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CONTACT US

Document Comments:
We value your feedback on this document.

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

address: eRACommunications@mail.nih.gov.

Troubleshooting support:

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

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

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

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

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

DISCLAIMER STATEMENT

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

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

1.1 Scope

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

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

Grantee institution staff can use xTrain to:

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

« Track the status and timing of actions taken by xTrain users

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

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

Signed hard copies of Payback Service Agreements are required for postdoctoral trainees in their
first year of Kirschstein-NRSA support. For more information on the Payback Service Agreement
policy, please refer to this web site. http://grants.nih.gov/grants/policy/nihgps 2013/nihgps
chll.htm# To0c271265163

2.1 Activity Codes Supported

The information that lists the current activity codes supported by xTrain can be accessed from the
xTrain My Grants screen. NRSA fellowships (F30, F31, F32 and F33) can only be terminated.
T15’s are for the National Library of Medicine and CDC. T01, T02, T03, and T42 are for CDC
only. Select the List of Activity Codes currently supported in xTrain hyperlink to access this
document.
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Figure 1: List of Activity Codes Currently Supported in xTrain Hyperlink

2.1.1 xTrain Activity Codes

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

The table below shows a list of xTrain Activity Codes.

Activity Codes Supported in xTrain
(as of September
2012)

F30 KL2 TO1 T42 R25
F31 K12 T02 T90 R90
F32 KM1 T03 TL1 RL5
F33 T15 TU2 RL9

T32

T34

T35

Figure 2: Document of Activity Codes from the Hyperlink

2.1.2 Stipend Level Links by Fiscal Year

The Stipend Level Links by Fiscal Year hyperlink is on the My Grants screen for (Principal
Investigator) PD/PI users.

Bleclironlic Nracarch Aadminisdiralion WAL
y e JOHNS MOPINE UrEVERSTY
(( eceR A Commons )) Aoy -
Epomiare & by Nafleaal Tmaiituics af Nealih wariien 3 3081
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My Grants
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ipand Lewval Links By Fracsl e
o 1 olomin Wways shows ke Contact Pl for muli-Fl grants
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Figure 3: Stipend level Hyperlinks by Fiscal Year Hyperlink for Pl Users

This link points to the Kirschstein-NRSA Stipend History spreadsheet. The spreadsheet displays
stipend levels for current and previous years.

A Y Z | AA | AB | AC | AD | AE AF
1 |Kirschstein-NRSA Stipend History|
2
g 2005 2006 2007 2008 2009 2010 2011 2012
& Undergrad in the MARC and COR Programs
9 Freshmen/Sophomore 7.812 7.812 7.812 7.812 7.896 7.960 8.136 8.304
10 Juniors/Seniors 10.956 10.956 10.956 10.956 11.064 11472 11.400 11.628
11 Pre- and Post-Doctoral Kirschstein-NRSA Particip
12 Pre-doc 20772 20772 20772 20,772 20,976 21.180 21,600 22,032
15 Post-doc Level 0 35,668 36,996 36.996 36,996 37.368 37.740 38.496 39,264
16 Post-doc Level 1 37.476 38,976 38.976 38.976 39,360 39.756 40,548 41,364
17 Post-doc Level 2 41.796 41.796 41.796 41.796 42.204 42,624 43.476 44,340
18 Post-doc Level 3 43,428 43.428 43.428 43.428 43,860 44.304 45,192 46,092
19 Post-doc Level 4 45,048 45,048 45,048 45.048 45,504 45.960 46,884 47,820
20 Post-doc Level 5 46,992 46,992 46,992 46.992 47,460 47.940 48,900 49,884
21 Post-doc Level 6 48.852 48.852 48.852 48.852 49,344 49.836 50.832 51,582
22 Postdoc Level 7 51,036 51,036 51,036 51.036 51,652 52,068 53,112 54,180
23 NIH Guide Announcement Numbers and Hyperlinks: |NOT-0D-06-032 NOT-OD-06-026 NOT-OD-07-057 NOT-0D-08-036 NOT-OD-09-075 WOT-OD-10-047 WOT-0D-11-067 WOT-0D-12-033

Figure 4: Kirschstein-NRSA Stipend History Spreadsheet

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

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

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

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

2.3 xTrain External User Roles

BO A Business Official has signature or other authority related to
(Business Official) administering grantee institution training grants.

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

Table 1: External User Roles

What is xTrain 4 April 29, 2014



XTrain External/Institutional User Guide

The Program Director or Principal Investigator is responsible for
the overall direction of the training program and has the skills,
knowledge and resources necessary to organize and implement a

PD/PI high quality research training program. In Commons, this role is
(Program called the PI role but is used for PDs as well. The Fellow also has
Director/Principal the P1 role. The PD/PI selects and appoints Trainees, amends
Investigator) appointments (when necessary), and initiates Termination

Notices.

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

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

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

Scholar: A person appointed to and supported by an institutional

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

submit the Termination Notice for foreign and federal fellowships
only.

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

Table 1: External User Roles

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

What is xTrain 5 April 29, 2014
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For more information on xTrain external user roles and the actions they can take, see the eRA
Commons Roles list at http://era.nih.gov/files’eRA Commons Roles.pdf

2.4 508 Compliance

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

What is xTrain 6 April 29, 2014
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3 Accessing xTrain

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

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

System Requirements

« Accessing the Commons
« Password Policy

Getting Help
To login to xTrain:

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

Electronic Research Administration
(@=E®Sl Commons ) & (Q

Sponsored by Nartonal Institures of Health

Commons Login @

*Required field(s)

Welcome to the Commons Register Grantee Organization

About the Commons

“Username @ system i o Frequently Asked Questions
| ‘ « LatestRelease Notes
All systems available

*Password Additional Links
| If you accessed this page from a bookmark and have problems logging in. please refresh your
bookmark to use https://commans.era.nih.gov/commons/ and try again. Commaons Login Tutorial
RePORT
-LU in -Reset Grants.gov
\g—/ iEdison

National Institutes of Health
Public Access Policy Page
Loan Repayment Program

Forgot Password/Unlock Account? Scheduled Commons Maintenance: For maintenance infarmation, see the eRA Scheduled Maintenance Calendar.

Federated Institutions/Organizations @ | Support Related Resources

‘_"TA_Tl « Electronic Submission: Learn about the most frequent application errors at Avoiding Common Errors.

Blad | « Online Resources: Take advantage of our online Self Help Resources

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

« eRA Home Page: To find Commons EAQs, User Guides, fraining materials, and step-by-step instructions for

. performing tasks in Commans, visit the eRA website.
Federal User Login Here

eRA Commons Help Desk

) Commons Related Resources
Hours: Mon-Fri, TAM-8PM EDT/EST

Web: hiip:fitsenvicedesk nin.govieRA/ + Reference Letters: To submit a reference letter when requested by an applicant, please follow this link: Submit
Reference Letter.
Toll-free: 866-504-0552 = Demo Facility: Demo Facility allows you to try most of the capabilities of the NIH eRA Commons in a sample

environment
Phone: 301-402-7468

TTY: 301-451-5939
Contact inftiated outside of business hours via Web or voice Warnlng NOtlce

mail will be returned the next business day. This is a U.S. Government computer system, which may be accessed and used only for authorized Government
business by autherized personnel Unauthorized access or use of this computer system may subject violators to
criminal, civil, and/or administrative action

All information on this computer system may be intercepted, recorded, read, copied, and disclosed by and to
authorized personnel for official purposes, including criminal investigations. Such information includes sensitive data
encrypted to comply with confidentiality and privacy requirements. Access or use of this computer system by any
person, whether authorized or unauthorized, constitutes censent to these terms. There is no right of privacy in this
system.
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Figure 5: Common Login Fields

2. Once logged in, on the navigation bar at the top of the screen, click the xTrain tab.

ment of Health & Human Services E2 www.hhs.gov.

Electronic Research Administration Welcome:
(( eR A C ommons ) {tém% '@ Uik i

Roles: SRA NCAA UPSPR

Sponsored by Natlonal Instliutes of Health Logout | Contact Us | Help

Admin Institution Profile Status eSHAP lrlemel.hssismdﬂeview

Welcome to the Commons

Welcome
— @ System Information Message Register Grantee Organization
Alerts:
ID: BURD About the Commons
Institution: Not Affiliated s eRAC M D
Holos: SiA PCHA IRCFHL o Regularly scheduled maintenance: This upcoming weekend. the system will be e Frequently Asked Questions
unavailable from 10 p.m. Saturday, January 7 until 5 a.m. Sunday, January s LatesiRelease Notes
‘eRA Commons Help Desk L
o Critical security and performance patching to eRA systems: The system will be Additional Links
« Hours: Mon-Fri, 7AKM-8PM unavailable from 10 p.m. Saturday, January 14 until 5 a.m. Sunday,
EDT/EST January 15. s RePORT
 Web: + If you are having difficulties logging in and you have previously been successful, s Grants.gov
htp-ifitservicedesk nih.gov/eRA! please close all browsers and clear browser cache and retry. e [Edison
® Toll-free: 866-504-9552 « Mational Institutes of Health
« Phone: 301-402-7469 * Public Access Policy Page
e TTY:301-451-5938 e Loan Repayment Program
Commons allows you to perform the following activities below based on the privileges associated with this s LikeThis BETA NEW

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

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

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

Personal Profile - Allows you to update your personal information more..

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

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

xTrain - Enables you in 3 Trainee or SO role to confirm the information that you have submitted for a
Trainee role type more...

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

Figure 6: Commons - xTrain Tab

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

PD/PI My Grants

ASST with xTrain

delegation My Grants

Trainee Appointments and Terminations

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

3.1 Accessing xTrain with Multiple PI Affiliations

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

1. Log into Commons.

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

Welcome: THOMAS JEFFERSON

g& ( OER ' I0: JEFFERSOM.T
k Y Institution: MOUNT YERNON COLLEGE
qu <Frn'res D

P IER

Logout | Contact Us | Help

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

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

For more information on changing the institution affiliation, please refer to the section title,
Changing the Displayed Affiliation, in the Commons user guide located at
http://era.nih.gov/docs/COM UGV 2630.pdf.

3.2 Accessing xTrain — PD/PI

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

Kieciramic Rescgarch Administrarion - Welcome CHERDMOMNE ¥
- - A . inpiiuaen HHS URVERSITY
(( eRA Commons ) W R
Hpamiars d by Nariaas P laairates af Neatth 2 -

MMWMMMMIWPMMMHIHIMWH

My Grants
[Thps amd Moted:

« Lint of Actesty Codes copently supgesied o xTian

. 'i!‘.i*_'d Leved Links by Fracal Yoar
» Tha Program Dewctor Column absays shows the Contact P for melti-P1 grants

fﬂwu: 108
a2 A0 poTags oRoar DLO07014 Morary, Chie D BOTECHNOLOOY TRAREND FROGRAN

Wm*t DA Moewy, Cha D HTRAR DEMO TRABSNG ORANT
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Figure 8: My Grants Screen

Clicking on any grant number takes the user to the Grant Summary page.

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

Grant Summary
ips and Hotes:

s The Progiam Dwector Cobussy abeings: shows the Cordact P for muli Pl grants

Progect TI2 CACIIE3S  Inchades ARRA grants
Titiee aTran Drne Training Grast
Project SeariEnd Datess G401/2000 - 08312014

f1-mafn 10

| Busckget End Dt %

| Seoriferm | |
Granl liumber 5 [ARRS Funded & | Badgei Stan Dse S ¥V 5 | Program Drecior & T ¥ Accopme P Accopiod | ¥ Lo epled

| * | Mo { ey sppmmare (21 e oo,
o A0 1A DAA0E04 OR0S 2004 Monary, Ches O 0 o 1 0 3 o)
T IR CANIIE D8 DRONEN00 DELEND 2000 Waney, Char D ] ] 1 1 3 3
r T CANFIE-DES1 Ve, QR0 0BOAZO T 2000 Moy, Chi D ] o 1 1 o &
ST LY DRO0Z00S 0929006 2005 Manay, Chin D 1] 0 1 1] 3 (]
T 3D 0R30E004 DAZANT 2006 Mgney, Crar O ] ] 1 0 3 2
ETA2CADDFGIN0Y pan0aNT DAILE08 2007 Money, Char D ] ] 1 ] 3 -]
ST 1ER00E g L] 2008 Money, ¢ har [ ] ] 1 o 3 3
Rg20 (e by b ] 2000 Money, Crer D ] a 1 o 3 ]

Figure 9: Grant Summary Page

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

Lot U i Wi LA
EpEhl Wi Jm b Sl
W Bt M HHS UMERSITY
Sehensl M DA, SCHOOL
Rohenl Casginy: S0 OF MEDRCINE
et Faime: HOHE
[ e FAMILY MEDICINE
P M= Maney, Char [
Appianaon ik PRI Al i 04
P ogacial Tilhe 1Trae Dwma Trarng Grant
Prigeial Hidsspd Date: STRIT
Larkn Seatus Ligaiste Duns PRTERNGT
(Busigt SLar1 Dane RETNIT
(Busigert £t Dasbie [= bl )
P oot Rueuit D Db [ T
vl wvand Robos Datic SRITHT
Appi B L Pagar
Propect Pevsod Busgpn Diate [ e 0]
Propect Perod [Enl Dt [ Gkl
A D SO SLEfA
PO
i Apgd. i VIMERT
s tve Anusgrama
Date Sl LEennage I Eiule or Canier Oale
CRATICAT  Sevaid preparwd rehe guEsions b Crents Wanapemant Spaoainl MATIONAL CAMNCER MNSTITUTE {Prmsary) R TNT
TR0 Pty ATACRT M HEPA Feler B0y ol aion 1o Progrem OSo of Gl EURECE RENNEDY SHRIVER HATICIIAL BESTITUTE OF CHLD HEL Te & HURERH  0R0I00T
= T SR CEVEL OPUENT
s arben breemunhen e T L

Figure 10: Commons PI View Screen
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Clicking the View Trainee Roster hyperlink on the My Grants screen will take you to the Trainee
Roster page. Clicking the View Pending Submissions hyperlink on the My Grants screen will
allow PD/PI users to submit more than one appointment at a time instead of individually.

Elecivanic Research Adminisication Welcome CHERDMONEY
x imsbiuon HHS UNIWVERSITY
A Commons ) st Yoot
Apaapared by Marisaal Peiritares af Naalik T p——
Horsd TSI B o [ it A3 naled Resen R4 Parmees
My Grants
Tips and Notes:
& Lind of Attty Codes Cumsnlly BERoied o
+ Stpeed Lewel Linky by Fiscal Yoo
s The Progre Drecior Colomn shwirs shows i Contaet P for muli 1 granis
2002 1B
Gorand My Progect Start fale & Progect e Date § [Program Duector & | Project Tite 5 om AL Gamnifn) & |
13 &6 T 04 DRONGES DL Mooy, CherD BROTECHMOLOGY TRABENG PROGRAM
1320 G098 (ROMAINE TN Moty CherD WTRAR DENO TRAINPIG GRANT

Figure 11: View Trainee Roster Hyperlink

| Home Admin Institution Profile Personal Profile Status eSNAP Internet Assisted Review iﬂ Links eRA Partners Help ~

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

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

+ For appointments to institutional career development (K12. KL2, KM1) and research education (R25, R90) awards that are ending early, the PD/PI should only use the Termination Matice if
specifically instructed to do so by the awarding IC. If a Termination Notice is not required, the new appointment end date should be documented by an amendment to the appointment.

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

Latest and Previous Awarded Support Years pﬁ‘

Latest Awarded Support Year
ded

d
AHYears

A ication & A ntment
ppl Y Appointment ppoc Termination t Degree | Appointment | Appointment | Termination | Termination
Trainee/Fellow Date Current Reviewer Action
Type tart Date Date past? | Level Status Source Status Source
Name

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

POST- In-Progress ) 2271: View 2271
Flake, Snow  New 2010 11/04/201010/31/2011 Yo |EEF | Electronic e ing— o T p—
Tide, High New 201012/01/201011/30/2011 No E%'g In-Progress Pl Electronic 2971Money, CherD  View 2271 2%
3732CA099936-0651 (Budget Periad: 09/30/2008 - 02/31/2011)  ARRA Funded Create New Appointment

PRE-  InProgress | 22T1:AGENCY Vw2971 - 2271Form
Gator, Ella New 200909/30120080920/201000/2002010 Yes [N Accepted  Electonic [ F Elecronic  77/3 SN Ll Rl

Figure 12: Trainee Roster Page

| |
Terminaton| £ | Degree | Appontment | Appontment
[EELE) pagey | Level | Leshis Soamce
jib— |

STIICADS9938-0T (Budgel Penod: CRONR010 - D8T12011 ) Creste New Sppoimiment

POST- n-Prgaress &mn
Fuks Snow MW 210 1L 12011 M Doc  Tmines . Flake. Seow Bk - 2271 Form
T Hign  Tew 207912012010 11302011 Mo poe  inProgas i Ehdeonic 227 Moy, ChaeD Vew2h1 o

ITIRCACRIID6-06. 51 (Budget Percd DOG0I00N - 0ROUT01T ) ARRA Funded (el Hew Socamimen

PRE- | anied InProaesy 2371 AGENCY e 2711
Galor, Exa Fow 2009 0MIOC00ROMTOIIONIRIN0 Yes Lo cowpied Ectonic oo Bedronic o e
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Figure 13: Trainee Roster Page - Column Headings

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

(1) Appointment Type:

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

Re-appointment--The trainee has had a previous appointment on this grant.
Amendment--The original appointment has changed, and this is the newest version.

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

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

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

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

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

Accepted —The agency reviewer has accepted the appointment.

Terminated—The appointment or fellowship has been terminated.

(3) Appointment/Termination Source:

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

(4) Termination Status:

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

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

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

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

On Hold by Agency- The Agency has reviewed the termination notice, but has not yet
accepted it.
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« On Hold by Agency — Awaiting Award Revision —An early termination notice has been
submitted for a fellowship and it has been placed on hold until the award can be revised

« Accepted—The Agency has accepted the termination notice.

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

o View 2271-- Displays the PDF version of the 2271.
« View TN—Displays the PDF version of the termination notice.
« View Payback—Displays the PDF version of the termination notice.

(7) Action:

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

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

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

« Initiate TN—AIlows users to start the termination process.

