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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 Introduction

The Administrative Supplements module in eRA Commons allows authorized staff at extramural
grantee institutions to initiate and submit an electronic request for additional funds within the scope
of the approved project. This capability is available on all awards that are eligible for electronic
submission through Grants.gov. The request is made starting from the current operating year or
from any future year not yet awarded. An administrative supplement, commonly referred to as a
Type 3 application, is a non-competing award and not subject to peer review.

Using the Administrative Supplement module, grantees are able to create, edit, and submit an
electronic version of the Type 3 application and subsequently track the status of the award using
the Commons system. The module also facilitates the tracking of administrative supplements
submitted through the Grants.gov website.

This document outlines the steps for viewing the status of an administrative supplement, initiating
the request, submitting the request, and routing to the appropriate authorities. For more detailed
information on the data collected in each field, please see the SF424 (R&R) Application Guide or
the Funding Opportunity Announcement to which the request is being applied.

1.1 Purpose

The purpose of this document is to detail the steps involved for processing an electronic
Administrative Supplement Funds Request form. This includes the steps for initiating, viewing,
routing to a next reviewer, and submitting to Agency for approval.

1.2 Scope

The document covers the Administrative Supplements module of the eRA Commons system.
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2 Administrative Supplement Request Form

2.1 Initiate Administrative Supplement Request Form
To initiate an administrative supplement funds request:

1. Access the Admin Supp tab from the Commons menu tabs.

A list of grants eligible for administrative supplements displays in a table on the Manage
Administrative Supplement Requests screen. This list includes grants on which the user is identified
as a Program Director/Principal Investigator (PD/PI). If the user is an assistant who has been
delegated authority by a PD/PI (i.e., a PD/PI Delegate), the list displays the grants of the PD/PI on
whose behalf the assistant is working. Please refer to the section of this document titled View
Administrative Supplement Request Form (PD/PI) for more information on accessing this feature
as a PD/PI Delegate.

2. Select the Initiate Request link from the Action column.

Manage Administrative Supplement Requests @

ol can Wik willh amini st Supphement regussts for B lolowing prants

e recoren fousd, dnapdiying M records

e JEFFERSOM, PHOMAS bt MR Saping o e B Wisree St
Fi IHLIBED N T O Wiy Sias
Fi JEFFERSOM, FHi) Bippd Figw Dpnaemsecs i Cars

Shiak JEFFERSOM, THOMAS Pgsavioac Sy

Figure 1: Manage Administrative Supplement Requests Screen Displaying Initiate Request Hyperlink
-OR -

2. Select the View Status link from Action column to open the Administrative Supplement
Status screen:
a. View the status of the existing supplement on the Administrative Supplement Status
screen.

b. Select the Initiate Request button to initiate a new request.
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Administrative Supplements Status ©
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Figure 2: Administrative Supplements Status Screen Displaying Initiate Request Button

The system opens the Initiate Application Supplement section of the Administrative Supplement
Funds Request form. This is also referred to as the Main Page of the form.

NOTE: At this time, Commons sets the status to PD/PI WIP and assigns the statement to the user
who initiated the request. The Current Reviewer field updates with the name of the person who
initiated the request, whether it be the PD/PI or the assistant working on behalf of the PD/PL
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Adminstrative Supplement Funds Request

Pleans salec the Apscipated STAT Dang very corefully, The sdminisirative supplemsnt reques!] must Ba submithied 1o B Agency prior 1o Thi anticipated sLart dale

Mipgaicnd Balas

Initiate Application Supplemeant
" I and snial furmSer of Qrant 1o be applemented | ME4IEASE

" Anbcipaied Sisri Date 4

" anpcigalie End Date [«

i i A DOV PY e
" e ChgEm ity Aremncermen] S el o reapon o

I this request for & diversity of ne-entry supplement? O Yes 2 No

[0 M Sl LIRS Neduaine a nerr IRE of WACUC appeowal? (0 Yas (2 Ne

Akl it aachmaely [ Add Aischrars |

Subrecipient Budgels
st 3RaCh pul SUSBCRHNT Dot Ba0h ) wilth B B ndeTie of Tl Sulieapeent Srganiiason. [ash Bie mydt B9 uniges You My SEHCH uS %3 10 dulisapients

Amach Subrecipient Butipit [ paa Anacheann |
|_Addsmtscham |

Budget Justification

Attachment lsigel Junshc abon - - [ 7dd Aachren |
Budget Period

Sasbacl & buget perid 3

[Saen | [vowrm | | ComckiwEmers | [ Rooumio 30| [ Cunecel | [ Dutete |

Figure 3: Administrative Supplement Funds Request Form

3. Fill in the basic information on the first page of the form. The data fields are as follows:
o IC and serial number of the grant to be supplemented: Pre-populated and required

« Anticipated Start Date: Required
« Anticipated End Date: Required

NOTE: It is very important that the Anticipated Start Date and Anticipated End Date fields be
entered correctly before entering budget information onto the form. A change in either date made
after the budget period information is entered on the request form, results in the deletion of that
budget data. A warning message displays before this occurs as follows: Changing the anticipated
start/end dates will erase all previously entered budget data. Do you want to proceed?

o Funding Opportunity Announcement this request is in response to:

Administrative Supplement Request 4 August 2014
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Required

o Is this request for diversity or re-entry supplement?

o Only if Yes, the following fields display:

Commons ID

First Name

Middle Name

Last Name

Attach applicant biosketch

Attach applicant eligibility statement

Attach research experience plan

o Do the supplement activities require a new IRB or IACUC approval

4. Optional: Import any required attachments using the Add other attachments field and the
corresponding Add Attachment button.

