CeRA xTrain for Institution Users:
Reappointments and Amendments Quick Reference Guide
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Initiate a Reappointment by PD/PI

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

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

1. Inthe Awarded Grants table, click the hyperlinked grant number to display the Trainee
Roster screen.

2. Locate the trainee you wish to reappoint. The Filter table field can be used to locate
someone quickly if desired.

& B
Tralnes Hama Appolntment State: Termimation Status  Appt Type  ApptStart  Appd End Termdnation Date  Mam of Months And Days Degeee Livel
1T23HLA5ETES-28
Fp— o v e 1 =D
L riem 1 d ==

Curn. Wne [+] '

[ Amend
[ hewwom |

3. Click the EActions button and select Reappoint. The Appointment Form screen is
displayed with some fields pre-populated with data from the system.
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Appointment Form
Details for 1T23HLASETED-IE o
Budgut Period Fiscal Yaar Projuct Pariod Grant Managemant Specialist Program Official
B 0300 - 120312030 b e A2 - 12312003 B e Jeaash B motbial, Stanmlsw
Process Statement of Training Appointment
Curia, Marie
Dy O
1 Resuilt
Award # POVFI Appeodineent Start Dute Appointment End Date Tersmination Date StipendSalary fmt Degree Level  Satus
ITIHLASETRG-M  Sklooowska Selomea 07,11,2020 12553000 BARTICIRANT treepied Appoiremant
1 Perod of Appointment M Support for Pered of Appaintment & Degreefs): Earned,In Progress
Wihich yuar re you reappointing bo? + Stipund Lavel or Salary freaiim
L Partic g e
Degress(sl  Comgletion Date
From: To StipendySalary/Dther Compensation » crrg il
-y y - i w0552
[haratson:
s 12 and Oy L 057200 0 =
PH 08201 el
Camer o
B Trainee Baclkground
Fledd of Research Tralnings o
Caresr Derwalopimant Coda Education Level = Masve of Specialty Boards Dzl Diegrae =
Haakh and Bahay [ ailect Education Liwe w Mo W
Take Action
r
B Sawe as Deaft

4. Complete the Appointment Form. Required fields are marked with a red asterisk (*).
Below are some key things to note while completing the form:

1. The FROM date should be within the budget period of the grant for the reappointment.
2. The format of the date fields is MM/DD/YYYY.

3. For partial years, the stipend amount can be adjusted. No commas or decimals are
allowed in the Stipend Amount field.
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Save Draft

Save as Draft

1. Click the Save as Draft button. A confirmation message displays.

Review Appointment Form for Save X
Trainee Grant Number
Curie, Marie 1T2IHLAS6TES-38
d Save

2. Click the Save button. Your edits are saved and the form remains in your queue.
Once the reappointment has been saved, it follows the same process as appointments:

PD/PI routes reappointment to trainee
Trainee reviews and routes reappointment to PD/PI

PD/PI reviews and routes reappointment to Agency

b=

Agency reviews and approves reappointment .

Review the Create New Appointment by PD/PI and Process New Appointment by Traineetopics
for more information.
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Create an Amendment

xTrain for Institution Users:
Reappointments and Amendments Quick Reference Guide

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

Name

Permanent Mailing Address
Appointment Period
Support from the Grant

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

You must be a PD/PI or Delegate (ASST) to amend a 2271.

NOTE: Only appointments can be amended. Fellowships cannot be amended.

Create an Amendment
1.
Roster screen.