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

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

3.3 Accessing xTrain — ASST

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

Eleciromic Rexeaorch Administrarion ‘Welcome radaroreilb
Insthston: EXT LIAT DEMO CORF
( eRA Commons ) Py
= Wemien 2.15.1.2

Kpongored By Narienad fmarifrueer af Naailrh

Homwe  Achimin Instfution Profile Personal Profile Stslus  eSHAP Links eFR& Partiser s H

My Grants

Seloct Delegatar:
Korsy, Char D o«

Figure 14: My Grants — ASST Screen

If multiple PD/PIs have delegated xTrain authority to the same ASST, the ASST must select a
specific PD/PI from the drop-down list and then click Select Profile.
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Home Admin Institution Profile Personal Profile e SNAP Links eRA Partners Help

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

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

Select Delegator:

Detegator i

Select Profile I

1-10f1 103
Project Start A |Project End A |Program Al = A Includes ARRA Grant 4| -
View Trainee Roster

T32 MH 0710172003 0613012013 King, Lion TRAINING PROGRAM IN NEUROBIOLOGY View Pendin
Duos Submissions

Figure 15: Select Delegator Screen

3.4 Accessing xTrain — Trainee

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

TWelcome TRANEvIETE

Electronic Research Administration 3
Institution =xT AT DEMO CORP
2 & .
( eR A ommons ) e T oo
Vession 22901

Sponsored by National Institutes of Health

Home Admin Personal Profile 3l  Links eRA Partners Help

My Appointmenis and Terminations
Trainee Appointments and Terminations

Tips and Notes:

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

K1-10f1 1
<& Appointment & AppOI 4 Appoil & Termination & Program .. e Degree & Appointment & Termination & Current -
Grant Humbere, 1o ARRA® StartDate ™ EndDate ™ Date * Director @ MSMUWONY | cvel = Status = Status = Reviewer ] e
5T326M001238 MONEY,  EXTAT In-Progress i View Process
2 New 2011-04-01 2012-03-31 CHER DEMO CORp  PRE-DOC .. Newbie, Ima 2,73 2073

Brand

Figure 16: Trainee Appointments and Terminations Screen

3.5 Accessing xTrain — PD/Pl and TRAINEE Roles

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

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

Figure 17: xTrain Menu Tab Displaying Sub-menu Tabs

3.5.1 View Trainee Roster as PD/PI

On the My Grants screen, click the View Trainee Roster hyperlink to view the Trainee Roster
screen.
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U.5. Department of Health & Human Services £ www.hhs.gov
Electronic Research Adminisiration {‘WS% (\ Welcome: Alexander Graharm Bell
OER) D:ALEX
> é Q J  Institution: UNIVERSITY OF CHICAGO
(( &€ l{ A Commons ) Cams ( Roles: P TRAINEE
oooooo & by Narlonal Institutes of Health

Logout | Contact Us | Help

Home Admin Institution Profile Personal Profile Status eSNAP xTrain Admin Supp eRA Partners

My Appointments and Terminations My Granis

My Grants
Tips and Notes:

e List of Activity Codes currently supported in xTrain

« Stipend Level Links by Fiscal Year

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

Kl1-10t1 13
| Grant Number | Project Start Date® | Project End Date Program Director & Project Title & Includes ARRA Grant(s) & Action
F32 DK 999333 07/01/2011 06/30/2012 Bell, Alexandra Graham The pathophysiology of SBP2 abnormalities View Trainee Roster

Figure 18: My Grants Screen Displaying the View Trainee Roster Hyperlink

The system displays the Trainee Roster screen. Refer to the section/topic titled Accessing xTrain —
PD/P1 for more information on the Trainee Roster screen.

3.5.2 View My Appointments and Terminations as Trainee

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

U.S. Department of Health & Human Services

Electronic Research Administration
( eRA Commons ))

Sponsared by Nartlional Fnstitures of Health

Home Admin Institution Profile Personal Profile Status eSNAP xTrain Admin Supp eRA Part

My Appointments and Terminations My Grants

My Grants

Tips and Notes:

e List of Activity Codes currently supported in xTrain

+ Stipend Level Links by Fiscal Year

¢ The Program Director Column always shows the Contact Pl for multi-Pl grants.
« x[rain FAQs

K 1-10f1

Grant Number | Project Start Datev Project End Datev Program [hrectorv

F32 DK 999933 07/01/2011 06/20/2012 Bell, Alexandra Graham

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

The system displays the Trainee Appointments and Terminations screen.
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ED www.hhs.gov

Electronic Research Administration gﬂ“@% Welcome: Alexander Graham Bell
é (OE") D: ALEX
(( «e l{ 1.-"\ C ommons ) o ‘ 7 Institution: UNIVERSITY OF CHICAGD

Roles: Pl TRAINEE

Sponsared by Natianal Institures of Health Logaut | Contad Us | Hel

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

Trainee Appointments and Terminations

Tips and Notes:

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

Kl1-202 13
e i s i e i 4 Terminati 4 Program & ORI, % Degree & Appointment . Termination & Current s
-t v e ARRA Start Date ~ End Date ~ Date = Director = MSUUUONS el = Status - Status = Reviewer VW Acto
View
971
5T32DKBA5559- REFETOFF,  UNIVERSITY OF ™ _—
2010-07-01 2011-06-30 20110630 e i POST-DOC Terminated Accepted i \f::xm
Payback
View
2271
5T32DKBES599- REFETOFF,  UNIVERSITY OF ™ ==Ll
B 2009-07-01 2010-06-30 20110630 ganre i POST-DOC Terminated Accepted Ry x:zx ™
Payback

Figure 20: Trainee Appointments and Terminations Screen

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

3.6 Accessing xTrain — Admin (SO, BO)

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

“_ U5, Department of Health & Human Services 2 www.hhs.gov

Electronic Research Administration 3 WeF\tc:énAebEgEtthoades
‘ o) D
(( eR A Commons ) NiH b Institution: UNIVERSITY OF COLORADO DENVER

Roles: SO FCOI
Logout | Contact Us | Help

Spoﬁ:ared by Narional Institures of Health

Home Admin Institution Profile  Personal Profile  Status RPPR BRIl FCOl  Admin Supp eRA Partners
Search for Grants  Search For WIP Appointments and Terminations

List of Grants @

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

ARRA Funded Only

Bl 1

Activity Code i< Serial Number PD Last Name Project Start Date  Project End Date

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

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

Elecivenic Research Adminisiraiien Welcoma CHE RDMMONE T
' «} Wit HHS UNNERTSITY
(( eR Commons )) ——yt:
Sppapvared by Nagifomal] fapfitered af Nealik
mmmmwmm+w“wwntmmm=

My Grants
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Figure 22: Logout Hyperlink Screen
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4 Account Setup

4.1 Account Setup — PD/PI

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

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

H Department of Health & Human Services £ www.hhs.gov
Electronic Research Administration g\" ;thietIEcl_chnveElleeebler
OER .
L e R A GNe m & (=) : :
( [ & l{ A om ons ) iy E:g:mpn‘ I‘LLVVRNERSW OF WISCONSIN MADISON
oooooo d by Nattonal Institutes of Health =

Logout | Contact Us | Help

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

My Grants

Tips and Notes:

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

» Stipend Level Links by Fiscal Year

» xTrain FAQs

K1-10r1 13
Pro)ecl Start ‘ Project End Al Program Ind udes ARRA Grant A .
View Trainee Roster
gg 071011975 061302013 ENf. Keshler ggéi%g\ﬁl\R&ENV\RONMENTALTOXICOLOGY PRE-& POSTDOCTORAL TRAINING
Submissions

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

1. Click the View Trainee Roster hyperlink on the My Grants screen.
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U.S, Department of Health & Human Services

2 www.hhs.gov

Electronic Research Administration gr“‘%% \ge\EcLoFme:Aunan Effarra
OER
(( e l { \ C ommons ) r:é “\){ Institution: UNIVERSITY OF WISCONSIN MADISON
|

Roles: Pl AR
Logout | Contact Us | Help

Sponsored by National Institutes of Health

Home Admin Institution Profile Personal Profile Status eSHAP Internet Assisted Review 'iii I Admin Supp eRA Partners
Trainee Roster

Notes and Tips:

s If an institutional research training appointment or fellowship is ending earlier than initially planned, the PD/P| should initiate a Termination with the new end date, which will automatically amend the
period of appointrent for a trainee or trigger the process for Agency staff to revise the period of the fellowship award.

+ For appointments to institutional career development (K12, KL2. KM1) and research education (R25. R90. RL5, RL9) awards that are ending early, the PD/PI should only use the Termination Natice if
specifically instructed to do so by the awarding IC_ If a Termination Notice is not required, the new appointment end date should be documented by an amendment to the appointment.

Project: T32ES 399999
Project Title: MOLECULAR & ENVIRONMENTAL TOXICOLOGY PRE-& POSTDOCTORAL TRAINING PROGRAM
Project Start/End Dates: 07/01/1975 - 06/20/2013

| Latest and Previous Awarded Support Years v |

[311 160f16 101

Al ti itment

pEcH o“' Appointment Aapcm o Termination | End Date | Degree | Appointment Appointment | Termination | Termination Current View Arhon
Trainee/Fellow Type M End Date Date Past? | Level Status Source Status Source Reviewer

Name

5T32ES 99999935 (Budget Period: 07/01/2012 - 06/30/2013{ Create New Appaintment

2271 View 2271
- g Agency
Mast, Full Reappointment 20120—""[”“2012 pan s Mo FOST Peiding Ages Electronic AGENCY View Payback
Doc Review = ——
. i 2271 View 2271
g i -  Eending Agency §
Sail, Half Reappointment 20120-”“5‘20‘12 PTRARG1S No EgScT FRZC\ZTV Ages Electronic AGENCY View Payback

Figure 24: Trainee Roster Screen Displaying Create New Appointment Hyperlink

2. On the Trainee Roster screen, the PD/PI or the Delegate will click Create New
Appointment hyperlink under the desired budget period they want to add Trainee.
3. Click the Identify Trainee hyperlink from the Trainee Roster screen.

| Home  Adimin  nstiugion Profile Personal Profile Status  eSHAP ﬁﬁn Links eRA Partners g

Enter Trainee Commons User ID
a arder (o procesd wiath this operation, you must entar the Commans User D far the Traines associatad with the grant

* Trainee User I0:

[ denlife Traingg

| continve || cancel |

Figure 25: Enter Trainee Commons User ID Screen

4. Provide search criteria then click Search button.
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\Q Sponsored by Natlonal FTnstitutes of Health )) Version 22013
Home Admin Institution Profile Personal Profile Status eSNAP Internet Assisted Review ﬁﬂ Links eRA Partners Help

Identify Trainee

Grant: 5 T32 AG 260-10
Project Title: Crug Discovery Training in Age-Related Disorders
Budget Start/End Dates: 05/01/1995-04/30/2008

Enter search parameters to locate existing Profiles with Training or Fellowship invalvernent with MIH. Ifthe desired Trainee is found, select"Create Mew
Appointment” link to proceed to 2271 form. Ifyou do not find the desired Trainee in the search result, use the hutton "Create Mew Profile” at the bottom of

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

the screen priorto proceeding to 2271 form.

* Last Name

[ Create MNew Trainee Profile ]

Figure 26: Identify Trainee

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

5. If no records are found, you can refine the search and try again. OR...
6. If unable to find a match, select Create New Trainee Profile button.

g Sponsored by Nartlonal Tnstitutes of Health )) Varsion 2.20.1.3
Home Admin Institution Profile Personal Profile Status eSHAP Internet Assisted Review ﬂﬁ 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: 06/01/1398-04/302008
Enter search parameters to locate existing Profiles with Training or Fellowship invalvernent with BIH. If the desired Trainee is found, select"Create hew
Appointment" link to proceed to 2271 farm. Ifyou do notfind the desired Trainee in the search result, use the button "Create Mew Profile” at the bottom of
the screen prior to proceeding to 2271 form.

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

|[ Create Mew Trainee Profile ]I

Figure 27: Create New Trainee Profile Button

7. Provide required info then click Continue button.
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(@R Commons )
Sponsored by Nartlonal Frsritures of Health Version 2.20.1.3

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

Create New Trainee Profile

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

- Required

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

[ continue |[ cancal |

Figure 28: Create New Trainee Profile Screen

The Statement of Appointment screen will appear.

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 TRAINIMG IN PEDIATRIC MEFHROLOGY
Institution: EXT UAT DEMO CORP.
PD Name: Money, Cher D

PHS 2271 ©OmMB Mo. 0925-0001

*indicates reguirad field

 [Trainee Personal Information

For every research training appointment ar re-appaintment, trainees should review and update their personal infarmation by using the Personal
Profile link at the top of this page. Except for the e-mail address, persanal information may only be entered ar modified by the trainea.

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

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

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

* Email: |nihe|edr0nicsubmiss@|

Phone: 555-111-2222
Fax:

Degree(s) Earnedin Progress Completion Date MajorMinor Degree Completed?
BSHM 05/1988 i \id

Figure 29: Statement of Appointment (2271 Form — Top Portion)

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

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

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

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

For information on the Grant's Policy Statement, please refer to Section 11.3.7, Initiation of

Support, at this web site. http://grants.nih.gov/grants/policy/nihgps 2013/nihgps chll.htm#
Toc271265126

Figed of Refaarch Trasneng of Caer Dasndlopman {for Dl appaintmant)
Chpose 3 SpEcc subhald (e g, Dickogical chemesiry) unlass Me Geoader cabegory (6.0 Diochemisiry bs best
——Dwvelopmaental Biology (1620 ™

* Erom (MDD Moz (B
o2 |6

12

* To (MADDAYYY) 1.

QL
manths 0 Re-caloulate

Suppoit for Penod of Appointmenl

Type
* Sapend Level or Salan C o mepostooc ¥ ) 4.

* StpenteIaayOMer COMEENSatnn 2 (:_3'-'?4EI _:)

* Tuibpniees (ssbmated)

Please ‘Re-caloulss’ # Calendyr Dones wide usad b aaled Jales

* Traved 0
Totsl 3TH0
[cancel |[Resst][  SavedRoutetoTrainee || Delete |[ viewPDF || Save & Submitio Agency

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

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

a. Invite Trainee Now
b. Invite Trainee Later

Electronic Research Administration
( eRA Commons ))
Version 2.20.1.3

Sponsored by National Instiiuies of Health

Home Admin Institution Profile  Personal Profile Status eSNAP Internet Assisted Review ﬁ ﬂ Links eRA Partners Help
Invite Trainee to Register

Please selectthe "Invite Trainee Mow" hutton. An email invitation to register for a Commaons User ID will he sentto the Trainee and you will return to the 2271 form.

Ifyau decide to "lnvite Trainee Later”, the "Invite Trainee" button will appear atthe bottam ofthe 2271 form for future use

Hote: 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.

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

Figure 31: Invite Trainee to Register Screen

If the Invite Trainee Now button is selected, the system sends an email to the Trainee. Within the
email will be a hyperlink to begin Creating a New Account.
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If the Invite Trainee Later button is selected, you will return to the 2271 form. The Re-invite
Trainee button will appear at the bottom of the 2271 form for future use.

s B Traimees ina dusl-degres program {eag. BLOUFhUL
@hd Oves

o i braingd has presiously iecefved suppod om Kirsadein-HREA Faining grant of felosibip, @ will Be lis4d in Be able below. I B s of phior suppod i incomplals & mtomed, please go o B
A LM, AnCOURLS BB and T chisk on T Vil MW Suppoim Subirsien 3054 Rilltw T insiicend lof vaiilying NIH Biuppan

Appoantmed  Appointenent End  Sepend/Salary
Geong @ ARFA M Sxart Dol Dats Amt Dagrea Loved SLalis

skl f Foaabarch Tramning oF Caroer Diswlapimaan [lor (Tes sgeoeniimaat)
Choose a specific subleld (¢ g . bological chamistry| wrdsss the broader calegony (¢ g, biochwsmistny) by basl

~—-Eeopeerasaing and Femaniaecn (15200 -
* Freem MMDIDATYYY) woenn (B
* To (MADONYYY) LT T |
12 |mormns 0 dags Plaass ‘Fe-caboulate” i calendar boaes ware wsed b select dates

Tipa Tednl bor chis Grant (Ot cancs)
* cxpand Leval of Salary PHE - 21,180 PRE-DOC =

*® cYpendSalan s Compensafion 1180

" Tuontess (estmaled) 0

* Traal 1000

Todal 22E0

Sxve | [ Cancal | [Resd [ Fot-eniin Traines 12 Regeaber | [etuin | | view POF ][ Sawe b Submii i Agancy

Figure 32: Invite Trainee Later Screen

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

4.2 Account Setup — Trainee

The Program Director/Principal Investigator (PD/PI) initiates the Trainee’s training appointment
within the xTrain system and routes the Appointment Form (2271) to the Trainee. The Trainee
uses XTrain to complete the form and route it back to the PD/P1 with his or her electronic
signature. A similar process is used again at the end of a Trainee’s Appointment with a
Termination Notice.

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

4.2.1 Setting Up eRA Commons Account

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

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

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

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

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

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

After submitting vour registration request, vou should receive a notification about vour account
activation within 2-5 business days;it will contain the URL for the eR A Commons web site. At
that time vou will be able to access xTrain with temporary password which will be sent to vou in
a separate email. Please note that vou cannot use eF.A Commons xTrain svstem until vour
account is active.

Figure 33: Sample e-mail Letter to Trainee

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

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

4.3 Account Setup — Trainee from the Manage Account Tab

An SO or other Commons user with Administrative roles can use the eRA Commons Create
Account screen to create or manage a Trainee account from the Manage Account tab using a
similar process as in the xTrain module.
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ﬂ/ U.S. Department of Health & Human Services E)www.hhs.guv
Electronic Research Administration gxb‘w%% Welcome:
OER)} D:EBR

( e R A Commons ) & ((u Peien, RS O A

Fepes® Roles: 30 AR
nnnnnn d by Natlonal Institutes of Health Logout | Contact Us | Help

Home @G Institution Profile Personal Profile  Status eSNAP Internet Assisted Review xTrain Admin Supp eRA Partners

Accounts  Del
Manage Accounts nced Search Change Password

Account Administration

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

Figure 34: Account Administration Screen Displaying Manage Accounts Tab

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

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

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

5.1 Creating Personal Profile

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

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

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

o Personal Information
o Race/Ethnicity

o Residential Address
o Degrees/Residency

o Trainee Specific

Electronic Research Administration Welcome gl n_a
Institution: UMIVERSITY OF CALIFORMIA SAM DIEGO
s J
( eRA Commons ) Moot 10 50 Lo
Se Version 2.21.1.18

oooooo d by Natlonal Institutes of Health

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

Personal Profile

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

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

« Residential Address

« Degrees/Residency screen:
o Enter all relevant degrees earned or in process

« Trainee-Specific Information screen:
o 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 although not all of the required fields for trainees
are marked with an asterisk on all of the screens. In these situations, text indicates that they are
required.

5.2 Personal Profile Fields Checked by xTrain

The xTrain system relies on having current and complete information in a trainee’s personal profile
in eRA Commons. 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)

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

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

o First Name

o Last Name

o DOB - Date of Birth
« Citizenship

« Disabilities

e eRA Email

o Gender

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

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

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

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

5.3.1 Citizenship

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

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

Trainees in non-NRSA research training programs and participants in research education award
programs should consult the applicable Funding Opportunity Announcement (FOA) for citizenship
requirements.
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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 1-551), or (2) other legal verification of such status.

For more information on paperwork for permanent residents, please refer to the Grants Policy
Statement section at this web site: http://grants.nih.gov/grants/policy/nihgps 2013/nihgps
chll.htm# Toc271265042

5.4 Race/Ethnicity

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

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

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

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

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

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

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

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

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

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

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

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

5.5 Residential Address

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

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

5.6 List of Degrees
xTrain will check Degree information as part of the Appointment process as follows:

« PRE-BACCALAUREATE: does not have a bachelor’s degree
o PRE-DOC: must have a Bachelor’s Degree or equivalent
o POST-DOC: must have a PhD, MD, or equivalent

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

Use the Add New Degree button to provide new or additional degree information.
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1t of Health & Human Services E2 www.hhs.gov

Roles: Pl TRAINEE POSTDOC
Logout | Contact Us | Help.

Welcome: James Boned
é OEH) ID: BONDOO?
Q %/ Insttution: UNIVERSITY OF WISCONSIN
Tyt

List of Degrees (7]

Hotes and Tips:

Include all degrees completed or in progress.

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

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

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

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

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

Degrees 1- 3 out of 3 records

ree
it

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

Add New Degree
—

Medical Residency &
: : __
Area of Medical Residency End date or Exp':;?ge I:cx; Date of Medical Action E“g Stage Investigator Status End of Eligibility Date

No Medical Residency information entered.