5. Optional: Import subrecipient budget files using the Attach Subrecipient Budget and the
corresponding Add Attachment button.

6. Optional: Import the budget justification file by using the Attach Budget Justification field
and the corresponding Add Attachment button.

7. Select a budget period from the drop-down list in the Budget Period section and select the

Go button.

Budget Period

Select a budget period

Period 1 =

Feriod 2

[Saue ] [‘-Iiew][ CheckfanrrﬁPs—]-[—Rmte-tr‘a‘ﬁ ][ Cancel ][ Delete ]

Figure 4: Budget Period Selection

The administrative supplement request form moves to the Personnel for Budget Period [#] page
for the selected budget period. The Admin Supp tab expands to show other tab options for the
different cost types (Personnel; Equipment; Travel; Participation/Trainee; Other Direct; and

F&A (Indirect) Costs).

Each of these individual tabs is discussed in the sections that follow.
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2.1.1 Personnel for Budget Period
To enter personnel information for the selected budget period:

1. Navigate to the Personnel tab within Admin Supp.

NOTE: The Personnel tab is the defaulted tab when navigating from the Main Page and selecting
a Budget Period.

The Personnel for Budget Period [#] screen displays for the selected budget period. If budget
information has already been entered on one or more of the other tabs (e.g., Equipment), that
information is reflected in the Summary of Administrative Supplement Funds Requested (in
Dollars) table at the top of the screen.

Personnel for Budget Period 1

Pheass Chol T See Dation belore kavng this page. Ofhensiss, ol changes sl be lost

Surmmary of Admund siratiee Supplemeent Funds Reguesied jn Dolars|

IEbrcion for Sermad and Kiy Persosnel

Complate P Form balow will indormation on B Senior and Ky Parsonnal Tor this FOA You may 334 up % 10 paophs. "Reguined Saki

Cosaman i0
Pre-populate
Firml Rame LizkB Hamra Land Harms L= CHhar Rl
Flaase nedact one -
“Periondlontn Reguedted  Bade Salery (§) “Ricuaid Salary %) Tiirag Marhits (33
] L3
eertrucion for Gther Persosnel
(Coomaplihi el Forrr ko il ko rdaiiens o0 Sl PaiSeontesl 1or Tl SuSpidrabni rodpesk il You My 308 o Io W ol sk
¥ ol Othar Parsoonasl Rl 83 P o Lilonth R lisd Ruscpmrnlind Sy {50 Fringa Benafily |41
Add| | Cheadt
Tolal Personne Bequested [0 Tiotall Porsonres | unds Heguested 0§} [0
Hedem io Man Page Dbt Phiprsorwnad | Dhedete Budgel Penod

Figure 5: Personnel for Budget Period Screen

2. Optional: Enter the Commons ID for the senior or key personnel and select the Pre-
Populate button to automatically fill in the First Name, Middle Name, and Last Name
fields.

_OR-—
Enter the name fields manually if the Commons ID is unknown or does not exist.

3. Optional: Select a Role from the drop-down list. If the role is not found on the list, use the
Other Role field to enter a role manually.
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4. Enter the following fields related to the personnel:
o Person-Months Requested: Required field

o Base Salary (%)
o Requested Salary ($): Required field
o Fringe Benefits ($): Required field

5. Select the Add button.

NOTE: Selecting the Clear button clears the fields.

The personnel information is added to the table for senior and key personnel.

Ieestrucion for Senior and Kiry Personnel

Coamipheti ol Form Below wilh INfosmmarbion on Bl SHNIor and Ky Parsonnel & s FOA. You may 304 up o 4 paophe. “Reguird beki(s

Cimamiins i

| Pre-populate
Firmt Parmse Mk Hawmar Lt Hama Role CHhar Hola
[ T —— -
“Prssn Montis Requrited  Base Lalary b1 “Foisgpril Salary 0B “Franga Baneits (41
[Aad] [Chear

| i SMITH Rabrt = Conguesl 4 o] SO0 30030 B2 Deisls
) Sanioe and Kesy Pevsonres Reguesied |1 Sowbor and Key Personed Funds Bequessed (5] (30000 o,

-

Figure 6: Adding Senior or Key Personnel Budget Information

6. Optional: Use the Edit link in the Action column to update the fields for the selected
personnel or the Delete link in the Action column to remove the entry from the table.

25000 5000 30000 Edit Delete

Senior and Key Personnel Funds Requested (§) 30000

Figure 7: Edit or Delete Senior and Key Personnel Options

7. If appropriate, complete the fields for any other personnel under the Instructions for Other
Personnel area of the page. Select the Add button to add the line to the table.
o # of Other Personnel

¢ Role(s)
¢ Person-Months Requested
o Requested Salary

e Fringe Benefits
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Figure 8: Adding Other Personnel Budget Information

The Total Personnel Requested and Total Personnel Funds Requested ($) fields update to
include the entries for both Senior/Key Personnel and Other Personnel.

8. Select the Save button to save the personnel budget information.

NOTE: To leave the form without saving the entered information, select the Return to Main Page
button. To clear the fields and remain on the form, select the Delete Personnel button.

The Personnel column of the Summary of Administrative Supplement Funds Requested for
Period [#] table updates with the combined total of added senior/key and other personnel.

Personnel for Budget Period 1

[M:mnmmm%m&wnum ]

malien has besn urdaled peccrssh

-

Samremay ol it R [Cat P

49505 1030
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Figure 9: Personnel Budget Information Added to Summary Table

2.1.2 Equipment for Budget Period

To enter equipment information for the selected budget period:
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1. Navigate to the Equipment tab within Admin Supp.

