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I. Start Up Form

A. Once the database is first started, the security warning must be disabled for the application to work properly.

1. For Access 2007:

a) Above the form, a bar with a notice that says “Security Warning” appears. 

b) Click the “Options…” button next to the Security Warning.  This will bring up a Security Alert.
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c) On the Security Alert, click the radio button for “Enable this Content”.  Then click the “OK” button.
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2. For Access 2003:
a) Once the database has been opened, a Security Warning appears, as follows:
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b) Click the “Open” button.
B. The APR Database can be closed by clicking the “X” button in the upper right corner of the Access application.

C. The Start Up form has the following information:

1. Database ID: This is the database identification value for the user’s database file.

2. Project Year: This is the year number of the current year for the project.

3. I. Grant Info: This report has information on ACTSI grants.

4. II. Personnel Roster: This form accesses information on ACTSI personnel.

5. III. Publications: This form accesses information on publications published by ACTSI personnel.

6. V. Program Description: This report has information on ACTSI organizations.

7. VI. Characteristics: This form accesses information on ACTSI personnel characteristics.

8. Other Reports: This form accesses report information on other ACTSI report information.
II. Viewing the Grant Info Report

A. The Grant Information Report can be viewed from the Start Up form by clicking on the “I. Grant Info” button.

III. Viewing/Entering Personnel Information

A. Personnel Information can be accessed by clicking on the “II. Personnel Roster” button of the Start Up form.  Clicking on this button opens the Personnel Roster form.

B. To return to the Start Up form, click on the “Main Menu” button.
C. The Personnel Roster form has buttons for the following personnel:
1. Investigators: Member personnel who receive funding and other resources to conduct projects under the ACTSI.

2. Scholars: Member personnel who receive KL2 funding.
3. Trainees: Member personnel who receive TL1 funding.

4. Other Career Development: Other member personnel who do not fit into the previous three categories.
D. Investigator Form

1. To open the Investigator form, click on the “Investigators” button on the Personnel Roster form.

2. To return to the Personnel form, click the “Close” button.

3. To return to the Start Up form, click the “Main Menu” button.
4. The Investigator form has the following information for investigators:

a) Last Name: This field contains the last name of the investigator.

b) First Name: This field contains the first name of the investigator.

c) Middle Name: This field contains the middle name of the investigator.

d) Commons Username: This field contains the ERA Commons Username used by the investigator.

e) Area of Expertise: This field contains the investigator’s area of expertise.

f) Source: This field contains information on the group that entered the investigator’s information (e.g. CIN, MSM, RETCD, etc.)

5. Adding an Investigator
a) Click on the “Investigators” button on the Personnel Roster form.  This will open the Investigator form.

b) Click on the “Add New Investigator” button.  This opens a new record to add the new investigator information.
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c) Once the information on the new investigator has been entered, click the “Close” button.

6. Viewing an Investigator

a) Click on the “Investigators” button on the Personnel Roster form.

b) Click on the “Find Investigator” button.  This opens a Search form to search for the investigator by last name.
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c) In the Search form, type the investigator’s last name in the field labeled “Find What :”.
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(1) If the investigator’s entire last name is not known, wildcards may be used to search for the name as follows:

(a) An asterisk may be used to match a string of zero or more characters (e.g. Jack* matches Jack, Jacks, Jacket, or Jackson)

(b) A question mark may be used to match one character (e.g. Jo?n matches John or Joan)
d) Click on the “Find Next” button until the correct record appears.  The record information appears on the Investigator form.

e) If the record has not been found, the following message box appears:
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(1) Click on the “OK” button to close the message box.

(2) A new term can be searched by returning to Section III. D. 6. c).
f) Once the correct record appears, click on the “Cancel” button to close the Search form.

E. Scholars Form

1. To open the Scholars form, click on the “Scholars” button on the Personnel Roster form.

2. To return to the Personnel form, click the “Close” button.

3. To return to the Start Up form, click the “Main Menu” button.
4. The Scholars form has the following information for scholars:

a) Last Name: This field contains the last name of the scholar.

b) First Name: This field contains the first name of the scholar.

c) Middle Name: This field contains the middle name of the scholar.

d) Commons Username: This field contains the ERA Commons Username used by the scholar.

e) Gender: This field contains the gender of the scholar.
f) Mentor: This field contains the ERA Commons Username of the personnel who serves as a mentor for the scholar.
g) Degree: This field contains the degree for the scholar.

h) Race: This field contains the scholar’s race (e.g. Asian, Black or African American, White, etc.).

i) Ethnicity: This field contains the scholar’s ethnicity (e.g Hispanic or Latino, Non-Hispanic).

j) Area of Training: This field contains the scholar’s area of training.

k) Date of Appointment: This field contains the date that the scholar was appointed.

l) End Date: This field contains the end date of the scholar’s appointment.

m) Project Year: This field contains the year number of the current year for the project.
5. Adding a Scholar
a) Click on the “Scholars” button on the Personnel Roster form.  This will open the Scholar form.

b) Click on the “Add New Scholar” button.  This opens a new record to add the new scholar information.
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c) Once the information on the new scholar has been entered, click the “Close” button.

