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Learning Objectives

* Know how to determine the
required elements of an application

* Understand how to create a single-
component (i.e. basic) application
in ASSIST

* Know where to find helpful
resources




Training Outline

e Overview of NIH ASSIST

* Preparing and Submitting an
Application

e Lab: Prepare an Application
e Q&A

* Resources




NIH ASSIST Overview

Sponsor Submission System

e As usual, first use Cayuse SP for internal approvals
e For the external submission, either use Cayuse 424 or ASSIST

* Note: the review and submission process in ASSIST takes more time than using Cayuse 424.
You need to build in extra time for SPO review and submission.

e For ASSIST, apply directly from the Funding Opportunity Announcement (FOA) or from ASSIST itself (and find the FOA)

Requires eRA Commons IDs

e Lead Principal Investigator
¢ Other Senior Personnel
e Contract & Grant Administrator

e Users Receive Email Notifications

Warning and Errors

* Validate the application to avoid sponsor proposal rejection due to system warnings/errors


https://public.era.nih.gov/assist/

Preparing the ASSIST Application

Prepare the Application

Enter known information into Cayuse SP and route

Find and READ the Funding for internal approvals

Opportunity Announcement (FOA)  Should arrive to SPO certified and authorized
5-7 business days before sponsor deadline

* Copy the information into an application in ASSIST

e (Call for Proposals Checklist

Make a Submission Plan Provide Access to Project Team

* PD/PI, Creator and SPO have
automatic access

* Share (numerical) application ID #
with SPO Analyst

* Roles and responsibilities
*  Checklists, production calendars
and timelines


https://research.ucdavis.edu/wp-content/uploads/03-Call-for-Proposals-Checklist.pdf

4 /
Minimum Documents for SPO Assignment

Completely routed and authorized Internal Processing Form (IPF) in
Cayuse SP

* Lead PI Certification (and any co-PI’s if allowed by the sponsor)
 Department Head Authorizations (and Dean’s office if SOM or SVM)

\

Budget (spreadsheet)

e Strongly encouraged even if not required by the sponsor

Budget justification

e Strongly encouraged even if not required by the sponsor

Scope of Work

 May submit a draft and provide the final before submission to sponsor



Preparing the ASSIST Application

Continue Preparing the Application
Finalize the Application for Submission

*  Documents SPO does not review
*  Finalize budget, SOW, etc. * 2-3 Business days before deadline
* Incorporate feedback from SPO analyst * Ensure Pl is ready to submit

Preview the Application Submit in ASSIST
e  Review for assembly issues * 2 business days before deadline*
e  Proofread *  SPO will submit to the sponsor

o Ensure all elements are final

* From NIH: “We recommend you submit early - at least 2 days before the due date.
Submitting early provides time to track your application, correct any errors and view your application by the due date.”


https://grants.nih.gov/grants/how-to-apply-application-guide/submission-process/submit-track-view.htm
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1. We will walk-thru the stepsto 1
prepare an application in ASSIST =

2. You will then use the Lab Scenario =
to enter an application inthe /
ASSIST “sandbox.”



Access ASSIST

2 ways to access ASSIST:
* Godirectly to ASSIST: https://public.era.nih.gov/assist/
* From eRA Commons (https://public.era.nih.gov/commonsplus/) select ASSIST in the left column

Personal Profile

Internet Assisted Review (IAR)
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https://public.era.nih.gov/assist/
https://public.uat.era.nih.gov/commonsplus/

Find the FOA

Welcome to the Application Submission System & Interface for Submission Tracking (ASSIST)

INITIATE APPLICATION

Funding Opport Announcement # PA-GI-RO1 ﬂ

(Example: PA-XX-XXX or LITC-ABCD-XX-000)

SEARCH FOR APPLICATION _ I ——

12



Initiate the
Application

Ensure Correct FOA

Application Project Title
 May Edit Later

Add PD/PI
* If Plis notinitiating
 Select “Clear”

e Select “Pre-fill Application from
Username”

e Enter the Correct Username

Select “Initiate Application”

SAM Registration Expiration Date: 05/04/2023

Contact Project Director/Principal Investigator

Click for 5AM Registration Details

Pre-fill Application from Username

13



Complete the R&R Cover Page

* Work through each of the tabs, starting with ‘R&R Cover’

Application Information

Summary e Cover Page Other Sr/Key Research Human
Supplement Project Person Plan Subjects and
Information Profile Clinical Trials

