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1. Purpose

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

2. Scope

This document covers information relevant to Institutional or external users of the xTrain system.
It provides a description of xTrain and its user roles; information on institutional training grants
and training grant appointments that may be submitted through xTrain; and information on how
to access and use the xTrain system.

3. Overview

What is xTrain?

xTrain is a web-based program that allows Institutional and Agency users to electronically
process and track appointment forms and termination notices required for Ruth L. Kirschstein
National Research Service Awards (Kirschstein-NRSA) and other training grants. The
Kirschstein-NRSA website can be accessed by going to http://grants.nih.gov/training/nrsa.htm.
The list of grant types eligible for xTrain can be found at
http://era.nih.gov/services_for_applicants/other/xTrain.cfm.

Grantee institution staff can use xTrain to:

e Create, route, and submit Appointments, Re-appointments, Amendments and
Termination Notices

e Track the status and timing of training actions

The xTrain interfaces are used by both NIH Electronic Research Administration (eRA) Agency
(internal) and Institutional (external) users. This document encompasses xTrain capabilities
available to external users. The xTrain External User Guide as well as additional reference
material is available on the Commons Support Page: http://era.nih.gov/commons/index.cfm.

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

e Permanent U.S. residents must submit a signed and notarized statement certifying that
they have (1) a Permanent Resident Card (USCIS Form I-551), or (2) other legal
verification of such status
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e Signed hard copies of Payback Service Agreements are required for postdoctoral trainees
in their first year of Kirschstein-NRSA support

Kirschstein-NRSA Training Grants

NIH awards Kirschstein-NRSA institutional training grants (xTrain activity codes only) to
eligible institutions in order to develop or enhance research-training opportunities for
individuals, selected by the institution, who are training for careers in specified areas of
biomedical, behavioral and clinical research. (See http://grants.nih.gov/training/nrsa.htm.)

The Kirschstein-NRSA program supports pre-doctoral, postdoctoral, and short-term research
training, as well as limited specialized support at the pre-baccalaureate level. For more
information relating to NRSA Institutional Training Grant Funding Opportunities, go to
http://grants.nih.gov/training/T_Table.htm

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

The table below shows a list of xTrain Activity Codes, including their status of implementation
as of March 2009.

Activity Code Supported

T32 Yes

T35 Yes

T90 Yes

TL1 Yes

TU2 Yes

T34 Yes (starting from June 2009 OOC Release)
T15 Yes (starting from August 2009 OOC Release)
KL2 Yes (starting from August 2009 OOC Release)
KI2 Yes (starting from August 2009 OOC Release)

Table 1: Activity Code List.

Kirschstein-NRSA Training Grant Uses

Grant funds may be used for personnel, equipment, supplies, trainee stipends (both pre and
postdoctoral), and related costs.
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Kirschstein-NRSA Training Grant Duration

Trainees under Kirschstein-NRSA institutional research training grants generally are appointed
for full-time 12-month continuous periods. An appointment or reappointment may not exceed 12
months without prior approval by the NIH awarding office.

With the exception of specifically designated short-term research training positions, no trainee
may be appointed under a regular Kirschstein-NRSA institutional research training grant for less
than nine months except with the prior written approval of the NIH awarding office and then
usually only to complete a planned program of training. An initial appointment of less than nine
months may be allowed as long as an assurance is included that the individual will be
immediately reappointed in the subsequent year so that the cumulative continuous training period
is at least nine months.

All Trainees are required to pursue their research training full time, normally defined as 40 hours
per week or as specified by the grantee in accordance with its own policies. Unless the NIH
awarding office furnishes other instructions, the amount of the stipend, tuition, and fees for each
full period of appointment must be obligated by the grantee from funds available when the
individual begins training.

xTrain Forms Supported

xTrain supports electronic submission of the following forms:
e Statement of Appointment Form (PHS 2271)
e Termination Notice (PHS 416-7)

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

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

External User Role

Description

BO A Business Official has signature or other authority related to
(Business Official) administering grantee institution training grants.
SO A grantee institution’s Signing Official has authority to legally bind a
(Signing Official) grantee institution for grant matters.
PD/PI The Program Director or Principal Investigator is responsible for the
(Program overall direction of the training program and has the skills, knowledge
Dire% tor/Principal and resources necessary to organize and implement a high quality
Investigator) research training program. In Commons, this role is called the PI role
£ but is used for PDs as well.
The PD/PI selects and appoints Trainees, amends appointments (when
necessary), and initiates Termination Notices.
PD/PI Delegate An ASST user is a grantee institution individual that is delegated
(ASST) authority to perform Program Director/Principal Investigator xTrain
training appointment functions. A user with the ASST role cannot
submit appointments.
Trainee A student or post doctorate who will be appointed as a Trainee on a

training grant.

Table 2: External User Roles.

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

For more information on xTrain external user roles see the eRA Commons Roles list at

http://era.nih.gov/files/eRA_Commons_Roles.pdf
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4. Accessing xTrain

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

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

System Requirements
Accessing the Commons
Password Policy

Getting Help

To login to xTrain:

Login to eRA Commons at https://commons.era.nih.gov/commons/. If you have forgotten your

password, select the Forgot Password link.

Electronic Research Administration
( eRA Commons

Sponsared by National Institutes of Health
A Links eRA Partners Help

What's

COMMONS

patient if status is not yet available.

Tips

More Recent Features of Commaons include:
Commons Login

* indicates required field.

further information at the eRA xTrain page.

this link: Submit Reference Letter
[Login] [Reset ]
(toraot Password?

iti forthe SRA or GTA.
System Notification criiques for e or

in a sample environment.

) Version 2.21.1.15

eRA Commons is available

€ *NEW™* xTrain is now available to all institutions registered with the eRA Commons. Find
¢ gSNAP—AIIows an institution to review non-competing grant data and submit a progress report
lw inglférence Letters: To submit a reference letter when requested by an applicant, please follow
4 Internet Assisted Review (IAR) - Allows reviewer to submit critiques and preliminary scores for
applications they are reviewing. Allows Reviewers, SRAs, and GTAs to view all critiques in

preparation for a meeting. 1AR creates a preliminary summary statement body containing submitted

4 Demo Facility - Demo Facility allows you to try most of the capabilities of the NIH eRA Commons

Welcome Guest
Institution: Mot Affiliated
Authority:

SYSTEM STATUS: All systems are currently available. Grants.gov may take up to 48 hours to make applications available to NIH. Please be

« Support: We encourage you to take advantage of our new web support at hitp-/ithelpdesk nih.gow'eRA/. When requesting support please
supply as much of the requested data as possible for faster senvice.
+ Electronic Submission: Leamn about the most frequent application errors at Avoiding Common Errors.

About the Commons
¥ Scope and Purpose
¥ Frequently Asked Questions
¥ Grantee Organization Reqistration
¥ eRA Contacts
k- Enter eRA NIH Commons Demo

Links
¥ Commons Support Page
¥ CRISP

¥ eRA Home Page

¥ Electronic Application Submission
¥ Grants.gov

¥ [Edison

¥ Loan Repayment Program

¥ Mational Institutes of Health

¥ Public Access Policy Page

-

Figure 1: Commons Login Fields.

Once logged in, on the navigation bar at the top of the screen, click the XTrain tab.
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Figure 2: Commons—xTrain Link.

When accessing xTrain, the system displays the appropriate screen based on the user’s role.
Table 2 below lists external user roles, the default screen displayed at xTrain access for the user
role, and the page number within this document that provides an example screen image.

Role Default Screen Display Default Screen Image
PD/PI My Grants Figure 3

ASST with xTrain My Grants Figure 9

delegation

Trainee Appointments and Terminations Figure 10

SO or BO List of Grants Search Figure 11

Table 3: Initial xTrain Access

xTrain will only populate lists with grants associated with the eRA Commons account with
which the user is logged in. If you have had multiple eRA Commons accounts, you may need to
merge the historical information associated with your accounts.
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Accessing xTrain — PD/PI

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

Humber

T32 Gl
DOGT1E
T32 DK
061288

T332 DE
0E551 T

Elecrronle Reaearch Adminisrrarion

( Commons

Spensered by Narlonal Fasiliwies of NMealsh

Yation 2.15.1.2

My Grants

)

Vilelcome cherdmaney

Ingtifution: FLOEICS
STATE

LUMMWERSITY

Autharitye Pl

Hoarve  Admin  Westitimion Profile  Personal Profile Status  «SHAP Links eRAPainers Hel)
Granls
Elzos—&E
aject Stan & Project End o Prodgeam e e
ki —b —pah £ project Te & RAction
O — 0BF0I2010 Money, Cher D EF&@:&«;&P&%GGEM I CELLMATREA m
MOLECULAR MECHANISMS & NOWEL Yiew Traines
ALk DL D3II2008  Money, CherD o o aPIES OF NEFHRON INJURY Roste]
TONFZ004 06302009 Money, CherD [Im=Snron TRAINING [N PEDIATRIC et Langas

Lo ot

Figure 3: My Grants Screen.

NOTE: In some circumstances, an individual may have both the PD/PI and Trainee roles. If the
PD/PI was a trainee in the past, he or she will see an additional tab — My Appointments and
Termination, which is discussed in the section Accessing XxTrain — Trainee, below.

Clicking on any grant number will take the user to the Grant Summary page. A sample Grant
Summary page can be found in Figure 4.

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

01

0z

04

0s

Grant NI]I'I'II)E[v Funded -
ATU2CAT05666-
5TU2CA105666-
5TU2CA105666-
S5TU2CA105666-

5TU2CA105666-

Grant Summary

Project: TU2 CA 105666
Title: YALE/MCI COOPERATIVE TRAINING PROGRAM IN CANCER EFIDEMIOLOGY

Project Start/End Dates: 09/30/2003 - 08/31/2008

Short Term

View Trainee Roster

Est#

& ARRA <& Budget Start & BudgetEnd & .. Program Y
Date * Date » P pirector w Est# #Accepted =
Trainees Appointments Trainees
09/30/2003 08/31/2004 2003 Mayne, SusanT 0O o
09/01/2004 08/31/2005 2004 Mayne, SusanT 0 0
03012005 0a/ati2006 2005 MAYNE SUSAN 0
09/26/2006 08/31/2007 2006 !FIIAYNE‘ SUSAN a 0
09/01/2007 08/31/2008 2007 !FMYNE‘ SUSAN 1] 0

Pre Docs
# Accepted Est#

1 0
2 0
4 0
4 0
3 0

Appointments Trainees Appointments|

Kl1-50f5 103
Post Docs
# Accepted

0
0

0

Figure 4: Grant Summary Page.
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Clicking the View Trainee Roster link will take you to the Trainee Roster page.

Xpanxored &y Naoitlaonal fozditwres of Mealth

Aoty P

My Grants

Project Start = ProjectEnd = Program = .
[Mumber 0 e = Date * Dirscior W Dromci Tile o

T322 G TRARANG PROGRAM IN CELLMATRE

071 gas OE3Z00 Komery, Cher D BIOTECHMOLOGY

T32 Dk MOLECULAR MECHAMISMS & MOVEL
IE 208 04112002 023152009 Mo ey, Char D THERAPIES AF MEEHROM IMNILRY
122 DK RESEARCH TRAIMING I PEDIATRIC
- d T b

Q65517 OFM1z004 OE3Z009 Momery, Cher MEPHROLOGEY

Elecirenic Research Adminisiraiiocn Welcarme cherdrnoney

- / Inslilution: ELORIDWY

( eR A Commons ) e
LnERSITY

Loc-out

Waion Z40.1 2
Haomer  Scimin hestindicn Prafile Porsona Profile Stams oSHAPR ﬂﬂ Limks «RA Partners ﬁ

[El1-z0i3 a0
Action
W iow Traings
Rostar
Mg Trainge
Roster
Wik Trainge
Eostar

Figure 5: View Trainee Roster Hyperlink.
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Trainee Roster

Progect; T2 M ODETTS
Project Tile; TRAINNG PROGEAH IN CELLWATRIE BOTECHRGLOGY

oot S1ai Do Db 0700001 808 - DRIOEG0

STARGMDIRT 1500 (Budge Pariod: 07001 G000 DRG0IN0H Crasls Mew Soegirrenl

rl:'l’““"'-"“'““ Fraapponiment J08 D7 Z00T QAEN200E ha EF’DE :_;;'I'P'o*"”‘* Emctranic
ﬂ““""“’“ Amendmerd 08 0T 2007 0AM00E Yen EEE: LPIDIES gycanic
STAZGMOMET 1500 (Budged Panod; 0T Q2007002007 Credls M Soegi s

g“tw""'“'““ 0T 0T RO0T QAIEI00E b E?:.E-: gecepd  Papsar

Al Tears v.@
Elv.sparge 1z
bpplicasion’s Appaimment = Appoimmen  Tepmination E'u “’I Degee Appolmmenn Appolmest Tesmsination Termination -
Dy Leve]l  SRofus Baurce Sbabwrs. Tmpce =
Triviaa Haina 1792 Srait it End Date Past?

Figure 6: Trainee Roster Page.
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Figure 7: Trainee Roster Page - Column Headings.

The different possible choices for each of the columns on the Trainee Roster page are listed

below:

(1) Appointment Type:

New

Re-appointment

Amendment

(2) Appointment Status:

(3) Appointment/Termination Source:

e Pending Agency Review
e On Hold by Agency

e On Hold by Agency — Waiting Paper Signature

e In Progress PI
e In Progress Trainee

e In Progress BO

Paper

Electronic

(4) Termination Status:

In Progress BO

In Progress PI

In Progress Trainee
Pending Agency Review
On Hold by Agency

Accessing xTrain
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e Accepted
(5) View:

e View 2271

e View TN

e View Payback
(6) Action:

e Process 2271

e 2271 Form

e Amend?2271
o Initiate TN
e Process TN

e Reappoint 2271 (This only appears when there is an awarded future year for the grant to
which the Trainee has not already been appointed.)

Accessing xTrain — ASST

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

Elecdromic Rexvarch Admimiciraiion Wiglcome radaroreilky
- / Imstihagon EXT LIAT DEMOQ CORFP
 J s
( eR A Commons ) wstiton T
= Weaion 2.1%5.0.2

Sponrored By Narienad fmirfruces af Naalrh

Homee  Acimmin Instidion Profile Persomal Profile Ststes «SHAP Links  =R& Patisers H

My Grants

heloot Dede garlor:
Moneys, Char 0w

Figure 8: My Grants — ASST Screen.

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

Select Delegator:
Delegator: Money, Cher D s

K1-40f4 1
Project Start & Project End & Program e . -y .
Mumber Date * Date = Director - Project Trtlev Action
Ta2 GM TRAINING PROGRAM IN CELUMATRIX Wiew Trainee
2 ominingag 0B/302010  Money, Cherp  [RAIITG FROGHE e
T32 DK MOLECULAR MECHANISMS & MOVEL THERAPIES View Trainee
TS 04012002 03/31/2008  Money, CherD g2 C AR MEC A Lt
L32MH - prnq2002 0BF30008  Money, CherD  KTRAIN DEMO TRAINING GRANT e lelee
312008 Roster
T32 DK RESEARCH TRAINING [N PEDIATRIC Wiew Trainee
et o7misnng 08302008 Money, Cherp  “=SEAEH T e

Figure 9: Select Delegator Screen.

Accessing xTrain — Trainee

Trainees are brought to the My Appointments and Terminations screen, which will list the
Trainee Appointments and Terminations.

Electronic Research Administration - Welcome imanewhie
Institution: EXT UAT DEMO CORP.
s J
( eRA Commons ) ik oo
Version 21722

Sponsored by National Inmstitutes of Health

Home Admin Personal Profile xTrain Links eRA Partners Help

My Appointments and Terminations

Trainee Appointments and Terminations

Ki1-1af1 13
et ke APPOINt it Appoint t .z Termination & Program .. S & Degree g Appointi t & Termination & Current -
e ¥ StartDate ¥ EndDate ™ Date = pirector ® MSTWONT | ovel ¥ Status ® Status T Reviewer VoW Action
7971 Wi
5T32MH312008- e e Maney, Cher EXT UAT POST- In-Progress " 271 Process
04 AU A0 . DEMO CORP. DOC Trainee MG  fe 2271
Bl Fayback

Figure 10: Trainee Appointments and Terminations Screen.

NOTE: In some circumstances, an individual may have both the Trainee and PD/PI roles. If the
trainee has applied for a fellowship or other award from the Agency in the past, he or she will see
an additional tab — My Grants as discussed in section 4.1 Accessing xTrain — PD/PI.

