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[bookmark: _Toc52965396]Introduction and Overview 
eCONNECT is a web-based tool that the National Heart, Lung, and Blood Institute (NHLBI) grantees use to facilitate the MAP and milestone approval process and to submit accrual data to NHLBI. Access to eCONNECT is granted via an active and valid Electronic Research Administration (eRA) Commons account. 
1
The purpose of this user guide is to provide an overview of the Milestone Accrual Plan (MAP) approval workflow and the actual accrual submission process. This user guide also provides an overview of the milestone approval workflow and preparation for the Administrative Review process. 
[bookmark: _Toc52965397]User Roles
[bookmark: _Toc52965398]Principal Investigator
The Principal Investigator (PI) is an individual(s) designated by the applicant organization who has the appropriate level of authority and responsibility to direct the project or program supported by the award.
[bookmark: _Toc52965399]Signing Official 
The Signing Official (or SO role), also known as the Administrative Official (AO) or Authorized Organizational Representative (AOR), is named by the applicant organization and is authorized to act for the applicant. The SO also assumes the obligations imposed by the Federal laws, regulations, requirements, and conditions that apply to grant applications or grant awards.
[bookmark: _Toc52965400]NHLBI Staff
NHLBI Staff are Subject Matter Experts (SME) who oversee the scientific/technical, programmatic, and administrative elements of trials and studies within their portfolio. SMEs may also be responsible for the business management aspects of grants and cooperative agreements or may oversee business and other non-programmatic aspects of one or more grants and/or cooperative agreements.


[bookmark: _Toc52965401]Tools
[bookmark: _Toc52965402]Clinical Dashboard
Clinical Dashboard is an internet-based and internally-facing clinical trials monitoring program. Clinical Dashboard hosts MAP and accrual data that PIs submit via eCONNECT. 
[bookmark: _Toc52965403]eCONNECT
eCONNECT is an internet-based and externally-facing system where NHLBI grantees create MAPs and enter study accrual data for NHLBI staff review and consideration. 
[bookmark: _Toc52965404]eRA Commons
eRA Commons is an internet-based and externally-facing credentialing system maintained by the National Institutes of Health’s (NIH) eRA. An active and valid eRA Commons account is needed to access eCONNECT.
[bookmark: _Toc52965405]Terms 
[bookmark: _Toc52965406]Accrual
An accrual represents the enrollment of individuals within either a clinical trial or study. Entered periodically, and as dictated by the MAP, accruals are most frequently referred to as a cumulative number.
[bookmark: _Toc52965407]Automatic Email
eCONNECT and NHLBI systems send fully authored messages with pre-generated links and instructions throughout many steps in the workflow.
[bookmark: _Toc52965408]Milestone
A scheduled event in the project timeline that signifies the completion of a major project stage or activity. Milestones must be performance-based to achieve completion of the trial on time and on budget.
[bookmark: _Toc52965409]Milestone Accrual Plan
MAPs are the grantee’s proposed cumulative enrollment counts over time for a clinical study. MAPs are submitted by external users for internal users to review, discuss, ask for revisions, and/or approve.
[bookmark: _Toc52965410]Targets
A Milestone Accrual Plan is a predetermined schedule of anticipated dates for study or trial accrual. Targets provide dates and the anticipated corresponding accrual number.
[bookmark: _Toc52965411]Task Notification
In addition to automatic emails, the NHLBI systems produce entries in summary tables that help users know they are now responsible for a segment of the workflow.
[bookmark: _Toc52965412]Widget
A widget is a term used to describe the small window on an application where a table or chart is found, for example. Widgets often contain hyperlinks or abbreviated information. 
[bookmark: _Toc52965413]Frequently Asked Questions
[bookmark: _Toc52965414]Are the Data Coordinating Center (DCC) and Clinical Coordinating Center (CCC) milestones the same?
There may be some overlap in milestones for the DCC and CCC, but they will generally be different because each entity has a different role in the study. List each milestone under the entity that will primarily be responsible for its execution.
[bookmark: _Toc52965415]Should milestones be entered over the life of the grant or added yearly?
Enter milestones on a phase basis. For the first phase of the award, you will only enter year 01 milestones. For the second award phase, you may enter multiple years. NHLBI will only approve milestones for the current project year as part of the Terms and Conditions.
[bookmark: _Toc52965416]Should milestones be updated quarterly or when the milestone is completed?
Milestones should be updated as you complete them.
[bookmark: _Toc52965417]Should target dates be entered for the accrual over the life of the grant or yearly?
Target accruals should be entered for the duration of the recruiting period.
[bookmark: _Toc52965418]Do you make duplicate submissions for DCC/CCC accruals or only one submission?
Make one submission from the group that will be responsible for setting accrual targets and reporting accrual.
[bookmark: _Toc52965419]Should we plan ahead conservatively and start with the NEXT quarter (after award) when entering target accruals?
Setting accrual targets should always be done while keeping in mind the usually slow pace of startup and factors that might affect the timing of startup.
[bookmark: _Toc52965420]Should an accrual be entered for the UG3/UH3 or both? What target year do you enter for phased awards?
It is expected that at least one participant will be enrolled by the end of the first phase (UG3 phase of the CCC) so that accrual targets can be met by the end of the second phase (UH3 phase of the CCC). The accrual target should be entered for the entire trial, which will encompass the UG3 and UH3 awards.  
[bookmark: _Toc52965421]After the target date is reached, what is the window for entering actual accrual numbers?
Enter actual accruals within two weeks after the target date arrives.
[bookmark: _Toc52965422]Logging into eCONNECT
1. Select the eCONNECT Uniform Resource Locator (URL), https://econnect.nhlbi.nih.gov/econnect, or enter it into a web browser.
2. Click the “Log In” button and the NIH Log In screen is displayed. 
[image: ]
3. Enter your NHLBI or eCommons User Name and Password and click the “Log in” button.
[image: ]
NOTE: If you are an NIH employee and your password is not working, enter an NIH Service Desk ticket at https://itservicedesk.nih.gov/support/. If you are not an employee, select the “Get Access” link at the bottom of the screen to be taken to the eRA Commons site.