2. Locate the trainee you wish to terminate. The Filter table field can be used to locate
someone quickly if desired.

In the Awarded Grants table, click the hyperlinked grant number to display the Trainee

& BB

Trainee Hame Appointment Status  Termwination Status  Appt Type  ApptStart  Appt End Termiration Date  Mum of Manths And Days Degree

Ll

STISHLOOT600-38

it Warie

 Poe-2oc §
et

3. Click the EActions button and select Amend.The Appointment Form screen is
displayed.
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Appointment Form

Details for 1T23HLASETAS-3E ==

Hudget Pariad Fiscal Yoar Project Perind Grant Managensend Specialist Frogram Cificial

0012002 -« 08/31,2023 2022 05011980 - DA31,2025 B U Joph B Folial, Stanklae

"

Process Statement of Training Appointment
Cuiie, Marie
D v
0 Rauilt
Aypanerd & PPl Appointment Start Dage Appointment End Oats Trrmimatinn Oate Stipend/Salary Amt Diegres Level abus
Ha i feund
2 Period of Appointment 0 Support for Period of Appointment = Degree(s): Earned/In Progress

[ To; Stipersd Level or Salary = 2 Racut

Degressis]  Comphation Date

g ™ i
Duration: Stipemd) Salary,/ Other Compensation = s Minos
Wanths: 2 and Days

AR o 052018 reisznmentsl

(8] Trainee Background

Fisld of Research Trainings or
Carser Development Code * Education Leyel = Hame of Specialty Boards Dual Degree =

Take Acticmn

B Save as Dt

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

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

4. Make the desired updates.
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Save Draft

Save as Draft

1. Click the Save as Draft button. A confirmation message displays.

Review Appointment Form for Save x
Trainee Grant Number
Curia, Marie 1T23HL456Ta9-38
d Save

2. Click the Save button. Your edits are saved and the form remains in your queue.
Once the draft amendment has been saved, it follows the same process as appointments:

PD/PI routes amendment to trainee
Trainee reviews and routes amendment to PD/PI

PD/PI reviews and routes amendment to Agency

b=

Agency reviews and approves amendment.

Review the Create New Appointment by PD/PI and Process New Appointment by Traineetopics
for more information.
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Create New Appointment by PD/PI

PD/PIs are responsible for creating new appointments for funded budget periods.

NOTE: If the trainee has already been appointed and is being extended for additional time, do
not create a new appointment. Instead use the Reappoint option. If you create a new appointment
for an existing trainee, the appointment will be converted to a reappointment on the 2271 form.

Create a new appointment

1. Inthe Awarded Grants table, click the hyperlinked grant number to display the Trainee
Roster screen.

2. In the grant details section, click the Start New link under Appointments.
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Select Grants to Display Years With Pending Forms W

1T23HL456789-38

Budget Period: 09/01/2022 - 08/31/2023

® In Progress

p—

<4 Start New
Pre-Doc Months Overage: 48
Awarded | 0

Post-Doc Months Remaining: 0
Awarded O
Accepted O
Short Term Months Remaining: 0
Awarded 06 I
Accepted O
See Slots
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The Create Appointment - Find Trainee screen is displayed.

Create Appointment - Find Trainee
Dretails for 1T2IHLA%GTEE-38 =
Budget Pariod Fizcal Year Froject Period Grani Management Specialist Froaram Official
O91/2002 - 0AV31,2023 0511/ 1860 - CA/31/2025 W Suivesks Seire [T .
Find Trainee
Tra i T ot L i Trabrir Last Fama Trains Middo Mami Ticad vt First Pl Toan niies Bl Audcbrsis
Results
1 Ryl = B 1ot
Hame Institution Ermail Address Commans User 0
Jrisersity of Facs CUMERAME
! B nyite Trainee i Begister o Commans Accoant

3. Enter search criteria in the Find Trainee section.

Tip: Trainee Commons Username and Trainee Email Address are particularly useful for
searching because they are unique per user.

4. Click the Search button. A list of possible matches is displayed in the Results section.

5. [If the trainee you wish to appoint is not listed, click the Invite Trainee to Register a
Commons Account link, complete the form, and click the Send Invite button.