6. Viewing a Scholar
a) Click on the “Scholars” button on the Personnel Roster form.

b) Click on the “Find Scholar” button.  This opens a form to search for the scholar by last name.
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c) In the search form, type the scholar’s last name in the field labeled “Find What :”.
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(1) If the scholar’s entire last name is not known, wildcards may be used to search for the name as follows:

(a) An asterisk may be used to match a string of zero or more characters (e.g. Jack* matches Jack, Jacks, Jacket, or Jackson)

(b) A question mark may be used to match one character (e.g. Jo?n matches John or Joan)
d) Click on the “Find Next” button until the correct record appears.  The record information appears on the Scholar form.

e) If the record has not been found, the following message box appears:
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(1) Click on the “OK” button to close the message box.

(2) A new term can be searched by returning to Section III. E. 6. c).
f) Once the correct record appears, click on the “Cancel” button to close the search form.
F. Trainee Form

1. To open the Trainee form, click on the “Trainees” button on the Personnel Roster form.

2. To return to the Personnel form, click the “Close” button.

3. To return to the Start Up form, click the “Main Menu” button.
4. The Trainee form has the following information for trainees:

a) Last Name: This field contains the last name of the trainee.

b) First Name: This field contains the first name of the trainee.

c) Middle Name: This field contains the middle name of the trainee.

d) Commons Username: This field contains the ERA Commons Username used by the trainee.

e) Gender: This field contains the gender of the trainee.

f) Mentor: This field contains the ERA Commons Username of the personnel who serves as a mentor for the trainee.

g) Race: This field contains the trainee’s race (e.g. Asian, Black or African American, White, etc.).

h) Ethnicity: This field contains the trainee’s ethnicity (e.g Hispanic or Latino, Non-Hispanic).

i) Area of Training: This field contains the trainee’s area of training.

j) Date of Appointment: This field contains the date that the trainee was appointed.

k) End Date: This field contains the end date of the trainee’s appointment.

l) Project Year: This field contains the year number of the current year for the project.
5. Adding a Trainee
a) Click on the “Trainees” button on the Personnel Roster form.  This will open the Trainee form.

b) Click on the “Add New Trainee” button.  This opens a new record to add the new trainee information.
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c) Once the information on the new trainee has been entered, click the “Close” button.

6. Viewing a Trainee

a) Click on the “Trainees” button on the Personnel Roster form.

b) Click on the “Find Trainee” button.  This opens a Search form to search for the trainee by last name.
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c) In the Search form, type the trainee’s last name in the field labeled “Find What :”.
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(1) If the trainee’s entire last name is not known, wildcards may be used to search for the name as follows:

(a) An asterisk may be used to match a string of zero or more characters (e.g. Jack* matches Jack, Jacks, Jacket, or Jackson)

(b) A question mark may be used to match one character (e.g. Jo?n matches John or Joan)
d) Click on the “Find Next” button until the correct record appears.  The record information appears on the Trainee form.

e) If the record has not been found, the following message box appears:
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(1) Click on the “OK” button to close the message box.

(2) A new term can be searched by returning to Section III. F. 6. c).
f) Once the correct record appears, click on the “Cancel” button to close the Search form.

G. Other Career Development Form

1. To open the Other Career Development form, click on the “Other Career Development” button on the Personnel Roster form.