You are directed to the eCONNECT Dashboard. The Dashboard contains widget versions of each of the navigation menu tabs. You can view and complete actions from this screen or by opening the navigation menu tabs.
[image: cid:image001.png@01D43A10.D34FFF30]


[bookmark: _Toc52965423]Milestone Accrual Plan (MAP) 

1
If your study needs an approved MAP, please follow the instructions in the sections below. 
[bookmark: _Toc52965424]MAP Workflow Overview 
Tasks assigned to NHLBI are displayed in the red boxes (Boxes 1 and 5). Tasks assigned to the PI and SO are displayed in the blue boxes (Boxes 2, 3, 4, and 6).
[image: ]
[bookmark: _Toc52965425]MAP Workflow Notifications
The MAP workflow includes email notifications for tasks assigned to non-NHLBI staff and NHLBI staff. The notification process is as follows: 
Step1: After the PI submits MAP data, the SO receives an email notification and task. The SO reviews the plan and either sends it back to the PI for edits or submits the plan to NHLBI.
Step 2: The PI and SO receive a confirmation email when the accrual plan is sent to NHLBI.
Step 3: Internal notifications are sent to NHLBI staff to review the plan. 
Step 4: The PI and SO receive an email notification with a decision from NHLBI and either make requested edits and resubmit, or begin entering actual accrual data for approved MAPs.


[bookmark: _Milestone_Accrual_Plan][bookmark: _Hlk3990517][bookmark: _Toc52965426]PI Creates MAP
1. Once logged into eCONNECT, select the Studies link from the navigation menu or locate the Studies widget on the Dashboard to access the study record.
[image: ]
2. For the appropriate study, click the “Actions” button in the Actions column, and then select the “Enter Accrual” link.
[image: ]
NOTE: Use the Search field located at the top-right corner of the table to enter search criteria and the system automatically returns results that contain your entry. To show more than 10 studies, select the “Show 10 entries” drop-down menu and choose a different value.
3. In the Accrual Monitoring section, enter the following as they occur: the First IRB Approval Date, Enrollment End Date, First Participant, First Visit, First Site Activation Date, Follow Up End Date, and First Randomization Date. 
4. Click the “New Plan” button in the Enter Accrual section. A Set Dates pop-up displays.
[image: cid:image002.png@01D487EA.39B1FD10]
5. In the pop-up, define the frequency of reporting (e.g., monthly, quarterly).
6. Enter the Accrual Start Date.
7. Enter the Accrual End Date.
8. Click the “OK” button to save your entries or the “Cancel” button to cancel. 
[image: ] 
9. Enter the target accruals as a cumulative total for each date in the Targets chart.
NOTE: You must manually enter the cumulative target accruals. For example, if 10 accruals are targeted by 09/01/2017 and 25 are targeted on 12/01/2017, the first date column would show a target accrual of 10 and the second date would show 35 (i.e., 10+25). To change the frequency or dates before submission, click the Edit Dates button.
10. Select the Signing Official’s name from the “Select Signing Official (SO)” drop-down menu. 

