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Submission Systems:

NIH ASSIST




Objectives

® Understand what you can do in ASSIST

. * Create a new proposal that you can edit

* Preview and validate prior to submission




What 1s ASSIST?

* Application Submission System & Interface for Submission

Tracking

* An online system to prepare applications to NIH and other
PHS agencies

* Forms in ASSIST are the exact same forms that one would
find 1n a grants.gov package




Benefits of ASSIST

* Saves time filling in forms - ability to populate data from an

eRA Commons user name .

* No more tracking/saving versions of a grant package

* Allows multiple users to work on an application at the same
time




Benefits of ASSIST

* Hasy navigation to the different forms within the application
(less scrolling up and down)

* Preview an application in the final format that is generated in
the Commons

® Validate an application for warnings/errors in the Commons
prior to submission




Getting Started with ASSIST

® ASSIST requires an eRA Commons user ID and password

* Anyone serving as a PI must have a Commons user name

* Anyone who needs to access the application must have a
Commons user name

® Accounts are created by your Sponsored Programs pre-
award coordinator




Getting Started with ASSIST

® Decide who will be responsible for initial data entry in
ASSIST and gather eRA Commons IDs so access can be
provided to everyone who needs it.

* Find a Funding Opportunity Announcement (FOA) though
NIH website or grants.gow.




Getting Started with ASSIST

® Create from the FOA ® Create from ASSIST

 Apply Online Using ASSIST | | Apply Using Downloadable Forms | Welcome to the Application Submission
System & Interface for Submission Tracking
(ASSIST)

E INITIATE APPLICATION
Funding Opportunity Announcement #
(Example: PA-XX-3XX or LITC-ARCD-XX-000)
The National Institutes of Health posts Funding Opportunity
Announcements (FOAs) in the NIH Guide for Grants & Contracts and in

Grants.pov’s Search Grants. Each resource has robust search

functionality to identify opportunities of interest, ASSIST can only be
used to prepare and submit applications when explicitly stated in the
FOA.



https://grants.nih.gov/grants/guide/pa-files/PA-16-160.html
https://grants.nih.gov/grants/guide/pa-files/PA-16-160.html

e g R L I

. Logging into ASSIST

National Institutes of Health
Office of Extramural Research

Glossary & Acronyms

* eRA Commons & ASSIST:

https://era.nih.gov

eRA provides critical IT infrastructure to manage over $30 billion in research and
BlJIA non-research grants awarded annually by NIH and other grantor agencies in support
of the collective mission of improving human health. eRA systems, including eRA
program of the National Commons, ASSIST and IMPAC II modules, support the full grants life cycle and are
Wnstitiites of Heel used by applicants and grantees worldwide as well as federal staff at the NIH,

AHRQ, the CDC, FDA, SAMHSA, and VA.
el = __ - -

&S need Help?
ﬂ eRA Commons FAQs

& subscribe!

RA Commons Registration

& Accounts té] eRA Deployment &

Maintenance Calendar

eRA Training For | For
Modules, User Guides

& Documentation

Applicants Grantees

Related NIH Guide Motices
PubRoster

MONS
g-in

(Rosters of NIH Scientific
Review Groups)
System-to-System
« NIH eRA Ttems of Interest — November 2016 - 11/09/2016
NIH (OER) * eRA Enhancement: Redesigned Section in RPER to Help Grantees Categorize
AHRQ Products Developed Under a Grant - 10/26/2016 @Fe[ i;ﬂ

CDC s E
= Modules; Mew Security Mandated For Webs:ltes - 10/26/2016 (NIH and Agency
* eRA Enhancements: eRA Commons’ Upcoming Release and Scheduled Partners)
SAMHSA Downtime for Thursday, October 20, 2016 - 10/18/2016
VA Comments & Feedback

eRA Information: Please Update Your Browsers by Mov. 30 to Use eRA

(We value your input)



https://era.nih.gov/
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* Enter your Commons ID
and password and hit Login

= Application Submission System & Interface

for Submission Tracking (ASSIST)
Sponsored by the National Institutes of Health

Login

User Name

Password

Federated Institutions/
Organizations

Submit grant applications electronically to
NIH and other Public Health Service
Agencies...

The Application Submission System & Interface for Submission Tracking

pare and submit grant applications

electronically to NIH and other Public Health Sei

Prior to using

ouncement (FOA)

ASSIST, applicants should identify a Funding Opportunit

e Need Help?