Accessing xTrain — Admin (SO, BO)

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

(@ Commons

Sponzsored by National Tnstitures of Health

217.22

Welcome texboS0
Institution: EXT UAT DEMO
CORF.

Authority: BO Log-out

Home Admin Institution Profile Personal Profile eSHAP ﬁﬂ Links eRA Pariners Help

List of Grants
Project Start Project End
Date Date
Activity Code IC Serial Number PD Last Name Search
I || | I E ﬁ Clear

Figure 11: Search for Grants Screen.

Exiting xTrain

To exit xTrain:

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

P Eleriromdr Nreavarvh Admindséiraifew
(I:' Commons

. Bppaisrad BF Madreasil TEalviwids & Waafad

e Admin ineiwion Profib Passsdl Pioiile Sihe sZHAP

My Grants

m—
=]

W iy CRIPDEOH RS TH & ECTIRC P LR BT
Ry VR i

Figure 12: Logout Link Screen.
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5. Account Setup

Account Setup — PD/PI

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

To create an eRA Commons account for a Trainee

1. PD/PI or Delegate will click Create New Appointment under the desired budget period
they want to add Trainee.

2. Click the Identify Trainee link.

Home  Adinin nstiumicn Profile  Fersonal Profile  Staius eSNAP Links eRA Fartners

Enter Trainee Commons User ID

n order to proceed with this operation, you must enter the Commons User ID for the Trainee as=sociated with the grant

* Traines User I

fenlife Trainase

Continue | | Cancel |

Figure 13: Enter Trainee Commons User ID Screen.

3. Provide search criteria then click Search.

g Sponsored by Narlonal Frstitutes of Health )) Version 2.20.1.3
Home Admin Institution Profile  Personal Profile  Status eSHAP Internet Assisted Review ﬁm Links eRA Parthers Help

Identify Trainee

Grant: 5 T32 AG 260-10
Project Title: Drug Discovery Training in Age-Related Disorders
Budget Start/End Dates: 06/01/1598-04/30/2008

Enter search parameters to locate existing Profiles with Training or Fellowship invalvarment with MIH. If the desired Trainee is found, select"Create New
Appointrment” link to proceed ta 2271 form. [fyou do notfind the desired Trainee inthe search result, use the button "Create Mew Profile” at the battorm of
the screen prior to proceeding to 2271 form.

* Last Name First Name |Middle Name Commons User ID
| || ||| || gearch | [ Clear |

[ Create Mew Trainee Profile ]

Figure 14: Identify Trainee.

NOTE: Wild-card character (%) is allowed after the first three letters of the Last Name.
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4. If no records are found, you can refine the search and try again.
OR

If unable to find a match, select Create New Trainee Profile.

g Sponsored by Nartlonal Frstitutes of Health ))Version2.20.1.3
Home Admin Institution Profile Personal Profile Status eSHNAP Internet Assisted Review ﬁﬁ Links eRA Partners Help

Identify Trainee

Grant: 5 T32 AG 260-10
Project Title: Drug Discovery Training in Age-Related Disorders
Budget Start/End Dates: 05/01/1998-04/30/2008

Enter search parameters to locate existing Profiles with Training or Fellowship involvement with MIH. Ifthe desired Trainee is found, select"Create New
Appointrment” link to proceed to 2271 form. Ifyou do notfind the desired Trainee in the search result, use the hutton " Create Mew Profile” atthe bottom of
the screen prior to proceeding to 2271 form.

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

|[ Create Mew Trainee Profile ]I

Figure 15: Create New Trainee Profile Button.

5. Provide required info then click Continue.

g Sponsored by Narlonal Fnsrtitures of Heailth ) Version 2.20.1.3
Home Admin Institution Profile  Personal Profile  Status  eSNAP  Internet Assisted Review ﬁlii il Links eRA Parthers Help

Create New Trainee Profile

Ccomplete required information and select "Continue” button to proceed to 2271 form.

* Required

* Last Name * First Name |Middle Name * Email Address

| |
I[m]l [ Cancel ]

Figure 16: Create New Trainee Profile Screen.

6. The Statement of Training Appointment screen will appear.
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Home Admin Institution Profile Personal Profile Status eSNAP xTrain Links eRA Partners Help
My Grants

Statement of Training Appointment

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

PHS 2271 ©OMB Mo. 0925-0001

Findicates required field

Trainee Personal Information

For ewery research training appointment ar re-appointment, trainees should review and update their personal information by using the Persanal
Prafile link atthe tap ofthis page. Exceptforthe e-mail address, personal information may anly be entered or modified by the trainee.

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

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

City, State, ZIP: by City, WA, 20882
Country: UMITED STATES

* Email: |nihe|ec1ronic:submiss@|

Phone: 555-111-2222
Fax:

Degree(s} EarnedIn Progress Completion Date MajorMinor Degree Completed?
BSHM 0araaa I Y

Figure 17: Statement of Training Appointment (2271 Form — Top Portion)

Period cannot

exceed 12 Snled Spacciy Soard Code o
months. and the

Start d&tE—' muSt :;‘¢:|:I¥;r::l: :‘::':mhm.:.:l::ﬁlgw:rrill:l;“ﬂl-:rl::l::':“:r:::.zl;:;:;f'“ i e L0 e e T R O L L e o
fall Wltlun_the _— . s ol e —

budget period.

(e s ARl mubisk g, SRy o At LeEEEEE Bl caREes g, Sehaniy i e
P Seins ool oy 1 300

Ilust recaloulate
date if’ calendar

hoxes 15 used.

" Fraer (MO T )

= T (MSRTD YV 1012 o

dstyn

Ta= Teod i [ W il T i)

Sti}:ﬁl’td musthe * g lem §- B FrET OO |
entered and = piiEn )
" Tudorafeen (radceaing 12
non-zero e
e

i3 Pk mm.‘-v.u-ﬁi ¢ AL i i | Sttt o e L0 B A

Figure 18: Statement of Training Appointment (2271 Form — Bottom Portion)

7. Enter in all the required fields then click Save.
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8. The Invite Trainee to Register screen has 2 options:
a. Invite Trainee Now

b. Invite Trainee Later

Electronic Research Adminisiration
(( eRA Commons )

Sponsored by Narlonal Fnstitutes of Health

Home Admin Institution Profile  Personal Profile Status eSNAP Internet Assisted Review ﬁﬂ Links eRA Partners Help

Invite Trainee to Register

Please selectthe "Invite Trainee Now" button. An ermail invitation to register for a Commaons User 1D will be sentto the Trainee and you will return to the 2271 form.
Ifyou decide to "Invite Trainee Later", the "Invite Trainee" button will appear atthe bottorn of the 2271 form for future use.

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

I[ Invite Trainee MNow ][ Invite Trainee Later ]l

Figure 19: Invite Trainee to Register Screen.
If Invite Trainee Now is selected, the system sends an email to the Trainee. Within the email
will be a link to begin Creating a New Account.

If Invite Trainee Later is selected, you will return to the 2271 form. The Invite Trainee button
will appear at the bottom of the 2271 form for future use.

Earnedin

Hame of Specialty Boards (if applicable)
Anesthesinlogy: Critical Care Medicine v

| ion Date Major Minor [Degree Completed?

is the Trainee in a dual-degree program (e.g. M.D./Ph.D.)?

O @ves
[Prior NRSA Support

ITthe trainee has previously received support from Kirschstein-MRSA training grant or fellowship, itwill be listed in the table belowr. [fthe list of prior suppprt is incomplete or incorrect, please click the NIH Support Menu tab above
and follow the instructions for verifying MIH support,

Appointment
Start Date

Field of Research Training or Career Development {for this appointment)

Chooge a gpecific subfield (e.q., biological chemistn) unlese the broader category (e.g., hiochemistny fits best,

Grant #

Appointment End
2]
ate

Stipend Amt ‘ Degree Level ‘ Status

—Tisgue Engineering (1310) "

eriod of Appointment

* From (MWDDA YY) [1enzrzons B
*To (DDA [121/2008 | B8
Elmnmhs days Please "Re-calculate’ if calendar boxes were used to select dates,

Type Total for this Grant (Omit cents)
* Stipend Level
* Tuitionfess testimated] l:l

* e b ]
Tota

[Csave ] [Ccancel | [[Reset ]| Reimite Trainee o Register |_Detete | [ view FOF | [ Save & Susmitto Agency

Figure 20: Invite Trainee Later Screen.

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

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

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

Setting Up eRA Commons Account

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

If you do not have an eRA Commons account, the xTrain system will automatically send you an
e-mail with a link and instructions for registering in Commons as part of the Appointment or
Termination process.

Dear Trainee:

This is a system-generated inwitation to the =R& Common= xTrain

meh=ite in conmection with your participation a= a Trainees for Frogram
Director (Mams nkutenad mmewd) omn a Frant 5T (Hmubes akabionalb: eme v}

Ta participate in the Appointment andfor Termination form= =submi==ion,
wou will need to log on to the =R& Comwn=s web=site with a user name and
password.

Flease wi=it this web site to create your account as soon as possible.
Open wour Teb browser and go o the TEL

https:.-".-"corm'nons .test.era.nih.g’ov.-"comnons.-"t.do’:‘code=D79fD'?5‘DafElff'?ebEcod
22 =52d49be2 0005256961 (You can <copy and paste thisr address into the
"Location" window of wromr brow=er, and pres= Enter. If the TBEL doe=n‘t
morh, make sure it ix complete and hasn't been broken ower maltiple
lines. If the TRL spans more than one 1 ine make sure srou are entering
all 2f it in the location window of wour brows=ser and that there are nao
spaces in the address_.)

Fallow the instructions on the screen to enter information about
woursel £f and select wour user nams and password. Our pel icy states that
pa=z=words rm=t contain latter=, rumbers and =pecial character=. ¥ou
wmill also be asked o werify the public information that NIH ha=s on
file to ensure wour information is both accurate and complete.

After submitting your registration request, trou should receiwve an
email within £- 5 busine== daw= indicating that your account i= actiwve.
Thi= email will contain the TBEL for the 2R3 Common= mweh =site. FPlea=s
noete that wou cannot use the 2RA Commons xTrain system until wrour
acconant iT actiwve.

If wyou have any gquestions about this email ; please contact the eRA
Help Desk at our preferred method of contact

http: /f ithelpde=k . nih.gow/ eR&S or call 1-566-504-9552 (TTY: 201-451-
5939) or common=@od.nih. gow <mailto:commons @od. nih. gows>.

Figure 21: Sample e-mail Letter to Trainee

At a minimum, enter information into all required (*) fields and click Continue.
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T  Links eRAPartners Help
Create a New Account @

Step o of 3

You are creating an MIH Commons account far Kim Estry Beaker forthe xTrain Trainee. Additionally, this account may
be used in the future for other electronic interactions at the NIH. To activate your account, the following steps are required;

o The form presented helow must be completed.
Rext, your NIH support and committee service will be presented. Mote that only awarded grants and
committees sered, not including Special Emphasis Panels, are presented. Please help the MIH by verifying
the accuracy ofthis information.
9 The last step inthe process is a confirmation page,
Once you have confirmed your MIH support and committee serice, the MIH will process your regue st Generally, this
takes the MIH 2 to 5 business days to associate all of your historical recards to your new NMIH Commons account. You will

be notified by email when your account is activated. Be sure to remember the User Mame and Password yvou are creating
below, a5 you will need that iInfarmation 1o log inwhen your account is activated.

User Hame™ KimBeaker Uzer Mame must be st lesst 6 characters

- = Password must be af least eight (8) characters and contain at least one letter,
Password sssssane L number and special character |35 9%*- _=+<==
J For Example: $1traines

%
Re-type Password | ssssssse
Pazsword cannot begin or end with & number

Phone * |555-123-4567

E-mail * J askera@mail.nib ooy

First Name Micdle Marme Last Mame ™
|Kirn |Estry |Beaker
Organization

* indicates required field.
Providing Birth Date and S5k s forverification purposes only. This information assists the BIH in associating all your
records with yaur new aceaunt.

mm dd WY (123456789)
Birth Date / J s8N

e EmoaeEm

Figure 22: Create a New Account Screen.
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In the provided field, enter comments (if needed) and then click Continue Account

Request.
Electronic Research Adminiztration
( eR A Commons ))
Nartfomald fnsfffwresr af Healrk

Spodsared by

Verify NIH Support for Kim Beaker @
Wa do not show ary swarded NIH Supgon ar Cormmittee Ivoternent for Kin Beaker. This may be appropnate. Either selac
Add Additional I suppad Reject Account Request, of Complets Account Redquest 1o comninus

75

Cammants fon NIH
I have never had an @RA CoREOng AscOUnL Orf Deen

Thiz iz coreect,
involved on & previous grant.

[ Coninue Account Regueast

Add FIH Support |

| Reject Account Reguest | |

Step o:ﬂ' 2

Figure 23: Verify NIH Support Screen.

Click Complete Account Request to complete the account request process.

Elfecironle Research Adminisiration

(@=E¥SM Commons )
Npanzared by Naitloma! !esriiuier of Meaish -

Complete Account Request
Step euf 2

Caininis o HIH
This is correck | have never had a0 eR& Commons accound or been involvad ona presious grant.

By walectmg Complete Aecoum Pegquest, MIH sl verifewour infanmation and then aclivale your account Senerally, (hes lakas
taa lo flue business days, Yowwill be notfied by email whien the process is complete.

1] [Back]

|1 complee sccount Request

Step oum' 2

SHote halwow are anly permilled o wids public informalion e, Qrants wshich were dwaarded by MIH or Beses Commillees for which you are

sanring or have already sermed), Only the lales! supoot years for a paficular grant is displaged

Figure 24: Complete Account Request Screen.

The Trainee will receive an email within 2-5 business days indicating that their account is active.
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6. Personal Profile

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

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

Creating Personal Profile

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

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

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

e Personal Information
e Race/Ethnicity

e Residential Address
e Degrees/Residency

e Trainee Specific

Welcome gl n_a

Electronic Research Administration
Institution: UNIVERSITY OF CALIFORNIA SAN DIEGO
( eRA Commons ) P Lot
Version 2.21.1.15

Sponsored by Nartfonal Institures of Health

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

Personal Profile

Figure 25: Personal Profile Tab.

Carefully fill out your Personal Profile, paying particular attention to:
e Personal Information screen:
0 Gender

0 Social Security Number (SSN) — Trainees are asked to voluntarily provide the last
four digits of their SSN. This helps the Agency identify you and manage your
records in the eRA system.

o Citizenship *
Date of Birth (DOB)

Personal Profile 20 June 26, 2009
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0 Disabilities *

Race/Ethnicity screen:

0 Race

0 Ethnicity

Residential Address

Degrees/Residency screen:

0 Enter all relevant degrees earned or in process
Trainee-Specific Information screen:

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

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

NOTE: Items with an asterisk are required fields for trainees although they are not marked with
an asterisk on the screens.

Personal Profile Fields Checked by xTrain

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

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

Personal Information screen: gender, citizenship, disabilities, SSN (requested but not
required), and date of birth.

Race/Ethnicity screen: ethnicity and race(s).

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

Degrees/Residency screen: enter all relevant degrees earned or in process, and residency
information, if applicable.

Trainee-Specific Information screen: answer all the required questions and provide an
explanation, if necessary.

Personal Information

The following fields on the Personal Information screen are checked by xTrain:
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e First Name
e [Last Name
e DOB - Date of birth
e Citizenship
e Disabilities

e ¢RA Email

NOTE: The eRA Email field is used for xTrain notifications and the Forgot Password function
and should be the same email address used when the user registered with eRA Commons.

Eleecrronic Research Adminisiration Welcome gl _pi
Institution: UNIVERSITY OF CALIFORNIA SAN DIEGO
>
( eRA Commons ) i oot
Versicn 2.21.1.15

Sponsared by National Institures of Health
Home Admin Institution Profile Personal Profile Links eRA Partners
Personal Information Race/Ethnicity Employments Reviewer Address Residential Address Degr esidency Publications Reference Letters Trainee-Specific

Personal Information @

Notes & Tips:

No other users within your institution can view your Personal Profile information unless you delegate that authority to them.

Providing Social Security Number (SSM) information helps agency staff uniquely identify and manage your system records.

Personal information (e.g.. gender, date of birth. disability) is used for aggregate statistical reporting only. This data is a vital tool in identifying and addressing any
program inequities.

Providing a middle name is especially important for individuals with common names.