Figure 39: List of Degrees Screen

5.6.1 Medical Residency Information

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

Residency

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

X degree has been added successful

Degrees 1- 1 out of 1 records

ompletion ree
__

DDS: DOTTOR OF DENTAL 1 i University College of Dental Me 07/2008 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 Residency information entered Eligible 0712018

Close

Figure 40: 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 CALIFORNIA SAN DIEGO
>
(( eR A Commons ) i Logou
Wersion 2.21.1.15

Sponsored by National Institutes of Health

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

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

* Medical Residency: Enter your most recent residency Information. f 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 (M MNYYYQ )

Submit | Reset [§ Cancel

Figure 41: Add Medical Residency Screen

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

5.6.2 Trainee-Specific Information

The Trainee-Specific Information screen includes additional information required for participation
in institutional research training, career development or research education.
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Figure 42: Trainee-Specific Information Screen

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

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

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

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

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

The trainee must check the appropriate box. If the “Yes” box is checked, please provide an
explanation in the space provided.
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NOTE: This question applies only to the trainee being appointed and does not apply to the
Program Director submitting the form.

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

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

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

5.6.4 Disadvantaged Background

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

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

o Come from a family with an annual income below established low-income thresholds.
These thresholds are based on family size, published by the U.S. Bureau of the Census;
adjusted annually for changes in the Consumer Price Index; and adjusted by the Secretary
for use in all health professions programs. The Secretary periodically publishes these
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

« 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
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case-by-case basis, based on appropriate documentation. Trainees beyond the undergraduate level
should consult with their training grant PD/PIs for further instructions.
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6 Search for WIP Appointments and Terminations - SO/BO

When the xTrain tab is selected for users with the BO and SO role, the List of Grants screen is the
default screen. There is a Search for WIP Appointments and Terminations tab that when
clicked displays the Search for WIP Appointments and Terminations screen. This screen provides
the user the ability to find appointments, re-appointments, amendments and termination notices that
are Work in Progress (WIPs). That is, the Appointments and Termination Notices are still in the
process of being submitted or, if already submitted, not yet accepted.

1. To access the screen, click the Search for WIP Appointments and Terminations tab.

S. Department of Health & Human Services £ www.hhs.gov

Eilectronic Re ch Administration h Welcome: Dusty Rhoades
OER ID; RHOADESD
( € R A C om mons ) (@) el BRERSTY O CoL0RAO0 e

aaaaaa 2 by Na utes of Health Logout | Contact Us | Help

Home Admin Institution Profile Personal Profile  Status RPPR BicUW FCOl Admin Supp eRA Partners

Search for Granis  Search For WIP Appointments and Terminations

Search For WIP Appointments and Terminations @
Tips and Hotes:

® When ARRA Funded checkbox is selecled, search results will contain Grants and Supplements funded by American Reinvestment and Recovery Act ONLY.
« List of Activity Codes currently supported in xTrain
e Stipend Level Links by Fiscal Year
* xTrain FAQs:
o Internal Users
o Exernal Users

Grant # ARRA
Trainee Trainee i . Funded WP Record Status
Last Name First Name Type Act ic Serial Year  Suffix PD Last Name PD First Name Only '@ Appointment Status ' Termination Status

| In Progress Pl -

| search

Figure 43: Search for WIP Appointments and Terminations Screen

The Search Criteria include Trainee Last Name, Trainee First Name, Grant # Type, Activity
Code, IC, Serial Number, Year, Suffix, PD Last Name, and PD First Name. If the ARRA
Funded Only check box is selected, the system only displays ARRA funded grants.

NOTE: A red asterisk (*) next to the field name indicates a required field. Of these search fields,
IC (Institute/Center) field is required.

2. Enter the appropriate search criteria.
In addition, the system requires searching by WIP Record Status.
The WIP Appointment statuses are:

« In Progress PI - The PD/PI is the current reviewer of the form.
« In Progress Trainee — The trainee is the current reviewer of the form.
« All WIP Records- The system displays all in progress records if appropriate.

The WIP Termination statuses are:
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« In Progress PI - The PD/PI is the current reviewer of the form.

« In Progress Sponsor — The Sponsor is the current reviewer of the form.

« In Progress BO - The BO is the current reviewer of the form.

o All WIP Records- The system displays all in progress records if appropriate.

3. Select the appropriate appointment or termination status.

4. Click the Search button to execute the search or click the Clear button to clear out the
search criteria.

When the Search button is clicked, the system displays the search results. If no records are found,
the system displays the following message: No records returned. Refine the search and try again.

1-d04 10
Traines 4 | i pointmant 4 [Appoantment 4 | I - aippointmant 5 | Baper Signature  |Tarmination 4
e e I o o s P Sk P i vl v curemcevewer "5 wow | nceo |
o UNIVERSITY ]
Shonts, POST- Frogre &@n
Haw 5T320KISA809-30 OTRA2013 0602014 Swaltoer, Alvent 58 " Esectronic IEIESEEE  paack vas Unchecs 2271 iw  Ze71Eom
Jim COLORADD DOG Trainee s b

DENVER

UNIVERSITY
Bug . Mew ST320KI09895-00 OTRA2013  08E0R014 Salk donas O P DlacionicinProzress Pl Payback No Ghack 2271: Miew  ZZ71Eorm
DEHVER Pabick
UNIVERSITY
o, - - . Hugo,Viclor  OF FRE- M : wiew
Haw H1320KANANAG-0851 U400 UBNGROT0 ogo, Vel L cmapopoc,  ENTonicinPrgress Pl LS Res: Mo Chck SR 12271 Foem
DENVER

UNIVERSITY e
i 1 ITA20KI99093-0051 04142010 08152010 Gl i PRE-  Edechonicin-Progress i ' Y |
sandy  Mew o Whiplash  COLORADO DOG ectronic n-Trocess 2z SILEom

DENVER

Reguiles 44: Search for WIP Appointments and Terminations Screen Displaying Appointment Search

The following hyperlinks are available in the Appointment Status column.

« In Progress Trainee
« InProgress Pl
« Accepted

The following hyperlinks are available in the Termination Status column.

In Progress Pl

In Progress Sponsor

In Progress BO

o Accepted

When any of these hyperlinks are clicked the system displays the appropriate Routing History
screen. For more information, please refer to the Routing History topic.

The following hyperlinks are available in the View column.

o View 2271
o View Payback
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e View TN

When any of these hyperlinks are clicked the system displays the appropriate form in a PDF
format. For more information please refer to the View 2271 and View TN topic or the Payback
Agreement form topic.

The following hyperlinks are available in the Action column.

e 2271 Form
e Term Notice

When the 2271 Form hyperlink or the Term Notice hyperlink is clicked, the system displays the
Statement of Training Appointment form screen or the Termination Notice form screen
respectively. On both screens, there is a Cancel button and a View PDF button.

On Statement of Training Appointment form screen there is also a Validate button that when
clicked, the system displays any validation errors. The validation process does not change any
status. For more information, please refer to the Appointment Errors/\Warnings Quick Reference
topic for more information.
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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 (for T-activity codes that are not T35), without prior approval by
awarding office.

the NIH

The time period may be different for scholars appointed to institutional career development awards

and participants appointed to research education awards.

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

appointment.

In addition to the Statement of Appointment, a signed Payback Agreement must be

submitted for

each postdoctoral trainee who is in his/her first 12 months of Kirschstein-NRSA postdoctoral

support.

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

pointment
ov/files/xTrain

UG_v2.26.0.0.pdf.

i) A

= PD/PI identifies Trainee,
E% = Nitiates Appointment by *
/(K\ filing out the 2271 and

' routes 2271 to Trainee

(= Trainee fills out the 2271

= _____s-a-""_
Program Director/ * form and routes it back to == Traince
Principal Investigator PD/PI

PD/PI reviews

completed 2271 *

and routes it to
Agency for final
approval

|l Quick Reference: http://fera.nih.gov/files/xTrain Initiate Appointment.pd

f
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Figure 45: Appointment Process Flow

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

1. PD/PI logs into eRA Commons and selects the xTrain tab to bring up the My Grants
screen. PD/PI is presented with a list of his/her grants.

2. PD/PI chooses a grant and clicks the View Trainee Roster hyperlink.
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Figure 46: My Grants Screen

3. Click Create New Appointment beside the desired grant.

s Appoinimeg = Fpjsifisid Termisafion E:ﬁ | — B Eurianl o .
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Figure 47: PD/PI Trainee Roster Screen

4. Enter the Trainee Commons User ID in the Trainee User ID: box then click the Continue
button. The system associates the Trainee with the grant and displays the Statement of
Appointment screen.
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Figure 48: Enter Trainee Commons User ID Field

If the PD/PI does not have the Trainee User ID:, click on the Identify Trainee hyperlink to enter
other search parameters to help locate an existing Trainee User ID: or click Create New Trainee

Profile to create a new trainee profile.

Electronic Research Administration ' Welcome texp
5 Institution: EXT UAT DEMO CORP.
”
( eRA Commons ) oty o Losut
Sponsored by Nartlonal Insritures af Health Version 2.17.2.2
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

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 bottom of the

screen prior to proceeding to 2271 form.

Ci User ID

* Last Name First Name |mue Name
I || Search | Clear |

Create New Trainee Profile |

Figure 49: Identify Trainee Screen

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

My Grants
Statement of Training Appointment

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

PHS 2271 OMB Mo, 0925-0001

*indicates required field

 [Trainee Personal Information

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

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|en:tronicsubmiss@|

Phone: 555-111-2222
Fax:

Degree(s) EarnedIn Progress Completion Date MajorMinor Degree Completed?
BEMN 051988 ! i

Figure 50: Statement of Appointment (2271 Form) — Top Portion

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

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

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

appropriate to trainee degree and experience.

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

4, Must recalculate date if calendar boxes are used.

For information on the Grant's Policy Statement, please refer to Section 11.3.7, Initiation of
Support, at this web site. http://grants.nih.gov/grants/policy/nihgps 2013/nihgps chll.htm#
Toc271265126
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Figure 51: Statement of Appointment (2271 Form) — Bottom Portion

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

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

your discretion.

(save | | cancel || Resefl]_ Save & Routa to Trainee__ [P Dalate | [ view POF | [ Sava & Submitio Agency

Figure 52: Additional Appointment Action Buttons

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

Provide Comments

PGS ard BT EOTodt b B Gl O L0 S0 e Lo i Do - 12 vl i o g ] L & B,

Latrmenie
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| Cascel |

Figure 53: Create Appointment - Provide Comments Screen
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NOTE: Comments can also be seen from the Routing History. The Comments: text box is limited
to 2000 characters.

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

i Hoame  Adimin  Institimion Profile  Peisonal Profile  Status  @SNAP XTrain Links eRAPainers Help
My Granis

Route to Trainee Confirmation

The Appointmant Fomrm was successiully roulad and Email aboul this action was sentio Trainae.

Figure 54: Appointment Initiation Confirmation Screen

8. The status of 2271 is changed to In Progress Trainee.
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Figure 55: In-Progress Trainee Status Screen
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After receiving an email about the appointment and logging into xTrain, the trainee reviews and
completes the necessary information. The Trainee then routes the 2271 back to the PD/PI.

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

e
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Figure 56: In-Progress PI Status Screen

9. To complete the Appointment, the PD/PI reviews the 2271 form one last time by clicking
the Process 2271 hyperlink, and then clicks theSave & Submit to Agency button.
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Figure 57: Bottom of 2271 Form

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

Provide Comments

Plesse enfer comments below to send them by -mail 1o the neet recipient of this form.

Coininents:
I am submicting Ima Newbie's Appoinctment Lorm. She is a wondseful addivion
ta our program. Lee me know if you have any guestions.

Cher D. Money

o
(! Ceortirg e ﬂ' Cancel |

Figure 58: Provide Comments Screen

11. Click the I Accept button.

Submit to Agency Certification

I cerity thal this indiddual 1S gualiad Tor this program and is eligible o receive Tnancial
support for the pariod specified abowa, & copy of this appointrment form will be given bo the
individual
e

| Accept || Cancel |

Figure 59: Submit to Agency Certification Screen

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

Submit to Agency Confirmation

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

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

Fayhack Agreerment Farm
Coane >

Figure 60: 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:

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

o Mail confirmation of permanent residency, if needed

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

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

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

7.1.1 Submit Appointments to the Agency Using the Batch Process

The PD/PI also has the ability to submit appointments to the Agency several at a time through the
batch process instead of individually. If there is an error or a warning, the PD/PI is able to review
errors and warnings for each appointment. The PD/PI can also enter a comment for each
appointment.

To submit Appointments to the Agency through the batch process:

1. Open the My Grants Screen.
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Figure 61: My Grants Screen with the View Pending Submissions Hyperlink

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

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

Home Admin Institution Profile Personal Profile Status eSNAP Internet Assisted Review ﬁﬁ Links eRA Partners ﬁ

Pending Submissions

Select Al Appointment ¢
——{Appointment I||::egghre HcuredSipaki i Total|  Action Submit to Agency Comments
Trainee Type Level | Salary | Fee i
Hame (s)

5T32DA001234- 19 (Budget Period: 07/01/2010-06/30/2011)

Day,

PRE- Wiew 2271
O sunny Mew 03/01/201102/29/2012 PHD Doc 21180 0 1000 EUSTEPrOCeSS 5971 ‘ ‘
|
Tine, -
i PRE- View 2271
0 Valen Mew 0210112011 01/31/2012PHD DoC 21180 8698 1000 30878 ! ‘

Process 2271

Select and Submit

Figure 62: Pending Submissions Screen

4. Click the Submit button.

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

7.2 Process New Appointment — Trainee

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

= i o
i efi - Tranes Fogordments srd Tamirations gB-B = v Page = Safety e Took= e

?uﬁ.ﬁ Trame Aproimerts ad Tervr
ke v A o m:u-.,au-.r.-.-mwmr.-. hFj'*"‘ WRIEHME MANBEE
Insfkabion EXT AT DEMO CONE
( Commons ) Aumcity TRUNEE FOSTDOC Log-oul
=1

Spemidrid by Mavtdanal laitifaiis af Nealik

My Appointreents and Termenations

Trainee Appointments and Termmatmns

lips and Netos:
= Tha Pregram Dvector Cohumn abwaym shows the Contact P for mrailli-Pl granta

B1-ze2 20

Garainl o ApperETeT mamgm Tormrinalion
lnamber = Typa * SaribDabe ¥ End Date s v,

oy

. FIk|

STIIMM D023 WAOHEY, EXTAT POST-  WProprss gl e
Y Reaggointmant 0110818 20120814 i CEMDCORF DOC Toiks el ?—L.L-
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Figure 63: Trainee Appointments and Terminations Screen

3
-

|
|
A
|
|
:
i
i

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

Piajact Hiiinbai: TE2 Wi 31 3000
Agpairdinein Samss In-Frogress Traines Yee Royling Hizlor
Paajoct Tala: XTRAIM DEMD TRAIMIMG FRAMNT
lanimione USNVERSTY OF PERMS YR
PO Mame: koney, Cher O

IPI’I"E-EEH AR MO E2S-0001
*raliestes nequirad fiald

 |Traimee Personal Infarmaticn

For pvery resoarch frairenp appoiniment or re-appointment, trainees showd reviews and update fieir personad infermalion by using the Personal
Profie link al the lop of this page. Excepd for Tie e-indil sddress, parsonal informalion miay ardy Be entéred ar modiled by he ainse,

| Lowsa Wi, Firsd Home, Wi Retstoz, Ima Brand
SSHE 000001 334

Adddress Line 1 122 My Home Road
Aahlyees Lilss 2
Adilrass Lins 3:
Addddress Lines &

Ly, ST, Z0% My City, WD, 12745
Coungrys UMITED STATEE

* Email: |BskeraEmeil ik goy
Phome: 5551 23-4507
Fas

Degres{si Emnedin Progress Completion Dafe Kajor Minga Degree Compleied?
BE 052003 Biologw Y
[[ln]} Da200e I ¥

Hame of Specialty Boards (f apphcable)

Select Speciakty Board Coda ||
I8 e Traires in & dual.degres program (e.g. MOPHDT
i Crves

Figure 64: Statement of Appointment -Top Portion

Prior Kirschstein-NRSA Support information is pulled from the profile. To correct or update this
information, go to Admin/Account/Verify NIH Support and enter a grant number. It is here that
the Trainee would review the remaining information on the form and contact their PD/P1 with any
concerns.

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

F

Prior NRSA Support

If the trainee has previousty received support from Kirschstein-NRSA training grant or fellowship, it will be listed in the tabie below, If the lis of
priof supppr i$ Incomplele or incomect, please click the NIH Support Menu lab above and follow the ingtructions for verifying MIH suppod

Appoirtment  Appaintment End
Gramt = Pl C1art Date Date Stipered At Degres Level Status

Field of Research Training or Coreer Development (Tor this appeintment)

Choose a specific subfield (e.0., biological chemistry) unless the broader category (.0, blochemising fits besl
—Fedatne Oncology (7330) E

* From (MMIDDAYYY) 07//2006 [
* To MMIDDAYYYY) oe/30/2007 S

12 |months 0 days Rercalculate | pioase "Re-calculate” if calendar boxes
were used lo select dales

Support for Period of Appointment
Type Total for this Grant (OnuE cents)
* Stipend Level or Satary 0-36996 POST-DOC |v]
* Stipend rSalary/Other Compensation 36396
" Tuiionifeas festimated) 12000
* Travel 1200
Total 50196
save || Cancel || Reset Save & Route to P View POF |

igure 65: Statement of Appointment - continued

When the Trainee clicks the Save & Route to P1 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

M Appointment validation errors:

- Trainee citizenship must be entered. Trainee must enter this infarmation an Persanal Profile screen in eRA Commaons.
(1D 20001 4)

Project Number: T32 MH 312008
Appointment Status: In-Progress Trainee Yiew Routing History
Project Title: =TRAIN DEMO TRAIMIMNG GRANT
Institution: LIMIWVERSITY OF PERREYLWANIA
PD Name: Money, Cher D

F

igure 66: Statement of 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 the Continue button.
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Provide Comments
FPleagse enler comiments Baloe 0o Send e Oy e-mail b 1he meel redipient ofis fom.

Canmnmse
I believe 1 hswve inocluded mll the pecessary informabin, 1 look forward to this cpportunity.

Ima Newbie

( Conlinse ancel

S

Figure 67: Provide Comments Screen

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

Route to Pl Confirmation

I carify thal the slalements herain are true and cormplate 1o e best ol ry knowladge and that |
willl camiphywith sll applicable Public Heallh Service termis and condilions governing my
appainiment. | am sware that any falze, fictiious or fraudulent statements or elaims may subject
me o chirminal, chal, o adminisirative penalhes,

Figure 68: Route to PI Confirmation Screen

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

Route to Pl Confirmation

The 2271 Forn was successiully routad and Emall about this aclion was sentto P

(oone)

Figure 69: Route to PI Confirmation Screen - 2271 Form Successfully Routed

- - - & Ploman . & Depan a & Tmimmalicn & Cunesl
[t Humber oy el T EndDaln = Daba T iacie T TR T B = Salun T Brdawm v Aciom
ST AIMIN 200 Ware Chir EKT UAT POET- Lol ﬂ=| 1371
o SRl Calel W CENG CARP. DS EeEatl ;uw'l:hv e tam
Erssach

Figure 70: Appointment Status - In-Progress Pl
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7.3 Reappointments

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

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

To reappoint a Trainee:

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

Kirg Lion  BMew 10 A TR0 NI L0 er PO it  Becronit 2T MGENCY LELL
B —— vigrw P gitiack

Figure 71: Trainee Roster Screen—Partial View Showing the Re-Appoint 2271 Hyperlink

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

Grant or Supplement Available for Re-Appointment

Flease selecta grant or a supplement number for re-appointment

Select a grant for re-appointment

Select a grant for re-appointment
5T32NS041234-10( Budget Period: 07/01/2010-06/30/2011)
“ From (MM/DDMNYYY)

* To (MM/DD/YYYY) &
mnnm5|D |gays | _Re-calculate |

Figure 72: Grant or Supplement Available Drop Down

Period of Appointment

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

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

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

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

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

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

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

7.4 Amendments

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

o Name
o Permanent Mailing Address

Appointment Period

Support from the Grant

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

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

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

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

Eows, Basgs 2006 OTA01 L2106 DEALI0NT Yes Eﬁ:‘ sriplsd  Fegor

Figure 73: Amend 2271 Hyperlink

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

3. When you view the 2271 PDF file, there will be an Amendment section appended at the
end.

If a Kirschstein-NRSA research training appointment is ending earlier than initially planned, the
PD/PI should initiate a Termination, which will automatically amend the appointment and capture
the new end date.
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For institutional career development and other non-NRSA appointments ending early, the PD/PI
should document the new appointment end date by amending the appointment, unless specifically
instructed to use the Termination Notice by the NIH awarding Institute and/or Center (IC). Refer
to Section on Terminations for additional information.