Application for Federal Assistance




Action Menu

* If needed, select ‘Return to Application’ to navigate back to ‘Summary/,

= Application Information

Actions
{ Hide Mavigation

RETURHN TO APPLICATION . . - '
Application Information
MANAGE ACCESS

ADD OPTIONAL FORM Tips:

+ Complete this form first. Some information is forward populated to

PREVIEW CURRENT FORM
» Multi-project applications - For the Overall component, complete t

VALIDATE APPLICATION able to complete a subset of fields (Applicant Information, Type of

Project and Proposed Project Start/End Dates). Expand All will exp

VIEW STATUS HISTORY

UPDATE SUBMISSION STATUS

RER Cover Cover Page Other

Supplement Project
Information

other forms.

he entire form. For other components, you will o

Applicant - optional, Descriptive Title of Applicant's

ose fields available for data entry.

Srikey Research Human
Person Plan Subjects and
Profile Clinical Trials

COPY APPLICATION
DELETE APPLICATION Application for Federal Assistance




Complete
the R&R
Cover Page

Required fields are
indicated with *

Select “Edit”

Save your work after
completing each tab

(up top)

Application for Federal Assistance

Save and Save and
keep leave the
working on application

the (others can
application edit)

Save and Keep Lock Save and Release Lock

Don’t save
changes
(others can

edit)

4 4 4 4 4 4 4 4 4 4 4 4 4 4 4 4

4 4 4 4



Upload Required Attachments

Upload the documents in each relevant tab.

Some may be
required based
on your project
scope (and not

indicated with an
asterisk)

Summary R&R Cover Cover Page Sites Srikey z Human

Supplement Plan Subjects and
Profile Clinical Trials

Project ProjectAbstract.pdf Replace Attachment | Delete Attachment | View Attachment

Summary/Abstract

Project Narrative Narrative.pdf Replace Attachment | Delete Attachment | View Attachment
9. Bibliography & Add Attachment

References Cited

10. Facilities & Other Add Attachment

Resources

11. Equipment Equipment.pdf Replace Attachment | Delete Attachment | View Attachment

Add Attachment
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Summary R&R Cover Cover Page Other rikey Research Human
Supplement Project e Plan Subjects and
Information st Clinical Trials

Sr/Key Person Summary
J J

Research & Related Senior/Key Person Profile
(Expanded)

PROFILE - Project Director/Principal Investigator

CAPPLE-PI Populate fields from Credentials

* After populating the profile of key personnel using their
commons ID, the information may need to be updated
in the form fields.

* The info is often inaccurate because eRA
Commons profiles are not always updated or fields
are left blank.

Enter the PI’'s eRA
Commons ID to auto
populate fields

18
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3. Enter an application based on the lab scenario
* You will not be able to submit without attachments


https://public.uat.era.nih.gov/assist/

Info to Help Complete the R&R Cover Page

* Type of Submission:

* Applicant Information:

* Person to be contacted on
matters involving this application:

* Employer ID:
* Type of Applicant:

* Project Director/PI Contact info:

e Authorized Representative:

Application

This section reflects information for the applicant organization,
not a specific individual.

* 1 Shields Ave, Davis, CA 95616-8507

Your SPO Analyst, i.e., the administrative contact (e.g., AOR or
business official), not the PD/PI.

* The contact email should always be entered as proposals@ucdavis.edu

Can find on Institutional Information page (good to bookmark)

Public/State Controlled Institution of Higher Education

This section can be (later) revised under the Sr/Key Person
Profile tab (at top of page)

Your SPO Analyst (again), i.e., the individual with the
organizational authority to sign for an application.

* The SPO Analyst email in this section should be their direct email (i.e.,
pking@ucdavis.edu)

20


mailto:proposals@ucdavis.edu
https://research.ucdavis.edu/about-us/institutional-information/
mailto:pking@ucdavis.edu

Where to Enter Budget Information?

* This NIH program (PA-GI-R01) makes optional the often-required R&R (“Research & Related”)
Budget form.

* Note: SPO requires you provide a budget and budget justification via Cayuse SP for internal review

* If desired, you can still complete and attach one:

1. In left column, select ‘ADD OPTIONAL FORM’ 2. Select the appropriate budget form.

Add Optional Form

Select the form you wis

PREVIEW APPLICATION

VALIDATE APPLICATION
VIEW STATUS HISTORY
UPDATE SUBMISSION STATUS

* ‘Modular Budget’ — if total direct costs are <$250,000*
 ‘R&R Budget’ —standard budget form

* Add’l details — scroll down to “Modular versus Detailed Budgets”



https://grants.nih.gov/grants/how-to-apply-application-guide/format-and-write/develop-your-budget.htm

Where to Enter Budget Information?