I* indicates required field

Middle Name: [ | |

| SSN:
Enter last 4 digits or full 33N

r 08/26/1948 Do Mot Wish to
e 56% ammory

i

I

Name Suffix: |

y

Provide? [
Citizenship: | U.S Citizen or Non-citizen National v| Citizenship Country:
Required for participants in research training, For non-US citizens and UMNITED STATES b
fellowship, or career development programs permanent residents
:élm Email: ’ ] |g| @nih.gov |
Disabilities

Co you have a disahility?
Oves  OmnMo @ Donotwish to provide

If yes, which if the following categories describe your disability(ies)?
Hearing Visual Muobility/Orthopedic Impairment Other

Submit [ Reset § Cancel

Figure 26: Personal Information - Required Fields.

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

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

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

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

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

Race/Ethnicity

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

Electronic Research Adminisiration Welcome gl _pi
Institution: UNIVERSITY OF CALIFORNIA SAN DIEGO
( eR A Commons ) Fipsrata

Sponsored by National Institures of Health

Log-out

Version 2.21.1.15

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

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

Race/Ethnicity &

[ indicates required field

[Current Information
Race(s): White ;
Ethnicity: Mon-Hispanic

New Information

[ American Indian or Alaska Native

[ Asian
aces); [ Black or African American
(Check all that apply) White

[ Mative Hawaiian or Pacific Islander
[J Do Mot Wish to Frovide

A
Eimio”

Submit [ Reset § Cancel

Figure 27: Race/Ethnicity Screen.

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

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

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

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

Race

Check all of the boxes that apply or check Do Not Wish to Provide.

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

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

Black or African American: A person having origins in any of the black racial groups of
Africa. Terms such as “Haitian” or “Negro” can be used in addition to “Black or African
American.”

Native Hawaiian or Other Pacific Islander: A person having origins in any of the original
peoples of Hawaii, Guam, Samoa, or other Pacific Islands.

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

Ethnicity

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

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

Residential Address

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

Once all information has been entered, click Submit.
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Electronic Research Administration s Welcome gl _pi
Institution: UNIVERSITY OF CALIFORMIA SAM DIEGO
)
( eR A Commons ) Firral Lsoout
Sponzsored by Narional Institures of Healrth Version 2.21.1.15

Home Admin Institution Profile Personal Profile Status eSHAP xTrain Links eRA Partners Hel

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

Residential Address @
Notes:

« Trainees: Please provide the address where they can be reached by mail after completion of their program (i.e., permanent address).

« Reviewers: The section below must be completed for the link to the Secure Payee Registration System (SPRS) to be active.

indicates required field
|
Line 17 | | city:* ‘ ‘
Line 2: | | State™:
Line 3: | | Zip Code:™ L ]
Line 4 | | country*
Phone™ | | Fax: ‘ ‘
E-mail:* | |

Submit [§ Reset [§ Cancel

Figure 28: Residential Address Screen.

List of Degrees

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

NOTE: Trainee should provide information on degrees in progress and their expected
completion date.
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Use the Add New Degree button to provide new or additional degree information.

Electronic Research Administration Welcome gl _pi
Institution: UNIVERSITY OF CALIFORNIA SAN DIEGO
( R A Commons ) Piprratt Lsoout
Version 2.21.1.15

Sponsored by Natlonal Instituies of Healih

Home Admin Institution Profile Personal Profile Status eSNAP xTrain Links eRA Partners Halp

Personal Information Race/Ethnicity Employmenis Reviewer Address Residential Address Degreesnﬁeswdency Publications Refer
——

List of Degrees @
Notes & Tips:
Degrees
« Include all degrees completed or in progress.
« In addition to reporting. degree information sometimes used to validate application information or populate system forms.
» Trainees - current information is critical as it can determine eligibility for certain types of appointments/awards and can affect stipend level.

Residency

« Enter your most recent Residency Information
« [f you have questions regarding ESI Eligibility Information, follow this link:  ESI Eligibility Information

Degrees 0 - 0 out of 0 records
o ompletion |Degree . e

No degree available. e —————__
Add New Degree
—

Medical Residency @

Area of Medical End date or Expected End Date of Medical Acti Early Stage Investigator End of Eligibility
; - ctlion
Residency Residency Status Date

Mo Medical Residency information entered. Mot Eligible

Figure 29: List of Degrees Screen.

Medical Residency Information

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

Residency

« Enter your most recent Residency Information
« [f you have questions regarding ES| Eligibility Information, follow this link:  ESI Eligibility Information

T degree has been added successfully,_»

Degrees 1- 1 out of 1 records

ompletion [Degree
_

Lo TR DR Columbia University College of Dental Me 0712008 Edit |Delete

SURGERY
Add New Degree

Medical Residency @

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

Residency Residency Status Date

Mo Medical Resmencymfonnanon entered. Eligible 07/2018

Add Medical Residency

Figure 30: List of Degrees Screen.
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Once degree information has been registered within Commons, a user can provide either
completed or in-progress Medical Residency information by entering minimally the end date, or
expected end date in the Residency screen.

Welcome gl _pi

Electronic Research Administration =
Institution: UNIVERSITY OF CALIFORMIA 5AN DIEGO
( Commons ) ps

Sponsored by National Institutes of Health

Version 2.21.1.15

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

Personal Information Race/Ethnicity Employments Reviewer Address Residential Address Degrees/Residency Publications Reference Letters Trainee-Specific
Add Medical Residency - Completed or in Progress
Notes and Tips:

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

*indicates required field

Medical Residency Information

Area of Medical Residency: |

End Date (or expected Date) of Medical Residency (MMAYYYE* )]

Figure 31: Add Medical Residency Screen.

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

Trainee-Specific Information

The Trainee-Specific Information screen includes additional information required for
participation in Kirschstein-NRSA research training.
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Welcome gl _pi

Electronic Research Administration =
> Institution: UNIVERSITY OF CALIFORMIA SAN DIEGO
( eRA Commons ) i Loat
Version 221115

Sponsored by National Institutes of Health

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

e .~
Personal Information Racel/Ethnicity Employments Reviewer Address Residential Address Degrees/Residency Publications Reference Letters  Trainee-Specific

Trainee-Specific Information @

Trainee text test

[* indicates required field

Statement of non-delinguency on U.S. Federal Debt |

*are you delinquent on the repayment of any U.S. Federal Debt(s)? (if yes, explain in a textbox below)

Ono Oves

Disadvantaged background |

*Are you fro disadvantaged background 7

L =
]

Figure 32: Trainee-Specific Information Screen.

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

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

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

Therefore, it may be necessary for the PHS to contact the prospective trainee before the
appointment can be approved to confirm the status of the debt and ascertain the payment
arrangements for its liquidation. Individuals failing to liquidate indebtedness to the Federal
Government in a businesslike manner place themselves at risk of not receiving PHS financial
assistance.

The PHS awarding component shall notify the grantee institution in writing of its decision
regarding the approval of a prospective appointee where this appointment discloses delinquency
on Federal debt.

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

NOTE: This question applies only to the trainee being appointed and does not apply to the
Program Director submitting the form.
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Examples of Federal Debt include delinquent taxes, audit disallowances, guaranteed or direct
student loans, FHA loans, business loans, and other miscellaneous administrative debts. For
purposes of this certification, the following definitions of “delinquency” apply:

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

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

Disadvantaged Background

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

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

e Come from a family with an annual income below established low-income thresholds.
These thresholds are based on family size, published by the U.S. Bureau of the Census;
adjusted annually for changes in the Consumer Price Index; and adjusted by the Secretary
for use in all health professions programs. The Secretary periodically publishes these
income levels at http://aspe.hhs.gov/poverty/index.shtml. For individuals from low
income backgrounds, the institution must be able to demonstrate that such candidates
have qualified for Federal disadvantaged assistance or that they have received any of the
following student loans: Health Professional Student Loans (HPSL), Loans for
Disadvantaged Student Program, or that they have received scholarships from the U.S.
Department of Health and Human Services (HHS) under the “Scholarship for Individuals
with Exceptional Financial Need”, or

e Come from a social, cultural, or educational environment such as that found in certain
rural or inner-city environments that have demonstrably and recently directly inhibited
the individual from obtaining the knowledge, skills, and abilities necessary to develop
and participate in a research career.

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

A trainee may be appointed at any time during the grant budget period for an appointment period
of 9 to 12 months, without prior approval by the NIH awarding office. Appointments can be
initiated up to 30 days prior to the start of the appointment period.

At the time of the initial appointment and any subsequent reappointment, the training PD/PI must
submit a Statement of Appointment to the NIH awarding office. The Statement of Appointment
includes biographical and other information on the trainee and the stipend level for the period of
appointment.

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

For more information concerning the 2271 form, see Appendix A — Statement of Training
Appointment (Form PHS 2271).

i) A

P PD/PI identifies Trainee,
g § = initiates Appointment by *
<N filling out the 2271 and
/ \ routes 2271 to Trainee

S S\ Trainee fills out the 2271

Program Director/ * form and :;:Jgﬁ it back to ==

Principal Investigator
>0

Trainee

ey

PD/PI reviews F—m
completed 2271 _’ ~B=B=E=E=h
1 Wl |
| e N

and routes it to
Agency for final
approval

Agency

m Quick Reference: http://lera.nih.gov/files/xTrain Initiate Appointment.pdf

Figure 33: Appointment Process Flow.
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Create New Appointment — PD/PI

To create an appointment:

1. PD/PIlogs into eRA Commons and selects the XxTrain tab to bring up the My Grants screen.
PD/PI is presented with a list of his/her grants.
2. PD/PI chooses a grant and clicks the View Trainee Roster link.
Elgorromiy Reédfearoh Adminlsrrarios PIREOME T
~ B r . ey EXT LIAT CEW O SORP
( >R A Commons )) et BXTUST O -
Lpadiarad dpy Nasicsal Tadrirards of Nealah Vardon 21722
Home fulinin  Inaliulion Profle Pecional Prolie  Stabes eSHAP m Links sfih Pariners  Help
My Grants
) Ei-1a94 13
Hearmitecs Project Sna et o :prwctwm# :Pmu'um ArRCInT :vrmctmﬁ
Irlﬂ M PN ganEne TaaF, Pi KTRAIM DEND TRANING GRAMT !'—'l"'\-l-. ¢ Tryings Hosjes
Figure 34: My Grants Screen.
3. Click Create New Appointment beside the desired grant.
[Pargbic — Apgeiniima _ﬁn"" - i
Ilm:-:_ Tyma " R n_.:?::“. ::.I- nn::r T- - ;-;-n Sl [re— :ra:n Viam Actian
TN 1 0004 (Hud pat Parkad urn1mm@
Hina®dr, Kam = - FHE- m - " 1 g
Eximy Pl 100 070G EZAEHI0T TaE e ;T-E: Efchoni JETH: WIERCY Wirw 3371 - 3571 Foem
VirwIT01 - 2271 fmm
g:‘"‘;::"m Reappainiment 1006 076 1G5 AGGVRINT GEELINT  Yex ?ﬁ? Iemingisd  Bwchonk  Mccpied  Efmctronic %:};:Ej"%ﬂ [
Babiack  paite
- = e FAE e Eei—
Hoys, Bragpls 1L 076 AEETI0T ME  ps faemsd  Faper e

Figure 35: PD/PI Trainee Roster Screen.

4,

Enter the Trainee Commons User ID in the Trainee User ID box then click Continue. The
system associates the Trainee with the grant and displays the Statement of Training
Appointment screen.

Home  Adimin - nstiumien Profile Personal Profile Statis  eSHNAF Links eRA Painers He

n

&

_KimEianhar |

{ dentify Traine s

Enter Trainee Commons User ID

orderio proceed with this operation, you must enter the Commons User D for the Trainee associatad with the grant

Tralnese User Dz

Zontinue Zancel

- — p——_aj

Figure 36: Enter Trainee Commons User ID Field.
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If the PD/PI does not have the Trainee User ID, click on the Identify Trainee link to enter other
search parameters to help locate an existing Trainee User ID or click Create New Trainee
Profile to create a new trainee profile.

Electronic Research Administration : Welcome texp
Institution: EXT UAT DEMO CORP.
( Commons ) autorty. P
Versicn 2.17.2.2

Sponsored by Nartlonal fnsritures aof Health

Home Admin Institution Profile Personal Profile Status eSHNAP ﬁﬁ Links eRA Partners Help
Identify Trainee
Grant: 5 T32 MH -3

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

Log-out

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

* Last Name First Name |hidﬂe Name C User ID
| || Search | Clear |

Create New Trainee Profile |

Figure 37: ldentify Trainee Screen.

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

Statement of Training Appointment

Project Number: T32 DK 065517
Appointment Status;
Project Title: RESEARCH TRAIMING [N PEDIATRIC MEPHROLOGY
Institution: EXT UAT DEMO CORP.
PD Name: Money, Cher D

PHS 2271 OMB Mo. 0925-0001

*indicates required figld

Trainee Personal Information

For every research training appointment or re-appointment, trainees should review and update their personal information by using the Persanal
Profile link atthe top of this page. Except for the e-mail address, personal information may only be entered or modified by the trainee.

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

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

City, State, ZIP: My City, WA, 20882
Country: UMITED STATES

* Email: |nihe|edronicsubmiss@|

Phone: 555-111-2222
Fax:

Degree(s) Earned/In Progress Completion Date MajorMinor Degree Completed?
BSM 051988 ! i

Figure 38: Statement of Training Appointment (2271 Form) — Top Portion.
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Figure 39: Statement of Training Appointment (2271 Form) — Bottom Portion.

5. The PD/PI fills out the additional required (*) information in the Period of Performance and
Support for Period of Performance sections, and clicks Save to save the form.
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Additional action buttons appear at the bottom of the form after the initial save. Once the form is
complete, click the Save & Route to Trainee button. The system will check the form prior to
routing. Any identified errors must be corrected prior to routing. Warnings may be addressed at
your discretion.

Sava || Cancel | | Resef]]  Bave & Routa to Trainee_I¥ Celate || view POF | [ Sava & Submitto Ageney |

Figure 40: Additional Appointment Action Buttons.

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

Provide Comments

JFaiia S T L L B Ot L Sl L Y o el 12 T e e o ] 0 L 6 B
e =
T Tawvrs atarzed cha 2271 form needed for pou Appointient. Flaass canglecs che rewaining informacion and roots T Rack

Lo . Five o oa eall L you hove any queskicns.
=ZTear . Eoxsy

s

Figure 41: Create Appointment - Provide Comments Screen.

NOTE: Comments can also be seen from the Routing History.

7. After the Appointment Initiation Confirmation notice appears, click Done.

Hodn  Adimin Institution Profile Parsonal Profile  Status  ¢SNAP Links eRA Paithers Help

Route to Trainee Confirmation

The sppointment Form was successiully routed and Email aboul this action was sent io Trainee.

Figure 42: Appointment Initiation Confirmation.

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

Application T Appolntment = e Teaminat 3 Degree Appointment  Appointment Tesmination Termimation Conyea
Traes Hame P T Date  Level  Status Soire St Sowce  Pedbw

STI2MHI1 200804 (Budast Perod: 0701 2008- 0030007 Creale Nisw Annolniment
XIm Wiew 73T
Newtia, POST o i
i T 2006 OTO12008 DAE0200T Vos H Elsctonic Newbinima Vi ——
Brand Do e foe 2371 Far

Figure 43: In-Progress Trainee Link.

Wi hcrion
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After completing the necessary information, the Trainee routes the 2271 back to the PD/PI.

The system will check the form prior to routing. Any identified errors must be corrected prior to
routing. Warnings may be addressed at your discretion.

Applicatian = Fippicdifmand
T bopoitmont Tarmsinatbon 115 Diciias Rppoitisssend Appeinfas Torininaticn Taomanalion Currs
Tianes Type Sxai Daie EwdDate  DOR# P .rl,-nl SHalux Tunce SEslun Smrcs e sy s B0

‘oo Actian

ST 30004 (Bu o) es e ood: 07 K3 0006 D3k 3002 D0 7)) g ot a0 p oA i s 1

He=tie Ima = = . vy PROIAT: - a1 Sl

Bramnd Hee Sl AL L ie a]ere Elmm - Morep CharDh ey
Faargi i

Figure 44: In-Progress PI Screen.

9. To complete the Appointment, the PD/PI reviews the 2271 form one last time by clicking the
Process 2271 link, and then click Save & Submit to Agency.

* Stipend IE50E
* Tuitionifees restimated 12000
* Trieil 1200
Total HES
Savee | | Cancel || Resel | | Sawe & Roulelo Trainge | | Delele | | View PDF | K Save & Subril o Agency E

Figure 45: Bottom of 2271 Form.