NOTE: Ensure the correct individual is available from the drop-down menu. If not, make sure the institution is correct in your eRA account and that the SO has an eCommons account (see Locating the Signing Official for eCONNECT). 

11. Click the “Submit to SO” button and ensure the name is correct before clicking the “Yes” button in the confirmation pop up screen. 

If the name is incorrect, click the “No” button and choose another SO from the drop-down menu.

The SO receives an email notification and task. You will be able to view their name anytime you open the Enter Accrual screen.

[image: cid:image002.png@01D43A19.B3327990] 
NOTE: The “Save” button allows you to save target entries for later submission to the SO. 
After target accruals are submitted to the SO, the PI may view the status of the request in the Requests widget on the Dashboard or by selecting the Requests tab from the navigation menu. 
[image: cid:image015.png@01D43A12.546E8AE0]
The following table provides a description of each status that can appear in the My Requests table.
[bookmark: Status][image: cid:image016.png@01D43A12.B3164330]

[bookmark: _Toc52965427]SO Reviews and Submits MAP
The SO receives an automated email indicating that input is required. 
1. Once logged into eCONNECT, locate the task from either the Pending Tasks widget in the Dashboard or select the Pending Tasks tab from the navigation menu.
2. Select the SO Targets Approval link next to the desired study in the Workflow Task column to open the target accrual plan.
[image: cid:image013.png@01D43A12.546E8AE0]
3. Review the target accrual plan.
4. Either click the “Send Back to PI” button to return the target accruals to the PI for edits or click the “Submit to NHLBI” button to send the target accrual plan to NHLBI.
NOTE: Any user with the SO role in eRA Commons from an institution submitting a target accrual plan can complete the SO approval task.  The link to the task screen must obtained from the original task assignee in order to access the task.
An email notification of successful submission will be sent to the PI and SO.  Notifications are also sent to NHLBI staff to take action. 
[image: cid:image014.png@01D43A12.546E8AE0]
The SO may check the status of the request in the Requests widget on the Dashboard or by selecting the Requests tab from the navigation menu. 
[image: ]
See the My Requests status table for a description of each status.
NOTE: If NHLBI denies the MAP approval request, additional conversations between the PI, SO, and NHLBI staff will be needed, as well as resubmission.
[bookmark: _Toc52965428]PI Edits MAP 
If the SO or NHLBI sends the target accrual plan back for edits, complete the following steps:
1. Locate and select the PI Targets Submission task in the Pending Tasks widget for the desired study.
NOTE: To make edits to the target plan, you must navigate to the task page by selecting the task from Pending Tasks.  If you open the accrual screen from the actions drop down menu on the Studies tab or widget, you will not be able to make edits.
[image: cid:image001.png@01D49395.1C227F20]
2. To change the table framework, click the Edit Dates button and select Monthly or Quarterly from the drop-down menu and change the start and end dates.
[image: ]
3. To edit the target accruals, click in each box and enter the cumulative accrual totals.
4. Click the Submit to SO button.
[image: cid:image002.png@01D49395.1C227F20]
[bookmark: _Toc52965429]PI Enters Actual Accrual Data
When the target MAP is approved by NHLBI staff, the PI and SO are notified via email. The PI should complete the following steps after receiving NHLBI approval: 

1. Select the eCONNECT URL or enter it into a web browser. 
2. Click the “Log In” button and enter your eCommons credentials.
3. Select the Studies tab from the Navigation menu or locate the Studies widget on the Dashboard.
[image: ]
4. Click the “Actions” button in the Actions column of the table next to the desired study. 
5. Select the “Enter Accrual” link to access the target accrual and actual accruals reporting screen. 