2. To return to the Personnel form, click the “Close Form” button.

3. To return to the Start Up form, click the “Main Menu” button.
4. The Other Career Development form has the following information for other career development personnel:

a) Last Name: This field contains the last name of the person.

b) First Name: This field contains the first name of the person.

c) Middle Name: This field contains the middle name of the person.

d) Commons Username: This field contains the ERA Commons Username used by the person.

e) Gender: This field contains the gender of the person.

f) Mentor: This field contains the ERA Commons Username of the personnel who serves as a mentor for the person.

g) Race: This field contains the person‘s race (e.g. Asian, Black or African American, White, etc.).

h) Ethnicity: This field contains the person’s ethnicity (e.g Hispanic or Latino, Non-Hispanic).

i) Area of Training: This field contains the person’s area of training.

j) Date of Appointment: This field contains the date that the person was appointed.

k) End Date: This field contains the end date of the person’s appointment.

l) Project Year: This field contains the year number of the current year for the project.
5. Adding a Person
a) Click on the “Other Career Development” button on the Personnel Roster form.  This will open the Other Career Development form.

b) Click on the “Add New Person” button.  This opens a new record to add the new person’s information.
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c) Once the information on the new person has been entered, click the “Close Form” button.

6. Viewing an Other Career Development Person
a) Click on the “Other Career Development” button on the Personnel Roster form.

b) Click on the “Find Username” button.  This opens a Search form to search for the person by last name.
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c) In the Search form, type the person’s last name in the field labeled “Find What :”.
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(1) If the person’s entire last name is not known, wildcards may be used to search for the name as follows:

(a) An asterisk may be used to match a string of zero or more characters (e.g. Jack* matches Jack, Jacks, Jacket, or Jackson)

(b) A question mark may be used to match one character (e.g. Jo?n matches John or Joan)
d) Click on the “Find Next” button until the correct record appears.  The record information appears on the Other Career Development Personnel form.

e) If the record has not been found, the following message box appears:
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(1) Click on the “OK” button to close the message box.

(2) A new term can be searched by returning to Section III. G. 6. c).
f) Once the correct record appears, click on the “Cancel” button to close the Search form.
IV. Viewing/Editing Funding Information

A. Funding Information is viewed under the Investigators form.  From the Start Up form, click the “II. Personnel Roster” button.

B. Funding information is entered by its association with an investigator.  To manage funding information, follow directions from Section III. D to select an investigator.

C. At this point, the Investigator form should be open, and the correct investigator should be selected.
D. Federal Non-PHS Funding

1. Federal Non-PHS Funding is displayed in the upper subform labeled “FED Non PHS Funding” and has the following information:

a) Commons Username: This field contains the ERA Commons Username for the currently selected investigator.  This is the investigator who owns this funding.

b) Project Year: This field contains the year number of the current year for the project.

c) Organization: This field contains the Non-PHS organization that has awarded the funding.

d) Grant Contract Number: This field contains the grant number of the funding for the project.

e) Grant Title: This field contains the title for the funded project.

f) Total Dollars: This field contains the total amount of money awarded to the project in U. S. dollars.

g) PI Last Name: This field contains the last name of the PI.

h) PI First Name: This field contains the first name of the PI.

i) PI Middle Name: This field contains the middle name of the PI.

2. Adding New Federal Non-PHS Funding
a) If the “New (blank) record” button is activated, then click it.
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b) In the new record, enter the information for the new Federal Non-PHS Funding.

3. Viewing Federal Non-PHS Funding
a) Once the correct investigator has been selected, Federal Non-PHS Funding can be viewed by navigating the records under the Federal Non-PHS Funding subform.

[image: image21.png]FED Non PHS Funding

7|
Project Year
Organization [US. stiute of Peaci v
Grant Contract Number

1

Grant Ttle
Total Dollars: $1,000,000.00
PiLastName
PAFirst ame.

I!!II
g

Pl Middle Name Kennedy|

Record W [Lof1 > WA K ==





b) The next record can be viewed by clicking the Next Record button.

c) The previous record can be viewed by clicking the Previous Record button.

4. Deleting Federal Non-PHS Funding
a) Select the correct Federal Non-PHS Funding by following Section IV. D. 3.

b) When the correct Federal Non-PHS Funding has been selected, click the “Delete” button in the “FED Non PHS Funding” subform.

c) A message box will appear asking to confirm the deletion of the record as follows:

[image: image22.png]You are about to delete 1 record(s).

e |




d) Click the “Yes” button to continue to delete the record.

E. Federal PHS Funding

1. Federal PHS Funding is displayed in the lower subform labeled “FED PHS Funding Information” and has the following information:

a) Commons Username: This field contains the ERA Commons Username for the currently selected investigator.  This is the investigator who owns this funding.

b) Project Year: This field contains the year number of the current year for the project.

c) Organization: This field contains the PHS organization that has awarded the funding.

d) Activity Code: This field contains the activity code for the funding.
e) Six Digit Grant Number: This field contains the six digit grant number for the funding.
2. Adding New Federal PHS Funding

a) If the “New (blank) record” button is activated, then click it.
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b) In the new record, enter the information for the new Federal PHS Funding.