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

Provide Comments
Please enfer comments below to send them by e-mail o the next recipient of this form.

Coninents:

I am submicting Ira MNewbie's Appoinctment Lorm. She iz a vonderful addition
ta our program. Let me knou if you have any guestions.

Cher D. Money

o
c Continue ﬂ'l Cancel |

Figure 46: Provide Comments Screen.

11. Click the | Accept button.
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Submit to Agency Certification

I cartify that thig indiddual 1S gualiied forthis program and s aligibhe o receite Tinancial

suppart far the period specified above. & copy ol this appaintment farm will be girun o fhe
indiidual

q | Bccept Cancel ]

Figure 47: Submit to Agency Certification Screen.

12. Click the Done button, which will record the PD/PIs Electronic Signature, and bring up the
Submit to Agency Confirmation screen.

Home Admin Institution Profile Personal Profile Status eSHAP Internet Assisted Review ﬁﬂ Links eRA Partners Help
Submit to Agency Confirmation

The appointment was successfully submitted to the Agency, and the Agency's grant specialists will be notified. For predoctoral appointments, no further action is

required. For postdoctoral Kirschstein-MRSA research training appointments, an original signature is required on the Payhack Agreement {(6031), and the
appointment will not he accepted until the Agency receives the signed forms.

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

FPayhack Agreerment Farm

D

Figure 48: Submit to Agency Confirmation Screen.

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

e Pre-doc Appointments — No further action is needed, unless confirmation of

permanent residency status is required.
e Post-doc Appointments:
0 For those entering their initial year of Kirschstein-NRSA post-doc support,

mail the original signed Payback Agreement (6031) form to the awarding NIH
Institute or Center

O Mail confirmation of permanent residency, if needed
14. The xTrain system checks the form. If error free, the form is routed, and the status of 2271 is
changed to Pending Agency Review.
15. The PD/PI mails any required documentation or forms to the awarding component.

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

Appointments 36 June 26, 2009



xTrain User Guide — External / Institutional

Process New Appointment — Trainee

Trainee users are brought to the Trainee Appointments and Terminations screen when the xTrain
tab is selected.

Click the Process 2271 link to access the Appointment form. The 2271 form is opened and pre-
populated with information pulled from the Trainee Profile and previously entered by the PD/PI.

Wdakoarrs i featd g

- Fiecrranic Redwsrok Admimiarrarias
- = Il i 34T WaT DEwd CORP
( eR A Commons ) e LT -
Spawmaardd by Narissed farrireeda ofF Waadrd i T

Heine B P seail P ofik T 1L 1N S Liski  €MA Pailieis He

Ry ApSaarlimiEnts Sl 1&imm. . -

Traines Appointments and Terminations

Eli-iei 103
& Appaiimain s Appollingl s Teomisatien o Plogiain & &= & R [ - tian & Curain
[rantHanbier e ooniuae T EmiDaa T Dae T Dpgcker T DUmH ol T Gann  fanis T Rk L
~ = | e
STAIMHE 2008 o ey Moy, Cher EXTUAT PO In-Piogress G 2 £
S e M DEWGC COAP. DOG Tranes Bt e | 2270

&

Figure 49: Trainee Appointments and Terminations Screen.

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

Paojoct Bhnslvag: T32 Wi 31 2000
Appoiinein S1anis: In-Frogress Traimes Ve Routing Hisory
Paajoct Tale: XTRAN DERD TRAIMING GRAMNT

Inatmmio LRVERSITY OF PENMSYILYARLES

PO Manet Money, Cher O
IF’I’I"& ZET1 OB Mo 0E2s-0001
“Inclicanes requinad fiald
[Trainee Personal Informatiomn |

Faor gvery resgarch iralrong appointment or e=appointment, ranees showd review and update thelr personal iInfeemalion by using the Fersanal
FPrafle link althe lop of hes page. Extep or e e-irdil sddres s, persanal informalion midy arty Be enbéred o modified By e bainss,

| Lavsa Haviwe, Firsa Hame, Wi Reratos, Ima Brand
SEHE 000001334

Adldress Lins 15122 My Home Boad
Mahlveaa Lins 2
Adlirass Lins 3:
Aaldress Line &

Ciry. Srane, 2% My Cily, WO, 12345
Connane UNTED STATES

* Emait: |8skeraBmai rib.gay
Phome: 5551 234507
Fais

Deegr e s Earmed i Progress Completion Date Major Minea Degree Complefed?
BE 052003 Biologw Y
(]} aaR0ae ¥ b

Hame of Specialty Doards (i apphcable)
Select Speciely Board Code "\r]

Ig the Traines in & dual.degres program e.g. M.0. P07

Eirn  Oives

Figure 50: Statement of Training Appointment -Top Portion.

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

If time does not permit, or if all required (*) information is not readily available, the Trainee can
click Save at any time and complete the form later if need be. Once complete the Trainee should
click Save & Route to Pl to continue the Appointment process.
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Pricr NRSA Support
I the2 Iramee fas previously received suppot o Kirscheber-MR S aining grant or Telloss=nip, ilsill e Bsted in e Gakle belos 00T lizlor
BiOr SuppRpn S completa or incormect, plaasa Rk the MIH Suppor Menu i aboss and il e instnoctions for sesifdng MIH sugppot

Grant = Bl m"um' “'“"'E“'?" EMl  copend Amit  Degres Level Statis

Fledd of Ressanch Tralning or Career Develspmen [Tor this appoimmeint)
Choose @ spedic subfield {e.g., tealogecal chemising unless the broader categaon (2.0, beoohemistnyg Sts best

Fedalric Oncoloogy (7330) W

! =

| [Period of Appointment
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Figure 51: Statement of Training Appointment - continued.

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

Statement of Training Appointment

[Error Message
B Appointment validation errors:
- Trainee citizenship must be entered. Trainee must enter this information on Personal Profile screen in eRA Commons.
{10 20001 4)
Project Number: T32 MH 312008
Appointment Status: In-Progress Trainee View Routing Histary
Project Title: XTRAIN DEMO TRAINIMNG GRAMT
Institution: UNIVERSITY OF PENMNSYLWAMNIA
PD Name: hMoney, Cher D

Figure 52: Statement of Training Appointment - Error Message.

Optional comments (up to 2000 characters) can be included in e-mail message sent to PD/PI.
Once any comments have been entered click Continue.

Appointments 39 June 26, 2009




xTrain User Guide — External / Institutional

Provide Comments

Fleags enber comments balow 10 sand thermn by e-mail oihe need recipient of tis form.

Caimi s
I belisws 1 heve included mll the pece=ssry informskbin, 1 look forwsrd to thiz opportunity.

Ima Mesbie

( Conlinue | wCancal

e

Figure 53: Provide Comments Screen.

The Route to Pl Confirmation screen will record your electronic signature when you click |
Accept.

Route to Pl Confirmation

I carlify thal the slalements herein are inee and camplete 10 e best ol my knoyledge and that |
willl camiphywith sll applicable Public Heallh Service terms and condilions gaverning my
appointment. | ann aware that any falze, ficthious or fraudulent siatements or claims may subject

me to crminal, cidl, or adminisirative penatties,

Cﬁﬂm]

e ——

Figure 54: Route to Pl Confirmation Screen.

Click Done to finish. xTrain will then change the Appointment status to In Progress PI.

Route to Pl Confirmation

The 2257 Fomn was SLIEEEBSfl.Ill!.I' routed and Ermall about this acthon was sentto P

(0one)

Figure 55: Route to PI Confirmation Screen - 2271 Form Successfully Routed.
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Figure 56: Appointment Status - In-Progress PlI.
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Reappointments

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

NOTE: Reappointments follow the same- process as Appointments.

To reappoint a Trainee:
e Access the xTrain module.
e Access the Trainee Roster screen.

e Click the Re-Appoint 2271 link for the specific Trainee appointment line item.

Bu¥ad, Joran M S0, (N WP LG BT Tin FRRE-La = 1] Faner e Il

Figure 57: Trainee Roster Screen—Partial View Showing the Re-Appoint 2271 Link.

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

Gramt or Supplement Available for Re-Appointment

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

melect agrant for re-appointment |+

Select a grantfor re-appoiniment
|5 T32M5041234-08

Frormn Mooy 7] o7/nt/zo07 |
* To (MMIDDA YY) 06/15/2008 |
months days

Figure 58: Grant or Supplement Available Dropdown.

The same routing process should be followed as with setting up an initial training appointment,
by using the buttons at the bottom of the screen.

Click Save to save the Statement of Training Appointment Form reappointment information.
Then press the Save and Route to Trainee button.

NOTE: All required fields must be entered before the form can be saved.

When reappointing a Trainee and the Trainee does not have a Commons User ID, the system
displays the Statement of Appointment screen.

Fill out the Statement of Appointment then click Save.
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System displays Invite Trainee to Register screen.

Electronic Research Administraition
(( Commons )
Wersion 2 2013

Sponsored by Natlonal Fnstitutes of Health

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

Invite Trainee to Register
Flease selectthe "Invite Trainee MNow" button. An email invitation to register for a Commaons User ID will be sentto the Trainee and you will return to the 2271 farm.

If you decide to "Invite Trainee Later”, the "lnvite Trainee" buttan will appear at the hottom of the 2271 farm for future use.

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

|[ Inwite Trainee Mow ][ Irwite Trainee Later ]l

Figure 59: Invite Trainee to Register Screen.

The Trainee receives an e-mail that provides instructions and links for creating a Commons
account. Once the Trainee’s account is created, the user performing the reappointment process
receives a system-generated e-mail that includes the Trainee’s Commons User ID and can

continue the Reappointment process.

Amendments

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

e Name

e Permanent Mailing Address

e Appointment Period

e Support from the Grant

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

The user must be a PD/PI or Delegate (ASST) to amend a 2271. To open an Amendment:
1. Click the Amend 2271 link on the Trainee Roster screen in xTrain.

Eows, By 5036 0T N 06 QEALDT i EP"E Erpapdad Pt

b

Figure 60: Amend 2271 Link.

2. The original 2271 as it was submitted will be displayed.

3. When you view the 2271 PDF file there will be an Amendment section appended at
the end.
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NOTE: If an appointment is ending early, the PD/PI should just initiate a Termination which
will automatically amend the appointment. Refer to Section 8.1 for additional information.

e
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Figure 61: 2271 Form with Amendment Section.

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

NOTE: Amendments follow the same process as Appointments.
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8. Terminations

PD/PI locates Trainee on
Roster, initiates a Termination .

( Notice (TN), inputs additional
; info and routes TN to Trainee &
o \) Sa0)

Progre;fﬁ_ Director/ Trainee fills out required
Principal Investigator information and routesthe TN ™ " Trainee
\ back to PD/PI

PD/PI reviews TN and
routes it to BO

\_§ .
A T approves

)“\If lf" W and routes
\ A TN to

L =A_ Agency
T Agency

- Quick Reference: http://era.nih.qov/files/xTrain Initiate Termination.pdf

Figure 62: Termination Process Flow.

Who Can Create/Submit Termination

xTrain users with the following eRA Commons roles can initiate a termination notice:
e Principal Investigator (PI)
e Assistant (ASST) with a PD/PI xTrain-delegated role
¢ Business Official (BO)

Only the BO can submit a Termination Notice (TN) to the Agency. For more information see
Appendix B — Termination Notice (416-7 Form).

NOTE: If you terminate an appointment early, the date change is reflected after the agency
processes the termination.

Create New Termination Notice — PD/PI

To create a Termination Notice as a PD/PI:
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1. PD/PI logs into eRA Commons and selects the xTrain tab that displays the My Grants
screen. PD/PI is presented with a list of his/her grants.

2. PD/PI chooses a grant and clicks on the View Trainee Roster link.
3. PD/PI locates trainee on the Trainee Roster screen and clicks the Initiate TN link.

BT MEnidis BT
LA, GG L SIE2 OICN BE a1 TiE R Aoy Faaii A
Eictak il

Figure 63: Initiate TN Link.

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

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

*indicates required field PHS 416-7  OMB No. 0925-0002

Trainee Personal Information

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

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

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

City, State, ZIP:
Country

Phone:
Fax:

Degree(s) Earned/in It lf‘ i jorMinor [Degree Ci
Bs [p1:1908 f [
BA I \d

Figure 64: Termination Notice (Form 416-7) —Top Portion.
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Termination Date and Business Official submitting the Termination Notice to NIH

Termination Date

— — *Business Official :
09/30:20074_Modify Termination Date p Select BO 3

Tulal Kirschstein - NRSA Support Under This Award
Support Year

Start Date End Date * Amount of Stipend Stam;ar;gusrtl:pend ARRA Mnn’::;nher[)':ys
‘ear19 10/01/2005 09/30/2006 20,772.00 12 0
fear 20 10/01/2006 09/30/2007 207720 | 20,772.00 12 0

Totals:

| [Training Recenved

Provide a summary oftraining received and research undertaken during trainee tenure. List publications, if any, resulting from the research during this period
List grants and career awards pending and received. /firaining appointment is being terminated early, stale reason. (2000 characters maximum)

_OR.-
Upload PDF File
‘ |[ Browse.. ]
 [post Award Wforetiation |
Activity IOrganization Type of Position
O Teaching O academic O Grad Student
O Research O Far-Profit O Pastinetaral Researcher
O administration O Government O Faculty, Tenure-Track
O Cther O Mot For-Profit O Staff Seientist
O ather| | © otner| |

Figure 65: Termination Notice (Form 416-7) — Mid Portion.

If the Appointment is ending earlier than initially planned, use the Modify Termination Date

button to adjust the last Appointment period. The system will automatically amend the
Appointment End Date and will recalculate the stipend.

Modify Termination Date

You are requesting to modify the Termination Date. Mote that you can only chanoge this
Diate to shorten the last Trainee Appointment period. Upon acceptance of the
Termination Motice form by Agency, the system will automatically amend the last
appointment end date and re-calculate the stipend amount for the last appointment. The
systerm will pre-populate a recalculated stipend amount into the enterable field an the
Termination Hotice Form {rou will see it as soon as you click Continue on this screen),
and vou can further madify the stipend amaunt right an that screen

* Termination Date

e

[ Caontinue ] [ Cancel ]

Figure 66: Modify Termination Date Screen.
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5. PD/PI fills out additional required (*) information and checks the appropriate response
for whether the trainee currently participates in any NIH loan repayment programs, then
clicks Save. Status of TN is changed to In Progress PI.

IF kricren, @riler position lille, arganizalion, and related infermatian:

Fogition Tile:
Fiell:

Mare of O ganization:

Gy
state: | Select Siate ﬂ
Fhome Ma! |
 |Mailing Address after Terminalion of this Hirschstein NASASuppet |
Srast; |
City: |
Stmta: | Select Slate ]
o |
Phions Hao; |
Eingail: |
[Other PHS Sorvice ObligationSupport
* Natioial Health Serdce Coijs Schels ship: Mo of Months: 0
* Kirsclistemn-NRS A Mo, af Marths: O

I the traines has prévioush réceived Ssuapodt mom olhér Kirschslein-MREA raining grams ar Telowships, il will be listad in
thie 1akile balowys, ITthe kst of prior support 1S incomalede or Incorrect, plessa contact the eRA HelplDask

Giant Nuinbes Fiin Ta

15 Wb Inainee Culi pently Eaiicijating i MIH Loan Repayiment Progiain? O ves Mo

m Cancel |

Figure 67: Termination Notice (Form 416-7) — Bottom Portion.

6. To continue to process the TN, scroll down to the bottom of the form.

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

8. The PD/PI is given an opportunity to provide comments (up to 2000 characters) to be
included in the e-mail message that will be sent to the Trainee. If desired, enter
comments and then click the Continue button.
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Provide Comments
Feow would ke 10 send cormmeants by e-rnail to the nesd recipient of this form, please insert harm belows,

Commerts:

I have enjoysd your partioipatlon with owr training program. Fleass complecs
chaa Termination Notics and roucs it bock oo @06 To Cloas OUt yourE Appolntment,

Cher I, Honew

] Conlinue HGancBI

— -l

Figure 68: Provide Comments Screen.

9. When the Termination Notice Confirmation screen appears, click Done.

Termination MNotice Confirmation

Thie Terrmination Motica was successiully rauted and Email aboul this action was senl o Trainee

Figure 69: Termination Notice Confirmation.