[image: cid:image011.png@01D43A11.F18669C0]
6. Enter the Actual Accrual data as the cumulative totals within two weeks of each date.
7. Click the “Submit to NHLBI” button to submit actual accruals to NHLBI.
NHLBI staff can view Actual data in Clinical Dashboard as it becomes available.

[bookmark: _Toc52965430]PI Edits Actual Accrual Table 
Actuals table dates are prepopulated based on the Target plan dates. Dates can be changed, added, or removed from the Actuals table, as needed, by selecting the green “+” icon (to add dates) or the red “x” icon (to remove dates) in the table headers. When you have completed the desired edits, click the “Submit to NHLBI” button.
[image: ]
[bookmark: _Toc52965431]PI submits changes for an approved MAP
If changes are needed for an approved target plan, you must create a new plan and submit it for approval.
1. Select the Studies link from the navigation menu or locate the Studies widget on the Dashboard to access the study record.
2. For the appropriate study, click the “Actions” button in the Actions column, and then select the “Enter Accrual” link.
3. Click the “New Plan” button in the Enter Accrual section.
4. Select Monthly or Quarterly from the drop-down menu and enter the start and end dates.
5. Click the OK button. 

[image: ]
6. Optionally, click Edit Dates button if you would like to change the frequency of reporting, or edit the dates directly in the existing table by using the calendar icons.
7. Enter the new target accrual amounts.
8. Select a reason for the change from the drop-down menu.
9. Select the Signing Official.
10. Click the “Submit to SO” button and ensure the name is correct before clicking the “Yes” button in the confirmation pop up screen. 

If the name is incorrect, click the “No” button and choose another SO from the drop-down menu.

[image: ] 
[bookmark: _Toc52965432]View the Accrual Graph
Select the View Accrual Graph link on the Enter Accrual screen.
[image: ]
A legend is located under the graph for ease of interpretation of Accrual Lines, Other Information, Zone Fills, and Options sections.
[image: cid:image001.png@01D487EC.52FEF820]

Green accrual is < 100% and ≥75% of the target. Yellow accrual is <75% of the target, which is still at or above the minimally acceptable levels. Red accrual is below minimally acceptable levels. Minimally acceptable levels are < 25% of the target at the 25% time point OR < 25% of the target at the 50% time point OR < 50% of the target at the 75% time point.

[bookmark: _Toc52965433]Milestones
If you are asked to submit milestones for your study, follow the instructions below.
[bookmark: _Toc52965434]Milestone Approval Workflow Overview
Please work with NHLBI to ensure you have a correct and complete list of milestones before submission. Milestones cannot be edited once submitted to NHLBI, unless they are sent back for edits. Tasks assigned to NHLBI are displayed in the crimson box (Box 3). Tasks assigned to the PI and SO are displayed in the blue boxes (Boxes 1, 2, 4, and 5). 
[image: ]
[bookmark: _Toc52965435]Milestone Workflow Notifications
The milestone approval workflow includes email notifications for tasks assigned to non-NHLBI staff and NHLBI Staff. The notification process is as follows: 
Step1: After the PI enters milestones and submits them to the SO, the SO receives an email notification and task to review the milestones. The PI and PI Delegate receive a confirmation email of successful submission of the milestones to the SO.
Step 2: The SO reviews the milestones and either sends them back to PI for revision or submits them to NHLBI. The PI and SO receive a confirmation email when the milestones are successfully submitted.
Step 3: Emails are sent to NHLBI to review submitted milestones.
Step 4: The SO and PI receive an email notification with the Grant Managements Office’s (GMO) decision along with terms and conditions, if approved. 
Step 5: If the GMO does not approve the milestones, then the milestones will need to be revised and resubmitted. If the GMO approves the milestones, the SO will need to agree to the terms and conditions. The GMO can also terminate the request.
Step 6: The SO can agree to the terms and conditions or discuss with GMO and revise. The SO can also terminate the request and begin again. 
Step 7: Once the SO accepts the terms and conditions, the SO, PI and NHLBI receive an email notification. 