6. If the trainee you wish to appoint is listed, click the trainee's hyperlinked name to select
them. The Appointment Form screen is displayed with some fields prepopulated from the
trainee’s profile.
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Appointment Form

Details for 1T23HLA567E9-38 -

Bushged Pesriod Fecal Year Project Period Gramt Management Specialisg Program Cdfucial

D002 - 083NN 202z 0571980 - DEI 1025 . R, Bk B Ulam. Jeoegh
Process Statement of Training Appointment

Cuna, Marig
e Y o
1 Resule:
Poagard # PPl Appointneent Start Date  Appointmsent End Date  Termseation Date  Stipend/Saliry Amt  Degres Level  Status
PTI3HLAETA0-8 SKLODOWSKA, SALOMES  01,01,2003 O2RM03 020282023 [TRLE PRE-DOC Eccepted Appointment
B Period of Appointmant @ Support for Period of Appointment = Degree(s): Eamed/In Progress
from To: tipend Level or Salary « 5 i
= A0 = Ll
Degraess) Completion Date Wlagoar, Talinar
Duration: SatipendsSalary/Other Compensation = BA o DEJZOLE MaOindiancs
Manths: 1.2 and Dy 0
] 05,2024

&} Trainee Background

Fisld of Ressarch Trainings or

Career Development Code « Fucation Level = Mame of Specisty Aoarc Dl Degres

134 \r ackoali Student = taimal Musdicine: ifactiou . H i
Take Action
E
B fawe as Draft

7. Complete the Appointment Form as appropriate. Required fields are marked with a red
asterisk (*).

IMPORTANT: Below are the Business Rules for the Appointment Form.

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

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

Users enter salaries/other compensation for a whole or partial year for scholars or participants.
Must recalculate date if calendar boxes are used.

For information on the Grant's Policy Statement, please refer to Section 11.3.7, Initiation of
Support, at this web site:

https://grants.nih.gov/grants/policy/nihgps/HTMLS5/section_11/11.3.7 _initiation_of support.htm
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8. Click the Save as Draft button. A confirmation screen is displayed.

Review Appointment Form for Save X
Trainee Grant Number
Curie, Marie 1T23IHL456TES-38
Ga Back and Edit d Save

9. Click the Save button. The draft form is saved and displayed for review; in addition, new
options are added to the Take Action section.

Route new appointment to trainee

Save & Route to Trainee -)

Comments

Comments

1. Add comments to the Comments field if desired.

2. Click the Send button. A confirmation message displays.
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Save & Route to Trainee X
Trainee Grant Number
Curie, Maria 1TZ23IHL456TRS-38
Go Back and Edit «d Save & Route to Trainee

3. Click the Save & Route to Trainee button. The system will check the form prior to
routing. Any identified errors must be corrected prior to routing. Warnings may be addressed
at your discretion. A confirmation message is displayed at the top of the screen indicating
that the Appointment Form has been successfully routed to the trainee. The status of the
appointment is changed to In-Progress Trainee.

Appointment Form @

rie. Marl  Appointment foms for Grant number 1 T23HL4567E8-38 = rowted 5o trainee on Tue Mar 21 2023 225811 GRT-0400 (Eastern Daylight Time

4. The Routing History tab in the Process Statement of Training Appointment section
contains a list of the actions taken on the appointment. The first item in the history reflects
the current state of the appointment.

Process Statement of Training Appointment

Cune, Mang

e L romi 2o R Pragress Tsiees |

W Event Action Taken By Action Date Action Taken Current Status Current Reviewer Comments
SKLODDWSKA, SALOMEA  DLZ1UE023 1008 PM Routed to Trainee  In-Progress Traines ke, Marke
SHLODOAWSHA, GALOWEEA 113 D23 1002 PR indiated by F - Prege e SHLODOWES SALOMES

NOTE: Appointments are synchronized into XTRACT. If appointments are made via xTrain,
those appointments will be reflected on the RTD in XTRACT.

Trainee processes form

After receiving an email about the appointment and logging into xTrain, the trainee reviews and
completes the necessary information. The trainee then routes the Appointment Form back to the
PD/PI.
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The system will check the form, and any identified errors must be corrected prior to routing.
Warnings may be addressed at your discretion. If no errors are encountered, the appointment
status becomes In-Progress PI.

Complete the appointment

You will receive an email when the trainee has reviewed and completed the form and routed it
back to you.