3. Viewing Federal PHS Funding
a) Once the correct investigator has been selected, Federal PHS Funding can be viewed by navigating the records under the Federal PHS Funding subform.
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b) The next record can be viewed by clicking the Next Record button.

c) The previous record can be viewed by clicking the Previous Record button.

4. Deleting Federal PHS Funding
a) Select the correct Federal Non-PHS Funding by following Section IV. E. 3.

b) When the correct Federal Non-PHS Funding has been selected, click the “Delete” button in the “FED Non PHS Funding” subform.

c) A message box will appear asking to confirm the deletion of the record as follows:
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d) Click the “Yes” button to continue to delete the record.
V. Viewing/Editing Publication Information
A. Publication Information can be accessed by clicking the “III. Publications” button of the Start Up form.  Clicking on the button opens the Publications form.

B. To return to the Start Up form, click on the “Main Menu” button.

C. The Publications form has buttons for the following personnel:

1. Investigators: Member personnel who receive funding and other resources to conduct projects under the ACTSI.

2. Other Personnel: Member personnel other than investigators.

D. Investigator Publications

1. From the Publications form, click on the “Investigators” button.  This opens up the Investigator Publications form, which has the following information:

a) Last Name: This field contains the last name of the investigator.

b) First Name: This field contains the first name of the investigator.

c) Middle Name: This field contains the middle name of the investigator.

d) Commons Username: This field contains the ERA Commons Username of the investigator.

e) Area of Expertise: This field contains the area of expertise of the investigator.

2.  Viewing an Investigator

a) Click on the “Find Investigator” button on the Investigator Publications form.  This opens a Search form to search for the investigator by last name.
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b) In the Search form, type the investigator’s last name in the field labeled “Find What :”.
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(1) If the investigator’s entire last name is not known, wildcards may be used to search for the name as follows:

(a) An asterisk may be used to match a string of zero or more characters (e.g. Jack* matches Jack, Jacks, Jacket, or Jackson)

(b) A question mark may be used to match one character (e.g. Jo?n matches John or Joan)
c) Click on the “Find Next” button until the correct record appears.  The record information appears on the Investigator form.

d) If the record has not been found, the following message box appears:
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(1) Click on the “OK” button to close the message box.

(2) A new term can be searched by returning to Section V. D. 2. b).
e) Once the correct record appears, click on the “Cancel” button to close the Search form.

3. Investigator Publications Form
a) Investigator Publications information is displayed in the subform labeled “Publications”.

b) The Publications subform has the following information:

(1) Commons Username: This field contains the ERA Commons Username of the currently selected investigator.

(2) Project Year: This field contains the year number of the current year for the project.

(3) Journal: This field contains the title of the journal where the article was published.

(4) Cited: This field contains whether the ACTSI was cited as funding the project described by the article.

(5) PubMed ID: This field contains the PubMed ID for the article.

(6) Authors: This field contains the authors of the article.

(7) Title: This field contains the journal article’s title.

(8) Volume: This field contains the volume number of the journal issue for the article.

(9) Number: This field contains the issue number of the journal issue for the article.

(10) Pages: This field contains the page numbers for the article in the journal issue.

(11) Publish Month: This field contains the month of the journal issue.

(12) Publish Year: This field contains the year of the journal issue.

4. Adding a New Investigator Publication

a) If the “New (blank) record” button is activated, then click it.
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b) In the new record, enter the information for the new Publication.

5. Viewing Investigator Publications

a) Once the correct investigator has been selected, Investigator Publications can be viewed by navigating the records under the Investigator Publications subform.
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b) The next record can be viewed by clicking the Next Record button.

c) The previous record can be viewed by clicking the Previous Record button.

E. Other Personnel Publications

1. From the Publications form, click on the “Other Personnel” button.  This opens up the Other Personnel Publications form, which has the following information:

a) Personnel Type: This field contains the personnel type of the selected person.

b) Last Name: This field contains the last name of the person.

c) First Name: This field contains the first name of the person.

d) Middle Name: This field contains the middle name of the person.

e) Commons Username: This field contains the ERA Commons Username of the person.

f) Area of Expertise: This field contains the area of expertise of the person.

g) Project Year: This field contains the year number of the current year for the project.