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

Wewgml  Zan
- * POET o TrE Cad e Chip TH T |
Dk, Chip K IO A0 QX004 B 0l Yis DO itEdEE Papsr n.lm.. H _L—'i'— 17_-13'_
A = LRILE

Figure 70: In Process Trainee Link.

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

11. From the Trainee Roster screen, the PD/PI should click the Process TN link to open the
form.
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- .
el | BPRE Earnie

Dade, Crig M 00 SFAONI00S 053 2004 0SSR i oo ciceslad P i Bl

Figure 71: PI Trainee Roster Screen.

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

* Mativtsal Healll Serdce Conps Scholdn ship: Mo, of Monihe: 0
* Kirschstain HRSA: o, of Monihe: |0
IFne Irainge has previowsly recened Segpord Trom alher Kirschstgin-NRSA Iraining grants o fellowships, ilwill be Gsted in the
tabile below. Wihe li=t of pior support i incomplets or incarmct, please contacl the eRA HelpDess.

Grant Himmber Fraim Ta

15 tha traines cumrantly participating in HIH Loan Repaament Promam? & vas O Mo

Sava || cancel || Reset | [ SaveBRoutetoTranze  MT  Save & Route to BO [DE elete || view POF
.

e

Figure 72: Termination Notice (Form 416-7) — bottom portion.

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

Continue button.

Provide Comments

o seanuld ke to send commments by e-mall 1o the et reciplent of this fonm, please insert themn Delow.

Comments:
Chip N Dale iz no longer with our craining progream. Here iz the Termination

Hotice.

Cher I Honew

| Cuntinua [ Cancal ]

Figure 73: Provide Comments Screen.

14. Click | Certify button. This will record your electronic signature.
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Termination Notice Certification

I certify that 1o the bestof my knowledge all the above information 1S carrect

D)

Figure 74: Termination Notice Certification.

15. Click the Done button.

Termination Notice Confirmation

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

| Done [

Figure 75: Termination Notice Confirmation.

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

= smend

W 3571 *"n_-":l

a T i o
Dale, Chin K 3003 DTAIE00G DUAT004 N ST008 Tos Do Accogied  Paper @ tonks gt HERRIDA SETH gy
Panbark  Aill

= Tam

Jileidd

Figure 76: PI Trainee Roster Screen.

Process Termination Notice — Trainee

To process a Termination Notice as a Trainee:

1. From the Trainee Appointments and Terminations screen, Trainee clicks the Process TN
link to access the form.

Tralnee Appolntments and Terminations

Ev.ien 10
Wil dissid LT T P L4 ¥yl W [l b didTea
S * Doz o Seemg ol * S T B W Mukn
prag R b MM HOLIRE R o D PIETDOG Aserked - SR T,

Figure 77: Trainee Appointments and Terminations Screen.

2. The Termination Notice is opened and pre-populated with information pulled from the
Trainee profile and data previously entered by the PD/PI.
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Termination Notice - Ruth L. Kirschstein National Research Service Award

Project Number: T32 MH 312008
Termination Status: In Progress Trainee View Routing Histary
Project Title: XTRAIN DEMO TRAINING GRANT
Institution: UNIVERSITY OF PENNSYLVANIA
PD Name: Maney, Cher D

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

Trainee Personal Information

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

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

Address Line 1: Acorn lane
Address Line 2: Dr 2
Address Line 3: Lane 93
Address Line 4:

City, State, ZIP: Acorn, [N, 23121
Country: UNITED STATES

* Email: [eRAStage@mail nih.go
Phone: 1564454445
Fax:

Figure 78: Termination Notice (Form 416-7) — Top Portion.
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Degree(s) Eanedin Progress Compdetion Date MajorMino Degree Completed?
Ba Qarznns ! i
(o] OBMZ011 i M

Termination [kate and Business (Icial submitting the Termination Modice to NIH

Termination Date; Business Oficial
0352004

Todal Hirschstein - NRSA Suppart Under This Award

Amaount of Standared Stipend ~ Mumbes of
SHp RGN Vi Stait Dt Eind Dite: Stoend R i
aari a7 Jz003 33112004 25,5590.00 a a
Tatals: 24225.00

Training Receted
t3
Provide & surnmary oftraining recerved and nesesrch undetaen during fralmee tenuna. Lzt publicatians, M any, resuiting from

the resaarch dunng this peried. List grards and career awands pending and racaired. i fraining sopoindement is being
S gy, Sde reason (2000 charachors marimurm)

. O
Liplaad POF Fila
Browse...
* Bctbity * Drganization * Type of Posiion
) CrAcadermc ) Grad Sucdent
{rTeaching
I For-Profit ) Postdoctorsl Resaarcher
Oy Reseanch
o ( Governenend ) Faculy Tenura-Track
2 administration
3 Mot Far-Profit ) Star Sclentist
O Oar I I
3 triher ) ther

Figure 79: Termination Notice (Form 416-7) — Mid Portion.

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

Training Recehmed

‘

Frovide & summary oftralning recerad and reseanch underaen during tralnes tenura. LSt publications, irany, resuiing fiom

the resaarch duning this perind. List granis and career awards pending and racaived. if friaing sopoirdnsent is baing
Yirrainaidind enaety, sl re@son (2000 charackers marimurm)

O -

Uipkoad POF File

Hrowse.. |

Post Award information

Figure 80: Upload Training Received Screen.
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W ko, ender position bile, organization, and related informiation

Position Take:

Frall

Mame of Organization:
City:

State: | Selact Stobs -]

Phane b |

ailing Address afler Termination of this Hirschslein-NRSA Support

* Streat; |Acom Lans

* cinye [Acorn
* state; | INDLAMA, :]
* 7ip: 23121
* Phane bo; |101-555-1212

* Emall: [askera@email nib gew
Diher PHS Sendce Dbligation Support
* Hational Heatth Serdce Corps Scholarship: Mo, of Marlhs; 0

* Hirschstein MRSA: i, of Manths: O

I the frainea has previously received suppon from clher Kirschalein-MRESEA training grants ar fallovwships, itwill be listed in tha
lable balow. IMhe lisl of prior suppor is incomplate or incormect, please conkact e eRA HalnDesk

Graet Hmnber From To

* Ig the traines comrently panicipating in NIH Loan Repayinent Progriam? & ves O Mo
Sana | | Cancal || Hasmf Save & Rauta ta P S[ Yigw POF |
Ny —r

Figure 81: Termination Notice (Form 416-7) — Bottom Portion.

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

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

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

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

Provide Comments

If you would like to send comments by e-mail to the next recipient of this form, please insertthem helow.

C "

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

Cancel

Figure 82: Provide Comments Screen.

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

Termination Notice Certification

In signing his Torm, §eedify thal the statements herein are tnie and complete o he bast of oy kol edge. Wil
pravision of false informalion is & criminal offense (LS. Code, Title 18, Section 10013 | am sware that any false,
ficlifious, or fraudulent siatement may, in addition 1o other remedies available o the Governmeni, subject me io
civil penalties underthe Prograrm Fraud and Cwil Remedies Act of 1986 (45 CFR Part 79), Also, if | have 3 payback
ohligation, | undarstand that payback serice must begin within 2 vears of terminating my Kirschstein-nRSA
support; othenvise, inancial pavback becomes due, unless an edension of the 2-year service initialion perod or a
weaivar of the obligation is granted. | also understand hatifl fail o repay bolh principal and interest, the Fadaral
Government will take suthorized actions bo collect the debt.

[ i cerity T Gancal )

Figure 83: Termination Notice Certification.

7. Click the Done button.

Termination Notice Confirmation

THhe Termminalon Molcs was Succes stull rouled and Emall about IR ackion was santta P

=D

S E———

Figure 84: Termination Notice Confirmation.

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

Trainee Appontments and Terminations

El1.1ary 1L
(T Bectian

e T = P1 & [emes o fpeinment o Teminsion o s

- - - -
Rl R e T = Eil s = A D Ll ™ tamiis " taanie il LU E ]

drae

- Tra AFTi
1 TAmH A - - e - Heniey, Cher EXTUAT POST- - - % r1in]
e 2000 2004021 20084 = D EORP. OOG el (e ;un:--\.-'-:-- _:-.L.:.:' T

Figure 85: Trainee Appointments and Terminations.
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If no action is taken by the PI within 14 business days, the system will automatically route the
form to the Business Official (BO), send a notification to the BO, and change the status to In
Progress by BO.

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

Process New Termination Notice —BO

To create a Termination Notice as a BO:

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

Kievirenais Reararch ddeminisrrarian

(( Commons )

- Sponscrad by Navicmal Fareirstes af izairk - Warpan 13,1,1
Hoirsr  Adigin  nstilunon Profile  Personal Posfle Stanss «SHAP ) wilaain Yy Lisdos  efth Poannors
Soarchtar Oraims

List of Grants

* pyoject S1an Dars © Prejact End Data

Agteaty Coda L9 Hortal Humbay PO Lot Buwe

nagenns ([0 [vageoss M| Ssacn | |Gl

Figure 86: List of Grants Screen.

2. Select the View Trainee Roster link.

List of Grants

Aciiity Code I Sesial Humbes PO Larst Hame Froject Start Dafe Project End Dabe
iy Bl [l | search | [ Caar |
El1.zarz 1A
Humbar Project Starf Date. Project End Dot 5 Program Directes 7 Project Thle o Action
T3zkH 12008 07003 ORIENIN0A wonay, Cher D WTRAIN DEWD TRAINING GRANT

Tai DA DESSTT OTAA004 OEGEIN0A Money, Charl RESEARCH TRAIMING M FEDISTRES RHEFHROLOGY

Figure 87: BO Trainee Roster.

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

AT RN RO (Bcky 6 Parioe: DVO A0 e AR LE0,
e dal

Craka_ Shig W J003 OF/01 S0 (LEIREAB0N AN Srid g E.Eﬁ'r' Bepenles  Papse lfl"_-_'i'.-..r"" 0 Ergeiss it ;N Hapgy D4 :-_F:'T'-
Eadok

Figure 88: BO Trainee Roster Screen.

4. BO reviews TN and clicks the Save & Submit to Agency at the bottom of the screen.
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Other PHS Sendce Obligation Suppert

* Marssmnal Ho aRl Sandce Corje Solola s i Mo of Mondas: [0

* Wi el e MRS A Hez. of Mondns: |0
ITthe Iraines has arevioush receieed support B glher KrscPeigin-FRRES rsning grants ar feigwEn e il vl B2 liglad in
Ihe e helowy, Flhe el of prer sogsed 2 incornplsts or incomecl, please corgac] lhe sRa HelpDesk,

A i Bl Frean Ta

15 Wlaes A1 b oty participating in HIH Leam Bepaament Proguan? & ves Cro
Saa | | Carcel |[ Razat | [ Save & Fowk o Trainea || Save & Rowlz o Fi

Saxs & Submit 1o Agaricy [ Dalete || wiew FOF |

Figure 89: Termination Notice (Form 416-7) — bottom portion.

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

the Continue button.

Provide Comments

fyou weould like 0 send comments by e-mail to the nest recipient of this form, please inserd them bealow.

[ S,
Thiz Termination Motice for Chip M Dale reflects the new Harch 15

Cermination date. Let me Know 10 you have guestions.

Howard 0. Ouck

c Gon1lnu33 cancal |
=

Figure 90: Provide Comments Screen.

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

Termination Notice Certification

| certifiy that e inforrmation provided for " Dates of Support Under This &asand”, and "Total Sipend Recived &
Mumber of Months Supparted under this Award' is correct according 1o institutional records.

1 1 cenine TY cancel

Figure 91: Termination Notice Certification.

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

Commons

Sponzored by National fnstitures of Health
Home Admin Institution Profile  Personal Profile  eSHAP

Wersion 2.22.1.4
xTrain Links eRA Partners Help

Search for Grants

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

Figure 92: Termination Notice Confirmation.

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

Wiz 771
FOET o eniny i GagwT  -Tem
Doalw, Cliip WL 002 OTMARIE (100 D1ERI0e  Yas oac Jul el Faper A BTy Bechenis  TRAGERLY (o
Mpkice
[ Pk

Figure 93: BO Trainee Roster Screen.

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

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

Delegation — ASST Role

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

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

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

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

Assign Delegation

1. PD/PI logs into eRA Commons at https://commons.era.nih.gov/commons/.

2. PD/PI selects the Admin tab in the blue navigation bar across the top of the screen then
selects Accounts and Delegate xTrain Authority submenus.

3. PD/PI selects the user from the list of Current Institution Users to receive delegation and
clicks Assign.

NOTE: Only Institution Users with the ASST role in eRA Commons are displayed in the list.

Electronic Research Adminisiration Welcome cherdmoney
( CoOmmOons ) Insttlion: EXT UAT
L . - DEMO
Sponzored by Nariomal Fnstitrures of Healrh CORP.

[ersion 2.12.3.1 Authority: Pl Log-out

Institution Profile  Personal Profile  Status eSHAP xTrain Links eRA Partners Help
Accounts

Delegate Pl Delegate PPF Edit Delegate Status Change Password Verify NIH Support

Delegate xTrain Authority @

You are delegating xTrain Authority for, CHERDMONEY

i = e —
O'REILLY. RADAR [ Assign==> Mo xTrain Delegates Found

Figure 94: Delegate xTrain Authority — Assign .
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PD/PI clicks the Save button on the Delegate xTrain Authority Confirmation screen to complete
the action.

Home @EGILM Institution Profile Personal Profile Status eSMAP Internet Assisted Review xTrain Links eRA Partners Help
Accounts

Delegate Pl Delegate PPF Edit Delegate Status Change Password Verify NIH Support Delegate xTrain Authority
Delegate xTrain Authority Confirmation

Please confirm that you want to DELEGATE the person belaw,

CONFIRM DELEGATE

Delegate Hame: Tester, BO
Title:

Address:

Save Cancel

Figure 95: Delegate xTrain Authority — Confirmation.

Revoke Delegation

Following steps 1 and 2 above as necessary, and from the Delegate xTrain Authority screen, the
PD/PI selects the user from the list of Current xTrain Delegates that will have their xTrain
delegation authority removed. Once the desired person is selected click Revoke.

The PD/PI then clicks Save on the Revoke xTrain Authority Delegate Confirmation screen to
complete the action.

Delegate Pl Delegate PPF Edit  Delegate Status Change Password Verify NIH Suppont

Delegate xTrain Authority @

You are delegaling xTrain Authority for: CHERDIMONEY

Confirmation Cancelled!

urrent xTrain Delegates
Mo Institution Users Found = e —— e Badar
(CeRowie ) e
Cancel

Figure 96: Delegate xTrain Authority — Revoke.
Training Grants

View Training Grants for SO/BO

For users with the SO or BO roles, the List of Grants screen displays as shown in Figure 97:
List of Grants Search Screen below.

To view the List of Grants screen:

Access the Commons system at https://commons.era.nih.gov/commons/.
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Click the xTrain navigation tab. The List of Grants screen displays training grant query
parameters.

Elecironic Research Administration Welcome glenn_asst2
(( e I{ A C 0 m m O n S )) Institution: UNIVERSITY OF CALIFORNIA SAN DIEGO
5 Authority:  AQ SO Log-out
Version 2.22.1.7

Sponsored by National Institutes of Health

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

List of Grants

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

Project Start Project End Date

ol ARRA Funded

Activity Code Serial Number PD Last Name [ Nl . only

IC
| Ll I |:= E

Clear

Figure 97: List of Grants Search Screen.

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

Elecironic Research Administration Wigliorni
Institytion: OREGON HEALTH & SCIENCE UNIVERSITY
>
(@E==¥ Commons ) o 55 s
Merion 2.13.1.1

Sponsored by Natlonal Imctitutes of Health

Home  Aduin_nstitition Profile Personal Profile Statis &SNAP  RATIELR  Links eRA Paither s Heljs

Search for Granis
List of Grants

* Project Start Date * Projoct End Date

Activity Code I Serial Humber P Last Hame
06011398 [ 1111972008 | [(earch |
Elt-zofs 10
Humber Project Start Date’y  Project B Date S Program Director 5 Praject Title 5 Action
06/01/1993 1231003 Vigs Trainee Roster
070111994 OR0IZ004 iews Trainee Fosler
0710172003 063072008 Views Tralnee Roster

Figure 98: List of Grants Screen.

NOTE: All projects displayed represent awarded training grants.

Viewing Training Grants for More than one PD/PI

An Assistant (ASST) can have xTrain privileges delegated from more than one PD/PI. These

users can view training grants assigned/associated to each delegating PD/PIL.