Resources

[E] APPLICATION GUIDE

ASSIST USER GUIDE




,% Application Submission System & Interface Userniame: ASCHREIBER?

for Submission Tracking (ASSIST)

Spansored by the National Institutes of Health

frs==

Welcome ASCHREIBER2

_ ) o 0 Need Help?
Welcome to the Application Submission

System & Interface for Submission Tracking Resources
(ASSIST) E] APPLICATION GUIDE
El ASSIST USER GUIDE

E] ERA COMMONS

5

bl

SEARCH FOR APPLICATION

® Once you have logged in,
you can initiate a new
application or search for an
existing one




Finding an Existing Application

,% Application Submission System & Interface
/~% for Submission Tracking (ASSIST)
d by the National Institutes of Health

® You can search for ¥ e

applications using a number

of criteria

PD/PI Middle Name:

® The results will only include

Submission Status:

those proposals to which
you have been granted e — N —
==

Project End Date:

ACCESS e




Initiating a New Application

Application
Initiate Application for FOA #: PA-16-160 @ o A 1. 1 1 ” 1
Alfler in::lﬁa!iun. the Lead Application Organization Name and Lead. i TV p p 1 C a tl O n p ro ] e C t tl t e
changed.

Application Organization DUNS cannot be

—~yp— must be completed upon

initiating an application

* Use “TBD” if unknown in
order to continue, but

S remember to go back and
T fill in the actual title later




Initiating a New Application

. S@lCCt ccPf@-ﬁH ApphCﬂtiOﬂ Lead Applicant Organization: UNIVERSITY OF NEBRASKA-LINCOLN v

Lead Applicant Organization 151 Whittier Research Center
Address: 2200 Vine Street

from Usernam€,, and then LINCOLN, NE 685830861

Lead Organization DUNS: 5554569950000

Click for SAM Registration Details

enter the COmmonS user 5AM Registration Expiration Date: 08/18/2017

name for the PI to pre-
populate some sections of o e
the application




oo Application Information @

RETURN TO APPLICATION TilgS:

o All forms are the Same MAMAGE ACCESS

ADD OPTIONAL FORM

PREVIEW CURRENT FORM

Summary Cover Page Other Sites Srikey Research
Supplement| Project Person Plan

Information Profile

VALIDATE APPLICATION

as grants.gov package

VIEW STATUS HISTORY

® EaCh form ls ShOWn aS UPDATE SUBMISSION STATUS Application for Federal Assistance

SF 424 (R&R) v2.0 @

tab at the top for easy

DELETE APPLICATION

| Expand ALl

navigation

* Selecting “Edit” on a
form opens the fields o a
for editing and prevents A
Qi Sl i e
simultaneously e




Save and Keep Lock
Saves the form and keeps it
locked so others cannot edit

Save and Release Lock
Saves the form and allows
others to edit

Cancel and Release
Does not save changes and
allows others to edit

RETURN TO APPLICATION

MANAGE ACCESS

ADD OPTIONAL FORM

PREVIEW CURRENT FORM

VALIDATE APPLICATION

VIEW STATUS HISTORY

UPDATE SUBMISSION STATUS

COPY APPLICATION

DELETE APPLICATION

All editable fields marked with €€ must be entered in order to Save this form. Please gather these data before
beginning your data entry.

Summary | RER Cover | Cover Page Other Srikey Research
Supplement| Project Person Plan
Information Frofile

Project/Performance Site | ocations Summary

Project/Performance Site Location(s)

PerformanceSite v2.0 o

Edit

] I am submitting an application as an individual, and not on behalf of a company, state, local or tribal government,
academia, or other type of organization

Project Performance Site Primary Location

Populate from R&ER Cover

Organization Name

DUNS Number
(e.g. 123456789 or 1234567891234)

Street 1

Ctreet 7
atreet £

County/Parish

State — Select State — x
Province
* Country UNITED STATES X

Zip/Postal Code

Project/Performance Site Congressional




Pre-Populating Senior/Key Person Profiles

® Entet the persons
Commons user ID into the

Credential field and click the
populate button

® The person’s information
will auto-fill into the form

Application Information @

All editable fields marked with € "€ must be entered in order to Save this form. Please gather these data before
beginning your data entry.