The Equipment for Budget Period [#] screen opens for the selected budget period. If budget
information has already been entered on one or more of the other tabs (e.g., Personnel), that
information is reflected in the Summary of Administrative Supplement Funds Requested (in
Dollars) table at the top of the screen.

Equipment for Budget Period 1

|Mu:km-mnnm v B page. il ctsangis Wil b ROSL
Summary of & Supps Fusmes R i DoBars)
| Posonned | Equipment | Travel | PaopaebTraines | OtherDiect | ToldDwreciCosts | 000 TolsiFEAmdrecliCosis | TolalReguested |
4000 41030 41900
Insrucion ko Equpment

LESE o e ¢y S0 B T i ] 50 BATeo0E FOd BT T i SE000 Equegerbnl 15 oibiid 34 S @ivm oF POt Tl Nl B S0kl (ool SEO00 & M [Lbis S il (o pafe2 il s b
aatablishad lowe W) and an anpeced serdon We of mors Ban one pear. List each Bem of eguipmeent sokd sepanaiely and jusify sach in B budget jusiScalion secion. Allowabls Bems will crdinaily b lmded i
FRREMCh SSUBMEnt 3nd SS05rEuE Nol SRSy bl 150 T condad ol Wi, Gt il-Surpiss SSunsanl fuodh 54 § pIrsonnel CHmpulel o Aol SRS M SuBHE unlild pAmdasly & fndkekinily uildd n e
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Add | [ Gl
[ Retumto Main Page | [ Delete Equpment | | Delete Budget Peiod |

Figure 10: Equipment for Budget Period Screen

2. For each piece of equipment reported, enter the following fields:
o Equipment Item

o Funds Requested
3. Select the Add button.

The Total Equipment Requested field updates to reflect the total amount of all added equipment.

InstrucEon for Equipment

List wach requesl for eguiperent Bem and dollar amound for eeds ibem esoesding $5004. Equipmest is dedned as an e of peopery hai has an aoguisfion oost of 85000 o more (unbess fea organicalion has an
astabished lower bvel) and an expecied service ife of more han one year. List each dem of equipment 50l separaely and jusiiy each in e tedget jusilcaiion sedion. Alowable fems il ordinasiy be limied o
research equipment and apparahes rol akeady avaliabie for e conduct of work. General-pApoe equBment, Such a3 3 personnel CompUier, IS not eiigible Br SUpEort unkes s pimarnty of endussely used n e
actually condud of Soenic research. You may 34d up 1o 10 egueipment Bems

Equipment Berm Fuands Rigasted (1] / )
|_ Add | | Clear |

1 MCroscops 5000 Ed¥ Dwitle

Totsl Equepment Roquastod (§]  (S000
S| | Retuen to M Page el Equpinest Dulste Budget Period |

Figure 11: Adding Equipment Budget Information

NOTE: The information is added to the table only and is not yet saved. Navigating away from the
tab cancels the information. To save the information, the Save button must be selected.

4. Optional: Use the Edit link in the Action column to update the fields for the selected
equipment item or the Delete link in the Action column to remove the entry from the table.
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1 Microscope 5000 Edit Delete

Total Equipment Requested ($) 5000

Figure 12: Edit or Delete Equipment Options

5. Select the Save button to save the equipment budget information.

NOTE: To leave the form without saving the entered information, select the Return to Main
Page button. To clear the fields and remain on the form, select the Delete Equipment button.

The Equipment column of the Summary of Administrative Supplement Funds Requested for
Period [#] table updates with the combined total of added equipment items.

Equipment for Budget Period 1
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Figure 13: Equipment Budget Information Added to Summary Table
2.1.3 Travel for Budget Period
To enter travel funds requested for the selected budget period:

1. Navigate to the Travel tab within Admin Supp.

The Travel for Budget Period [#] screen displays for the selected budget period. If budget
information has already been entered on one or more of the other tabs (e.g., Personnel), that

information is reflected in the Summary of Administrative Supplement Funds Requested (in
Dollars) table at the top of the screen
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Travel for Budget Period 1
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Figure 14: Travel for Budget Period Screen

2. Enter the following fields as appropriate:
e Domestic Travel Costs

e Foreign Travel Costs

3. Select the Save button to save the travel budget information.

NOTE: To leave the form without saving the entered information, select the Return to Main Page
button. To clear the fields and remain on the form, select the Delete Travel button.

The Travel column of the Summary of Administrative Supplement Funds Requested for
Period [#] table updates with the combined total of added equipment items.

Travel for Budget Period 1
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Figure 15: Travel Budget Information Added to Summary Table

2.1.4 Participant/Trainee Support Costs for Budget Period

NOTE: The Participant/Trainee Support Costs section normally is not used. Unless specifically
requested in an announcement, applicants should leave this section blank.

To enter participant and trainee support costs for the selected budget period:
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1. Navigate to the Participant/Trainee tab within Admin Supp.

The Participant/Trainee Support Costs for Budget Period [#] screen displays for the selected
budget period. If budget information has already been entered on one or more of the other tabs
(e.g., Personnel), that information is reflected in the Summary of Administrative Supplement Funds
Requested (in Dollars) table at the top of the screen.