1. In the Awarded Grants table, click the hyperlinked grant number to display the Trainee
Roster screen.

2. Inthe In Progress section of the grant details, click the Appointments button.
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Select Grants to Display Years With Pending Forms ~

1T23HL456789-38

Budget Period: 09/01/2022 - 08/31/2023

® In Progress

<+ Start New

Pre-Doc Months Overage: 48

Awarded 0O

Post-Doc Months Remaining: 0
Awarded O
Accepted 0
Short Term Months Remaining: 0
Awarded 96 |
Accepted 0
See Slots
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Gra

The Pending Appointment Forms screen is displayed.

Pending Appointment Forms for 1T23HL456789-38

1 Reylis & B 1od
Process Appointment Form AppE. Sfatus  Appt Appt. Start & End Duration of Degres Level  Avard Mumbaer
For.. Type Dane Appr. POSP Instinution
i, Marg - = BR20E) imortie Ocys (ISR Skicooweka, Saiomes Unieeniity of Parts
oA 20
3. Click the hyperlinked trainee name to display the Appointment Form screen.
Appointment Form @
Dwetails for 1T23HLASETED-36 =
Budget Period Fiscal Vear Progect Perind Grant Mananement Soecialisg Program Official
0901,/2022 - DRA3N20R3 an:2 ORA/T9ED - DB S B L, st B Gsishal Slantiey
Process Statement of Training Appointment
Cune, Maria
OO D D
1 Rsulis
Foward # POSP Appointment Start Date  Appointment End Date  Termination Date  Stipend/Salary Amt  Degree Level  Status
TT2IHL458TE- 3 BELODCANERA, SALOWEA  0701,2033 02/28/2023 02,/38,2033 54,302 PRE -Da0C Accepled Appoistienl
™ Period of Appaintment @ Support for Period of Appointment = Degree(s): Earmed/In Progress
Fram: Ta: Stipmnd Level or Salary + b
[+ EI. ] 54 B40 POST-DOC o
Degreesis] - Completion Owbe © Mlajor/Mincs
Duraticn: Stipend/Salary/Other Compenaation = B4 o DEIE ek
Morthe: 3 and Days © " d LM
MO 052024 L
[ Traines Backgraund
Fiald of Rasearch Trainings or
Carwer Dwwnlopmant Code & Education Livel = Hamw of Spacialty Boands Dual Degres =
E ~  Graduabe Studera w meal Madicing: Iedactious Disea i
Take Action
= ift Save & Route to Trainee = Route to Agency -
Cimimnts Civniments

B Save as Draft

4. To complete the Appointment, review the form one last time, add comments if desired,

then click the Submit button in the Route to Agency card. A confirmation message displays.
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Route to Agency X
Trainee Grant Number
Schroeder, Julia 5T3SHLOOTE90-38

I certify that this individual is qualified for this program and is eligible to receive financial support. The individual
being appointed will be able to access this form through xTrain.

nd Edit < Certify and Route to Agency

5. Click the Certify and Route to Agency button. The system will validate the information
contained in the form and will flag any errors or warnings found. Errors must be corrected
before the Appointment is routed. Warnings are corrected at your discretion. A confirmation
message is displayed at the top of the screen indicating that the Appointment Form has been
successfully routed to the trainee. The status of the appointment is changed to Pending
Agency Review.

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

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

The Agency can accept the appointment, place it on hold, hold it for a paper signature, delete
it, view the PDF file, or route it back to the institution.
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Process New Appointment by Trainee

Once the PD/PI creates a new appointment and routes it to the trainee, it is displayed in the My

Forms section of the Trainee Appointment Home screen.

Your Appointment for 1T23HL456789-38

Awarded PD/PI

@ N SKLODOWSKA, SALOMEA
Appointment Start Date Appointment End Date
03/01/2023 05/31/2023

Stipend Amount
$13,710.00

1. To view a PDF of the Appointment Form, click the View Form button. The PDF is

downloaded to the browser's default location.