RER Cover || Cover Page Other Sites S Modular g RER Research
3 Person
ject Profile bawar
atio e udget

Sr/ Key Person Summary

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

PROFILE - Project Director/Principal Investigatg

1=l Populate fields from Credentials




Optional Forms

Home > Search for Applications > Application Search Results > Application Information

Application Information @

Tip:
+ Some actions (e.g., Preview Application) are only available from this screen. The Return to Application action can be used to
return to this screen.

o Application saved

Other
Project
Information

Supplement: Person

Profile

Summary RER Cove o
| VIEW STATUS HISTORY | l }

Sites Srikey Research
Plan

' UPDATE SUBMISSION STATUS

Add Optional Form

5 Application Information

| COPY APPLICATION Application Identifier: 11989

| DELETE APPLICATION Application Project Title: Test Select the form you wish to add --- Select Form -
h PD/PI Name: Balkus, Andrea
z T E R e Assignment Request Form

Inclusion Enrollment Report

Modular Budget
© 2016 NIH. AllL Righ| R&R Budget
Screen Rendered: 11/14/2016 01:53:24 EY R&R Subaward Budget
Version: 2.2 oz




Allowing Access to the Application

* Automatic Edit access is given to:

* All SOs and AOs at the applicant organization (1.e.
Sponsored Programs)

® The Pls designated on the application
® The user that initiated the application

® Access can be given or revoked to additional users




Home = Search for Applications = Application Search Results = Application Information

Application Information @

Tip:
s Some actions (e.g., Preview Application) are only available from this screen. The Return to Application action can be used to
refurn to this screen.

Supplem Project Person Plan
nformaticn Profile

e |l =] =]

YVALIDATE APPLICATION

UPDATE SUBMISSION STATUS | m Applicat‘ian Information

Application ldentifier: 119896
| Application Project Title: Test

| ELE R R EELY | PD/PI Name: b ile

| DELETE APPLICATION | Organization: UNIVERSITY OF NEBRASKA-LINCOLN
Project Period:




Home = Search for Applications = Application Search Results = Application Information = Access Summary

User Access Summary @

View Access Histary

Click on the User name to add access to other components for the user. One item found.

LINCOLN




Home > Search for Applications = Application Search Results = Application Information > Access Summary > Add Mew User

Add New User @

USER INFORMATION * Required field(s)

Username nelkinpedersent ()
User: Melkin Pedersen, Kacey C
Primary Organization: UNIVERSITY OF MEBRASKA-LINCOLN

To assign different access levels to Budget and Non-Budget data (e.g. View Budget and Edit Non-Budget), the
Budget and Mon-budget selections should be used. To assign the user the same access level for both Budget
and Mon-budget data, the All select should be used. The user will be given the highest level of access
assigned in the selections made.




Previewing the Application Forms

S
(7] . @
Actions Actions

On the On a form
MANAGE ACCESS RETURN TO APPLICATION
. apphcatl()ﬂ PP TP page, you MANAGE ACCESS

ADD OPTIONAL FORM

PREVIEW APPLICATION 1
summary can preview
p ageD YOU_ VIEW STATUS HISTORY th€ current AT
. VIEW STATUS HISTORY
can prevlew UPDATE SUBMISSION STATUS form
UPDATE SUBMISSION STATUS
the entire
> 9 COPY APPLICATION :
apphcatlon DELETE APPLICATICN ikl
DELETE APPLICATION




Home = Search for Applications = Application Search Results = Application Information > Preview Application

. i . " ’ "

Preview Application @ Select "Generate PI‘CVI@VV,
. " "

Tips:

. llig SIST allows one application preview request to be active af a time. then Re fr c Sh S tatu S)

» The Status shown does not automatically update - use the Refresh Status button to get current status.

" 2 "
» Previewing a large application image can take several minutes. You may want to view the last one available. th@fl VIGW tO SC€C the
entire application |

User Status Date ¥ Status Action
Mothing found to display.

: Home = Search for Applications = Application Search Results = Application Information = Preview Application

Preview Application @

Tips:
= ASSIST allows one application preview request to be active at a time.

TO navlgate b ack to th e = The Statns shown does not automatically update - use the Refresh Status button to get current status.

= Previewing a large application image can take several minutes. You may want to view the last one available.

application, select
"Return tO App]ication" User Status Date ] Status Action

Balkus, Andrea Mon Howv 14 14:07:08 EST 2016 Preview Available

* h A R 1 Balkus, Andrea Mon Mow 14 14211229 EST 2016 Waiting to Process
1n the ctions pB.HC

View




Validating the Application

* Provides a list of errors and/or warnings for the application

Actions 12

MAMAGE ACCESS

ADD OPTIOMAL FORM

UPDATE SUBMISSION STATUS

COPY APPLICATION

DELETE APPLICATION

@ Errors

Total Errors to be corrected before the application can be submitted: &

Form Mame
R&R Cover

Cover Page Supplement
Other Project
Information

Sites

Sr/Key Person Profile

Research Plan

Required form is
performed.
Required form is
performed.
Required form is
performed.
Required form is
performed.
Required form is
performed.
Required form is
performed.

incomplete.
incomplete.
incomplete.
incomplete.
incomplete.

incomplete.