Participant/Trainee Support Costs for Budget Period 1

Pleasae chol T S bution bodore bearing This (age. Dthersise. sl changes will be ksl
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Tartsan | s Haalth Inder snce (§) Supend (5} Trarvel 41 Suatriar i | §
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Figure 16: Participant/Trainee Support Costs for Budget Period Screen

2. Enter the following fields as appropriate:
e Tuition/Fees/Health Insurance ($)

o Stipends (%)

o Travel ($)

o Subsistence ($)
¢ Other Explain

o Other Costs ($)

o # of Participants

3. Select the Save button to save participant/trainee budget information.

NOTE: To leave the form without saving the entered information, select the Return to Main
Page button. To clear the fields and remain on the form, select the Delete Participant/Trainee
button.

The Participant/Trainee column of the Summary of Administrative Supplement Funds
Requested for Period [#] table updates with the combined total of added participant and trainee
support costs.
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Participant/Trainee Support Costs for Budget Period 1
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Figure 17: Participant/Trainee Budget Information Added to Summary Table

2.1.5 Other Direct Costs for Budget Period
To enter other direct costs for the selected budget period:

1. Navigate to the Other Direct tab within Admin Supp.

The Other Direct Costs for Budget Period [#] screen displays for the selected budget period. If
budget information has already been entered on one or more of the other tabs (e.g., Personnel),
that information is reflected in the Summary of Administrative Supplement Funds Requested (in
Dollars) table at the top of the screen.

Other Direct Costs for Budget Period 1
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Figure 18: Other Direct Costs for Budget Period Screen

2. Enter the following fields as appropriate:
o Materials and Supplies ($)

o Publication Costs ($)
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¢ Subawards/Consortium/Contractual Costs ($)

o Equipment or Facility Rental/User Fees ($)

o Consultant Services (%)

e Alterations and Renovations ($)

o ADP/Computer Services ($)

o Fee (8): This field is only available for Small Business Innovation Research (SBIR)

and Small Business Technology Transfer (STTR) awards (i.e., R41, R42, R43, R44,
U43, or U44 awards).

3. Select the Save button to save the other direct cost budget information.

NOTE: To leave the form without saving the entered information, select the Return to Main
Page button. To clear the fields and remain on the form, select the Delete Other Direct button.

The Other Direct column of the Summary of Administrative Supplement Funds Requested
for Period [#] table updates with the combined total of added participant and trainee support costs.

Other Direct Costs for Budget Period 1
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Figure 19: Other Direct Cost Information Added to Summary Table

2.1.6 F&A Indirect Costs for Budget Period
To enter F&A indirect costs for the selected budget period:

1. Navigate to the F&A Indirect tab within Admin Supp.

The F&A Indirect Costs for Budget Period [#] screen displays for the selected budget period. If
budget information has already been entered on one or more of the other tabs (e.g., Personnel),
that information is reflected in the Summary of Administrative Supplement Funds Requested (in
Dollars) table at the top of the screen.
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F&A Indirect Costs for Budget Period 1
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Figure 20: F&A Indirect Costs for Budget Period Screen

2. Enter the following fields for up to 4 indirect cost entries:
o Indirect Cost Type

o Indirect Cost Base ($)
¢ Indirect Cost Rate (%)

3. Select the Add button.

NOTE: Selecting the Clear button clears the fields.

The indirect cost information is added to the table. The Indirect Cost Subtotal ($) field updates to
reflect the total amount of all entries. Up to four indirect cost rate types may be included for each
supplement request.

instruc Bon for indirect (F&A) Costs

You may add up o 4 indired (F&A) Costs /
Inclirect Cost Type Indirect Cosl Base (§] Inirect Cost Rate (%)

Add Clear |
=T
1 Sample 5000 0% 500 Egt Delete
2 Anoher eample 3000 20°% 500 Ecaf Delate

incirect Cost Subtotad () 1100
=

Figure 21: Adding Indirect Cost Information

NOTE: The information is added to the table only and is not yet saved. Navigating away from the
tab cancels the information. To save the information, the Save button must be selected.

4. Optional: Use the Edit link in the Action column to update the fields for the selected
indirect cost entry or the Delete link in the Action column to remove the entry from the
table.
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Indirect Cost Rate (%)

| Add | [ Clear |

10% 500 it Delete
20% 600 it Delete

Indirect Cost Subtotal (§) |1100

Figure 22: Edit or Delete Indirect Costs

5. Select the Save button to save the indirect cost budget information.

NOTE: To leave the form without saving the entered information, select the Return to Main
Page button. To clear the fields and remain on the form, select the Delete F&A Costs (Indirect)
button.

The Total F&A (Indirect) Costs column of the Summary of Administrative Supplement
Funds Requested for Period [#] table updates with the combined total of added participant and
trainee support costs.

F&A Indirect Costs for Budget Penod 1
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Figure 23: Total F&A (Indirect) Cost Information Added to Summary Table

2.2 Administrative Supplement Funds Request Cumulative Summary

When one or more cost type has been added to an administrative supplement funds request, the
information is collected and displayed on the Main Page within the Cumulative Administrative
Supplement Funds Requested table. The table includes the totals (or blank fields where no totals
exist) for each of the cost types.
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Adminstrative Supplement Funds Request
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Figure 24: Cumulative Administrative Supplement Funds Requested
2.3 Checking for Errors

At any time while initiating the administrative supplement request, the user can perform an error
check to verify that the entered data on the statement meets the system validations and business

rules. The error check is performed by using the Check for Errors button at the bottom of the
Main Page.

To check for errors:
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1. Access the administrative supplement Main Page.

2. Select the Check for Errors button located underneath the Cumulative A dministrative
Supplement Funds Requested table.