For an ASST with multiple delegated privileges, xTrain displays the My Grants screen with a

drop-down box listing PD/PI names.
Select a PD/PI name from the drop-down list.
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FEleciromic Rexeaorch Administrarion - WWelcorne radaroreilby
- ; Insthsfon: EXT LIAT DEMOQ CORF
r /
(( eR A Commons ) P
c Wemion 2.15.1.2

Spanrored by Nariena! fmarfruees af Naaidrh

Homee  Bchinin  InstAuftion Profile Personal Profile Ststus  eSHAP ﬁﬂ Links =RAPartiss Help

My Grants

Saolec] Dedegator:

Morey, Char O =

Figure 99: My Grants Screen.

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

Grant Summary

Project: TUZ CA 105666
Title: YALE/NCI COOPERATIVE TRAINING PROGRAM IN CANMCER EPIDEMICLOGY
Project Start/End Dates: 09/30/2003 - 08/31/2008

Kl1-50f5 10

Short Term Pre Docs Post Docs
ARRA Budget Start . Budget End Program
GrantNumberg, [ S pote * Date SRS T S Est# #Accepted  Est# #Accepted  Est# #Accepted

Trainees  Appointments Trainees  Appointments Trainees  Appointments
1TU2CA105666-

o 09302003 08/31/2004 2003 Mayne, SusanT 0 0 4 1 0 0
el 09/01/2004  0B/31/2005 2004 Mayne, SusanT 0 0 4 2 0 0
el 0o012005  oz3tz008 2005 WAYNE SUSAN 0 4 4 o 0
ojuecA0sees: ossi2008 0812007 2006 WAYNE SUSAN o 0 4 4 0 1
TR R 08/01/2007 oszt2008 2007 MAYNE SUSAN 0 4 3 0 0

View Trainee Roster ]

Figure 100: Grant Summary Screen.

View 2271 & View TN PDF

Any xTrain user can click on View 2271 PDF or View TN PDF in the Trainee Roster to look at

the most recent appointment or termination form.

If not yet submitted to Agency (or if previously submitted on paper), the system creates the view
“on the fly”, pulling the most current information from the profile/database and including any

entered data.

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

The xTrain system displays the most recently OMB-approved form; for historical paper
submissions, the form may not look identical to the one submitted.
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. " |I -
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Figure 101: View 2271 & View TN Link.

|save || Cancel || Reset|| RouetoTranee || RoutetoPl || Submitio Agency ][I:leleta:;i View POF ||>

Figure 102: View PDF Button.

View Routing History

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

Statement of Training Appointment

Project Mumber: T22 M- 312008
Appointment Status: Pending Agency HE’U@I e Foufing Hisiony }
Project Tithe: > TRAIMN DEMO TRAIMIM

Ingtindion: UMVERSITY OF PEMMSYLWSMIS
PO Maine: Money, Cher D

Figure 103: View Routing History Link.
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Routing History

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

Action A q Current Current .

Event Taken By Action Date Action Taken Status v Action Comments
Pl Initiates, Amends, or oo gpi0srz008 In-Frogress
R_’e-appmnts aTrainee Cher 0636 PM Initiated by PI Pl Money, Cher
wia 2271
Pl Routes 2271 to Money,  ORM5/2008  Routedto  In-Progress  NMewbie, | ha"elst‘a?ﬁd 2 2277 f”.”;” ”eet'?'e'j fDrd"’D” ?pﬁ%‘mﬁm' P'EGS.SE
Tiisiinec Sl 0707 PM s iz i complete the remaining information and route it back to me. Give me

a call it you have any questions. -Cher D. Money

Trainee Routes 2271 to MNewhie,  06/05/2008 In-Progress | helieve | have included all the necessary informatin. | ook forward
Pl Ima or43py  RoutediePlop Meney, CRET s this opportuniy. Ima Newbie

f A Pending | am submitting Ima MNewhie's Appainttment farm. She is a wonderul
Pl Submits 2271 to Money, DB{DSQDDB Stz itz Agency AGEMGCY addition ta aur program. Let me knawe if you have any questions.
Agency Cher 07:56 P Agency )

Review Cher 0. Money

Figure 104: Routing History Screen.

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

View Grant Summaries

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

Hoarme  Adendm  Instilation Paodile  Pegsaial Piodile Stakies aSHAP Links &FA Paitiveis  Help
My Grants
El1-3o0r3 103
Project Start & ProjectEnd & Pregram " ~
pumter = * Date o s % Projact Tike 5 Rction
(22 M Q70 (2000 OBAL2a10 Money, Char O BIOTECHNALOSY TRATING PROGEAW View Trainge
aris Raster
(32 MH . View Trainas
b1 2005 Q7012003 OEA02002 Mosiey, Ches D =TRAR DEMO TRAIMIMG GRAMNT =
T332 DK X . RESEARCH TREIMING B PEDIATRIC Wigw Trainas
=17 07012004 DEAN20049 Momey, Cher D MEFHROLOGY Foslar ar

Figure 105: My Grants—Number Link.

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

The Grant Summary screen displays.
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Home Admin Instiition Profile Personal Profile Status eSNAP ATrain

Links eRA Partners Help

Grant Summary
Project: T32 MH 312008
Title: KTRAIN DEMO TRAINING GRANT
Project Start/End Dates: 07/01/2003 - 06/30/2005
K1-40r4 10
Grant Number & Budget Start & Budget End & Py Program e Short Term Pre Docs Post Docs
*  Date * Date * "V Director = Num Num Num Num Num Num
Slots  Accepted Slots  Accepted Slots  Accepted
1D1Ti12MH312“DB' 07/01/2003  OB/30/2004 2003 Money, Gher M. 0 0 1 1 1 1
§T32MH312008-02 07/01/2004  OBA2005 2004 Money, Cher M. 0 0 2 1 0 1
§T32MH312008-03 07A01/2006  OBA02008 2005 Money, Cher M. O 0 2 1 2 1
ST32MHI12006-04 07A01/2006  OBA02007 2006 Money, Cher M. 0 0 2 2 1 2
Yiews Trainee Roster ] [Elack]
Figure 106: Grants Summary Screen - Actions Accepted.
NOTE: Fields displayed on the Grant Summary screen cannot be edited.
View Trainee Roster
To view the Trainee Roster screen from the My Grants or List of Grants screens:
1. Click on View Trainee Roster.
Hoime Adimin_lnsainition Prefile Personal Profile Staliss _eSHAP Litks _eRA Paners H
My Grants
Z1-20r3 13
Project et ProjectEnd s Progam a -

Pusindre L — — [l & Project Tille 5 Acioi

L] Wiered Tl

TR O7i01/2000 DB 0 soney, Cher D BICTECHMNOLOGY TRAIMING PROGRAM e

S 070142003 DEF0FE002 Money, CherD  MTRAIN DEMO TRAINING GRANT pe e

732 Dk : RESEARCH TRAMING IN PECIATRIC vigrw Tiaines

et Fi2004 02052009 Money, CherD  ERERRR S

Figure 107: My Grants Screen - View Trainee Roster Link.

2. Make a selection from the drop down and click Go.
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Trainee Roster

Project: T32 CA 009290
Project Title: TRAINING PROGRAM IN CANCER RESEARCH
Project Start/End Dates: 08/01/1978 - 06/30/2000

Latest and Previous Awarded Support‘r’ear
Latest Awarded Support Year

Latest and Previous Awarded Support Years

All Years K1-120f12 11
Applicaﬁon§ Appointment Fy Appointment Termination E):?e Degree Appoiniment Appointment Termination Termination Current View Action
e e Type Start Date End Date Date Past? Level Status Source Status Source Reviewer

5T32CA009290-20 (Budget Period: 08/01/1998-06/30/2000)

AUNG, POST- . )
THOMAS 1998 07/01/M1999 06/30/2000 06/30/2000 Yes Doc Terminated Paper Accepted Faper

View 2271
CHEN, JIAN 1998 07/01/1999 06/30/2000 06/30/2000 Yes EgSCT' Terminated Paper Accepted  Paper dew 1Tl
DENSTHAN, POST- . )
STEVEN C 1998 07/01/1999 06/30/2000 06/30/2000 Yes DOC Terminated Paper Accepted FPaper

Figure 108: Trainee Roster Screen.

Trainee Roster Field

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

(1) Appointment Type:
e New
e Reappointment
¢ Amendment
(2) Appointment Status:
e Pending Agency Review
¢ On Hold by Agency
¢ On Hold by Agency — Waiting Paper Signature
e In Progress PI
e In Progress Trainee
e In Progress BO
(3) Appointment Source:
e Paper
e Electronic

(4) Termination Status:
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In Progress PI

e In Progress Trainee

e In Progress BO

e Pending Agency Review
e On Hold by Agency

e Accepted
(5) View

e View 2271

e View TN

e View Payback

(6) Action:
e Process 2271
e 2271 Form

e Amend 2271
e [Initiate TN
e Process TN

e Reappoint 2271 (This only appears when there is an awarded future year for the grant to
which the Trainee has not already been appointed.)

Al ppponinn . L e L Tem nruriea) E:'_ w Tatimeen Temisatien Curem o -
Trakine Ha S0 Dewa | Endd D Dot nu'.""’""“ B S o S BaiE0 Rt viei

STITRHIADOE- 04 (B pes Perged | B S0 D0 BGGET) Creads Hew Apoainimand

o HIM 08 0TV OB VHNT Wl pen Ekaionk B AOEMCY VW IIT o o
B FoaT 371 AE o e
RS ] 8 [ T & : 1 AOENCY Wirw TH
T Frisappaiivant 206 O7E1 006 OEAII00Y DAORRMP Wea  ERT Towmoake  Elacr bl Bletioee | C0CEET éﬁ '_IE_'"
ALY Hejie
Bres, Brage B0 ATTE0NG 0EINENT ies  pO Mgl Feaer ML T
[LIENE

Figure 109: Trainee Roster Fields.
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10. Getting Help

Additional xTrain information can be found on the xTrain Support Page at
http://era.nih.gov/services_for_applicants/other/xTrain.cfm.

Our xTrain Web-Based Training material can be found at
http://era.nih.gov/virtualschool/external/class_xtrain.htm

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

eRA Commons Help Desk

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

Phone: 301-402-7469

TTY:301-451-5939

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

Links of Interest:
eRA Commons:

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

eRA Web Site:
http://era.nith.gov

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

http://era.nih.gov/services_for_applicants/other/xTrain.cfim

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

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

NIH Forms & Applications:
http://grants.nih.gov/grants/forms.htm

Getting Help 67
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Appendix A — Statement of Training Appointment (Form PHS
2271)

Irmiraciioe = PHE. DN Form Spproend Through 1108KXN0
Meanac 1007 CRE Mo CIDE-EI

.2, Departmsnt of Heakh and Humamn Esrvices
Fubilo Healits 2ervioe

Infermation and Instructions for Completing
Statement of Appointment (Form PHS 2271)

The Public Heallh Sendee (PHS) ecimates that it will 3ke 15 minutes o comgiete tis form. This
Includes Tme for reviewing the Instructions, gathering nesded Imformation, and completing and
reviewirg the form An agency may niot conduct or Sponson, and & person 1s not required o respond
1o, & collection of Information unless It dsplays a curenty valld OMB conirol number. If you Fawe
Comments regarding the amount of ime | takes to complete Tils form or any other aspects of this
collection of Information, Induding suggestions for reducing Tis Durden, 5end comments 100 NIH,
Project Clearance OfMce, 6705 Rockledge Drive MSC 7574, Belesda, MD 20552-7974, ATTH: FRA
(25250001} Do not retum the completed form o this address.

I. INTRODUCTION

This form Is to be usad to appoint Indihiduals 35 trainees to Instiutonal Futh L Kirschsiein-Nasonal
Sendcs Resaarth Award (KIFEchetein-MRSA) programe (e.g., T32, T34, T25) and applicable non-
NRSA InsTational FEseanth Iraning programs (2.0, T15). I can also be used to doctmert the
apoointment of Schoiars to INstRutional Canser develoDment awards (2.0., K12) and individual
participants 1o research a0UCIToN SwWards (e.0., R25).

Please raad carefuly e following Insinuctions, Including e Privacy Act Siatement at the end of this
document. Al items on the fiom must be compictad uniess ohenatse Indicabed In hese Instneciions.

I. GENERAL INSTRUCTIONS

4. Definitions:
of Awards

Kirschetaln-MRSA Awards Mat provide undergraduate, predoctoral, and postdoctonal
reseanch fraining support under the authortty of Saction 457 of the PHS Act (42 USC 253 Al
Kirschsiein-NRSA rainees must meet spaciic cliizenship requirements — for details, see Hem
a.

Non-HRS A Reasarch Tralning. Awands that provide predocioral and postdocioral ressansh
raining supgon through non-MESA funding aumories. These Faining programs gensrally do
not have the same and rements as Kirschstein-NRSA awands (e.g.,
dtizenship rla:qtin=_-1'r-e1'rl*am""r:kms e (=g spechc

Carcar Development. Awarts that provids doctorai-avel Investgatons an to
enhance gl ressanh carsans. |ﬂﬂ'ﬂ1ﬂ.ﬂ$aml'ﬂl‘.‘dh Institutional caneer I'HWI'EHI
Fwards mist mest speciic stizenship raguiements—for setals, 522 Iham 5.

Research Education. Awards hat provide support for programs Intended o JtrEct
INvesTgatos tn 3 speciic el of shudy. INdVOLGE 30poiniad 1 [esEarth edUCaton awan

PHS T [P, 17007 = irdacSons

Figure 110:Statement of Training Appointment (Form PHS 2271) Instructions
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ﬁmﬂ?ﬂﬁl‘l‘lﬂj OF May not be sunject o s0ecific cilzenship requinements—or detals, ses
e 3.

Types of Appoiniments

Traines. A person appointed o and supported by n InstRutional Kirschstein-NRSA o non-
MRSA reseanch training award.

Scholar. A person appoinied fo and supporied by an InsStutional career development award.
Participant. A pemson appointed to and supporad by 3 researeh education award.

B. Application

A "Statsment of AppolTiment” form covers the sUpport of an Individual for 3 partoutar budget panod
an¥d 15 raquirad for aach new appolatmant, reappaifment, or amended appointmant of an Indvidual
recehving Stipend, tuiton costs, of Favel SXDersas a5 3 Falnes LNder a Kirschstein-NRSA of other
appiicatle FHS Institutional training grant. This Torm may aiso be usad b document the salary and
other suppart provided 1o an Indlvidual as a scholar or paricipant under a career development of
research education program award In which the Insttubion selects and appoints e Individual. The
form {which |5 skgned by both the Indvidual and fie Program Director) must be compisted and
submitied to PHS at the time Te Indiidual stans the appointment o reappoiniment, or, In the casaof
an amendment, a5 500N a5 Me change ooowrs. f there are multipie Program Direchons on the awand,
the contact PD should sign.

For new pesidoctonal trainess appointed o Kischsiein-NRSA Insttutional grants, a signed and dated
pavbEck sgreament must be SUBMEed with this appaintment form besire 3 sipend of dther allowancs
may be pald.

C. Submisskn

The oginal should be set o the: ward t A ais0 be given o e frainge,
sngupaﬂdpammn'nga'num:l;gr% el Rt

L ITEM-BYITEM INSTRUCTIONS

Itermn 1. PHS Grant Mumbsr. |rser fe enting PHS Grant Mumber 2 shown on the panticular Mobce of
Grant Award from which funds are provided, e.g., 5 T32 GMI2453-03 woul ba ksted as
Type: 5, Activily Code: T32; 1D Serlal Mumber. GM12453-03.

Item 2 Tralnes/Schotar/Participant Name. Incude malden name of ciher Names In parenneses
where applicable.

Itam 5. Sex. Ser-axplanatory.
Itsm 4. Typa of Action.
Maw Appolintment: When an Indhvidual has not been pevious!ly suppartad by Tiks franing gran.

Whien an Indhviousl was supported by this grant duning 3 presious budget paricd, the
appointment coversd by this Torm ks designated 3 reappointment. SHip e shaded Bemes 1 e
Information provicked wil e the 5ams s that repored during the prior budge: perod. AMWays
compiete e non-shaded ltems.