IMPORTANT: Original Appointment

10. Are you Hispanic (o Lating)? Markp)  ICIvEs Bino  Clintenbonalty Withheld

11 What's your racial backgroud?  Mark (X) one or more 12 Do you have a disability?
(] American indian or Ataska Native Cves Eino Lo notwish o provie

L Mative: Hawaiian or other Paciic Isiandes

(] Asian If yes, which of the folowing categories describe your disabilty les)

L_i Black or African American 1 1

& white L_i Hearing L Motaity Orthopedsc Impairment

(T intentionaty withneld T [ Cloter

13, Are you from a disadvantaged background?
Clves Clno (Clinentonaily Witheis

14 FIELD OF RESEARCH TRAINING OR CAREER DEVELOPMENT  jfor this appoinimeni) 15. PERIOD OF APPOINTMENT  (Monif, day, year)

Enter a 4 digit code from instructions: 3200 From: 09/03/2008 Too QS/02/2009

16, EDUCATION — AFTER HIGH SCHOOL  (Indicale ¥ academic and professional education. For foreign degrees, ghve ULS. equivivent )

(2) Mame of Institution and Location () Degree(s) (<) Major Fied (dihnor Fieid
{List most recent first) Received
Degree | MY,
Colorado State University BS 12/1997
University of Minnesata PHD  |0%2010 |Pharmacology

PHS 2271 Page 1012

Figure 74: 2271 Form

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

AMENDMENT

Field Name Original Value Amended Value

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

SUPPORT FOR PERIOD OF APPOINTMENT

Stipena $20772 $5885

Trainee Signed Date 08/08/2008

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

PHS 2271 Page 2012 continued

Figure 75: 2271 Form’s Amendment Section

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

NOTE: Amendments follow the same process as Appointments.
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7.4.1 ARRA - Ability to Reappoint Trainee to a Supplement

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

Grand or Supplemaent Avaliabis for Re-Appoiniment

Plaass sl 3 gran of @ BUCESMEnt NUmES 100 rg-3ppoinimand
Salecta grant for e-appoingment w
Salect a grant for re- appoadmignt

I2GM 00138 551 Budget Panad. 07701 2009-0630,2001)

SumE R

ooy |
* T (MWLDOA YY) orazow [

12 |monins |0 days Re-talcul®® | piggss Fe-calrutate” f calendar bones wons used 82 soloct dates
| Support for Parod of Appomiment

Ty Tolal for this Grant (Omir cents)
* cxpend Level or Sakary PRE - M PRE-DOC ~

;- e S alan O CompanEalion HEM

¥ TuitionAens (astmaedy 13134

* Travel ]

Total H110

Figure 76: Re-Appointment Screen

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

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

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

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

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

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

= PD/PI locates Trainee on
Roster, initiates a Termination
Notice (TN), inputs additional -»

info and routes TN to Trainee N\

= Trainee fills out required
Program Director/ * i b I
Principal Investigator information and routes the TN Trainee

\ back to PD/PI

PD/PI reviews TN and
routes it to BD

apprmres.
== and routes ==
TN to
Agency
Agency
[ Quick Reference: http:/lera.nih.gov/files/xTrain _Initiate Termination.pdf

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

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

Sponsor (for fellowships)

Sponsor Delegate (for fellowships)

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

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

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

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

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

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

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

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

o, Grip 14 2108 (AR RS (] TR E"':,'g'_ Tl% i) Famii

Figure 77: Initiate TN Hyperlink

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

NOTE: For form completion instructions and the form itself click
http://grants.nih.gov/grants/funding/416/phs416-7.pdf.

Terminations 59 April 29, 2014



XTrain External/Institutional User Guide

NOTE: The PD/PI must select the name of the Business Official (BO), who will submit the
termination notice to the agency.

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

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

Trainee Personal Information

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

Last Name, First Name, MIi: Denmatk, Dean L.

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

City, State, ZIP: |,

Country:

Phone:

Fax:

Degree(s) Earnedin Progress lf‘ ion Date [Major Minor |Degree Compl 7
Bs [o111999 b [v

BA J' [

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

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

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

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

All comment text boxes are limited to 2000 characters.

The Termination Notice can only be modified once.

Only the Business Official (BO) can submit the Termination Notice to the Agency for
NRSA appointments and fellowships. For career development awards (e.g. K12, KL2, and

KM1) and research awards (e.g. R25, R90), only the PD/PI can submit the termination
notice.

o s~ wbh e

8.2.1 Early Terminations

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

NOTE: Only whole numbers are allowed in the Amount of Stipend Salary field.
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Terminabicn Qale * 1

in
o33uz01k | Modify Termination Dats ) Dy, Sunny 3
Total Kirschstein - NRSA Support Under This Award
x Standard Stipend Humber of
Support Year Start Date End Date Amount of ARRA
Stipench Salary Amount Months  Days
Year 31 07012009 06302010 20,976.00 12 0
Year 32 07012010 0332011 15535.0 21,180.00
Totals: 36661.00

Frovide @ sumrnary of training rcehoed and resedrch underakan duning traines tenune. List publications, if any, resulting from e reseanch

during this perod. List grants and career awards pending and received, If irgining appoinimeant i being ferminated early, sake reason. (2000
characters maxinam)

-0R-
Uplosad PDF File
Activity Organization Type of Position
) Further EducationTraining ) Academic O Student
O Teaching O Industry O ResigenyClinical Fellow
) Research ) Government () Postdoctoral Researcher
) Admunistration ) Hospital () Research Sdentist (non faculty)
O Clinical Practice O Mon-profit I Faculty: Tenure-Track
) Unknown O Unkniown () Faculty: Other
) Other ) Other (O Clinical Staft®rivate Practice
) Uniknown

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

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

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

NOTE: The Termination Date format is MM/DD/YYYY.
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Modify Termination Date

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

* Termination Date

B

[ Caontinue ] [ Cancel ]

Figure 80: Modify Termination Date Screen

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

IF kricrm, @riler posiion fille, arganizalion, and related infornabion:

Prasilion Titbe:
Fielt:

Matee of Crganization:
City

State! | Selact Slate ~|

Phone Ha: | E

 |Mailing Address afler Termination of this Hirschstein NRSA Support |
Shreat; |
City: |
Stata; | Select Slate >]
aw; |

Phone Ho; |

Etnail: |
[Other PHS Senvice Obligation Swppert
* Hational Health Sendce Cod s Schola ship: o, of Months: 0
" Hirsclistedn-NRS Az Mo of Mardns: |0

I the frainee has previoush received seaport fram olber Kirschslein-NRSA raining grars or TeBowships, ilwill be listed in
the 1able balowe. Hihe Bstof pror suppar is incomglele ar incorrect, plessa contact the eR& HelpDask

Grant Nuimbes Frain Ta

15 the Tpaimee cul Tenthy jamicipating n MH Lean Rejpayiment Progiain? O ves & Mo

m cancal |
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Figure 81: Termination Notice (Form 416-7) — Bottom Portion

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

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

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

Provide Comments
eowwould like 1o 2end comments by e-mail to the nesd recipient of this form, please insed them belows,

Comments:

I have enjoyed your participation with our training program. Flease complece
thizs Termination Motice and route 1t back to we to close out your Appointment.

Cher D. Honey

] T nrlinge H Cancel |

P, e

Figure 82: Provide Comments Screen

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

Termination Motice Confirmation

Tha Terrmination Motice was succassiully rouled and Ermail aboulthis action was senlio Trainae

Figure 83: Termination Notice Confirmation

6. At this point, the status of the Termination Notice (TN) is changed to In Progress Trainee.
If no action is taken by Trainee in 14 business days, the system will automatically route the
form back to the PD/PI, send a notification to PD/PI, and change the status of the TN to In
Progress PI.
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WewTl 271
Dk, CHiip 003 OO0 1 04 B S YRS E"‘ MeE0lal | Papsd iunm_ H{m:.n::hp _EL"‘ "Ekgo]
Potadk  -Tam

Figure 84: In Process Trainee Hyperlink

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

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

; 231

Alired
1
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. , POET. (LT . T
s, Cirig 03 BTN 0FEA004 OIS0 Vam O Arcemhd  Papr o Elacrae | Lo o e
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Figure 85: PI Trainee Roster Screen

8. 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.

* Mativul Heall Service Coo s Schodoa ship: Mo, of Mordhs: |0

* Kirschstain HRSA: Ho. of Maniks: |0

IFine Irainge has previowsly recebed Seppor rom alher Kirschelgin-nRsA raining grants o fellowships, ilwill be Bsted in he
table befow. Tthe et of prior support IS incormpleta or incorract, pleage comact the eRA HelpDesk.

Gramd Humber From To
I5 s trainea cimranthy participasimdg in HIH Loan Repagnmeim Programi = vas Mo

Sava || Cancel || Reset] | Save 6Rauls o Trainee M Save 6 Raute o B0 [I:E elete | [ wiew POF
p—r

e
e —

Figure 86: Termination Notice (Form 416-7) — bottom portion

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

I o el ke to Send cormnents B e-mna il 10 the nest reciplant orthls fonm, please Insert e Delow.

Comments:
Chip N Dale iz no longer with our training progrem. Here 13 the Termination

Notice.

Cher I Honew

| antin ua [ Cancel ]

Figure 87: Provide Comments Screen

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

Termination Notice Certification

I cerlify that 1o the bestof my knowledge all the above information is correct

G0

Figure 88: Termination Notice Certification

11. Click the Done button.

Termination Notice Confirmation

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

l_ Ciane _I

Figure 89: Termination Notice Confirmation

12. Status of TN is changed to In Progress BO.
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Figure 90: PI Trainee Roster Screen

8.3 Process Termination Notice — Trainee

To process a Termination Notice as a Trainee:
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1. From the Trainee Appointments and Terminations screen, the Trainee clicks the Process
TN hyperlink to access the form.

Tralnes Appolntments and Terminations

El-ren 1@
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Figure 91: 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.

Termination Notice - Ruth L. Kirschstein National Research Service Award

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

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

Trainee Personal Information

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

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

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

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

"'Eman;ieRAStage@mail.nih.gD

Phone: 1564454445
Fax:

Figure 92: Termination Notice (Form 416-7) — Top Portion
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Degree{s) Eanedin Progress Completion Date Majos Minot Deqes Completed?

BA 032004 f Y
WD 02011 I M
Tormination Date and Business DMicial submatting the Terminaticn Molice (o NIH
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03152004
Famouat of Standard Stipand
Suppoil Yiea Stat Date End Date
Stipend Aot lhmll Dm
Vaar 0712003 Q3312004 25 650,00 a a
2473500

Tl'lll'lll‘ll Racermd

Frovide & summary of raining recened and resesrch undenaken during trasnee tenura. List publicalions, I any, resuRing from
tha research durmg this period List grands and career awards pending and recered If iraining aopointrment is baing
feerningdec early, siale regson, (2000 charachers madimum)

. OR -
[ptoad POF Fite
Type of Position
{:‘rFurmar EducationTraining C ACatemic ) Stugent
i Teaching O mndustry C ResidenvClinical Fallow
) Research O Government (i Postdoctoral Researcher
() Administration ) Hospital () Research Scientist (nan taculty)
() Clinical Prachice ) Mon-proft () Faculty: Tenure-Track
) Linknigwm (2 Uniknicnam () Faculty, Other
O othar| ) Othar | © ciinical statiPrrvate Practics
(2 Unknewn

O Gither

Figure 93: Termination Notice (Form 416-7) — Mid Portion

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

Training Recetved

3

Frovide & summary offraining recerved and research underaken during tralmes tenura. List publications, § any, resuiting fram
thi resaarch dunng this perind. List grars and career awards pending and racaived. (f raiming sopoinesent is being
terrainaindid enarly, shale reason (2000 charmclers maximurm)

Post Award information
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Figure 94: Upload Training Received Screen

W knoesmy, ender positon bile, organizatan, and relsted miormmadion

Position Tile:
Frall;
Hanmwe of Organization:
Ciny:
State: | Select State |

Phana Ho: |

ailing Address afler Termination of this Kirschsiein-NRSA Support
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¥ Cinge |,-‘n.|:nrn
* state: | INDILAMA >
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Figure 95: Termination Notice (Form 416-7) — Bottom Portion

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

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 eSNAP Internet Assisted Review ﬁm Links eRA Partners Help

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

(= t

I have completed my application. Please rewview and let me know if I have missed anything. If not, plesse submit this form
to Agency.
Thank wyou,
Turi Gorh

Cancel
Figure 96: Provide Comments Screen

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

Termination Motice Certification

In signing this form, | cadife that the statements therein are true and complete 1o the best of my knowledge. wWilltul
pravision affalse informalion is & criminal offanse (LS. Code, Tille 18, Saclion 1001). | am aware lhat any false,
ficlitious, or fraudulent statemnent may, in addifion 1o other remedies available fo the Government, subject me to
civil penalties under the Program Fraud and Ciil Remedies Act of 1986 (45 CFR Part 79}, Also, il have a payback
obligation, | understand that payback semice must begin within 2 vears of terminating my Kirschsteln-NRSA,
Support; othersise, Tnancial payback becomes due, unless an exdension ofthe 2-year serdce initialion pedod or a
wabver ol the obligation is granted. I also understand that it fail to repay both principal and interest, the Fadaral
Government will fake suthorized actions to collect the dabt.

¢ cenn 1i careel)

Figure 97: Termination Notice Certification

7. Click the Done button.

Termination Notice Confirmation
The Terminadon RNOolce was Succas stully rouled and Emall abowl this aclion was Sentio

Dosie

Figure 98: Termination Notice Confirmation

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

Trainee Appointments and Terminations

Elv-rary 10

[P - - - T = 1 - -
T famibute T Endloes T Dute = -
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Figure 99: 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: Ifa TN is sent back to an Institution by the Agency and the TN has a status of In
Progress BO, the Pl is able to recall the TN.

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

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

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

( l'_"lw. A Commons ))

Sponsored By Wariomal Fascirecas af Mealirk e & 198,11
Hoirisr  Adidin matilnon Profils Pecsonal Posila Stanss aSMAP ) l'Tlﬁ'h'.. it aftk Pamnors
SearchsTor drams

List of Grants

* Project S1an Bars * Prsjct End Dta

Actaety Codo 5 Sorial Humber P Last Ruwe

|| I [prngeos B [inseons | searen | [ ciear
Figure 100: List of Grants Screen

2. Select the View Trainee Roster hyperlink.
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List of Grants

[Wihen ARRA Funded checkbon i seected. search nesulls will conten Grants and Sopplemants fnded by Amencas Rerrvestment and Recomeny Act OHLY

Progeci Start Dabe BRFA Funded Ondy
Aciheity Code K Sonial Rember PO Lasd Haoss Project End Cate
= ] fa (Sean ] [Cer
Erwuw 108
el DIDAASTE BT LS, HEW TRAPSNG PROGRAN
008233
ﬁiﬂ BT AT FESLAR OHIF, 44 EIOTECHNOLOGY TRANING GRANT

Figure 101: BO Trainee Roster

3. From the Trainee Roster screen, BO clicks the Process TN hyperlink to open the form.
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Figure 102: BO Trainee Roster Screen
4. BO reviews TN and clicks the Save & Submit to Agency button at the bottom of the

screen.

Other PHS Serdce Obligailon Support
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Figure 103: Termination Notice (Form 416-7) — bottom portion

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

Continue button.

Provide Comments

fyou would like 10 send comments by s-mail to the next recipient of this form, please inserd them below.

(ECTIEE]] B
Thiz Termination HNotloce for Chip M Dale reflects the new Harch 15

cermination date. Let me Know 1L y¥ou have guastions.

Howard 0. Duck

c Confinue 3| Cancel |

Figure 104: Provide Comments Screen

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

Termination Notice Certification

| certifiy that e inforrmation provided for "Dates oT Support Under This 2aeard”, and "Total Sipend Recoived &
Mumber of Months Supported under this Award” is correct according 1o institutional records.

Tl 1 cenir TY cancer
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Figure 105: Termination Notice Certification

7. Click the 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.

Sponzsored by National Tnstitures of Health

Electronic Research Administration -
( Commons ))
Wersion 2.22.1.49

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

Search for Grants

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

I Done [

Figure 106: Termination Notice Confirmation

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

il l

Paod A 7771
Dri, Cnip B4, 002 OFNARIE M0 AR Yes E‘gir- frpapied Faper A engy Elehionic TR AGENCY by ;IE_I

Figure 107: BO Trainee Roster Screen

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

8.5 Terminating Fellowships

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

The Fellow/PD/PI locates his or '\
her name on the Trainee ﬁ
mm=  Roster, initiates a Termination *f__,/
MNotice (TH), inputs additional . §
info and routes the TN to the 'I g
Sponsor g
Fellow/Principal : o
Investigatn? The Sponsorreviews and cerifies the Sponsor

information and routes the TN to the BO

The BO

? /
. “* approves the
\ W L L
submits the
, __r_.ﬂ:ig_* TN to the
[ N

Agency

Business Official (BO)

- Guick Reference: hitp:lera.nin.gov /filestermination fellows hip.pdf

Figure 108: Termination Flow for NRSA Fellowships

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

The individual that initiates the award termination is the user.

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

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

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

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

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

form.

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

« The Termination Status is set according to the role of the individual who initiated it: Either
In Progress PI, In Progress Sponsor, or In Progress BO.

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

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

(0]

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

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

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

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

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

NOTE: (If no action is taken):

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

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

days

8.5.2 The BO Reviews and Submits the TN to the Agency

« The BO logs into eRA Commons, selects the xTrain tab and is presented with a Search
screen. The BO enters search criteria and clicks Search. The BO selects the View Trainee
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Roster hyperlink for the grant.

« From the Trainee Roster screen, the BO clicks the Process TN hyperlink to open the form.
The BO reviews the TN and clicks the Save & Submit to Agency button.
o The system runs the validation process and presents any errors or warnings to be
addressed by the BO.

o If error-free (warnings are OK), the form is submitted, the BO’s Electronic Signature
is recorded and the Termination Status is changed to Pending Agency Review.

8.5.3 The Agency Processes the TN

1. The Agency can accept the Termination Notice or return it with comments.
2. The Agency cannot immediately accept the TN if the end date of the Fellowship was
modified and the stipend does not agree with the Notice of Award (NoA). In such a

situation, the Agency user has to put the Termination Notice on hold until the NoA is
modified
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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.

9.1 Delegation — ASST Role

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

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

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

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

9.1.1 Assign Delegation

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

The system displays the My Delegates screen.