Pleass

Pleass

Pleass

Pleass

Pleass

Pleass

Error Message
complete the reguired form

complete the reguired form
complete the reguired form
complete the reguired form
complete the reguired form

complete the reguired form

so that all validations can be

so that all validations can be

so that all validations can be

so that all validations can be

so that all validations can be

so that all validations can be




Submitting the Application

* Sponsored Programs must submit the application in ASSIST

* 'Two step process:
® Change the application status to “Ready for Submission”

® Submit the application

* This generates several emails to OSP and the PI




Tracking Application and Viewing the
Assembled Application Image ~

® Use the View Submission Status Details link to track

application status .




Tip:
When an error-free application is received at NIH the processing status should display as followrs:

e ASSIST = Submitted

s Grants.gov = Agency Tracking Number Assigned

« Apency = Processed
Following the hyperlinked Agency Tracking # in the Agency section of the screen brings users with appropriate
authority directly to the eRA Commons Detailed Status screen from which they can view the assembled e-
Application image and associated documents for the submission.

Application ldentifier 70728

FOA Mumber PAR-16-106

Project Title:
PD/PI Name:

Organization: Board of Regents, Univ of Nebraska, Univ of Nebraska-
Lincoln

Grants.gov Tracking # GRANT12148755

Last Status Check:

Check for Status Updates

ASSIST

Submission Date: Wed Apr 20 17:42:04 EDT 2016

Submittin R: Jeanne Wicks

ASSIST Submission Status Submitted

Submission Status Date: Wed Apr 20 17:42:09 EDT 2016
Grants.gov

Grant.gov Tracking # GRANT12148755

Lrants.gor

Grants.go

Grants.gov Status Date:

Agency Status
Apency Status Date
Agency Status Date




i
When an error-free application is received at NIH the processing status should display as follows:

s ASSIST = Submitted

« Grants.pov = Agency Tracking Number Assigned

s Agency = Processed
Following the hyperlinked Agency Tracking # in the Agency section of the screen brings users with appropriate
authority directly to the eRA Commons Detailled Status screen from which they can view the assembled e-
Application image and associated documents for the submission.

Application ldentifier: 70728

FO&A Humber: PAR-16-106

Project Title:

PD/PI Hame:

Organization: Board of Regents, Univ of Nebraska, Univ of Nebraska-
Lincoln

Grants.gov Tracking # GRANT 12148755

Last Status Check Wed Apr 20 17:42:53 EDT 2016

Check for Status Updates

o Updates to status detected. Refer below for details on update.

ASSIST

Submission Date: Wed Apr 20 17:42:04 EDT 2016
Submitting ADR: Jeanne Wicks
ASSIST Submission Status: Submitted

Submission Status Date:

Wed Apr 20 17:42:09 EDT 2016

GRANT12148755
Wed Apr 20 17:42:08 EDT 2016

Validated
Grants.gov Status Date: Wed Apr 20 17:42:31 EDT 2016
Agency
Agency Tracking #
Agency Status:




—
When an error-free application is recetved at NIH the processing status should display as follows:

e ASSIST = Submitted

» Grants.gov = Agency Tracking Humber Assigned

s Agency = Processed
Following the hyperlinked Agency Tracking # in the Agency section of the screen brings users with appropriate
authority directly to the eRA Commaons Detailed Status screen from which they can view the assembled e-
Application image and associated documents for the submission.

Application ldentifier: T0728

FOA Mumber: PAR-16-106
Project Title:

PD/PI Name:

Organization: Board of Regents, Univ of Nebraska, Univ of Nebraska-
Lincoln

Grants.gov Tracking #: GRANT12148755

Last Status Check: Wed Apr 20 17:43:5% EDT 2016

Check for Status Updates

o Updates to status detected. Refer below for details on update.