[bookmark: _PI_Submits_Milestones][bookmark: _Toc52965436]PI Submits Milestones 
NHLBI will determine whether milestones should be submitted for the life of the study or one year at a time. Please work with NHLBI to ensure you have a correct and complete list of milestones before submission.
1. Select the eCONNECT URL or enter it in a web browser.
2. Click the “Log In” button and enter your eCommons credentials.  
3. Locate the study in the Studies widget on the Dashboard or by selecting the Studies tab from the navigation menu.
4. Click the “Actions” button in the Actions column of the table next to the desired study. 
[image: ] 
5. From the Actions drop-down, select the View/Enter Milestones link.
[image: cid:image011.png@01D43A11.F18669C0]
[bookmark: _Hlk4065369]You are directed to the Milestone screen, which contains Grant Information and an Enter Milestones section. 
[image: ]
6. Scroll to the Enter Milestones section and ensure the Milestones Pending Approval tab is selected. 
[image: cid:image008.png@01D43A11.32885EC0]
7. To add a milestone from the Master List, click the Add Milestones from Master List button. The Master List appears.
8. Check the box next to the desired milestone(s) in the Master List, and click the “OK” button.
[image: ]
NOTE: Enter terms into the Search box to narrow down the items displayed in the Master List. For example, enter you FOA number.
9. To add a unique or custom milestone, click the Add Custom Milestones button.
10. Enter a Title and Description, and then click the “OK” button to add the milestone.
[image: ]
NOTE: Once the milestones are entered, they appear on the Milestones Pending Approval tab. 
To enter the applicable Project Year for each milestone:
11. Click the “Actions” button in the Actions column of the table for each milestone.
12. Select the Edit Project Year link to enter the applicable project year for the milestone.
[image: ]
13. Enter the project year (not the calendar year) as 01, 02, 03, etc. 01 is the first project year, 02 is the second project year, etc. 
14. Click the “OK” button and the project year is displayed in the Project Year column.
15. Repeat these steps for all milestones.

To enter a further description for an individual milestone:
16. Click the “Actions” button in the Actions column of the table for the milestone.
17. Select the Edit Description link and enter the description previously discussed with NHLBI.
18. Click the “OK” button.
19. Select the Signing Official (SO) from the Select Signing Official (SO) drop-down menu. 

NOTE: Ensure the correct individual is available from the drop-down menu. If not, make sure your institution is correct in your eRA account and that the SO has an eCommons account (see Locating the Signing Official for eCONNECT). 

20. Click the “Save and Submit to SO” button.
21. Ensure the name is correct and click the “Yes” button to submit the milestones to the SO for approval. 

If the name is incorrect, click the “No” button and choose another SO from the drop-down menu.

The SO will receive an email notification to take action. You can view the SO’s name on the View/Enter Milestone screen.
 
NOTE: After submitting the milestones to the SO, you will not be able to edit them unless the SO chooses to send them back to you. 
[image: cid:image008.png@01D43A11.32885EC0]
NOTE: You may click the “Save” button to save without submitting the milestones to the SO. 
[bookmark: _Toc52965437]SO Reviews and Submits Milestones to NHLBI 
Please work with NHLBI to ensure you have a correct and complete list of milestones before submission. Milestones cannot be edited once submitted to NHLBI, unless they are sent back for edits.

1. Select the eCONNECT URL, or enter it in a web browser. 
2. Click the “Log In” button and enter your eCommons credentials.  
3. Locate the SO Milestones Approval task from either the Pending Tasks widget in the Dashboard or select the Pending Tasks tab from the navigation menu.
4. Select the SO Milestones Approval link in the Workflow Tasks column to view the milestones. You are directed to the study’s Milestone screen.
[image: ]
5. Review the milestones.
6. Choose either the “Send Back to PI” button to send the milestone back to the PI for editing or click the “Submit to NHLBI” button to submit the milestones to NHLBI. If submitted to NHLBI, the NHLBI staff will receive an email notification to take action.
NOTE: Any user with the SO role in eRA Commons from an institution submitting milestones can complete the SO approval task.  The link to the task screen must obtained from the original task assignee in order to access the task.
[image: cid:image001.png@01D43A1E.451968B0]
[bookmark: _PI_Edits_a][bookmark: _Toc52965438]PI Edits a Milestone that is Sent Back from the SO
The PI may edit milestones when the SO sends them back.
1. Locate the Milestones Resubmission task from the Pending Tasks widget or tab.
2. Select the task title from the Workflow Task column.