2. To complete the appointment form, click the Go to Form button. The Appointment Form

screen is displayed for your review.
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Appointment Form @

Details for 1TZIHLASETES-38 =

Budget Pariad Fiwecal Viar Project Period Grant Marnagemant Specialisg Program Official
090172022 - e300 3 2022 051 108D - DASA20ES Uy peaph B Fobir Sanisew

Process Statement of Training Appointment

Curie, Marie

el roe oo
! Resuhs
Avaurd & PONFI Appointmant 5ta Date  Appolntment End Date  Termdnation Date  Stipend/Salary At Degres Level  Status
ITZHLASETES-18 SHLODOWSKA SALOWEA 0101702 [erel el CRIRANEY %4382 PRE-DOM icrephed Appointment
% Period of Appointment [ Support for Period of Appointment = Degree(s): Earned/In Progress
Freem: Ta: Sipend Level or Salary = 5 i
] 1531,/ 2003 B 00 - 54,540 POST DO o
Degroesis] Completion Date MlajosTinor
Dhuratioe: Stipend/Salary/ Dther Compersation » Lk J— .
Menths: 1 and Dy 0 5
§ 10
MD 054 M,
@} Trainee Backgrouwnd
Field of Ressarch Trainings or
Caresr Development Code = Education Level + Hume of Specisity Bosrds Duasd Degres =
Epidernialogy (134 - sraduste Sudent - miernal Medicine: infectious Disease -

Take Action

Save & Route to Pl =

-

3. Edit the form as appropriate.

Prior Kirschstein-NRSA Support information is pulled from the profile. To correct or update
this information, contact the eRA Service Desk.

Save Draft

Use this option to save your work on an appointment form and keep it in your queue.
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Save as Draft

1. Make the appropriate edits to the form.

2. Click the Save as Draft button. A confirmation message displays.

Save Draft »
Trainee Grant Number
Curia. Marie 1T2IHLA56TES-38
Go Back and Edit «d Save Draft

3. Click the Save button. Your edits are saved and the form remains in your queue.

Save & Route to Pl

When you have completed and reviewed the form, use this option to return the form to the PD/PI
for processing.
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Save & Route to PI -)

Comments

Comments

Send

1. Make the appropriate edits to the form.
2. Add comments to the Comments field if desired.

3. Click the Send button. A confirmation message displays.

Save & Route to Pl x
Traines Grant Number
Curig, Marie 1T23HL456789-28

Comment

I've reviewed and completed the appointment form

| certify that the statements herein are true and complete to the best of my knowledge and that | will comply with all
applicable Public Health Service terms and conditions governing my appointment. | am aware that any false, fictitious
or fraudulent statements or claims may be subject to criminal, civil, or administrative penalties.

Go Back and Edit «d Save & Route to Pl

4. Click the Save & Route to PI button. The system will validate the information contained
in the form and will flag any errors or warnings found. Errors must be corrected before the
Appointment is routed. Warnings are corrected at your discretion. A confirmation message is
displayed at the top of the screen indicating that the Appointment Form has been successfully
routed to the PI. The status of the appointment is changed to In-Progress PI.
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Appointment Form @

Saccess!  Cutie, Masw  Apporgment foem dor Grant number:  STZIHLABSTAS-3E is routed 1o P1on Tue Mar 21 2023 229254 GMT-0400 (Easterm Daglight Time

The Routing History tab in the Process Statement of Training Appointment section contains

a list of the actions taken on the appointment. The first item in the history reflects the current
state of the appointment.

Process Staterment of Training Appointment

Curie, Marie
o
3 R
Cuirreil Statis
Id  [venk Acticn Taken Dy Action Dake Acticn Taken Current Beviewer Commants
me Bowfes 2271 ko B Curie, Marie 052172028 1052 Bioased to P n-Progress B SHLODOWSKA, | wwnd ard oo
o BALOMEA 00T
P L
P Roubes to Traine ERLODTASIA 0372172023 M1 Riouted ko In-Progress i, AT

SALOMES P oy

3 Piinitiates, Amends, o Re-appois & Trainge SRLODTERA 03,/21/2023 1012 nitiated by Pl In-Progress FI SKLOOOWSKA
i) ]

SALOWES
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