Cumulative Administrative Supplement Funds Requested

Cost Totals (5)

Personngl 541,000
Equipment 55,000
Travel §10.,000
ParficipantTrainee Suppord Costs ST 500
Other Direct Costs 516,500
Total Direct Costs|  $90,000

Total F&A (Indirect) Costs| 51,100

Total Administrative Supplement Funds Requested| $51,100

[Save | [view([| CheckforEmors |) RoutetnS0 || Cancel || Delete |
i ——

Figure 25: Check for Errors Button

If the information entered on the administrative supplement request passes the system validations, a
message displays as follows: No errors found on validation.

If the information entered does not pass the validations, individual error or warning messages
display at the top of the screen for each failed piece of information.

Adminstrative Supplement Funds Request

Plearse sebect the ANPCDITeS SEeT (08 very Canchaly. The SOminisiratiee SUDDMSTT reque-51 TSt e subemimed 0 ths Agacy [wiof I0 T STSCipated SEar dabe.

Error Message

FOA Rpmier 13 3 rpguingd Seid 00 41279

Figure 26: Sample Error Message

3. In the case of errors or warnings: Review the failed information, make the necessary
changes, and select the Check for Errors button again.

NOTE: When errors exist on an administrative supplement statement, they must be corrected
before the request can be submitted. Warning messages are informational only; administrative
supplement requests may be processed when warnings exist.

2.4 Delete Administrative Supplement Funds Request Information

While initiating an administrative request statement, it may be necessary to delete a specific
category of costs or to delete the budget period information in its entirety. Each administrative
supplement cost type tab includes buttons for performing these functions.
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2.4.1 Delete a Specific Cost Type
To delete the information for a specific cost type (e.g., Equipment):

1. From the Main Page of the administrative supplement request, select the budget period from
the Select a budget period drop-down list and click the Go button.
2. Navigate to the specific cost type tab, by selecting the tab from the Admin Supp menu.

3. Select the Delete [Tab Name] button (where [Tab Name] is the specific tab being deleted,
such as Equipment).

Equipment for Budget Period 1
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Figure 27: Delete Button for Deleting a Specific Cost Type

In a separate window, a confirmation message displays before the information is deleted:
Are you sure you want to delete [Tab Name] funds requested for budget period [#]?

4. Select the OK button to continue deleting the budget information.

NOTE: Selecting the Cancel button will discontinue the delete action.

The specific funds information is deleted. A message displays at the top of the screen confirming
the deletion, and the deleted information is removed from the Summary of Administrative
Supplement Funds Requested (in Dollars) table.
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Equipment for Budget Period 1
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Figure 28: Deleting Requested Funds for a Specific Cost Type

Additionally, the Cumulative Administrative Supplement Funds Requested table on the Main
Page updates to reflect the new totals.

Cumulative Administrative Supplement Funds Requested

Cost Totals ($)

| Berg e T
( Equipment

Travel 210,000

ParticipantTrainee Support Costs 515,000

Other Direct Costs 516,500

Total Direct Costs| $82,500

Total F&A (Indirect) Costs|  $1,100

Total Administrative Supplement Funds Requested| $83,600

Figure 29: Summary Table Updated for Deletions

2.4.2 Delete the Budget Period

Deleting an entire budget period’s information removes all requested funds on every tab for the
selected period.

To delete the entire budget period:

1. From the Main Page of the administrative supplement request, select the budget period from
the Select a budget period drop-down list and click the Go button.

The Personnel for Budget Period [#] screen opens.

2. Select the Delete Budget Period button.
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NOTE: The Delete Budget Period button exists on each of the administrative supplement request
tabs and can be selected from any one of the tabs.

—

|Save| | RetumtoMainPage | | Delete Personnel Delete Budget Period D

=

Figure 30: Delete Budget Period Button
A confirmation message displays before the budget period information is deleted:
Are you sure you want to delete all entered data for budget period [#]?

3. Select the OK button to continue deleting the budget period.

The information related to the requested funds for the specific budget period is deleted.

2.5 Edit an Administrative Supplement Request

An administrative supplement request may be edited when it is in a WIP status for the PD/PI and
the user is the current reviewer of the request.

To edit an administrative supplement request:

1. Access the Admin Supp tab from the Commons menu.
A list of grants eligible for supplements displays in a table on the screen.
2. Select the View Status link from Action column for the selected statement.

The Administrative Supplement Status screen displays information for the grant in a table.

3. Select the Edit option from the Action column.

Administrative Supplements Status ©
PDP Hame: JEFFERSON, THOMAS
Gramt Numiber: SROTNS456456-04
Project Tithe: Meurologic Study
The Tollowing administrative supplement requests exis! for this grant
fone record found.
AN3413558 GRANTODDIOO0!  JEFFERSOM, THOMAS I B POVPY Work i Progress JEFFERSON, THOMAS mJ\ Rouling Hislory
""\—u—/
| Initizts Request | [ Cancel |

Figure 31: Administrative Supplements Status Screen — Edit Option
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4. Navigate through the tabs to access and edit personnel, equipment, travel, participant/trainee,
other direct cost, and/or indirect cost information.

NOTE: Edits made on each cost type tab must be saved before accessing another tab. Make sure
to select the Save button before selecting another tab within administrative supplement form.

2.6 View Routing History

Administrative supplement statements are routed to appropriate reviewers before being submitted
to an Agency. The history of this routing is viewable from within the module and includes
everything from creating the request to submitting the request to the Agency.

To view the routing history of an administrative supplement request:

1. Access the Admin Supp tab from the Commons menu to display a list of grants eligible for
administrative supplement requests.

2. Select the View Status link from Action column for the selected statement.

The Administrative Supplement Status screen displays information for the grant in a table.