D) wwew khigov

J..IH ...... Researeh Adminisiraiis F s vl g
(( eR “Com mons )) ‘;é'} (@ i s o o s
ad by Na wtar af Mealth = _—

Inalitation Frofile Personal Profile  Slate eSHAP  aTren fdmn wHil Partners

My Delegates @

Wit Pl ol BEy B3 b Bt Tl RBwANG BuTherity| SumonBes | PRF, Prograss Report, xTRAN, Sistus

Wy Cusrrend Dudasgeviiares

Pl DTS, Wls iERTH]

Figure 109: Commons My Delegates Screen Displaying Search or Add Delegate Hyperlink
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2. Click the Search or Add Delegate hyperlink.
3. Search for the appropriate person and click the Select button to select the appropriate person
on the Search for Delegates screen.

The Delegate Authority (Authorities) screen appears.

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

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

| Health & Humar Service ) wwnahha_gew

(( “Commons )
o by wies of NMeaali
Insfilufion Frofile  Perional Profle  Sleius aSHAP xTren Admin A Partreny

Delegate Authority[Autharities) @

b e DS |
Teu have palicied 10 delegals 350001 It Polla Mo ST POTTS ADASST

Yiou may a5k he ieowing csgatoniss [ PeF [ Progress Report | ) TRam ) 0] ssans | Sebect Al | [ Clearas |

(] _Save [ Rosst | [ Concet |
EE——

Figure 110: Delegate Authority (Authorities) Screen Displaying Adding xTrain Authority

9.1.2 Remove Delegation

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

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

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

For more information, refer to the section titled Delegations — Remove Delegations in the
Commons user guide located at http://era.nih.gov/docs/COM UGV 2630.pdf.
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Figure 111: Commons My Delegates Screen Displaying Users with xTrain Authority

9.2 Training Grants
9.2.1 View Training Grants for SO/BO

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

To view the List of Grants screen:

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

The List of Grants screen displays training grant query parameters.

Electronic Research Administration = Welcome glenn_asst2
Institution: UNIVERSITY OF CALIFORMIA SAN DIEGO
> /
( eR A Commons ) Auhorit. A0 SO
Version 2.22.1.7

Sponsored by National Institutes of Health

Home Admin Institution Profile Personal Profile  Status eSHAP 'ilill 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.

Log-gut

Project Start Project End Date
Date

ARRA Funded
Activity Code IC  Serial Number PD Last Name [ Sl | omy
| Il | i = O

Figure 112: List of Grants Search Screen
3. Complete the appropriate text boxes and click the Search button.

The system displays query results as a list of training grants.
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Electronic Research Administration = Welcome OFFBUSIN o]
Institution: HHS UMNVERSITY T
>
( eRA Commons ) oy, 4680 Locou
S. Version 2.20.01

pansore d by National Institutes of Health

Home Admin Institution Profile Personal Profile Status eSNAP |iiii|| 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 Date ARRA Funded Only
Activity Code IC Serial Number PD Last Name Project End Date

[e2 [ I I =] [:fa

[K1-100f10 12

Project Start  a |ProjectEnd & E A = A includes ARRA A :

el 07/01/1978 0413012010 IDEAS, NEW TRAINING PROGRAN AR TR
001234 Roster
E=HT 0710111983 06/3012013 RESEARCHER, INMA BIOTECHNOLOGY TRAINING GRANT View Trainee
004321 Roster

Figure 113: List of Grants Screen Displaying Search Results

NOTE: All projects displayed represent awarded training grants.

9.2.2 Viewing Training Grants for More than one PD/PI

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

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

The My Grants screen displays a list of PD/P1 names.

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

Elecironic Rexearch Admimisiraiian Wilelcorne radaroreilby
- Instihgon EXT AT DEMO CORF
> =
(( ommons ) P
Weamion 2. 1%1.2

Fpomrored by Naorfiona! frefrfruses af Maalrh

Hoaree  Achimin  InstAwtion Profile Personal Profile S1stus e SHAP Links eRA& Partiers H

My Grants

Solocl Delogartar:
Korey, Char D

Figure 114: My Grants Screen Displaying the Select Profile Button

The Grant Summary screen displays a list of grants for the selected PD/PI.
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| Home Admin Institution Profile Personal Profile Status eSNAP Internet Assisted Review Iilii ii Links eRA Partners Help

Grant Summary

Tips and Notes:
» The Program Director Column always shows the Contact Pl for multi-Pl grants.

Project: T32 CA 099936  Includes ARRA grants
Title: xTrain Demao Training Grant
Project Start/End Dates: 04/01/2003 - 08/31/2014

Kl1-g8ofg8 13
Appointments Appointments Appointments

1T32CAD99936-01A1 09/30/2004 09/29/2005 2004 Money, Cher D 0 0 1 (1] 3 0
2T32CAD099936-08 09/01/2009 08/31/2010 2009 Money, Cher D (1] 0 1 1 3 3
3T32CAD99936-0651 Yes 09/30/2009 08/31/2011 2009 mMoney, Cher D 0 0 1 1 0 0
5T32CAD099936-02 09/30/2005 09/29/20086 2005 Money, Cher D 0 0 1 1] 3 0
5T32CAD099936-03 09/30/2006 09/29/2007 2006 Money, Cher D 0 0 1 (1] 3 2
5T32CAD99936-04 09/30/2007 08/31/2008 2007 Money, Cher D 0 0 1 (1] 3 2
5T32CAD99936-05 09/01/2008 08/31/2009 2008 Money, Cher D 0 0 1 0 3 3
5T32CAD99936-07 09/01/2010 08/31/2011 2010 Money, Cher D 0 0 1 0 3 0

View Trainee Roster
Figure 115: Grant Summary Screen

9.3 View 2271 and View TN PDF

Any xTrain user can click View 2271 PDF hyperlink or View TN PDF hyperlink on the Trainee
Roster screen to look at the most recent Appointment or Termination form.

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

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

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

Application Appoitingain
™ Appoktil o . Toamsiiianian 5™ Dagras Kpgslinimest Apeiirenn Teminason T mnasen -
Trainee Tapir [Duaie Lired  Staius SolCe Stahes Salnce
- Stan Dame End Dot Pt ?
STIZONDGSSAT-04 {Budgat Perad: 07AH/2007- DHANZO0E
. Péndics e
Boant. KM pycrr 3007 D007 (302006 0ANGI008 Mo COC Acapwd  Elockoeic  Ageeny Eu:lmnc@
= (=] :: : . e e

Figure 116: View 2271 & View TN Hyperlink

|save || cancel || Reset ||  RoutetoTrainee || RoutetoPl || Submitto Agency ][l::eleta:j| View POF ﬂ)

Figure 117: View PDF Button

9.4 View Routing History

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

Statement of Training Appointment

Profect Mumber: T332 MH 31 2008
Appointment Status: Pending Agency HE".'@I"-"I"‘!M Bouting History }
Project Title: *TRAIMN DEMO TRAIMIMN

Instituion: LUMMERSITY OF PEMNMSYLVARMIA
PO Maamee: Waney, Cher D

Figure 118: Statement of Training Appointment Screen Displaying View Routing History Hyperlink

Routing History

Project Number: T32 MH 312008
Appointment Status: Fending Agency Review
Project Title: *TRAIN DEMO TRAINING GRANT
Institution: UNIVERSITY OF PEMNSYLVAMNIA
PD Name: Money, CherD
Trainee Name: Mewhie, Ima Brand

Action Current Current

Event Taken By Action Date Action Taken Status T Action Comments
Pl Initiates, Amends, or
- i honey, Q06052008 . In-Progress
Re-appnlnts a Trainee Cher 0F 36 PM Initiated by PI Pl Money, Cher
wia 2271
Pl Routes 2271 to Money,  OR05/2008 Routedto  In-Progress Newhie, | have startedthe 3271 form needed far you Appointment. Please
izl e Sl 0707 PM T — Tiilizre i complete the remaining infarmation 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  RoutediePlog Maney, ChEr s ihis opportunity. Ima Newbie
: . Pending | am submitting Ima Mewbie's Appointment farm. She is a wonderful
RlSubmits2 27kt Maney, DE{DSIEDDB Stuliinliitad g Agency AGEMNCY addition to our program. Let me know if you have any questions.
Agency Cher 0756 P Agency X
Review Cher 0. Money

Figure 119: Routing History Screen

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

9.5 View Grant Summaries

On the My Grants and List of Grants screens, the grant number is a hypertext hyperlink that takes
the user to the Grant Summary screen when clicked. To view a grant summary from the My
Grants or List of Grants screens, click the Grant Number to access the Grant Summary screen.
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My Grants
s ard Nobe:
» Listof Acisdly Codia cusmenth Suppeibed in xTomh

+ Shpend Lewsl Links by Frcal Yea
= Thié Petgram Duester Colummn shairys showi B Comact P1 kr mult-Fl giams

Project End Dabe & Frogram Dinector 5 | Project Tile 5 w;mu-ﬂnl,

Qa1 Moreiry, Chase D BIOTECHMNOL DY TIRANNES R0 RAM
bEDBTI Moty ChrD XTRAIN DEMG TRABING GRANT m_m%m
Figure 120: My Grants Screen Displaying Grant Number Hyperlinks
NOTE: Data entry for previously submitted paper actions may be still in progress.
The Grant Summary screen displays.
Home Admin Insfitution Profile Personal Profile Status eSHNAP Internet Assisted Review Links eRA Partners Help
Grant Summary
Tips and Notes:
» The Program Director Column always shows the Contact Pl for multi-P| grants.
Project: T32 CA 099938 Includes ARRA grants
Title: ¥ Train Derna Training Grant
Project Start/End Dates: 04/01/2003 - 08/31/2014
[Kl1-80f8 101
. . aloa
e [ Sar e [ b Y9 O Dt o] e, et o] i, et e 2,
Appointments Appointments Appointments
1T32CA099936-01A1 09/30/2004 09i29/2005 2004 Money, Cher D Q 1 0 3 0
2T32CA099936-06 09i01/2009 08/31/2010 2009 Money, Cher D U o 1 1 3 3
3T32CA099936-0651 [Yes 09/30/2009 08/31/2011 2009 Money, Cher D 0 0 1 1 0 0
5T32CA099936-02 09/30/2005 09/29/2006 2005 honey, Cher D 0 0 1 0 3 0
5T32CA099936-03 09/30/2006 09i29/2007 2006 Money, Cher D 0 0 1 0 3 2
5T32CA099936-04 09i30/2007 08/31/2008 2007 Money, Cher D 0 0 1 0 3 2
5T32CA099936-05 09/01/2008 08/31/2009 2008 Money, Cher D 0 0 [1 0 3 3
5T32CA099936-07 09/01/2010 08i31/2011 2010 Money, Cher D 0 0 [1 0 3 0
iew Trainee Roster

Figure 121: Grants Summary Screen Displaying Actions Accepted

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

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

1. Click on View Trainee Roster hyperlink.
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My Grants

Tips and Hotes:

» Listol Aoty Codes cerenthy Jupposied o xTigin
» Eigand Levl Lok by Fiscal Yo
+ Tha Program Diecior Colere alwarys shows the Comtact P for multi-Pl grants

Hli-2e12 10H
Grant Musmibser [Progsct Start Oate §

oy Endd 'I'ldh'.:' ogram Oirscior 5 Prosect Tite chikses ARFA Gram|s) 5

T3 AG DOTI0H DD 1H1BER DI04 Worery, Char D HOTECHMNOLOOY TRANRNG FROMRAM
(T3 Ca 099856 CRD0HDN DAA0A dgewry, Chatr D NTRAIM CEND TRARANG GEANT

Figure 122: My Grants Screen Displaying View Trainee Roster Hyperlink

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

Home Admin_ bitution Probie Petsonal Probis St eSHAR  inieimel Asisshed Braes Links o8 Partness |

Trainee Roster
Haotos and Tips:
= Han imtdgtonsl resanich traming sppomiran or fellowskp iy endesg earber than inbialy placnsd, the PFODVF should indies 8 Tesmmation wilh tha new &od date. which will sulomateally
amend the panod of appoiniment dar & tanes of INGQe the process tor Agancy s2afT 10 rease The pessd of th fellswshy swad
o For spposiregnia o insbtubonsl comes deelopman (K12, KL2, KM1) and sesach sdecalion [R5, RS0) swmids thet e sndng sarty, the POUPT should anly cae the Temnation Haboe
speciically mstrocted 1o do so by the swarding 1. a2 Termination Mobics = not requined, B ners appointment end date should be documented by an amendmant 1o the appointmant

Progiect TI2 CADG993E Inchades ARRA grants
Progect Tite: sTRAMN DEMO TRAINNG GRANT
Progect StartEnd Dates: 02012000 - 08312074

Latest and Preaous daanded Supgort Years
= —

[T |
s !l'k’l?l‘f Appoirdmend | Appongmeend | Termenabion | Tesmenadon Enmrend My
ngarn | Livnl Shabus Sours Skahum SourCE
| ||

STI2CANO9U6.0T (Budget Fensd 00012010 - 08312011 | Craale New Sppoantmient

POST-  -Piooreng =T wew 2771
Flabn, Sogm Nw 0101010312011 Ho  pop Tines  EPTnk Flaks, Seow Yiew Pt - 2274 Faem
Tide, High Ham 010NN Ho ﬁ i Faogren s 1 Ebconic ZITAManay, CharD iew 3371 [:Eﬂ“

ITICAMSSEIE 0651 (Budge! Penod 030T005 - 043 12011]  ARRA Funded C1eg% Hiew spgoinimant

FRE:- = In Frooreny ZITN AGERICY Wew 2071 =237 Fpem
G, Eily Hew 20090ME0C00M0AERD01009295010  Yes ccppted Essctionsc LELS Esactroni: [ s
Do R i} Thd B, Rl i TH = Lo e

Figure 123: Trainee Roster Screen

9.6.1 Trainee Roster Fields

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

(1) Appointment Type:

o New
« Reappointment
o Amendment

(2) Appointment Status:
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« Pending Agency Review

« On Hold by Agency

« On Hold by Agency — Waiting Paper Signature
« InProgress Pl

« In Progress Trainee

o InProgress BO

(3) Appointment Source:

« Paper
o Electronic

(4) Termination Status:

« InProgress Pl

« In Progress Trainee

o InProgress BO

« Pending Agency Review

« On Hold by Agency

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

« Accepted (When the termination status is “Accepted,” the appointment status is
“Terminated.”)

(5) View:

o View 2271
o View TN
« View Payback

(6) Action:

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

« Reappoint 2271 (This only appears when there is an awarded future year for the grant to
which the Trainee has not already been appointed.)
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ccicaton® | =
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Figure 124: Trainee Roster Fields
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10 Email Messages

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

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

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

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

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

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

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

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

10.2 Email Notifications to Manage the Termination Process for
Fellowships

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

10.2.1 Fellowship TN Routed to Sponsor

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

10.2.2 Fellowship TN is on Hold Awaiting Award Revision

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

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

10.2.4 Fellowship TN Submitted to Agency

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

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

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

10.2.7 Fellowship TN Rejected by Agency

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

10.2.8 Fellowship TN Recalled

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

10.2.9 Fellowship TN Deleted Email

The system sends an email to the Fellow (P1), BO, Sponsor, and Sponsor Delegate anytime a
Termination Notice is deleted.
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11 Getting Help

Additional xTrain information, including Quick Reference Sheets, Animated Online Tutorials, and
PowerPoint Presentations, can be found on the Training and Career Development Support Page at

http://era.nih.gov/training career/index.cfm.

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

eRA Commons Help Desk

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

Phone: 301-402-7469

TTY:301-451-5939

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

11.0.1 Hyperlinks of Interest:
eRA Commons:

https://commons.era.nih.qgov/commons/

eRA Web Site:

http://era.nih.qgov

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

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

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

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

NIH Forms & Applications:

http://grants.nih.gov/grants/forms.htm

Getting Help 88
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12 Appendix A — Statement of Appointment (Form PHS 2271)

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

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

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

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

. INTRODUCTION

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

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

Il. GENERAL INSTRUCTIONS

A. Definitions:

Tvpes of Awards

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

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

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

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

PHS 2271 (Rev. 06/09) — Instructions

Figure 125: Statement of Appointment (Form PHS 2271) Instructions
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programs may or may not be subject to specific citizenship requirements—for details, see
Iltem 8.

Types of Appointments

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

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

B. Application

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

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

C. Submission

The original should be sent to the awarding component. A copy should also be given to the trainee,
scholar, or participant, the Program Director, and Business Official.

lll. ITEM-BY-ITEM INSTRUCTIONS

Item 1. PHS Grant Number. Insert the entire PHS Grant Number as shown on the particular Notice of
Grant Award from which funds are provided, e.g., 5 T32 GM12453-03 would be listed as
Type: 5; Activity Code: T32; ID Serial Number: GM12453-03.

Item 2. Trainee/Scholar/Participant Name. Include maiden name or other names in parentheses
where applicable.

Item 3. Sex. Self-explanatory.
Item 4. Type of Action.
New Appointment: When an individual has not been previously supported by this training grant.

Reappointment: When an individual was supported by this grant during a previous budget period, the
appointment covered by this form is designated a reappointment. Skip the shaded items if the
information provided will be the same as that reported during the prior budget period. Always
complete the non-shaded items.

Amendment: “Amendment” pertains only to a change of item 2 (Name); 9 (Permanent Mailing
Address); 15 (Appointment Period); or 20 (Support from this Grant) during a period of appointment for
which a “Statement of Appointment” form has already been submitted. Amendments must be
submitted as soon as the change occurs. Complete only items 1, 2, 4, 6, 22, 23, and the item(s) to be
amended.
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Item 5. Prior NRSA Support. Individuals being appointed to a Kirschstein-NRSA institutional grant
for the first time or being reappointed after a break in support must indicate if they have received prior
Kirschstein-NRSA support from either an individual award or institutional grant. If yes, specify on the
form the dates of support, the level (pre- or post-), the mechanism (individual award or institutional
grant), and the grant number, if known. (See the Program Guidelines for limitations on total period of
support.)

Item 6. Social Security Number. Trainees/scholars/participants are asked to voluntarily provide the
last four digits of their Social Security Numbers. This information provides the agency with vital
information necessary for accurate identification and review of appointments and for management of
PHS grant programs. See the Privacy Act Statement at the end of these instructions for further
information concerning this request.

Item 7. Birthdate. Self-explanatory.

Item 8. Citizenship. Check the box corresponding to the trainee’s, scholar’s, or participant’s
citizenship and visa status. If not a U.S. citizen, list the country of citizenship.

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

Kirschstein-NRSA trainees and institutional career development scholars must be U.S. citizens, non-
citizen nationals, or permanent residents of the United States. Individuals on temporary or student
visas are not eligible. Trainees or scholars in these programs who are permanent residents of the
U.S. must submit a notary’s signed statement with this appointment form certifying that they have (1)
a Permanent Resident Card (USCIS Form [-551), or (2) other legal verification of such status.

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

requirements.

Item 9. Permanent Mailing Address. Give an address where the appointed individual can be
reached by mail after completion of the program. (Do not give present address unless it is considered
permanent as defined above.)

Items 10-13. Race/Ethnicity/Disability/Disadvantaged Background. Responses to these items will
help provide statistical information on the participation of individuals from diverse groups in Public
Health Service (PHS) programs and identify inequities in terms of recruitment and retention based on
race, ethnicity, disability and/or disadvantaged background.

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

This information will be retained by the PHS in accordance with and protected by the Privacy Act of
1974. Racial/ethnic/disability/background data are confidential and all analyses utilizing the data will
report aggregate statistical findings only and will not identify individuals. (See the Privacy Act
Statement at the end of these instructions for more information.)

10. Are you Hispanic (or Latino)?

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

PHS 2271 (Rev. 06/09) — Instructions
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11. What is your racial background?
Check one or more.

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

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

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

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

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

12. Do you have a disability?
Disability: A physical or mental impairment that substantially limits one or more major life activities.
13. Are you from a disadvantaged background?