This inserts a new tab:

Summary {&R Cover Cover Page Other Sites SriKes lesearc Human

Project | *lan Subjects and
Information Clinical Trials

Select ‘Edit” and complete in the same way you did other tabs
Note:

* You are completing a budget for period 1, not the whole three years.

* Tips:
* The budget total entered on the ‘Summary’ tab doesn’t automatically update when you edit the budget total in the
‘R&R Budget’ tab. Be sure to update the summary so the totals match.

* When you copy project year 1 for subsequent years, ASSIST doesn’t automatically update the budget period at top.
Be sure to update those.

* i.e., Acopy of 2023-24 still reads 2023-24 and needs to be updated to 2024-25 and on for each budget period.

22



Preview Application

‘PREVIEW APPLICATION’ generates a preview that mirrors the final application in eRA Commons. This is good to
provide to project personnel for review and approval in advance of submission.

The ‘PREVIEW APPLICATION’ feature is quirky.
e Select ‘PREVIEW APPLICATION’ then click ‘Generate Preview.’

* Then keep clicking ‘Refresh Status’ until it states the preview is available.
* Note: The preview is static. If any changes are made to the application post-preview, you have to go through the
‘Generate Preview’ process again.

Actions
4 Hide Navigation
RETURN TO APPLICATION

— Preview Application

ADD OPTIOMNAL FORM

Tips:
PREVIEW APPLICATION » Fellowship applicants: Make sure all required attachments marked with ™ are uploaded to the Fellowship Supplement form prior to previewing the application
ASSIST e app preview reguest to be e H
VALIDATE APPLICATION
VIEW STATUS HISTORY . 2 laroa ann on imase ke cove Jinute - __ ha & available
UPDATE SUBMISSION STATUS
User Status Date Status Ad
COPY APPLICATION Nothing found to display.

DELETE APPLICATION

- 23



When Ready to Submit

1. Select ‘VALIDATE APPLICATION’ to avoid sponsor proposal rejection due to system warnings/errors

Application Errors and Warnings Results

Application Information
ADD OPTIONAL FORM

PREVIEW APPLICATION
VALIDATE APPLICATION coffee consumption on human DA
VIEW STATUS HISTORY

OF CALIFORMIAAT DAVIS
UPDATE SUBMISSION STATUS

COPY APPLICATION

DELETE APPLICATION

24



When Ready to Submit

Note: You should not update to ‘Ready for Submission’ until SPO has conducted a final review.
* Updating locks the application to edits, and a series of steps are required to unlock it should any changes be needed, even minor.

2. Select ‘UPDATE SUBMISSION STATUS’ 3. Change status to ‘Ready for Submission’

Update Submission Status

Select the new status | -- select Status --

Enter a comment on the poady for Submission  FS19N or continue
VALIDATE APFLICATION without adding a comment.| ADandoned
VIEW STATUS HISTORY

UPDATE SUBMISSION STATUS

COPY APPLICATION

DELETE APPLICATION

4. Notify your SPO Analyst.
* Include the Application ID # (at top of ‘Summary’ tab) 25



Learning Objectives
Recap

Hopefully you now:

* Know how to determine the requw

elements of an application

 Understand how to create a :f |
component (i.e. basic) applicatic
ASSIST

- Know where to find helpful resource

Any last questions?




Contact Us

Let us know how we did:
https://ucdavis.col.qualtrics.com/jfe/form/SV 4HhzAkhwupogFTw
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Alyssa Bunn Perry King

Contracts and Grants Officer Training Officer
Email: Email:


mailto:aabunn@ucdavis.edu
mailto:pking@ucdavis.edu
https://ucdavis.co1.qualtrics.com/jfe/form/SV_4HhzAkhwupoqFTw

Resources

eRA Commons

ASSIST UAT (Demo/Training) Site
Preparing Your Application Using ASSIST

Call for Proposals Checklist

Proposal Preparation Checklist

Proposal Preparation and Submission Toolkit

28


https://era.nih.gov/
https://public.uat.era.nih.gov/assist/
https://grants.nih.gov/grants/how-to-apply-application-guide/prepare-to-apply-and-register/submission-options/assist.htm
https://research.ucdavis.edu/wp-content/uploads/03-Call-for-Proposals-Checklist.pdf
http://research.ucdavis.edu/proposals-grants-contracts/spo/spo-proposal/proposal-preparation-checklist_v2spo-clean/
https://research.ucdavis.edu/wp-content/uploads/Proposal_Prep_Submission_Toolkit_07032019.pdf
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