3. Select the View Routing History option from the Action column.

Administrative Supplements Status @

Py Name: JEFFERDOM, THOMAS
Grant Humesr: SR HE LS EEE-04
Priogect Tit Maisrodoge: Bludy
arm B wauesh § s grand
[one reccea founa
A 3E5E RANTORCOMT JEFFERSOH, THOMAS 201345 Sutmdied o Agency it
[ Rt [ G |

Figure 32: Administrative Supplements Status Screen — View Routing History Option

The Administrative Supplement Routing History screen displays with the following fields detailing
the routing history of the administrative supplement:

Reviewer Name: Name of the user who executed the specific action

Action: Description of the action taken (i.e., Created, Routed to SO, Routed to PD/PI, Submitted
to Agency, Accepted for Consideration, and Refused).

Date of Action: Date and time at which the action was performed

Next Reviewer Name: The name of the user selected upon routing the statement
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Comments: Optional comments (if existing) provided at the time the statement was routed.

Administrative Supplement Routing History @
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Figure 33: Administrative Supplement Routing History Screen
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3 Viewing the Request

3.1 View Administrative Supplement Request Form (PD/Pls)
To view the status of an Administrative Supplement or to view the form itself:

1. Access the Admin Supp tab from the Commons menu.

( Electronlc Research Administration ))
- - -
¢

TR Admin  Institution Profle  Personal Profile  Status  RPPR  Internet Assisted Review ﬂm eRA Partners

Figure 34: Commons Admin Supp Tab

The Manage Administrative Supplement Requests screen opens. On this screen, PD/PIs see a list
of available grants for which administrative supplement requests can be initiated. When a PD/PI
Delegate accesses the screen, he first must choose on which PD/PT’s behalf he is working.

2. For PI/PD Delegates only: Select the appropriate PD/PI name from the drop-down list and
click the Go button to display the list of eligible grants for the selected PD/PI.

Manage Administrative Supplement Requests @

Wiy Fares bsten delegaled aulonty ipsm-aiia FOPHEL To see delepaiors POUFT N of grants select POV Fom B drop-down el Below Bhan oiick 6o
ADAME. JOHN o @

% UEpHMEn reqUESs for ha lollewing grants
sl

It e Colig Bkisry

Figure 35: PD/PI Delegates Select a PD/PI Name from the List

3. Select the View Status link from Action column.

Manage Administrative Supplement Requests @

TR Can work wilh Gmmnisl At SUpRieTTRn] tegue it for B Saliowing grants
4 pe=cords Fownd, displaying all reowds.

m T — S
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Figure 36: Manage Administrative Supplement Requests Screen
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The Administrative Supplement Status screen displays information for the grant in a table. The
information includes:

e Accession Number

e Grants.gov Tracking #

o PD/PI Name

¢ Date of Supp Submission

¢ Request Status

e Current Reviewer

e Action

NOTE: A Grants.gov tracking number is generated for Administrative Supplement requests
submitted through the Grants.gov website. This tracking number is provided at the bottom of the
submission confirmation screen and may be used as a reference for any Grants.gov support. The
accession number is required to be referenced for eRA Commons support.

4. Select the View option from the Action column.

Administrative Supplements Status ©
P{VFY Harres: JEFFEREON, THOWAS
Gl Rambar SR NS4 S6456-04
Projec! Tine: Praueslogic Taudy
T folkwing adminisraliag Supphement reguasts sl for s grant
o P o
AN IS AN DO00000 JEFTERSON, THORAS A0 Accepied tor Conudersion L |: 2 : o Bouling Higsor
L i Rt Canc

Figure 37: Administrative Supplements Status Screen

The Administrative Supplement opens in PDF file format.

3.2 Search for Administrative Supplement Statements (SOs)

When an SO accesses the Administrative Supplements module, he must perform a search to access
the administrative supplement statements.

To search for and view administrative supplement requests and works in progress (WIPs):

1. Access the Admin Supp tab from the Commons menu.

The Manage Administrative Supplement Requests screen displays Search Criteria for locating
specific grants.

Viewing the Request 25 August 2014




eRA Commons Administrative Supplement Module User Guide

2. Enter information (Grant Number or PD/PI Last Name) in the Search Criteria to return
the appropriate data.

NOTE: If a PD/PI Last Name is not entered, the IC Code and Serial Number of the Grant
Number are required.

3. Click the Search button.

Manage Administrative Supplement Requests ©

SearchCritisia
 AD Cock and Serial Number s reguensd ol f PORRT Last Name i@ nof snisred 89 & search opbion

Tipe  Achvly ICCode® Senal HumBer®  SwuepodYear  Sufla Code
Grant Humber:

POVP Lasd Hames ([ Jefleraon

Figure 38: Manage Administrative Supplement Requests — Search Criteria

A hitlist of grant applications displays the Grant Number, PD/PI Name, Project Title, Budget
Period End Date, and available Action options for each matching application based on the
search.

4. Select the View Status link from Action column.

Manage Administrative Supplement Requests ©

Search Criteria
# A0 Cocld a0 Sanal MmO S Mgt oly if PORPT Lash N i3 Aol 0anid &S & SR opion
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Figure 39: Manage Administrative Supplement Requests — Hit List

The Administrative Supplement Status screen displays information for the grant in a table.

5. Select the View option from the Action column.
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Administrative Supplements Status ©
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Figure 40: Administrative Supplements Status Screen with View Option

The Administrative Supplement opens in PDF file format.