[image: ]
You are directed to the Milestone Screen, which contains Grant Information and an Enter Milestones section. 
[image: ]
3. Scroll to the Enter Milestones section and select the Milestones Pending Approval tab. 
4. View the Milestones that were returned by the SO.  
5. Select the Edit Project Year, Edit Description, Remove Milestone, and View/Edit Comments links from the Actions drop-down menu to edit Milestone data, as needed.
6. Additional Milestones can also be added, using the Add Milestones from Master List and Add Custom Milestones buttons.

[image: ]
7. Click the “Save” button to save but not send your changes to the SO, or click the “Save and Submit to SO” button if you are ready to submit your changes for approval.

[bookmark: _Toc52965439]PI Edits and Resubmits Rejected Milestones
If NHLBI does not accept the milestones, PIs will need to complete requested changes and resubmit. A Milestone Resubmission task will appear in the Pending Task widget.

[image: cid:image001.png@01D48D4E.9DF6A6E0]

1. Locate the Milestones Resubmission task from the Pending Tasks widget or tab.
2. Select the task title from the Workflow Task column.
3. Make the requested changes to the milestones using the action drop-down for each milestone.
4. Additional Milestones can also be added, using the Add Milestones from Master List and Add Custom Milestones buttons.
5. Click the “Save” button to save but not send your changes to the SO, or click the “Save and Submit to SO” button if you are ready to submit your changes for approval.
 
[bookmark: _Toc52965440]SO Reviews Terms and Conditions
NHLBI can approve the milestones, send them back for edits, or terminate the request. If NHLBI accepts the milestones, they will also include any terms and conditions to which the SO must agree. 
1. Locate the NHLBI Proposed Terms and Conditions task from the Pending Tasks widget or tab.
2. Select the task title from the Workflow Task column.

NOTE: You must navigate to the task page by selecting the task from Pending Tasks.  If you open the milestones screen from the actions drop down menu on the Studies tab or widget, you will not be able to take the following actions.

[image: ]

3. Click either the Terminate Request, Request Modification, or Agree button.

[image: cid:image002.png@01D43A23.3EE15C50]

Terminating the request requires the milestone approval process to be started from the beginning. 

[bookmark: _Toc52965441]Administrative (Admin) Review Process for phase I milestones
At the end of the first or second project year, an Administrative Review will be completed on the Milestones.
[bookmark: _Toc52965442]Email Reminders
[bookmark: _Hlk4066801]Email reminders will be sent to the PI and PI delegate on the first day of the 6th and 8th month, during the first year of the project, to complete first year milestones.
NOTE: Some grants may have a two year first phase and will see these reminders at 18 and 20 months.
Reminder for 6th Month
Friendly Reminder: Study Milestone(s) Approaching Project Year [DO NOT REPLY] email
[image: ]

Reminder for 8th Month
Friendly Reminder: Your Action is Required on a Study Milestone(s) [DO NOT REPLY] email
[image: ]

[bookmark: _Toc52965443]PI Completes Milestones
[bookmark: _Hlk4066822]The PI can go into eCONNECT to mark milestones as complete whenever they are complete. 
1. Select or enter the eCONNECT URL in a web browser.
2. Click the “Log In” button and enter your eCommons credentials.
3. Locate the study in either the Studies widget on the Dashboard or by opening the Studies screen from the navigation menu.
4. Click the “Actions” button in the Actions column of the table. 
[image: ] 
5. [bookmark: _Hlk4066841]From the Actions drop-down, select the View/Enter Milestones link. You are taken to the Milestones screen.
[image: cid:image011.png@01D43A11.F18669C0]
6. Use the Actions drop-down menu for each milestone to edit any necessary information and enter comments.
7. Select Complete Milestone from the Actions drop-down.
[image: cid:image009.png@01D43A11.922880D0]
8. In the Complete Milestone pop-up, enter the milestone’s Completion Date.
9. You may attach documents by using the “Upload a File” button as many times as needed.
10. Click the “OK” button when all necessary information has been entered or the “Cancel” button to return to the Milestones screen without saving any entered information. 
[bookmark: _MailEndCompose][image: cid:image001.png@01D395B1.90DA9330]
11. Click the “OK” button in the Complete Milestone Confirmation pop-up window.