ASSIST

Submission Date: Wed Apr 20 17:42:04 EDT 2016
Submitting AOR: Jeanne Wicks
5T Submission Status: Submitted
sion Status Date: Wed Apr 20 17:42:09 EDT 2016
Grants.gov

Grant.gov Tracking #: GRAMT1214B8755
Grants.gov Received Date: Wed Apr 20 17:42:08 EDT 2016
Grants.gov Processing Status: Received by Agency
Grants.gov Status Date: Wed Apr 20 17:43:10 EDT 2016

Agency
Agency Tracking #:
Apency Status: PAYPREPROC
Apency Status Date: Wed Apr 20 17:43:13 EDT 2016
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e ASSIST = Submitted
e Grants.gov = Agency Tracking Number Azsigned
o Agency = Processed

Follewding the hyperlinked Agency Tracking # in the Agency section of the screen brings users with appropriate

authority directly to the eRA Commons Detailed Status screen from which they can view the assembled e-
Application image and associated documents for the submission.

AT 3

| Application ldentifier 70728
|
| )A Numbe ) AR-16-106
|
| t Tit
i I
| ] AT
| A
| g rakh . card of Regents, Untv of Nebraska, Unr of Nebraska

Lincoln

srants.gov Tracking # GRANT12148755
tatus Checl Wed Apr 20 17:45:13 EDT 2016

Check for Status Updates

0 Updates to status detected. Refer below for details on update.

ASSIST

Submission Date Wed Apr 20 17:42:04 EDT 2016
ubmitting A Jeanne Wicks

Sul Submitted
Submission Status Date Wed Apr 20 17:42:09 EDT 2016

Hrant.gon acking #: GRANT 12148755

srants.gov Received Date: Wed Apr 20 17:42:08 EDT 2016
rants.g roce ng Statu Agency Tracking Number Assigned
& at n

Wed Apr 20 17:44:35 EDT 2016

Agency

liew Agency Submission Errors and Warnings

gency Tracking & 3930252 (To View Commons Status Details)
Apency Status: PROCESSED
Agency Status Date: Wed Api 20 17:44:35 EDT 2016
e e e




* When the application successtully processed to eRA Commons,
the Agency Tracking # will be hyperlinked to the eRA Commons

detailed status screen

Agency
View Apency Submission Errors and Warnings
Apency Tracking #: 31930252 (To View Commaons Status Details)
Apency Status: PROCESSED
Apency Status Date: Wed Apr 20 17:44:35 EDT 2016

* Carefully check assembled application image and associated
documents




PN = R . W e e R e e
RS e oS e i

Copying an Application

Actions o

MAMNAGE ACCESS
ADD OPTIONAL FORM
PREVIEW APPLICATION
WALIDATE APPLICATION
VIEW STATUS HISTORY

LPDATE SUBMISSION STATUS

COPY APPLICATION

Application Information @

Tip:

» Some actions (e.g., Preview Application) are only available from this screen. The Return to Applic
refurn to this screen.

RER Cover | Cover Page Other Sites Srikey Research

Supplement|| Project Person Plan
Information Profile

51 Application Information

Application ldentifier: rmz
Application Project Title: Test
PD/PI Hame:

Carlin, Kate

Organization: UNIVERSITY OF HEBRASKA-LINCOLN
Project Period:

Status: Work in Progress Submit Application

Status Date: 2015-09-29 12:29:31.000 PM EDT




,J_fg U.S. Department of Health & Human Services =) Home I3 Logout @ HelpDesk =) ContactUs
S Application Submission System & Interface Username: KNELKPEDERSEN

% for Submission Tracking (ASSIST)
== Sponsored by the National Institutes of Health

Home = Application Information = Copy Application

Copy A

Artions @

Tips:
» Copy Application copies free-text form fields only (nof attachments).
» A ‘best effort’ copy is done. Carefully review all aspects of the copied application for completene

RETURN TO APPLICATION

Copy as much information as possible from the following
application using Funding Opportunity Announcement #

le: PA-DD-000)

Application to be Copied: 3531

Application Title: This project is totally awesome
(Organization: University of Nebraska-Lincaln
PD/PI Hame: Helkin Pedersen, Kacey

Status : Wark in Progress




Email Notifications from ASSIST

* Notification emails are automatically generated and cannot be
restricted. Notices are recetved when:

® Someone is given access to a proposal
* Someone is designated as PD/PI for the application
* Someone changes the status ot the application

® OSP submits the application




Thank You!

Andrea Balkus | abalkus2(@unl.edu | 402-472-4322

OSP Staff Directory (look up your OSP contacts):

http://research.unl.edu/sponsoredprograms/staff-
directory/



mailto:abalkus2@unl.edu
http://research.unl.edu/sponsoredprograms/staff-directory/
http://research.unl.edu/sponsoredprograms/staff-directory/
http://research.unl.edu/sponsoredprograms/staff-directory/
http://research.unl.edu/sponsoredprograms/staff-directory/
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