3.3 View Via the Status Module

Administrative supplement requests are accessible through the Status module. For grants having
administrative supplement requests initiated against them, the Action column of the Status Result —
List of Applications/Grants screen contains the Admin Supplements link. Selecting this link opens
the Administrative Supplement Status screen for the specific grant.

Status Result - List of Applications/Grants &
Imporiant: Tha MEH rovices B T (st in Tima) ik in B Comemors fof apoicalions Nceing & peroaniie of s Tian 30 of of applcalions recesang a pronty scone of betseen 100 and 300 f s percenile is
mowded Phase 3 nsfuckons Fom e NH on wlathes lo compisle s infoemalion. Furfammens, Tiee 15 2 Sysiem problesn wilh e Comimans, which shows The AT bk for NRSA apehcations (Fellowships and
Tidining Joolcalibni) Pldis 30 nol Somplids Be BT infirmdalion i Bde bosid of doplicaliini. Findlly, AT déguanid 3 Signing CBGEI {501 3 rhur Bcdiiulion 1o dietd B diguas! 1 i KB Ad 3 Pricdip il svairi by alite
WoU 0 B 12 S TEN inAETRaBGn HEwivie, 70U ek Hably 00 inciicual Wil SO Nghts i fonwied T nlommason io T ML Think jou i20 7o CoSoemaon
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Figure 41: Admin Supplements Link Found on Status Result — List of Applications/Grants
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4 Routing the Statement

4.1 Route to SO

Before an administrative supplement request is submitted to the Agency, it must be reviewed and
approved by a Signing Official (SO). The PD/PI is responsible for routing the request to the SO.
To route an administrative supplement to an SO:

1. Access the administrative supplement request.

a. Select the View Status link for the grant on the Manage Administrative Supplement
Requests screen.

b. Select the Edit link for the administrative supplement request. Only administrative
supplement requests in PD/PI Work in Progress status are available to the PI for
editing.

2. Select the Route to SO button at the bottom of the page.

Cumulative Administrative Supplement Funds Requested

Cost Tolals ($)

Personnel 241,000
Equipment 55000
Travel 10,000
ParticipantTraines Support Costs £17.500
Oiher Diredt Cosls $16.500
Tolal Direct Costs| 590,000

Total FE&A (indérect) Costs|  $1,100

Total Administrative Supplement Funds Requested| $01.100

—
[Save |[view || CheckforEmors (| Routeto S0 |] Cancal || Delets |
e —

Figure 42: Route to SO Button
The Route to SO screen opens displaying the following:

o PD/PI Name: The name of the PD/PI who initiated the request
o Accession Number: An internal NIH unique identifier assigned to the request

o Project Title: The title of the parent grant

3. Select the appropriate SO name from the Next Reviewer drop-down list.
4. Optional: Enter comments in the Comments section, if necessary.
5. Select the Submit button.
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Route to 30 @
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Routing 10 S0 for approval
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Figure 43: Route to SO Screen and Submit Button

The administrative supplement request is routed to the SO for review. A confirmation message
displays on the Route to SO screen indicating that the statement was routed.

Route to SO

Thee Admin Supplemaent staiement was roubed o Frankdin, Benjamin

Figure 44: Administrative Supplement is Routed to the SO

Additionally, the Administrative Supplement Routing History is updated to include the action, the
comments, and the name of the next reviewer (in this case, the SO).

Administrative Supplement Routing History ©

E PO 1202, Sriplining Ml rCdE

B 1 Actiom | Daie of Action. 1 et Ao Mama 1 ca |
(TN, THOMAS Fiouatie %0 50 209201089 FRAMKLE, ISR Fiomufing 1o 50 for sgproval ::)

JEFTERSON, THOMAS Craates 20130104 JEFFENSON, THOMAS

Cancel

Figure 45: Routing History Includes Route to SO Action

4.2 Route to PD/PI

After reviewing an administrative supplement request, the SO may need to send it back to the
PD/PI for editing. To route an administrative supplement to back to a PD/PI:
1. Access the administrative supplement request:

a. Enter Search Criteria on the Manage Administrative Supplement Requests screen.
b. Select the View Status link for the grant.

c. Select the Edit link for the administrative supplement request. Only AS requests in SO
Work in Progress status are available to the SO for editing.
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2. Review the administrative supplement request.
3. Select the Route to PI button at the bottom of the page.

Cumulative Administrative Supplement Funds Requested

Cost Totals (§)

Personnel §41,000
Equipment

Travel 510,000

ParicipantTraines Support Costs §15,000

Other Direct Costs 516,500

Total Direct Costs| $82,500

Total F&A [Indirect) Cosis £1,100

Total Administrative Supplement Funds Requested| $83,600

B —
[Save | [view || cCheckforErrors | RewletoP1 |) Submit || Cancel || Detete |

Figure 46.: Route to PI Button
The Route to PD/PI screen opens displaying the following:

o PD/PI Name: The name of the PD/PI who initiated the statement

o Accession Number: An internal NIH unique identifier assigned to the statement
o Project Title: The title of the parent grant

4. Select the appropriate PD/PI name from the Next Reviewer drop-down list. Although the
defaulted name in this field is the PD/PI who initiated the request, all associated MPIs are
listed in the drop-down list.