2.  Viewing Other Personnel
a) Click on the “Find Scholar/Trainee” button on the Other Personnel Publications form.  This opens a Search form to search for the person by last name.
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b) In the Search form, type the person’s last name in the field labeled “Find What :”.
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(1) If the person’s entire last name is not known, wildcards may be used to search for the name as follows:

(a) An asterisk may be used to match a string of zero or more characters (e.g. Jack* matches Jack, Jacks, Jacket, or Jackson)

(b) A question mark may be used to match one character (e.g. Jo?n matches John or Joan)
c) Click on the “Find Next” button until the correct record appears.  The record information appears on the Investigator form.

d) If the record has not been found, the following message box appears:
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(1) Click on the “OK” button to close the message box.

(2) A new term can be searched by returning to Section V. E. 2. b).
e) Once the correct record appears, click on the “Cancel” button to close the Search form.

3. Other Personnel Publications Form

a) Other Personnel Publications information is displayed in the subform labeled “Publications”.

b) The Publications subform has the following information:

(1) Commons Username: This field contains the ERA Commons Username of the currently selected person.

(2) Project Year: This field contains the year number of the current year for the project.

(3) Journal: This field contains the title of the journal where the article was published.

(4) Cited: This field contains whether the ACTSI was cited as funding the project described by the article.

(5) PubMed ID: This field contains the PubMed ID for the article.

(6) Authors: This field contains the authors of the article.

(7) Title: This field contains the journal article’s title.

(8) Volume: This field contains the volume number of the journal issue for the article.

(9) Number: This field contains the issue number of the journal issue for the article.

(10) Pages: This field contains the page numbers for the article in the journal issue.

(11) Publish Month: This field contains the month of the journal issue.

(12) Publish Year: This field contains the year of the journal issue.

4. Adding a New Other Personnel Publication

a) If the “New (blank) record” button is activated, then click it.
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b) In the new record, enter the information for the new Publication.

5. Viewing Other Personnel Publications

a) Once the correct person has been selected, Other Personnel Publications can be viewed by navigating the records under the Other Personnel Publications subform.
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b) The next record can be viewed by clicking the Next Record button.

c) The previous record can be viewed by clicking the Previous Record button.
VI. Viewing the Program Description

A. The Program Description Report can be viewed from the Start Up form by clicking on the “V. Program Description” button.

VII. Viewing/Editing Personnel Characteristics
A. Personnel Characteristics information can be accessed from the Start Up form by clicking on the “VI. Characteristics” button.  This opens the Personnel Characteristics form.

B. To return to the Start Up form, click on the “Main Menu” button.
C. The Personnel Characteristics form has the following information:

1. Applied Characteristics: Personnel characteristics for persons who have applied or interviewed.

2. Project Year 1: Personnel characteristics for personnel during project year 1.

D. Viewing/Editing Applied Characteristics

1. Applied Characteristics can be viewed and edited by clicking the “Applied Characteristics” button on the Personnel Characteristics form.  This opens the Applied Characteristics form.

2. To return to the Personnel Characteristics form, click on the “Close” button.
3. Information on the Applied Characteristics form is as follows:

a) Personnel Type: This field contains the type of personnel for this demographic.
b) Race: This field contains the race for personnel of this demographic (e.g. Asian, Black or African American, White, etc.).

c) Ethnicity: This field contains the ethnicity for personnel of this demographic (e.g Hispanic or Latino, Non-Hispanic).

d) Gender: This field contains the gender for personnel of this demographic.

e) Applied: This field contains the count for applied personnel that belong to this demographic.

f) Interviewed: This field contains the count for interviewed personnel that belong to this demographic.

4. Editing Applied Count
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a) Select the Applied Count box for the line that matches the desired demographic.  This value can be edited.

5. Editing Interviewed Count 
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a) Select the Interviewed Count box for the line that matches the desired demographic.  This value can be edited.

E. Viewing Personnel Characteristics for Project Year 1

1. The Personnel Characteristics report for Project Year 1 can be viewed by clicking the “Project Year 1” button on the Personnel Characteristics form.

VIII. Viewing Other Reports

A. Other Reports can be accessed from the Start Up form by clicking on the “Other Reports” button of the Start Up form.  This opens the Other Reports form.

B. To return to the Start Up form, click on the “Main Menu” button of the Other Reports form.

C. The Other Reports form has the following information:

1. PHS Funding Summary: This report shows information for all PHS funding.

2. Non-PHS Funding Summary: This report shows information for all Non-PHS funding.

D. The PHS Funding Summary Report can be viewed by clicking the “PHS Funding Summary” button on the Other Reports form.

E. The Non-PHS Funding Summary Report can be viewed by clicking the “Non-PHS Funding Summary” button on the Other Reports form.
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