Disadvantaged Background: An individual is considered to be from a disadvantaged background if
he or she:

1. Comes from a family with an annual income below established low-income thresholds,
published by the U.S. Bureau of the Census; adjusted annually for changes in the Consumer
Price Index; and adjusted by the Secretary for use in all health professions programs. The
Secretary periodically publishes these income levels at hitp://aspe.hhs.gov/poverty/
index.shtml. Individuals falling in this category must have qualified for Federal disadvantaged
assistance or have received Health Professional Student Loans (HPSL), Loans for
Disadvantaged Student Program, or scholarships from the U.S. Department of Health and
Human Services under the Scholarship for Individuals with Exceptional Financial Need.

2. Comes from a social, cultural, or educational environment, such as that found in certain rural
or inner-city environments, that has demonstrably and recently directly inhibited the
acquisition of the knowledge, skills, and abilities necessary to develop and participaie in a
research career. This category is most applicable to high school and perhaps undergraduate
students, but more difficult to justify for individuals beyond that level of achievement.

Item 14. Field of Training (FOT). Provide a single numeric FOT code from the list below that best fits
the research training that will be provided during the appointment. Use the subcode (nonbold
lowercase) unless the broader category (bold uppercase) fits best.
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Figure 128: Statement of Appointment (Form PHS 2271) - continued

Appendix A Statement of 92 April 29, 2014



XTrain External/Institutional User Guide

1000 |. Predominantly Non-Clinical
or Lab-Based Research
Training

1100 BIOCHEMISTRY
1110 Biological Chemisiry
1120 Bioenergetics

1130 Enzymology

1140 Metabolism

1200 BIOENGINEERING

1210 Bioslectric/Biomagnetic
1220 Biomatenals

1230 Biomechanical Engineering
1240 Imaging

1250 Instrumentation and Devices
1260 Mathematical Modeling
1270 Medical Implant Science
1280 Nanotechnology

1290 Rehabilitation Engineering
1310 Tissue Engineering

1400 BIOPHYSICS

1410 Kinetics

1420 Spectroscopy

1430 Structural Biology
1440 Theoretical Biophysics

1500 BIOTECHNOLOGY

1510 Applied Molecular Biology

1520 Bioprocessing and Fermentation
1530 Metabolic Engineering

1600 CELL AND DEVELOPMENTAL
BIOLOGY

1610 Cell Biology

1620 Developmental Biology

1700 CHEMISTRY

1710 Analytical Chemistry
1720 Bioinorganic Chemistry
1730 Bioorganic Chemistry
1740 Biophysical Chemistry
1750 Medicinal Chemistry
1760 Physical Chemistry
1770 Synthetic Chemistry

1900 ENVIRONMENTAL SCIENCES

2000 GENETICS

2010 Behavioral Genstics
2020 Developmental Genetics
2030 Genelic Epidemiology
2040 Genetics of Aging

2050 Genomics

2060 Human Genetics

2070 Molecular Genetics
2080 Population Genetics

2200 IMMUNOLOGY

2210 Asthma and Allergic Mechanisms
2220 Autoimmunity

2230 Immunodeficiency
2240 Immunogenetics

2250 Immunopathology
2260 Immunoregulation
2270 Inflammation

2280 Structural Immunoclogy
2290 Transplantation Biology
2310 Vaccine Development
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2400

2410
2420
2430
2440
2450
2460

2470
2600

2800
2810
2820
2830
2840
2850
2860
2870
2880
2890
2910
2920

3100

3200
3210
3220
3230
3240

3300
3310
3320
3330
3340

3350
3360
3370
3380

3500

3600
3610

3620
3630
3640

3650

3660
3680
3690
3710

3720
3730
3740
3750

3900
3910
3920
3930

MICROBIOLOGY AND
INFECTIOUS DISEASES
Bacteriology

Etiology

HIVIAIDS

Mycology

Parasitology
Pathogenesis of Infectious
Diseases

Virology

MOLECULAR BIOLOGY

NEUROSCIENCE
Behavioral Neuroscience
Cellular neuroscience
Cognitive neuroscience
Communication Neuroscience
Computational Neuroscience
Developmental Neuroscience
Molecular Neuroscience
Neurochemistry
Neurodegeneration
Neuropharmacology
Systems/Integrative
Neuroscience

NUTRITIONAL SCIENCES

PHARMACOLOGY
Molecular Pharmacology
Pharmacodynamics
Pharmacogenetics
Toxicology

PHYSIOLOGY

Aging

Anesthesiclogy (basic science)
Endocrinology (basic science)
Exercise Physiology (basic
science)

Integrative Biology

Molecular Medicine
Physiological Optics
Reproductive Physiology

PLANT BIOLOGY

PSYCHOLOGY, NON-CLINICAL
Behavioral Communication
Sciences

Behavioral Medicine {non-clinical)
Cognitive Psychology
Developmental and Child
Psychology

Experimental & General
Psychology

Mind-Body Studies
Neuropsychology

Personality and Emaotion
Physiclogical Psychology &
Psychobiology

Psychology of Aging
Psychometrics

Psychophysics

Social Psychology

PUBLIC HEALTH

Disease Prevention and Control
Epidemiology

Health Economics

3940
3950
3960
3970

4100
4110
4120
4130

4200
4210
4220
4230

4240
4250
4260
4270

4400

4410
4420
4430
4440
4450

4600
5000

6000

6100
6110
6120
6130
6140
6150
6160
6170
6180
6190
6210
6211

6400

6500
6510
6520
6530
6540
6550
6560
6570
6580

6590
6610
6620
6630
6640
6650
G660

Health Education

Health Policy Research

Health Services Research
Occupational and Environmental
Health

RADIATION, NON-CLINICAL
Nuclear Chemistry

Radiation Physics
Radiobiology

SOCIAL SCIENCES
Anthropology

Bioethics

Demography & Population
Studies

Economics

Education

Language and Linguistics
Sociology

STATISTICS AND/OR
RESEARCH METHODS AND/OR
INFORMATICS

Biostatistics and/or Biometry
Bioinformatics

Computational Science
Information Science

Clinical Trials Methodology

TRAUMA, NON CLINICAL

OTHER, Predominantly Non-
Clinical or Lab-Based Research
Training

1l. Predominantly Clinical
Research Training (can
include any degree)

ALLIED HEALTH
Audiology

Community Psychology
Exercise Physiology (clinical)
Medical Genetics
Occupational Health
Palliative Care

Physical Therapy

Pharmacy

Social Work
Speech-language Pathology
Rehabilitation

DENTISTRY

CLINICAL DISCIPLINES
Allergy

Anesthesiology

Behavioral Medicine (clinical)
Cardiovascular Diseases
Clinical Laboratory Medicine
Clinical Nutrition

Clinical Pharmacology
Complementary and Alternative
Medicine

Clinical Psychology
Connective Tissue Diseases
Dermatology

Diabetes

Gastroenterology
Endocrinology

Immunology

Figure 129: Statement of Appointment (Form PHS 2271) - continued

Appendix A Statement of

93

April 29, 2014




XTrain External/Institutional User Guide

6670 Gene Therapy (clinical) 6910 Oncology 7300 PEDIATRIC DISCIPLINES

6680 Geriatrics 6920 Orthopedics 7310 Pediatric Endocrinology

6690 Hematology 6930 Otorhinolarynology 7320 Pediatric Hematology

6710 HIVIAIDS 6940 Preventive Medicine 7330 Pediatric Oncology

6820 Infectious Diseases 6950 Radiation, Interventional 7340 Pediatric, Prematurity & Newborn
6830 Liver Diseases 6960 Pulmonary Diseases

6840 Metabolic Diseases 6970 Radiology, Diagnostic 7500 NURSING

6850 Nephrology 6980 Rehabilitation Medicine

6860 Neurology 6990 Psychiatry 7700 VETERINARY MEDICINE

6870 Ophthalmology 7110 Surgery 8000 OTHER, Predominantly Clinical
6880 Nuclear Medicine 7120 Trauma Research Training

6890 OB-GYN 7130 Urology

Item 15. Period of this Appointment. The period shown in most cases will be 12 months.
Appointment periods may exceed 12 months in rare cases and only with prior approval from the PHS.
The amount of the stipend/salary and tuition for each full period of appointment must be obligated
from funds available at the time the appointment begins, unless other arrangements have been made
with PHS.

Other instructions should be requested where institutional accounting practice precludes obligations of
stipend/salary and tuition in the amount required for the full appointment period.

Item 16. Education. List undergraduate, master's, and doctoral degrees and the month and year
earned.

Item 17. Specialty Boards. If applicable, select a specialty from the attached list. If not applicable,
indicate N/A.

Items 18-19. Degrees Sought. Provide the degree sought under the award. Indicate whether the
appointee is in a dual degree program (e.g., M.D./Ph.D.).

Include the date that all degree requirements are expected to be completed.

Item 20. Support for Period of Appointment. Indicate the total amount the appointee expects to
receive from the grant during the appointment period. For trainees, provide stipend amount,
tuition/fees, and travel. For career development scholars and research education award participants,
report only the salary or subsistence allowance to be received from the grant, on the line for
stipend/salary/other compensation.

Item 21. Statement of Nondelinquency on U.S. Federal Debt. A “Statement of Nondelinquency on
Federal Debt” is required for each particular appointment period and is to be completed by each
individual (trainee) appointed to receive financial support under a PHS institutional training grant.

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

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

PHS 2271 (Rev. 06/09) — Instructions
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The PHS awarding component shall notify the sponsoring institution in writing of its decision regarding
the approval of a prospective appointee where this form discloses delinquency on Federal debt.

The trainee must check the appropriate box. If the “Yes” box is checked, please provide an
explanation in the space provided. The question applies only to the person requesting financial
assistance, and does not apply to the person who signs the form as the Program Director.

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

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

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

« For grants, organizations in receipt of a “Notice of Grants Cost Disallowance” which have not repaid
the disallowed amount or which have not resolved the disallowance. (This definition excludes
disallowance in an “appeal” status.)

Item 22. Certification and Signature of Appointee. Self-explanatory.

Item 23. Certification, Signature, and Address of Program Director. Self-explanatory.

PHS 2271 (Rev. 06/09) — Instructions
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Form Approved Through 06/30/2012
OMB No. 0925-0001

Departmet of Health and Human Services Follow attached instructions carefully. Submit this form at the time the
Public Health Services individual is appointed, is reappointed, or the reported appointment is amended
Statement of Appointment Return this form to the PHS awarding component. For new postdoctoral trainees
(Flease Type) under NRSA, signed and dated payback agreement must accompany this form.
1. PHS GRANT NUMBER 2. APPOINTEE'S NAME (Last, first, initial) 3. SEX
Type Activity 1D Serial No.
[m [1F
4 TYPE OF ACTION (Check only one type) 5 PRIOR NRSA SUPPORT (individual or institutional)
(] NEW appointment (NOT previously supported by this grant) [ no [] YES (if “Yes," see instructions)

[] REAPPOINTMENT (Previously supported by this grant)
[] AMENDMENT of items checked: [[]2 []J9 []15 []20

6. SOCIAL SECURITY NO. 7. BIRTHDATE (Month, day, ysar)
XAXA-XX-
8. CITIZENSHIP (See instructions) 9. PERMANENT MAILING ADDRESS

|:| U.S. Citizen or Noncitizen National
Non-U.S. Citizen

|:| With a Permanent U.S. Resident Visa (‘Green Card”)
|:| With a Temporary U S Visa

If not a US. atizen, of which country are you a citizen? 5
‘ E-mail ‘
10. Are you Hispanic (or Latino)? [] yes [] No [] Do Not Wish to Provide

11. What is your racial background? Check one or more 12. Do you have a disability?

I:l American Indian or Alaska Native |:| YES D NO |:| Do Not Wish to Provide

[ Native Hawaiian or other Pacific Islander If yes, which of the following categories describe your disability(ies):

[] Asian [] Hearing [] Mobility/Orthopedic Impairment
[] Black or African American ] Visual ] other

] White

13. Are you from a disadvantaged background?
D Do Not Wish to Provide

O ves O No O Do NotWish to Provide

14. FIELD OF RESEARCH TRAINING OR CAREER DEVELOPMENT (for this |15. PERIOD OF APPOINTMENT (Month, day, year)
appeintment)

16. EDUCATION — AFTER HIGH SCHOOL (Indicate all academic and professional ediication. For foreign degrees, give U.S. equivalent.)

Enter a 4 digit code from instructions:

‘ ‘ ‘ From: To:

(a) Name of Institution and Location (b) Degree(s) S : .
(List most recent first) Received (c) Major Field (d) Minor Field

Degree Mo./YT.

Minor field degree 1

PHS 2271 (Rev. 06/09) Page 1 of 2

Figure 132: Statement of Appointment Form 2271 - Page One
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17.NAME OF SPECIALTY BOARDS (if applicable)

18 DEGREE(S) SOUGHT  [Jves []no e e

of degree

Are you in a dual degree program (e.g., M.D./Ph.D.)? [lves o

19. EXPECTED COMPLETION DATE OF DEGREE REQUIREMENTS (if applicable)

20. SUPPORT FOR PERIOD OF APPOINTMENT

TYPE Total for this Grant (Omit cents)
Stipend / Salary / Other Compensation $
Tuitionffees (estimated) $
Travel (estimated) $

TOTAL $

21 STATEMENT OF NONDELINQUENCY ON U S. FEDERAL DEBT . Is the appointee delinquent on the repayment of any U.S_ Federal debt(s)?
|:| NO D YES (If “Yes,” please explaimn below )

22. CERTIFICATION AND ACCEPTANCE: | certify that the statements herein |(a) SIGNATURE OF APPOINTEE (b) DATE
are true and complete to the best of my knowledge and that | will comply
with all applicable Public Health Service terms and conditions goveming my (&=
appointment. | am aware that any false, fictitious or fraudulent statements or
claims may subject me to cnminal, civil, or adminisirative penalties.

2

w

. This individual is qualified for this program and is eligible to receive financial
support for the period specified above. A copy of this appointment form will
be given to the individual.

(a) SIGNATURE OF PROGRAM DIRECTOR |(b) DATE
-

(c) TYPED NAME OF PROGRAM DIRECTOR

(d) INSTITUTION'S NAME, ADDRESS, AND PHONE NO_
(Street, city, state, zip code)

PHS 2271 (Rev. 06/09) Page 2 of 2

Figure 133: Statement of Appointment Form 2271 — Page Two
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Privacy Act Statement

The PHS maintains application and grant records as part of a system of records as defined by the Privacy Act: 09-25-
0112, Grants and Cooperative Agreements: Research, Research Training, Fellowship, and Construction Applications
and Related Awards. The Privacy Act of 1974 (5 USC 522a) allows disclosures for “routine uses” and permissible
disclosures.

Some routine uses may be:
1. To the cognizant audit agency for auditing.

2. To a Congressional office from a record of an individual in response to an inquiry from the Congressional office
made at the request of that individual.

3. To qualified experts, not within the definition of DHHS employees as prescribed in DHHS regulations (45 CFR 5b.2)
for opinions as part of the application review process.

4. To a Federal agency, in response to its request, in connection with the letting of a contract or the issuance of a
license, grant, or other benefit by the requesting agency, to the extent that the record is relevant and necessary to
the requesting agency’s decision on the matter;

5. To organizations in the private sector with whom PHS has contracted for the purpose of collating, analyzing,
aggregating, or otherwise refining records in a system. Relevant records will be disclosed to such a contractor, who
will be required to maintain Privacy Act safeguards with respect to such records.

6. To the sponsoring organization in connection with the review of an application or performance or administration
under the terms and conditions of the award, or in connection with problems that might arise in performance or
administration if an award is made.

7. To the Department of Justice, to a court or other tribunal, or to another party before such tribunal, when one of the
following is a party to litigation or has any interest in such litigation, and the DHHS determines that the use of such
records by the Department of Justice, the tribunal, or the other party is relevant and necessary to the litigation and
would help in the effective representation of the governmental party.

a. the DHHS, or any component thereof;

b. any DHHS employee in his or her official capacity;

c. any DHHS employee in his or her individual capacity where the Department of Justice (or the DHHS, where it
is authorized to do so) has agreed to represent the employee; or

d. the United States or any agency thereof; where the DHHS determines that the litigation is likely to affect the
DHHS or any of its components.

8. A record may also be disclosed for a research purpose, when the DHHS:

a. has determined that the use or disclosure does not violate legal or policy limitations under which the record
was provided, collected, or obtained;

b. has determined that the research purpose (1) cannot be reasonably accomplished unless the record is
provided in individually identifiable form, and (2) warrants the risk to the privacy of the individual that additional
exposure of the record might bring;

c. has secured a written statement attesting to the recipient’s understanding of; and willingness to abide by,
these provisions; and

d. has required the recipient to:

(1) establish reasonable administrative, technical, and physical safeguards to prevent unauthorized use or
disclosure of the record;

(2) destroy the information that identifies the individual at the earliest time at which removal or destruction can
be accomplished consistent with the purpose of the research project, unless the recipient has presented
adequate justification of a research or health nature for retaining such information; and

(3) make no further use or disclosure of the record, except (a) in emergency circumstances affecting the health
or safety of any individual, (b) for use in another research project, under these same conditions, and with
written authorization of the DHHS, (c) for disclosure to a properly identified person for the purpose of an
audit related to the research project, if information that would enable research subjects to be identified is
removed or destroyed at the earliest opportunity consistent with the purpose of the audit, or (d) when
required by law.

The Privacy Act also authorizes discretionary disclosures where determined appropriate by the PHS, including to law
enforcement agencies, to the Congress acting within its legislative authority, to the Bureau of the Census, to the
National Archives, to the General Accounting Office, pursuant to a court order, or as required to be disclosed by the
Freedom of Information Act of 1974(5 USC 552) and the associated DHHS regulations (45 CFR Part 5).

PHS 2271 (Rev. 06/09) — Privacy Act

Figure 134: Statement of Appointment Privacy Act
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Specialty Boards

If applicable, select a single specialty or subspecialty to complete item 17. If more than one applies, select the
one most closely related to the field of career development or research training for this appointment.