5. Optional: Enter comments in the Comments section, if necessary.

6. Select the Submit button.

Route to PD/PI &

FOF Nama: JEFFERSON, THOMAS Arcnsuon Humber: AN I AR
Progect T MELIBOLOHE STUDY
Rl B JEF FERBOMN, THOMAS (Pl
This requires the chasges we
secussed |
CiTiTrl

Figure 47: Route to PD/PI Screen

The administrative supplement statement is re-routed back to the selected PD/PI. A confirmation
message displays on the Route to PD/PI screen indicating that the statement was routed.
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Route to PD/PI

The Aamin Supplement slatisrnd was routed B MBebon, Thomas.

o]

Figure 48: Administrative Supplement is Routed to the SO

Additionally, the Administrative Supplement Routing History is updated to include the action, the
comments, and the name of the next reviewer (in this case, the PD/PI).

Administrative Supplement Routing History ©

[F vecoras Round. gctaring 1 econds. i i i
Rerdirwar ama Acson | Deimolfasien | Wt Rarstarar Haima | Commemis
PRALI, DEHIAA Azte i3 2130109 AFFEESCH, THOMAT. Tha reGrEs the CRANGES wE RaCE2RCAER
JFTERSGOH, THOMAS Route i 50 130129 FRANFD M PN Routng iz §0 for spprove
JETTERSGOH, THOMAS Created 2130125 JEFTERSOH, THOMAS
Cancsl

Figure 49: Routing History Includes the Re-route to PI Action

4.3 Submit to Agency

After reviewing an administrative supplement request, the SO must send it to the administering
Agency for approval and processing. To route an administrative supplement request to Agency:

1. Access the administrative supplement request.
a. Enter Search Criteria on the Manage Administrative Supplement Requests screen.
b. Select the View Status link for the grant.
a. Select the Edit link for the administrative supplement request. Only requests in SO
Work in Progress status are available to the SO for editing.

2. Select the Submit button at the bottom of the page.

Cumulative Administrative Supplement Funds Requested

Cost Totals ($)

Fersonnel 41,000
|Equiprent

Travel 10,000

1Paruc|panl.l'l'rame Support Cosis £15,000

Other Dired Costs $16,500

Total Direct Costs| 582,500

Total F&A {Indirect) Costs| $1,100

Todal Administrative Supplement Funds Requested) $83,600(

e

5:ma|[ CheckforEmors | [ Routeto Pi @Jﬂ] Delete

Figure 50: Submit Button
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A certification statement displays in a separate window. The purpose of the statement is to certify
that the statements and information contained in the administrative supplement request are accurate
and true.

3. Select the OK button to accept and electronically sign the certification statement.

NOTE: Select the Cancel button to cancel submission to Agency.

Messapge from webpage

Ery sagning this application, [ cartify (1) to the statements contained in the kst of certifications and (2) that the skatements harein are tros, complete
and accurate bo the best of my knowledge. [ aloo provide the required assurances and agree bo comnply with any resulting terms F accepted an award.
1 am ware that any False, fictiious or fraudulent statements or claims may subject me bo criminal, civil, or administrative penalties, (U5, Cods, Titke
18, Section 1001}, The st of NIH assurances, certifications and other polices can be Found in Part I of the apphbcable ?ﬂﬂwhwm
{http:ffgrants.nih, mvfgﬂsﬁwﬁu.ﬂi‘d.ﬁﬂ:x bt} and the specfic Funding Opportunity Announcement being appled to

(| o |] como

Figure 51: Route to Agency Certification

The Submit to NIH Confirmation screen displays a confirmation message indicating that the
statement was submitted to NIH.

Submit to NIH Confirmation

The Admanisbaive Supplement funsis reques! has baen sabmiSed b PN
Figure 52: Administrative Supplement is Submitted to NIH

4. Select the OK button to close the confirmation.

The administrative supplement statement is updated to Submitted to Agency status and assigned to
NIH. The administrative supplement request is submitted to the appropriate Agency for approval
and can no longer be edited by the PD/PI or SO.

Administrative Supplements Status @

PONPE Hames: JEFFERSON, THOMAS
Grani Number: LA BESASESE-00
Project Tite: Mg Shaly

Thi following SOministaive SUDDHMEnt Fequests suist for this grant

THEBHER fud, GrpLIAngG 38 FESETEE

s VHumber | GrantugosTracking 8| PO®Hame | Date of Supp Submisgion | tStaben | CumeefRedewsr | Aciom |
AN EFTIRSOH, THOMAS T S— EFTERSOR, THOMAS e Viem B astor
043413085 JEFFERSOH, THOMAS PR Wi o e JEFFERSOR, THOMAS o rm AL i

A 41388 EFTERGON, THOMAS PR Wi e EFTERSOR, THOMAS _L-'._tﬁuL____._
04341 3852 EFFERSOH, THOMAS PSR Wi i Pregrein EFFERGOR, THOMAS g View By

AN SFTERSOM THORMAS m“‘ﬂ‘\.rﬁnfnl JFTERSON, THOMAS Wi ¥ :-\.H ﬁ
o n s JEFFERSOM, THOMAS 120008 [rE———— MY A e Fee] g

Canod
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Figure 53: Submitted to Agency Status

Additionally, the Administrative Supplement Routing History is updated to include the action, the
comments, and the next reviewer name (in this case, NIH).

Administrative Supplement Routing History @

& reconds Round. displaying 3l recoeds

FRAHELIN, BEH.UMER Sasrnil 19 AL ™

JFFEREOM, THOBMAS ek FRARELIN, DR Lo s e

FRAHELIN, [N Eionte T Y JFFIRGON, THOMAS. TR TRGRTEN T CRANQRE W Pl GDAAa
MFFIRSON, THOMAS Eioust %0 50 FRAHELIN, BERLAM Rosting iz 50 for sppros

EFTERGON, THOMAS Craated JITERSON, THOMAS:

Cancal

Figure 54: Routing History Includes Submitted Action
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