Amsndment: “Amendment partans onfy b 3 change of ibam 2 (Name);  (Perranent Malling
AIrESs); 15 [mmmm;um.dwmmhm.ma pmmmapmnmru-
which 3 “Stanament of AppolTtment™ form has aiready been submitied. Amendments m

submitted 35 500 38 the change ocours. Complets ony fems 1, 2, 4,5, 23, 23, zmn-ems]mne
amendai

PHS ZIT1 (M. 1187 — InsfracSons

Figure 111: Statement of Training Appointment (Form PHS 2271) Instructions - continued
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Itam 5. Pricr NRSA supputlnmm.bhﬂng;p?urmma Kirschstein-NRSA Instfutional grant
Tor the finst time: or Deing reappoinied after a break In support must Indicate 17 they have receivéd prior
Kirschebain-NRSA support from afiher an individual awar o institutional gran. If yee, spedify on he
Torm the dabes of support, the level (pre- or post-), the mechanism (individual awand or InsTtutional
grant}, and the gramt number, I known. (Se2 the Program Suidelings for Imitatons on total perod of
BUpoon.)

Itam & Soclal Security Number. Tralness/scholars/participants are asked to wolumtarly provide the
last four dights of Selr Soclal Securfty Numbers. This Infomnation provides thie agancy with vial
Infcemnation necessary for accurate identfication and review of appointments and for management of
PHS grant programes. See the Privacy Act Statement at the end of these Instructions for further
Information conceming Miks request.

Itam 7. Blrthdate. Seir-sxplanatory.

Itam &. Cltizemahlp. Check the box comesponding to e fraineg's, scholar's, or partidpant's
ciitrenship and visa status. IFnot a ULS. ciitzen, 5] the coundry of czenship.

A noncitizen natbenal is an Indglvidual who, although not 3 chilzen of the United States, owes
pesmanent allegiance to the United States. Individuals In this category are generally bam In lands
which are not States, but which are unger LS. sowandignty, |urisdicion, or adminisiration je.g.,
American Samoa).

Klrschetain-MRSA frainess and Instiutional career development scholars must be LS. giizens, non-
cillzen rationals, or permanent residents of Me United States. Imrﬂmm1mma|}'mslmrt
visas are not el Hemummﬂﬁe whid are permanent residen

LLS. must sgned siatement with Eq:pﬂmntmnmmrlgn'ﬁtmnaw_[ﬂ-
aPemEﬂtREﬂﬂa’TtCa.lﬂ[USCl;Fuml—Gﬁi].l:n‘znuu'erle-gdvm-:ﬂ-:l‘amm

Trainees In non-MRSA research tralning programs and paricipants In rasaarsh sducation award
programs shouid consult the applicaks Funding Cpporunity Anncuncemant {FOW) for clizenshi
raguirements.

Item 5. Parmanent Malling Addrass. Ghe an address where M appoimad Indhidual can be
reached by mall after compieton of the program. (Do not give present address unikess 1 ks considersd
pesmanent as defined above.)

||m1u1&ﬂammwt]rmm eadvantaged Responsss to thase Hems wil
hedp provide statistical Informnation on pandpmc:ﬂ pe o il groups In Public
Health Sarvice {PHS) programe and identify Inequitiss In tems of recrulment and retention based on

race, efhnicity, disabillty anclor disacvaniaged background.

Trainees, scholars, and paricpants are songly encouraged to provice this ITonmation, nowaver
gecining to da 50 wil In No WAy aMect thalr FHPOINEMENTE.

This Informarton wil be retalned by tha PHS In acoomance with and protacted by tha Privacy Act of
1974, Radalennicigsabliny/background data are confidential and all analyses tlizing Me data wil
report statistical findings oniy and wil not denttty Indhiduals. {See the Privacy Act

Statement al the end of Mese INETUCCNS for Mane Infonmaton, )

10, &re you Hispanic jor Latino)?
Hispanic or Lakino: A person of Cuban, Mmdca'LPLEfan}cm,"wm':rcenia

Arnerican, or other
Spanisn cutture or ongin, regardiess of r@ce. The tam, “Spanish ongin,” can be used in addimon ©
“Hispanic or Lating®.

PHES T [Py 1100 — inet-acSons

Figure 112: Statement of Training Appointment (Form PHS 2271) - continued
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11 What |5 your racial background?
Chetk ang OF Maors.

American Indlan of Alaska Mafive. A person having origines In a-g'urn-e priginal peopies of North,
Cantral, or South Amesca and mantairs Hbal FMIET0N oF COmmurty.
Aslan. & person having ongins In any of the onginal pecgles of e Far East, Souheast Asla, or the
Irdlian subcantinent Including, for exampie, Cambodia, Ching, Inda, Japan, Korsa, Malaysia,
Paillstan, the Phillppine lsiants, Thailand, and Vieiam,

Bdack o African AMErcan. A person having ongins in @y of Me biack raclal grouns of AMca.
Terms such 35 *Haltlan” or “Negno™ can b wsed i addiion to “Black or Afican Amesican.”

Hawal, Guam, S3mea, of oiher Pactic
Whits. A person having ongins In any of the onginal peoples of Eurape, the Midde East, or North

12. Do you hawe a dieablllty?
Didasbility: A physkal or mental Impaimment that substangally limits one or mone malor (B2 activities.

13, Ara you from a disadvaniaged background?

Background: An Indhidual ks consldered to ba from a disadvantaged background I
he or she:

1. Comes from 3 family 'with an annual Income Dedow estabilshed iow-income thiresholds,

Price Index; and ad|usted by the Secretary for wse In all heatth professions programs. The

‘FEEislance or hava recelved Health Professional Saudent Loans (HPSL), Loans for
Disagvaniaged Student Program, or scholarships from e U.S. Depariment of Health and
Human Sandces under tha Scholarship for Indviduals with Exceptional Financial Meed.

2. Comes from a soclal, cuttural, or educational envirorment, such 35 that found In cerain rural
or Inner-city ervironments, that has demonsirably and recanily directly Inhibfied the

acquiston of the Inowisdge, skills, and abilfas Necessany i develop and pamicoate In a
students, but more dificult to |ustity for individuals beyond that level of achievement

the resaarch iraining that will be prowided during the appointment. Use Te subcode {nonboid
lowercasa) uniess the broader category (bold upparcasa) s best

PHE T [, 1100} — irsdacSors

Mattve Hawallan or Other Pacific lslandsr. A person having ongns In any of the orginal peoples of
lslanos.

publisned oy the LS. Burea of the Census, adjusted annually for changes In Me Corsumer

Seu'ewrzpamnal bilshes these Income levels ai hitpi mtﬂi%m
Index.5 Indv‘rcl.ég]tallng In this category must have quallfied for disadvantaged

research career. This categary Is most appicaie to high 5chol and peshans UNdemradue

Item 14. Flald of Tralning {FOT). Provide a single numenc FOT code fom the §st below that best Ms

Figure 113: Statement of Training Appointment (Form PHS 2271) - continued
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Figure 114: Statement of Training Appointment (Form PHS 2271) - continued
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SET Gans Thamspy [dinil] HENO Orecologe THN PEDATISC NSCIPLIMES
SN Dermoo EG Orhopsdics 0 Pedeies Ercoorroicgy

= HIN Mool TIN Macimivc Hemaiclogy

ET0 HARIDS LD reverine [ e ——

o Lo e g ——] 0 Pedmitc, Pemstrty & Mo
[ T — R Moy Dissses

[T T S — [ —— THE HURSING

S Naceriogy HEN Nstmtdien- Mesrina FTEFINART MEDHCINE
EHI Marsogy HEN] Dwycriry soe W

I IO Sugey IO OTHER, Pessominanily Clnical
o Moss Medors 3O Treums Hessar=k Training

SN DE-GYH X Lecingy

Item 15. Period of this Appoinimant. The period shown In most cases Wil b2 12 months.
Apooiniment periods may exceed 12 morths In rare cases and only with prior approva from the PHS.
The amount of the stipendrsalary and tultion for each full period of appeiniment must be coligated
from funds avallable & the ime the appoliment bagins, unless other amangements have been mads
With PHE.

Crther Insiuctions should be requestsd whers Instiutional accounting practics precudes ooligations af
stipendisalary and fultion In the amount required for e fil appointment perod.

Item 16. Education. List undergraduste, master's, and docioral degness and the month and year
eamed

Item 17. Specialty Boards. If applicable, saleet 3 spatiaity fom the atached kst If not applicatia,
Indlcate MIA

Itema 18-13. Degress Sought. Provide e degres sought under the award. Indicate whether the
appointas Is I 3 dusl deqree program (2.q., MO

Inciuds the date that ail degres requirements are expaciad 10 be comgisted.

Item 20, Suppart for Pericd of Appodntment. Indcate the tofal amaount the appointes expects 0
racetve from the grant during the appoiniment perod. For rainess, provide stipand amount,
tuition/Tees, and Tavel. For career developiment scholars and research efucaton Saard paricipants,
repoit only the salary or subsisience allowance o be recetved from the grant, on the line for
stiperdlisalary/other compansation.

Itern 21. Statemant of Mondalinguancy on L5, Federal Debt. A “Statement of Mondainguency on
Federal Debi” s required for each particular appaiiment pariod and Is i be compieted by each
Indwidual {traines) appoiniad fo recelve inancial suppart under 3 PHS Institional raining grant.

It e prospective traines i delinguant on Federal debt, the PHS must review the expianation required
1o be provided on, oF atached 1o, the o, In sueh casa the PHS shall (3) ke such Information Into
account when detarmining wheher the prospectve feines s msponsbie with respect to that

appointment, and (D) conskder not approving the it unil t l5 made or satisactony
mgam“[giadenmireagamﬂggmﬁm Is m-eclpa)m!"
Therefore, it may De necessany for the PHS o contact Me prospective Taines besore the appointment
can ibe approved 1o comfim the status of the dedt and ascertain the payment amangements for s

liquigation. Individuals Taling o Iquidate Indebi=dnass o the Federal Govemment In 3 businessilke
manner piace themselves at rak of not receling PHS financlal assistance.

PHES ZIT1 [y, 1100 — insiracSons

Figure 115: Statement of Training Appointment (Form PHS 2271) - continued
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The PHE awarding comgonant shall noty tha Institution In writing of s decsion
the approval m'argmspamve ammeneu-:fmeﬁmrﬁm-um delhl]mngy on Federal s

The trainee must check e approprate bow. I he “Yes™ box Is checked, please provide an

expianation In the space provided. The queston applies oniy to the person requesting nanda
asElstance, and doss not appiy b the person who Signs the Torm as the Program Dirsctor.

of Fagieral Dbt Incude delinquent taxes, aud? dsalowances, guaranbaad or direct studem

Examples
loars, FHA loans, business kxans, and other miscelanepus adminisirative debts. For purpoess of this
certiication, the folowing definitions of “delinguancy™ appy:

» For direct hoans and felowships (whether awardad drecly to e applicant by the Federal
Govemment or by an instiution using Federal funds), a debt more than 31 days pastdus on a
scheculed Snancial payment. (This definftion exclunes senice payback under a National Ressarch
Senvice Award.)

» For guaranieed and Insured ioans, reciplants of 3 loan guarantead by the Federal Govemment that
the Faderal Govemment has repurchased from a lender because the bomower breached the loan

agreament and Is I defauit

= For grants, onganizations In recaipt of 3 “Nofce of Gramis Cost Disallowance”™ whikch have not repald
the disallowed amount or which have not resotved he disallowance. (This definfon exciudes
disaliowance In an “appea’” siais )

Item 22 Cartification and Signature of Appointss. Seff-sxplanaiony.
Item 3. Certication, Signature, and Addrees of Program Dirsctor. Sef-axplanaony.

PHE T [P, 1100 — irteacSons

Figure 116: Statement of Training Appointment (Form PHS 2271) — continued
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Form Approved Theoagh 11CIGIH D
OME R, (EL25-00XT

[ mtar ot ses T (rreusty mesorisd by S grant
O asesosent cremacrmdst [z O s O=

& SOCIAL BECLIRITY MO 7. BIRTHOATE (Moo, ey Fear]
OO0 -
& CITEEMSHP (S Sstucdon) |5, PERMANLMT MAL NG ALDRESS

Dazarirrard of Healit ard Human Sardoes Fadoe s¥eched atucions careuly. Sutmd ths b m e b e
Pubilz Hash Serdces rerdsLsl B mmocries, o respponted o B woc s Bppo e § Erended
mt p.pd Hatr= B form iz S PHE peardieg compenstt. For new posisoeios) reirsss
Statam Iw.n-lr.n:w nEmant wreer HHGA, migrec ard deted paybeck: sgresmsn must scoomzany this o
1 PHS GIAHT RUMEER 2. APPLINTEE S MAME [La, Smx nvda) | ==
Typs Aoty L Sevtal M
O 1 1r
4. TYPE OF ACTION Check any one frosl |5 PRICE RNSA SLPPONT dnaidue’ or nebd sone
7] MEW sppartrsnt MOT preseusly s_peorisd by i gl Cw [ 5 mvem* ma reteerctions)

O u= cotmnzrMorctios= Matios
HonlLS Clres

L] "= m Perrmoend L5 Mescient i [ Geen Car
Ll e m Tempomsy U5 Ve

] us of whics ciien?
nct /LS. cisen, couniry m you s o

0 brw ez e et ] vEs [ wo [ oot wehim e
1. e i e rcinl bckground? Check ane or moes Illﬁtmmlhlﬂ-‘(’
7| Ammtoe- mdon or Siano hatvs

| D'I'I.!-jlﬂ:\ DD:M'R'&H‘!:IM
7] Fatrww Fiseowin or i Pacfc lssrcsr

}ly- which of s followrg s gores describs your dmebildplse)

7] fwinn

| O tearrg [T mctatpishozecss mpaimant
DD»HIME 12 Arm you from 8 desdve-taged beckground?

| Oves Ose OO te s weh o e

%, FIELD OF BESEARCH THARNG Ot CAREER DEVELDPMENT for g |12 PERIOD OF AFPOMNTMENT ontt, dey, yer—

cersiowommamame 7] [7][7] [T e

¥ ECRICATION - AFTER HIGH SEHOOL fradoute of mosdemss sed rofeesons! sdhomtion. Faor forsign degrees, g U5 squrmient |

h|w;:hnr:$m’ It Cagraain| 1) Ve P i) e P

Uegres Mo,

PHE ZZT1 (Haw. 1180 Pugs 1002

[This reminder will not apgaar on the primsd fam)

| Print sl forma sctsal s o mest formatting apscifoaSon . Baks sers "Sersk cverbed pages 1o paper sto” i WOT checked on Pent windos.

Figure 117: Statement of Training Appointment Form 2271 - Page One
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17 MAME OF SPECLALTY SOANDE ¥ applicabie)
wDbGREEEpSOUGHT  _ves Mo Rl e
rw you e m Sumi degrss pogram [eg, MOROE  _Jms [Jwo

T EPECTED COMPLETION DATE OF DEGREE FEDUNERENT B # anpicoeivel

i SUPPDET PO PRS00 OF APTROMNTWENT

i Tictal for thim Grard Pl cmeta)
Slzan ! Saimry { Cfhee Companamton H
I rizrisam aatrasd 1
Tl jetrstas] H

TOTAL H

2. STATEMENT OF MOKRDEUMNOUENCY ON ULS FEQEMAL DEET. = e sseoiniss deiingusnt on B repeprent o any U S Federsl dett) T
Tlma [7] ¥ES ¥ vax " pissns axpisn Ssiow |

] TIICATION AKD ACCEFTANCE: | cartly that the sistements hersin. 1] SIGRATURL OF AFPONTLE [ et
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cmimam - T Iz crimirml_owl o° ecrisine ke .
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e —— L LN O RN DT Y TR
s.Ccor bor s saroc sscBed accve Aoy o b spoortTe o wll E}

= grven it the ndhvichl

i) TYPED HAME OF PROGRSM DIRECTOR

11 INSTITUTION 5 RAME, ADCRESS, SN PHOME NO
(Stowat, city, stwtw, i cod)

PHE Z2M (Haw. 110 Pugs 2o 2

Figure 118: Statement of Training Appointment Form 2271 — Page Two
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Privacy Act Statemant

The FHE maintaing application and grant reconds as part of 8 system) of racords a5 defined by the Privacy Act 03-25-
0112, Grants and Coopembwe Agreemenss: Research, Reseanch Training, Feliowship, and Constnuction Appicatons
and Feiated Awards. The Privacy At of 1574 (5 USC S2In) allows disdosures for routine uses” and pemmissibie
disciosures.

S roafine uses may bes

. Tao e cognizant audit agency for auding.

To & Congressional office: from a recond of an indhideal In response 1o an inguiry from the Congressional o%os
e ot the request of Tat individual.