Allergy and Immunology
Allergy and Immunology

Anesthesiology

Anesthesiology (General)
Critical Care Medicine

Hospice and Palliative Medicine
Pain Medicine

Colon and Rectal Surgery
Colon and Rectal Surgery

Dermatology

Dermatology (General)

Clinical and Laboratory Dermatological
Dermatopathology

Immunology

Pediatric Dermatology

Dental

Dental Public Health

Endodontics

Oral and Maxillofacial Pathology

Oral and Maxillofacial Radiology

Oral and Maxillofacial Surgery

Orthodontics and Dentofacial
Orthopedics

Pediatric Dentistry

Periodontics

Prosthodontics

Emergency Medicine

Emergency Medicine (General)
Hospice and Palliative Medicine
Medical Toxicology

Pediatric Emergency Medicine
Sports Medicine

Undersea and Hyperbaric Medicine

Family Medicine

Family Medicine (General)
Adolescent Medicine

Geriatric Medicine

Hospice and Palliative Medicine
Sleep Medicine

Sports Medicine

Internal Medicine

Internal Medicine (General)

Adolescent Medicine

Cardiovascular Disease

Clinical Cardiac Electrophysiology

Critical Care Medicine

Endocrinology, Diabetes and
Metabolism

Gastroenterology

Geriatric Medicine

Hematology

Hospice and Palliative Medicine

Infectious Disease

Interventional Cardiology

Medical Oncology

Nephrology

Pulmonary Disease

Rheumatology

PHS 2271 (Rev. 06/09) — Attachment

Sleep Medicine
Sports Medicine
Transplant Hepatology

Medical Genetics

Clinical Biochemical Genetics
Clinical Cytogenetics

Clinical Genetics (M.D.)
Clinical Molecular Genetics
Molecular Genetic Pathology
Ph.D. Medical Genetics

Neurological Surgery
Neurological Surgery

Nuclear Medicine
Nuclear Medicine

Nursing
Acute Care Nurse Practitioner

Adult Nurse Practitioner

Adult Psychiatric and Mental Health
Nurse Practitioner

Advanced Clinical Diabetes
Management, Clinical Nurse
Specialist

Advanced Clinical Diabetes
Management, Nurse Practitioner

Gerontological Nurse Practitioner

Clinical Nurse Specialist in Adult Health
(formerly Medical-Surgical) Nursing

Clinical Nurse Specialist in Adult
Psychiatnc and Mental Health
Nursing

Clinical Nurse Specialist in Child and
Adolescent Psychiatric and Mental
Health Nursing

Clinical Nurse Specialist in Home
Health Nursing

Clinical Nurse Specialist in Pediatric
Nursing

Clinical Nurse Specialist in
Public/Community Health Nursing

Clinical Nurse Specialist in
Gerontological Nursing

Family Nurse Practitioner

Family Psychiatric and Mental Health
Nurse Practitioner

Pediatric Nurse Practitioner

School Nurse Practitioner

Obstetrics and Gynecology
Obstetrics and Gynecology (General)
Cnitical Care Medicine

Gynecologic Oncology

Hospice and Palliative Medicine
Maternal and Fetal Medicine
Reproductive Endocrinology/Infertility

Ophthalmology
Ophthalmology

Orthopaedic Surgery
Orthopaedic Surgery (General)
Orthopaedic Sports Medicine

Surgery of the Hand

Otolaryngology

Otolaryngology (General)

Neurotology

Pediatric Otolaryngology

Plastic Surgery Within the Head and
Neck

Sleep Medicine

Pathology

Anatomic Pathology and Clinical
Pathology (General)

Pathology-Anatomic (General)

Pathology-Clinical (General)

Blood Banking/Transfusion Medicine

Chemical Pathology

Cytopathology

Dermatopathology

Forensic Pathology

Hematology

Medical Microbiology

Molecular Genetic Pathology

Neuropathology

Pediatric Pathology

Pediatrics

Pediatrics (General)

Adolescent Medicine

Child Abuse Pediatnics
Developmental-Behavioral Pediatrics
Hospice and Palliative Medicine
Medical Toxicology
Neonatal-Pennatal Medicine
Neurodevelopmental Disabilities
Pediatric Cardiology

Pediatric Cntical Care Medicine
Pediatric Emergency Medicine
Pediatric Endocrinology
Pediatric Gastroenterology
Pediatric Hematology-Oncology
Pediatric Infectious Diseases
Pediatric Nephrology

Pediatric Pulmonology

Pediatric Rheumatology
Pediatric Transplant Hepatology
Sleep Medicine

Sports Medicine

Physical Medicine and Rehabilitation

Physical Medicine and Rehabilitation
(General)

Hospice and Palliative Medicine

Pain Medicine

Neuromuscular Medicine

Pediatric Rehabilitation Medicine

Spinal Cord Injury Medicine

Sports Medicine

Plastic Surgery

Plastic Surgery (General)

Plastic Surgery Within the Head and
Neck

Surgery of the Hand

Figure 135: Statement of Appointment Specialty Boards
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Preventive Medicine

Aerospace Medicine

Medical Toxicology

Occupational Medicine

Public Health and General Preventive
Medicine

Undersea and Hyperbaric Medicine

Psychiatry and Neurology
Neurology (General)

Psychiatry (General)

Addiction Psychiatry

Child and Adolescent Psychiatry
Clinical Neurophysiology
Forensic Psychiatry

Geriatric Psychiatry

Hospice and Palliative Medicine

PHS 2271 (Rev. 06/09) — Attachment

Neurodevelopmental Disabilities

Neurology with Special Qualifications in
Child Neurology

Neuromuscular Medicine

Pain Medicine

Psychosomatic Medicine

Sleep Medicine

Vascular Neurology

Radiology

Diagnostic Radiology

Hospice and Palliative Medicine
Neuroradiology

Nuclear Radiology

Pediatric Radiology

Radiation Oncology

Radiologic Physics

Vascular and Interventional Radiology

Surgery

Surgery (General)

Hospice and Palliative Medicine
Pediatric Surgery

Surgery of the Hand

Surgical Critical Care

Vascular Surgery

Thoracic Surgery
Thoracic Surgery

Urology
Urology (General)
Pediatric Urology

Figure 136: Statement of Appointment Specialty Boards - continued
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13 Appendix B — Termination Notice (Form 416-7)

Information and Instructions for Completing a
Termination Notice

(Completed form should be mailed to the PHS awarding agency Grants Management Office named in the Notice of Award)

This form summarizes the information to be supplied by
Ruth L. Kirschstein National Research Service Award
(NRSA) recipients on termination of their award and for a
limited period thereafter. This form may also be used to
document the termination of appointments to non-NRSA
institutional research training programs (e.g., T15),
research education awards (e.g., R25), and institutional
career development awards (e.g., K12). For non-NRSA
recipients, please refer to specific guidance on
documenting the termination of appointments in the
Funding Opportunity Announcement, and in the terms and
conditions of the Notice of Award.

ALL KIRSCHSTEIN-NRSA RECIPIENTS

(1) The attached Termination Notice (PHS 416-7) serves
as the official record of your training under a
Kirschstein-NRSA. This summary of work accomplished,
support period, stipends received, and post-training
activity is required of all recipients immediately after
termination. After securing proper signatures, forward the
completed form to the appropriate awarding office
(National Institutes of Health (NIH) Institute or Center or
Agency for Healthcare Research and Quality (AHRQ)).
This form may be filled out online and then printed for
submission.

(2) Because the sponsoring Federal agencies are asked
periodically to review Kirschstein-NRSA program impact
in terms of career choices, you may be contacted after the
termination of this award, but no more frequently than
once every 2 years, to determine how the training
obtained has influenced your career.

KIRSCHSTEIN-NRSA POSTDOCTORAL
RECIPIENTS WITH A PAYBACK OBLIGATION

(1) As specified in the Payback Agreement you signed at
the time of award, biomedical or behavioral health-related
research, health-related teaching, and/or health-related
activities must begin within 2 years of terminating
Kirschstein-NRSA support; otherwise, unless an
extension of the 2 year service initiation period or a waiver
of the obligation is granted, financial payback becomes
due. Further details are given in the Payback Agreement
and the National Research Service Awards section of the
most recent version of the NIH Grants Policy Statement
found at: http://grants.nih.gov/grants/policy/policy.htm. If
you have any questions, contact the awarding office that
supported your training.

PHS 416-7 (Rev. 6/09) Instructions

(2) To record your payback status and service, you will
receive from the sponsoring Federal agency an Annual
Payback Activities Certification (APAC) (PHS 6031-1)
form one year after your termination date and annually
thereafter until your service obligation has been
completed.

(3) You are required to keep the Federal funding agency
informed of your current address and telephone number
until your total payback obligation is satisfied. Report any
change to the NRSA Payback Service Center, Office of
Extramural Programs, National Institutes of Health, 6011
Executive Boulevard, Suite 206, MSC 7650, Bethesda,
MD 20892-7650; (301) 594-1835; (866) 298-9371.

SPECIFIC INSTRUCTIONS FOR ITEMS ON THE
TERMINATION NOTICE

(ltem 1) Where applicable, include in parentheses any
maiden name or other name used. This information is
helpful in identifying past records and publications.

(Item 2) Provide the complete grant or award number of
the budget period supporting your last year of research
training, career development or education (e.g., 5 T32 GM
60654-08).

(Item 3) Self-explanatory.

(Item 4) The last four digits of your Social Security
Number are requested under authority of the Public Health
Service Act as amended (42 USC 288). This information
provides the sponsoring Federal agency with vital
information necessary for accurate identification and
review of terminated appointments and fellowships and,
where applicable, to establish and maintain an accurate
payback record file. Providing this portion of your Social
Security Number is voluntary and you will not be deprived
of any Federal rights, benefits, or privileges for refusing to
disclose it.

(Item 5) Include the degree(s) sought or earned during the
period of support and the date all degree(s) requirements
were (or will be) completed.

(Item 6) Self-explanatory.

(Item 7) For Kirschstein-NRSA Awards Only -- Provide
information on your total Kirschstein—-NRSA stipend
support under the parent fellowship or training grant of
which the number in Item 2 is a part. For domestic non-
Federal institutions, the “Amount of Stipend” column must
reflect the stipend only. Individual fellows sponsored by
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Figure 137: Termination Notice (Form 416-7) Instructions

(training at) Federal or foreign institutions must include all
money paid directly to them by government check in the
“Amount of Stipend” column. Note the stipend amount
must reflect only the Kirschstein-NRSA stipend. Do not
include any supplementation provided by other sources.
Do not include any other NRSA-awarded costs such as
tuition or institutional allowance.

(Item 8) Self-explanatory.

(Item 9a) Please mark a single box under each of the
three categories that best describes your anticipated post-
award position, activity, and the organization with which
you will be affiliated.

(Items 9b and 9¢) Provide post-award title, address, and
phone number, if known.

(Item 10) For Kirschstein-NRSA Awards Only -- Provide
an address where information regarding post-
Kirschstein—-NRSA training may be sent.

(Item 11) For Kirschstein-NRSA Awards Only -- Provide
information on prior support from other Kirschstein—-NRSA
grants and awards and/or National Health Service Corps
(NHSC) scholarships for which you still have a service
obligation. If you are currently participating in the NIH
Loan Repayment Program, check “LRP.” This information
will be used to develop a complete service obligation
record.

(Item 12) In signing this form, | certify that the statements
therein are true and complete to the best of my
knowledge. Willful provision of false information is a
criminal offense (U.S. Code, Title 18, Section 1001). | am

PHS 416-7 (Rev. 6/09) Instructions

aware that any false, fictitious, or fraudulent statement
may, in addition to other remedies available to the
Government, subject me to civil penalties under the
Program Fraud and Civil Remedies Act of 1986 (45 CFR
Part 79). Also, if | have a payback obligation, | understand
that payback service must begin within 2 years of
terminating my Kirschstein—-NRSA support; otherwise,
financial payback becomes due, unless an extension of
the 2-year service initiation period or a waiver of the
obligation is granted. | also understand that if | fail to repay
both principal and interest, the Federal Government will
take authorized actions to collect the debt.

(Item 13) The sponsor of (for individual fellowship awards)
or the contact Program Director (for an institutional award)
must sign and date the form certifying that the research
training information is correct.

(Item 14) For Kirschstein-NRSA Awards Only -- A
business official of domestic non-Federal sponsoring
institutions (with the knowledge and authority to verify this
information) must certify that the information provided in
ltems 6 and 7 is correct according to institutional records.

NIH estimates that it will take 30 minutes to complete this form. This
includes time for reviewing the instructions, gathering needed
information, and completing and reviewing the form. An agency may not
conduct or sponsor, and a person is not required to respond to, a
collection of information unless it displays a currently valid OMB control
number. If you have comments regarding this burden estimate or any
other aspect of this burden, send comments to: NIH, Project Clearance
Office, 6705 Rockledge Drive MSC 7974, Bethesda, MD 208927974,
ATTN: PRA (0925- 0002). DO NOT RETURN THE COMPLETED FORM
TO THIS ADDRESS.

Figure 138: Termination Notice (Form 416-7) Instructions — continued
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Form Approved Through 09023002011

OME Mo. 0025-0002

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 NO.

3. NAME OF SPONSORING INSTITUTION 4 SOCIAL SECURITY 5. DEGREE({S) EARNEDY COMPLETION
MO, DATE(S)
XXX-XK-
. DATES OF SUPPORT UNDER THIS AWARD (Month, day, year) FROM: TO:

for Amount of Stipend)

T.TOTAL KIRSCHSTEIN-NRSA STIPEND RECEIVED AND NUMBER OF MONTHS SUPPORTED UNMDER THIS AWARD (See specific instructions

L AMOUNT OF STIPEND e g’;ﬁ L AMOUNT OF STIPEMD ,_';‘;ﬂEE'FERDg;
1%" YEAR 5™ YEAR
25 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 awands pending and received. If fellowship or fraining appoiniment is being terminafed early,

stafe reason.
2a. POST-AWARD INFORMATION: Please mark a single box in each of the categories |8, POST-AWARD POSITION TITLE, FIELD, MAME OF
below. ORGAMIZATION, CITY, AND STATE
Type of Position Activity Organization
[ Student CJFurther EducationTraning | Academic
[ Resident/Clinical Fellow [ Teaching CJindustry
[ Postdectoral Researcher [ Res=arch 3 Govemment
[J Research Scientist (non-faculty) | [ Administration [ Hospital
[ Faculty: Tenure-Track [ Clinical Practice [ Mon-profit
[ Faculty: Cither [ Unknown [ Unknown
[ Clinical Staff/Private Practice [ Cther: O Other
[J Unknow
] Cther: Bz TEL NO.

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

10b. TEL MO.
E-MAIL:

11. OTHER PHS SERVICE OBLIGATION SUPPORT

D MHSC Scholarship: Mo of months:

[ kirschstein-MRSA:
Period of support
Grant Mo

Ovre

Meo. of months:

12. SIGMATURE OF FELLOW OR APPOINTEE (See specific instructions)

DATE

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

SIGNATURE DATE

TYPED MAME OF SPONSOR OR PROGRAM DIRECTOR

14. Business Official’s Verification of ltems & and 7. (Mot applicable to ind

ividual fellows at Federal or foreign nstitutions. )

SIGNATURE DATE

TYPED NAME OF BUSINESS OFFICIAL

TEL
FAX

15. (For Government use only) The information provided in ltems 6 and T

is in agreement with PHS records.

SIGNATURE DATE

TYPED MAME AND AWARDIMG OFFICE

PHS 416-7 (Rev. 3/08)

Figure 139: Termination Notice Form 416-7
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Privacy Act Statement

The Public Health Service requests this information pursuant to
statutory authorities contained in Section 405(a) and 487 of the
Public Health Service Act, as amended (42 USC 284(b)(1)C
and 288), and other statutory authorities (42 USC 242(a),
280(b)(4), and 29 USC 670). The information collected will
facilitate postaward management and evaluation of PHS
programs. Ruth L. Kirschtein National Research Service
Awardees agreed to complete and submit this form as part of
the Payback Agreement and Activation Notice signed when
support started. Information on the period of support and
stipend received will be used to verify and establish in the PHS
the official record of the fellow’s or trainee’s payback obligation
to the Federal government. The social security number is
requested to provide a reliable identifier that will assist in
establishing an accurate and complete record for each
individual. It is particularly useful in maintaining effective
communication with those individuals who have incurred
payback obligations through their participation in the Ruth L.
Kirschstein National Research Service Award program. Failure
to provide the social security number may seriously diminish
PHS's capability to credit the account of the proper trainee who
is fulfiling the payback requirement by either acceptable service
and/or monetary repayment. Failure to provide the social
security number will not be a basis for withholding benefits.

The PHS maintains application and grant records as part of a
system of records as defined by the Privacy Act: 09-25-0036,
“Extramural Awards and Chartered Advisory Committees.” The
Privacy Act of 1974 (5 USC 552a) allows disclosures for
“routine uses” and permissible disclosures.

Routine uses include:
1. To the cognizant audit agency for auditing.

2. To a Congressional office from a record of an individual in
response to an inquiry from the Congressional office made

at the request of that individual.

. To qualified experts, not within the definition of DHHS
employees as prescribed in DHHS regulations (45 CFR
5b.2) for opinions as part of the application review process.

. To a Federal agency, in response to its request, in
connection with the letting of a contract or the issuance of a
license, grant, or other benefit by the requesting agency, to
the extent that the record is relevant and necessary to the
requesting agency's decision on the matter.

. To organizations in the private sector with whom PHS has
contracted for the purpose of collating, analyzing,
aggregating, or otherwise refining records in a system.
Relevant records will be disclosed to such a contractor, who
will be required to maintain Privacy Act safeguards with
respect to such records.

. To the sponsoring erganization in connection with the review
of an application or performance or administration under the
terms and conditions of the award, or in connection with
problems that might arise in performance or administration if
an award is made.

. To the Department of Justice, to a court or other tribunal, or
to another party before such tribunal, when one of the
following is a party to litigation or has any interest in such
litigation, and the DHHS determines that the use of such
records by the Department of Justice, the tribunal, or the
other party is relevant and necessary to the litigation and

PHS 416-7 (Rev. 6/09) Privacy Act

would help in the effective
governmental party.

a. the DHHS, or any component thereof;
b. any DHHS employee in his or her official capacity;
G

representation of the

any DHHS employee in his or her individual capacity
where the Department of Justice (or the DHHS, where it
is authorized to do so) has agreed to represent the
employee; or

. the United States or any agency thereof, where the
DHHS determines that the litigation is likely to affect the
DHHS or any of its components.

. A record may also be disclosed for a research purpose,
when the DHHS:

a. has determined that the use or disclosure does not
violate legal or policy limitations under which the record
was provided, collected, or abtained:;

. has determined that the research purpose (1) cannot be
reasonably accomplished unless the record is provided
in individually identifiable form, and (2) warrants the risk
to privacy of the individual that additional exposure of the
record might bring:

has secured a written statement attesting to the
recipient’s understanding of, and willingness to abide by,
these provisions; and

. has required the recipient to:

(1) Establish reasonable administrative, technical, and

physical safeguards to prevent unauthorized use or
disclosure of the record;

(2) Remove or destroy the information that identifies the
individual at the earliest time at which removal or
destruction can be accomplished consistent with the
purpose of the research project, unless the recipient has
presented adequate justification of a research or health
nature for retaining such information; and

(3) Make no further use or disclosure of the record,
except (a) in emergency circumstances affecting the
health or safety of any individual, (b) for use in another
research project, under these same conditions, and with
written authorization of the DHHS, (c) for disclosure to a
properly identified person for the purpose of an audit
related to the research project, if information that would
enable research subjects to be identified is removed or
destroyed at the earliest opportunity consistent with the
purpose of the audit, or (d) when required by law.

The Privacy Act also authorizes discretionary disclosures where
determined appropriate by the PHS, including to law
enforcement agencies, to the Congress acting within its
legislative authority, to the Bureau of the Census, to the
National Archives, to the General Accounting Office, pursuant to
a court order, or as required to be disclosed by the Freedom of
Information Act of 1974 (5 USC 552) and the associated DHHS
regulations (45 CFR Part 5).

Figure 140: Privacy Act Statement
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14 Appendix C — Payback Agreement (Form PHS 6031)

Form Approved Through 06/30/2012

OMB No. 0925-0002

Ruth L. Kirschstein National Research Service Award
Payback Agreement

To be completed by Trainees and Fellows before beginning the first 12 months of postdoctoral support
(Completed form should be mailed to the awarding Federal Agency Grants Management Office named in the Notice of Award)

This agreement is an important condition of award.
Please read carefully before signing.

Introduction-Section 1602 of the NIH Revitalization Act of
1993, which was signed into law on June 10, 1993,
contains provisions which substantially modify the service
payback requirements for individuals receiving Ruth L.
Kirschstein National Research Service Awards (NRSA).
These modifications apply to individuals beginning
Kirschstein-NRSA-supported appointments or fellowship
awards on or after June 10, 1993. Under these
requirements:

* Predoctoral Kirschstein-NRSA recipients will not incur
a payback obligation;

+ Postdoctoral Kirschstein-NRSA recipients will incur a
payback obligation only during the initial 12 months of
postdoctoral Kirschstein-NRSA support;

+ Postdoctoral Kirschstein-NRSA recipients in the 13th
or subsequent months of Kirschstein-NRSA support
do nof incur any additional payback obligation.