[image: ]

12. If you are sure you want the milestone to be marked as complete and sent to NHLBI, click the Save button. 

NOTE: Once completed, milestone(s) cannot be removed.
[bookmark: _Toc52965444]PI Views and Edits Milestone Comments 
Once the PI completes a milestone, the PI may go into eCONNECT to view or edit comments for a milestone. 
1. Locate the approved milestone on the Approved Milestones tab. 
2. Click the “Actions” button in the Actions column of the table for the desired milestone.
3. Select the View/Edit Comments link.
[image: ]
4. Enter a comment in the “New Comment” field. 
5. Click the “Add” button to add the comment. The comment is added to the Comment pop-up window. Multiple comments may be visible. 
6. Click the “Close” button.
7. Click the “Save” button to save your changes.
[bookmark: _Milestone_Master_List][image: ]
[bookmark: _Toc52965445]PI Uploads Supporting Documents for Completed Milestones
Additional documentation may be requested by NHLBI for completed milestones.
1. Select View/Enter Milestones from the Actions column in the Studies widget. 
[image: cid:image011.png@01D43A11.F18669C0]
2. Select Upload Documents from the Actions column for the desired completed milestone. 
[image: cid:image005.png@01D48D56.50D865D0]
3. Click the Upload a File button.
[image: cid:image006.png@01D48D56.50D865D0] 
4. Click the Choose File button and select the desired file.
5. Click the Attach button to attach the file and close the pop-up.
[image: cid:image007.png@01D48D56.50D865D0]
6. Click the Save button.
[bookmark: _Milestone_Master_List_1]

[bookmark: _Toc52965446]Principal Investigator Delegation 
If you are a PI and would like to delegate eCONNECT data entry to other staff on your team, follow these steps.
1. Ensure each team member has their own active eRA Commons account.  
2. If a team member does not have an active account, they may go to https://era.nih.gov/registration_accounts.cfm (shown below) and apply for an account.
[image: ] 
3. Once the team member(s) accounts are created, you (as the PI) are able to designate the other staff as delegates in the PI’s eRA Commons account.
NOTE: PI delegates have access to eCONNECT and can enter milestones 24-hours after designation.


[bookmark: _Locating_the_Signing][bookmark: _Toc52965447]Locating the Signing Official for eCONNECT 
eCONNECT uses the Signing Official to ensure timely milestone and accrual data entry. To locate the Signing Official for eCONNECT please follow these steps.
1. Select or enter the eCONNECT URL in a web browser.
2. Click the “Log In” button and enter your eCommons credentials.
3. Locate your study and select Enter Accrual or View/Enter Milestones from the Actions drop-down menu in the Actions column.
4. Review the names in the Signing Official (SO) drop-down menu to confirm that the correct name is listed. 
[image: ]
5. If the correct Signing Official’s name is not listed, they will need to work with the eRA eCommons Account Administrator to obtain an eRA eCommons account.
NOTE: The eRA eCommons Account Administrator needs to give the Signing Official the “SO” role within their eCommons account. Once the eRA eCommons Account Administrator assigns the SO role to the Signing Official, the Signing Official’s name will appear in the drop-down menu within 24 hours.


[bookmark: _Toc52965448]Help and Guidance
If you encounter a problem while using eCONNECT, have a general question or concern, or need help with a process, you can place a request for assistance. You will be provided a ticket number and staff will contact you to resolve the issue as soon as possible.  
You can access the Request For Service feature using the Report an Issue help link provided at the bottom on the screen in eCONNECT, or by going directly to the website: https://itservicedesk.nih.gov/Support/. 
[image: ]
To utilize this service, please follow the steps outlined below.
1. [image: ]You will need to select the “I don’t have an NIH Login account” radio button and click “Next”. 
2. Enter your First and Last name and click “Next”. 
[image: ]

3. If your name is listed in the results, select it from the list of displayed names. If not, select “I am not listed. I need to register as a new customer”.
[image: ]

4. Complete the registration form using as much detail as possible and click “Next.”
[image: ]
After you’ve completed this registration process you will be able to proceed with submitting a service request (also known as a ticket or incident).
5. Select the relevant classification for your request and click the Next button.
6. Complete the Description form for your request and click the Next button. Please include (if applicable):
· A description of the problem (what is happening, when does it happen, which application, etc.)
· Any error messages you are receiving.
· Any pertinent screenshots.
· Alternate contact information, if needed.
7. Click the Submit button.
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