.2   View Submission Details
	12.3   View Post-Submission Errors
	12.3.1  Agency Errors and Warnings Results

	12.4   Revise a Submitted Application