Under the new requirements, payback obligations

stemming from postdoctoral Kirschstein-NRSA support
may be discharged in the following ways:

« By receiving an equal period of postdoctoral
Kirschstein-NRSA support beginning in the 13th
month of such postdoctoral Kirschstein-NRSA
support;

« By engaging in an equal period of health-related
research, research ftraining, and/or health-related
activities that averages at least 20 hours per week
based on a full work year;

* By engaging in an equal period of health-related
teaching that averages at least 20 hours per week
based on a full work year.

Kirschstein—-NRSA appointments or individual awards will
be governed hy the service payback requirements
articulated in the National Research Service Award
Guidelines. These guidelines can be found in the NRSA
portion of the most recent version of the NIH Grants Policy
Statement found at: hitp:/grants.nih.gov/grants/policy/

policy.htm.

For additional questions the

Agreement contact:

regarding Payback

PHS 6031 (Rev. 6/09) Page 1

NRSA Payback Service Center
Phone: (301) 594-1835 or (866) 298-9371
nrsapaybackcenter@mail.nih.gov

I. SERVICE REQUIREMENT

In accepting a Ruth L. Kirschstein National Research
Service Award to support my postdoctoral research
training, | understand that my first 12 months of
Kirschstein-NRSA support for postdoctoral research
training carries with it a payback obligation. | hereby agree
to engage in a month of health-related research, health-
related research training, or health-related teaching for
each month | receive Kirschstein-NRSA support for
postdoctoral research training up to and including 12
months. If | receive Kirschstein-NRSA support for
postdoctoral research training for more than 12 months, |
agree that the 13th month and each subsequent month of
Kirschstein-NRSA-supported postdoctoral research
training will satisfy a month of my payback obligation
incurred in the first 12 months. This service shall be
initiated within 2 years after termination of Kirschstein-
NRSA support. The research, teaching, and/or health-
related activities shall be on a continuous basis and shall
average at least 20 hours per week of a full work year. For
information regarding deferral of the NRSA obligation due
to participation in the NIH Loan Repayment Program see:

http:/iwww.Irp.nih.gov.

Il. FINANCIAL PAYBACK PROVISIONS

| understand that if | fail to undertake or perform such
service in accordance with Section |, the United States will
be entitled to recover from me an amount determined in
accordance with the following formula:

A=F [(t-s)A]

Where “A” is the amount the United States is entitled to
recover; “F” is the sum of the total amount paid to me
under the initial 12 months of my postdoctoral Ruth L.
Kirschstein National Research Service Award support; “t”
is the total number of months in my service obligation; and
“s” is the number of months of such obligation served.

Except as provided in Section Ill below, any amount the
United States is entitled to recover from me shall be paid
within the 3-year period beginning on the date the United
States becomes entitied to recover such amount. The
United States becomes entitled to recover such amount 2
years after termination of my Ruth L. Kirschstein National
Research Service Award support if | do not engage in

Figure 141: Payback Agreement (Form PHS 6031)
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acceptable service payback activities in accordance with
Section I. If | elect to engage in financial repayment before
the end of the 2-year period, the United States becomes
entitted to recover such amount on the date of my
election. Interest on the amount begins on the date the
United States becomes entitled to recover such amount
and is at the rate fixed by the Secretary of the Treasury
after taking into consideration private consumer rates
prevailing on that date. | understand that | will be allowed
an initial 30-day interest-free period in which to fully pay
such amount, and that | may prepay any outstanding
balance after that period to avoid additional interest. |
further understand that | will be subject to authorized debt
collection action(s) (including any accrued interest and
late fees) should | fail to comply with the payback
provisions of this Section Il

Ill. CONDITIONS FOR BREAK IN SERVICE,
Walver, AND CANCELLATION

| hereby understand that the Secretary of Health and
Human Services:

A. May extend the period for undertaking service, permit
breaks in service, or extend the period for repayment, if
it is determine that:

1. Such an extension or break in service is
necessary to complete my clinical training or to
participate in a NIH Loan Repayment Program;

2. Completion would be impossible because of
temporary disability; or

3. Completion would involve a substantial hardship
and failure to extend such period would be
against equity and good conscience;

B. May waive my obligation, in whole or in part, if it is
determined that:

1. Fulfilment would be impossible because | am
permanently and totally disabled; or

2. Fulffilment would involve a substantial hardship

and the enforcement of such obligation would be
against equity and good conscience;

C. Will, in the event of my death, cancel any obligation
incurred under this payback agreement.

IV. TERMINATION NOTICE — ANNUAL REPORT
OF EMPLOYMENT — CHANGE OF ADDRESS
AND/OR NAME

| agree to complete and submit a Termination Notice (PHS
416-7) immediately upon completion of Kirschstein-NRSA
support. Thereafter, on an annual basis | agree to
complete and submit Annual Payback Activities
Certification forms sent to me by the awarding Federal
Agency concerning post-award activities, and agree to
keep the awarding Federal Agency advised of any change
of address and/or name until such time as my total
obligation is fulfilled.

V. PROGRAM EVALUATION

| understand that | may| also be contacted from time to
time, but no more frequently than once every 2 years,
after the termination of this award to determine how the
training obtained has influenced my career. Any
information thus obtained would be used only for statistical
purposes and would not identify me individually.

VI. CERTIFICATION

By signing the certification block below, | certify that | have
read and understood the requirements and provisions of
this assurance and that | will abide by them if an award is
made.

NIH estimates that it will take 5 minutes to complete this form. This
includes time for reviewing the instructions, gathering needed
information, and completing and reviewing the form. An agency may not
conduct or sponsor, and a person is not required to respond to, a
collection of information unless it displays a currently valid OMB control
number. If you have comments regarding this burden estimate or any
other aspect of this burden, send comments to: NIH, Project Clearance
Office, 6705 Rockledge Drive MSC 7974, Bethesda, MD 20892-7974,
ATTN: PRA (0925-0002). DO NOT RETURN THE COMPLETED FORM
TO THIS ADDRESS.

Name (Last, first,
middle):

Social Security No (Required):

Signature:

Date:

Support received under the awarding
Federal agency Award/Grant Number:

Mailing Address:

Enter mailing address

E-mail:

PHS 6031 (Rev. 6/09) Page 2

Figure 142: Payback Agreement (Form PHS 6031) — continued
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Privacy Act Statement

The Public Health Service requests this information pursuant
to statutory authorities contained in Section 405(a) and 487
of the Public Health Service Act, as amended (42 USC
284(b)(1)C and 288), and other statutory authorities (42
USC 242(a), 280(b)(4), and 28 USC 670). The information
collected will assist in activating the award and facilitate
postaward management and evaluation of PHS programs.
Although providing the information is voluntary, an individual
may not receive support from the grant until the form is
submitted.

The PHS maintains application and grant records as part of
a system of records as defined by the Privacy Act: 09-25-
0038, “Extramural Awards and Chartered Advisory
Committees.” The Privacy Act of 1974 (5 USC 552a) allows
disclosures for “routine uses” and permissible disclosures.

Routine uses include:
1. To the cognizant audit agency for auditing.

2. To a Congressional office from a record of an individual
in response to an inquiry from the Congressional office

made at the request of that individual.

. To qualified experts, not within the definition of DHHS
employees as prescribed in DHHS regulations (45 CFR
5b.2) for opinions as part of the application review
process.

. To a Federal agency, in response to its request, in
connection with the letting of a contract or the issuance of

a license, grant, or other benefit by the requesting
agency, to the extent that the record is relevant and
necessary to the requesting agency's decision on the
matter.

. To organizations in the private sector with whom PHS
has contracted for the purpose of collating, analyzing,
aggregating, or otherwise refining records in a system.
Relevant records will be disclosed to such a contractor,
who will be required to maintain Privacy Act safeguards
with respect to such records.

. To the sponsoring organization in connection with the
review of an application or performance or administration
under the terms and conditions of the award, or in
connection with problems that might arise in performance
or administration if an award is made.

. To the Department of Justice, to a court or other tribunal,
or to another party before such tribunal, when one of the
following is a party to litigation or has any interest in such
litigation, and the DHHS determines that the use of such
records by the Department of Justice, the tribunal, or the
other party is relevant and necessary to the litigation and
would help in the effective representation of the
governmental party.

a. the DHHS, or any component thereof;

b. any DHHS employee in his or her official capacity;

PHS 6031 (Rev. 6/09) Privacy Act

c. any DHHS employee in his or her individual capacity
where the Department of Justice (or the DHHS, where
it is authorized to do so) has agreed to represent the
employee; or

. the United States or any agency thereof, where the
DHHS determines that the litigation is likely to affect
the DHHS or any of its components.

8. A record may also be disclosed for a research purpose,
when the DHHS:

a. has determined that the use or disclosure does not
violate legal or policy limitations under which the
record was provided, collected, or obtained;

. has determined that the research purpose (1) cannot
be reasonably accomplished unless the record is
provided in individually identifiable form, and (2)
warrants the risk to privacy of the individual that
additional exposure of the record might bring;

. has secured a written statement attesting to the
recipient’'s understanding of, and willingness to abide
by, these provisions; and

. has required the recipient to:

(1) establish reasonable administrative, technical, and
physical safeguards to prevent unauthorized use or
disclosure of the record;

(3) remove or destroy the information that identifies
the individual at the earliest time at which removal or
destruction can be accomplished consistent with the
purpose of the research project, unless the recipient
has presented adequate justification of a research or
health nature for retaining such information; and

(3) make no further use or disclosure of the record,
except (a) in emergency circumstances affecting the
health or safety of any individual, (b) for use in
another research project, under these same
conditions, and with written authorization of the
DHHS, (c) for disclosure to a properly identified
person for the purpose of an audit related to the
research project, if information that would enable
research subjects to be identified is removed or
destroyed at the earliest opportunity consistent with
the purpose of the audit, or (d) when required by law.

The Privacy Act also authorizes discretionary disclosures
where determined appropriate by the PHS, including to law
enforcement agencies, to the Congress acting within its
legislative authority, to the Bureau of the Census, to the
National Archives, to the General Accounting Office,
pursuant to a court order, or as required to be disclosed by
the Freedom of Information Act of 1974 (5 USC 552) and the
associated DHHS regulations (45 CFR Part 5).

Figure 143: Privacy Act Statement
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15 Appendix D — Appointment Errors/Warnings Quick
Reference

The table below identifies the circumstances (conditions) when errors or warnings occur, the error
or warning message provided as a result, and the role of the individual who sees the message on
the screen.

NOTE: When the internal user clicks the Validate button, the warnings will appear for that
appointment. The errors will not be shown because the appointment cannot be submitted with
errors.

A Trainee Appointment
cannot exceed 12 months
The Trainee Appointment withogt prior approval of the
Period specified exceeds | Error aV\{ardlng agency. Please Pl
adjust the Start/End Date of
12 months. .
the Appointment or contact
the eRA Help Desk for
further assistance.
There is another existing
Appointment for the Trainee
The Start and End Dates on the Grant # [Insert Grant
of the New Appointment # and the P Name of the
cannot be within the Start Error existing Appointment]. The Pl
and End Date of the Start and End Dates of the
existing Appointment for new Appointment cannot be
the Trainee. within the Start and End
Date of an existing
Appointment for the Trainee.
The Appointment Start The Trainee Appointment
Date is not within the Error Start Date should occur Pl
Budget Period year of the within the Budget Period
Associated Grant. year of the associated grant.

Table 3: Appointment Errors/Warnings Quick Reference

Appendix D Appointment 108 April 29, 2014



XTrain External/Institutional User Guide

The Appointment Start The Appointment Start Date
Date should be less than
. Error should be less than the Pl
the Appointment End i
Appointment End Date.
Date.
The Trainee Appointment The Trainee Appointment
End Date must be less Warn- End Date must be less than Pl
than or equal to the ing or equal to the Project Period
Project Period End Date. End Date.
The Trainee Race, Gender,
and Birth Date must be
If the Trainee Race, entere_d. Where a}vallable, Do _
i . not wish to provide, can be | Trainee/P-
Gender, or Birth Date is Error .
used. The Trainee must enter | I**
not entered... .. .
this information on the
Personal Profile screen in
eRA Commons.
The Trainee Ethnicity and
Disabilities must be entered.
If the Ethnicity and/or Where avalla}ble, Do not .
o wish to provide, can be used. | Trainee/P-
Disabilities are not Error i i
The Trainee must enter this | I**
entered... . .
information on the Personal
Profile screen in eRA
Commons.
If the Stipend/Salary
amount is not entered or is The Stipend/Salary amount
entered but is zero or less. | Error must be entered and be Pl
The R25 activity code can greater than zero.
have zero stipend/salary.
The citizenship indicator £ The Trainee’s citizenship Trainee/P-
for Trainee Profile is not fror must be entered. The Trainee | |**

Table 3: Appointment Errors/Warnings Quick Reference
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must enter this information
entered. on the Personal Profile
screen in eRA Commons.
The gra n_t does not have At least one Trainee degree
the activity code T34, the .
. . must be entered. The Trainee .
Stipend Level is not PRE- . . Trainee/P-
. Error must enter this information
BAC, and the Trainee . [**
on the Personal Profile
does not have at least one .
screen in eRA Commons.
degree.
The Trainee has not entered
The Appointment is for a aPhD, MD{ or equlvz_ilent
degree required for this Post-
Post-Doc or a Scholar and .
) Warn- Doc or Scholar Trainee/P-
the Trainee does not have | . . .
ing Appointment. The Trainee I*
a PhD, MD or at least one . .
. must enter this information
equivalent degree. . .
on Personal Profile screen in
eRA Commons.
The Trainee has not entered
The Appointment is for a a Bgchelor s degree or
. equivalent degree required
Pre-Doc and Trainee does . )
, Warn- | for this Pre-Doc Trainee/P-
not have Bachelor’s . . .
. ing Appointment. The Trainee I*
degree or equivalent . :
dearee must enter this information
gree. on the Personal Profile
screen in eRA Commones.
The Pre-Doc may not receive
The Pre-Doc is receiving Warn- greater than five years of
more than five years of in NRSA support without a Pl
NRSA support. g waiver from the awarding
agency.
The Post-Doc is receiving | Warn- | The Post-Doc may not Pl

Table 3: Appointment Errors/Warnings Quick Reference
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receive greater than three
more than three years of ing years of NRSA support
NRSA support. without a waiver from the
awarding agency.
The Trainee has Federal
The Trainee profile Debt indicated in the
indicates Federal Debt Error Trainee-Specific section of Trainee
with no explanation their Personal Profile. An
provided. explanation for the Federal
Debt must be provided.
No Trainees may be
If the Appointment Period appointed for less than nine
(difference between Start Warn- months unless the Training
and End Dates) is less ing grant was designated for Pl
than nine months and short-term training positions
activity code is not T35... or prior approval was granted
by the awarding agency.
No SSN has been entered in
the Trainee Personal Profile.
The Trainees are asked to
voluntarily provide their SSN
If Trainee Profile is Warn- | information to aide in the Trainee/P-
missing a SSN..... ing processing of the Trainee [**
Appointments by providing
the agency with vital
information necessary for
accurate identification.
chZrt z;:ﬁvo?pﬁgs:gggli/ nt Tr_\e Save & Submit function
failed. The 2271 Form must
been routed to the Error . . |PI
. . . be routed to the Trainee prior
Trainee, if the Pl tries to to submission to agency
submit the 2271 Form to '
Table 3: Appointment Errors/Warnings Quick Reference
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NOTE: The Save & Route to
Trainee button appears at the
bottom of the screen after the
the agenc Pl invites or re-invites the
geney. Trainee to register in eRA
Commons AND the Trainee
follows the e-mailed
registration instructions.
ITthe grant is aT35 and If the grant Activity Type is
the number of months . .
. Warn- | T35 then the Appointment Trainee/P-
between the Appointment | . .
. ing Period should not be less [**
Start and End Dates is less than two months
than two months... '
ITthe grant is a T35 and If the grant Activity Type is
the number of months : .
i Warn- | T35 then the appointment Trainee/P-
between Appointment in eriod should not exceed [**
Start and End Dates is g P
three months.
more than three months...
Trainee/P-
I**
This
warning
The activity code for the Because the Trainee hasa | EXIsts In
grant is T34 and the Warn- | degree, confirm the Trainee's | XTrain
Trainee has any type of | ing eligibility for the T34 only so
degree. Appointment. there is no
need for
the Edit
Checker
validation
procedure.
Table 3: Appointment Errors/Warnings Quick Reference
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If the Appointment Period For RL5, RL9, R90 and R25
(difference between Start . :
. activity codes, xTrain does .
and End Dates) is less . . Trainee/P-
. Error not accept Appointments if
than eight weeks and the . L [**
. . the Appointment Period is
activity code is RL5, RL9, less than eiaht weeks
R90 or R25... g '
ForRLS, RL9, R90 and Please make sure you are
R25 aCt“{'ty ches, if the Warn- | following the FOA Trainee/P-
Non-Resident is selected | . . . .
. ing instructions regarding [**
on Trainee Personal . . .
: citizenship requirements.
Profile...
If the Appointment is for a No degree information has .
. Warn- | been entered on Personal Trainee/P-
Participant and no degree | . : :
. o ing Profile screen in eRA [**
is specified...
Commons.
For RL5, RL9, R90 and
R25 activity codes and the Warn- The Field of Research Trainee/P-
Field of Research in Training (FOT) or Career *
Training (FOT) is not g Development is not entered.
specified...
For all activity codes The Appointed individuals
except for RL5, RL9, R90 must be citizens, noncitizen Trainee/P-
and R25, if Non-Resident | Error nationals of the United .
is selected on the Trainee States, or lawfully admitted
Personal Profile... permanent residents.
Table 3: Appointment Errors/Warnings Quick Reference
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16 Appendix E — User Role Functions

Delegate xTrain
Authority

PD/PI (except for
fellows) can designate
a delegate to perform
XTrain specific
functions on their
behalf (ability to
submit to agency
specifically withheld)

A Sponsor can also
can designate a
delegate to perform
XTrain specific
functions on their
behalf (ability to
submit to agency
specifically withheld)

Identify Trainee
Facility to locate an
existing eRA
Commons profile for a
Trainee

View Trainee Roster
Access to the Trainee
Roster of specific
grant

Own

Del-
egated
Pls

X

Fellows Fel-

lows

Insti-
tution

Insti-
tution

View List of Grants
Provide list of grants
based on provided

X
Own

Del-
egated

X

Fellows Fel-

lows

Insti-
tution

Insti-
tution

Table 4: User Role Functions
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search criteria

Pls

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

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

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

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

Initiate New
Appointment

X

Table 4: User Role Functions
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Enter Data X X

Route New
Appointment to X X
Trainee

Route New
Appointment to PI

Delete Appointment
(not yet submitted)

Initiate an Amended
Appointment

Initiate Re-
appointment

View form in PDF
format

Submit New
Appointment to X
Agency

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

Initiate Termination
Notice

Enter Data X X

X

Route Termination
Notice to PD/PI
(includes Fellows)

X
Fellows

Fel-
lows

Table 4: User Role Functions
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Route Termination %
Notice to Trainee
Route Termination
Notice to BO X X
Delete TN (not yet
submitted) X X
View form in PDF X X X
format
X

For For

some foreign

activ- and
Submit to Agency ity federal

code- fel-

S low-

only ships

only
Recall (if not submitted
to Agency)
Previous reviewer can | X X X
recall form from
current reviewer
Validate
Run validation process
to identify form X X X
errors/warnings
Table 4: User Role Functions
NOTE: Assistant has been delegated authority by PD/PI
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