. To qualfed expers, not within the definition of DHHE employess as prescribed in DHHE reguilations (45 CFR S5b.2)

fior opinions as part of the appikcabion review process.

4. To a Federal agency, In response bo B nequest, In connecton with the ieting of a confract or the Issuance of a
licens, grant, or other benefi by S requesting agency, Io T exient Sat the record is nelevant and recessany o
e nequesing agency's decision on the mater;

5. To crpanizatons in the private secior with whom PHE has contracied for B purpose of colating, anakyzing,

aggregating, or oiheraise nefining records iR a sysiem. Relevant reconds will be disciossd o such a contraciorn, who

will be reguired o maintain Privacy At safeguands with respect o such necords.

§. To fe sponscning organizaton In connection with the review of an application or performance or administration
under T terms and conditions of T award, o In connection with problems that might arise in performance or
adminisiration T an sward s mede

7. To e Department of Justics, o @ court or other bunal, o b anofer party befons such bunal, when ome of the
fioliowing s a party bo Fbgation or has any imtsnest In sach Migation, and the DHHS determines fat the use of such
reconds by the Department of Justice, the tribunal, or the other party |5 relevant and necessary 1o the IBgation and
wowid heip n e effecive represeniation of the povemmiental party.

a  the DHHS, or any component thereof,
b, any DHHE empioyes in his of her oficlal capacty;
.. any DHHE smployes Im his nrhl:rhndl.lalcapad‘h'mﬂ': Department of Jusfice jor the DHHE, where it
|5 authorized fo 4o so) has agresd o represent the
d I:h!L'|1I:e|‘.|SmwmymmwimmEDHHﬁmmmtﬂwmﬂm‘ublketf‘lnaﬂ:ftﬂ'le
DHHE or any of itz components.
5. A record may also be disciosed for a neseanh purpose, when e DHHE:

a  has debermined el the use or disciosune doss not viokate l=gal or polcy Imitatons under wihich the record
was provided, coleched, o cbiained,

b has determined Sl the ressarch purpose (1) canmot be reasorably acomplsiesd uniess e recond ks
prosiced I Indiidually dentfabie forr, and (Z) wamants Te fsk b the privacy of e Indvidual Tt addiSonal
exposure of the recond might Bring;

. has secursd a wiithen sSatement afestng o the redplenf's understanding of, and wilingress bo ablde by,
these prosisions; and

d  has reguired the redplent fo:

(1] establish rexsonable admimistadvwe, f=chnical, and physical safeguards fo prevent unauforized use or
disciosurs of the record;

(2] dessbroy B information that ideniifes S indvidual af the eardiest Sme at which remoal or desinaction can
be scoomplished consistent with e purpose of the nessandh project, unless the: recpient has presemiesd
adeguabe justicafion of & reseanch or heaith nature for retaining such informabion; and

(3] make no farther use or disClosure of B recond, except () In emergency cimamstances aTecting the heaith
or safiely of amy Indhvidual, (&) for use In another ressarch project, under Fese same condSons, and Wil
writien suthorzaSon of fhe DHHE, (<) for disciosuns 1o @ propery denbifed person for S pupose of an
audt relatsd bo the resssrch project, Hinfommation Sat would =nable reseanch subjects o be: kdentified 1o
removed o destroyed at the sariest opportuniy consistent with the purpose of the audt, or [d) when
required by kaw.

The Privacy Act also suthorizes discrefionary discosures whens determined appropriabe by the PHE, inciuding o law
enborrement agencies, o the Comgress acting within Bs legisiative aufor®y, o B Bureau of Bhe Census, o the
Mational Archives, o the General Accounting Office, pursuant by a court order, or a5 reguired b be dsclesed by the
Freedom of informaion Actof 197445 LEC 553) and the associabed DHHE reguilations (45 CFR Part 5L

[

w

PHE TP . 11— Privmcy A

Figure 119: Statement of Training Appointment Privacy Act
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5peclalty Boards

H applicable, seiect a single speciaity or subspecialty fo compleie B2m 17.  more fan one appiles, selact the
one st ciosely related b B fsid of caresr development or research raining for @is appoiniment.
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Figure 120: Statement of Training Appointment Specialty Boards
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Figure 121: Statement of Training Appointment Specialty Boards - continued
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Appendix B — Termination Notice (Form 416-7)

Information and Instructions for Completing a

Termination Notice
Tomzlsies form ahcwid be e FhT agency Gratis Meosg soveot Dfce aemed bn s Modcs of Awera)
Tha i o iz on 1 Iy 11 T nicnsied s Pirytaek bslas anel sevdsn, pou sl

Futh L Fimechitan Metonal Resesich Sefdce Swverd
(MFCEA) nid e of birrrinelon of Dwar ssaid and o0
rrilted pawiesd et mifaw. Thim form roiry a0 be used e
mn-tu-nlr-nmm'-pnimﬂmmn-nm
f1 i iy (g, T8
Pl el i (0., RS, @
i Sealope e v lag, K124 For n-:n-ﬂﬁ&'l
recimars, plomss el 1o S
mmnﬂhﬂr‘mﬂ'ﬂ:ﬂmhlnh
Fundifg Opeenunity Safeunos e, ind in [ b afd
cafalilon of U Motkos o Sawvaid

ALl KRecHETER-NRS A RECIPENTE

(1) The sBached Teirination kalos |PHE 418-7) sefvis
il the sl recaid of peur nsining under
el i-WRSA, Ths susrary of i ek bl
MUppeN paried, Sl parals receiamd, @ posl-alfing
e By feuired of @l recoerh s edately @Ped

fion. Alei Fifeg EEope S , fward e
compleled fim o e eopopine eeaidng oflos
(Pimtin vl |FeFte of it {RAH] |t fe o Cortni o
Egerry iy tealTrewrs Fessserch ard Juaity |AHRT])]
T e Froiy’ bei Tillind il Snlirel el Bash prinlied fod
LEL T

[ i Foabainl aim
cheally e Pare e MREA progiam imped
i of carme i choloes, pou e Be corsacied after e
ool D i, Bl o i ecpea iy Dhisf
B ey 2 e, i deleirhiee e De Beining
obini e Fuis il uereaes pour caser

KIRSCHETER-NRS & POSTDOCTORAL
RECIPIENTS WITH & PayEacs DBLISATION

(1] el i in Bom Payiick Agreermant pol sigred al
s i of isaid, biomadonl of bifiyional hoath-raeted
i ch, -t wechieg, andis’ heelTeiel sled
i sl Begin =iTin 3 paire of el felicg
et - WRSE weppedl, olfsfebie, nleEs @7
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D 06T, (A0 S 16E, (80 08G4T,

SPECIFIC INSTRUCTIONS FOR ITEMS ON THE
TERRINATION HOTICE

(e 1) Watwra d , irhusta if P et Y
Frunchaf flmie & olted Al el This [Afifslicn b
il i ESerEbAng pasl P i BUETRSRSOM.
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Figure 122: Termination Notice (Form 416-7) Instructions
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Figure 123: Termination Notice (Form 416-7) Instructions — continued
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Form Approved Through 0953002011

OME M. DB25-0002

Department of Health and Human Services
Public Health Service

1. NAME OF FELLOW

OR APPOINTEE (Last, first, middle)

Ruth L. Kirgchstein National Research Service Award
Termination Notice

2. GRANT MO.

3. NAME OF SPONSORING INSTITUTION

4. 30CIAL SECURITY

5. DEGREE{S) EARNEDY COMPLETION

MO DATE{S)
XXHXX-
&. DATES OF SUPPORT UNDER THIS AWARD (Month, day, year) FROM: TO:

T.TOTAL KIRSCHSTEIN-NRSA STIPEND RECEIVED AMD NUMBER OF M
for Amount of Stipend)

ONTHS SUPPORTED UMDER THIS AWARD (See specific instructions

el AMOUNT OF STIPEND W LIMBER g’;ﬁ Mt AMOUNT OF STIPEND h';‘;;ﬂi“ﬁ;
1" YEAR s YEAR
2" YEAR & YEAR
3" YEAR 7™ YEAR
4™ YEAR TOTALS

E. Provide a susmmary of training received and research undertaken during fellowship or trainee tenure. List publications, if any, resulting from the
research during this period. List grants and career awards pending and received. If fellowship or training appoiniment is being terminafed early,

stafe reason.
2a. POST-AWARD INFORMATION: Please mark a single box in each of the categories |20, POST-AWARD POSITION TITLE, FIELD, MAME OF
below. ORGAMIZATION, CITY, AMD STATE
Type of Position Activity Organization
[ Student [ Further EducationTraming | Academic
[ Resident/Clinical Fellow [ Teaching [ industry
[ Postdoctoral Researcher [ Res=arch 3 Govemment
[J Research Scientist (non-faculty) | [ Administration [ Hospital
[ Faculty: Tenure-Track [ Clinical Practice [ Mon-profit
[ Faculty: Cither [ Unknown [ Unknown
[ Clinical StaffiPrivate Practice [ Cther: O other
[J Unknown
] Cther: Bz TEL MO,

10a. MAILING ADDRESS AFTER TERMIMATION OF THIS
KIRSCHSTEIN-NRSA SUPPORT (Street, city, state, zip code)

11. OTHER PHS SERVICE OBLIGATION SUPPORT

D MHSC Scholarship: Mo of months:

[ irschstein-NR.SA:

Neo. of months:

Perod of support
10b. TEL NO. Grant Mo.
E-MAIL: O vrr
12, SIGMATURE OF FELLOW OR APPOINTEE (See specific instructions) DATE

13. Certification of Sponsor or Program Director: that to the best of my knowledge all the above information is comect

SIGNATURE DATE

TYPED MAME OF SPOMSOR OR PROGRAM DIRECTOR

14. Business Official’s Verification of ltems 6 and T.

{Mot applicable to ind

ividual fellows at Federal or foreign nstitutions. )

SIGNATURE DATE

TYPED MAME OF BUSINESS OFFICIAL

TEL
FAX

13. (For Government wse only) The information provided in ltems 6 and 7

is in agreement with PHS records.

SIGNATURE DATE

TYPED MAME AND AWARDIMNG OFFICE

PHS 416-7 (Rev. 3/08)

Figure 124: Termination Notice Form 416-7
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Appendix C — Payback Agreement (Form PHS 6031)
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Appendix D — Appointment Errors/Warnings Quick Reference

# Condition Error or Message Role
Warning
1 Trainee Appointment Error A trainee appointment cannot exceed 12 | PI
Period specified months without prior approval of the
exceeds 12 months awarding agency. Please adjust
start/end date of the appointment or
contact the Help Desk for further
assistance.
2 The start and end dates | Error There is another existing appointment Pl
of the new appointment for Trainee on Grant (Insert Grant # and
are within the start and PI Name of the existing appointment).
end date of existing The start and end dates of the new
appointment for the appointment cannot be within the start
Trainee and end date of existing appointment for
the Trainee.
3 Appointment Start Date | Error The trainee appointment start date PI
is not within the Budget should occur within the budget period
Period year of the year of the associated grant.
associated grant
4 Appointment start date Error Appointment start date should be less PI
is not less than than appointment end date.
appointment end date
5 The trainee appointment | Warning The trainee appointment end date must | PI
end date is not less than be less than or equal to the project
or equal to the project period end date.
period end date
6 Trainee Race, Gender, Error Trainee Race, Gender and Birth Date Trainee/ Pl
or Birth Date are not must be entered. Where available, “Do
entered not wish to provide” can be used.
Trainee must enter this information on
Personal Profile screen in eRA
Commons.
7 Stipend amount is not Error Stipend amount must be entered and be | PI
entered or is entered greater than zero.
but is zero or less.
8 The citizenship indicator | Error Trainee citizenship must be entered. Trainee/ PI
for Trainee Profile is not Trainee must enter this information on
entered Personal Profile screen in eRA
Commons.
9 Grant does not have Error At least one trainee degree must be Trainee/ Pl
activity code T34 and entered. Trainee must enter this
Trainee does not have information on Personal Profile screen in
at least one degree eRA Commons.
10 | Appointmentis POST- Warning Trainee has not entered a PhD, MD, or Trainee/ Pl
DOC and Trainee does equivalent degree required for this
not have PhD or MD postdoctoral appointment. Trainee must
Degree or Equivalent enter this information on Personal Profile
screen in eRA Commons.
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# Condition V% Message Role
11 | Appointmentis Pre-doc | Warning Trainee has not entered a Bachelor's Trainee/ PI
and Trainee does not Degree or equivalent required for this
have Bachelor's degree pre-doctoral appointment. Trainee must
or Equivalent enter this information on Personal Profile
screen in eRA Commons
12 | Pre-Doc is receiving Warning Pre-Doc may not receive greater than Pl
more than 5 years of five years of NRSA support without a
NRSA support waiver from the awarding agency.
13 | Post-Doc is receiving Warning Post-Doc may not receive greater than PI
more than 3 years of three years of NRSA support without a
NRSA support waiver from the awarding agency.
14 | The trainee profile Error Trainee has Federal Debt indicated in Trainee
indicates Federal Debt the Trainee-Specific section of their
with no explanation Personal Profile. An explanation for the
provided Federal Debt must be provided.
15 | Training Grantis T32 Warning No trainees may be appointed for less Pl
(activity code) and the than nine months unless the training
appointment period grant has designated short-term training
(difference between positions or prior approval has been
start and end dates) is granted by the awarding agency
less than 9 months
16 | If Trainee Prdfile is Warning No SSN has been entered in the Trainee | Trainee/ Pl
missing a SSN personal profile. Trainees are asked to
voluntarily provide SSN information to
aid in the processing of Trainee
appointments by providing the agency
with vital information necessary for
accurate identification.
17 | For a new appointment | Error Please route to Trainee for processing Pl

not previously routed to
Trainee, Pl tries to
submit 2271 Form to
Agency

before submitting to 2271 Form to
Agency

Table 4: Appointment Errors/Warnings Quick Reference
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Appendix E — User Role Functions

Eunction

PD/PI

ASST *

Trainee

Delegate xTrain Authority -
Designate a delegate to perform
xTrain specific functions on their
behalf (ability to submit to agency
specifically withheld)

X

Identify Trainee - Locate an existing
eRA Commons profile for a Trainee

View Trainee Roster - Access to the
Trainee Roster of specific grant

Oown

X
Delegated
Pls

X
Institution

X
Institution

View List of Grants - Retrieve list of
grants based on provided search
criteria

Oown

X
Delegated
Pls

X
Institution

X
Institution

View Grant Summary Read-only
access to the cumulative grant data,
such as short term, pre-doc, and post-
doc slot allocation and accepted slots
within a given overall grant, for each
support year of the grant

X

X

X

View Routing History Read-only
access to routing history for
Appointments and Termination
Notices (TNs)

View Own Appointments and
Terminations Access to list of
Appointments and TNs

Process 2271 (Appointment ) Ability
to interact with the electronic 2271
form

Initiate New Appointment

Enter Data

Validate Data

Route New Appointment to Trainee

X X| X| X

X X| X| X

Route New Appointment to PI

Delete Appointment (not yet
submitted)

Initiate an Amended Appointment

View form in PDF format

- Submit New Appointment to Agency

- Initiate Re-appointment
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Function PD/PI ASST * BO SO Trainee

Process TN (Termination Notice)
Ability to interact with the electronic
TN

Initiate Termination Notice X

Enter Data X X X

Route Termination Notice to PD/PI X X
Route Termination Notice to Trainee X X X

Route Termination Notice to BO X X

Delete TN (not yet submitted) X X X

View form in PDF format X X X X X
- Submit to Agency X

Recall (if not submitted to Agency) X X X X

Previous reviewer can recall form from
current reviewer

Validate X X X X
Run validation process to identify form
errors/warnings

Table 5: User Role Functions

* Assumes ASST has been delegated authority by PD/PI
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Acronyms and Abbreviations

A
AA
AO
ASST

BO

DOB

eRA

FOA

HHS

NCAA
NIH
NLM
NRSA

OER
OMB

PD
PD/PI
PDF
PHS
PI

Accounts Administrator
Administrative Official

Assistant

Business Official

Date of Birth

Electronic Research Administration

Funding Opportunity Announcement

Health and Human Services

NIH Central Accounts Administrator
National Institutes of Health
National Library of Medicine

National Research Service Award

Office of Extramural Research

Office of Management and Budget

Program Director

Program Director/Principal Investigator
Portable Document Format

Public Health Service

Principal Investigator
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SO
SSN

TA
TN

USCIS

Signing Official

Social Security Number

Training Activities

Termination Notice

US Customs and Immigration Services
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